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Accessing KBR Supplier 
 

New Suppliers with Invitation 
Suppliers can access KBRS by using https://kbrsupplier.com.  The link is also in the welcome email that is 

sent to the supplier along with login credentials.  

 

All emails sent to Supplier by KBRSupplier contain the link to log into the system. By opening this link, you 
will be asked for your Login ID and your password. You will need to use the Forgot Password link to set your 
initial password using the instructions lower in this document. Passwords are good for 365 days. 
 
Users will be presented with reCAPTCHA checkbox on the landing page and reset password page. Generally, 
reCAPTCHA will only require you to check the checkbox, but you may be prompted to complete a challenge 
by selecting images that meet criteria to prove that you are not a bot.  
 

https://kbrsupplier.com/
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If at any time you forget your password, you may click on the “Forgot Your Password” link as shown on the 
above capture. Reset Password page will display as shown below – this will ask for your username and if 
recognized in the system an email will be sent to you with a link to reset your password. 
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Password Reset link is valid for 15 minutes. If expired, then please re-do the Forgot Your Password process 
to obtain a new password reset link. 
 

 
 
Enter your new password on the Update Password page. As you enter your password, an interactive 
validation will occur, and you will see green checkmarks displayed as you satisfy each requirement and red 
X’s for any validation not satisfied. You will notice that sub-items for the third validation will individually 
turn to green checkmarks and once three of four sub-items are satisfied, then the third validation will turn 
to a green checkmark. 
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Click the Reset Password button once you completely entered your new password. One 
additional validation will occur and that is to validate that a previous password was not reused. If 
you reused a previous password, then you will receive a message indicating this. Simply enter a 
new password. 

 

New Suppliers w/o Invitation 
 

Suppliers can access KBRS by using https://kbrsupplier.com. To start the registration process, click the 

“Create an account” link. 

https://www.kbrsupplier.com/
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You will need to fill out at least the required fields which are indicated by the red dots to the left of the field 
label.  
 

 

 
There is one interactive validation on the Username field. If you enter a username which is already in use, 
then you will receive an error message as shown below. 
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Enter your desired password and as you enter your password, an interactive validation will occur, and you 
will see green checkmarks displayed as you satisfy each requirement and red X’s for any validation not 
satisfied. You will notice that sub-items for the third validation will individually turn to green checkmarks 
and once three of four sub-items are satisfied, then the third validation will turn to a green checkmark. 
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Once completed, make sure to agree to the terms of use and privacy policy and then click “Register” 

button. The system will perform a potential duplicate registration check based upon your entered email 

address and email address domain. If a potential duplicate registration is detected, then you will see a 

dialog as shown below. 

If this new registration is not a duplicate for your company location, then you may click the Continue & 

Create New Registration button and proceed with your new registration. 

 

 

If you suspect that this may be duplicate for your company location, then you then select that profile 

using the Select Profile field and a Comments field will display. Please put as much detail as possible into 

the comments and click the Cancel New Registration & Notify Support button. This will abort the new  

company registration, and your entered information will be sent to our functional support mailbox. We 

will reach out to you and assist you with your registration. 
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If you had populated the UEI Number and/or CAGE Code fields, KBRS will use those fields to check against 

Sam.Gov. If no match is found, a message will display, and you will need to enter a valid UEI Number 

and/or CAGE Code. Alternatively, you may remove the UEI Number and CAGE code and proceed with the 

registration. 

 

 If a match is made in Sam.Gov, a confirmation dialog will be displayed for you to confirm that the match 

is selected. 
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If you only populated the UEI Number and the UEI Number has more than one CAGE Code registered in 

Sam.Gov, then the confirmation dialog will display all CAGE Codes registered in Sam.Gov and you must 

select the one associated with your location using the radio control. 

