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Welcome to Enterprise Sourcing!

This manual is intended to provide buyers an insittnal guide on how to use the lon Wave Technologies (IWT)
Enterprise Sourcing system to issue and award bids.

If you have any questions about the use of system, please contact IWT at:

lon Wave Technologies, Inc.
3045 S. Scenic

Suite 104

Springfield,MO 65807

Voice: (417) 8237773

Fax: (417) 8237778
E-mail: support@ionwave.net
Website: www.ionwave.net
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Guide Information

The pictures and screenshots used in this guide were all taken from an IBM PC Compatible running Windows 2000 usi
Microsoft Internet Explorer 6. The appearance of the system may be slightly differemtioer aperating system or
Internet browser.

This guide is written using the most common configuration of the sourcing system. If the documentation refers to optio
or features you are not able to see, either your roles have been set in such a waydbatot have access to the
function or your organization has specified a configuration that does not include it.
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Navigating the System

System Requirements

e A standard web browser thatust have JavaScript enabled
o IWT recommends Internet Explorex&r greater for the best system performance.
o0 Mozilla Firefoxi current version recommended
o Safarii current version recommended
e The browser must also allow pop windows when accessing the system.
e Establish <yoursite> as tenetlOptiorstSecdritySeéttings. i n your br
(https://customer.ionwave.net/<yoursiter https://sciquest.ionwave.net/<yoursite>
e Configure your screen resolution to a minimum of 1280 x 768 pixels (Displagfies).

Required Information
Throughout the system, a red asterisk (*) is used to denote required information.

System Time

Displayed on every page of the system (top right). Some browsers and browser settings do not correctly display the
systemtimeThe user s operating system may incorrectly dis
system resources.

OReturnod 1 con

Displays on menu bars and screens throughout Sourcing and is used to take the user to the previous screenlyIWT strc
recommends that users abstain from using the browser ¢

Pagination Bars

The system also has been designed to split long listings of items into multiple pages. Displayed at the bottom of every
listing, the pagination bar will give the cant item range displayed and the total number of lines on the right. The
pagination bar includes a link to each page number, hop forward/backward a single page links, and links to go to the
beginning or end of the listing.

Items 1-15 shown of 31 » Page 1 of 3 shown

Figure 1. Pagination Bar Example

0 Document so
Throughout the system, you will have the ability to access documents associated with bid requests and bid responses.

access these documents, select the O6Documentsd icon f
e 0 S e $i @hmee options to control document availability.
e Public - Available to All Suppliersi Document (s) available on Sourcin

e Online Only T Available Only to Online Suppliersi Documents(s) are available to registered Sapp
(Login Required)
e Buyer Only 1 Available Only to the Buyeri Document(s) are available to Buyers only.
SeeSystem Generated Documesggtion for document definitions

Four document types exist

Page6 of 44
IWT Confidential


https://customer.ionwave.net/%3cyoursite

e Pre-Generated- Systemgenerated as scheduled by siygestem according to the traditional workflow of the bid
process.
¢ Ad-hoci Usersinstruct the system to generate-demandAd-hoc).
e Bid Attachmentsi files uploaded by the buyer. Files can be attached at anytime throughout the bid process.
o O N eiwA@ld a new Bid attachment.
A Title i Enter attachment name.
Descriptioni Explain attachment
File Path- 6 B r o wodoeate and select the desired fildMlaximum 25MB per fite.
Access Level Establish who is to have access to the attached file.
e Buyers Only
e PubliciFil es(s) available on Sourcingbs Pul
e Online Only i File(s) available to both user groups. Requires Login.
e Library Category i Add file to Document Library.
0 Addto Library i checkbox to initiate.
o0 Select Categoryi use dropdown menu to associate file with a category.
A 6 S a to atilxch the file
A 6Rettuondbhe Bid Edit Page or O6Newd to attact
o 6L i bai dtilize files loaded by your administrator.
e Supplier Response Attachment$ files uploaded by the supplier

> > > >

Pre-GeneratedandAd-hoc Documentsmay be in one of the following formats:

e Adobe Acrobat (PDF)T www.adobe.com

e Microsoft Excel (XLS) I www.microsoft.com/ffice/downloads/

e Tab Delimited Text (TXT) i Format will typically be used for importing/exporting raw data.

e Extensible Markup Language (XML) i XML files are commonly used for the process of integration.

System Generated Documents
Click 6 D o ¢ u mieon ftos ény bid listing, status, or view page.

Award Summary Documenti Spreadsheét Listing of awarded unit pricing, awarded quantity, and awarded vendor
by line item specification.
Invitation Document - PDF version of the bid request specifications.
Bid Tabulation by Supplier Documenti Spreadsheetverticaltabulationdocumentomparingunit and extended
pricing (values) with eacbuppliername heading a column
Buyer Summary Documenti PDF version of the bid request includes a listing of invited $ensphnd email
addresses.
Bid Tabulation by Line Item Documenti Spreadsheettabulation of supplier responsgupedoy line item. Bid
Attribute and Note responses are grouped by supplier. Line Attribute and Line Note responses are grouped by line
Participation Detail Documenti Supplier Participation ReporfPDF.

o Participation Summary i list of invited suppliers and level of participation.

o External Invitations 1 list of nonregistered suppliers invited by email.

o Participation Detail i Detailed prdile information on participating suppliers.

A Address, Phone, Fax, and Participation Type
A Invitation Date, Type, and Email Address.

Supplier Individual Response Document PDKsupplier name)i PDFversionoft he named suppl i e
response.
Supplier Indivi dual Award Document PDF(supplier name)i PDF version listing individual items award and total
award value.
Bid Opportunity i Bid Number and Title. Not a system generated document.
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Home Tab

The Home tab provides access to the system calendar and Hbagstem messages. The dabs include:

e Calendari a calendar displaying all bid and auction events active in the system
o GreenEventNumberil ndi cates the eventds issue date
o Blue Event Numberi Indicates an associated Event Activity

0 RedEventNumberil ndi cates eventds due date (event
0 Hover Detail - The eventinformatiod i spl ays in the fAhovelghtatlet ai | 0
Event Calendar
-I-
05 102
5 B 7 8 ] 10 11
ITE-2081 ITE-2082
Addendum 1
12 13 14 15 16 17 18
ITE-2083 IWT-2011-06- ITB-2084 ITE-2089
IWT-2011-06- 16 05-102
IWT-2011-06- 186 E" T
14 RA-123 Title:
RA-123 Construction Management
Software
19 20 21 22 [231 _
ITE-2088 ITE-2085 LiEle i
Marlee Morris
Open Date:
6/17/2011 2:39:03 PM CST
26 27 23 29 30
Close Date:
FEAELLEE e 7/7/2011 2:00:00 AM CST
Addendum 3
Issue Dates Closz Datas Activity Dates

e Messages an online archive of all-eail messages. Displays messages related to the currently-inggseat.

Bids Tab.

The Bids tab houses all bid events. The&lis correspond to each step in the bid process. These include:

e Draft Bids 1 lists draft bid requests and draft bid addenda.
e Issued Bidsi lists published and issued bid requests

o Publishedbids are completed draft bids scheduled to issue at a future date.
¢ Closed Bidsi lists sealed and unsealed bid requests.

c

BN

C

0 Closed (Sealed)BidsRequi re the user to select and AUnse

0 Closed (Unsealed) Bid$ available for tabulation araward.
e Awarded Bids' lists awarded bid requests.

e Cancelled Bidsi lists cancelled bid requests. Includes bids cancelled manually and as a result of an addendum
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Home Bids Auctions Contracts Suppliers Admin Weorkgroup: Demo

Draft Issued Closed Awarded Cancelled
Search Bids @ Advanced Search
— Draft Bid Requests

QuickLinks

Create New Bid ITB-1316 Athletic Bid ITe 03/22/2007

My Draft Bids ITB-1365 Park and Ride Project 1B 06/28/2007

My Issued Bids 1TB-13%4 Computer Servers #2 ITe 07/20/2007

My Closed Bids 1TB-1408 Office Supplies Contract 1Te 08/03/2007

My Awarded Bids 1TB-1426 Test Tubes e 08/20/2007

Administration Issued Bid Requests

Manage Suppliers

Approve Registrations ITB-1411 Paper Supplies Contract ITe 9/12/2007 2:00:00 PM CST 7
ITB-1420 Addendum 1 Computer Servers ITe 9/14/2007 12:00:00 PM CST 6
ITB-1419 Addendum 1 Paper Products Supply Contract 18 9/24/2007 2:00:00 AM CST 7
ITB-1421 Park and Ride Project 18 9/25/2007 3:00:00 AM CST 6
ITB-1424 Addendum 1 Computer Servers 1m™® 9/25/2007 3:00:00 PM CST 6
Closed (Sealed) Bid Requests
1TB-1412 Light Bulb Contract ITe 9/10/2007 2:00:00 AM CST 6
ITB-1398 Computer Services and Equipment ITe 9/5/2007 12:00:00 PM CST 7
1ITB-1384 Office Supply Contract 1Te 8/16/2007 3:00:00 PM CST 7

Figure 2. The Bidding Home Page

The Bids (tab) page prowd a limited listing of recent activity divided into three sections:
e Draft Bids 7 recent draft bid requests including the projected Issue Date.
e Issued Bidsi recently issued bid requests including the due date/time and current number of responses receive
¢ Closed Bidsi recently closed bids pending an award decision.and number of responses received.

