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INTRODUCTION

The Ariba Category Procurement (ACP) module provides an electronic process for
collaborating with customers when providing services such as temporary labor and
consulting services. The ACP module leverages Ariba Buyer (eMall) requisitioning and
workflow to provide a seamless experience to buyers, and leverages an Ariba Supplier
Network (ASN) account as a means for vendors to collaborate with buyers during the
proposal process. This is referred to as Collaborative Requisitioning.

Collaborative Requisitioning allows buyers and vendors to work together through a
request/proposal process which results in a requisition line item with specific details such as
the name and hourly rate of a contractor, or the proposal details related to a consulting
project. When a buyer adds a collaboration line item to a requisition, a Collaboration
Request is available to each invited vendor and a notification is sent to them through the
Ariba Supplier Network (ASN). Throughout the collaboration process, your customers can
send summary information and messages about collaboration requests to your ASN Inbox.

In your online ASN Inbox, you can view, assign, and search for specific collaboration
requests. In addition, you can access your customer’s procurement site to view summary
information, collaboration proposals, transaction history, and to participate in the overall
collaboration process.

This guide describes the collaboration process and functionality to be used for the
temporary labor and consulting services categories contained in DGS contracts.

Figure 1 below outlines the Collaboration Process and how the vendor and buyer are
involved in a typical transaction.

2 ACP Vendor Guide (26-0034) Version 1
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Figure 1: Collaboration process
Collaboration Process
Ariba Buyer/Ariba
Supplier Network (ASN) ASN Vendor
Collaboration Notification Sent to » Vendor Punch-In
Request Generated i Vendor -
Buyer Vendor
Post/Respond to Poslt‘lRespTd to
Messages v
Ariba Buyer - First
Time Access Vendor Buyer Buyer Ariba Buyer
Vendor Access Standard PR to
Lo Granted »  Submit Proposal Review Proposal » Finish Collaboration » Purchase Order (PO)
Processing
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ASN NAVIGATION

Vendors have the ability to view and respond to Collaboration Requests by accessing the
Ariba Supplier Network (ASN). To access ASN, log in to www.supplier.ariba.com and enter
a valid Username and Password.

Login Home | Help Using the Network

Ariba Supplier Network Log In

Find out how to make the most

Join Ariba Supplier Network !
of your account, iew these

Register your company on Ariba Supplier Netwark , the leading supplier netwark with over $100 billion USD in annual business

ARIB A" . |:| 1 tutarials to get started,
Password: oD (AEARE, [ MES, (R GOraE26. ¥
n,’ Ay Register as a Hew Supplier »> 42“?“%?‘0” to Ariba Supplier
atwor]

The Supplier Membership
Program

Eoraat Password?

Eoraat Username?

Handling Purchase Orders
Creating Invoices

) . ) Erocurement and Expense
Introduction to Ariba Supplier Network Demonstration

Connesting buyers and suppliers for suscesstul business collaboratiol

‘What's New

ariba Supplier Network 48 Release Now Available
ariba Supplier Network gives Testimonials
business salution that automal
business processes, from trad
management to financial sett]

We are pleased to announce that the scheduled upgrade to Release
48 of the Ariba Supplier Netwark has been suceessfully completzd.
This release offers new capabiliies designed to help you gain mare

View customer success stories
and learn how businesses are

ASN Log-In

= i
Grow Your Business

Gain valuable exposure to hundreds of global
buying organizations.

New Business Opportunities

Receive email notifications for new business
opportunities.

Differentiate Your Business

Get noticed by buying organizations through
supplier certification programs such as Ariba
Ready.

Advertising

Supplier Membership Program

Maximize the benefits your business receives
by providing functionality and services tailored
to your level of participation on Ariba Supplier
Network.

Program Overview

Ariba offers three membership levels to meet
the different transactional, marketing, and
operatianal needs of your business.

To upgrade, simply log into your account and
select "My Services” in the left menu bar,

T value fram your eBusiness relationships powered by Ariba Supplier using the Ariba Supplier

Netwark, To learn more about the new features in this releass, Hetwork and Ariba Supplier
aclg please click on the link below. Frograms to gain huge bensfits.
SuppiteNatwork

Success Stories

Supplier Services

Whether you need consulting or technical
suppart, or want to finance your receivables,
Ariba has services to help!

Early Payments

Manage your receivables for early payment.
Consulting

Get expert help when you need it

Supplier Technical Support

Get your product questions answered quickly
with priority support,

Community

Learn about the |atest Ariba
supplier Network news and
upcoming events

Ariba Supply Lines - Register
for your free subscription

)

L

Resources
Meed help with a particular issue? Check out A
the quick-list below of the most requested
resources

Customer Support

UNSPSC information
cXML documentation

Viewing Collaboration Requests via the ASN Home Page

The first page that you will see is the ASN Home Page. From here, you can access
Collaboration Requests that have been sent to you by your customers.

When the ASN account receives a new Collaboration request, an email notification will be
sent. See Appendix A for an example.
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You can access Collaboration Requests by one of two ways:

1. Inbox
Click the Inbox tab located at the top left of the page.

. Help ~ Logout
& ARIB A Test Mode Michael Dennis, Administrator

GCLCM Inbox  Outhox  Catalogs  Administration  Reports ANID: ANOLO02918121-T

ent

Profile Completeness 5 Alerts and Messages

[27 Jun 2009]: Company Profile Dut-of-Date.
Update your profile ta maximize your visibility to
patential customers,

Customer:

Purcha®
45%

Select the Inbox

i . Grder Confirma

Enter your website to Qrder Humber:

reach 50% » ship Netices tab Find out f your existing customers are accepting il
Quick Links Invoices Date Range: relationship requests from suppliers on Ariba SN,
Payments Last 14 days -] Mew Supplier Newsletter — Subscribe Today! hi |

view: |Last 14 days | & Maore...

