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Activating Your Account / Resetting Your Password 
IMPORTANT NOTE: If you are activating a supplyAware™ account to fulfill a requirement by one of 

your customers, be sure that you have filled out the Account Activation Survey first. After 

completing the survey, you will need to wait for an email from an Elm engagement specialist 

confirming your account activation. Once you receive the confirmation email, you can proceed 

with the steps below. 

1) From the Login page (https://supplyaware.elmanalytics.com), click Forgot Your Password? 

 
 

 

2) Enter the email address used to register your account and click Send Confirmation Code 

 
 

 

 

 

 

 

 

 

https://forms.office.com/r/tHViuFTRk9
https://supplyaware.elmanalytics.com/
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3) The next screen will ask for your Password Reset Code. The code will be sent to you in an email with 

the subject line: “supplyAware – Password Reset Code” 

 
NOTE: All password reset codes are five characters in length 

 

 

4) On the Reset Password page, enter the code from the email, create a new password and click 

Reset Password 

 
NOTE: Make sure to follow the password rules outlined below the New Password field 
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Login to supplyAwareTM 

1) Enter your email and password and then click Login 

 
NOTE: If you’ve never set a password for supplyAware™, see Resetting Your Password (page 

3) 

 

 

2) The next screen will ask for your Two-Factor Authentication Code. The code will be sent to you in an 

email with the subject line: “supplyAware – Two-Factor Auth Code” 

 
NOTE: Two-Factor Auth provides an extra layer of security that helps ensure you are the 

only one with access to your supplyAware™ account. You will be sent a new two-factor auth 

code each time you login. 

 

TIP: To receive Two-Factor auth codes via text message instead of email, see Managing Your 

User Profile (Page 7) 
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3) Enter the code from your email and click Login 

 
TIP: For more information regarding Two-Factor Auth, click the  icon. 

 

Accepting the Terms of Service 

1) Once you are logged in, read/accept the Terms of Service and Use and proceed to the Dashboard 

by clicking Continue 
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Accessing the Supply Chain Mapping Module 

1) On your Dashboard, click the left image that says “Supply Chain Mapping” to enter the supply 

chain mapping module 

 
 

Managing Your User Profile 
1) From your My Manufacturing Sites page, click on your username in the top right corner of the 

screen and then click the second item in the dropdown menu, My Profile 
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2) Here you can update your basic account details, contact info, address, account password and two-

factor authorization preferences. Make updates/additions where needed and click Save 

 
 

Editing Your Site Profile 
1) From your My Manufacturing Sites page, click on the Edit Site Profile icon appearing on the far-left 

side below ACTIONS  

 
NOTE: If you have not previously entered profile data or the system has no previously 

existing data, the icon will appear in red: . If the system already has existing data or you 

have entered data previously, the icon will appear in green: . Even if you see a  icon 

when first logging in, you will still want to check and see if any existing data needs to be 

updated. 
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2) The Edit Site Profile page lists all the information that supplyAware™ has collected for the selected 

company site. In cases where data is missing or incorrect, you may want to make additions or 

corrections. Keeping these values up to date helps to keep your customers in the loop and shows 

them your level of engagement with supplyAware™ 

 
 

Lean Metrics 

1) To make additions/corrections to the Lean Metrics section, click “No Value Provided” 

 
TIP: If you are updating an existing value, simply click the value shown 
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2) Enter the new value and click Save 

 
NOTE: If you are simply reconfirming a value that has been marked as “Expired”, you will click 

Up To Date instead 

TIP: For a better description of a metric or attribute, hover over the “?” icon ( )  

 

Attributes 

1) To make additions/corrections to the Attributes section, type in your term/tag and then select it 

from the dropdown list  

 
 

 

2) If No Results appears in the dropdown, click +Add to add the new term/tag 
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3) To delete attribute terms/tags, click the X icon (  ) that appears to the right of the tag 

 
 

Normal Shift Pattern 

1) To make changes to the Normal Shift Pattern chart, simply mark up the chart by checking the 

relevant boxes, answer the question at the bottom and click Save 

 
 

Site Contacts 

1) From your My Manufacturing Sites page, click the Contacts icon ( ) that appears below 

ACTIONS 
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2) Click the Edit icon ( ) next to the contact you want to edit/add 

 
 

 

3) Fill out the fields in the pop-up box and click Save 
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Managing Your Manufacturing Sites (Adding/Removing) 
The manufacturing sites listed on the My Manufacturing Sites page are the sites within your company 

that provide parts to your customers and receive parts from your suppliers. This section goes over how 

to manage this list and add/remove sites. 

