Smarsh VRM - Getting Started & Submitting a
Vendor Review Request

1. Logging Into Your Smarsh VRM Account

e Branch Manager Access: You will receive an email from Smarsh VRM with a link to sign
in. If additional logins are needed for your branch, please contact the Harbour
Backoffice.

e Sample Invite Email:

e Click the ‘Activate Your Account’ link in the email.

Welcome to SmarshVVRM.

‘You have been invited to join the Harbour Investments, Inc. account

Please s the following link to set up your account. Please note, this link is specific to your email address.

ACTIVATE YOUR ACCOUN

After logging Im, additional users can be Invited by clicking on My Account in the top right comer and selecting Manage Organization.

Please contact SmarshVRM at i you have any questions or problems.

2. Reviewing Current Vendors

e Access Vendors: From the dashboard, click Vendors in the left navigation bar.

HARBOUR
INVESTMENTS, INC.

Dashboard

Last 2 years

Assessments

Issues to Rev



o Find Vendors: On the Vendors page, use the search bar or scroll to locate vendors in

the system.
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3. Submitting a Vendor Review Request

If avendor you are using is not already included within the vendor list, please use the
following steps to submit a vendor review request. *Note — it is not necessary to submita
vendor review request for an existing vendor.

Step 1: Start the Request

e Onthe Vendors page, click + Request a vendor.

)ty -

=
VENDORS
Vendors 3 Print

List  Astesements

Step 2: Enter Vendor Basics

e Vendor Name: Enter the name of the vendor.
e Vendor Contact: List the contact who will receive the request (if available).
o Click Next when finished



New Vendor Request

Vendor Basics

Please enter the vendor name and contact information for the
vendor that you are requesting to be assessed

Vendor Name Vendor name
& ADD A NEW CONTACT

Step 3: Provide Additional Information

e Branch Name: Select your branch from the dropdown.
e Vendor Assessment Required: Check this box if a review is needed.
¢ Organization Details: (Optional) You may skip this section.

e Add details to help Smarsh understand the vendor.
e Data Sources: (Optional) You may skip this section.
e |ndicate the type of data the vendor stores or interacts with.

e Other: (Optional) You may skip this section.
e Specifyif the solution is on-premise or hosted, and add any relevant notes.



New Vendor Request
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Step 4: Add Request Notes & Submit

Add internal notes as needed.
Attach files if relevant.
Click Submit Request, and you’re done!

New Vendor Request
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Add internal notes about this request. (Optional)

Request Notes

& Attach file(s)

——



After Submission

e Harbouris notified of the vendor request and will review before submitting it to
Smarsh.

e Harbour will contact you if additional information is required.

e Mostvendor reviews take 1-2 weeks for completion but is dependent upon how
quickly the vendor provides Smarsh with the necessary audit information.
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