Search Bids

Enter a key word/ phrase into the text box and click Go. The default system search will look for the exact word / phrase
in all Bid Title fields.

Bids Auctions Suppliers
ssied Closed Awarded

Search Bidsl advanced Search

Figure 3. Bid Request Search

Advanced Search

Search keywords, within event number and event notes, event status, event type, creator, issue date, and close date.
listing of matching Bid request titles containing the keyrdwvill be displayed. Click on the Bid Number to access the
desired bid, or narrow your search criteria by clicking Refine Search.
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Horme T Auctions Contracts Suppliers Admin

Draft Issued Closed Awarded Cancelled

dvanced Search
®Rreturn  Qsearch
Search Keywords TITB-1234 By Default, Bid Title is searched.
Search Within “ A-I;ji;_ti\l”umber ‘
[] Bid Motes
Bid Status | Issued v
Bid Type zIni%rmai-RFg _V_‘
Created by User E_V'Buyer User ';/
Bid Issue Date  Before v ||08/23/2007 |
Bid Close Date |after v |[08/24/2007 |1

Figure 4. Advanced Search Page
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Copying an Existing Bid Request

Select the desired bid reggt fromanysuh ab st atus | isting and click 6Copyo

bid request.

Enter desired New Bid Header Information as instructed iBithddeader Creatiorsection. Select the desired
information to copy.

¢ New Bid Header Information 7 Enter Bid Information as instructed in tB&l Header Creatiorsection of this
guide.

s Select Information to Copyi Yes copies all data from the listed section.

e 0 S a to préceed to Bid Edit page. SBel Edit Pagesection.

e Ret uirtathepreview screen.

Home Bids Auctions Contracts Suppliers Admin

Ciraft Issued Closed Awarded Cancelled
Mew Bid Header Information

Preturn EHsave
* lndicates 3 required feld

Bid Number * [ITE-1234 ITB-1421
Bid Title Test Tubes Park and Ride Project
Bid Type ITE v 8

Issue Date o9/40/2007 (E O Issue Time | gz s i 25 | PM w {Central}

Close Date 10/0/2007 |E] Close Time | 12 « | g0 | PM {Central)
Bid Notes |

Select Information to Copy

Contact Information @ res (O Mo
Ship To Address (%) res {3 Mo
Bill To Address & Wes (3 Mo
Bid Activities & ves () Mo
Bid Attachments w ves () Mo
Bid Attributes w ves () Mo
Bid Line Items ) Tes () Mo
Bid Invitations & Wes (3 Mo

Figure 5. Copying a Bid Request
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Draft Bid Sub-Tab

Click 6Bi dso6 t-tad, click 6Draftd sub
Home Bids Auctions Contracts Suppliers Admin Workgroup: Damo
Draft Issuad Closed Awarded Cancelled
Search Bids @ Advanced Search
Draft Bid Requests
Knew Quiew Ledit Fissue '-’3Copy Rpelete Bpocuments Bimport Destract iX'SF\'eassu;n Show My Bids v
[]178-1316 Athletic Bid Ime Darren Henderson 03/22/2007 4/27/2007 2:00:00 PM CST
[] IT8-1365 Park and Ride Project ITe Darren Henderson 06/28/2007 7/28/2007 2:00:00 AM CST
[]1T8-1394 Computer Servers #2 I8 Darren Henderson 07/20/2007 8/20/2007 12:00:00 PM CST
[] ITe-1408 Office Supplies Contract Ime Darren Henderson 08/03/2007 9/5/2007 9:00:00 PM CST
[ IT8-1426 Test Tubes 1813 Darren Henderson 08/20/2007 9/20/2007 12:00:00 PM CST
[] ITe-1433 Transcription Services I8 Darren Henderson 08/23/2007 9/23/2007 12:00:00 PM CST
[] 178-14438 191-) Darren Henderson 09/07/2007 10/7/2007 12:00:00 PM CST
[] RFQ-1037 Janitonial Supplies RFQ Darren Henderson 08/14/2007 9/14/2007 12:00:00 PM CST
Draft Addenda
Quiew ZEdit Tissue Rpelete BOocuments %Rea-;sn;n Show My Bids
M |Bid Number s Bidwitle_ ______________________|BidTypelOwner ____________lIssue DatelClose Date/Time |
[] 1Te-1384 Addendum 1 Office Supply Contract Ime Darren Henderson 07/16/2007 8/16/2007 2:00:00 PM CST
[] 1T8-1424 Addendum 2 Computer Servers Ime Darren Henderson 08/17/2007 9/25/2007 3:00:00 PM CST
[(] RFQ-1026 Addendum 1 Light Bulbs RFQ Darren Henderson 08/01/2007 9/4/2007 2:00:00 AM CST

Figure 6. Draft Bids/Addenda

Draft Bid Requests / Draft Addenda

e 0 N e'wdieatea new draft bid request.
e O Vi & Diéplay selected draft bid request.
e O E dii Ghange selected draft bid request.
e 01 s & Igseedselected draft bid request.
e 0 Co [ €dpy selected draft bid request to a new bid request.
e 0 De |ieDeletedselected drdfid request.
e 0 Do c u mieArcess documents associated with the draft bid request.
0 Invitation Document i
o Participation Detail Documenti
o Bid Attachmentsi Files attached by the buyer. 3&d Attachmentsection.
e O mp DActess external imports sereassociated with integration. Segorting Bid Information from an
External Integrated Systesection.
e O Ext ii dowrtload raw data from selected draft bid request.
0 Tab-Delimited bid request/ XML bidrequest-Cl i ck t o gener at ¢thedatatle f i | €
her eo appheredr sa,n dc ISiacvke Hard @rivefor neteworkt o y our
e 0 Re a sischagge éwnership of draft bid request.
e Show My BidsandShow AllBidsi Fi | t er | i stings to display indi
e Sorti Click any underlined column heading tesert the listing.
Creating a Bid Request
Login to the Home tab and click the ACreate New Bi
Al ternatively, c| btabkontNeemgnuibar undentee BidPtaba f t s 6 s u
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Bid Header Creation

The icon bar includes
e Return i to previous screen.
e Templatesi to select an existing bid template for bid creation.
0 0 S e IT ¢oitiliZie the selected bid template.
o O Vi &wdisplay the seléed bid template.
e Savei to store the Bid Header Information and proceed to Bid Edit screen.

New Bid Header Information page consists of the following:

¢ Bid Number 1 Required field (limited to 50 characters). If <autonumber> is displayed, your System
Administrator has established an auto numbering schema.

e Bid Title 7 Bid description displayed to suppliers. The title is limited to 255 characters.

¢ Bid Typei Select desired bid type from the drop down menu.

e Issue Date/ Time i Date and time the bid requestio be issued and available for supplier response. Bid
requests can be issued with a future date. I n th
automatically release the fPubl inetheall®todcéiessthalid t h e
request until after it has been issued by the system.

e Close Date / Time' Date the bid event will close and responses will no longer be accepted.

¢ Bid Notesi Optional field allowing you to convey additional information to sikpplier. In practical use, the
length of this field is unlimited.

Home Bids Auctions Suppliers admin

Draft Issued Closed Awarded Cancelled Templates

New Bid Header Information

PReturn WTemplates EHsave
* indicates a required field
Bid Number * fRFp-izgo,

Bid Title 'Test Tubes

Bid Type [ Request For Proposal v |

Issue Date [09/12/2007 | Issue Time| g + | 00 v|aM ¥ | (Central)
Close Date [10/12/2007 |E Close Time |12 w| 00 v|pm | (Central)
Bid Notes

Hint: Once you enter the required header information, 'Save' will create
the bid allowing you to edit addresses and enter line items.

Figure 7. Bid Header Creation
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Bid Edit Page

Create, review and edit all elements of a bid request, including header information, addetisies, attachments,
attributes, and line items.

