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Supplier Overview



Login into your Cummins Sourcing Portal

1. Language for the page can be changed by clicking on the language in the top right.

2. If you have login credentials for Ivalua, enter username and password to login.

3. Suppliers will receive login details ONLY when they are invited to their first RFx event.

4. After an RFx event is published, invited suppliers will receive RFx invitations to submit proposals via emails 
generated directly from the Ivalua system.
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Select a Language

1. Click on the triangle by your name in the top right corner.

2. Click on the language dropdown to select a desired one to view content in the selected language.
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General Terms of Use

Upon logging in for the first 
time, review the General Terms 
of Use, accept the terms and 
conditions, and acknowledge 
to continue.

1. Check the box to accept 
the terms and conditions.

2. Click Acknowledge to 
continue.
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Homepage

• Company information can be accessed by going to General Info > Company Profile in the top menu.

• Alternatively, from the Homepage company information can be accessed by clicking on the Company Profile 
Tile on the left side.
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Company Information

• Basic company information is shown. Detailed information such as addresses and legal information may not 
always be visible in Ivalua. This information is maintained in Cummins’ supplier master application.
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Contacts

• Contacts associated with the supplier at the highest level are visible. There may be additional contacts 
available.

• Click on Select Existing Contact to see additional applicable contacts.
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Contacts

• Additional contacts to select are visible. 

• To select a contact, check the box next to the contact to be selected.

• Click Close to return to the previous screen. 
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Contacts

• The selected contact is now visible.

• A role can be assigned at this time but is not required as the Sourcing role will be automatically assigned 
once the contact is added to a sourcing event.

• If you want to assign a role at this time, click on the role field to select a role.
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Contacts

• There are a number of roles available for selection. However, there is no 
need to put all contacts for the company in Ivalua. Only those who will be 
responsible for negotiating with Cummins should be added.

• There are only 2 roles that should be selected: Sourcing or Supplier 
Admin.

• Sourcing – Most people should be assigned this role. This is the basic 
role that allows the person to view and respond to sourcing events, 
view company information, and add load documents to the company 
profile. It does not allow the person to add others as contacts. If not 
already assigned, this role will be assigned when the person is added 
to a sourcing event for the first time.

• Supplier admin – This role gives the same access as the Sourcing role 
but also allows the person to create contacts for the company. A 
limited number of people should be adding contacts to the company 
profile to prevent duplication and the creation of multiple login 
accounts for the same user.
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Contacts

• The selected role is visible.

• Click on the envelope to create the login and send details to the contact.
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Contacts

• A popup window opens with the message to be sent. This message contains the user ID, a link for them to 
create their password, and the link to Ivalua.

• The user ID is always the email address. If a login already exists for the email address then the new user ID 
will have “_0” after it. The number after the underscore will increase as the number of logins created 
increases. This indicates that the person is already set up as a contact. If this happens, it is recommended to 
Close to not create an additional login and delete the contact if it is being created and not selected.

• If the login should be created, click Send message and then Close.



13

Contacts

• If there are no additional contacts to select or the contact needed does not exist, a contact can be created.

• Click on Create Contact to create a new contact.
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Contacts

• A popup window to create the contact opens.

• The required fields are First Name, Last Name, and Email. Complete these fields and any other fields as 
desired.

• When done click Save & Close.
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Contacts

• The new contact has been created.

• Create the login by clicking on the envelope icon and send the message.
• A role can be set as needed.
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Sourcing

• Current proposals can be accessed by selecting RFP in Progress on the homepage or by navigating to 
Sourcing > Manage Proposals.
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Manage Proposals

• Proposals can be located using the search bar.

Name
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Messages

• Click on the bell icon and then on Messages to see any open conversations.

Name

Number – Supplier Name
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Pending Validations

• Click on the bell icon and then Pending Validations to view items on the To-Do list.

Name
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Notifications

• Click on the bell icon and then on Notification.

• This is the notification center where all received notifications are displayed.

Name
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Reset Password

• Click on Lost your password.
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Reset Password

• Add Email and click on Confirm.

• An Email will be sent with detail instructions to recover the access.
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