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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,

Brett Fifield
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
o View payment status of milestones

»  View project status

«  Download approved milestone reports

Contract variations

+ Lodge anintent to vary on a contract and view the status

«  Submit variations and view the status of variation

«  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
(Contract Administrators) have access to the Portal by invitation, limited to maximum of 3 Project contacts
per Contract. 1 x Project Leader and 2 x Contract Administrators.

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.

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

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

D Show password

Next Next

Step 3 Step 4

Enter verification code that was sent to your 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.

LEYT &% Microsoft 3= Microsoft
B® Microsoft b =
« ashelyjonesdpp@gmail.com
ashelyjonesdpp@gmail.com
« helyi d @ il Create account
ashelyjonesapp@gmail.com Please solve the puzzle so we know you're Stay signed in?
not a robot.
H H Stay signed in so you don't have to sign in again
Verify email staysigne
Enter the code we sent to e [J Don't show this again
ashelyjonesdpp@gmail.com. If you didn't get the
email, check your junk folder or try again. e Yes
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 — March 2023

Step 5

E® Microsoft
E Finally, click ‘Accept’ to consent to use MS credentials with Hort ashelyjonesdpp@gmail.com
Innovation Delivery Partner Portal. Review permissions

"
Once the account is created, you will be taken to the Hort Horticulture Innovation Australa 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
access and process your data to create, control, and administer
an account according to their policies. Horticulture
Innovation Australia Limited has not provided a link to
their privacy statement for you to review. Horticulture
Innovation Australia Limited may log information about your
access. You can remove these permissions at

microsoft.

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

E Select your Microsoft account.

BY Microsoft
Pick an account

Ash Jonesdpp

ashelyjonesdpp@gmail.com
Signed in

Step 3

Enter your phone number and select
authentication method. Click ‘Next’.

Additional security verification

Step 2

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

& Microsoft
achelyjonesdpp@gmail.com
More information required

Your onganization needs more information to keep
YOUF ACCOURT Secure

Use a different account

Learn more

® n

Step 4

Enter the code sent to your mobile number and click
‘Verify'.

ccount by adding phone verification to your password. View video to know how to secure your account.

Step 1: How should we contact you?

| [a2r338853

Your phone numbers will anly be used for account security. Standard telephone and SMS charges will apply

Additional security verification

Secure your account by adding phone verification to your password, View video to know how to secure your account
Step 2: We've sent a text message to your phone on +61 427338853

ive the verification code, enter it here

I

P

Step 5

Once your verification is successful, click
‘Done’. You will be taken to the Hort Innovation
Portal Terms and Conditions page.

8 text message to your phone ot +61 EEEEMSER

Step 6

Accept the terms and conditions. You will now be on

the Portal HOME page and the registration process is
complete.

N

Hort |
Innovation

Terms and Conditions

Hort Innovation
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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
. , ‘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’.

ashelyjonesdpp@gmail.com
You should now have access to the Portal. Enter code

[ We texted your phone +XX XXXXXXXX23. 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

More 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.

Hort
Innovation

Hort Innovation

Delivery Partner Portal

Welcome

Access Hort Innowation's Delivery Partner Portal, the one-stap-shop to manage your projects

What is the portal?

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

= Submitting milestones and final reports

= Requesting project varistions

= 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 surcessful project with Hort
Innowation. The portal provides greater visibility and
real-time tracking on the project status for both
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
horticulture sector.

Using the portal

The portal is intuitive and sasy to use. To assist
users, a User Guide is available 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 successfully can be found in the Delivery Partner Portal user guide.
1 you would like any further help or support, you can reach out to:
= ‘four usual contact at Hort Innovation if you need advice about requirements for preject management or milestone reporting
» The portal support desk by email at portal supportihorticulture.com.au if your query is technical or relates to using the portal.

Hort Innovation
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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:

1. Number of executed contracts

Overdue milestones (MS101-MS190[Final Report])

Upcoming milestones due in next 30 days and milestone that need re-submission
Intent to vary contract (Accepted by HORT) that requires formal variation submission
Contract variations action items (Draft and Resubmission requests)

A L T

Contract Change requests action items

Your dashboard is your first entry point to your contract milestone, variation and change request information
via the ‘Executed contracts’ link. Section headings for 4,5 & 6 will be visible only if there is an item that awaits
the user action

Hort
Innovation

Hort Innovation = Dashboard

Home  Dashboard | MyProfile  MyOrganisation  OrganisationChanges  Contracts

Dashboa I'd ‘ o Page Instructions

Welcome to the Hort Innovation Delivery Partner Porial. The dashboard below provides a summary of items thai require your atiention, such as:

Deefails of executed confracts

Upcoming milestones

Overdue milestones and milestones that need to be re-submitied
Confract variation action items

s s s s .

Change request action items

To access your contract and milestones, please click on the ‘Executed Contracts’ link below.