K| Purchase orders

I~ Exact Match

Wwhat's New in Ariba SN Release: 48, Wiew What's New. 77

e (18)
Purchase Order Status
Changed (5)
Failed (0} Custamer Hew Changed Confirmed Shipped Invoiced In Pragress Failed
Partially Confirmed (0} (% Commonwealth of... o o o o o o o
Fartially Shipped (0}
Partially Invoiced {0} K covaevasT-TEST & i B 2 B 2 2
K COVAevaTRAIN .. 8 3 o [ o o o
@ Invoices Last Refresh: 27 Jan 2010 8:51:03 FM
Failed (0)
Rejected (0 Invoice Status e L Last 7 days v |
;) Collaboration Custamer Sent Approved Paid Rejected Failed
Requests
Commanwealth of... o [ o o o
Response Needed (0)
COVA eVA ST - TEST o [ o i o
[
l./ FManage =] COVA eVA TRAIN ... o o o o o

Time & Expense Sheets Last Refresh: 27 Jan 2010 8:51:03 PM

Create

Lo e Early Payments

o) aoettes Custarner Buyer-Initiated Eligible for Supplier-Initiated Discounts Eligible for Auction
Contract invoice Commonwealth of .. $0.00USD 4$0.00U50 $0.00U5D

Then click Collaboration Requests from the sub-menu.

ariba O

Select Collaboration
Requests from the
sub-menu

Early Pa

Mare...

Collaboration Requests Time

Version 1 ACP Vendor Guide (26-0034) 5
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2. Collaboration Requests Link

Click the Collaboration Requests link from the Quick Links panel located at the far left of
the page. The Quick Links panel indicates whether you have received a new collaboration
request. If not, the Collaboration Request section does not appear.

- Help ~ Logout
& ARIB A Test Mode Michael Dennis, Administrator

GCLTW [nbox  Outhox  Catalogs  Administration  Reports ANID: AHO1002918121-T

Content

Profile Completeness Alerts and Messages 4 Items
Purchase Orders Customer: [27 Jun 2009]: Company Profile Dut-of-Date.

| 45% 3 |:| [~] Update your profile to maximize your visibility to
5 Order Confirmations potential customers.
Enter your website to Order Number:

reach 50% » i Wi I | find out if your existing custamers are accepting i
Quick Links Invoices Date Range: relationship requests from suppliers on Ariba SH.
Payments Last 14 davs = Mew Supplier Newsletter — Subscribe Today! i |

view: [Last 14 days | & Mare... [ Exact Match

E-| Purchasc orders

What's New in Ariba SN Release: 48. Wiew What's Hew.  {ff

Hew (18
118) Purchase Order Status 1 Last 7 days @ |
Changed (5}
Failed (0} Customer Hew Changed Confirrnzd Shipped Invoiced In Progress Failed
Fartially Confirmed (0) K Commenwealh of.. o o g o n a a
Partially Shipped (0
JEULE: ) K. COVAeVA ST - TEST & 1 o [ o o o

Partially Invoiced (1)

[ COVA eVA TRAIN ... g 2 o o o a a
(=) Invoices Last Refresh: 27 Jan 2010 8:51:03 PM
Failed (0)
Rejected (0) Inveice Status view: [FEEETEN ¥ |
L Collaboration Customer Sent Approved Paid Rejected Failed
Requests =
= Commonwealth of... o o o a a
Respanse Needed (0]
=] COVA elfA ST - TEST a o o o o
M
anage =i COVA eVA TRAIN .. g g 2

Time & Expense Sheets

/ Create

PO Invoice

Last Refresh: 27 Jan 2010 8:51:03 PM

Early Payments

Non-PO Invoice Customer Buyer-Initiated Eligible for Supplier-Initiated Discounts Eligible for Auction
Centract invoice Commanwealth of ., 40.00USD £0.00USD £0.00USD

The Collaboration Requests page of the Inbox allows you to search for requests using a
variety of filters (this will be discussed in detail later in the guide). Additionally, a list of all
Collaboration Requests is displayed and can be filtered.

tome WRELCTIMl Outbox  Catalogs  Administration  Reparts AN

N01002918167-T

- Help ™ Logout
& ARIB A Test Mode Michael Dennis, Administrator
P

n Requests Ti

Collaberation Requests

¥ Search Filters

stz — assigned To: Search for requests
T — Solagereton Reauest [Respose teeded 2] by using filters

@ partial number  © Exact number Number of Results:

Date Range: Other =l a8
* Start Dats: 26 Jan 2010
* End Date: 27 Jan 2010

Collaboration Requests [n
r Request # Title Customer Received Date Purchase Order Amount Status Assigned To
r A“ PR460455-RI70 Mew Collaboration Request COVA eVA TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD  Request Received - Supplier Response Required

Cantact Support / Diats Policy / Security Disclosure / Terms of Use
® 1956-2003 Ariba, Inc. All rights reserved.

Collaboration
Requests are listed

6 ACP Vendor Guide (26-0034) Version 1
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From the Inbox, click the link in the Request # column to view details of the Collaboration
Request.

Collaboration Status - Untitled Requisition

View the status of this collaboration request. View all related docurnents and send and view messages.,

o
o
o
=

How To
Collaboration Request Last Message (0 messages unread)
Reference [0 PR4£0613-R1001

Collaboration Title: Untitled Requisition
Request Date:

Send Message All Message
Subject: Canceled {Autornatically canceled)
From: Admin, An (3/2/2010 12:44 PM)
Tue, 2 Mar, 2010 Reference: Request PR4GOG13-R1001
Requester: admin, An

Current Documents

Hide Details
Name Date Submitted Status Oty UOM Price Total Actions
O Request PRAEOE1I-R1001 Tue, 2 Mar, 2010 Request Closed - Autormatically canceled $791.84000USD
1. Registered Nurse Manager IT Sehour $14.14000U5D $791.84000U5D
W¥line Itern Details
Start Date:  Tue, 2 Feb, 2010 ‘Work Location: MITA - Eastern Office
End Date:  Wed, 10 Feb, 2010

waork Supervisor: Admin, An
Pay Rate: 7 $14.00000USD Mot to Exceed

All Messages

Subject:

Canceled (Automatically canceled)

From: Admin, An {3/2/2010 12:44 PMI ™

Reference: Request PRAAOA1I3-RI001

e}
o
o
=

Version 1
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SEARCHING FOR COLLABORATION
REQUESTS

If there are more than a few collaboration requests in your Inbox, it might be easier to
search for individual requests than to scroll through the list. You can search for specific
requests by using the following methods:

Search Content Item

Search Content Item is located on the top of the ASN Home Page Dashboard. This feature
allows you to find Collaboration Requests using the following criteria.

