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How to Participate in a PSE Sourcing Event

OVERVIEW Audience: External Suppliers

= The purpose of this Quick Reference Guide (QRG) is to demonstrate the process of participating
in a Sourcing Event initiated by Puget Sound Energy (PSE) via the SAP Ariba system. It is
intended for Suppliers that are invited to participate in a Sourcing RFx event in Ariba.

Access the PSE Sourcing Event

Review and Accept Event Prerequisites
Select Lots to Participate on
Complete and Submit the Response

a ~ wn -

Monitor Event Status and View Awards

Step 1: Access the PSE Sourcing Event

When invited by PSE to participate in a Sourcing Event, you will receive an automated email notification
with the high-level Sourcing Event details and links to participate.

A. Open the email upon receiving and review event o @g
. . . SOUND
details, including start and end dates e
B. To view and respond to the event, click “Click Here elcome, Steve Suppler.
to access this event” Nianagement st and insted yo o paricpare i he olowing avent: REP
Event AMP Test v1.1. The event starts on Tuesday, June 16, 2020 at 9:39 AM,
™ ThIS Wl” Open the Arlba Suppller Logln page. Pacific Daylight Time and ends on Thursday, June 18, 2020 at 10:30 AM,

Pacific Daylight Time.

e Click Here[|p access this event. You must register on the Ariba Commerce
C. If you have an active account and approved PSE e e ovneroe Cloud account usermame

Supplier Profile, click "Log in" and enter your

NOTE: This link is only valid for 30 days. Make sure to register on the Ariba

username and password, then proceed to Step 2. Goreres Gl o can o g s s e+
| ] Note: An Ariba Commerce Cloud account iS :‘)fryz: :?r:eai?:ieslions about this event, contact ~ . viatelephone at
required to view and respond to the Sourcing
. . . you do not want to respond to this event, Click Here. You must register on the
‘ y If you d h Click Here. Y h
Event C/ICk S’gn Up If needed Ariba Commerce Cloud or log in using your existing Ariba Commerce Cloud

account username and password before you can indicate that you do not want
to respond to this event.

We look forward to working with you!

Thank You,

Puget Sound Energy - TEST

Alternative Method — Accessing the Event in Ariba:

For suppliers with an active Ariba Commerce Cloud account and approved PSE Supplier Profile, the open
Sourcing Event can be accessed by logging into your Ariba Supplier account and navigating to the ‘Events’
section of the Ariba Proposals and Questionnaires page.
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Step 2: Review and Accept Event Prerequisites

After opening the event in Ariba, you will be directed to a page with all details associated with the event,
as well as the next steps to respond.

TIP: Notice the countdown in the upper right corner to keep track of the time remaining before the
Event closes and is no longer accepting responses from suppliers.

Company Settings v  Wilson Window Washers v

Ariba Sourcing

Go back to Puget Sound Energy - TEST Dashboard Desktop File Sync

Event Details % Doc2582872200 - Security Guards RFP 082020 g C") ;?;:;:Ts 40:34

Event Messages Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require the owner of the event

Download Tutorials to review and accept your responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot view the event content or participate in this event.
. N
¥ Checklist Download Coni A Review Prerequisites I Decline to Respond l I Print Event Information l
| h
1. Review Event Details
INTRODUCTION (Section 1 of 5) Next » m v
2. Review and Accept
Prerequisites Name T
¥ 1 INTRODUCTION
3. Select Lots
1.1 General Description of Request
A. The event prerequisites must be reviewed and accepted before submitting a response. To
' . . « . . yy
participate in the event, click “Review Prerequisites
. ' . . . P . yy
= If you do NOT intend to participate in the Sourcing Event, click “Decline to Respond
- )
_Emm_the_E[ere_qum_tes naage- Prerequisites Doc2582872200 - Security Guards RFP 082020
Lt~
o @i Prerequisites must be completed prior to participation in the event.
B. Read carefully through the
1. Review Event Details
prerequisite agreement content | R e e opemraf e P it e P et e e A e e g
Fresad 1. Bids. If you are invited to participate in the on-line event, PSE reserves the right to amend, modify or withdraw this on-line event. PSE reserves the right to accept or reject all or part of your
proposal. Submission of a bid does not create a contract or any expectation by Bidder of a future business relationship. Rather, by submitting a bid, you are making a firm offer which PSE may
3. SelectLots accept to form a contract, subject to section 2 below. PSE is not liable for any costs incurred by Bidder in the preparation, presentation, or any other aspect of Bidders response.
4. Submit Response 2. Price Quotes. Except to the extent PSE allows a non-binding bid, all bids which Bidder submits through the on-i are legally valid quotations without qualification, except for data entry

errors.