Hello Sangeetha,
The dashboard provides a summary of itemns that need your attention

|

Overdue Milestones

Full name: Sangeetha Natarajan Project Code Contract Number Milestone Number  Due Date
anisation name: Random Thoughts Learning BA19004 COMNOD1889 103 1/05/2021 ‘
Solutions
—
Executed contracts: 8 Contracts I
Upcoming milestones and reports: 1 Milestone

Contract Variations and Change Requests Upcoming Milestones (next 30 days) and Milestone Resubmission

Accepted Intent to Vary: 4 Project Code Contract Number Milestone Number  Due Date

P Intent to yary contract - 16 November 2022 ) o
— BA19004 COMO00D1BE9 106 30/11/2022

Draft/Resubmit Variation Reguests: 5

P BA19004 - Variation to contract :udﬁﬁt
—

Draft Change Requests:
P Contract change Request - BA19004 - 05-Oct

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 infermation on file.

Ifyou nead to update your email or crganisation name then pleaze get in contact with us.
Yudit Buitrago
Your information
Salutation Work Phone
Dashboard Mrs Provide a telephone number
My Profile . N
First Hame * Mobhile Phone
My Organizstion Yudit Provide a telephone number
List Contracts Last Name * Job Title
Buitrzgo Consultant
Emiail Organisation Name

— Random Thoughts Learning Solutions

4~ Dazhbosrd

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

Hort Innovation = My Organisation

My Organisation

Trading Name *

Random Thoughts Learning Solutions

Legal Hame

EBRIEFEQARD FTY. LTD.

Address

€ Page Instructions m

The ‘My Organisation’ page connects with Hort Innovation's CRM systam. Information on this page can only be modified by Contract Administrators.

ABN

40 804 754 012

Phone

Provide a telephone numbser

Website

@ Download Templates:

= Buszinesz Entity Change
= Changs Business details

&= Add Business Entity Change == Add Business Details Change

* Dashboard

Hort
Innovation

Hart Innavetion = Organisation Changes

Organisation Changes

) Page Instructions

@ Download Templates:

= Business Entity Changs
= Change Buziness details

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

Date Submitted Type Request Qutline

Change in Business Entity Changsin ABN

Status: Actions

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 and contract change request (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 > Contracks

Home Dashiboard My Profile My Organization ‘Organization Changes Contracts

Contracts 6 Page Instructions

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

« View all contract milestones and their detais
» Initizte 3 contract varistion intent (click on the “Add Contract aristion Imtent” link)
» Request a change in the contract (chck on *Add Contract Change Request’ link).

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

Active contractks Completed contracts

Project Contract Project Titla Startdate End date Project Contract Contract Variation &

Code Number Leader Administrator Status change requests

TGE2000D CONOO2197 HV21000-Market Access and 15/09/2021 31/12/2022 ‘Yudit ¥ Buitrago Contract Add Contract Varistion Intent
Trade Development Buitrago Executed Add Contract Change Request

MTigoi4  CONOO2093 MT1o014-Field Based Testing for 25042021 30/11/2021  Yudit ¥ Buitrago Contract View Contract Varistion Intents
Fall Army Worm Buitrago Executed Add Contract Change Request

View Variations & Changss

PWzooos  COMOO2115 PW20004-Swestpotato Export 31f05/2021 30112021 ‘Yudit Y Buitrago Contract Add Contract Varistion 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 —

Dashboard
HOI I My Profile

L]
Innovahon My Organisation

Sign out

Hortlnnovation = Dashboard

My Profile My Organisation ‘Organization Changes Contracts 2

Dashboard ) Page Instructions

Wielcome to the Hort Innovation Delvery Pariner Portal. The dashboard below provides a summary of ems that require your attention, such as:

= Details of executed contracts

= Upcoming milestones

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

» Change request action items

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

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

Overdue Milestones

Full nama: Yudit Buitrago Project Code Contract Number Milezstone Number  Due Date

Crganisation name: Random Thoughts Learning MT1a014 CONoDzoos 102 5/08/2021 .‘
Solutions

Executed contracts: 3 Contracts

Upcoming milestones and reports: 1 Milestone

Contract Variations and Change Requests

Upcoming & Re-submission Milestones (30 Days)

Diraft Change Requests: Frzject Code Contract Number Milestone Number  Due Date

This iz a change request
g : E a FW20004 CONDD21LS 102 30,/00/2021

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 Innowetion = Contracts

Homea 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 Mumber Leader Administrator Status change requests
TG20000 COMoozis7 Hvz2io00-Market Access and 15/0B/2021 31/12/2022 Yudit Y Buitrago Contract Add Contract Variation Intent
Trade Development Buitrago Executed Add Contract Change Request
MTis014  CONODZDS3 MT1i3014-Field Based Testing for  23/04/2021  30/11/2021  Yudit ¥ Buitrago Contract View Contract Variation Intents

Fall Arrmy Worm Buitrago Executed Add Con Change Request

Views Variations & Changes
PW2o004  CONDDZLLS PWz0002-Swestpotate Export 31/05/2021  30/11/2021  Yudit ¥ Buitrago Contract Add Contract Variation Intent
Strategy Buitrago Executed Add Contract Change Request

# Dazhboard

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

Contract Milestones List € Fage Instructions

The ‘Contract milestones' page displays confract miestone information. This includes the status of contract milestones (iLe. Pending, Submitted, Resubmit, Achieved or Paid) and a due date.

