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Logging into Intelex
To start working with the Intelex site and Cost Recovery Management System, follow the steps below:
1. Type the following URL into any Internet browser: https://clients.intelex.com/login/Nexteer.
2. You will then be presented with your Intelex login screen.

3. Enter your User Name and Password into the fields provided.
4. Click the Login button.

Forget your password
If at any time you forget your password, follow the steps below to have your login information sent to you in order to
sign in again.
1. Click on the hyperlink below the login button field, and it will prompt you to enter your user name.

2. Enter your User Name in the space provided and select the Send My Information button to have an email sent
to you with your login credentials.
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General Navigation
There are a few areas within the system that you should be aware of in order to navigate yourself through Intelex.

Locations Dropdown
One of the first things you’ll notice when you first log in to the Intelex system is the locations dropdown. This is found in
the top right hand corner of the screen. From here you should see your logon location. If you select the name hyperlink,
this will appear as a dropdown. Open the dropdown to display the location structure for Nexteer. When a Nexteer
employee initiates a Cost Recovery record, the location selected in the dropdown here will determine where the record
will be routed to. All records are stored within one of these locations.

Applications Dropdown
Beneath the location dropdown you will find the Applications
dropdown. This will display all Intelex Application you have access to
in the system. Use this to select and navigate to the Cost Recoveries
Application.

Toolbar
In the center of the page, as part of the header, you will see a toolbar. This toolbar displays icons that are quick links,
which will allow you to navigate from page to page within the system. Since it is on the header of the page it will display
regardless of the area in the system you are working with and can be used to navigate to another page in the system.
Please note that toolbars are configurable and you may see changes made to your default toolbar.
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My Tasks
My Tasks Summary page is the first page that will be loaded when you log in to Intelex. This page will display all actions
that you are responsible to complete. From here you will be able to see the due date, task type and description of a task.
You will also be able to complete a task right from this page by selecting the description hyperlink. Whenever you are
assigned a task you will also receive an email notification informing you of this new task. If you navigate away from this
page and would like to be directed back, simply select My Tasks icon from your toolbar.

Application Lists (Inventory Record Views)
Within the each application you will notice a List tab which lists all records that have been submitted by/to your
location. This will allow you view records to your location even though you may not have an outstanding action. From
this tab you can see a summary of all records, search, open and view the detailed information. Follow the steps below to
locate a Cost Recovery case in the system
1. Start by selecting the Application you want to view info for from your Applications Dropdown.
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2. Once the application loads select the List tab. This will display an inventory page listing all existing
application records.

3. From this page you will be able to search and sort by any column on the view.
a. To Search, type a key word into any of the column fields directly below the header column
name. Then press enter to apply the filter.
b. To Sort, select the header name. This will display an arrow to the right of the heard name.
Select that arrow to indicate if you would like to sort ascending or descending.
4. Once you have located record that you would like to view, simply click on the record number/id to view
more details.
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Completion

GSM Admin
Processing

Nexteer SQE/AQE

Supplier

Supplier Suggestion Change Request Workflow

Task Summary
Stage
Draft
Nexteer Review

Person Responsible
Supplier (originator)
Nexteer Supplier Quality
Engineer

More Info Required
ECR Creation Required
ECR Created - Waiting for
Decision
PPAP Information Required

Supplier Owner
Nexteer Suggestion Admin
Nexteer Suggestion Admin
Nexteer Supplier Quality
Engineer

Task
Submit
Approved for CR Creation,
Request Not Approved,
More Info Required
Resubmit, Cancel CR
ECR Created
ECR Rejected, ECR
Approved
Submit information to
Supplier for PPAP

Completion Timing
5 days

2 Days
5 Days
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Supplier Suggestion Change Request Application
Submit Suggestion / Change Request
As a supplier you will need submit any suggestions or change requests using Intelex. This will also allow you to track the
status of your request up to PPAP requirements. To submit a request, follow the steps below.
1. Start by selecting the making sure your correct location is displayed in the Location dropdown in the top right
hand corner. This is the location your suggestion/request will be issued under. Note the DUNS number next to
the supplier name. If not, click on your location name and pick from the list (if you have additional values
available (not greyed out). If you do not then you may have to log into the correct location.

2. Select Supplier Suggestion Change Request from the Applications drop down under the location in the top right
corner: This will take you to a view of your suggestions submitted for your location.

Inventory View:
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3. Then select the Submit SSCR tab on the left. This will bring you to a new blank form for you to start entering the
details.

4. Complete the form fields and save. This will go to a draft stage.
Step 4 notes:
Any field that has an asterisk is a mandatory field and must be filled in before you will be able to save the form.
You may also notice some fields have already been auto populated and some will populate once you save the
record.

5. Once you save the form you now need to add the part information to the suggestion/request. To do this scroll
down to the Part Information section and click Add Entry.
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Step 5 note: You will now notice that the workflow buttons are not available (greyed out). These will become
available when you add at least 1 part as per the Action required task.

6. A screen will be displayed for you to enter part specific information. Complete the form and Save.
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Step 6 notes:
The Part number will only contain parts that we show as having on contract with you, if you cannot find a part
number there should be an Other option. Select this and it will show 2 more fields for you to manually add part
number and description:

Also if you checked Cost as an option in the main screen in step 4, you will have some additional required fields
to enter cost details.

7. If more than one part is needed for this suggestion/request, repeat steps 5 and 6 for each additional part.
8. Once you have added your parts you now need to submit the request to Nexteer for review. To do this click on
Submit. If you have made a mistake and no longer need this request/suggestion you can click the Cancel SSCR
button.

Your suggestion/request has now been submitted to the Nexteer Supplier Quality Contact for review. If it has been
approved internally at Nexteer you SQE/AQE will communicate any PPAP information to you as the final step and close
out the suggestion/request. If it is rejected during any of the Nexteer internal stages you will be notified via email of the
rejection.
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Tracking and viewing your Suggestion/Request after submission
You may track your suggestions/requests throughout the process using the inventory view and clicking on the id of
the request you want to view:

If there is a pencil icon next to the record in this view, which means you also may edit that suggestion/request.

This inventory view also shows you who the current owner is, status, and what the workflow stage is:
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