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Introduction

Welcome! | am pleased to share this user guide which is designed to provide you with clear,
comprehensive instructions for using Hort Innovation’s Delivery Partner Portal.

Representing a significant step forward, the Portal will become your ‘go-to’ platform for
managing key aspects of projects and investments in partnership with Hort Innovation. It
integrates seamlessly with the investment management portal used by our internal team,
known as ‘Hive’.

Importantly, the Portal delivers a number of benefits in simplifying and streamlining project
management, removing the need for manual processes and providing a centralised, real-time
view on the status of contracts and projects. The Delivery Partner Portal forms part of Hort
Innovation’s focus on continuous improvement under pillar 3 of our organisational strategy,
along with the enhancement of processes, templates and documents that underpin the way
we work with our delivery partners.

We are committed to ensuring a smooth transition to using the Portal, and support is also
available beyond this user guide through our team members or by email to
portal.support@horticulture.com.au

Thank you for your partnership with Hort Innovation. We look forward to continuing to work
with you to drive shared success for the benefit of Australia’s horticulture industry.

Regards,

Matt Brand
Chief Executive Officer

Share your thoughts

We strive to provide the best experience possible for our delivery partners. Please share your feedback on
how we can improve this document for you and other delivery partners in the future by email at
communications@horticulture.com.au

Thanks for your feedback and time.
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Overview

The Hort Innovation Delivery Partner Portal is a secure online platform
where delivery partners can manage key aspects of their agreements with
Hort Innovation.

Benefits

The Delivery Partner Portal (the Portal) is a new centralised technology platform to manage projects and
milestone reporting with Hort Innovation projects. It replaces many manual processes for milestone
submissions, project variations, contract changes and reporting.

The Portal provides a number of excellent benefits including centralised, streamlined processes, and greater
visibility of the status of investments and projects through a dynamic dashboard leveraging a document
coediting interface directly with Hort Innovation.

Key functionality
There are a number of actions you can take using the Portal:

Contracts and milestones

«  View contracts and milestones

+  Review a specific milestone and the achievement criteria details

+  Submit milestone reports

«  Collaborate with Hort Innovation project owners on changes to milestone reports
«  View payment status of milestones

»  View project status

Contract variations

«  Submit variations

«  View the status of variations

»  Collaborate with Hort Innovation project owners on changes to variations
«  View updated contracts

Organisational change requests

»  Request changes to your business entity
«  Update your business information

Access to resources and templates

Project resources are referenced in the project’s commercial agreement with Hort Innovation and are
necessary for undertaking a project successfully. Various resources and templates developed by Hort
Innovation are available. These include guides and templates for milestones and final reports; project M&E
templates and resources; and talent release forms.

The Portal provides a link to these resources. You can also access them directly on the Hort Innovation
website here.

Hort Innovation 5
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Register

Accessing the Portal for the first time requires a sign-up process by invitation only. Hort Innovation will
invite you to register for the Portal via a dedicated email. Only Project Leaders and Project Administrators
have access to the Portal by invitation.

Microsoft account and Hort Innovation Portal

The Portal leverages Microsoft technology. As with other Microsoft tools and services, this requires users to
have a Microsoft account to use these applications.

Overview of registration process

Registration process (one-off)

Create a Microsoft account (if one is not available). Connect permissions with Hort Innovation Delivery
Partner Portal

Start sign-up to Hort Innovation Portal

Complete Hort / Multifactor Authentication form selecting the way you would like to authenticate in the
future

Accept terms and conditions

Creating a Microsoft account

Click on the ‘REGISTER NOW’ link that is in the invitation email you received from Hort Innovation. The
system will recognise that you don’t have a Microsoft account and ask you to create one.

This account is free and easy to set up.

Follow the steps below to set up your Microsoft account.

Hort Innovation
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Step 1 Step 2

Once you have clicked on ‘Register Now’ in the E Enter a password. This will be the password for the
Hort Innovation email you will be taken to the portal login.

page below. This is the first step in creating a

Microsoft account.

E Click ‘Next’.
B® Microsoft

¢« ashelyjonesdpp@gmail.com

| L FYH
m= Microsoft Create a password

Create account Enter the password you would like to use with your

i ; account.
Looks like you don't have an account with us. We'll
create one for you using
ashelyjonesdpp@gmail.com. sessansssess

E] Show password

Next Next

Step 3 Step 4

E Enter verification code that was sent to your E Complete additional authentication required by

registered email. This is a four-digit code. Microsoft. Decide if you stay signed in. If you say ‘YES’
every time you access the Portal you will not have to log
into your Microsoft account again.

. B Microsoft WE )2 rosoft
B® Microsoft f i Micr
« ashelyjonesdpp@amall.com
ashelyjonesdpp@gmail.com
& ashelyjonesdpp@gmail.com Create account
V) pp@gmail. Please sole the puzzle 50 we knov you'e Stay signed in?
not a robot
1 1 Stay signed in so you don't have to sign in again
Verlfy emall next time.
Enter the code we sent to e [] Don't show this again
ashelyjonesdpp@gmail.com. If you didn't get the
email, check your junk folder or try again. ho
Enter code

| would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Next

Hort Innovation 7




Delivery Partner Portal user guide — December 2021

Step 5

E% Microsoft
Finally, click ‘Accept’ to consent to use MS credentials with Hort ashehjonesdpp@gmailcom
Innovation Delivery Partner Portal. Review permissions

H
Once the account is created, you will be taken to the Hort Horticulture Innovatien Australia Limited

horticulture.com.au

Innovation Sign up page. Continue with the account registration
as detailed below.

This resource is not shared by Microsoft.

The organization Horticulture Innovation Australia
Limited would like to:

v Signyouin
v Read your name, email address, and photo

You should only accept if you trust Horticulture Innovation
Australia Limited. By accepting, you allow this organization to
aceess and process your data to create, control, and administer
an account according 1o their policies. Horticulture
Innovation Australia Limited has not provided a link to
their privacy statement for you to review. Horticuiture
Innovation Australia Limited may log information about your
access. You can remove these permissions at

https://myapps microsofi.com/horticulture com.au

Hort Innovation Portal Sign Up

Click on the ‘REGISTER NOW’ link that is in the invitation email you received from Hort Innovation. The
system will recognise that you have a Microsoft account and ask you to sign you in.

Click ‘Accept’ in the Review permissions screen that will appear to consent to use MS credentials with Hort
Innovation Delivery Partner Portal.

You will be taken to the Hort Innovation Sign Up page — Click ‘Sign up’.

Hort
Innovation

Register using an external account

© 2021 Horticulture Innovation Australia Limited.  Disclaimer  Privacy policy
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Follow the steps below to complete the Hort Innovation / Multifactor Authentication process and finalise
sign-up.

Step 1 Step 2

Select your Microsoft account. Click ‘Next’ to initiate the Hort Innovation
multifactor authentication. This is used to ensure all
information on the Portal is secure.

BT Microsoft

. & Microsoft
Pick an account _
ashelyjonesdpp@gmail com

More information required

Ash Jonesdpp

ashelyjonesdpp@gmail.com Your organization needs more information to keep
: - your account secure

Signed in

Use a different account

Learn more

Step 3 Step 4

E Enter your phone number and select E Enter the code sent to your mobile number and click
authentication method. Click ‘Next’. ‘Verify'.

iding phone verfication to yaur password. View video to knaw haw to secure your account
Step 1: How should we contact you?

I
. .

Step 5 Step 6
E Once your verification is successful, click Accept the terms and conditions. You will now be on
‘Done’. You will be taken to the Hort Innovation the Portal HOME page and the registration process is
Portal Terms and Conditions page. complete.

Hlnggvaﬁon
S — Terms and Conditions
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Registration/Login for users with
multiple email accounts

Microsoft automatically picks up the login credentials of the profile you use on a regular basis. If the email
address that you have received your invitation to register to the Delivery Partner portal is different from
your official email then:

1. Use a different browser when working Creating a new user profile in
with the Portal, and in this way keep the
email accounts separately (OR) Chrome

2. If you are using Chrome as your default 1. Open the Chrome browser.

browser, you can create a new browser 2.
profile for your DPP registration and sign
in from there.

In the top right corner of the browser,
click on the image icon for the user
profile.