Bid Edit

®Return  Quiew Hlnvitations “validate ®Issue Fcopy RDelete BDocurnents Ebimport BExtract BHistory

Bid Information Contact Information

Zedit Zedit YDefault ®BClear Hladdress Book
Bid Number ITB-1408 Address PO Box 7

Bid Title Office Supplies Contract

Bid Type Invitation to Bid AnyTown, MI 48824 USA
Bid Security Sealed

Invitation Style Public - all matching suppliers Contact Name Mr. John Smith - Buyer
Issue Date & Time 8/3/2007 11:00:00 AM Central Department Procurement

Close Date & Time 9/5/2007 9:00:00 PM Central Building 1

Bid Notes FloorfRoom 2nd, 2066

Invitation Display Hide Invitees Contact Phone 1 (417) 823-7773 22
Participatiion Display Hide Participants Contact Fax 1 (417) 823-7778
Response Attachments Yes Contact Email demoaccount@ionwave.net

Supplier Retraction Yes
Display on Public List Yes
PDF Invite Available Yes

Bid Status Draft
Ship to Information Bill to Information
Zedit YDefault ®clear Hladdress Book Zedit YDefault [®Clear Hladdress Book
Address 123 Any Street Address PO Box 1
AnyTown, MI 48524 USA AnyTown, MI 48524 USA
Contact Name Mary Central Contact Name Melvin Billing
Department Warehouse Department  Accounting
Building 9 Building Building 1
FloorfRoom 1st, Dock 2-4 FloorfRoom 7th, 701
Contact Phone 1 {(417) §23-7773 4 Contact Phone 1 {417) 823-7773 4
Contact Fax 1 (417) 823-7778 Contact Fax 1 (417)823-7778
Contact Email demoaccount@ionwave.net Contact Email demoaccount@ionwave.net

Event Activities
Ruew Ledit RDelete

| lpate _[Activity Name Activity Type
O 8/3/2007 12:00:00 PM CST Planholders List Participation

Bid Attachments

Kilew mubrar\r
o Bid Attachments

Bid Attributes
*Newg(SrerlectrType)r V BlLibrary

Figure 8. The Bid Edit Page

Bid Edit Page menu bar actions:
e View i View all details on one screen.
Invitations i Manage the invitation list for this bid request.
Issuel Issueghe bid request, making it available for supplier responses.
Copy i Copy the bid request to a new draft.
Deletei Delete the draft bid request.
Documentsi Access the listing of system generated documents available for this draft bid.request
Import 7 Import line items from a spreadsheet/text file.
Extract i downloadraw data from selected draft bid request.
0 Tab-Delimited bid request/ XML bidrequest-Cl i ck t o generate the
her eo apphe@x san dCl| 3 awveurdiard @rivefoi neteorkt o
e History i Displays the audit trail associated with the bid request.
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Bid Information Section

Bid header information is prgopulated during the header creation and with system defaults. The Bid Information Edit
screen allowshe editing of the Bid Number, Bid Title, Dates, and Bid Notes. For information on editing the Bid
Information6 Set triefgeggd6 t o the AEvent Typeso section of the S

Addresses

Each Bid Request has three addresses, aat@ddress, a ship to address, and a bill to address. On each address, you c:
take the following actions:

e Edit I Edit the address for this specific bid request.

e Default i Resets address back to the default.

e Cleari Clear a specific address on a bid resju

e AddressBooki Al | ows you to | ookup and select an address

Event Activities

Actions Eventsor information related to a bid request
¢ Newi Create a new event activity. The following fields are included in the creaticess:

o Activity Name i Name associated with this activity. This is a required field.

0 Activity Description .- (examples: PrProposal Conference or Job Walk)

0 Activity Date i Date and time associated with the event. This is a required field.

0 Activity Type T Select the type of activity as described above.

A Participation Activities T Convey information regarding an activity that a supplier can attend.

Buyerscam ecor d a supplierbds | evel of participa
Non-Participation Activity - Notify the supplier of the importance of a specific date.
Intent Activity 7 Requires bidders to state their intent by a specified date.
0 S a vte rétain activity.
6 Retiuron& he Bid Edit Page or ONewb to add a
e Edit i Change an existingvent activity.
e Deletei Remove an existing event activity.

o I B D

Bid Attachments (Library)

Attaching documents to the header level of a bid request. Note: files sizes are limited to 20MB.
e O N eiwA@ld a new Bid attachment.

e Title i Enter attachment name.
e Desciiption i Explain attachment
e File Path-6 B r o twdoeate and select the desired fileMaximum 25MB per fite.
e Access Level Establish who is to have access to the attached file.
0 Buyers Only
o PubliciFil es(s) avail able ongi®Rage) ci ngdébs Public We
0 Buyers/Suppliersi File(s) available to both user groups. Requires Login.
0 Library Category i Add file to Document Library.
e 0 S a to attdch the file
e (E d il tEdit an existing attachment file or description.
e 0 De |ieDeletedan attachment.
e MoveUpi Pl ace a check next to the item to be moved.
e MoveDowni Pl ace a check next to the item to be moved.
e Movei Pl ace a check next to the item tnombdérehemypouwalld C
l'i ke to move the item. Click 60Ok. o
e GotoAttachmentiCl i ck 6 Go to Attachment. 6 Enter the numbe
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Bid Attributes

Bid Attributes provides you with a mechanism to ask questions or to convéipaddinformation to responding
suppliers. Some examples of common attribute use include:

Forcing responding suppliers to agree to/acknowledge your Terms and Conditions.

Asking a series of Yes/No questions in a RFP.
Asking a supplier for discount termsarranty periods, or delivery dates.

Header Level Attributes

Newi Create a new header level attribute.
0 Select desired attribute typ&eeAttribute Typesection.
o Namei attribute title or short description
o0 NoteT attribute detail (question or conditidretatement)
0 Responsé establish bidder response requirement or option.
A Hiddeni attribute is not displayed to bidders.
A Optionalir esponse is |left to suppliersoé discret
A Required supplier must respond.
o Display Valuel presented to bidder for selamtior acknowledgement. (not present on all attributes)
o Valuei recorded when bidders selects or acknowledges Display Value. Value is published to the bid
tabulation reports. (not present on all attributes)
0 0 S avte rétain attribute data.
0 6Retiua ntbhe Bi d Edit Page or ANewd to add an ad
Library 1 Utilize pre-defined attributes setup by your administrator.
0o Workgroup tald contains a Bting of attributes available to your specific workgroup.
o Companytabi contains a listing oftributes available to all workgroups.
Edit i Change selected existing attribute.
Deletei Delete selected attribute.

Move Upi Pl ace a check next to the item to be moved.
Move Downi Place a check next to the itemtobemoved Cl i ck t o O6Move Downdé on
Movei Pl ace a check next to the item to be moved. C
|l i ke to move the item. Click 60k. 6

Goto Attribute T Cl i ck 6Go to Attri bute. & nErnvtiegratteh e nQu nbcekr

Attribute Types

Attribute Type (labels) are an indication to the buyer of the type of answer expected of the supplier:

Short TextT Suppliers respond with text. A small empty data field is displayed to suppliers and accepts several
hundred characters. Supplier response can be optional or required.

Long Texti Suppliers respond with text. A large text box data field is displayed to supplieas@ayits

characters. Supplier response can be optional or required.

Notei Enter a na for display to suppliers and/or for buyers. The field accepts unlimited characters. Notes can
be displayed to suppliers OR only to buyers and are not displayed in bid tabulation reports.

Number i Suppliers respond with a number. Supplier responsé&eaptional or required.

Percentagel Suppliers respond with a number. The system will format the response as a percentage. Supplier
response can be optional or required.

List of Valuesi Presents suppliers a list of acceptable answers. Upon savingntiee description, and response
typey ou must add ternfeeAttfibate \bales.r Eagh answer should have a Display Value and
Value as explained in the fAiHeader Level Attribute
required

Checkboxi Presents suppliers with a checkbox. Specify the Display Value and Value. Supplier response can |
optional or required.

Display Valuei Functions identically to Note attributes, with the exception that Display Value notes will be
displayed in I tabulations.
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e URL T Suppliers respond with a web address. Supplier response can be optional or required.

e Currency i Suppliers respond with a number. The system will format the response as currency. Supplier
response can be optional or required.

o Date’i Suppliers respond with a date. Supplier response can be optional or required.