1) From your My Purchase Order Sites page, click on your username in the top right corner of the 

screen and then click My Account 

 
 

 

2) Navigate to the My Sites section near the bottom of the page and click +Manage Sites 

 
 

 

3) The Sites Currently Associated With Your Account section shows all the sites your account is 

currently associated with. To de-associate a site from your account, click the red trash can icon (

) on the right.  
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Adding New Sites 

Method 1 

1) Scroll to Method 1: Search For Related or Existing Sites To Add 

 

 

2) Click Find Related Sites to find other sites owned by the same parent company as your currently 

linked site. If you see no results or want to find sites owned by a different parent company, type in 

the company name and click Search 

 
 

 

3) To add a Manufacturing site, click +Add Mfg 

 
IMPORTANT NOTE: Be sure to click +Add Mfg (clicking +Add PO will add a site to the Financial 

Resilience module instead). If you mistakenly click +Add PO, you can still click +Add Mfg to 

add the site. 
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Method 2 

1) If you cannot find the site you are looking for using Method 1, scroll down to Method 2: Request 

the Addition of a New Site to the Database 

 

 

2) Fill out all the required fields (*) and click Request Addition  

 
NOTE: Be sure to select “Manufacturing Site” from the Entity Type dropdown menu when 

adding sites in the Supply Chain Mapping module (Purchase Order Sites are added to the 

Financial Resilience module) 

 

 

3) After requesting a new site, you will see it appear in the Sites Currently Associated With Your 

Account section with a STATUS of Request Pending 

 
NOTE: A supplyAwareTM analyst will review your request and approve it or request 

corrections from you if necessary 

 

 

 

 

 

 



copyright © 2024 Elm Analytics, LLC +1 (424) 363-4589 | support@elmanalytics.com 16 
 

 

4) To return to your Subscription Dashboard, click the Dashboard link at the top left corner of your 

screen 

 
 

Uploading Your Suppliers 
NOTE: When uploading suppliers, be sure to upload manufacturing site locations and not corporate 

offices/R&D center/etc. This is important to ensure that the actual flow of parts is being tracked. 

1) After updating your manufacturing site profile(s) and contacts, the next step is to upload your sites’ 

list of suppliers. From your My Manufacturing Sites page, click the Upload Suppliers icon ( ) under 

ACTIONS 

 
NOTE: The Upload Suppliers icon is green if you have previously uploaded suppliers ( ) 

 

 

2) Click Download Template to download the Excel template that you will add your list of suppliers to 
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3) Once downloaded, open the Excel template, and click Enable Editing in the yellow bar near the top 

of the screen 

 
 

 

4) Instructions for next steps are displayed on the screen. To see what kind of data you’ll be asked to 

provide, click on the Example tab near the bottom of the screen 

 

 
TIP: The Example data acts as a helpful guide for filling out your real supplier data 
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5) To start entering your supplier data, click on the Data tab near the bottom of the screen 

 

 
IMPORTANT NOTE: When uploading, be sure to use the original, unaltered template file 

downloaded from supplyAware™. Using a modified template file will result in a failed upload. 

 

IMPORTANT NOTE ABOUT CONTACT INFORMATION: When adding a contact person for each 

supplier, you should add the contact details for the person you plan to contact initially about 

your organization’s new supply chain program using supplyAware™. This also ensures that 

Elm has proper contact information when the time comes for us to start reaching out to your 

supply base (see Involving Your Supply Chain (page 34)) 

 

 

 

 

 

 

 

 

 



copyright © 2024 Elm Analytics, LLC +1 (424) 363-4589 | support@elmanalytics.com 19 
 

6) Once completed, return to the upload page and click Choose File or Browse. Select your completed 

Excel template file and click Upload 

 
 

 

7) If your upload is completed successfully, you will see a list of Next Steps. If your upload is 

unsuccessful, you will see the Upload Errors screen: 

 
NOTE: The Upload Errors screen will list every error that needs to be corrected on your sheet 
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8) If you see the Upload Errors screen, you will need to make the necessary corrections on your 

spreadsheet and re-upload it until you see the Next Steps screen: 

 
 

Approving Validated Suppliers 

1) After completing your upload, it will take some time for your entire list of suppliers to be validated. 