3. Inthe Pop-up screen that opens, under

Once you are in another browser or using a ‘Other Profiles’ section, click on “+Add’.

different browser profile, then: 4. Another popup will open and click on
L , ‘Sign In’.
1. Copy the URL from the ‘Register Now 5. Enter the Sign-in credentials of the email

hyperlink in the Hort invitation email.
2. Paste the URL in the new browser and
progress with the registration (see pages 6.
8 and 9 of this guide).
3. For subsequent sign ins, remember to
access the portal via the new browser or
browser profile.

address that is invited for the delivery
partner portal.

Your new profile is created and ready
for use; Select this browser profile for
subsequent sign-in to the delivery
partner portal.

Sign in (post registration)

Once registered, when you return to the Portal, you will only have to sign in. In order to sign in, you need to
be signed into your Microsoft account. If you are not, the system will require you do this first.

Open Hort Innovation Portal URL (https://hort.powerappsportals.com).

Sign in
1. Enter email address that was registered in the Portal. Click ‘Next’.
2. Enter password. Click ‘Sign in’. B® Microsoft

3. Enter the code sent to your mobile. Click ‘Verify’. seheli
lyjonesdpp@gmail.com

You should now have access to the Portal. Enter code

[ We texted your phone +X3X J0000XXX23. Please
enter the code to sign in.

Need more help? 000004

If you have any problems registering or signing up, or have a query that Having trouble? Sign in another way
is technical or relates to using the Portal please contact the Portal
support desk by email at portal.support@horticulture.com.au

Meore information

Hort Innovation 10
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Portal tabs and pages

Home page
When you sign up for the first time, you will be presented with the Portal home page.

Here you can find a link to this user guide for future reference and also link to additional resources and
templates to assist you in your project submissions.

You can also access your Dashboard by clicking the teal-colour ‘View Dashboard’ button on the right side of
your screen.

e

Delivery Partner Porta:

¥

Welcome

Access Hort Innovation’s Delivery Partner Portal, the one-stop-shop to manage your projects

What is the portal?

The new Hort Innovation Delivery Partner Portal is a
secure online platform where delivery partners can
manage all aspects of their agreements with Hort
Innovation, This includes:

«» Submitting milestones and final reports

+ Requesting project variations

« Delivering end-of-project outputs.

Providing a better experience

The portal provides a simple, streamlined experience
for delivery partners to meet the requirements of
undertaking a successful project with Hort
Innovation. The portal provides greater visibility and
real-time tracking on the project status for bath
parties.

The ability to submit documents and requests via
the portal will lead to more efficient project
management, and this will contribute to successful
project delivery and better results for the
horticutture sector.

Using the portal

The portal is intuitive and easy to use. To assist
users, a User Guide is avaifable with detailed
instructions on how to use the portal, with some
handy tips that will assist new users.

Help and support

All of the information you will need to use the platform successtully can be found in the Delivery Partner Portal user guide.
If you would like any further help or support, you can reach out to:
= Your usuzl contact at Hort Innovation if you need advice about requi for project £ or mil reporting
« The portal support desk by email at portal.support@horticulture.com.au if your query is technical or relates to using the portal.

Hort Innovation 2
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Tab: Dashboard

Once you return to the Portal you will be taken straight to your ‘Dashboard’ page.

This page will be your landing page upon sign in and go-to page to see a summary of items that require your

attention.

This includes items such as:

»  Details of executed contracts

+  Upcoming milestones (MS101-MS190[Final Report]) as detailed in each contract

»  Overdue milestones and milestones that need re-submission

»  Contract variations action items
«  Change requests action items

Your dashboard is your first entry point to your contract and milestone information via the ‘Executed

contracts’ link.

Hort
Innovation

Hort Innovation = Dashbeard

Dashboard

oard My Profile My Organisation ‘Organization Changes Contracts:

€ Page Instructions

= Details of executed contracts

= Upcoming milestones

= Owerdue milestones and milestones that need to be re-submitted
= Contract variation action #ems

= Change request action items

To access your condract and milestones, plesse click on the ‘Executed Contracts' link below.

Viglcome to the Hort Innovation Delivery Partner Portal. The dashboard below provides a summarny of kems that require your attention, such as:

Hello Yudit,
The dashboard provides a summary of items that needs your attention

Full name: Yudit Buitrago
Organization name: Random Thoughts Learning
Solutions

I Executed contracts: 3 Contracts I

Upcoming milestones and reports: 1 Milestone

Contract Variations and Change Requests

Draft Change Requests:

W This iz a change request

Owverdue Milestones

Project Code Contract Number Milestone Number  Due Date

MT13014 CONDOZ0SS 102 s/06/2021 fR

Upooming & Re-submission Milestones (30 Days)

Project Code Contract Number Milestone Number  Due Date

PW20004 CONopz21iLs 102 30/09/2021

Hort Innovation
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Tab: My Profile

The ‘My Profile’ page enables you to update your personal information.

The Portal connects with Hort Innovation’s CRM, so by keeping your profile up to date you are ensuring that
we have your current contact details.

Hort
Innovation

Hort Innavation = My Profile

My Profile

Please review your information on file.

Ifyou need to update your email or crganisation name then please get in contact with us.
Yudit Buitrago
Your information
Salutation Work Phane
Dashboard Mrs Provide a telephone number
My Profile X N
First Hame * Mobile Phone
My Organization Yudit Provide a telaphone number
List Contracts Last Name™® Job Title
Buitrzgo Consultant
Emiail Organisation Name

— Random Thoughts Learning Sclutions

4~ Dazhboard

Tab: My Organisation and Organisation Changes

The ‘My Organisation’ and ‘Organisation Changes’ pages have a similar purpose and help Hort Innovation
keep Delivery Partner details up to date.

Information on the ‘My Organisation’ page can only be modified by submitting a Change Business Details

form, which is also available through the ‘Organisation Changes’ page.

That is:

«  Click on ‘Add Business Entity’ changes’ button for changes such as a new business that takes over the
contract from the existing entity.

»  Click on ‘Add Business Details change’ button for changes in address, banking and finance contact
details.

Hort Innovation 4
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Hort
Innovation

Hert Innoveticn = My Organisation

My Organisation ) Fazz Instructions

The "My Organisation” page connects with Hort Innovation's CRM system. Information on this page can enly be modified by Contract Administrators.

Trading Name * AEN

Random Thoughts Learning Solutions 40604 754 042

Legal Hame Phone

ERIEFEOARD FTY. LTD. Provide a telephone number
Address Website

@ Download Templates:

= Businesz Entity Change
= Changs Business details

= Add Business Entity Change == Add Business Details Change

* Dashboard

Hort
Innovation

Hart Inngvetion = Organisation Changes

Organisation Changes

) Page Instructions

@ Download Templates:

= Business Entity Changs
« Change Buszinesz detailz

%= Add Business Entity Change == Add Business Details Change

Date Submitted Type Request Dutline Status Actions

Change in Business Entity Changsin ABN Submittad View

Hort Innovation
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Tab: Contracts

The ‘Contracts’ page shows your active and completed projects. In addition to the Dashboard tab, it is your

first point of entry to your contract and any action you want to take.

From here you can:

« Initiate a contract variation intent (by clicking on ‘Add Contract Variation Intent’ link).

«  View a contract variation intent (by clicking on ‘View Contract Variation Intents’ link).

«  Add a contract variation for an accepted intent to vary (by clicking on ‘Add Contract Variation Request’
link).

«  View a contract variation (by clicking on ‘View Variations & Changes’ link).

+  Request a change in the contract (by clicking on ‘Add Contract Change Request’ link).

Some of these links will be visible only as you progress in a particular submission process.

Hort
Innovation

Hort Innowation > Contracis

Home Dashboard My Profile My Organisation ‘Organization Changes Contracts

Contracts @ Page Instructions

The 'Contracts’ page displays your active and completed projects. In addition to the dashboard, it is another point of entry to view your contracts where you are abde to perform tasks. From
here you can:

= \igw zll contract midestones and their details
» [nitigte 3 contract varistion intent {click on the ‘Add Contract aristion Imtent” link)
» Request a change in the contract (chick on ‘Add Contract Change Request’ link).

To select a contracs, cick on the Project Code’ or the ‘Project Titke' Bnks to open the contract and view milestone information.