Bid Line Items

e Newi Add a new line item by selecting a line item type from the drop menu.

e NewPackaggé Add a new package (For more information see¢
The data elements displayed for the bid line item and package headers are determined by the line item type selects
Line item types are created by your system administrator. Upon selecting a Bid Line Type the following fields will
display:

Quantity i Enter desired quantity. Required field and must contain a number.
Unit of Measure1 Enter desired unit of measure
Descriptioni Enter desired specification.
Manufacturer i Enter manufacturer name.
Manufacturer Number 7 Enter manufacturer number.
Commodityi Sel ect descriptionds matching commodity
Item Notesi Enter norspecification comments.
Estimated Responsé Anticipated benchmark value that is not displayed to suppliers.
0 S a vte rétain line data.
A Ship Toi direct a specific address for thiise
A Bill To i direct a specific address for this line.
A Item Attachment$ attach a file specific to this line. S&#achmentsection.
A ltem Attributesi create attributes specific to this line. e Attributessection.
0 0 Copy & Cdpyerigindgine data to a new line.
o 6Retiuron& he Bid Edit Page or fANewbd to add an ac
0 6Set thomrgsionf or mati on on editing the Bid Line S
the Sourcing Buyer Administrator Guide.
e Edit i Edit a selected line item, package header, or package item.
e Deletei Delete a selected line item, a package header, or a package item.
e Move Up/ Move Down / Move # Re-order a selected line item and/or package.

O O0OO0OO0OO0OO0OO0OO0Oo

Packages

Packages are logical groupings of litems. Packages offer the following features:
e All package items can be awarded with a single click.
e Packaged items support a negative value for uses such as discounting or capturinyalage
e Suppliers can be forced to submit pricing on all itemthe package.

Package Header / Package Lines

¢ New Packagd Add a new Package Header item by selecting a line item type from the drop menu.
0 Quantity i Enter number of desired number of complete packages. Required field and must contain a
number.
Unit of Measurei Enter desired unit of measure
Descriptioni Enter specification for the entire package.
Manufacturer 1 Enter manufacturer name representing all items in the package.
Manufacturer Number 1 Enter manufacturer number name representing all itertieei package.
Commodity i Select commodity code that best represents the entire package.
Package Note$ Explain the purpose of the package or grouping.
Estimated Responsé Anticipated benchmark value representing the entire package that is not displaye
to suppliers.
0 O S avte rétain package data.

O O0OO0OO0OO0OO0OO0o
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Ship Toi direct a specific address for the entire package.
Bill To T direct a specific address for the entire package.

T v > >

the same as creating Bid Line items. 8e&kLinessection.
0 0 Co packagéd Copy existing line data to a new line.

o0 60Retiuron& he Bid Edit Page or HANewbd
0 60Set thmrgsiébnf or mati on on editing the

of the Sourcing Buyer Adminisator Guide.

t o

Package Attachmenisattach a file specific to the package. 3#@achmentsection.
Package Attributek create attributes specific to this line. e Attributessection.
Package Lineg create the listing of item specifications associated with the package. Virtually

add

Edit Package - 1

Item Updated

®return Bsave Fsettings YSpell Check *Newi-('Seléct"l'ypej v Hicopy
Line Number 1

Line Type Commodity-NoAlts

Quantity o5 "

Unit of Measure 'PKG

Description First aid boxes. Each box wmust arrive with the requireed
items packed securely inside.
BlLibrary
Manufacturer
Manufacturer #
Commodity [E*Select] Medical, Hospital, Healthcare, First Aid Equipment & Supplies
Package Notes \Supplier wust respond to all ‘
package items.
Estimated Unit Price [ gp
Figure 9. Edit Package Header
Invitations ©_Supplier Invitation Management
Clicking the o6l nvitationsd icon from the Bid

¢ Invite Bidders i Invitations pagdeading.
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Invite Additional Bidders
®Return Eexternal Invitations Eother Participants

Invited Suppliers
Qsupplier Info

| M |SupplierName ________________[city _____[State| [Invite|Invite DatelInvite Email | [Response 3 |

[] ABC Supply City FL Manual 09/11/2007 bpope@ionwave.net No Response (0)
dhenders01@netscape.net

O Abolins City FL Manual 09/11/2007 dhenders241@netscape.net No Response (0)

support@ionwave.net
bpope@ionwave.net

[] AMT Store AnyTown MO Manual 09/11/2007 demo@ionwave.net No Response (0)
dhenders241@netscape.net

| Suppliers l Bidders Lists l

All Suppliers

®add Yrilter
| M |supplierNampe s oty _[State [Avg. Score [Classifications
D ABC Corp AnyTown MO
[] ABC Supply City FL
Abolins ity ’
Abol Ci FL 0.00 (0)

Figure 10. Managing Bid Invitations

External Invitations
0 External Invitations 7 Notifynonr e gi st ered bidders of the bid re

A Invite E-mail Addressi Enteranosr e gi st e r endil atbdressd er 6 s

A Auto Approvei Sel ect O6YesO to instruct the system
containing a matching email extension. Sel
process.

A 6 S avte rétain the email address.

A Ret U torthé Invitations Pager 6 N e viddadd an additional package

A (Editdi Edit a selecteémail address

A @eletédi Deletea selected email address.

Other Participants

o Other Participants i Repository for nosregistered suppliers who may submitia affline.

A 6 Neikhteranom egi stered supplierodos profile info
6Saved to retain supplier profile

@R et U tomhé Invie Pageor 6 N e viddadd an additional package

&Editd1 Edit a selecte@mail address

Deletdi Deletea selected email address.

> > >

Invited Supplier Listing and Tab-Strip

e Invited Suppliersi Section displaying a listing of manually invited suppliers.
0 0 Re md Rembves selected supplier.
e Invitation tab -strip T Provides access to the three invitation ofgion
o 06 Su p p }Display s listing of all active suppliers.
A 6 A didS&hedules the selected supplier(s) to receive an invitation.
A 6Fi FSearoch for suppliers mhSupplieiskiged spect f on.
0 Auto Inviteesi Displays disting of suppliers automatically scheduled to receive an invitation resulting
from the commaodity filter match.
o Bidder Lists 1 Displays all customedefined bidders lists.
A 0Adidc hedul es the selected biddersd |ist po

All Suppliers Filter

Quickly find and invite suppliers matching specified criteria.
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60 Ap p |l y T Ritiates search using established filter criteria.

0 Re t uto thedlnvite Bidders page.

Supplier Namei Search for supplier by company name.

Commodity Filter i Search for suppliers matching a specific commodity code.

Supplier Scorei Search for suppliers with an average score
value.

e Geographic Filter:

o Proximity (US) i Search for suppliers based onxinaity to the entered zip code.

o State/Province Countyi Search for suppliers located in a specific state/province and county.
e Classificationsi Search for suppliers related to a special classification(s).

o Ignorei Search proceeds without looking for sédecclassification.

o Include i Search specifically looks for suppliers related to selected classification.

0 Excludei Search specifically looks for and excludes selected classification from results listing.
e Cl i ck 6 Anptpihitate seartht er 6

Supplier Filter
®PReturn Y apply Filter
Supplier Name Like {ABC Supply ]

Commodity Filter [§“Select] Office Products and Supplies
Supplier Score | Greater Than ¥ | value: | |

Geographic Filter | proximity (US) v |
Miles: |S0 From Zip Code: {65807 \
Classifications Name Ignore Include Exclude

Minority Business Enterprise

Woman Owned and Operated Business
Small Business Concern

Internal Classification

O00O0
COLOO
@000

Figure 11. Supplier Filter

Filtered Suppliers listing i displays a listing of results based on filter criteria.
0 0 A didSghedules the selected supplier(s) to receive an invitation.
0 OGAdd All 6- Schedules all suppliers resulting fromdiked criteria to receive an invitation.
o 0 Ref i nd Reéturnk theeSugplier Filter screen displaying current filter settiNGSTE 1 Filter
settings areretairrdunt i | t he OfRretooivievokédi | t er 6
0 0 Re mo v e Eaars tugentdilter sehgs.

