SUNCOR ) Accessing the Contractor Portal

Quick Reference Guide

How to Access the Contractor Portal

Overview

This quick reference guide (QRG) describes how to navigate to and access the
Contractor Portal on Suncor.com, for new or returning contractor users to complete
required learning in Suncor’s Learning Management System (LMS).

Logging in to the LMS:

Follow these steps to log into the LMS:

1. Navigate to the ‘contactor orientation and awareness training’ page on
Suncor.com (Suncor.com> Contractors, suppliers, and carriers > Existing
contractors, suppliers and carriers, orientation and travel > Contractor
orientation)

2. Scroll down to find the ‘login now’ button and select it to open the LMS login
page.

Login now

3. Select ‘Workday for external users’ to navigate to the login screen.

Workday

Click here to access Workday if you are a Suncor
employee or contingent worker with a Suncor emai
address.

Workday for External Users

Click here to: 1) Access contractor orientation and

awareness training; or Z) Login as a Recruiting Agency
User; or 3) Login as a Workday Service Provider
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4. Sign in with your Suncor badge ID number (located below the date of issue on
the badge, or as issued to you by email) in the username field and your
password in the password field. Click ‘sign in.’

Note: After April 5, 2022, all returning contractors will need to log into the LMS with
Suncor Badge ID numbers as the username. The default password for first

time login is YourSuncorBadgeNumberWelcome! (For example,
123456Welcome!).

Username

Badge Number e.g. 123456

Password

YourSuncorBadgeNumberWelcome!
e.g. 123456Welcome!

5. Upon your first login after April 5, 2022, you will be prompted to change your
password.

e enter the default password (YourSuncorBadgeNumberWelcome! as the
‘old password’).

e create a new password and verify your new password by entering it
again to confirm.

e select ‘submit.’

Note: Your new password must not be the same as your current password or
username. A minimum of 8 characters is required and your password must
include a lowercase letter, an uppercase letter, a number and a special

character (I"#$%&'()*+,-./:;=>?@[\]*_*{|}~). The password must not have been
used within the last four passwords.
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Flease change your passwol

Change Password

0Old Passwaord

YourSuncorBadgeNumberWelcome!
e.g. 123456Welcome!

New Password

A password that meets the
requirements

Verify New Password

Enter your new password again

Set three personal security questions. You can answer these questions if you

forget your password to set your three security questions, select a question
from the dropdown and enter your answers. Click ‘submit’.

Select Security Questions

In what city were you born?
Answer

Enter your answer

What is your mother's maiden name?

Answer

Enter your answer

What is the name of your first school?

Answer

Enter your answer
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Find and complete your course:

1. Congratulations! You have now gained access to the Contractor Portal. Once
you are on the home page, select ‘view all apps’ in the centre of your screen.

= sU"con) Q search

Here's What's Happening It's Wednesday, January 26, 2022

Timely Suggestions

Here's where you'll get updates on your active items

Announcements |

2. Select the ‘learning’ app.

Learning Favorites

3. On the learning home page, select ‘discover’ from the menu on the left.

Note: While there is a search bar at the top of the page, it is best to search for a
course on the discover page.
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= SUNCOR) Q Search

Learning -

What will you learn today?

{ Learning Home
0 My Learning

Links ~

Suncor Learning

&

Waitlisted Learning

RMWB-Receiver Safing- RMWB-Safe Work Permit

CHE ILT ILT
Course + 2 hours Course + 5 hours
View Course IS View Course >

4. On the discover page, select ‘browse learning’ to find a course; your required
orientation courses will be communicated to you by your company
administrator. There will not be any courses assigned to you.

= w Q search

Learning ~

Discover

[ Learning Admin

Learning H: s
(@ Leaming Home Explore the Learning Catalog

[0 My Leamning Browse and filter content to find what you need
B D= :

Links ~

Suncor Learning [

Waitlisted Learning

Browse Learning Topics
& Use topics to find a wide range of learning content

Browse Topics =
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5. Enter the name of the course you have been instructed to take in the search
bar:

Note: There are no course numbers in the new LMS. Be sure to select the course
name that your company administrator has instructed you to take.