Despite this, many may be validated by the system automatically and appear on the Validated tab 

within minutes of uploading.  
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2) To add these suppliers to your list of active suppliers, simply click the checkbox to the left of the 

supplier(s) you want to add appearing in the VALIDATE column. Alternatively, you can reject 

suppliers by checking the box to the right of a supplier appearing in the REJECT column. 

 
TIP: If you want to add every supplier listed on the current page, check the box next to 

VALIDATE 

 

 

3) Once you have made your selections, scroll to the bottom of the page and click either Make Checked 

Sites Active or Reject Checked Sites 

 
NOTE: If your list spans multiple pages, you will have to repeat steps 2 and 3 on each page. 
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Correcting Supplier Records 

1) While a likely majority of your supplier records will be processed and matched to existing supplier 

sites, there may be some that will be returned to you for corrections by a supplyAware™ analyst. 

These records can be found on the Correction Required tab 

 
 

 

2) To correct a supplier record, click the icon that appears in the EDIT column 

 
 

 

3) The yellow bar at the top of the screen shows notes from a supplyAware™ analyst on why the record 

has been returned to you. You have two options for correcting the data: Method 1 or Method 2 

 
NOTE: If you disagree with an analyst’s decision, please email us at 

support@elmanalytics.com 

 

 

 

 

mailto:support@elmanalytics.com
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4) Correct a supplier using Method 1: Type in the name of the supplier you want in the Entity Name 

field. If it appears in the dropdown, simply click the supplier’s name in the dropdown (Step 1), fill 

out any information needed in the Parts/Contacts section (Step 2), select “Method 1: Search for 

Existing Supplier” from the Select Method dropdown (Step 2) and click Save (Step 3) 
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5) Correct a supplier using Method 2: If a matching entity cannot be found using Method 1, you 

can use Method 2 by editing the supplier name/address details (Step 1), filling out any missing 

parts/contact info (Step 2), selecting “Method 2: Fill in Form” from the Select Method dropdown 

(Step 2), and clicking Save (Step 3) 

 
 

 

Viewing Your Active Supplier List 

1) From your My Manufacturing Sites page, click on the number that appears in the SUPPLIER TIER 

1 column next to the name of the site you want to view the supplier list for. 

 
TIP: Clicking the number in the CUSTOMER TIER 1 column will display your full list of 

Customers 
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2)  To view the detail page for a supplier on your list, click their name 

 
 

Viewing a Supplier’s Details 

1) Supplier Detail pages show the same type of information that you can see on your own Site 

Summary page. Along with seeing basic information regarding the supplier’s manufacturing 

operations, you will see summary information regarding their supplier network and metrics 

regarding their suppliers’ and their own engagement with supplyAware™. 
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Supplier/Customer Segmentation 
While segmenting your suppliers and customers with End Items and Supplier Parts is optional, it is a 

crucial step to add depth to your supply chain. 

End Item Management 

End items are the products that your site produces and sells to its customers. Supplier Parts are the 

parts that your suppliers make that go into your end items. 

NOTE: For a detailed breakdown of how End Items are used, please see the End Items, Supplier 

Parts & Supplier Data Management document 

1) From your My Manufacturing Sites page, click on the name of the site you want to add an End 

Item to 

 
 

 

2) On the Site Summary page, scroll down to the End Items / Parts Summary section and click + Add 

End Item 

 
TIP: Click View All to see your site’s entire list of End Items 

 

 

  

https://supplyaware.elmanalytics.com/
https://supplyaware.elmanalytics.com/
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3) Fill out the fields in the End Item Properties section and click Save 

 
 

Editing a Site’s End Items 

1) From your End Items List (accessed by clicking View All in the End Items / Parts Summary section 

on the Site Summary page), click the edit icon ( ) that appears to the left of the End Item that 

you want to edit 
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2) Make the necessary corrections to the fields in the End Item Properties section and click Save 