Issuing a Bid Request

Click the 060l ssued6 icon while on the Bid Edit page or
system will:

e Send supplier email notifications.

e Generate the PDF Invitation Document.

e Send a confirm#on email to the buyer.

e Allow suppliers to view and respond to the opportunity.
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Issued Bids Sub-Tab

Click o6Bi dso6 t dab., click o6l ssuedod6 sub

Home Bids Auctions Contracts Suppliers Admin Workgroup: Demo
Draft Issued Closed Awarded Cancelled
Search Bids Advanced Search
Published Bid Requests
@status  Aview :-’3Copv Rcancel Boocuments Diextract %Reassign Show My Bids v
nmm__mm_m
[] 0s-32 Construction Management Software RFP Marlee Morris 09/14/2007 0/0
[] ITe-1451 Park and Ride Project 1B Marlee Morris 09/12/2007 0/0
[] 1TB-1452 Computer Servers ITe Marlee Morris 09/19/2007 0/0
[] ITB-1453 Light Bulb Contract I8 Marlee Morris 09/17/2007 0/0
[] 1TB-1454 Janitorial Paper Contract 18 Marlee Morris 09/26/2007 0/0

Issued Bid Requests

@status Qview “PExtend HAddendum %Copy Dclose Rcancel BDocuments BExtract £§ReaSS|gn Show My Bids ¥
| M |Bid Number ___________[BidTitle ____________________ [BidTypelOwner |

[ 0s-31 Construction Management Software RFP RFP Marlee Morris °/17/7007 2: 00 00 AM CST S/0
[] ITB-1428 Light Bulb Contract IT® Marlee Morris 9/19/2007 2:00:00 AM CST 6/39
[] 1Te-1429 Park and Ride Project ITB Marlee Morris 9/20/2007 2:00:00 AMCST S5/38
[] Kwo082107 Cafeteria Supplies 1T Marlee Morris 9/21/2007 12:00:00PM CST 0/1
[]1TB-1406 Computer Servers ITB Marlee Morris 9/26/2007 2:00:00 AM CST S/121

Figure 12. Issued & Published Bid Listing

Published /Issued Bid Requests
Published - Listing of published bid requests that are scheduled to be issued at a later date.
Issuedi Listing of issued bid requests.
0 St aitDis@a§ status report for the selected issued bid requestBi®&tatus Reporection.
0 Vi & Didplay selecte issued bid request.
0 R e vieMove@ bid from published status to draft.
0 E x t &ahahge the closing due date of the selected issued bid request.
o Enter New Close Date and Time
o Enter Reason (option).
o Click 06Savebd
0 Suppliers are automatically notifie¢t Bmail of the extension.
e 0 Ad d e niddmend selected issued bid requeste Biel Addendumsection
e Copydi Copy selected issued bid request to a new draft bid reques€Cofgimg an Existing Bid Request
section.
e 0 CIl o €lesé selected issued beluest. (Bid can be tabulated and awarded).
o0 Enter Reason (optional)
o Click 6Saved.
0 Suppliers are automatically notified by email of the bid closing.
e 0 Ca nic@ancél selected issued bid request. (Bid cannot be tabulated or awarded).
0 Enter Reason (optial)
o Click 6Saved.
0 Suppliers are automatically notified by email of the cancellation.
D o ¢ u mieAgcess documents associated with the selected issued bid request.
E x t i dowrtlodd raw data from selected bid request.
0 Tab-Delimited bid request/ XML bid request-Cl i ck t o generate the
her eo apphe@r sandClSavke diarld @rivefoi networkt o y our
e 0 Re a sischagge dwnership of the issued bid request.
e Show My BidsandShow All Bidsi Filter listingstod i s pl ay i ndi vi dual user
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e Sorti Click any underlined column heading tesert the listing.

Bid Addendums
Select desired Issued Bid Request and dickd d e nidon. mo

Addendum Edit

Bid Addendum now resides in the Eteasubtab, Draft Addenda listing. Edit the bid addendum as desired and click
Issue. Seé&dit Bid Pagesection to review bid editing options. An audit trail of all changes will be recorded in the
History area.

Addendum Audit History
PReturn

3/10/2005 11:14:58 AM CST Header Attachment 'Terms and Conditions.doc’ was updated, description changed to Terms and conditions' by RHARRISON,
3/10/2005 11:14:42 AM CST Header Attachment 'Terms and Conditions.doc’ was added by RHARRISON,

3/10/2005 11:14:14 AM CST 1 Line itern added by RHARRISON,

3/10/2005 11:04:55 AM CST Header Addendum 1 created for bid 'B-30905-01" by RHARRISON,

Figure 13. Addendum Audit History

Issuing a Bid Addendum

¢ Reason Enter information related to the bid addendum.
e Existing Responsd€ptions to manage supplier responses to the addendum.
o0 Allow All Existing Responses Bi d Responses remai n i item8@pEcifitationst t e d
are removed from the biddersodé response. Emai |l r
0 Unsubmit All Existing Response§ Bi d Responses re returned to #AUl
specificationsareremoe d f rom t he bi dder s response. Emai |
participating suppliers
0 Delete All Existing ResponsesBi d Responses are removed from the
version of the Bid Addendum. Email notificatimsent to all invited and participating suppliers
e O s §Igsedd the Bid Addendum. Sesuing a Bid Requesection.

a
0

Each time you issue an addendum, the original bid is
request are lgged in the Bid History. When the suppliers log in, each section that was changed will be flagged.
Suppliers will be instructed to view the Bid History for a detailed explanation of changes made.

Bid Status Report

Access this report by clicking on thesited bid request number in the following screens:
¢ Home tab
o Calendar, click on Bid Number
0 Quick links; My Issued Bids link.
e Bidstab
0 Issued listings, Issued stidib; Closed suab; Awarded sulbab; Cancelled sutab.

Sealed Status / Informal Status page and tab-strip

0 Re t Uto prdvious screen.
Vi @ igplay bid request.
I nvi t-d&dnmaoagessdpplier notifications. Saeitationssection.
E x t &ahahge the closing due date of the selected issued bid request.
o Enter New Close Date and Time
0 Enter Reason (option).
o Click6 Savebd
0 Suppliers are automatically notified by email of the extension.

e o o o
o O O
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e 0 Add e nidAmend bid request. S&id Addendumsection.
e Copydi Copy bid request to a new draft bid request. Gggying an Existing Bid Requescton.
e 0 Cl 0 €lesés issued bid request immediately. (@&idbe tabulated and awarded).
o Enter Reason (optional)
o Click6 Sa.vebd
0 Suppliers are automatically notified by email of the bid closing.
e 0 Ca nicGahcélissued bid request. (Ridnnotbe tabuhted or awarded).
o Enter Reason (optional)
o Clicko6 Sa.vebd
0 Suppliers are automatically notified by email of the cancellation.
e 0 Do c u mieArcess documents associated with the bid request.
e 0 Ext ii dowrtloAdd raw data from selected draft bid request.
0 Tab-Delimited bid request/ XML bidrequest-Cl i ck t o generate the file
her eo apphead sandCl 3 avke dtard @rivefoi networkt o your
e O Hi s t YiewyBidl Audit History and Addendum Audit History.
e 0 Un sietadpénthe bid for response tabulation and review. (Only available when status is Closed)

Bid Information Section

Displays header information including Bid Status indicator and Status Reason.
e Bid Statusi indicates current status of bid: Draft, Issued, Clptkdealed, Awarded, No Award, or Cancelled.
e Status Reasondisplays system notes relating to status.

Main (Status Page Tab-Strip)

Bid Messages

Post and send messages to participating suppliers.
e 0O N eiwdenter Bid Message information
o Priority 7 Select dsired notification option.
A Normal i System sends traditional email messages to suppliers.
A High i System requires suppliers to acknowledge bid message.
0 Recipientsi Select desired grouping of recipients.
A Invited and Responding Suppliers Sends bid message invited suppliers and any supplier who is
responding to the bid request regardless of initial invitation settings.
A Responding Suppliers Only- Sends bid message to any supplier who is responding to the bid
request regardless of initial invitation segfin
A No Notification i No message is sent.
0 SubjectiEnter desired bid message subject |ine. (NO’
0 Message Enter desired bid message text. ( NOTE: Bi
0 0 S a VImrbedately posts Bid Message to the system and sends email to designated recipients.
Bid Messages Listing Displays listing of all messages including Date, Subject, Priority, and Message.

Respondents Report
Respondents lists supplier(s) activity.

e (Bupplierl nfi®d spl ays selected supplierés profile.

e OView Réd®pesptayps selected supplierds bid response.
Sealed status.)

e ORetidoe®Obmits selected supplierés bid response.

0 Response Retraction Reasoi Communicate retraction reason to the supplier. Email containing reason is
sent to supplier.
0 0 S a WRefthacts bid response and sends email message to supplier.
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60Di squ&kmbyés supplierbés bid respons etoaurrahtbetequest. nat e
(This function is limited to the Bid Authoring Administrator. Contact your system administrator if you need
assistance).

0 Responsdisqualification Reasoni Communicate disqualification reason to the supplier. Email containing

reason is sent to supplier.

0 6Sawlkibsqual i fies supplierbés bid response and sen
OHi sidvrgw Supplierdéds Bid Response Audit History.
Sorti Click any underlined column heading tesert the listing.