» [fthe sistus of a milestone report is ‘pending’. the due date will be available. To submit a completed milestone report, click the "Submit Milestone’ link.

= Ifthe sistus of a milestone report is ‘resubmit, some modifications are required to the milestone repost before it can be censidered achieved. To resubmit a milestone report, elick the
Resubmit Milestone' Enk.

P Contract details: COMO02016 - CT1T008 - [Test]Protecting Australia's citrus genetic material - CT17008

Resubmit due

Milestone number date Description Status Options

101 4f11/2020 HV20000 - MS101 - 4/11/2020 Paid Wiew Milestona
102 41172020 29/10/2021 HYZ0000 - M5102 - 4/11/2020 Paid Wiew Milestone
103 11112030 6/11/2021 HW20000 - MS103 - 11,/11/2020 Paid Wiew Milestona
130 30/11/2021 HYZ0000 - MCS 130 -30/11/2021 Received View Milestane
190 30/12/2021 HV20000 - MD TEST 13.10.2021 Pending View Milestana

Submit Milestone

4 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.

«  Review 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 via the
portal).

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

» Review the contents in other sections of the form (e.g. Public Summary) if the milestone had been
previously submitted via the portal, otherwise these sections will be blank.
+ Download the approved version of milestone documents (If the submission was done via portal).

Hort Innovation 10
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Hort Innowation = Contracts > Contract Milestones List = View Milestone Detnils

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

View Milestone Details

€ Page Instructions m
[

P Contract details: CON0OZ197 - HY21000-Market Access and Trade Development - TG20000

Contract # CONooz1e7 Status Panding
Project Code TEZ0000 Due Date 5/12/2021
Project Titla Hvz1000-Market Access and Trade Development Re-submission Due Date

Milestone Humber 102

Date Last Submitted

» Milestone Achievement Criteria

Achievement Criteria Delivery Partner Assessment Justification Hort Innovation Assessment 4

Milestone report be submitted to Hort Achieved W
Innovation on cutcomes to date

Add comment Pending

Project Reference Group established,
including terms of reference and linkages
to relsted projects i.e. TG15004, TG19000

Achieved L Add comment Pending

Program logic and monitoring and
evaluation plan with linkage to Hort
Innovation and industry fund objectives

' Add comment Pending

A project risk management plan w

- ° 2 ES

Add comment Pending

» 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.

Documents need to be edited with track changes "ON'

Name Document Type Confidentiality Share with Growers? Uploaded by

Milestone_report_MS102.docx Presentation bl

Yes © No Yes “'No Delivery Partner

4 Contract Milestones

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 Contra

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 Innavation > Contracts

Home  Dashboard ~ MyProfile  MyOrganisation  Organisation Chamges = Contracts

Contracts € Fage Instructions

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

= |Initiate a contract variation intent {chck on the ‘Add Centract Wariation Intent’ link)

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

= Request a change in the Contract Administrator (click on "Add Contract Change Request’ link).

= \fiew contract waristions 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 Number Leader Administrator Status change requests
CTLTOO0E CONDOZOLE CTLT008 - [Test] Protecting 11/ f10/2021 SangeethaM  Yudit Buitrago Contract Add Contract Variation Intent
Australia's citrus genetic material Executed ‘iew Contract Variation Intents

Add Contract Change Request
iew Variations & Changes

4 Dashboard

Hort Innovation
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Hort
Innovation

Hart Innavation = Cantracts > Contract Milestones List

Home  Dashboard ~ MyProfile  MyOrganisation  Organisation Changes  Contracts  Milestones

Contract Milestones List

9 Page Instructions IR LA

= [fthe status of a milestone report is ‘pending’, the due date will be available. To submit a completed milestone report, chick the "Submit Milestone' Enk.

FResubmit Milestone' Enk.

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 sistus of a milestone report is ‘resubmit, some modifications are required to the milestone repost before it can be censidered achieved. To resubmit a milestone report, elick the

P Contract details: COMO02016 - CT1T008 - [Test|Protectin g Australia's citrus genetic material - CT17008

Resubmit due
Milestone number | date Description Status
101 41112020 HV20000 - M5101 - 4/11/2020 Paid
102 4112020 29/10/2021 HW20000 - M5102 - 4/11/2020 Faid
103 111172030 §/11/2021 HV20000 - M5103 - 117112030 Paid
130 301172021 HW20000- MCS 130-30/11/2021 Received
190 30/12/2021 HW20000- MD TEST 13.10.2021 Pending

4 List Contracts

Options
View Milestone
Wiew Milestone

View Milestone

View Milestone

Step 2: Add achievement criteria assessment

In the ‘Milestone achievement criteria’ section of the form:

1. Provide your self-assessment from the drop-down menu “Delivery Partner Assessment” to indicate
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
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Home Dazhboard My Profile My Organisation Organizstion Changes Contracts Milestone Report Submission

Milestone Report submission form @ Faze nstruction: [
[

P Contract details: CONO02197 - HV21000-Market Access and Trade Development - TG20000

Contract & CONOD2137 Status Fending
Project Code TE20000 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 Assessmant Justification Hort Innovation Assessment 4

Milestone report be submitted to Hort ° Add comment o Pending

Innovation on outcomes to date

Project Reference Group establizhed, Add comment

including terms of reference and linkages
to related projects ie. TG18004, TGLS000

Pending

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.