To find Collaboration Requests using Search Content Item, follow the steps below:

Click the Home tab.

2. From the Search Content Item box, click the Collaboration Requests link (use the More...
menu if necessary) and search by any or all of the options in the table following the
screen shot.

Goto » Manage Profile

) Ariba Supplier &

Help ™ Logout
Michael Dennis, Administrator
ANID: AHOL0025158121-T

Test Mode

ARIBA*

LI Inbox  Outbox  Catalogs  Administration  Reports

V e Completeness

® Refresh Content

Alerts and Messages
[27 Jun 2009]: Company Profile Dut-of-Date.

Purchase Orders Customer:

k | 45% |:| Q Update your profile to maximize your visibility to
4 Order Confirmations el e
Enter your website to Order Murnber:
1 reach 50% » Ship Motices :| a Find out if your existing customers are accepting i
Quick Links Invoices Date Range: relationship reguests from suppliers on Ariba SN.
Payments Last 14 days <] Mew Supplier Newsletter — Subscribe Today! i
view: [Last1adays | & loress ™ Exact Match What's New in Ariba SN Release: 43, View What's Hew. i

A

K- Purchase Orders

Hew (18
118) Purchase Order Status WU Last 7 days @ |v
Changed (S}
Failed (D) Custamer Changed Confirmed Shipped Invoiced In Progress Failed
Partially Confirmad (0) K Commonwaalth of.. i i i i i i
Partially Shipped (0) K covaevasT-pp 1 a 0 a il 0
Partially Invoiced (0] & S a a o 2 2
E a o a a a
=) Invoices Last Refresh: 27 Jan 2010 8:51:03 PM
Failed (0}
Beiected (00

FPurchase Orders

Qrder Confirmations
Ship Motices

Invoices

Collaboration Requests

Mare...

Customer:
| | ©

Fequest Murmber:

Date Range:
| Last 14 days ;||

[T Exact Match

ACP Vendor Guide (26-0034)
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Additional Search Content Item fields:

Search Description
Criterion
Customer Customers (buyers) with which you have a trading relationship. You can use a partial

entry such as “Smith” to find all customers whose name begins with “Smith.” This
search would find “Smithwick” but not “Blacksmith.”

Request The request number assigned by the submitter’s application. For a basic search, you
Number must enter the exact Request Number. Request numbers are case-sensitive, so CLR123
is not the same as clr123.

Date Range The date on which Ariba SN received the collaboration request. The options are Last 24
hours, Last 7 days, Last 14 days, and Last 31 days.

1. Click Search.

2. From the Inbox, click a link in the Request # column to view details.

) ariba Supplier Netwo ) Arib y ) Manage Profile
. Help ~ Logout
tome [BRVTTO Cutbox  Catalogs  Administration  Reports ANID: ANO1002916167-T

Collaboration Requests  Time & Early Payments  More...

Collaboration Requests

¥ Search Filters

Customer: l:l (] Assigned To:
Request Number: |:| ] Collabaration Request | response Needed = 1
Status:

@ partial number ' Exact number

Date Range: Other T
* Start Date: 26 Jan 2010
* End Date: 27 Jan 2010 2
Search
Collabaration Requests /

r Request # T Custorner Received Date Purchase Crder Amount Status Assigned To

Mumnber of Results: 100 =

[T A3 PR460455-R970 ~ Mew Collaboration Request COVA eV TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD  Request Received - Supplier Response,

ired

Aic / Gecurity Disclosure f Terms of Use

1 3 [@1?9572009&\1\&734ln:.»‘-\Hnghtersewed.

3. To search again, click Reset.

Search Filters

Search Filters can be used to perform more advanced searches for collaboration requests or
to refine a search that you started in the Search Content Item tool on the ASN Home page.
Any information that you provided in the Search Content Item appears in Search Filters.

Filters are displayed after clicking the arrow to the left of the ‘Search Filters’ control located
at the top of the Collaboration Requests page of the ASN Inbox:

Version 1 ACP Vendor Guide (26-0034) 9
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Hanage Profile

- Help * Logout
B ARiEaA ( Tostmozs ) Michaet enris, i svsor

Harne Inbox Outbio Catalogs Adrministration Reports ANID: ANO1002918167-T

ts Early Payments More...

Collaboration Requests

» Search Filters

Collaboration Requests Fage » D
r Request # Title Custarmer Received Date Purchase Order Amount  Status Assigned To
[ 43 PR460707-R1021 null email - repeat COVA VA TRAIN - TEST 6 Mar 2010 84418 AW EP433508 $160.00 USD  Proposal Accepted and Request Closed
[T 4z FPR4606I4-RINZ0 Copy of null email test COVA VA TRAIN - TEST 7 Mar 2010 10:04:32 FM  EP433502 $160.00 USD  Proposal Accepted and Request Closed

Collaboration Requests

¥ Search Filters

Customer: l:l (-] Assigned To:
Request l:l Callabaration Response Needed 53|
humnber: Request Status:

@ partial number  © Exact number Number of Results: 100 <]

Date Rangs: Other =l
* Start Date: z Mar 2010

=
* End Dats: 3 Mar 2010 B

Filter Fields:

Search Field Description

Customer Search for a customer involved with Collaboration
Requests
Request Number Search for the customer-assigned number used by ASN

to track requests. Enter the entire number. Request
numbers are case-sensitive, so CLR123 is not the same
as clr123.

Date Range Search for the date on which ASN received the request.
You can choose from the following pull-down menu
options: Last 24 hours, Last 7 days, Last 14 days, Last
31 days, or Other. If you choose Other, you can specify
the start date and end date of your search. Note that
the date range is limited to the past 31 days.

Start Date Search by the date on which ASN received the request.

End Date Note that the maximum date range is 31 days.

Assigned To Search for users who have permission to view requests.

Collaboration Request Status Search by status of the request. For more information,
see Collaboration Request Status Levels.

Number of Requests Request more than the default number of search
results. By default, the search returns up to 100
records.

The steps below describe the process for executing a search for collaboration requests using
Search Filters:

1. Select the Inbox tab.

2. Select Collaboration Requests from the sub-menu.
3. Click the expand arrow to open Search Filters.
4

Enter the criteria by which you want to search and click Search. ASN returns all items
that match your search criteria.