Active contracts Completed contracts

Project Contract Project Title Startdate End date Project Contract Contract Variation &

Code Humber Leader Administrator Status change requests

TGE2000D CONOO2197 HVz1000-Market Access and 15/09/2021 31/12/2022 ‘Yudit ¥ Buitrago Contract Add Contract Variation Intent
Trade Development Buitrago Executed Add Contract Change Request

MTigoi4  OONOO2093 MT10014-Field Based Testing for  23/04/2021  30/11/2021  Yudit ¥ Buitrago Contract View Contract Variation Intents
Fall Army Worm Buitrago Executed Add Contract Change Request

View Varistions & Changss

PWzooos  COMoO2115 FW2o004-Sweetpotato Export s1f05/2021 30112021 ‘Yudit ¥ Buitrago Contract Add Contract Variation Intent

Strategy Buitrago Executed Add Contract Change Request

Hort Innovation 6
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View contracts, milestones and
achievement criteria information

25

“I want to view my contracts and review milestone and
achievement criteria information”.

Step 1: Locate your contract

There are three different ways to find a contract to view information.

1. From your ‘Dashboard’ page, click on the ‘Executed Contracts’ link.
2. Click on ‘Contracts’ tab in the navigation ribbon on the top of the page.
3. Click on your username and select ‘List Contracts’.

* | Yudit Buitrago -

Dazhboard
HOI I My Profile

L]
Innovahon My Organisation

Sign out

Hort Innovation = Dashboard

My Profile: My Drganisation ‘Organization Changes Contracts 2

Dashboard 3 Page Instructions

Vislcoms to the Hort Innovation Delvery Partner Portal. The dashboard below provides a summiary of Rems that require your attention, such as:

« Details of executed contracts

= Upcoming milestones

= Owerdue milestones and milestones that need to be re-submitied
= Contract wanation action kems

» Change request action items

To access your condract and milestones, please click on the Executed Contracts' link below.

Hello Yudit,
The dazhboard provides a summary of items that need your attention

Owverdue Milestones

Full nams: Yudit Buitrago Project Code Contract Number Milestone Mumber  Due Date

Drganisation name: Random Thoughts Learning MT1a014 CONoDzoos 102 5/D8/2021 .‘
Solutions

Executed contracts: 3 Contracts

Upcoming milestones and reports: 1 Milestone

Contract Variations and Change Requests

Upcoming & Re-submission Milestones (30 Days)

Draft Change Requests: Project Code Contract Number Milestone Number  Due Date

Thizizach sk
P Thiz iz a change reque: PW20004 CONDD2115 102 30/08/2021

Hort Innovation 8
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Step 2: Open your contract

Click on ‘Project Code’ or on the ‘Project Title’ link to open the contract and view project milestones.

Hort
Innovation

Hart Innowation = Contracks

Home Dashboard My Profile My Organization Organisation Changes Contracts

Contracts € Page Instructionz
Active contracts Completed contracts
Project Contract Project Title Startdate  End date Project Contract Contract Variation &
Code Mumber Leader Administrator Status change requests
TGz20000 COMDDzia7 Hvaio00-Market Access and 15/oB/2021 31/12/2022 Yudit Y Buitrago Contract Add Confract Variation Intent
Trade Development Buitrago Executed Add Contract Change Request
MTis014  CONOD2OE3 MT13014-Field Basad Testingfor  23/04/2021  30/11/2021  Yudit ¥ Buitrago Contract View Contract Variation Intents

Fall Arrmy Worm Buitrago Executed Add Con Change Request
Wiews Variations & Changes

FWzoo04  CONMDoZi1s PWz0004-Swestpotsto Export 31/05/2021  30/11/2021 Yudit ¥ Buitrago Contract Add Contract Variation Intent
Strategy Buitrago Exmcuted Add Contract Change Request

* Dashboard

Step 3: View milestone information

The Portal allows you to see contract milestone information. This includes 1) milestone number, 2) due date
and 3) the status of the milestones (i.e. Pending, Submitted, Resubmit, Achieved, or Paid) that is captured
under each contract. Depending on this status, you will see different actions available in the ‘Options’
column.

Options column

« If a milestone has been ‘achieved’, ‘submitted’, or ‘paid’ you will only be able to view its information.

« If a milestone is still ‘pending’ you can check the due date and use the ‘Submit Milestone’ link to ‘edit’
or ‘enter’ information. See Submit a Milestone Report for more details.

« If a milestone status is ‘resubmit’, this means that there is a need to make some modifications to the
milestone information or milestone report before this milestone can be considered achieved and paid.
Use the ‘Resubmit’ link to edit and submit again.
See Resubmit a milestone report for more details.

IMPORTANT: Milestone information can ONLY be edited via the Submit or Re-Submit milestone links.

Hort Innovation 9
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Hort
Innovation

Hart Innavation = Cantracts = Contract Milestones List

Home  Dashboard  MyProfile  MyOrmganisation  Organisation Changes  Contracts  Milestones
Contract Milestones List €9 Pagz Instructions

The “‘Contract milestones’ page displays cenfract miestone information. This includes the status of contract milestones (Le. Pending, Submitted, Resubmit, Achieved or Paid) and a due date.
= [f the status of a milestens report is ‘pending’, the due date will be avaiable. To submit 3 completed milestone report, chck the "Submit Milestone’ Bnk.

= [ the ststus of 2 milestens report is resubmit’, some modifications are required to the milestone report before it can be considered achieved. To resubmit 3 miestone report, click the
Resubmit Milestone' Enk.

P Contract details: CONO02016 - CT17008 - [Test]Protecting Australia’s citrus genetic material - CT17008

Resubmit due

Milestone number i date Description Status Options:

101 4112020 HWV20000 - M53101 - 4/11/2020 Faid Wiew Milestone
1z 4112020 29/10/2021 HWZ0000 - M3102 - 4/11/2020 Faid Wisw Milestone
03 11/11/2020 6/11f2021 HWZ0000 - M3103 - 11/11/2020 Faid Wiew Milestane
130 30/11/2021 HVZ0000 - MCS 130 -30/11/2021 Received View Milestane
180 HW20000- MD TEST 13.10.2021 Pending Wiew Milestone

Submit Milsstons

+ List Contracts

Step 4: View milestone achievement criteria

Click the ‘milestone number’ or the ‘View milestone’ link. This will take you to the Milestone Details
information page.

On this page you can:

«  See milestone information

+  Review if criteria in the ‘Milestone Achievement Criteria’ section, are in line with the contract
document.

«  Provide your self-assessment from the drop-down menu “Delivery Partner Assessment”. You may also
provide justification to your self-assessment by clicking “add comment” and providing a brief statement
on each of the achievement criteria. Further details may be captured in the Milestone Report/Final
Report.

+  Review any comments shared by Hort Innovation Portfolio Manager for each of the achievement
criteria under the ‘Justification’ column (only if this milestone had been previously submitted).

+  Review any comments shared by Hort Innovation Portfolio Manager in the ‘Additional Comments’
section (only if this milestone had been previously submitted).

« Review the contents in other sections of the form (e.g. Public Summary) if the milestone had been
previously submitted, otherwise these sections will be blank.
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HortInnowation > Contracts > Caontract Milestones List = View Milestone Detnils

Home Dashboard My Profile My Organisation ‘Organization Changes Contracts View Milestone Details

View Milestone Details

€3 Page Instructions
[

P Contract details: CON0DZ197 - HY21000-Market Access and Trade Development - TG20000

Contract # COMooz1e7 Status Panding
Project Code TEZ0000 Due Date 5/12/2021
Project Title HVz1000-Market Access and Trade Development Re-submission Due Date

Milestone Number 102

Date Last Submitted

» Milestone Achievement Criteria

Achievement Criteria

Delivery Partner Assessment Justification Hort Innovation Assessment 4
Milestone report be submitted to Hart Achieved W Add comment Pending
Innovation on cutcomas to date
Project Reference Group established, Achieved LY Add comment Pending
including terms of reference and linkages
to related projectsi.e. TG18004, TG19000
Program logic and monibering and ' Add comment Pending
evaluation plan with linkage to Hort
Innovation and industry ffund objectives
A project riskmanagement plan w* Add comment Pending

- ° 2 ES

Hort Innovation
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Submit a milestone

“l want to set up milestone details and upload a milestone report”.

The Portal allows you to enter milestone information and submit all the documentation required to receive
the milestone payment as per the contract terms. The information entered into the portal compliments a
Milestone Report / Final Report that is uploaded in the documents section below.

Go to your Contracts tab on the navigation bar.