C. Select”l t the terms of
- o€lect "l accept the terms o SR —
is agreement” e S
. Confidentiality. Bidder shall keep all user names and passwords, the on-line event content, other confidential materials provided by the PSE and/or Ariba, and all bids provided by you or
another participating organization in confidence and shall not disclose the foregoing to any third party.
5. Bids through Ariba only. Bidder agrees to submit bids only through the on-line bidding mechanism supplied by Ariba and not to submit bids via any other mechanism including, but not limited
to, post, courier, fax, E-mail, or orally unless specifically requested by PSE.

6. Ethical Conduct. All parties will prohibit unethical behavior and are expected to notify PSE by contacting the appropriate project team if they witness practices that are counter-productive to the
fair operation of the on-line event. If Bidder experiences any difficuties during a live on-line event, Bidder must notify PSE immediately.

H [13 ” H
D. Click “OK,” then confirm the S o i e A e e oot o

8. Quiet Period. The release of the RFP begins a quiet period for Bidders participating in this project, Bidders should not call PSE employees with the intent of discussing the project or asking

submission in the pop-up box Conions e R vt e R oG B R i Soht s et a5 P e 1 o i

provided in writing to all Bidders without identifying which company posed the question. The last date for question submittal i found on the Project Timeline.

that appears S —

9. Awarding. Bids will be opened privately and PSE reserves the right to keep any and all responses confidential. Formal interviews may be scheduled with selected Bidders to review and discuss
the Project. All responses are subject to further negotiation. The contract, if awarded, will be awarded on the basis and after consideration of price and any other factors deemed pertinent by PSE.

PSE reserves the right to reject any or all responses or to waive any informally in the responses o bidding.

Upon accepting the prerequisites,
you will be navigated to a page O | @ee |
where you will select the lots in

which you will participate in. Q =m

v Submit this agreement?

Click OK to submit.

=
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L
Step 3: Select Lots
1. Review Event Details
Select Lots Select Using Excel
2. Review and Accept
Prerequisites
Lots Available for Bidding = A
3. SelectLots o 5
| Name

4. Submit Response I [E | 41 e

(v] 42 (—

lﬂ | 4.3 w—— - —
v

4.4

@ A4S e —————
Confirm Selected Lots Q

N
A. Select the lots in which you intend to bid on by clicking in the check box next to the lot name

= To participate in all lots, click the open box at the top of the table. This will automatically select all.

B. Once all appropriate lots are selected, click ”Confirm Selected Lots”

Step 4: Complete and Submit the Response

After accepting the prerequisites and selecting the lots to participate in, you are ready to begin reviewing
the event contents and completing your response details.

Review & Navigate Event Content

Console & Doc2582872200 - Security Guards RFP 082020 (D) 30 caye boss0:1

Event Messages
Response History All Content =

A Name T Price Quantity Extended Price
¥ Checklist

» 1 INTRODUCTION
1. Review Event Details

» 2 BUSINESS REQUIREMENTS More... [+

2. Review and Accept » 3 SUPPLIER QUESTIONS More... [+
Prerequisites

> 4 PRICING More... | +

3. Select Lots
» 5 CONTRACTS

I 4. Response (*) indicates a required field

[ Update Totals l [ Save draft I [ Compose Message l l Excel Import ] g

¥ Event Contents

To navigate through the event contents, use the menu organized by section on the left side OR use the
_ Outline  Icon to expand and collapse table sections and rows as needed.

g TIP: Use the buttons on the event console page as appropriate while working on your response:

» Save draft: Saves your response progress and prevents data loss. You can use this to continue working
on your response at a later time before submitting to PSE (as long as submitted before the end time).

» Compose Message: Allows you to communicate with PSE throughout the event as needed. All
correspondences will be logged in the ‘Event Messages’ section in the upper left side of the event.