10 ACP Vendor Guide (26-0034) Version 1
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5. Click the Request # in the search results in order to view details of the collaboration
request.

. Help ~ Logout
&\ ARIB A Test Mode Michssl Dnnis, Administrstor

Harne Inbox Cuthox Catalogs Adrninistration Reparts ANID: ANO1002918167-T

Collaboration Requests  Tim e s Early Payments More...

Collaboration Requests

¥ Search Filters

e T — i
. Date Range is the
. ——— o
Murmher: iFi 1
ot momber © Exoctnumbs specified Search Filter
Date Range;
Start Date: 22 Jan 2010
End Date: 28 Jan 2010
Click the Request #
Collaboration Requests ||nk uins |
(m Request # Purchase Order Amount Status Assigned To
[T 43 PR4G0455-RS70 New Collaboration Request  COVA eVA TRAIN - TEST 27 Jan 2010 9:42:12 F $600.00 USD  Request Received - Supplier Response Required
[ X3 PR4SASO0-RIEE  ip switch COVA e¥A TRAIN - TEST 23 Jan 2010 10:08:15 AM $400.00 USD  Awaiting Response from Buyer
In addition, you can sort the list using the Request#, Title, Customer, Received Date,
Purchase Order, Amount, Status, and Assigned To column headers.
callahuratinn Reanass [
O Request # Title Custamer Received Date Purchase Order Armount Status Assigned To
[T &3 PR460460-RE7L  New collaboration Req COVA evA TRAIN - TEST 26 Jan 2010 5:39:02 PM $800.00 USD Request Received - Supplier Respanse Required
O -l‘_ PR460455-RO70  Mew Collaboration Regquest COWA eva TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD Request Received - Supplier Response Required
Version 1 ACP Vendor Guide (26-0034) 11
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ASSIGNING COLLABORATION REQUESTS

Your ASN account administrator is able to view and assign collaboration requests sent to
your business’s ASN account. The administrator can assign collaboration requests to
account users who have the appropriate permission.

Assigning Requests to Other Users

Because you are a user with permission to view collaboration requests, you can view
requests that are assigned to you and then assign them to other users, or update
assignments for your requests.

To assign a collaboration request, simply follow the steps below:

1. Navigate to the Inbox

2. Click Collaboration Requests from the sub-menu. The ASN will display collaboration
requests assigned to you and all unassigned collaboration requests.

3. Check the box next to each collaboration request that you want to assign to another
user and then select the user from the ‘Assign To’ drop down menu.

Collaboration Requests

I3 Request #

Title

[# 33 PRAGO4SS-

RO70 Mew Collaboration Request

[# 33 PR454500-

Assign To: [none

ROEE ip switch

Michagl Dennis

4. Click Assign. The user is now displayed in the Assigned To
page.

Collaboration Requests

-

=
=
=
=
=

4
4
4
ds)
L

Request #
PRAG04E0-RITL
PRA60455-RI70
PRAS4S00-REEE
PRAGE169-RIES

PRA436188-RA64

Title:

New collaboration Req
New Caollaboration Request
ip switch

1485 retest

1485

Assign Ta: | Michael Dennis =

Customer

Received Date Purchase Order

COVA el TRAIM - TEST 27 Jan 2010 9:42:12 PM

COVA el TRAIM - TEST 23 Jan 2010 10:08:15 AM

ky

Custarner

COVA evh TRAIN - TEST
COVA evh TRAIN - TEST
COVA eVA TRAIN - TEST
COVA eVA TRAIN - TEST

COVA eVA TRAIN - TEST

Received Date Purchase Order
29 Jan 2010 7:03:50 AM

27 Jan 2010 9:42:12 PM

23 1an 2010 10:08:15 AM

20 1an 2010 5:13:33 PM

20 1an 2010 4:58:51 PM

m

Amount Status Assigned To

$600.00 USD Request Received - Supplier Response Required

$400.00 USD  Awaiting Response from Buyer

Arnaunt
$800.00 USD
$600.00 USD
$400.00 USD
$400.00 USD
$400.00 USD

Contact Support / Dats Policy / Security Disclosure / Terms of Use

column to the right of the

Status Assignzd Ta
Awaiting Respanse from Buysr Michagl Dennis

Request Recsived - Supplier Response Required
Awaiting Response from Buyer
Request Recsived - Supplier Response Required

Request Recsived - Supplisr Response Required

Users will receive email notification stating that a Collaboration Request has been assigned
to their ASN account. See Appendix A for an example.

12
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RESPONDING TO COLLABORATION
REQUESTS

When you, the vendor, open a collaboration request, ASN accesses the customer’s
procurement site and displays details of the specific request. You are then able to
participate in the collaboration process for this request through your customer’s
procurement site. After you are finished working on the request, you are returned to your
ASN account. Note that if your ASN session has timed out before you return, you will have
to log into the account again.

When acting upon a collaboration request, there are three possible actions that can be
performed. Each of these processes will be outlined below.

e Respond to the request with a proposal
e Send a message to the buyer
e Decline the request

Responding with a Proposal

With ACP and Collaborative Requisitioning, you can respond to collaboration requests that
have been sent to you by your customers. During this process, you are able to send a
proposal to the customer in response to the particular collaboration request. In this
proposal, you are able to provide specific details regarding the request. For example, if the
line item is for a temporary labor contractor, the proposal will contain details including the
candidate's name, candidate’s ID, resume, and hourly rate. If the line item is related to a
consulting services contract, the proposal may contain information such as project
expenses, milestone requirements, or consulting resource specifications. The differences
between these two types of proposals are explained below.

1. After you have selected the collaboration request that you want to provide a proposal
for, click the Request # link.

Collaboration Requests T

| Request # Title Customer Received Date Purchase Order Amount  Status Assigned To

[T Az PRAGO460-RE71  New collaboration Req COVA eVA TRAIN - TEST 28 Jan 2010 3:33:02 PM $800.00 USD Request Received - Supplier Response Required

r ‘L FR460455-R870  MNew Collaboration Request COVA YA TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD Request Received - Supplisr Response Required

Assign To: | none =l

Version 1 ACP Vendor Guide (26-0034) 13
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2. The Line Item Details page of the collaboration request displays.