Home Dashboard My Profile My Organization Organisation Changes Contracts

Step 1: Open your milestone report submission form

1. Select the contract for which an upcoming milestone is due for milestone report submission. Click on
‘Project Code’ or on the ‘Project Title’ link to open the contract and view milestone information.

2. Click on ‘Submit milestone’ link.

Hort
Innovation

Hort Innovation » Contracts

Home  Dashboard ~ MyProfile  MyOrganisation  Organisation Changes  Contracts

Contracts € Fage Instructions

The "Contracts’ page displays your active and completed projects. In addition to the dashboard, it is another point of entry to view the status and perform key tasks relsting to your contracts.
From here you can:

= Initiate 8 contract variation intent {chck on the 'Add Contract Variation Intent’ link)

= \fiew contract variations that hawe been initated (chck on the View Contract Vanation Intents” link)

= Request a change in the Contract Administrater {click en "Add Contract Change Request fink).

= \fiew contract variations and changes (chck on the Wiew Vanations & Changes’ nk)

You can also wiew all contract milestones and their detsils for each contract by clicking on the relevant ‘Project Code’ or the 'Project Titke' fnks.

Active contracts Completed contracts
Project Contract Project Title Startdate  End date Project Contract Contract Variation &
Code Mumber Leader Administrator Status change requests
CT1T00E CONDOZ01E CTL1T008 - [Test] Protecting 11f2 f10/2021 SangeethaM  Yudit Buitrago Contract Add Contract Variation Intent
Australia’s citrus genetic material Executed ‘iew Contract Variation Intents

Add Contract Change Regquest
Wiew Variations & Changes

“ Dashboard
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Hort
Innovation

Hart Innavation = Cantracts = Contract Milestones List

Home  Dashboard ~ MyProfile  MyOrganisation  Organisation Changes  Contracts Milestones.

Contract Milestones List @ Faez Instructions g

[

The “Contract milestones' page displays coniract milestone information. This includes the status of contract milestones (Le. Pending. Submitted, Resubmit, Achieved or Paid) and a due date.
» Ifthe ststus of a milestone report i ‘pending, the due date will be available. To submit a completed milestone report, chck the "Submit Milestone' Enk.

= [ the ststus of 2 milestens report is resubmit’, some modifications are required to the milestone report before it can be considered achieved. To resubmit 3 miestone report, click the
Resubmit Milestone' Enk.

P Contract details: CONO02016 - CT17008 - [Test]Protecting Australia’s citrus genetic material - CT17008

Resubmit due
Milestone number Pue date ] date Description Status Options
101 471172020 HWV20000 - MS101 - 4/11/2020 Paid Wiew Milestone
10z 4112020 29/10/2021 HYZ0000 - M5102 - 4/11/2020 Faid Wiew Milestone
0% 11112020 6/11f2021 HW20000 - M5103 - 11112020 Faid Wiew Milestone
130 3012021 HW20000- MCS 130 -30/11/2021 Received Wiew Milestone
190 30/12/2021 HV20000 - MD TEST 13.10.2021 Pending

+ List Contracts

Step 2: Add achievement criteria assessment
In the ‘Milestone achievement criteria’ section of the form:

1. Select from the drop-down menu your assessment outcome. Describe whether the achievement criteria
has been ‘Achieved’, ‘Partially Achieved’ or ‘Not Achieved’.

2. Add a comment under ‘Justification’ explaining your self-assessment.

Repeat actions 1 and 2 for each achievement criteria.

Hort Innovation 13
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Home Dazhboard My Profile My Organisstion Organizstion Changes Contracts Milestone Report Submizsion

Milestone Report submission form @ Pase Instructions

P Contract details: CON002197 - HV21000-Market Access and Trade Development - TG20000

Contract # CONOD2157 Status Pending
Project Code TG20000 Due Date 5/12/2021
Project Title HV21000-Market Access and Trade Development Re-submission Due Date

Milestone Number 102

Date Last Submitted

» Milestone Achievement Criteria

Achievement Criteria Delivery Partner Assessment Justification Hort Innovation Assessment 4
Milestone report be submitted to Hort o Add comment o Pending

Innevation on outcomes to date

Project Reference Group estsblizhed, Add comment Pending

including terms of reference and linkages
to related projects ie. TG18004, TG12000

Step 3: Complete the rest of the milestone information form

1. Enter a ‘Public Summary’ for the milestone.

2. In the Project Management section, flag any issues and risks identified, IP creation (if relevant to the
milestone), and indicate confidentiality sections of the milestone report document.

If you selected ‘Yes’ to these options, corresponding documents must be attached through the Documents
section below. A Risk Register template and IP Register template is available from the Hort Innovation
website. If these have previously been supplied, they can be updated and resubmitted. Further narrative

against these items are to be captured in the Milestone Report or Final Report template which are
uploaded separately.

®Any new risks identified during a project need to be noted in the Hort Innovation Delivery Partner
Portal and an updated risk register submitted via the DPP.

3. Leave relevant comments for your Hort Innovation Portfolio Manager. Comments are optional.
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¥ Public sumimary

including growers, industry participants, govsmment and others.

It it | mpermtTee that it s writhen in clear, swmnpdey Isnousge - avoid jargon.

public surmmary

* Project Management o

Were any izsues and ricks identified during this Milestone period?
Ho  Yes
Flmase include & Risk Register in Dooumers

Was new IF crested inthis Milestone period?
Mo i Yes

Flmase include an IF Regisber in Documents

I this Milestome Report confidentinl?

g~ All

I sections of the report are confidential, st Hyem beres

v Additional Comments o

Published Comment=

Crested by Delvery
Date 4 partner Crested by Process owmer  Comment title
There areno reconds w0 display:

This summarny should provids & projsct oveniew stripped of all confidential indormmation that is suitable for public d zseminstion and should b= no mone than 200 words i
b=ncth. This will be the information Hort innowation primarily uses to communicate about the project snd what it achiewsd and produced for industry with stsleholdiers

it should srewer the following questions: Why the work ves doneT {shabe the probilem and motivertion for undsrisking the work]; How the work was done? fwhat spprosch did
you ta ke and what vess the sxdent of your work®; What industry benefit's will arise from the work? fwheat wene the results snd implicrbons of your workT)

Plmase noter Al final reports will be communicated o ndustry and other shakehaldes by Hort Innovetion. Confidentiality: Do not include any confidertial information in the

Comment

Hort Innovation
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Adding a comment

You can use the Portal to communicate with your Hort Innovation Portfolio Manager and avoid emailing
back and forth. Comments are optional.

1. Click on ‘Add comment’.

» Milestone Report comments

© ==

Data Author Comment title

There are no records to display.

2. Complete the ‘Add a comment’ pop-up box.

Add a comment

3. Click ‘Submit’. e =

Please note that once you submit a comment you cannot go back and . o
delete or change. You can, however, leave as many comments as you

like related to the same milestone.

Step 4: Upload documents = o

Upload your milestone report and any other required documentation.

1. Click on the ‘Upload Document’ button. Choose the file from your system and upload. Wait until you see
'File successfully uploaded’ message on screen.

2. Once the upload is complete, select from the drop down menu the document type.

3. Decide and tick the box (Yes or No) if this document can be shared with growers. Milestone Reports and
documents marked as confidential will not be disseminated. Documents marked yes will be disseminated
through Hort Innovation and other Delivery Partner communication and extension channels.

Repeat steps for multiple reports. All reports will be listed in the documents section.

Report Templates

In the ‘Document Upload’ section, click on the Hort project resources page to download the latest project
report template you need to prepare your documentation before uploading.

When you do this, you will be redirected to Hort Innovation project resources page. Click on the required
template(s) and download it locally to your system. Complete and have ready to upload in the portal.

Hort Innovation 16
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» Documents

Huort Innowation requires that you provide the required documents including Milestone Reports, M&E Reports, Risk Registers and more, using the latest templates.

These are available on Hort Innovation’s website here.
o © upload Document

Documents need to be edited with track changes 'ON'

Share with
Name o Dacument Type Confidentiality Growers? Uploaded by Options
Document sample for portal upload.dock | Milestone Report ot @ Yes O Mo @ Yes O Mo Delivery Partner Edit Delete
- Please Select -
Growerfindustry Resource
» Submitting the milestone Journal Articles
‘resentation
| confirm that | have the authority to submit ¢ ¥ 2nd E Plan rand that all information contained within is true and correct and not
misleading |P Register

Risk Register
I have read and understood Hort Innovation's Statement of Receipts and Expenditure
Other

|* Submit | M Save asdraft

Step 5: Submit the milestone

Tick the form confirming you have authority to submit on behalf of the delivery partner. You will also need
to confirm that you have read our Privacy Policy.