Hort Innovation
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» Public summary °

This summary should focus on progress made during the last reporting period and will be used by Hort Innovation te communicate about how the project is progressing and
what outcomes are being achieved for industry. It should be stripped of all confidential information se that it is suitable for public dissemination and should be no longer than
500 words in length. It isimperative that the summary is written in clear, everyday language - avoid jargon.

Please note: All final reports will be communicated to industry and other stakeholders by Hort Innovation. Confidentiality: Do not include any confidential information in the
public summary.

You have 0 words

4
Expand F
» Project Management o
Were any issues and risks identified during this Milestone period?
® No O Yes
Was new IP created in this Milestone period?
® no O ves
Is this Milestone Report confidential?
No -

If sections of the report are confidential, list them here:

» Additional Comments

Add comment

Created by Delivery Created by Process
Date ¥ partner owner Comment

There are no records to display.

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

O o=

Date Author Comment title

There are no records to display.

Hort Innovation 15
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2. Complete the ‘Add a comment’ pop-up box.

Add a comment

3. Click ‘Submit’. i
30/5/2008 £237PM 5
| - @
Please note that once you submit a comment you cannot go back and
delete or change. You can, however, leave as many comments as you ot

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.
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» 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.
o © upload Document

Documents need to be edited with track changes 'ON'

Share with
Hame Document Type Confidentiality Growers? Uploaded by Options
Document sample for portal wpload.doox | Milestone Report o ® Yes O Mo ®Yes O Ne Delivery Partner Edit Deleta
- Please Select -
Grower(Industry Resource
Milestone Report
» Submitting the milestone Journal Articles
Presentation
I confirm that | have the autherity to submit| M and EPlan r and that all information contained within is true and correct and not
misleading | Register
Risk Register
I have read and understood Hort Innovation's ctatement 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.

Hortlonovation > Combrecis > Corfect Milmsboras Uik > Milssbons Raport sshmissicn form

Home  Doshboard — MyPmofile MyOrpanisafion  OrgonisationChanges  Contmcts Milesione Report Submission

Milestone Report submission form e~ chow |

|1'h=puru allows you 1o enter Imcrmation about & milestone and submit a miiesione report 3o that & i mnsdensd achisved and will proceed 1o payment.

P Contract details: CONDOZ197 - HY21000-Market Access and Trade Development - TE20000
Completed Successfully X

. Contract Milestones

Hort Innovation
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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 Y] Oves ®no ®Yes ONo DeliveryPartner  Edit
DPP SOR _v1 27.09.2021.docx 1St,ateme"\t of Receipts and Expenditure v | OYes ® No ®Yes O No Delivery Partner Edit
1 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

Hart Innavetion = Contracts

Home Dashbaoard My Profile My Organization Organization Changes Contracts

Contracts € Page Instructions
Active contracts Completed contracts
Project Cantract Project Title Startdate End date Project Contract Contract Variation &
Code Number Leader Administrator Status change requests
TGzo0000 | COMoDZiST H¥z21000-Market Accesz and 15/09/2021  31/13/2022 Yudit ¥ Buitrago Contract Wiaw Contrect Variation Intents
Trade Development Buitrago Executed Add Confract Change Request
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Re-submit a milestone

23

“I 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 Organisation 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 (OR)

2. From the summary section, click on the contracts to see the contracts list and click on Project code or
Project Title for the contact. In the ‘Contract milestones list’ click on the ‘Resubmit milestone’ link in the
‘Options’ column.

Hort
Innovation

Hart Innovetion = Deshboard

Home Dashboard My Profile My Organization Organisation Changes Contracts

Dashboard

) Page Instructions

Hellz Yudit,
The dashboard provides a summary of itams that need your attention

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

Organization name: Random Thoughts Learning MT1o014 CONDo2033 102 sjog/zozt g
Solutions

Executed contracts: 3 Contracts

Upcoming milestonas and reports: 1 Milestone

Contract Variations and Change Requests Upcoming & Re-submizsion Milestones

Draft Change Requests: Project Code Contract Number Milestons Mumber  Due Date
® Thiz iz 2 changs request

PiWizonos COMNooz1is oz 30/09/2021
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Hort
Innovation

Hart Innavetion = Deshbosrd

Home Dashboard My Profile My Organization Organization Changes Contracts

Dashboard

Page Instructions

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

Full name: Yudit Buitrago Project Cade Contract Mumber Milzstone Humber  Due Date
Organization name: Random Thoughts Learning MT1a014 CONO02093 in0z
Solutions

Executed contracts:

Upcoming milestones and reports: 1 Milestone

Contract Variations and Change Requests

Upcoming & Re-submission Milestones (;

Draft Change Requests: Project Code Contract Mumber  Milestons Number  Dus Date

W This is & changs request PiWizooos COMogz11s 1oz 30/09/2021

Hort Innovation = Contracts

Home  Dashboard My Profile My Organisation Organisation Changes

Contracts € Page Instructions

The ‘Contracis’ page displays your aclive and completed projects. In addifion to the dashboard, it is another point of entry to view the status and perform key tasks relating to your confracts.
From here you can:

= |Initiate a contract variation intent (click on the ‘Add Contract Variation Infent’ link)

= \View contract variations that have been initiated (click on the "View Contract Variation Intents' link)

* Request a change in the Contract Adminisirator (click on 'Add Contract Change Request’ link).