 

If you click Yes, KBR will pull the below fields from Sam.Gov: 

1. UEI Number 

2. CAGE Code 

3. Main (Corporate) Address / Physical Address 

4. Default Size 

5. Certification Date 

6. Business Concern(s) 

7. NAICS Codes 

8. Certificating Official’s Name and Title 

The fields will be disabled except for Main (Corporate) Address, and you must update your Sam.Gov 

registration rather than update directly in KBRS. KBRS will check for updated registrations daily. You may 

use the link provided next to the fields to email our vendor management team should you have any 

questions. 
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You will receive a welcome email containing this user guide along with your username and login site link. 

 

Your company’s profile is created, and you are navigated to the remaining registration pages starting with 
the General Information tab which has the common fields from the initial submission page pre-populated.  
  
In addition to the Next and Previous buttons, you may also navigate between the tabs by clicking on the tab 
header. You will notice a checkbox next to each tab’s name in the header. A check will appear for each tab 
once all required fields have been entered. A tab may not have any required fields based upon the status of 
your registration, this too will display a check at the start of your registration, but you may still navigate to 
these tabs and enter any of the optional fields you desire. It’s possible that a tab may later become required; 
this is especially true of the Accounts Payable and/or Tax Form tabs should your company be chosen by KBR 
for a work opportunity. 
 
Entered form data is automatically saved when you navigate to another tab, but you may also use the Save 
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Progress button. Tab navigation may be achieved via the Next and Previous buttons as well as clicking on 
the tab header. 
 

General Information 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration. The same process can be followed if the information 
needs to be updated. Click the Next button at the bottom right of the form to navigate to the next form.  
 
Please note that the UEI Number and CAGE Code fields are disabled if your registration is matched with a 
Sam.Gov registration. These fields must be updated in Sam.Gov rather than directly in KBRS. KBRS will check 
for updated registration information daily. 
 

 

Address Information 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration. The same process can be followed if the information 
needs to be updated. Click the Next button at the bottom right of the form to navigate to the next form. 
You may also click on the Previous button to move back to the previous form. 
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Business Information 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration. Click the Next button at the bottom right of the form to 
navigate to the next form or if this is the last tab displayed, please click the Submit button to submit your 
registration data to KBR. 
 
The NAICS code related fields display only if supplier is Americas based (Canada, Mexico, United States) or 
providing services to KBR Government Services, United States (GSUS)   
 
To select items for the Products/Commodities and NAICS sections, please use the “Select…” button at the 
top of each section. This will open a dialog box where you may browse through the available codes or use 
the search functionality to narrow down your choices. Use the List All button to clear out the search results 
and to display all available items. Use the checkboxes to select the desired items and then click the Add 
Item. This will close the dialog and add the selected items to the underlying page. Please note that the 
selection dialog does not allow you to remove items which have already been added to the list. To remove 
items from the list, select the desired items and then click the Remove from List button. 
 
Please note that the NAICS Code fields are disabled if your registration is matched with a Sam.Gov 
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registration. These fields must be updated in Sam.Gov rather than directly in KBRS. KBRS will check for 
updated registration information daily. 
 

 

Classifications 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration. Click the Next button at the bottom right of the form to 
navigate to the next form or if this is the last tab displayed, please click the Submit button to submit your 
registration data to KBR. 
 
The Classification form will display only if supplier is Americas based (Canada, Mexico, United States) or 
providing services to KBR Government Services, United States (GSUS). 
 
If Default Size of ‘Small’ is selected, then Certification Date and the Name & Title fields in the Self 
Certification section are required. Also, the various classification checkboxes in the ‘Please select all that 
apply’ section are enabled for selection. If you select a Default Size of ‘Large’, then only the ‘AbilityOne 
Non-Profit Agency’ classification checkbox is enabled for selection. If ‘AbilityOne Non-Profit Agency’ 
classification checkbox is selected, then Certification Date and the Name & Title fields in the Self 
Certification section are required. It’s the supplier’s responsibility to check only the options which apply, 
and these should match the supplier’s data within sam.gov. If any other Default Size is selected, then 
Certification Date and the various classification checkboxes are disabled and not selectable. 
 