 
 

Exporting a Site’s List of End Items 

1) From your End Items List, click Export To Excel near the top right corner of the screen 
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Linking End Items to Your Suppliers 

1) From your End Items List, click the number that appears under the DIRECT column (underneath 

SUPPLIER) for the End Item you want to link suppliers to 

 
 

 

2) Click All Suppliers near the top right corner to view the full list of suppliers you can associate with 

your end item 

 
 

 

3) Pick the suppliers you want to link to the selected End Item by checking the box in the ACTIVE 

column 

 
NOTE: Check the COMMODITY and PART columns to be sure you are linking the proper 

Supplier Parts to your End Item 
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4) Click on the End Items link at the top left of your screen to return to your End Items List after you 

have completed your selections 

 
 

Linking End Items to Your Customers 

1) From your End Items List, click the number that appears under the DIRECT column (underneath 

CUSTOMER) for the End Item you want to link customers to 

 
 

 

2) Click All Customers near the top right corner to view the full list of customers you can associate 

with your end item 

 
 

 

3) Pick the customers you want to link to the selected End Item by checking the box in the ACTIVE 

column 

 
NOTE: Check the COMMODITY and PART columns to be sure you are linking the proper 

Customer Parts to your End Item. If you are removing/refuting a linked part from your End 

Item, check the box in the REFUTE column 
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4) Click on the End Items link near the top left of your screen to return to your End Items List after you 

have completed your selections 

 
 

Supplier Parts Management 

Supplier Parts are the parts you receive from your supplier that go into the End Items you produce. 

Adding supplier parts is a great way to segment your suppliers and create distinct supply chains for each 

end item that your site produces. 

NOTE: For a detailed breakdown of what Supplier Parts are used for, please see the End Items, 

Supplier Parts & Supplier Data Management document 

1) On the Supplier Detail page, scroll down to the Parts Provided By This Supplier section and click 

View All 

 
 

 

2) To add a new part, click Add Part 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://supplyaware.elmanalytics.com/
https://supplyaware.elmanalytics.com/
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3) Fill out the fields in the Part Properties box and then click Save 

 
TIP: You can click the  icon for a more detailed description of a term 

 

 

4) After saving your part, you may see a list of End Items Supported By This Part appear to the right 

of the Part Properties box. From here, you can associate an End Item produced at your site with 

the Supplier Part by simply checking the box next to the End Item Category.  

 

NOTE: This box will only display if you have already added at least one End Item to your 

site. 

 

 
TIP: For help adding End Items to your site, see  End Item Management (page 27) 
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5) To finish adding your Supplier Part and/or associating End Items with your Supplier Part, click 

Done 

 

 

Involving Your Supply Chain 
Once you have uploaded your suppliers and segmented them in supplyAware™, the next step is to 

involve your own supply base.  

1) To get started, we recommend downloading our sample invitation email and customizing it as 

necessary to inform your suppliers of your new supply chain mapping initiative using 

supplyAware™.  

 

IMPORTANT NOTE: After sending your initial supplyAware™ invitation email to your supply 

base, please inform Elm Analytics that you have done so and provide the list of contacts 

you sent the email to. This ensures that Elm is reaching out to the same contacts as you did 

initially. 

 

 

2) Two days after you send your invitation letter, Elm Analytics will reach out to your suppliers on 

your behalf to start onboarding them into supplyAware™ (Click here to view sample 

communications from Elm). Your suppliers will repeat the same steps you have, and these steps 

will be repeated at each level of your supply chain. 

 

 

https://www.elmanalayics.com/link_to_sample_email_invitation
https://www.elmanalytics.com/sample_emails
https://www.elmanalytics.com/sample_emails
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Help & Support 
Elm offers several options for you to get additional help with using supplyAware™ 

1) To access the Help & Support page, click your username in the top right corner from any page in 

supplyAware™ and select  Help & Support 

 

TIP: Alternatively, you can click the question mark icon (  ) near the top right corner of any 

page 

 

 

2) The Help & Support page provides our contact information in addition to answers to some 

frequently asked questions 

 
NOTE: Our contact information can also be found at the end of this guide. See FAQs 

(Frequently Asked Questions) 
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Resource Library 