Collaboration Status - New collaboration Req

Yiew the status of this collaboration request. Wiew all related documents and send and wiew messages.

I
o
2
3

Collaboration Request

Reference 1D FPR460460-R971

Collaboration Title: Mew collaboration Req

Request Date: Thu, 26 Jan, 2010, 3:38 PM

Reguester: Admin, An

Current Documents

Last Message (0 messages unread)

How Ta

Send Message

To send & message to the requester, dlick on the Send Message link and enter your message. Messages are only shared
between your organization and the buying orgamization,

Start Date:
End Date:

Mon, 4 Jan, 2010
Fri, 8 Jan, 2010

Pay Rate: 7 $20.00000U0SD Mot to Exceed

Work Location:

Wark Supervisor: Admin, An

Hide Drstails
Name Date Submitted Status Qty uUOM Price Total Actions
O Request PR46D460-R971 Thu, 28 Jan, 2010, 3:38 PM Received - Required $800.00000USD
1. Agency Management Analyst Lead 40hour
YLine Itemn Details

$20.00000USD

WITA - Eastern Office

$800.00000USD

All Messages Send Message
Mo iterns
Back

3. To respond with a proposal, click the Respond button located to the right of the screen
and select Respond with Proposal from the menu.

Collaboration Status - New collaboration Req

Wigw the status of this collaboration request, Wiew all related documents and send and view messages,

Back

Collaboration Request

Reference 1D: PR460460-RIT1

Collaboration Title: New collaboration Reg

Request Date: Thu, 28 Jan, 2010, 3:38 PM

Requester: Adrin, An

Current Documents

Last Message (0 messages unread)

How To

Zend Message

To send a message to the requester, click on the Send Message link and enter pour message, Messages are only shared between pour
organization and the buying organization.

Start Date:
End Date:

Mon, 4 Jan, 2010
Fri, & Jan, 2010

Pay Rate: 7 §20,00000USD Mot to Excesd

wiork Location:

work Supervisor: Admin, An

VITA - Eastern Office

Hide Details
Name Date Submitted Status Qty UOM Price Total Actions
O Request PR460460-RIT71 Thu, 28 Jan, 2010, 3:38 PM Request Received - Response Required $800.00000USD | pctions
1. Agency Management Analyst Lead 4nhaur
wline Item Details

$20.00000USD

$800.00000USD Send Message

Respond With Proposal
Decline Request

Yiew
Messages
Print
All Messages /
Mo tems Select Respond with Proposal

from the Actions menu

Actions

Actions
2 send Meszsage
Respond With Proposal

Cecline Request

Yiew
Meszages
= Prirnt

14
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Temporary Labor Proposals

A collaboration request that contains a temporary labor line item is used to identify,

collaborate, and procure labor resources on a temporary basis. When creating a temporary
labor proposal using Collaborative requisitioning, you are prompted to provide specific

details about the candidate being proposed for the contract. Follow the steps below in order
to complete the proposal:

1. After you have selected Respond With Proposal, the Review and Select Items page is

displayed. On this page, you can add contractor candidate information to the proposal.
Click the Candidates: [Add] link.

PR4E04ED-PE30: New collaboration Req
Items: 1 Total: $500.00000USD

n Review And Select Items

Review the items you chose ta include in your response. Click Include or Exclude next o an itsm ta include it or exclude it from ths propesal. Excluded items may be included in = revised praposal.

How To

Based on: Request PRAG460-RI7L - New collaboration Req (current)

Include Or Exclude Items From Your Proposal

Selection No. Description

oty unit Price Amount
1 Agency Management Analyst Lead 40 hour $20,00000USD $800,00000USD
0 To include this item, some information must be provided.
Start Date: Mon, 4 Jan, 2010 Candidates: [ Add ]
End Date: Fri, 8 Jan, 2010 No Ca ok
Click the Candidate
Add link

2. The Contractor Candidate Details page displays. Use this page to provide details about
the particular contractor that you are proposing for the collaboration request. These
details include information such as Contractor name, Driver’s License Number, Start and
End dates, and Pay Rate. In addition, you are required to provide a resume for the
contractor. Note that required fields are indicated with an asterisk (*).

Version 1 ACP Vendor Guide (26-0034)
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Contractor Candidate Details OK || Cancel

Review and madify a contractor candidate.

How Ta

*First Name: —
#Last Narne: —
*Driver's Livonss stateifi]  [EomirelE
#Driver's License Numnber: ? l—
Supplier Contractar ID: ? [

“Resume: inone)
* Start Date: m
*End Date: [Fi 80an, 2000 |
“Hours Per Week: W
*Quantity: 7 l40—
*Bill Rate: 7 |
[ Eill Rate is required and must equal Pay Rate plus Markup.
*Pay Rate: 7 l— E Limit: $20.00000480 Not to £xceed.
*Markup Percent: l_

*0vertime Markup Percent:
supplier Refersnce #: »

Arnount:

Reject Reason:

Calculate |the values and compliance information based on your edits,

For fields that display a (?) to the right, a description of the field is displays when the
mouse cursor is positioned over the field name.

3. After populating all required fields, click Calculate to calculate the final pay rate for the
contractor that you are proposing and to ensure that all required information has been
provided.
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Contractor Candidate Details

Review and modify a contractor candidate,

*First Mare:

*Last Mame:

*Driver's License State; ¢

*Driver's License Murmber: 7

Supplier Contractor ID: 7
*Resurme:
*Gtart Date:
*End Date:
*Hours Per Week:
*Quantity: 7
*Bill Rate: 7
*Pay Rate: ¢

*Markup Percent:

*Overtime Markup Percent:

Supplier Reference #: ¢

Armount:

Reject Reason:

[10hn
[smith
WA -
[111223333

Candidate resurne. doc |Rep|ace| | Delete|
[Man, 4 Jan, 2010

[Fri, & Jan, 2010

[an

o

[+20.000000 &

|$19.D4?62L|E E Limit: $20.00000080 Not to Exceed.
IS"'.-".:-
IS"'.-".:-

$£5800.00000USD

Calculate [the values and compliance information based on your edits.

Version 1
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4. Click Ok. The Review and Select Items screen is displayed and the newly added

contractor candidate is now included in the proposal.