One NAICS code must be selected as the Primary NAICS using the radio selection control in the list. If the 
Small Business checkbox is checked for any NAICS, then the ‘Self Certification’ fields are required. 
 
Please note that all fields on this tab are disabled if your registration is matched with a Sam.Gov registration. 
These fields must be updated in Sam.Gov rather than directly in KBRS. KBRS will check for updated 
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registration information daily. 
 
 

 

Accounts Payable 
This tab along with the Tax Form tab requires multifactor authentication (MFA) to access.  
 
To get started: 

Download one of the supported apps from the Google Play Store or Apple App Store: 

1. Recommended Apps 

a. Google Authenticator  

b. Duo Mobile  

2. Alternative Apps 

a. Microsoft Authenticator 

Initial Pairing of Authenticator App with KBR Supplier: 

 

When you go to update your company’s registration, you will see that a locked padlock icon displays on 

both the Accounts Payable and Tax Form tabs. 

 

When you navigate to either of these tabs, you may see differing options depending on if this is the first 

time you’ve registered your authenticator app or if your email has already been used to configure MFA on 

another supplier profile. 

• If this is the first MFA registration for your email address or if your email address is already 

associated with more than one MFA registration, you will see a QR code like the on below: 
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Open Authenticator (OTP) app on your phone – Google Authenticator and Duo Mobile are recommended. 

• Google Authenticator 

o Click + symbol to add new account 

o Select Scan a QR code option 

o Scan the displayed QR Code 

• Duo Mobile 

o Select + Add  to add a new account 

o Select Use QR code 

o Scan the displayed QR Code 

Take the passcode displayed on your smartphone’s authenticator app and enter it into the Pass Code text 

box and click the Submit button. 

Please note that the authenticator app displays the pass code as two groups of 3 numbers such as 010 

343, but when you enter these into the textbox on KBR Supplier you will need to enter as a single number 

such as 010343. 

You have three attempts to correctly enter the Pass Code before you are returned to the Home page. 

If your passcode is not initially accepted, please make sure that the pass code displayed by the 

authenticator app did not cycle to a new passcode while you were in the process of entering it into KBR 

Supplier.  

If you still have issues with the displayed pass code, then your smartphone’s time may need to be 

corrected. This may be correct using the below steps for Google Authenticator. There is no corresponding 

process for Duo Mobile due to differences with how Duo Mobile treats generated passcodes. 

Open the Google Authenticator app and follow the steps below to Sync time: 

1. Select the three dots icon on the upper right of the screen 
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2. Select the Settings option 
3. Select Time correction for codes 
4. Select Sync now 

 

• If your email address is already associated with one MFA registration code, you will see options to 

Extend or create New MFA like the on below: 

 

Clicking New MFA option will display the page with QR code, and you follow the same instructions as 

listed above. 

Clicking Extend will display a page for you to enter your pass code. This is the pass code displayed in your 

authenticator app for the account you previously created on KBR Supplier. 

Take the pass code displayed on your smartphone’s authenticator app and enter it into the Pass Code 

text box and click the Submit button. 

Please note that the authenticator app displays the pass code as two groups of 3 numbers such as 010 

343, but when you enter these into the textbox on KBR Supplier you will need to enter as a single number 

such as 010343. 

You have three attempts to correctly enter the Pass Code before you are returned to the Home page. 
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Note: If you previously created multiple MFA registrations for your multiple supplier profiles you will not 

have the option to Extend. If you desire to have a single MFA pass code for all your supplier profiles, 

please email us using the Contact Us option on the login page or via the support email links at the bottom 

of each registration page, and request that your MFA be reset on all your supplier profiles. Once all 

previous MFA registrations are removed, you should delete all accounts in your Authenticator App 

associated with KBR Supplier and then re-register your MFA account on your supplier profiles. You will 

receive the QR code page for the first supplier profile you re-register, but you will receive the option to 

Extend on your remaining supplier profiles. 