1) The Resource Library is a great tool for learning about how to get the most out of using 

supplyAware™. To access it, click your username in the top right corner from any page in 

supplyAware™ and select  Resource Library 

 

TIP: Alternatively, you can click the book icon (  ) near the top right corner of any page 

 

 

2) Select a category from the Categories section and click the Read More button under the document 

description to download a PDF 

 
TIP: Be sure to check the Resource Library often as we will be adding more helpful 

documents, guides and “how to” videos frequently! 
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Live Chat 

1) If you need immediate assistance, feel free to send us a message via our Live Chat module in the 

bottom right corner of every page 

 
 

 

2) Before we can connect you with a support agent, please provide us with your name and email 

 
NOTE: If we are unavailable or it is after hours, rest assured that we will receive your 

message and respond to you when we return 
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FAQs (Frequently Asked Questions) 

 
What are the system requirements for supplyAware™? 

Browser: 

• Microsoft Internet Explorer 11 or newer. 

• Microsoft Edge 12 or newer. 

• Google Chrome 42 or newer. 

• Mozilla Firefox 38 or newer. 

• Apple Safari 10 or newer. 

Excel: 

• Version 2010 or newer. 

 

What if I don’t meet the system requirements? 

If you do not meet the minimum specifications, supplyAwareTM may not work as expected.  Please 

upgrade your browser to the latest available version for your system. 

If you do not have access to Excel 2010 or newer, Microsoft recommends installing the Excel mobile app 

or storing exported documents in OneDrive or Dropbox, where Excel Online will open them in your 

browser. 

 

How do I get support? 

support@elmanalytics.com 

OR 

(424) 363-4589   9:00a – 5:00p EST 

  

mailto:support@elmanalytics.com
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Revision History 
Ver. 1.0 – December 20, 2023 

Ver. 1.2 – January 15, 2024 
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END ITEMS AND SUPPLIER 

PARTS 

It is important to understand that supplyAware™ is much more than a 

database of a manufacturing site’s direct suppliers.  It is a highly dynamic 

system that changes in response to the actions of the Site, its Customers, 

and Suppliers. 

To maintain the connections between a manufacturing Site, its 

downstream Customers, and its upstream Suppliers, supplyAware™ uses 

End Items and Parts. 

The Site manufactures discrete End Items, which it delivers to Customers 

using Parts provided by Suppliers. 

In Figure 1, we see a representation of a site that manufactures one End 

Item from Parts provided by three Suppliers (1 → 3).  They deliver that 

part to five Customers (A → E). 

The connections, represented by the lines between Parts and End Items, 

are what allow us to understand how risk is manifested in the supply 

chain. 

In this case, something impacting any of the three Suppliers is going to 

impact the manufacture of the Site’s one end item.  That impact will 

cascade downstream to each of the Site’s Customers (A → E). 

This is the default configuration that is the result of simply uploading your 

list of Suppliers. 
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SUPPLIER SEGMENTATION 

Understanding the impact of sub-tier disruptions is central to supply 

chain management. 

A smaller manufacturer - producing a single part - might reasonably 

assume that disruption to any single supplier impacts their entire 

operation - effectively jeopardizing all outputs.   

Larger manufacturers - producing a variety of parts - will find it more 

effective to segment their direct suppliers based on the End Items that 

they can impact. 

End Items are used in mapping and analytics to better manage the 

impact of identified risks. 

In Figure 2, the Site has added a second End Item and segmented the 

Suppliers such that Suppliers 1 and 2 provide Parts to the original End 

Item and Supplier 3 provides Parts to just the new End Item. 

Having made this change, risks or events impacting Suppliers 1 and 2 will 

only impact the original End Item and Customers A, B, and C in turn.  

Only Customer D and E will be impacted by the supply chain underlying 

the new End Item. 

It is important to note that this one simple change affects the supply 

chains of all five of the Site’s Customers.  
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SUPPLIER PARTS 

Adding additional Parts to a Supplier is another way to facilitate more 

accurate supply chain analytics.  By defining distinct Parts provided by a 

Supplier, you enable them to assign distinct End Items and, therefore, 

distinct supply chains to each Part. 

In Figure 3, the site has added an additional Part for Supplier 3.  The new 

Part has been assigned to just one of the site’s two End Items. 