= \iew contract variations and changes (click on the "View Varialions & Changes' link)

You can also view all confract milestones and their details for each contract by clicking on the relevant 'Project Code’ or the 'Project Title” links.

Active contracts Completed contracts
Project Contract Project Title Start date  End date Project Contract Contract Variation &
Code Number Leader Administrator Status change requests
TG20000 | COMOD0219T J HW21000-Market Access and Trade 23/08/2021 30/09/2021 Yudit Y Buitrago In View Contract Variation Intents
Development Buitrago Sangeetha Variation Add Contract Change Request

e Natarajan View Variations & Changes
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Hort
Innovation

Hart Inngwetion > Contracts = Contract Milestones List

Home Dashboard My Profile My Organization Organization Changes Contracts Milestones

Contract Milestones List 9 Page Instructions

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

Milzstone number Resubmit due

+ Due date date Description Status Options

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

0z 512/2021 a/10/2021 H¥z1000 - M5102 - 05.02.2021 Re-Submit Milestone  Wiew submitted Milestone
Resubmit Milestene

103 30/D6/2022 HV¥21000 - M5103 - 30.08.2022 - 50 Pending Viaw submitted Milestone

180 31122022 HAZ1000 - ME150 - 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, M&E 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'
Hame Document Type Confidentiality Growers? Uploaded by Options

Document oor portal upload.dock | Milastone Report " i Yes O Mo i Yes O Mo Delivery Partner Edit °

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 8% - Saved v P search(alt + Q)

File Home Insert Layout i Help 2 Reviewing

/& Editor v 55 Word Count ¥ [ i T Mark All as Read =% Translate v NewComment | Delete ) ] [J show Comment] 2 TrackChanges vliEX [

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

&
{é 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.

WTD

O wark allaspead | %% Translate ~ | 0 New Comment ote § .1 [ showcomments = [ZF TrackChanges~ B B R =

1

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

Comments

© [

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

23

“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 Innavetion = Contracts

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 Number Leader Administrator Status change requests
T COMoozisT HV21000-Market Access and 15/08/2021 31/12f2022  Yudit ¥ Buitrago Contract ‘iew Contract Variation Intents
Trade Development Buitrago Execubed Add Confract Change Request
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Hort
Innovation

Hart Innovetion > Contracts = View Conbract

View Contract

Home Dashboard My Profile My Organization Organization Changes Contracts

@) Page Instructions

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

Contract Number: CONoo2197 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.

- Lizt Contracts

o © Add files

Maodified by Options

Hort
Innovation

Hart Innovetion > Contracts > View Contract

View Contract

Home Dashboard My Profile My Organization Organisation Changes Contracts

€ Page Instructions

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

Contract Number: CONooz197 Contract Title: HVz21000-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 _v127.00.2021 docx

* List Contracts

Modified by Options

Delivery Partner Edit

Hort Innovation
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Submit a contract variation intent

25

“I 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 Oreanization 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.

Hort
Innovation

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 Mumber Leader Administrator Status ¥ change requests

MTig014  CONDOZOS3 MT12014-Field Bazsed Testing for  23/04/2028 3 Yudit Y Buitrago Contract View Contract Variation Intents
Fall Army Worm Buitrago Exmcuted Add Contract Change Request

View Variations & Changes

FWzoo04  CONWoD211s PW2o004-Sweetpotato Export 31/05/2021 30/11/2021 Yudit Y Buitrago Contract Add Contract Variation Intent
Stratsgy Buitrago Executed Add Contract Change Request

TG20000 CONDO2187 Hv21000-Market Access and 15/09/2021 31/12/2022 Yudit ¥ Buitrago Contract Add Contract Variation Intent
Trade Development Buitrage Executed

# Dashboard

Hort Innovation 27




Delivery Partner Portal user guide — March 2023

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. Tick the Agreement & Click ‘Submit’.

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

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

Hort
Innovation

Hort Innovation = Contracts > Add Intent to Vary

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

Add Intent to Vary

| o Page Instructions

The ‘Add Intent to Vary' page allows you fo advise Hort Innovation of your intention fo vary your coniract. This is the first stage in progressing with a contract variation.

Under ‘Request Outline' briefly state the nature of the variation and under 'Rationale’ provide the reasons for it. This detail will be d by Hort ion to ine if the

will proceed to the second stage. You can view the status of your intention to vary by clicking on the "Wiew Contract Variation Intents' on the Contracts page.