Once your MFA registration has been successfully completed, you will see that the locked padlock icon 

displayed on both the Accounts Payable and Tax Form tabs has changed to an unlocked padlock icon and 

you will be able to see the information on these two tabs.  

 

You will also receive a system generated confirmation email like the one below, but wording and format 

could differ - this email is a security precaution. 

 

Subsequent Access of KBR Supplier: 

Once the initial pairing is completed and you navigate to these tabs in future sessions, you will see a 

screen for you to enter the Pass Code from your authenticator app and there is no need to scan a QR 

code. 
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Changing or Lost Smartphones: 

Should you switch smartphones, you should follow the Transfer Account process available in the third-

party app. 

If you lose your phone, you will need to contact the application support team using the Contact Us links 

available within the application. We will verify their identity and then remove their existing authentication 

paring from their KBR Supplier profile which will allow them to pair a new authorization. 

Once MFA is successful, you will be navigated to the Accounts Payable tab, and you will notice that both 
tabs now display an unlocked padlock icon. The tabs will remain unlocked for the duration of your session. 
 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration.  Click the Next button at the bottom right of the form to 
navigate to the next form or if this is the last tab displayed, please click the Submit button to submit your 
registration data to KBR. The Accounts Payable form will display only once a supplier has been invited to do 
business with KBR. When chosen by KBR for further work opportunities, you will receive an email requesting 
that you provide this information. 
 
Supplier can quickly set the invoicing address the same as the main address by clicking on (Same as main 
Corporate Address) checkbox.  
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Click on “Add Bank Information” to enter bank related details and all the fields marked with the red icon 
are required fields which need to be filled out then click on Save Bank.  
 

  
 
Note: a system generated email is sent to all active primary supplier contacts on the supplier profile when 
a new bank is added, existing bank is updated, or an existing bank is removed. The email will indicate which 
of the three events occurred and will include the last four digits of the bank account number. It will look 
like the one below, but wording and format could differ - this email is a security precaution. 
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Tax Form 
This tab along with the Accounts Payable tab requires multifactor authentication (MFA) to access. Please 
see the MFA instructions in the Accounts Payable section. 
 
The fields marked with the red icon are required fields and need to be filled out. Please fill out all the 
optional fields which applies to your registration. Click the Next button at the bottom right of the form to 
navigate to the next form or if this is the last tab displayed, please click the Submit button to submit your 
registration data to KBR. Tax Form tab will display only once a supplier has been invited to do business with 
KBR and KBR requires a tax form from the supplier. When chosen by KBR for further work opportunities, 
you will receive an email requesting that you provide this information. 
 
 

 

Supplier Registration 
To modify your registration information,  click “Update Profile”. 
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Click “Update Registration”. 
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Periodic Supplier Registration Review 
Ensuring that your company’s registration information is kept current is vital especially if your registration 

includes certifications which must be recertified yearly such as US small business classification. KBR will 

periodically request that you review your registration information and confirm that it is current. 

You will receive a system email like the one below when KBR requires you to review and confirm your 

registration information. 

 

 

The preceding Supplier Registration section provides instructions on how to access your registration 

information once you’ve logged in to KBR Supplier. Once the registration tabs are displayed, you must 

review the information on every tab and make any necessary changes. Once you reach the last tab, then 

please make sure to click the Submit button.  

The application will not record your confirmation unless you click the Submit button and receive the 

supplier registration confirmation page as shown below – the text message may differ from that shown 

below. You will find detailed information regarding each registration tab in the sections above. 
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Vetting Menu 
Once logged into the System the first page to open will be the Menu Screen. This screen opens to give a 

quick view of all new vetting requests that have been received. Vetting(s) are a way for KBR to obtain 

more detailed information than is available on the vendor registration forms. 