Report
e Supplier Namei Responding Bidder. NOTE: [Manual] is displayed next to the supplier name it
indicates the bid response was submitted manually by the buyer and/or system admindstratos with r y 6
display user id of submitting buyer.

e Average Scord Displaysthes ppl|l i er 6s average score for publi sh
number of Ascoredod events.

e Classificationsil i st s suppliersé relation to a speci al c |

e Responsd Supplierbds response st at mswithreqpongevalues.i ndi cat e

o0 No Response Supplier has not viewed the bid request.

o Viewedi Supplier has viewed the bid request but has not started a response.
0 Unsubmitted i Supplier has started a draft response.
0 Submittedi Supplier has submitted a bid regge to the system.
0 Retractedi Suppl i erés response has been retracted.
o Disqualifiedi Suppl i eréds participation in this bid e
is removed from consideration and inclusion in bid tabulation reports.
o NOBI i Suplier submitted a No Bid response.
e Response Daté Date/Ti me st amp of supplierés bid response.
Respondents
Qsupplier Info  $Retract RDisqualify BHistory
| W [Supplier Name Avg. Score|Classifications | [Response
D ABC Supply 8.11(32) MBE,WBE Unsubmitted (0)
[C] Air Supply Store 8.65(1) SBE Submitted  (5) 9/6/2007 9:25:32 AM CST
[] Alameda Store 8.30 (4) Submitted  (5) 8/23/2007 11:21:08 AM CST
[[] AMT Store 7,38 (S) Submitted  (S5) 8/23/2007 12:05:36 PM CST
[]Book Store 8.80 (4) MBE Submitted  (5) 8/23/2007 3:33:03 PM CST
[] Pulaski Store Retracted (5)
[[] Savannah Store Unsubmitted (5)
[C] Solano Store 8.61(1) Submitted (S) 8/23/2007 4:30:46 PM CST
[[] Tucsan Store Viewed (0)
[] Vero Store Viewed (0)

Figure 14. Response Report

Sealed Bid Items / Informal RFQ Items
Listing of bid line items and packages/lines.

Sealed Bidtems

A Best Specification Value- is not displayed.

Informal RFQ Items

A Best SpecificationandAlternate valuesare displayed.

A 6Compadiedpl ays -hy-hshantta@Abuhati on screen on select e
0 Alternate bid response information is flagged inledtérs.
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Activities (Status Page Tab-Strip)

Listing of Event Activities
e 0 Ed i toopdate the Activity Participants list and modify Activity Settings.
0 O Set ti estaglish@ctivity and participant visibility.
A Activity Security and Activity Participant Security
e Publici Visible to All Suppliersi available on public pages.
e Online Only 1 Visible Only to Online Suppliersi requires supplier login to view.
e Buyer Only 1 Visible Only to the Buyeri supplier cannot view activity.
A Calendar Optioni refers to Hme tab, Calendar view (Buyer Views)
e Display on Calendari event number displays on established date.
e Do Not Display on Calendar
0 Activity Participants - Section displaying a listing of Activity Participants
A 6Ediidhtange selected supplieros information.
e Participation Dateir ecord date of supplierds partic
e Contact Namei record contact name of participating supplier.
¢ Notesi enter desired notes regarding participation of supplier. Notes are internal and not
displayed.
e ExternalNotesient er desired Apublicd notes regar
be displayed publicly.
e 0 S aWter@cord supplier participation activity
e 0 Ret Uto thedprevious screen.
A 6 De | idarambdve participating supplier activity.
0 Suppliers tab-strip i All Suppliers - Displays a listing of all active suppliers.
A 0 A didsélected supplier to Activity Participants list. Qetivity Participantssection when
prompted to enter activity information.
A 6 Fi |- $8earchdor suppliers matching specifitama. SeeAll Suppliers Filtersection.
0 Other Participants tab-strip
A 0 N eiwdadd a nomegistered (offline) supplier to Activity Participants list.
New Participanti enter supplier profile data.
60Savt®d store Aofflined supplier dat a.
SeeActivity Participantssection when prompted to enter activity information.
0 Re t totha@revious screen

A
A
A
A

Invitations Report (Status Page Tab-Strip)

Invited Suppliers - listing

Suppli ébi bpfagps selected supplierds profile.
Supplier Name, City & Statei high level supplier profile information.

Invite T Automatic (System) or Manual (Buyer selected).

Invite Date T Dates system sent email invitation.

Invite Email 7 Email address system utilized.

Responséd St at us of s up p Raspmss Repatetisngon detmiled statusSrdoemation.
Response Daté Date /Ti me st amp of supplierbés bid response.

External Invitations i Email address listing of externally invited suppliers. Bernal Invitationsection.

Other Participants 1 Listingofsupple r s manually entered by the buyer to
e O Ne@and/ord E d i to &dd or edit an Offline participating supplier profile. Saker Participantsection.
e 0 De |iaarembve offline supplier profile. S€#her Participatssection
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Responses (Status Page Tab-Strip)

Provides specified users the ability to manage, edit, and update supplier response data resulting from negotiations, ent
offline bid response data, and to fix supplier response errors and omissions. TtresBesakstrip isnot available on
events in sealed status.

The responses tab is split into four sections:
e Non-Responsive Invited Supplierd Did not view, edit, and or submit a bid response.

O 6Suppl i-®i sphfagd sel ected supplierds profile.
0 0 Rpe s nidEhter a Manual Response for the selected supplier. Assumes Supplier submitted an offline bid
responseSeeEdi ting a Supplierés Bid Response |/ Enter.i

Registered Suppliesection
e Viewed Supplier Resposesi Viewed, but did not edit or submit a bid response.

O 6Suppl i-®i sphfag®d sel ected supplierds profile.

o0 O E dii Bntér a Manual Response for the selected supplier. Assumes Supplier submitted an offline bid
responseSeeEdi t i ng a Seuspppd niseer 8/s BEBnitderR ng a Manual A oOf |
Registered Suppliesection

O 6Hi sti¥Yrgw Supplierds Bid Response Audit History.

e Unsubmitted Supplier Responses Viewed and Created, but did not submit a bid response.

0 6Suppli-Osplmafyed sel ected supplierds profile.

0 O N e vEater a Manual Response for an Offline supplier. Assumes Supplier submitted an offline bid
response. NOTE: System requires an Offline Supplier account to be created in the Approved Suppliers sul

tab PRIOR to etering a manual responseeEnt eri ng a Manual fi OfRéglsterede 6 |
Suppliersection

o 6EdiiBgnét er a Manual Response for the selected sup
submitted an offline bid respons8eeEdi t i ng a Supplierdés Bid Respons

Response for an Invited, Registered Supgketion
0O 6Hi sti¥Yrgw Supplierds Bid Response Audit History.
e Submitted Supplier ResponseandNo Bid Responses sectionsSubmitted a bid respoes

O 6Suppl i-®i sphfagd sel ected supplierds profile.
0 6View RdPpsespsafds selected supplierds bid respons:s
o 6Admin Udnd&ddhmni 8t rator manually retracts sel ect e

A Admin Unsubmission Reason Communicate retractioreason to the supplier. Email containing
reason is sent to supplier.
A 0 S a vte Bnsubmit suppliers bid response and send email.
O 6Hi sti¥Yrgw Supplierds Bid Response Audit History.
0 Supplier Namei [Manual], if displayed next to supplier name, indiesithe bid response was submitted
manually by the buyer and/or system administrafoH i s wib displdy user id of submitting buyer.
0 Response Date columndisplays bid responses time/date stamp.

Participation (Status Page Tab-Strip)

Reports stastics on participating suppliers associated with a special classification(s) on a single bid event.

Special Classification Participation Report

e Invited Suppliers i Number of invited suppliers listed in each classification. Percentage of classification
representation in the invitation list.

¢ Responding Suppliers Number of bid responses received in each
representation to all responding suppliers.

e Awarded Suppliersi Number of suppliers receivinganawarch each ¢l assi ficati on.
presentation to all awarded suppliers.
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| Main | Activities | Invitations | Participation | Notes | Scoring |

Invited Suppliers (39 Total)

Special Classification . [Suppliers ___ [Percentage |
Minority-Owned Business 2 S.1282

Small Business Enterprise S 12.8205

Woman-Owned Business 2 5.1282

Responding Suppliers (8 Total)

Minority-Owned Business 1 12.50

Small Business Enterprise 1 12.50

Woman-Owned Business 1 12,50

Items 1-3 shown of 3

Awarded Suppliers (4 Total)

Special Classification Suppliers
Minority-Owned Business 1 25.00

Items 1-1 shown of 1

IEigure 15. Bid Status Participation Tab.

Notes (Status Page Tab-Strip)

Provides buyer the ability to enter and keep intenogds on the bid events.
e AN e w do access Bid Notes fields.
o Title and Note fieldsi Enter subject and record notes.
0 O S a Wte r@tain notes.
0 O Ret Uto prdvious screen.
e Listingincludes all notes entered for this bid event.
e O E dii Ghange selectedte.
e 0 D e | ieRemsote selected note.