Once all information is complete, you can ‘Submit’ and the status will change to ‘Received’. Once
submitted, the milestone report cannot be altered.

Please note that any time you click ‘Save as draft’ across the Portal, your information will be saved and the
following message will appear: ‘Completed Successfully’. This means that the draft information has been
saved, NOT that you have submitted your documents successfully. Clicking on ‘Save as draft’ will also close
the submission form page.

To continue the submission, click on the ’Contract Milestones’ link on the bottom of the page. Select the
milestone again and continue the process.

HortInnovafion > Combrecis > Confect Milasbones Uik > Milssbons Rapart ssbmiasicn form

Home  Doshboand — MyPmofile My Orpsnisstion  OrgonisstionChanges  Contmcts  Milesione Report Submission

Milestone Report submission form ) Fae Inzrustens

|1'h=puru allows you 1o enter Imcrmation about & milestone and susmit 8 miiesione nEport 3o that & & cnsidend achieved and will proceed to payment.

Contract details: COMNOD2197 - HV21000-Market Accass and Trade Development - TGZ0000

Completed Succassfully X

. Contract Milestones
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Milestone 190 and Statement of Receipts (SOR)

If you are submitting Milestone 190, the final report must be accompanied by a Statement of Receipts and
Expenditure (SOR) — a full financial reconciliation of project expenditure against budget activities — as Hort
Innovation will not make final payment until it has been received. We recommend that your finance team
complete the SOR.

» Documents

Hort Innovation requires that you provide the required documents including Milestone Reports, M&E Reports, Risk Registers and more, using the latest templates.

These are available on Hort Innovation’s website here.
(+] Upload Document

Documents need to be edited with track changes 'ON’

Name Document Type Confidentiality Growers? Uploaded by Options
DPP MS registration _v1 27.09.2021.docx | Milestone Report hd | COYes ® No @ Yes O No Delivery Partner Edit
DPP SOR _v1 27.09.2021.docx ]Su:ement of Receipts and Expenditure v | OYes ® No ®Yes O No Delivery Partner Edit
I confirm that | have the authority to submit this report on behalf of the delivery partner and that all information contained within is true and correct and not
misleading

| have read and understood Hort Innovation's Privacy Policy

Statement of Receipts (SOR) submitted separately
The Statement of Receipts (SOR) can also be submitted separately from the final milestone report.

If a SOR document is outstanding, you will see an icon appear under to the contract number.
See the section ‘Submitting Statement of Receipts’ below for steps on how to upload.

Hort
Innovation

Hort Innaovetion = Contracts

Home Dashboard My Profile My Organization Organisation Changes Contracts

Contracts ) Page Instructions
Active contracts Completed contracts
Project Contract Project Title Startdate End date Project Contract Contract Variation &
Code Numbear Leader Administrator Status change requests
TGzoooo | COMoDZIST Hv21000-Market Access and 15/00/2021 31/13f2032 Yudit ¥ Buitrago Contract Views Contract Variation Intents
Trade Development Buitrago Executed Add Contract Change Request
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Re-submit a milestone

25

“l want to re-submit my milestone report”.

If a milestone requires re-submission, you will receive an email notification and it will also appear on your
Dashboard. You will need to resubmit a revised milestone that addresses the feedback provided by the Hort
Innovation Portfolio Manager.

Go to your Dashboard tab.

Home Dashboard My Profile My Organization Organisation Changes Contracts

Step 1: Open milestone that needs re-submission
1. From the ‘Upcoming / Re-submission Milestones (30 days)’ table, click on the milestone number.

2. In the ‘Contract milestones list’ click on the ‘Resubmit milestone’ link in the ‘Options’ column.

Hort
Innovation

Hart Innavetion = Dashbosrd

Home Dashboard My Profile My Organization Organisation Changes

Dashboard € Page Instructions

Helle Yudit,
The dashbaard provides a summary of items that need your attention

Full name: Yudit Buitrago Project Code Contract Number Milestons Humber  Due Date

Organization name: Random Thoughts Learning MT1i2014 COMo02093 102 506 /2021 ‘
Solutions

Executed contracts: 3 Contracts

Upcoming milestones and reports: 1 Milestone

‘Contract Variations and Change Requests Upcoming & Re-subs

Draft Change Requests: Project Code Contract Number Milestons Number  Due Date
B Thiziz s change request

PWzoo04 CONoo2115 iz 30/09,/2021
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Hort
Innovation

Hart Innowetion > Contracts * Contract Milestones List

Home Dashboard My Profile My Organization Organization Changes Contracts Milestones

Contract Milestones List @) Fage Instructions

P Contract details: COM002197 - HV21000-Market Access and Trade Development - TG20000

Milastone number Resubmit dus

t Due date date Description Status Options

101 15/08/2021 H¥z1000 - M3101 - 15.00.2021 Achigved Views submitted Milestone

102 5/12/2021 a/10/2021 H¥z1000 - M5102 - 05.02.2021 Re-Submit Milestone  VWiew submitted Milestone
Resubmit Milestone i

103 30/Da/2022 HV¥21000 - M5103 - 30.08.2022 - 50 Pending View submitted Milestone

100 31122022 HAZ1000 - ME180 - 51.12.2022 Pending View submitted Milestone

- Lizt Contracts

Step 2: Update milestone information form
Once you are in the milestone submission form:

1. Review the comment shared by your Hort Innovation Portfolio Manager in the milestone comments
section. You can also review comments for each of the achievement criteria(s).

2. Add your own comments for the milestone or for the achievement criteria(s) if required. You can leave
comments by clicking on the ‘add comment’ link.

3. If requested, update sections of the form as per the comments from your Hort Innovation Portfolio
Manager.

Step 3: Update existing milestone report

If you are required to further edit a milestone report:

1. Scroll down to the ‘Document’ section (bottom of the page), and find the document that needs
modifying.

2. Click on ‘Edit’ option to open the document reviewed by Hort Innovation Portfolio Manager and see
what changes may be required (look for the tracked changes / comments). An online Word document
opens in a new browser tab.

Make changes to document using track changes and comments. Close the word document in the browser,
once update is complete. Your changes will be automatically saved.

Note: See ‘Co-editing document function’ section below for instructions on how to work with “Track
Changes’ and leave comments in the document.

Note: Repeat steps 1 and 2 to edit other documents. If desired, download a copy of the submitted
documents to your local drive for your records, as once a document is submitted, it cannot be further
downloaded.
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» Documents

Hort Innavation requires that you provide the required documents including Milestone Reports, MAE Reports, Risk Registers and more, using the latest templates.

These are available on Hort Innovation’s website here.
© upload Document
Share with

Documents need to be edited with track changes 'ON'
Name Document Type Confidentiality Growers? Uploaded by Options

Document oul portal wpload.dock | Milestone Report b ® Yes O No ® Yes O No Delivery Fartner Edit o

You can also use the ‘Upload document’ button if you want to add any additional documents. See Step 4
“Upload a documents’ in the ‘Submit a milestone’ section of this guide.

Use the ‘Update’ link if you want to change the document type of an existing document in the drop down
menu. Please note that the document type will automatically save. There is no ‘Submit’ button required to
complete this change.
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Co- editing documents function

The Delivery Partner Portal offers you the possibility to co-edit a document together with your Hort
Innovation Portfolio Manager. If a document needs further amendments, you are now able to edit directly
on the Portal without the need to email versions back and forth.

Shared Location

When you edit a document on the Portal, this document will automatically open in a shared location
accessible to both you and the Hort Innovation Portfolio Manager.

One critical moment to enable co-editing is to ensure that the document has Track Changes’ on. Your Hort
Innovation Portfolio manager will have already activated this in the document. However, if you are
uploading a different file please make sure that you turn this feature on before making your changes.

Tips for using ‘“Track Changes’

Turning ‘Track Changes’ ON and accepting / rejecting edits
1. Click on the ‘Review’ tab in the program top ribbon.
2. Click the ‘Track Changes’ button and select ‘For Everyone’.