FRA460460-PE32: New collaboration Req

Kl Review And Select Items

Review the itsms you chose to include in your response. Click Include or Exclude next ta an item to include it or exclude it from the proposal. Excluded items may be included in a revised praposal.

How T
Based on: Request PR460460-RI71 - New collaboration Req (ourrent)
Include Or Exclude Items From Your Proposal
Selection No. Description oty Unit Amount
Included ~ 1 Agency Management Analvst Lead

40 hour
Start Date: Man, 4 Jan, 2010 Candidates: [ Add]
End Date: Fri, 8 Jan, 2010

Smith, John  $20.00000USD

$800.00000USD

/

Candidate is now
populated

5. Click Next. The Complete and Submit page is displayed. At this point, you are able to
make changes to the proposal by clicking Edit prior to submitting it to the customer for
review. In addition, you are able to add attachments to the proposal or send a message

to the customer by entering text in the message box.

PR460460-P632: Mew collaboration Req

El complete And Submit Response

Finish modifying the details of this proposal. To edit an item, select its check box and click Edit,

Title: [New callaboration Reg

Based an: Request PR4G04ED-RO7L - New collaboration Req (current)

Line Items (1)

How Ta

W No. Type Description

Show Details [

F o1 Agency Managernent Analyst Lead

FE NN
~

Oty Unit Price Amount

40 hour

Update Total
Submit Message
Message:

Edit

Total Estimate: $800.00000USD

Enter a message to
be sent to your

attachments: customer here

18
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6. Click Submit. The Review Details page displays all details related to the proposal. The
proposal has now been submitted to the customer for review.

Michaal Dannis

Toggle Tips Toggle Currency

E ou submitted Proposal PR460460-P632 - New collaboration Req to Buyer Organization

Collaboration Status - New collaboration Req

Wiew the status of this collaboration request. Wiew all related documents and send and view messages

How To
Back

Collaboration Request

Reference 1D [ p— Last Message (0 messages unread) Send Message
Callaboration Title: Mew collaboration Reg

Request Date: Thu, 28 Jan, 2010

Reguester: Admin, &n

Compaosing Proposals

Name Title In Response TofRevising

Proposal PR460460-PE30 New collaboration Req PRAED4ED-RITL

Current Documents Hide Detsils [~

Qty UDM Price Total Actions

Name Date Submitted Status

Proposal PRA60EE0-PE3Z Fri, 28 Jan, 2010, 7:03 &M Proposal Sent - Waiting For Response
1, Ageney Management Analyst Lead

¥line Item Details
Start Date:  Mon, 4 Jan, 2010 work Location: WITA - Eastern Office
End Dats:  Fri, 8 Jan, 2010

Pay Rate: 7 $20.00000UsD

work Supervisor: Admin, An

¥ Proposed Candidates
[Z] 2mith, John

40hour $20.00000USD $500.00000USD

All Messages

kil

Mo items

Back

After the buyer has reviewed and accepted your proposal, you will receive email

notification informing you that the Collaboration Request has been updated. See
Appendix A for an example.

Consulting Services Proposals

A consulting services collaboration request can include any combination of four category line
item types:

e Consulting lines

¢ Milestone lines

e Expense lines

e Recurring expense lines

When a buyer adds a line to a requisition from any of these line types, a ‘template’
containing fields that are specific to the line item type is created. With this ‘template’, it is

simple to build a proposal containing the information required to meet the needs of a
specific consulting services contract.

The following steps provide detailed information about shared header-level fields, the four
line types used in a consulting services request, and how to create a complete and submit
proposal. Note that the example below represents a collaboration request containing all

Version 1 ACP Vendor Guide (26-0034) 19
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four line item types. Although this is the most common scenario, any combination of line
item types is possible.

Collaboration Status - ACP Consulting Sample

View the status of this collaboration request. View all related documents and send and view messages.

How To
Back

Collaboration Request Last Message (0 messages unread) Send Message
Reference ID: PRA62046-R1379 e Send Message

Collaboration Title: ACP Consulting Sample
Request Date: Wed, 30 Jun, 2010, 10:51 AM

Requester: Admin, An

Current Documents

Hide Details
Name Date Submitted Status Qty UOM Price Total Actions
O Request PR462046-R1379 Wed, 30 Jun, 2010, 10:51 AM Request Received - Response Required $27,600.00000USD
1. PF14804C03-09 Consulting Services - Category ... 176hour $100.00000USD $17,600.0000005H  actions
¥line Item Details Send Message
work Location: VITA - Eastern Office Respond Vith Proposal
Start Date: Tue, 1 Jun, 2010 Dacline RS Jest
End Date: Wed, 30 Jun, 2010, 11:59 PM
View
Hours Per Week: 40
Messages
Bill Rate: $100.00000USD  Negotiable e
2. PF14804C02-08 Consulting Services - Category ... thour $5,000.00000USD £5,000.00000USD

¥line Item Details

Billing Date: Wed, 30 Jun, 2010

Verifiers  Adminz. Select Respond
3. PF14804C02-09 Censulting Services - Categary ... Sweek Wlth Proposal $2,500.00000USD
o= i GEar from the Actions
menu

1. After you have selected Respond with Proposal, the Review and Select Items page is
displayed. On this page, you can view all line items that are part of the collaboration

request. You can also choose to Include or Exclude certain line items from the proposal.
Note that all lines will be included, by default.

PR462046-P313: ACP Consulting Sample

Items: 4 Total: $27,600.00000USD

[l Review And Select Items

Review the items you chose to include in your response. Click Include or Exclude next to an item to include it or exclude it from the proposal. Excluded items may be induded in a revised proposal

How To
Based on: Request PR462046-R1379 - ACP Consulting Sample (current)
Include Or Exclude Items From Your Proposal
Selection No. Description Qty Unit Price Amount
Included ~ 1 PF14804C03-09 Consulting Services - Category ... 176 hour $100.00000USD $17,600.00000USD
Start Date: Tue, 1 Jun, 2010
End Date: Wed, 30 Jun, 2010, 11:59 PM
Included ~ 2 PF14804C02-09 Consulting Services - Category ... $5,000.00000USD
Completion Due Date: Wed, 30 Jun, 2010
Verifier: Admin2. a
Included ~ 3 PF14804C02-09 Consulting Services - Category ... 5 week $500.00000USD $2,500.00000USD
Is Recurring? Yes
Billing Date: Tue, 1 Jun, 2010
End Date: Wed, 30 Jun, 2010
Included ~ 4 Software licensing fee. $2,500.00000USD
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2. To Exclude a line from the proposal, select Exclude from the Selection control located to
the left of the line item.