Scoring (Status Page Tab-Strip)
SeeSupply Scoringection.

Closed Bids Sub-Tab

Click o6Bi dso6o t adb, click 6Closedd sub

Home Bids Auctions Contracts Suppliers Admin
Draft Issued Closed Awarded Cancelled
Search Bids [Go> Advanced Search

Closed (Sealed) Bid Requests - )
@status Qview Dnseal Bcopy MoDocuments BExtract  Show All Bids v/
M [Bid Number Bid Title Typ Close Date/Time ¢
[] Ime-1384 Office Supply Contract 178 Darren Henderson 8/16/2007 3:00:00 PM CST 7/34
Items 1-1 shown of 1 1
Closed (Unsealed) Bid Requests ,
@statys Quiew Eevaluate Kaward Lines Laward Suppliers %Copy Boocuments DExtract Show All Bids v \
M |Bid Number Bid Title 3 )¢ Close Date/Time
[] 1Te-1412 Light Bulb Contract e Darren Henderson 9/10/2007 2:00:00 AM CST 6/39
[ ITe-1398 Computer Services and Equipment 91-) Darren Henderson 9/5/2007 12:00:00 PM CST 7 /121
[ 17T8-1395 Office Supplies Catalog Contract 1813 Darren Henderson 8/21/2007 12:00:00 AMCST 8/34
[] 0s-24 Construction Management Software RFP RFP Marlee Morris 8/8/2007 2:00:00 AM CST 6/0
[ 17e-1374 Computer Servers 178 Marlee Morris 8/6/2007 2:00:00 AM CST 6/121
[] 1Te-1362 Custodial Paper Supplies T8 Marlee Morris 7/31/2007 12:00:00 PM CST 7/76

Figure 16. Closed Bidd Sealed/Unsealed
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Closed (Sealed) / (Unsealed) Bid Requests

(Sealed)- Listing of closed bid requests that remain in sealed status.
(Unsealed)i Listing of issued bid requests.
e 0 St aitDis@a§ status report for the selected closed bid requestBi§&tatus Reposection.
e O Vi & Wigplay seleted closed bid request.
e 0 Ext eSeddl bids may be extended provided they have not been unsealed. An unsealed bid may be
extended provided it was not originally sealed.
e 0 Un sieledrypts selected sealed bid request data for bid opening/tabulateaupres. Bid Request moves
to Closed (Unsealed) Bid Request listing.
e Copydi Copy selected closed bid request to a new draft bid requesCopgig an Existing Bid Request
section.

e O0Awar d ilAwvandesaedted bid request line by line.e®avardLinessection
e O0Awar d SiuAward entersélected bid request to a Suppliee Aeard Suppliersection
e 0 Do c u mieArcess documents associated with the selected issued bid requeBbcBeentsection.
e O Ext ii dowrtload raw data from kted draft bid request.
0 Tab-delimited bid award supplier information
o0 Tab-delimited bid award raw data extract
o Click to generate either fil e. heheand V$aewe tthle
your hard drive or network.
e Show My BidsandShow AllBidsi Fi | t er | istings to display individ
e Sorti Click any underlined column heading tesert the listing.
Edi ting a Supplierdos Bid Response [/

Response for an Invited, Reqgistered Supplier

Click Bids tab,Closedsubtab, Closed (Unsealed) Bid Requedisting select desired bid request and clict at us 6
Click Responsesab-strip. Select supplier and ClickRe s p o n d & Proaeed é&gidSupplier Responseren
section.

Entering a Manual noOf f | dneied, RA]isteredo n s e
Supplier

Click Bids tab,Closedsubtab, Closed (Unsealed) Bid Requedisting select desired bid request and clict at us 6
Click Responsesab-strip,Un Su b mi t t e dResanpegdctior €liokd N e.vi.6cate and select desired supplier
and Click 6 A d dPiceed tdedit Supplier Responsereen section.

Entering a Manual AOf f | -RegsteredRIpppeo ns e f or

Sourcing requires that the supplier have, atamminim, an AOf fl i ned supplier accour

Step 1: Create an Offline Supplier Account:
Click Supplierstab,Approved Supplierssubtab,All Suppliersi 6 Newat er AOffl ined Suppli
Click 6 S a.vGoraplete tatstrips: Profile, Commaodities, Special Classifications, Address Book, and Notes if desired.

Step 2: Click Bids tab, Closedsubtab, Closed (Unsealed) Bid Requedisting select desired bid request and click
0 St a CliskRésponsesab-strip,UnSubmitte d Sup p | i e rsécton RlilspNoenviedeate and select
desired AOffIl i neo . BroceedikditeSuppliarrRdspotgeieenisectivrd d d 6

Edit Supplier Response screen

Complete each bid entry field such as Supplier Notes to BuygitBibutes, Attach Supplier Files, Bid Line Items,
Package Items, Line Attributes, and Line Attachments.

e O0Savkét ain entered Aofflined bid response dat a.
e OResponsRBRedDateéddate/time Aofflined bid response was
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6Vali daReqWae®$t system to validate data entered with
flagged and errors wild/l be Ilisted in red. System w
6Val i daRefguesystemtginor e required fields. System wi ||
missing data.

O60Subm$emdmds and records completed Amanual 6 bid respo
0 Response SubmissionDatfee nt er date and tifmei se@pmarwualsulbimdt.
0 Response Submission Reasére nt er details and notes relating t
0 0 S a Wte Submit manual bid response.

ONo BSedmds and records completed fAN®SsBibkharldsponse

OHi sidvrgw Supplierds Bid Response Audit History.

e [Manuallidi spl ayed next to the supplierdés name indicate
behalf.
e [Edited]i Di spl ayed next to t he seditpdaHe suppliehsshid respomse. i ndi cat e
Respondents
Qsupplier Info $retract ADisqualify @Hlstory
Supplier Name Avg. ScorelClassifications | [Response
[] ABC Supply 8.11(32) MBE,WBE Unsubmitted (0)
[] Air Supply Store 8.65 (1) SBE Submitted  (5) 9/6/2007 9:25:32 AM CST
[] Alameda Store 8.30 (4) Submitted (5) 8/23/2007 11:21:08 AM CST
[] AMT Store 7.38 (S) Submitted (5) 8/23/2007 12:05:36 PM CST
[[] Book Store 8.80 (4) MBE Submitted  (5) 8/23/2007 3:33:03 PM CST
0O Pulaski Store Retracted (5)
[[] Savannah Store Unsubmitted (5)
O Solano Store 8.61 (1) Submitted (5) 8/23/2007 4:30:46 PM CST
[[] Tucson Store Viewed (0)
[] Vero Store Viewed (0)

Figure 17. Manual Response

Spreadsheet Bid Tabulations

Cl i Rids6 6t a b Closed i dalklased (Unsealed) Bid RequesisSelect desired bid request and Click
6Document s

To View' Click on the documentnameMo zi | | a Firef ox users wil!/ be pron
To Save Internet ExplorerRi ght Cl i ck on the document name and CI
location; enter your desired file name, and Ctiskved

Bid Tabulation by Supplier Documenti Spreadsheét Contains 3 worksheets which are accessed usirtglbiseat

the bottom of theopelEx c el f i | e. Tab 1 is titled O60Summaab®d anc
t i t 1 e danddtdisplays avedticaltabulation comparingnit and extended pricing (values) with eacipplier

name headingacolum@ab3i s ti t | ed Odisplays aivérticdl tabslationacongaringtthe bid attribute
responses with each supplier namadieg a column.

Bid Tabulation by Line Item Documenti Spreadsheét Contains 3 worksheets which are accessed usirtglbiseat

the bottom oftheopelEx c el f i | e. Summaagh aln d sprtavtildeds 6an o.vTab2isi ew
titli e sddisplaysibidiattribute responses in a horizontal table. Tas3 t i t | ed Odisplaysa b ut
horizontaltableof supplier responsegoupedby line item.

Online Tabulations

Sourcing includes two additional bid tabulation functiombed Awa r d ahdio Aeve® d S dupcfiohs offer s 6
guick and easy views of bid tabulation dafaAwar d plrionrveéesdée s t he more comprehens
response to attribute questions, and supplier ndgtes.w a r d  Sfocpged oitogak bidl value.
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Awarding Bids

Two methods of awarding are available:

Award Lines - Awarding specific line(s) and/or packages to specific suppliers.

Award Suppliers - Awarding an entire bid to a specific supplier. Or perform a multiple award oftine bid to any or
all suppliers.