3. Use the ‘Accept’ and ‘Reject’ buttons to move through the changes left by the Hort Innovation Portfolio
Manager.

Word  CT17008-Latest_Project_plan &% - Saved P search alt + Q)

File Home Insert Layout es liew Help & Reviewing
cax

/& editor v 55 Word Count v [

ssiDn = Mark All as Read =% Translate v | §J NewComment | Delete i1 ] [J show Comment] Z Tackchanges vl B

off
q | For Everyone

Just Mine

Once ‘Track Changes is activated, a ‘Reviewing’ button will also appear showing you options on how to work
with the document. Keep the ‘Reviewing’ selected when making edits. Clicking ‘Editing’ will turn your ‘Track
Changes’ off.
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Downloading your document

Once you have made your changes online, you can click on ‘Open in Desktop App’ and download this
version of the document to your local drive or computer.

IMPORTANT: If you make changes outside of ‘Co-editing’ function (i.e. using the online document), you
need to make sure that you always turn on ‘Track Change’ before editing and uploading the document to
the Portal.

View  Help &7 Reviewing v

Editing

et b Make any changes

Reviewing
Add comments and suggest changes

&
56 Viewing

View the file, but make no changes

@ Open in Desktop App

Leaving ‘Comments’ in a document

In addition to making changes to the document, you can also add comments. These comments will appear
on the side of the main text. To leave a comment:

1. Click on the ‘Comments’ button.

2. Click the ‘New’ button and start typing your comment.

ty 3 Mark All as Read % Translate v | T New Comment ete  § [ show Comments [Z2 TrackChanges ~ [ [B

UG [ Comments | -\ Catch up
[ TackChanges~ [ B R B

Comments

© [

There are no comments in this file.
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Submit Statement of Receipts (SOR)

25

“I want to submit my Statement of Receipts and Expenditure (SOR)
to finalise my contract and receive final payment”.

The statement of Receipts and Expenditure can also be submitted separately from the final milestone
report.

When you are ready to submit the SOR go to your Contracts tab on the navigation bar.

Home Dashboard My Profile My Organization Organisation Changes Contracts

Upload SOR

1. Click on the contract number or SOR icon that appears under it.

2. Click ‘Add files’ and upload document.

3. The uploaded SOR document will appear in the document section (bottom of page).

Please note that the document will automatically save. There is no ‘Submit’ button required to complete
the submission process.

Note: The Hort Innovation Finance team will notify you via email if amendments to the SOR need to be
made. In this case, make the advised changes and upload updated document again following the steps
described above.

Hort
Innovation

Hart Innovetion = Contrects

Home Dashboard My Profile My Organization Organisation Changes Contracts

Contracts
Active contracts Completed contracts
Project Contract Project Title Startdate  End date Project Contract Contract Variation &
Code Mumber Leader Administrator Status change requests
T CONDD2137 Hv21000-Market Access and 15/08/2021 3i/13f2022  Yudit ¥ Buitrago Contract View Contract Variation Intents
Trade Development Buitrago Executbed Add Contract Change Request
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Hort
Innovation

Hart Innovetion * Contracts = View Conbract

Home Dashboard My Profile My Organisation Organization Changes
View Contract Fage Instructions
[ 1
Project Code: TG20000 Project Title: Table Grapes Market Access and Trade Development
Project Laad:
Contract Number: COMoo2197 Contract Title: HV21000-Market Access and Trade Development
Contract Administrator: Y Buitrago

The contract is ready for you to uplead the final Statement of Receipts.

Document Upload

There are no folders or files to display.

4 List Contracts

o © Add files

Madified by Options

Hort
Innovation

Hart Innovetion > Contracts > View Contract

Home Dashboard My Profile My Organization

View Contract

Organisation Changes Contracts

€ Page Instructions

Project Code: TG20000 Project Titla: Table Grapes Market Access and Trade Development
Project Lead:

Contract Number: CONooz197 Contract Title: HV21000-Market Access and Trade Development
Contract Adminiztrator: Y Buitrago

The contract is ready for you to upload the final Statement of Receipts.

Document Upload

MHame

DPF SOR _vi27.00.2021 docx

* Lzt Contracts

Modified by Options

Delivery Partner Edit

Hort Innovation
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Submit a contract variation intent

25

“l want to get approval to submit a contract variation request”.

Before you request a contract variation through the Portal, you will need to submit an ‘Intent to vary’ form
which must be approved by Hort Innovation. An Intent to vary can be submitted at any time.

Go to the Contracts tab.

Home Dashboard My Profile My Organization Organisation Changes Contracts

Step 1: Open the ‘Intent to Vary’ form
1. Select the contract you intend to vary. Check if the contract status = Contract Executed.

2. In ‘Variation & Change requests’ column, click on the ‘Add Contract Variation intent’ link.

Inggvaﬁon
Hart Innavetion = Contracts
Home Dashboard My Profile My Organization Organisation Changes Contracts
Contracts @) Page Instructions
Active contracts Completed contracts

Project Contract Project Title Start date  End date Project Contract Contract Variation &

Code Number Leader Administrator Status ¥ change requests

MTig014  COMNODZOS3 MT19014-Figld Based Testingfor  23/04/2021 Yudit Y Buitrago Contract iews Contract Variation Intents
Fall Army Worm Buitrago Executed Add Contract Change Request

iews Variations & Changes

PW20004  CONODZ211S PWzo004-Sweetpotato Export 31/05/2021  30/11/2021 Yudit ¥ Buitrago Contract Add Contract Wariation Intent
Stratzgy Buitrago Executed Add Confract Change Request

TGzoo00 CONoD2187 H¥zi000-Market Access and 15092021 31/12/2022 ‘Yudit ¥ Buitrago Contract Add Contract Wariation Intent
Trade Development Buitrago Executed

™ Dashboard
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Step 2: Complete ‘Intent to Vary’ form

1. Complete the form.

Request outline: Provide a brief description of the intention to vary the project
Rationale: Provide a detailed justification regarding the intention to vary the project

2. Click ‘Submit’.

A successful submission message will appear on the screen. Close to continue working in the Portal.

Hort
Innovation

Hart Inngvetion > Contracks > Add Intent to Vary

Home Dashboard My Profile My Organisation Organization Changes Contracts Add Intent To Vary

Add Intent to Uar]r ) Page Instructions

P Contract details: CONDO2197 - HY21000-Market Access and Trade Development - TG20000

Request Qutline * o

Rationale *

* Active Contracts

Hort Innovation
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Step 3. Review the status of your request
Once you have submitted your intent to vary, you can monitor approval.

1. From the Contracts tab, click on ‘View Contract Variation Intents’ link.

Hort
Innovation

Hart Innavetion = Contracts

Organization Changes Contracts

Contracts ) Page Instructions
Active contracts Completed contracts
Project Contract Project Title Startdate  End date Project Contract Contract Variation &
Caode Number Leader Administrator Status change requasts
TGz0000 CONoo2187 Hvz1o00-Market Access and 15/09/2021 31122022 Yudit Y Buitrago Contract eaniaciy o

Add Contract Change Request

Trade Development Buitrago Executed

2. Check the status of your request. There are three types of status:

«  Submitted: This means your request is still under review by Hort Innovation.

»  Variation Not Required: This means that your request to vary has not been approved by Hort
innovation.

«  Allow Variation: This means that your request has been accepted by Hort Innovation and you can
continue with the submission of a contract variation request.

Hort
Innovation

Hart Innavetion » Cortracts = View Intents o Vary

Home Cashboard My Profile My Organization Organization Changes Contracts Wiew Intents To Vary

View Intents to Vary

@) Page Instructions IR

P Contract details: CON002197 - HV21000-Market Access and Trade Development - TG20000

Date Submitted Reguest Details Hort Innovation feedback Status

30/9/2021 This is my justification for the change Submitted o

= Artive Contracts

If your request is accepted or has not been approved, check the column “Hort Innovation feedback’ where a
reason for this status may be displayed.
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Hort
Innovation

Hart Inngvetion > Contracks > View Inbents toVary

Home Dashboard My Profile My Organization Organization Changes Contracts View Intents To Yary

View Intents to Vary

P Contract details: COND02197 - HV21000-Market Access and Trade Development - TG20000

) Page Instructions

Date Submitted Regquest Details Hort Innovation feedback
30/9/2021 Thiz is my justification for J Your intent to very the contract is accepted. Pleaze go ah=ad and submit varistion with
the changs track changes in MRT and upload supporting document(s)

Status

Allow Variation

* Artive Contracts

Hort Innovation
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Submit a contract variation request

25

“My intent to vary was approved and | want to submit a contract
variation”.