P Contract details: %%J?_IQT - HV21000-Market Access and Trade Development - TG20000

Request Qutline *

Rationale *

P Agreement o

1 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

1 have read and understood Hort Innovation's Privacy Policy

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 Innovetion = Contrects

Organization Changes Contracts

Contracts ) Page Instructions
Active contracts Completed contracts
Project Contract Project Title Startdate  End date Project Contract Contract Variation &

Code Mumber Leader Administrator Status change requests

TGzoooo  COMWoozisT HV21000-Market Access and 15/08/2021 S1f12f2022  Yudit ¥ Buitrago Contract

Wiew Contract Variation Intents
Trade Development Buitrago Executed R

fals Uaik CHalige Requs

N

. 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: COM002197 - HV21000-Market Access and Trade Development - TG20000

Date Submitted Request Details Hort Innovation feedback Status

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

& Active Contracks

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

Hartlnngvetion > Contracks > View Inbents toVary

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

View Intents to Vary

P Contract details: CONOO2197 - HY21000-Market Access and Trade Development - TG20000

) Page Instructions

Date Submitted Reguest Details Hort Innovation feedback
50/9/2021 This is my justification for § Your intent to vary the contract is accepted. Please go ahead and submit variation with
the changs track changes in MRT and upload supporting documentis)

Status

Allow Variation

* prtive Contracts

Hort Innovation
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Submit a contract variation request

23

“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 Innowetion = Deshboard

Home Dashboard My Profile My Organization Organisation Changes

Dashboard ) Page Instructions

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

Owerdue Milestones

Full name: Yudit Buitrago Project Code Contract Number Milestone Number  Due Date

Organisation name: Random Thoughts Learning MT1a014 COMoo2093 102 5/06/2021 .,
Solutions

Execubed contracts: 3 Contracts

Upcoming milestonas and reports: 1 Milestone

Contract Variations and Change Requests Upcoming & Re-submi

Accepted Intent to Wary: Project Code Contract Number Milestone Number  Due Date

I Change description

PWzoons COMO02115 iz 30//08/2021

Draft Change Requests:

= Thizis & changs request

From the Contract Variations and Change Requests section in the dashboard, click on the Accepted Intent
to Vary record to submit variation (OR) click on the Contracts tab on the navigation bar.

Home Dashboard My Profile My Organization Organisation Changes Contracts
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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.

3. Review the feedback provided by the Hort Innovation Project contact

Hort
Innovation

Hart Innowetion = Contrects

Organization Changes Contracts

Contracts ) Page Instructions
Active contracts Completed contracts
Project Cantract Project Title Startdate End date Project Contract Contract Variation &
Code Number Leader Administrator Status change requests
TGzo000  CONoD218T Hv21000-Market Accass and 15/08/2021 351/12/2022 Yudit Y Buitrago Contract Wigw C
Trade Devalopment Buitrago Executed

Hort
Innovation

Hort Innovation = Contracts > Add Variation Request

Home Dashboard My Profile My Organisation Organisation Changes Contracts

Add Variation Request @ Fase instructions [T

P Contract details: CON0O02197 - HV21000-Market Access and Trade Development - TG20000

Step lof2
Request Qutline *
Change description
Rationale *
This is my justification for the change o
#~
Hort Innovation feedback
The request to vary the contract is accepted. Kindly amend the attached project plan with changes to the contract °
“~

Hort Innovation
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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.

Hort
Innovation

Hort Innovation = Contracts = Add Variation Reguest

Home  Dashboard  MyProfile  MyOrganisation  OrganisationChanges  Contracts

Add Variation Request @ page instructions

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

Step 1of2
Request Outline ™
Change description
Rationale *
This Is my justification for the change
A
Hert Innovation feedback
The request to vary the contract |s accepted. Kindly amend the attached project plan with changes to the contract
o~
Step2of2

© Upload Document
Name Uploaded by Options
Contract_MRT_for_HVZ1000.docx Hert Innovation Edit °
P Agreement

I eonfirm that | have the authority to submit this report on behalf of the delivery partner and that all infermation contained within s true and correct and not
misleading

I have read and understood Hort Innovation's Privacy Policy

4 yigw varlation & Change 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.

Hort
Innovation

Home Dashboand My Frofile sy Orpanisation ‘Organisstion Chanpess Contracts

Contracts ) Frge st
The ‘Contracs’ pegs dspises your scthe and complsted projecs. b addion b e deskboand, | k5 snother point of sniry ioovisy your Donirscs whens you ans sois b perform tasks. From
e pou can

Wiew all conract milesiones and thelr detals
Initiate & contract warkation Intent [dick om the 'Add Confrect 'Vardstion Inb=nt Bnk]}
R=guest & change Inthe contract {oick on 4o Contrart Change Request’ Ink)

T mejact & confract, olick on the ‘Frojct Code’ or the Froject Tite' links f2 open the conbract and view milscione informetion o
Actie comtrecs Completar] contrmcts
Froject  Condract Project Title Startdete Enddate  Project Ciombract Conbract
‘Cods Numiber Leader Admi niistrator Shhes
TE20000  COMIO2IST HWZL000-Markat Aocees and i1a/oafa021  Sifaafnes  vodit ¥ Buitragn nanaton t
= Trade Development Buitm=so ‘iew Comtract Variation Indsts.

r ~

‘Wimvw Viaristiors & Changes

Hort Innovation
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Re-submit a contract variation request

23

“My variation was reviewed and amendments were requested. |
want to re-submit a contract variation”.