PR462046-P913: ACP Consulting Sample

Items: 4 Total: $27,500.00000USD Next >

Il Review And Select Items

Review the items you chose to include in your response. Click Include or Exclude next to an item to include it or exclude it from the proposal. Excluded items may be included in a revised proposal.
How To

Based on: Request PR462046-R1379 - ACP Consulting Sample (current)

Include Or Exclude Items From Your Proposal
Selection No. Description Qty Unit Price Amount
1 PF14804C03-09 Consulting Services - Category ... 176 hour $100.00000USD

$17,600.00000USD
Selection Start Date: Tue, 1Jun, 2010

/ End Date: Wed, 30 Jun, 2010, 11:59 PM

<
Exclude Itam
U,

View Datails
Edit

2 PF14804C02-08 Consulting Services - Category ...

$5,000.00000USD
jon Due Date: Wed, 30 Jun, 2010
2.a

s week $500.00000USD $2,500.00000USD
1= Recurring? Yes
Billing Date: Tue, 1 Jun, 21
End Date: Wed, 30 Jun, 2010
4 Software licensing fee. Se'ect Exclude $2,500.00000USD
from the menu to
exclude a line _
from your —
proposal

3. Click Next. The Complete and Submit Response page displays. From this page, you can
view all header-level information that was provided by the customer, line items that will

be included in the proposal, and fields that must be populated prior to submitting the
proposal.

The table below contains details of header-level fields that are contained in the proposal.

Definition Editable

Title The title of the proposal. Yes
Project Number The number that has been assigned to the project. No
Project Description The description of the consulting services project. No
SOW Attachment Attachment containing Statement of Work details. Yes

This information may be provided by the buyer
and/or the vendor.

Requirements Attachment containing Requirements details. This Yes
Attachment information may be provided by the buyer and/or
the vendor.
Estimated Project Start The date on which the project will begin. Yes
Date
Estimated Project End The date on which the project will end. Yes
Date
Response Due The date on which the response to the proposal is Yes
due.
Project Type The type of consulting services project. No
Project Lead The COVA designated project lead. No
Version 1 ACP Vendor Guide (26-0034) 21
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Approach

Definition

The methodology that will be used during the
execution of the project. This information may be
provided by the buyer and/or the vendor.

Approach Attachment

Attachment containing details related to the
Approach. This information may be provided by the
buyer and/or the vendor.

Yes

Past Projects

Information regarding any past engagements that
relate to the consulting services being proposed.
This information may be provided by the buyer
and/or the vendor.

Yes

Past Project Attachment

Attachment containing information regarding any
past engagements that relate to the consulting
services being proposed. This information may be
provided by the buyer and/or the vendor.

Yes

Deliverables

Information regarding any deliverables that are to
be included during the execution of the project.
This information may be provided by the buyer
and/or the vendor.

Yes

Deliverables Attachment

Attachment containing information regarding any
deliverables that are to be included during the
execution of the project. This information may be
provided by the buyer and/or the vendor.

Yes

Additional Terms and
Conditions

Any additional terms and conditions of the project
which are not included elsewhere in the proposal.
This information may be provided by the buyer
and/or the vendor.

No

Supplemental
Information

Includes any additional information pertinent to the
project which is not included elsewhere in the
proposal. This information may be provided by the
buyer and/or the vendor.

Yes

Supplemental
Information Attachment

Attachment/s that contain any additional

information pertinent to the project which is not
included elsewhere in the proposal. This information
may be provided by the buyer and/or the vendor.
You are able to add multiple attachments to this
field.

Yes

Supplier Contact Name

The name of the point of contact for your
organization in regard to this consulting services
project.

Yes

Supplier Telephone

The telephone number that is to be used for
communication.

Yes

Supplier Fax

The fax number that is to be used for
communication.

Yes

Supplier Email

The email address that is to be used for
communication.

Yes

Supplier Title

The title of the person from your organization that
will be the point of contact.

Yes

Insurance Coverage

Specifies whether or not your firm has the insurance
coverage required by the contract.

Yes
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Definition Editable

DMBE Participation Describe proposed participation of Commonwealth of Yes
Approach Virginia Department of Minority Business Enterprise

(DMBE) certified small businesses, women-owned

businesses and minority-owned businesses in this

project.
DMBE Participation Attachment related to DMBE Participation Approach Yes
Approach Attachment details.
This Proposal is valid The date on which the proposal is no longer valid. Yes

until

4. Because this is a collaborative process, you can edit information that was originally
provided by the buyer in texts boxes or as attachments so that he/she can review
specific details related to the consulting engagement prior to accepting your proposal.
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PR462046-P913: ACP Consulting Sample
Items: 4  Total: $27,600.00000USD

El complete And Submit Response

Finish modifying the details of this proposal. To edit an ftem, select its check box and click Edit.

How To
Title: [acP Consulting Sample
M Based on: Request PR462046-R1379 - ACP Consulting Sample (current}
allow Partial Acceptance: [
Use the calendar |
Projact Number: 100367 controls to edit
Project Description: This is a sample consulting services proposal requisition. .
“S0W Attachment: Sample Attschment.docx proJeCt StarUEnd
*Requirements Attachment: Sample Attachment.docx dates
“Estimated Project Start Date: Tue, 1 Jun, 2010 =
*Estimated Project End Date: Wed, 30 Jun, 2010
Response Due: Fri, 4 Jun, 2010 i
Project Type: Financial Service Management
Project Lead: Admin2, a >
Approach: Customer or Vendor can provide approach details. =]
=
Approach Attachment: Sample Attachment.docx
Replace Delete Replace or Delete
Past Projects: Customner or Vendor can provide information regarding past projects. attachments here
[
Past Projects Attachment: Add Attachment
Deliverables: Customer or Vendor can provide details regarding project deliverables. =]
B
Deliverables Attachment: Add Attachment
Additional Terms and Conditions:
Supplemental Information: ? Customer or Vendor can provide any supplemental information. =]
B
Inf t
.
*Supplier Contact Name: Edlt (?r enter B
“Supplier Telephone: e additional text in
Supplier Fas: — the text boxes
“Supplier Email:
*Supplier Title:
*Insurance Coverage: ? " Yes " No
DMBEE Participation Approach: ?
DMBE Participation Approach Attachment: Add Attschment
*This proposal is valid until:
™ 1 understand and accept the APPROVAL OF CONTRACTOR/SUBCONTRACTOR PERSONNEL term and condition
H You must accept Approval of Contractor/subcontractor personnell term and condition.
For fields that display a (?) to the right, a description of the field is displays when the
mouse cursor is positioned over the field name.
24 ACP Vendor Guide (26-0034) Version 1
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5. Check the ‘I understand and accept the APPROVAL OF CONTRACTOR/SUBCONTRACTOR
PERSONNEL terms and conditions’ checkbox. Note that you will not be able to submit a
proposal unless the terms and conditions have been accepted.