Outlook Definitions 
Response Pending -- these are the vetting(s) which are pending action by the supplier. 

 

Vetting Processes -- these are all the vetting(s) which have been assigned to the supplier, including 

completed vetting(s) 
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Depending on how each vetting is configured, you may also receive a notification email informing you of 

the assigned vetting. 
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Completing Vetting 
Clicking on Responses Pending link in the Vetting Outlook opens a page showing the list of vetting(s) 

which are pending action. 

 

Clicking on the vetting name link opens the vetting detail where the requested information may be 

entered. The fields marked with the red icon are required fields and need to be filled out. Completed the 

fields and clicked the Submit button to complete the vetting. 



 
 

 

Proud history, bright future. 

601 Jefferson Street 

Houston, Texas 77002 

United States of America 

Office +1 (713) 753-2000 

 

 

 

Depending on how each vetting is configured, you may also receive a confirmation email following the 

completion. 

 

Global Vetting Items 
There are certain vetting items which are universally assigned to all suppliers for completion. However, 

there are exceptions, and you should not worry if they have not been assigned to you. Should these later 

become applicable to your registration, a member of KBR procurement team will assign these vetting 

items and notify you via email. Below you will find detailed instructions on how to complete each of these 

global vetting item(s). 
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Cybersecurity Vetting Completion 
Please review the following guidelines for completing each item on the KBR Supplier Cybersecurity Form 

 
 

Cybersecurity POC Name: 
Enter the first and last name of the cybersecurity point of contact (POC). This is the designated individual 

responsible for managing and overseeing the organization’s cybersecurity efforts and coordinates the 
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response to cybersecurity incidents, such as malware attacks and data breaches. Please consult with your 

organization’s Cybersecurity POC to answer the following questions.  

Cybersecurity POC Phone Number: 
Enter the phone number of the named cybersecurity point of contact (POC) without using the space, 

dash, period and special characters. The data entry format should only include numbers.  

▪ Start with entering the country code  (e.g., 1 for United States, 44 for United Kingdom, and 61 for 

Australia).  

▪ Then enter the three-digit area code that identifies a specific region within the country followed 

by the local number which is typically a seven-digit number in the United States.  

For example, the format for entering KBR’s home office in Houston, Texas would be 17137532000.  

Cybersecurity POC Email: 
Enter the email address for the named cybersecurity point of contact (POC) in the format 

username@domain.com. Make sure there are no spaces and correct characters (@ and .) are used. 

Internet Domain: 
A company public website is an online platform used to identify and access the organization’s website on 

the internet. The company public website typically consists of two parts: 

1. Domain Name: This is the readable part of the address, such as microsoft.com. It usually reflects 

the organization’s name or brand.  

2. Top-Level Domain (TLD): This is the suffix at the end of the domain name, such as .com, .org, or 

.net. There are also country-specific TLDs (e.g., .us for the United States, .uk for the United 

Kingdom and .au for Australia). 

In the example above, microsoft is the domain name and .com is the TLD. 

Note: If your company does not have a Company Public Website (a unique public Internet Domain), enter 

NONE. Domain names such as gmail.com, outlook.com, hotmail.com are not acceptable.  

Upon which of the following cybersecurity frameworks is your organization’s 

cybersecurity program based (select all that apply): 
Check the box next to all applicable options listed. If your cybersecurity framework is not listed, please 

provide this information when selecting Other.  