The Supplier, in turn, has added a second End Item and assigned a 

distinct End Item to each of the Site’s Parts. 

Consider the effect of these changes on the supply chain analytics.   

A risk or event that impacts the entire Supplier 3 manufacturing site, 

such as a fire or meteorological event, will impact every one of your Site’s 

Customers.   

An event that impacts just one of the two Supplier 3 End Items, such as a 

quality breech or sub-tier supply interruption, will impact only a sub-set 

of the Site’s Customers. 

By staying engaged and actively managing the design of their supply 

chains through End Items and Supplier Parts, a site can achieve the 

highest possible sensitivity to supply chain risks with a minimum of 

effort. 
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UPLOADING SUPPLIER DATA 
 

Supplier Part and End Item assignments can be made during the supplier upload process.  The upload template (XLSX format) has four fields in 

each row to accept descriptors for the Part Provided by the Supplier and the End Item to which that Part is assigned.  The table that follows 

contains what would be a valid upload corresponding to Figure 3 above.  Following the table are several observations worth noting.  

 

End Item 

Category 

End Item 

Name Commodity Part Supplier Name Address 

Category 1 End Item 1 Commodity 1  Supplier 1 123 Main Street 

Category 1 End Item 1 Commodity 2  Supplier 2 4 Water Street 

Category 1 End Item 1  End Item 1 Supplier 3 5 Downing Ave 

Category 2 End Item 1  End Item 2 Supplier 3 5 Downing Ave 

Table 1      

 

• End Items are a function of the End Item Category and End Item Name.  There are two distinct End Items in Figure 3 that have been 

designated (Category 1, End Item 1) and (Category 2, End Item 1) in Table 1. 

• Supplier Parts are a function of Commodity and Part.  There are four distinct Parts in Figure 3 that have been designated (Commodity 1), 

(Commodity 2), (End Item 1) and (End Item 2) in Table 1.  Note that for each record, either Part or Commodity has been left blank as 

allowed. 

• Supplier 3 provides two parts. This required the Supplier Name and Address to be repeated for each distinct part.  In the complete upload 

template, all fields other than the four descriptors must be identical between “repeated” rows.  
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UPLOADING SUPPLIER DATA 
Independent of the sample upload data provided above, here are some general considerations when managing the design of your Supplier upload data: 

The End Item is defined as the 

combination of End Item Category and 

End Item Name.   

This permits the Site to group or 

categorize End Items in a simple 

hierarchy. 

The Part is defined as the combination 

of Commodity and Part.   

Like End Item Category, Commodity is 

used to group similar or related Parts. 

 

Fully defining the End Item, Part 

assignments for a single Supplier may 

require that their Name and Address 

data is repeated on multiple rows. 

Completion of these four fields  

(End Item Category, End Item Name, 

Commodity, Part) is completely 

optional.   

If these field are left empty, the system 

defaults to an unnamed End Item and 

unnamed Part as shown in Figure 1 

above. 

Pay close attention to these three items as they may materially affect your supplyAware™ experience: 

Records should correspond to Supplier 

manufacturing sites only.   

Corporate offices, research & design centers, 

warehouses, sequencing facilities and other non-

manufacturing locations should be avoided. 

Be cautious about the number of Parts assigned 

to a single Supplier site.   

Recognize that, if the Supplier is completely 

engaged, they will need to assign an End Item to 

each Part.   

For most Supplier manufacturing sites 5-10 Parts 

might be a reasonable upper limit.   

In the upper tiers of a durable goods supply 

chain, keeping the numbers this small has the 

Site defining Commodities provided by Suppliers 

rather than individual Parts. 

Each record must contain a valid address 

including, at a minimum: street address, city, 

state/region, postal code and country.   

Records that cannot be geocoded and matched 

to a verifiable location will be returned for 

correction.   

The supplyAware™ validation and augmentation 

process can often overcome errors or variations 

in addresses but there are limits. 

The system has been trained to process records from almost every industrialized nation.  If you encounter consistent difficulties with any one country or region, please contact our 

customer engagement staff (+1 (248) 660-9356 or support@elmanalytics.com) to assist you in sorting out the problem.  Sometimes a minor change in formatting of an 

international address can make all the difference. 
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