The outcome of your ‘Intent to vary’ request will be displayed on your dashboard. If approved, you can
proceed to submit a contract variation.

Hort
Innovation

Hart Innavation = Deshbosrd

Home Dashboard My Profile My Organization Organisation Changes Contracts

Dashboard

€ Page Instructions

Hello Yudit,
The dashboard provides & summary of items that need your attention

Owerdue Milestones
Full name: Yudit Buitrago Project Coda Contract Number Milestons Number  Due Date
Organization name: Random Thoughts Learning MTio014 COMoozo93 102 506 /2021 ‘
Solutions
Execubed contracts: 3 Contracts
Upcoming milestonas and reports: 1 Milestone

Contract Variations and Change Requests

Upcoming & Re-submi

Accepted Intant to Vary: Project Code ContractMumber  Milestone Number  Due Date

® Change description PW20004 COM202115 102 30092021

Draft Change Requests:

® Thiziz =z changs requast

Go to the Contracts tab on the navigation bar.

Contracts

Hort Innovation

30




Delivery Partner Portal user guide — December 2021

Step 1: Create a variation for the contract

1. Select the contract you intend to vary. Click on ‘Add Contract Variation Request’ link.

2. Update the details in ‘Request outline’ and ‘Rationale’ fields in the variation form if they differ from what
was previously provided.

Hort
Innovation

Haort Innavetion = Contrects

Organization Changes Contracts

Contracts ) Page Instructions
Active contracts Completed contracts
Project Contract Project Title Startdate End date Praject Contract Contract Variation &
Code Number Leader Administrator Status change requests
TGzoo00  CONDD2137 Hvz21000-Market Access and 15/08/2021 31/12/2022 Yudit Y Buitrago Contract
Trade Development Buitrago Executed

Innovation

Horilnnovatcn * Coskacia = Add Varwbion Regoasd
Home  Dashboard MyProfile  MyOrpsnisation  OrgenicstionChanpes  Comtracks

Add Variation Request B Faoe Insrstioes m

M Contract details: COMODZ197 - HY21000-Market Access and Trade Development - TG20000

Shep 1 of 2
Reguest Outne *
Changs deccription
Rationale *
This is my justificstion for the changs
&
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Step 2: Update project proposal

1. Navigate to the ‘Document’ section (bottom of page) and click on ‘Edit’ to open the project proposal
document uploaded by Hort Innovation. Enable ‘“Track Changes’ option, make all necessary changes and
close the document.

NOTE: Refer back to pages 30-31 of this guide for instructions on how to work with ‘Track Changes’.

2. Click on ‘Upload Document’ if there is a need to upload any additional supporting documents for
variation.

Once all information is complete, you can ‘Submit’ and the status will be updated to ‘Submitted’.

Please note that any time you click ‘Save as draft’ across the Portal, your information will be saved and the
following message will appear: “Completed Successfully”. This means that the draft information has been
saved NOT that you have submitted your documents successfully. Clicking on ‘Save as draft’ will also close
the variation request page.

Innovation

ortImovafion = Corbracts = AddVarmbon Reqeast

Omiztintorgs _ cotce
Add Variation Request B P Instrucions m

B Conftract details: CONO0Z197 - HY21000-Market Access and Trade Development - TE20000

Shep 1 of 2
Reguest Qutine*
Changs desoription
Rationale =
Thitz is my justification for the chanps
A

o -

Hame Uploaded by Dplions
Contract_MRT_for_Hv21000.doox Haowt Inncetion H °
==

= e Viaristion & Changs Requests
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Checking the status of your submission

Click the ‘View Variations and Changes’ link in the ‘Variation and change’ requests column.

There are two types of status:

- Draft: If you have saved as a draft and intend to submit at a later date.
«  Submitted: This means your request is still under review by Hort Innovation.

+ Resubmission request: Some changes are still requested by Hort Innovation to complete the contract
variation request.

Innovation

Hortlrnowmton * fontmcs

Contracts (Rl show |
The ‘Conimacs’ page displays your acthe and completed projects. s addiSon in fe dastboand, & ks another point of eniry bo visw your Contracis whens you ane anie o periom Bsks. From
here you cam

Wiew all mnfrect mil=siones and thelr detnls
Initiate & contesct varkation imient oick on the ‘A0 Confract 'Veristion Intent Bnk]}
= R=guesta change In the contrct {oick on “Add Contract Change Request’ InkL

T se=iech & confract, Oick on the Froect Code’ or the ‘Project Titke’ links t-open he conlrack and view milesione imormation.

Actie portracts Cormplatad contracts
Froject  Conbract Project Titl= startdate  End debe  Project Contract Conbract varistion &
Cods Hurmriber Lagdar Administrator Shafus change requests
TE2D000  COMOOZ1ST S 1000-Markst Aocmss snd 1970872021  31/12/3022 vudit ¥ Euitragn nVariation Add Contract Variation inbent
=) Trade Development

Suitrago e Contract Variation Inizis
Add Contract Chance Raguast
Wiew Variatiors & Changes

Resubmitting
1. Click the ‘Resubmit’ link.

HortInnorvafion > Combrecia > Conbract Varisdion and Comtrack Change Lisd

Contract Variation and Contract Change List B oz Instrucions

W Contract details: COMO0Z197 - HY21000-Market Access and Trade Development - TE20000

Date Submitted  Type of Aequest Request Outlime Shabus Acticre

sn/a/200 Variation Chanige description Foe-subim ssion Requestsd v‘iz.-.'o

. Active Contracts
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2. Make the required changes and upload any additional documents as describe in Step 2. Submit
again. The status will remain ‘Submitted’ until the final decision is taken by Hort Innovation.

If the variation is approved, you will receive notification from Hort Innovation outside of the portal
including the updated contract for signature. This will be provided via email from
contracts@horticulture.com.au or Docu-Sign.

When the contract variation has been counter-signed by Hort Innovation, the changes will be reflected in
the Delivery Partner Portal (e.g. change of milestone due date).

Hortlmnowton * Costrecta > Conbract Varwtion Reguest submizsson form

Contract Variation Reguest submission form ) Fage inatructions
[

W Contract details: COMOO2197 - HV21000-Market Access and Trade Development - TGzo000

a Resubmit Renson: Supporting document for budpst change i not induded in the submizsion. Kindhy resubmit

Stepiofz
Reguest Outne
Chang= description
Rationale
Thits is my justificstion for the changs
s
Step 2 of 2
'ﬂ Upload Dooument
Hame Uploaded by Dpkions
Contract_MRT_for_F21000.doo Hart Innoetion Edit

) L

= \fiew Varistion & Changs Requests
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Submit a contract change request

25

“l want to change details at the contract level related to a contract
administrator”.

Go to the Contracts tab on the navigation bar.

Home Dashboard My Profile My Organization Organisation Changes Contracts

Step 1: Start a contract change request

1. Select the contract you intend to change. Click on ‘Add Contract Change Request’ link.

Innovation

Hotlmowion > fonbmda

Contracts ] v show |
Active cortracts Completed contracts
Froject  Contract Project Title Startdate Enddate  Project Conbract Conbract Variation &
Code Humber Leader Administrator Staties change requests
TE20000  COMOO2IST M2 1000-Market Aocmes snd 19/08/2091 S1/42/2022 vudit ¥ Euitragm nVariation Add Contmct Varistion intent
E Trasde Devslopment Buitrgo e ———————————
Add Comtmct Change Reguest
WTi5014  CONIOR0SE MT1i304&-Field Eased Testing for  23/04/2021  30/14/2021  Yudit ¥ Buitragn Contract ‘iawy Conract Variation Intsmis
Fall Army Worm Buitrze Exmourbed Add Contmct Change Reguest

i Varistions & Changes

FIW20004  COMOD2119 FERD0-Swmat potarto Buport 31/08/2021  SO0/4/2029  Yudit ¥ Euitragn Contract Add Contmct Vanstion intenk
Stmbegy Buitrgo Exmcurbed Add Contmct Change Reguest
= Dashbosrd
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Step 2: Complete ‘Add Change Request’ form

1. Update the details in ‘Request outline and rationale’ fields in the change request form. Please include
contact details for the new contract administrator (Full name, contact number, email address).