Choice External Link to more information 

None  

NIST Cybersecurity Framework 
 

https://www.nist.gov/cyberframework 

ISO 27001/27002 
 

https://www.iso.org/standard/iso-iec-27000-family 

NIST SP 800-171 
 

https://csrc.nist.gov/pubs/sp/800/171/r3/final 

mailto:username@domain.com
https://www.nist.gov/cyberframework
https://www.iso.org/standard/iso-iec-27000-family
https://csrc.nist.gov/pubs/sp/800/171/r3/final
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Center for Internet Security (CIS) 
Critical Controls 

https://www.cisecurity.org/controls 

United Kingdom Cyber Essentials 
 

https://www.ncsc.gov.uk/cyberessentials/overview 

Australia CSC Essential 8 
 

https://www.cyber.gov.au/resources-business-and-
government/essential-cyber-security/essential-eight 

Other  

 

Which of the following certifications or 3rd-party attestations does your organization 

currently maintain (select all that apply): 
Check the box next to all applicable options listed. If your certification is not listed, please provide this 

information when selecting Other.      

Choice External Link to more information 

None  

ISO 27001 
 

https://www.iso.org/standard/iso-iec-27000-family 

UK Cyber Essentials 
 

https://www.ncsc.gov.uk/cyberessentials/overview 

UK Cyber Essentials Plus 
 

https://www.ncsc.gov.uk/cyberessentials/overview 

SOC I or SOC II https://www.aicpa-cima.com/resources/landing/system-and-organization-
controls-soc-suite-of-services 

Other  

 

Does your organization utilize a 3rd-party to conduct penetration tests of your 

network(s)?: 
Network penetration testing, often referred to as pen testing, is a simulated cyberattack against a 

network to identify vulnerabilities before malicious actors can exploit them, thus allowing organizations 

to address cybersecurity weaknesses uncovered from the test results. 

Select Yes if your organization uses a third-party service for network penetration testing. Otherwise, 

select No.    

If yes, enter the date of your most recent 3rd-party penetration test (MM/DD/YYYY): 
If the answer is Yes to the above question, enter the appropriate date of your organization’s last 

penetration test using the specified Month/Day/Year format MM/DD/YYYY.  

 

Sustainability  
Once logged into the System the first page to open will be the Menu Screen. On the left-hand side of the 

menu screen is a Sustainability option.  

https://www.cisecurity.org/controls
https://www.ncsc.gov.uk/cyberessentials/overview
https://www.cyber.gov.au/resources-business-and-government/essential-cyber-security/essential-eight
https://www.cyber.gov.au/resources-business-and-government/essential-cyber-security/essential-eight
https://www.iso.org/standard/iso-iec-27000-family
https://www.ncsc.gov.uk/cyberessentials/overview
https://www.ncsc.gov.uk/cyberessentials/overview
https://www.aicpa-cima.com/resources/landing/system-and-organization-controls-soc-suite-of-services
https://www.aicpa-cima.com/resources/landing/system-and-organization-controls-soc-suite-of-services
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Clicking on the Sustainability menu item redirects to the Sustainability page. The  sustainability page 

consists of four sub-sections: 

• Sustainability Scoring 

• KBR’s Commitment 

• Training  

• Modules 
 

Sustainability Scoring 
Your view of the sustainability scoring section will change based on your stage in the 
sustainability journey.  
 
If you have an EcoVadis and/or ISN score loaded into KBR Supplier, you will be able to view the 
score as shown below.  
 

 
 
If neither an EcoVadis nor ISN score is loaded into KBR Supplier, you will see information 
designed to assist you with how to obtain a sustainability score. 
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EcoVadis: If your company already has an EcoVadis score, clicking the share your EcoVadis ID link 
will self-assign a vetting where you are able to provide KBR with your company’s EcoVadis 
registration information and KBR will retrieve and upload your EcoVadis score into KBR Supplier. 
 

 
 
Clicking KBR Sustainability – EcoVadis Information vetting item will open the vetting form where 
you will be able to enter your EcoVadis information. After filling out the details click the submit 
button to save the information in our system or save for later to complete later. 
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ISN: If your company already has an ISN score, clicking the share your ISN ID link will self-assign a 
vetting where you are able to provide KBR with your company’s ISN registration information and 
KBR will retrieve and upload your ISN score into KBR Supplier. 