» Excel Import: Allows you to review & answer event content offline in Excel, then import into the online
event. Detailed Instructions will appear upon clicking.
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Step 4: Complete and Submit the Response (continued)

Enter Response & Submit

Response History All Content B A
i Name 1 Price Quantity Extended Price
v Checklist
» 1 INTRODUCTION
i iew v Detns » 2 BUSINESS REQUIREMENTS More...| +
2. Review and Accept v 3 SUPPLIER QUESTIONS More...| +
Prerequisites
¥ 31 Assurance of Supply
3. Select Lots 73
Interviews, Background checks, pre-employment
screening
4. Submit R
RIS AR, 3.1.1 Describe your process for ensuring that candidates meet the attached job specification qualifications
4
v Event Contents * o >
'95% alignment with client usage locations. Easy
ability to expand to provide services in the one
AlliContent 312 Briefly describe your geographic footprint in the USA and how your branch locations align with client usage locations fﬁ:“;;g’“a”“" where a branch is not currently
1 INTRODUCTION
4
BUSINESS ¥ 3.2 Quality
REQUIREMENTS
» 33 Service
SUPPLIER
QUESTIONS ¥ o
» 35 Innovation
4 PRICING
¥ 4 PRICING More... |4 $1,753,717.84 USD
5 CONTRACTS S
41 CHICAGO ‘ |USD 17472Hours  $289,860.48 USD
P —
42 LAREDO USD  17.472Hours  $289,860.48 USD

A. Enter the bid details and all other requested information within the fields of the All Content table
= Note: Fields marked with an asterisk (*) are required to be answered in order to submit the response.

= |f desired/applicable, click the “Update Totals” button to automatically calculate the extended price
of items bid on. The totals will appear in the “Extended Price” column.

Submit Entire Response

C. Click “OK” to confirm submission on the pop-up box that appears ¥ Submit this response?

Click OK to submit.

ou -

= A message will appear as a banner on the Event Console page
confirming your submission.

Revising Response & Viewing History (as needed)

Event Messages
Response History

¥ Checklist

You have submitted a response for this event. Thank you for participating.

. e

Quantity

1. Review Event Details

All Content

2. Review and Accept

Prerequisites : 7
Name T Price Extended Price

3. SelectLots » 1 INTRODUCTION

= The option to "Revise Response” will also appear on this page if changes are required to your
response after submitting. This will remain available up until the Event due date.

= To view the responses you previously submitted to the Sourcing Event, click “Response History” on
the left side. This will open a page displaying the record of responses and details.
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Step 5: Monitor Event Status and View Awards

All events you have responded to will appear on your Ariba Proposals and Questionnaires homepage
dashboard for viewing and reference as needed.

Monitor Event Status

The status of events you have participated in can be monitored from the ‘Events’ section of this page,
which is organized by the status of each event (sorted alphabetically).

Ariba Proposals and Questionnaires Standard Account Upgrade

PUGET SOUND ENERGY - TEST
There are no matched postings.

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market /&
integrity.

9 Events =
Title: D End Time & Event Type Participated

»  Status: Completed (18)

»  Status: Open (2)

»  Status: Pending Selection (22)

Registration Questionnaires
Title (] End Time | Status

»  Status: Open (2)

Event Status Definitions:

= Completed: PSE has awarded the business.
= Open: Event is actively accepting responses up until the end time.

= Pending Status: Event and response(s) submitted can be viewed, but responses can no
longer be submitted to PSE.

= Preview: Event can be viewed, but responses cannot yet be submitted to PSE.

View Awarded Business in a Completed Event

A. Click on the Event Name to open

fii  Company Seftings ¥  Wilson Window Washers ¥  Help Center

Ariba Sourcing

< Go back to Puget Sound Energy - TEST Dashboard Desktop File Sync

Event Details = Doc2584452014 - Security Guards RFP 082020 v2 =] Completed

Event Messages [ Download Content l [ Review Prerequisites l l Print Event Information ] l Review Bidding l View Awards [ Download Award Summary Report ]
Response History

Download Tutorials

All Content

B. Click "View Awards"

A. Alternatively, click "Download Award Summary Report" to download the summary as a
Microsoft Excel file and review offline.

C. Navigate to the lots you placed bids on in the Content table
D. Click "Done" to return to the Event Details page
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