Award Lines / Packages

Cl i Rids6 6t a b Closed i daliklased (Unsealed) Bid RequesisSelect desired bid request and Cligkvard
Lineso.
e O0Vi ew A WDisplays bsting of itemselected for award. S&éewBid Award Decision(syection.
e O Ext ii Bownhlaad theBid Award Worksheet to make award decisions in a spreadsheet that can be re
imported into the bid event.
o Bid Award Worksheet i Provides the ability to enter award data into spreadsheet then savepantd i
the bid award spreadsheet into Sourcing. All files must be idehimited format (.txt).

A Click to generate the file. Wieetn dirvd eSva v en €

~ to yourhard drive or network
A Seelmporting Appendix A

t

e O 1 mp dUptoad complete®id Award Worksheetto6 Vi ew Anda€dmpl et e Awar do
¢ 0Auto Atwwarddilize the appl i c aAutoAwarGssctoAut o Awar d
e 0Cl ear ARveamawseds al | award deci si om#&nawarded for alldireg. s

[ ]

6 No Awar dto &ficiaellp cth@ose to not award the bid event.
o Notify all participant suppliers of the no awardi check to notify by email.
0 Additional note to suppliers for the no award emaili enter decision reasoning.
0 6Caom et e NAa tohinalee tlie@ecision.

e 0Compl et étoafficially cofmplete the award.

Award Line Listing Filter

I s def aShdwtUeadardedLiné® .
e Filter dropdown-menui Manages line listing display.
0 Show Unawarded Linesi Displays all mawarded lines (including unawarded packaged lines)
o Show Unawarded Packages Displays all unawarded Packages
o Show All Linesi Displays all line items
o Show All Packaged Displays all packages
e Line Numberi Displays line numberFor packaged items, thegkage icon will be displayed next to the line
number.
Type i Displays line type information.
Description T Displays specification information and may be truncated for very long descriptions.
Best Sped Displays best bid response value as specified.
BestAlt i Displays best alternate bid response value.
Statusi Displays current award status for the lindhawarded, Awarded, or No Award.

Awarding a Line Iltem / Package (Line Item Tabulation)

Sel ect desi r AwhrdlLineiteo awide W | tiulatén reporh @hee sompaason tabulation screen is
separated into columns beginning with the supplier ndroeate the winning bid and supplier. Entiee awardquantity
in theAward Quantity field. Enteran Award Reasoto be displayed to supplieis the Award Summary spreadsheet
report
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Bsave Esave and Close  ®No Award Line  ®Clear Line Award
Commodity

otyvompesceipton

96 CS Roll Hand Paper Towels; 12 Rolls per case
Award Reason|

| AMTStore  [BayCountyStore _ [SolanoStore  [AlamedaStore |
Unit Price $11.58 $11.58 $11.74 $11.85

Estimated Unit Price $28.89 $28.89 $28.89 $28.89

Quantity 96 96 96 96

Extended $1,111.68 $1,111.68 $1,127.04 $1,137.60

Award Quantity o ] ' ' [ - | ==

Unit of Measure cs cs s cs

Alternate Spec

Manufacturer Fort James Fort James Fort James Fort James

Manufacturer # 262 262 262 262

Item Note to Buyer
Item Attributes
o Hem Attributes
Bid Note to Buyer
Bid Attributes
1 Acknowledge Terms and Conditions I have, I have, I have, I have,
2 Delivery - Response Time 24 Hours 24 Hours 2 Business Days 2 Business Days
Attachments

Figure 18 Award a Line Item

S a wte r@cord award decision.
Save arthreCdrdawaedaecision and close Line by Line Tabulation window.
No A wa ridchobse noeté awd the displayed line item.
0Cl ear LiinRRemowaersddsaved award decision on the displ:
Unawarded.
e Commodityi Speci ficationbés quantity, unit of meabaestbide, an
value (left) to worst bid value (right).
o Award Reasoni Enter decision reasoning.
0 UnitPricei Di spl ays supplierbés bid response value. F
lines are displayed.
o Estimated Unit Pricei Displays enchmark value For Package Headers, the total benchmark value is
displayed.
0 Quantity i Displays requested quantity.
0 Extended Pricei Displays calculated extended price. For Packages, the calculated value of all requested
packages will be displayed. Wiitackage price multiplied by the requested quantity of Packages.
o0 Award Quantity i Under desired supplier enter quantity to be awarded.

0
0

0
[ ]
[ ]
[ ]

0 Unit of Measurei Displays requested unit of measure

0 Alternate Specificationi Di s pl ays suppl i ecatios. Alletnatespecificatiensdre d s p e
displayed in red italic letters.

o Manufacturer / Manufacturer # - Displays specified or supplier provided manufacturer information.

0 Item/Package NotetoBuyeii Di spl ays supplierds item | evel nNot e

o Item/PackageAttributes i Displays all line item or package header level attributes and supplier responses.

0 BidNotetoBuyeriDi spl ays supplierbés header | evel not e t

o BidAttributes TDi spl ays al l header | evel attributes incl

0 Response Attachments$ Displays listing of supplier attachments.

o Package Items Displaysindividual package lines and bid response valaesomparison.
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View Bid Award Decision(s)

Once all desired items have bee nacomptete kistihg df your dezisioms. d C1 i
e ONO Awar dto &ficiallp chdose to not award the bid event.
e 0Compl et étoAfficially cofmplete the award.
e OView SuppliveewAwardobéted supplierbéds awarded items
e Award Line Listing T Displays avarded line and supplier.

Harne Bids Auctions Contracts Suppliers Admin Workgroup: Darmo
Draft [ssued Closed Awarded Cancelled
Award Vendor Line Listing - Alameda Store
®Return
1 HP OVSOM EVA3K UNLIM EVA LTU $3,652.00 1 $3,652.00
2 HP CARE PACK 3YR SUPPORT+24-OVSOM BC $3,62400 1 $3,624.00
3 HP 146GB 10K RPM 2GB FC HDD UPG $2,258.00 8 $18,064.00
4 CPQ 250GB FATA DISK DUAL-PORT 2GB $3,485.00 8 $27,880.00
5 HP INSTALLATION EVA DISK DRIVE $2,145.00 16 $34,320.00
Tte 1]

Figure 19. Award Vendor Listing

Auto Award

Establish award parameters to automatically award each line in the selected Bid Request.

Home Bids Auctions Contracts Suppliers Admin

Draft Issued Closed Awarded Cancelled

Auto Award Event (ITB-1362)

®Return
Line Auto Award Parameters

Do not award lines that have already been awarded.

When awarding a package: ;Ewa_rd Entil_’g_ P_ackggg__to_ Be__st__qu_p!ier v
When awarding a line with both specification and alternate responses: ‘rnwardr Best S’pec'i%i‘catAion Onrliy 7\'

When awarding a line where responses are tied: ;Lqe{vg_L_iqg Uf.‘a_","ar,dch v

When awarding a line withaut supplier responses: ;

 Auto Award

Figure 20. Auto Award Event

Using thedrop-down-menu options, establish your desired award parameters and click the Auto Award button. You will

be taken to a screen that will track the systemds

Auto Award Status

Task ID 41660

Scheduled 2/10/2006 3:30:47 PM
Status Step 3! Processing complete,
Message ‘iew the logfile here

Close

Figure 21. Auto Award Event
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Figure 21. Auto Award Processing Complete

When Status displays AProcessing completeod, click the
the auto award results. Return to the Award Bid Request Lines screen to make any final ealitges. ch

Complete Award

After studying the View Award screen and determining that you are satisfied with all of your award decisions click
6 Compl et eS A@oaiplatirig the Award Procass s e lmelovii 0 n

Award Suppliers
Cl i Rids6 06t a b Closedisubtalk Clased (Unsealed) Bid RequestResponding Suppliers listing’ Select
desired bid requestand Clickwar d Suppl i er sé.

e O0Awar d SiuAwardsiertire Bid to selected supplier(s).

e [ViewResponsef Vi ew sel ected supplierds bid response.

e ltemsRespondedi Number of items in supplierdéds response.

e ResponseTotal Tot al value of supplierdéds bid response. A
total.

e NotetoBuyeriSupplierbds Header | evel not es.

e Awarded Supplier i Display selecteduppliers, number of items awarded, and award total.

e Bid Line Items 1 Displays grid listing all line items, bid responses, and responding suppliers:
0 Line Number/Description/Quantity/UOM/Manufacturer/Manufacturer #/Notes 1 Original specification.
0 Supplier Bid Response$ Unit price, quantity in parenthesis, and the extended price.

Figure 22. Award Supplies

Important Note: This functionality is intended to simplify the task of awarding one supplier. The award by supplier
screen does not display key information that may affect your award decisions. Attribute responses, alternates, line iterr
notes, and supplier attachments are not displayed in this tabulktismighly recommended that you review the

complete response dat using the Award Lines function or the Excel Summary Response bid tabulations.

Award Documents
Award Summary Document
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