 
 
Clicking KBR Sustainability – ISN Information vetting item will open the vetting form where you 
will be able to enter your ISN information. After filling out the details click the submit button to 
save the information in our system or save for later to complete later. 
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KBR Sustainability Questionnaire: If your company does not currently have an EcoVadis or ISN 
score, as a no-cost, non-validated alternative, KBR’s Annual Suppliers Sustainability 
Questionnaire is available as a checklist style survey to provide an indication of sustainability 
performance. Clicking the KBR’s Annual Suppliers Sustainability Questionnaire link will self-assign 
a four-part vetting. Each of the four vetting forms correlates to one component of your 
sustainability score. The average of your four component scores determines your overall score. 
 

 
 
Clicking each KBR Sustainability Questionnaire vetting item will open that vetting form where you 
will be able to enter your company’s responses for that section’s questions. Each question has 
been assigned a weighting, and all questions are optional. After completing the questions, click 
the submit button to save the information in our system or save for later to complete later. 
 
Once the KBR Sustainability Questionnaire is assigned, you will see your score displayed in the 
Your Sustainability Scores section of the Sustainability page. 
 
If you have not completed any of the four vetting forms, you will see the below. 
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As you submit each vetting form, you will see that section’s score displayed as shown below. 
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Once all four vetting forms have been submitted, your overall score will be calculated and 
displayed as shown below. 
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KBR’s Commitment 
This session informs you about our collaboration and partnership. To read more, click on each 
link to open a new tab.  
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Training: 
At the bottom of the page there is a Sustainable Supply Chain Introduction training video which provides 

further information. The video will open in a new browser tab. 

 

Modules:  
Here you will find additional training videos. Please make sure to check back often as new videos are 

added on a regular basis.  The video will open in a new browser tab. 

 

RFx Menu 
Once logged into the System the first page to open will be the Menu Screen. This screen opens to give a 

quick view of all the new inquiries that have been received. 
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Outlook Definitions 
Released Bids – List of bids which the supplier has placed and released back to KBR for review. 

Open Bids – List of inquiries which have been received but no bid has been placed and the closure date 

has not been reached.  

Closed Bids – List of inquiries which have now been closed.  

 

Menu Toolbox 
The Menu Toolbox provides you with a way to navigate around the RFx systems. 
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Home - Return to the main RFx Menu page from any other page in the system. 
 
Update Profile– Navigates to a new page where the supplier’s profile can be updated.  
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Messages – View all messages received from KBR, including both Unread and Read messages, unlike the 

Home page which displays Unread messages only. 

 

Bid Opportunities - Full list of all the bids that have been placed and status, including Type of RFx, Title, 
Number, Contact, Open and Close date. Ability to view any bids placed or place a quote if the inquiry has 
not yet been closed. 
 
Current Events - List of all the events which are taking place. This is viewed a month at a time and future 
months can be viewed as required by clicking on the Next button on the top right of the calendar. 
 
News – Contains any important information. 
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Useful Links – Links to websites. Currently this tab is blank.  

Receiving Inquiries 
When invited to participate in a bid, the supplier will be emailed by KBRSupplier. An example is shown 
below.  
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There are three ways in which the bid information can be accessed: 

 
1. Click on the “click here to access” link in the email to access the bid directly. 
2. Through the Home page, by clicking “Open Bids”. 
3. Through the Bid Opportunities page. 
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Preparations for Placing a Bid 
 

Prerequisites 
If any prerequisites are included in the RFx, a View Prerequisites page will be displayed. The supplier is 

required to open and accept/acknowledge all the prerequisites. The prerequisites may have attachments 

that need to be viewed. All attachments can be opened from this page. KBRSupplier will not allow you to 

proceed to the next stage until all mandatory prerequisites have been acknowledged. 
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Bid Summary  
After reviewing the bid summary, the supplier must select “Intent to Bid’ at the bottom right of the page.  
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Intent to Bid 
The supplier must complete the “Intent to Bid” form. The supplier can choose “We have carefully read 

and understood all the documents contained within the inquiry package and shall bid by the closing date 

and time” or “We shall not be bidding this Request for Quotation”. Click “Confirm” when completed.  