SUNCOR )

Browse Learning Content

| 1 example: Suncor Oil Sands Base Flant Orientation |

6. Click anywhere on the course to select it.

= w Q search

Browse Learning Content -

Q Suncor Oil Sands Base Plant Site Orientation

Current Search

Clear All

v Access Type

(0) - 30 minutes - 3.34K enrolled

[] Requires Enroliment (1)

Content Provider

v

v

Language

v

Topic

> Type

7. Select ‘start course.’

Suncor Oil Sands Base Plant Site
Orientation WBT

jes new employees and contractors with an averview of the Suncor Base Plant site
a nformation they will need as nes
amner will be able to: Descri

WoT STAR
D Lesso
Lessons inThis Course  Additional Course Details 30 minutes 1
Delivery Mode
Lessons in This Course ropletect (N8 Self-Directed
1 Suncor Oil Sands Base Plant Site Orientation WBT Madia
M save
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8. Select ‘launch content.’

Note: Enable pop-ups on your browser. Instructions on how to enable pop ups are
available on the Contractor Portal help site.

Suncor Oil Sands Base Plant Site Orientation WBT

© This is a content package. It will open in a new window, and may include multiple pages, types of
content, and its own navigation. When you finish viewing the entire content package, close the window and
return here.

]

View your learning history:

1. From the home page, select ‘my learning,’ scroll down to ‘view your learning
history’ and select ‘view learning transcript.’

= w

Leaming - Need to Drop an Enrollment?

Drop enrallments for your leamning content quickly and easily.
Drop Enrollment =
[F Leaming Admin

{nl Leaming Home

— View Your Learning History
I ipt to view a record of your learning history.
m My Learning View Learning Transcript =

9 Discover

Print Completion Record
Links P [@] Use this link to print your completion certificates

Print Completion =
Suncor Learning [

Waitlisted Learning
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2. On your transcript, you can view courses that you haven'’t started, courses in
progress, and completed courses in your learning history. You can select a
course not yet started to begin it or select a course in progress to resume.

My Transcript

Not Started 1item

Mame

Q Suncor Oil Sands Base Plant Site Orientation WBT

In Progress 1item
Mame

Q High Voltage Sub Safety Orientation WBT

Learning History & iterr

Name

Q Fort Hills Site Orientation WBT

Print your completion record:

1. From the home screen, select ‘my learning,’” scroll down to ‘print completion
record” and select ‘print completion.’

= W

Learning * Need to Drop an Enrollment?
Drop enrollments for your learning content quickly and easily.

. . Drop Enrollment -
% Leaming Admin

{fn1 Leaming Home
— View Your Learning History

o —_
v—

v Access your learning transcript to view a record of your learning history.

My Learning

View Learning Transcript =

9 Discover

. Print Completion Record
Links - [@] Use this link to print your completion certificates

. Print Completion
Suncor Leaming A P >

Waitlisted Learning
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2. Enter the course title of the completion you wish to print in the ‘record learning
content’ field, enter your name in the ‘learning participant’ field, and select ‘OK.’

LRN - Completion Record Card

Record Leaming Content§x | x Fort Hills Site Orientation
WBT

Leamning Participant % | x REX GEORGE[E] -

Filter Name ]

Manage Filters

Cancel

3. On the LRN-completion record card page, select ‘print.’

LRN - Completion Record Card - 4l¢

Record Learning Content  Fort Hills Site Orientation WBT Leaming Participant  REX GEORGE [E]

Titem

Participant Completion Date and Time Expiration Date Record Learning Content

REX GEORGE 05/19/2021 01:0000 AM

1
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4. Chose your preferred print layout from the drop down and select ‘OK.’.

Please Choose a Layout to Print

Layout Name # | Learning Completion Record Card ... v ]l

Cancel

5. A pop-up will appear to inform you that your request is being processed. The
best practice is to wait until the certificate opens instead of opting to ‘notify me
later.’

Your request is being processed

You can continue to wait or choose to be notified later.

C Motify Me Later )

6. Once the certificate opens, you can choose to download or print it.

Suucon)

Certificate of Completion

This confirms that

REX GEORGE

Has successfully completed

Fort Hills Site Orientation WBT
Completed on 2021/05/19

This 1s an official Suncor record of completion and can only be used as proof of completion within Suncor.
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Need more help?

Click on the icon below to access our online support site.

Access our online support site

Important Note:

If you are having difficulty logging into the Learning Management System (LMS) or if you are
having other technical issues, you can contact Suncor’s Client Support Centre for help.
Telephone support is available 7 days a week, 24 hours a day.

1-866-276-7800 (within North America) 1-403-272-7800 (outside North America)

If you need guidance on what courses to take or have any other questions about the scope of
your work with Suncor, please contact your company administrator or your Suncor contact.
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