Hort
Innovation

Hort Innovation = Dashboard

Home Dashboard My Profile My Organisation Organisation Changes Contracts

Dashboard o Page Instructions m

Welcome to the Hort Innovation Delivery Partner Portal. The dashboard below provides a summary of items that require your attention, such as:

Details of executed contracts
Upcoming milestones

.
.
* Overdue milestones and milestones that need to be re-submitied
* Contract variation action items

.

Change request action items

To access your contract and milestones, please click on the “Executed Contracis’ link below.

Hello Sangeetha,
The dashboard provides a summary of items that need your attention

Overdue Milestones

Full name: Sangeetha Natarajan Project Code Contract Number Milestone Number  Due Date

Organisation name: Random Thoughts Learning BA19004 CONO01889 103 1/05/2021 .
Solutions

Executed contracts: 8 Contracts

Upcoming milestones and reports: 1Milestone

Contract Variations and Change Requests

Upcoming Milestones (next 30 days) and Milestone Resubmission

Accepted Intent to Vary: Project Code Contract Number Milestone Number  Due Date

P Intent to vary contract - 16 Movember 2022 o
BA13004 CONOO1BES 106 30/11/2022

Draft/Resubmit Variation Requests:

P Change description

Draft Change Requests:
P Contract change Request - BA19004 - 05-Oct

Step 1: Open variation that needs re-submission

From the Contract Variations and Change Requests section in the dashboard, click on the ‘Draft/
Resubmit Variation Requests’ record to make amendments to variation request

(OR)
1. Click on the Contracts tab in the navigation bar

2. Click on ‘View Variation and Changes’
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3. Click the ‘Resubmit’ link.

Hort
Innovation

HorkImncvaion > Conbmads 1

Contracts ) Frz= Instructions

The ‘Conimds’ page digplays your active and completed projecks. s addBon o Bhe dashboard, |k ks another paint of esbry fooview your confrecis wiens you ane sible o perfom fasks. From
hese you can

= Wiew all mntrac milesiones and their detals

= Initisle & comiesct wariation infent (dic on the "Add Confract Vedstion ineent Ink}
= R=quest s change In the contract {oick on “Add Contract Change Reguest Ikl

T sejack & confract, dick on the Froject Code’ or the: ‘Project Tibe' links io open the contract and view milesione imormmertion

Actie contrects Complebed contracts
Froject  Contract Project Title startdste Enddatz  Project Contrack Contract wariakion &
Code Humiber Leader Administrator Satus change requests
TE2D000  DOMI02IST HW21000-Markat Accmss and 13/08/2021  31/42/902F  Yudit ¥ Ewiitregp nVaration Add Contract Variation inbent
E Trade Deelcprment Buitrgo “Wiswy Comvtract Variation Inemts
.y o N
I “Wisw varistions & Changes

Hortlnnovafion > Combrecis > Conbract Maristion and Cortreck Change List

Home  Dachboand MyProfil= My Orpanication  OrpenisstionChanpes  Comtmck ew varistion snd Changes

Contract Variation and Contract Change List

1B Pege Instructions
[

P Contract details: COMO02197 - HY21000-Market Access and Trade Development - TE20000

= fadd inkent to vary = Aaid Contract Chonge Reguest
Date Submitted  Type of Request Request Ouilime Skwbus Brticre o

S0S/20H aristion Change description Re-submizsion Asquested '\.-‘iz'.-.'

= Active Contracts

Step 2: Update project proposal

1. Review the ‘Resubmit Reason’ provided by the Hort Innovation project contact

2. Make the required changes and upload any additional documents as described in Step 2.
under the ‘Submit a contract variation request’ section

3. 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.

Hort Innovation
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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).

ort
I-rilnovaﬂon

Contract Variation Request submission form ) Frz=instructions

B Contract details: COMOD2197 - HY21000-Market Access and Trade Development - TG20000

ﬁ Resubmit Renson: Supporting docurment for budpst change i not indudsd in the submizsion. Kindhy resubmit o

Step 1 of 2
Reguest Gutlne
Chanps descrigtion
Rationale
This is my justificstion for the chang=
S
Step2ofz
ﬂ Uplosd Dooument
Hame Uploaded by Dplinns o