 

If “We shall not be bidding this Request for Quotation” is chosen, a new text box will open for explanation.   
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Q&A Board 
 

The Q&A Board provides the opportunity to ask questions and receive answers regarding the bid. All 

questions asked through KBRSupplier will be initially viewed by the Buyer only. The Buyer may choose to 

share their response with the other Vendors participating in the Bid or keep the response private and 

respond to the Questioner only. Questions can be placed anytime up until the inquiry is closed and will be 

sent automatically back to the correct contact at KBR. 

To enter a question, navigate to the “Q&A” section and click “Add Question”. 

 

Users can enter a question up to 2500 characters plus the ability to attach a document if required to help 
further explain the question. Once the question has been entered, click on “Submit” to send the question 
to the KBR contact for review and response. 
 
RFx Q&A only allows single file upload. In case, if Supplier wants to include multiple files, then that should 
be uploaded a Zip file. 
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Once KBR responds, an email will be sent informing the supplier that an answer has been provided. Use the 
link in the email to access the system and review the answer provided. KBR can also attach any documents to 
help answer the question. 
 

Creating a Bid 
 

Questions 
The supplier will be presented with a list of mandatory and or optional questions.  

To move to the next page, click the “Next” button. 
To return to the previous page, click the “Previous” button. If you wish to exit the 
inquiry and not save any changes, click the “Exit” button. 
To exit the inquiry and save changes, click on the “Save Progress” button and then on “Exit”. 
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Items 
In the items tab, the price and expected delivery date can be detailed for each line item.  Suppliers also 

can select “No Bid” for items that will not be offered. For large lists of items, use the “Download Items” 

feature. The list will be exported to excel and can be modified and reimported.  

 

RFx also shows the Line Description  
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RFx Quote Validity Date is mandatory field which needs to be entered. 

 

 

Attachments / Proposals 
This section allows the supplier to attach documents that support the bid.  For each section, click 

“Browse” and attach the necessary document.  

The document can be viewed by clicking on the blue hyperlink document title. The document can be 
removed from the bid by clicking on red x. 
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Optional Items 
This section allows suppliers to add any extra / optional line items. Click “Add Line Items” to manually 

enter the line item information. Suppliers can also import line items by clicking the “Import Line Items” 

button.    
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Summary 
The final step in the inquiry process is the summary page. The summary page gives the 
opportunity to review all details that have been entered before submitting the bid to KBR. 
The expand / collapse icon can be used to expand all / individual sections.  
 

 
 
Information can be viewed for each section.  
 

 

After all information has been reviewed, click “Review and Submit”.  
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Review Submitted Bids 
 

Suppliers can view submitted bids by clicking the “View Quote” icon in bid opportunities. Once the bid 

has closed, the bid can be viewed in the “Closed Bids” section.  
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Setting up eSignature & PIN 
 

This section pertains to suppliers who have been invited to collaborate on subcontracts and not pertinent 

to suppliers who simply need to maintain their registration information or respond to bids. 

For subcontracts, KBRS manages online approvals and eSignatures to progress the workflows of different 

transactions and generate signed documents. It is important for users to understand how to access and 

esign the documents to progress it to a finalized state.  

Instructions Overview: (1) Upload an E-Signature image onto your profile; (2) Setup a pin that can be used 

to populate your E-Signature onto contract documents. 

When logged into the system, navigate to “Update Profile” -> “Update eSignature”. 

 

Upload a scanned image of your signature you use when e-signing documents. Note: image size should be 

188x30 pixels. 
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Once an image is uploaded, go to “Update Profile” -> “Change Pin” to setup your pin. 

  

 

 

 

 

 

 

 

 