2. Click ‘Next’.

Innovation
Hort Innovefion * Comtrecta = Add Changs Requast

Add Change Request e ] stow |

B Contract details: COMO02197 - HV21000-Market Access and Trade Development - TG20000

Stepiofz
Reguest Qutine *
This is & change request o
Rationale
This is rmy justification |
o

= i inristion & Changs Requests

elmportant: Once you click ‘NEXT’, please wait until the system finalises the loading process. This will

take a few seconds. If you click the ‘Upload Document’ button during this process you may receive an error
message.

Shep 20f2
@ Upload Document
Hame Uploaded by Dptions

% Loading, -

)

ey varistion & Changs Requests

Hort Innovation
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Step 3: Upload document (optional)

1. Upload any supporting documentation that may be required.

2. Click ‘Submit’ if you are ready, or ‘Save as a draft’ to complete your request at a later stage.

Hor® InnowsScn * Comtrecta * ContmctVarnstion sn.. = Edit Chengs Reguest

Edit Change Request ] = show |

B Contract details: COMOD2197 - HV21000-Market Access and Trade Development - TG20000

Step 1ofz
Reguest Gutlne
This is s change request
Ratignabe
This is my justification.
o
Step2ofz
o 3 Uplond Document
Hame Uploaded by Dplions

There are no folders or files to disgley.

= @

= "o varistion & Changs Requests

Once you submit, you will see a confirmation message and will land on the overall ‘Contract Variation and
Contract Change list. This list includes all your submitted and draft change requests. You will be able to
follow up on the status of your request. You will also be able to submit any change requests that you have
saved as a draft.
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HortlnnoaSon * Coctechs * Contrack Vanstion and fontrect Chenge List

Home  Dmshboand MyFProfil= My Orpsnisntion  OrponisstionChanpes  Comtmects Wiew Veriation And Changes

Contract Variation and Contract Change List B Faeinsiruction:

W Contract details: COMD02197 - HV21000-Market Access and Trade Development - TG20000

Dmte Submitted  Type of Request Request Dutline Stabus Actions
08 20H Chanpe Request This is e changs neguast Submitted Vimar
S0/e20H ‘ariation Chanze description Subrmitted Vies

. At Contracts

This is the end of the process on the Portal.

ﬁHort Innovation will reach out via email if further information is required. If there is a change to the
contract administrator, Hort Innovation will invite them to register for the portal via a dedicated email.
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Submit a business change request

25

“I want to change business entity details such as advice of a new
ABN or change organisational details such as updated bank account
details”.

Go to the My Organisation tab on the navigation bar.

My Profile My Organisation Organization Changes Contracts

Step 1: Download template related to the required change

Under 'Download Templates' click on the template relevant to your change. Update the change details in
the document. Save to your computer.

I-rlronmaﬂon

Hortlmnowton * My Grgnisstion

Home  Dashboand My Profile Wy Crrerisation | Ovgonisotion Chanpes  Contracts

My Organisation B Fage instructions

The ‘kiy Orpanisation’ page connects with Hort isnovaion's CRG sysi=. information on this page can only be modied by Contract Administraioes.

Trading Mame * KEN

Aandom Thoughts Leaming Solutions 45604 T3 812

L=gnl Ksme Phane

ERISFEQAAD FTE LTI Frowide a telephone numibar
Brdress wehsite

(@) Download Templstes:

»  Eusinesz Entity Change
»  Change Susiness detsils

= Add Business Entity Change == Add Business Deinils Change

* Dashboand
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Step 2: Upload your document

Once you complete the template, upload to the Portal.

1. Click on 'Add Business Entity Change' OR ‘Add Business Details Change’ buttons.

rganization ‘Organizstion Changas Contracts:

My Organisation € Faz= Instructions ‘
[ ]
Trading Name * Phone
Random Thoughts Learning Solutions Provide a telephone number
Membership Contact Fax
Address Websita

@ Download Templates:

= Busziness Entity Change
s Change Business details

== Add Business Entity Change == Add Business Details Change °

¥ Dzshboard

2. Fill in the request details in the ‘Add Organisation Change’ request form and click ‘Next'.

Add Organisation Change @) Fage Instructions |
[ ]
Step1of2
Type®

Change in Business Entity

Request Qutline *

Rationale *

* Organisation Changes
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3. Click 'Upload document' and upload change request document & supporting documents.

4. Click 'Submit'.

@You will not be able to submit until a document is uploaded. If you completed step 1 and 2 and now go
back, a draft form will be saved. You can view and submit at a later stage.

Add Organisation Change - Document Upload O F:z= Instru::ic:ns|
[ 1
Step1of2
Type*

Changs in Business Entity

Request Qutline *

Test thiz
Rationale *
Tezt this
o
Step 2 of 2
o © upload Document
Name Uploaded by Options

o % Loading...

* Organisation Changes

After submitting a request, if you have missed any documents or want to make other changes to the
request, go into the ‘Organisation changes’ tab. You will see a list of all your change requests.

Select the change request you want to modify or add to, click ‘View’ and upload additional documents.
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Innovation
Hort Innovation = Orgemisstion Changes

Home  Dashboand — MyPmofil= by Orpanisetion Organisation Changss | Contmcia

Organisation Changes B FapInstrucions

(&) Download Templates:

»  Business Entity Change
Chisnige Susiness detsils

4 Add Busines=s Entity Change 4 Add Business Detnils Change

Date Submitted Type Request Dutline Status Artions

I5foea0a1 Chang= in Business Entity ChangeinAEN Submitted Wisw

This is the end of the process on the Portal. Next steps regarding these change requests are managed via
email.

Business Details Change
Hort Innovation will confirm via email when business details have been updated.
Business Entity Change

Hort Innovation will review the business entity change and liaise via email to execute a Deed of Agreement
for all contracts affected by the change.

Hort Innovation
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Frequently Asked Questions

For any technical issues please email portal.support@horticulture.com.au
For other types of enquiries or to share feedback please email communications@horticulture.com.au

Here are a few questions we have most frequently received.

(). can the portal be accessed offline?

A. No. The Portal requires internet access, however documents that will be uploaded can be worked on
offline. Once finalised, they can be uploaded to the Portal.

(). can the account be shared to other team members?

A. No, due to security settings.

(). Does the Portal work on apple devices?

A. Yes

(). 1 don’t have a Microsoft account, what do | do?

A\ Check instructions on pages 6 and 7 of this guide for creating a Microsoft account.

(). 1 am not sure if the email from work is a Microsoft account or not?

A. You can check with your local IT or helpdesk if the email is hosted on Microsoft Exchange.

(). 1 need to reset my password for the portal?

A. Because the portal uses your Microsoft account for authentication, you would need to manage your
password reset through your local IT or Microsoft portal directly.

(). I have lost my phone or need to change the mobile number that | initially registered for Multi-Factor
Authentication (MFA) and require to reregister MFA with a new number?

A. You will need to contact portal.support@horticulture.com.au. For security purpose we will only respond
to the registered email address and contact # for the contract administrator or the project lead within our
system, therefore it’s important to ensure your profile within the Portal accurately reflects the correct
details.
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Horticulture Innovation Australia Limited (Hort Innovation) makes no representations and expressly disclaims all warranties
(to the extent permitted by law) about the accuracy, completeness, or currency of any information published or made available
by Hort Innovation in relation to the Hort Innovation Delivery Partner Portal user guide.

Your access, use and reliance on any information published or made available by Hort Innovation is entirely at your own risk.
The information published or made available by Hort Innovation does not take into account your personal circumstances and
you should make your own independent enquiries before making any decision concerning your interests or those of another
party or otherwise relying on the information.

Hort Innovation is not responsible for, and will not be liable for, any loss (including indirect or consequential loss), damage,
claim, expense, cost (including legal costs) or other liability arising in any way, including from any Hort Innovation or other
person’s negligence or otherwise from your use or non-use of the Hort Innovation Delivery Partner Portal user guide, or from
reliance on information contained in the material or that Hort Innovation makes available to you by any other means.

Copyright © 2021 Horticulture Innovation Australia Limited
Copyright subsists in the Hort Innovation Delivery Partner Portal user guide (“publication”).

Horticulture Innovation Australia Limited (Hort Innovation) owns the copyright in the publication, other than as permitted
under the Copyright Act 1968 (Cth).

Copying in whole or in part of this publication is prohibited without the prior written consent of Hort Innovation.
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