Contract_MRT_for_Hv21000 doo Haork Innicretion edit

O ==

= fiew variation & 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

Hort lmnowefon > fonbmds

Contracts ] v show |

At corrects Comiplatad] comtracts
Froject  Conbract Froject Title Startdste  Enddabe  Project Contract Contract ariakion &
Code Humber Leader Administrator Statues change reguests
TE2DN00  COMN02IST SN21000-arket Aocmss amd 19/08/2021  34/42/2027 ‘Yudit ¥ Euitragn n'Vanation Add Contract Vanation Inbent
E Trasde Devslopment Buitrgo — _
Add Contmct Change Reguest
WT15014  OOMOO0SE MT1s002-Field Easad Testingfor 237042021 S0/44/2021  vudit ¥ Euitragn Contract ‘Whew Camtract Varkstion Indsrs
Fall Army Worm Suitrego Exmcurbed Add Contmct Change Reguest
‘Wisw varistions & Changes
FW20004 COMO02119 FEIC00-Swmat notate Bepart 31092021 S0/44/2021  vudit ¥ Euitragn Contract Add Contmct Variation inbenk
Stmbegy Buitrgo Exmcurbed Add Contmct Change Reguest
¥ Dashboard
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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 or project personnel (Full name, contact number, email
address).

This can now be used to update project leader if there are no other variations to the contract. If time,
scope or budget is changing please put through an intent to vary for those changes separately or together

with the project leader change details.

2. Click ‘Next’.

Innovation
Hortlrnowfcn * Combrecty > Add Thengs Requart

Add Change Request ] v show |

B Contract details: CONODZ197 - HY21000-Market Access and Trade Development - TG20000

Shep 1 of 2
Reguest Qutlne *
This is & charge mquest o
Rationale *
This is my justification |
S

= iew viariation & Chang= Requests

@Important: 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.

Step2afz
© Upload Document
Hame Uploaded by Dptions

SiLoading.

)

= e aristion & Changs Requests

Hort Innovation
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Step 3: Upload document (optional)

1. Upload any supporting documentation that may be required.

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

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

Hort
Innovation

Hart Innovation > Contracts = Contract Varistion an._ = Edit Change Request

Home  Dashboard  MyProfile My Organisation  Organisation Changes  Contracts
Edit Change Request @ Page Instructions

P Contract details: CONO02187 - HV21000-Market Access and Trade Development - TG20000

Step1lof2
Request Outline *
This is achange request
Rationale
This is miy justification
P
Step2of2
[+] Upload Document
Name Uploaded by Options

O Leading...
P Agreement o

| 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

= e @

. \iew Variztion & Change 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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HortlrnoaSon * Cockects * Conbract Vanetion and Contrect Change Lt

Contract Variation and Contract Change List ) Fage inatrections

I Contract details: COMOOZ19T - HV21000-Market Access and Trade Development - TG20000

Dete Submitted  Type of Request Request Dutline Stabus Actions
S0fEi20H Chanpe Request This is e changs neguast Submitted Vimar
a0/ai20H ‘Wariation Chanze description Subrritted Vies

. Artive 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-rilﬂnrgvaﬁon

Hord Innovafion > My Orgenisstion

Home  Deshbosnd My Profile Wy Crzerisation | Orgonisation Changes  Contracts

My Organisation @ Faoe s

The My Crganisation’ page connecs with Hort isnaverson's CRA sysi=e. information on His page can only be modiisd by Contract Adminstraioes.

Trading Mame * KEN
Aandom Thoughts Leaming Solutions 45604 T3 812
L=gal Hame= Phane
EREFECAAD PT. LTD. Frovide a telephone numier
Addiness wiehsite
@- Dowmload Templabes:

»  Eusiness Entity Change
= Change Susiness debsils

4 Add Business Entrty Change 4 Add Business Dednils Change

= Dazhboard
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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.

My Profile: My Organization ‘Organizstion Changas Contracts

My Organisation @) Faze Instructions ‘
[ 1
Trading Mame * Phone
Random Thoughts Learning Solutions Provide a t=lephone numbsr
Membership Contact Fax
Address Websita

@ Download Templates:

= Businezz Entity Change
= Changs Business details

= Add Business Entity Change =+ Add Business Details Change o

W Dazhboard

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

Add Organisation Change @) Page 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. Confirm you have authority to submit on behalf of the delivery partner. You will also need to confirm that
you have read our Privacy Policy and 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 @ Fage Instructions
Step 1of2
Type *

| Change in Business Entity |

Request Outline *
| Test this |
Rationale *
Test this
P
3 Step 2 0f2
(+] Upload Document
Name Uploaded by Options

There are no folders or files Lo display.

P Agreement o

| 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

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.

Hort Innovation
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Hort
Innovation

Home  Doshboard — MyProfile My Orpanisstion Organisation Chanpes I CGRECE

Organisation Changes ) e insiructions

(&) Download Templates:

Eusinzszz Entity Change
»  Change Susiness detsils

4 Add Businesz Entity Change 4 Add Business etnilz Change

Dafe Submitted Type Request Dutline Status Actions

IoR0e 021 Change in Susiness Entity Change inAEN Submitted Wiew

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

(). I 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.

Q. | 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.

(). 1 have lost my phone or need to change the mobile number that I 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.

Hort
Innovation

Horticulture Innovation Australia Limited
ACN 602 100 149

Level 7, 141 Walker Street
North Sydney NSW 2060 Australia

02 8295 2300 | communications@horticulture.com.au

www.horticulture.com.au
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