Supplemental Information Attachments:

*Supplier Contact Name:

*Supplier Telephone:

Supplier Fax:

*Supplier Email:

Add Attachment

O value must be set.

O value must be set.

O value must be set.

*Suppher Title: |
O value must be set.

" Yes { No
O value must be set.

*Insurance Cowverage: 7

DMBE Participation Approach: ? |

DMBE Participation Approach Attachment:

*Thiz proposal iz valid until:

Add attachment

O value must be set.

™ 1 understand and accept the APPROVAL OF CONTRACTOR/SUBCONTRACTOR PERSONNEL term and condition
0 You must accept Approval of Contractor/subcontractor personnell term and condition.

6. After populating all required fields, click Update Total to calculate the final estimated
total for the proposal and to ensure that all required information has been provided.

*Supplier Contact Name: IW
*Supplier Telephone: IW
Supplier Fax: W
*“Supplier Email: l_]hhn.srnith@m
*Supplier Title: W
*Insurance Coverage: ? & Yes " No

DMBE Farticipation Approach: ? W

DMBE Participation Approach Attachment: Sample Attachment.docx

*This propo=sal iz valid until:

Replace [Delete

|Frir 11 Jun, 2010 s

¥ 1 understand and accept the APPROVAL OF CONTRACTOR/SUBCONTRACTOR PERSONNEL term and condition

Version 1
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7. To edit any line item, select its checkbox and click Edit.

Line Items (4)

Hide Details [~ | ¥

[T Mo. Type Description
| mE

Start Date: Tue, 1 Jun, 2010

PF14804C03-09 Consulting Services - Category ...

End Date: Wed, 30 Jun, 2010, 11:55 PM
F oz B

Completion Due Date: Wed, 30 Jun, 2010
Verifier: Admin2, 3

Fos B

PF14804C02-09 Consulting Services - Category ...

PF14804C02-09 Consulting Services - Cateos

Qty Unit Price Amount

176 hour $100.00000USD  $17,600.00000USD =
CIle Edlt tO edlt a $5,000.00000USD  $5,000.00000USD
line item

5 week $500.00000USD  $2,500.00000USD

Is Recurring? Yes
Billing Date: Tue, 1 Jun2°

End Date: Jies==c10n. 2010
L I

=

Total Estimate: $27,600.00000USD

Update Total

Consulting Lines: Consulting lines are used to specify a proposed consulting labor
resource. You can enter or edit details to define the type of needed, the work location,
dates of the engagement, and the number of hours each resource is needed.

8. Select a Consulting line item and click Edit. The Edit Line Item screen displays.

PR462046-P313: ACP Consulting Sample

Items: 4  Total: $27,600.00000USD

E1 Edit Line Item

This is a summary of the item you selected. Change any editable field and save your changes.

How To
[Line Ttem 1: PF14804C03-09 Consulting Services - Category ...
Name of Persan: | Supplier:  2.MASH LANE
Job Title: Contact: 7 MASH LANE
Employee / Subcontracter: (% Employee Contracts: http://dps.dags.virginia.qov/dps/contracts/covacontractsinfo.aspx
€ Subcontractor
Title: [
Full Description: =
=
Name of Firm: [Sample Consulting |
Waork Location: ? VITA - Eastern Office
Start Date: [foe t3um, 2010 | [E
End Date: [wed, 30 Jun, 2010, 11: [
“Hours Per Week: [0
Quantity: 176
Unit of Measure: hour
Sl Rate: [6100.00000( F >
Amount: $17,600.00000USD
[Ealculate] the values and compliance information based on your edits.
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9. After populating all required fields, click Calculate to update the Amount and to ensure
that all required information has been provided.

PR462046-P913: ACP Consulting Sample
Items: ¢  Total: $27,600.00000USD Cancel

El Edit Line item

This is a summary of the item you selected. Change any editable field and save your changes.
How To

Line Item 1: PF14804C03-09 Consulting Services - Category ...

Name of Person: Ben Johnsen Supplier; 2 MASH LANE
Job Title: Consultant Contact: 7 MASH LANE

Employee / Subcontractor: & Employee Contracts: http://dps.dgs.virginia.gov/dps/contracts/covacontr D

© Subcontractor

Title: [PF14804C03-09 Consulting Services - Category ...

Full Description: PF14804C03-09 Consulting Services - Category 03: 4|
Process Assessment Improvement Consulting
Resource Line - Use this line to specify a consulting x|

Name of Firm: Sample Consulting

*Work Location: 7 WITA - Eastern Office

Start Date: [Tue, 1 Jun, 2010
End Date: Wed, 30 Jun, 2010, 11:

*Hours Per Week: [0
Quantity: 176
unit of Measure: bour
“Bil Rate: [s100.000000 & -
Amount: $17,600.00000USD

Calculate | the values and compliance information based on your edits.

10. Click OK. The Complete and Submit Response page displays.

Milestone Lines: Milestone lines are used to track specific events and/or deliverables that
are tracked during the course of a consulting project. You can enter or edit details of a
milestone line item such as due date and the amount.

11. Select a Milestone line item and click Edit. The Edit Line Item screen displays.

PR462046-P913: ACP Consulting Sample
Items: 4  Total: $27,600.00000USD Cancal

B Edit Line item

This is a summary of the item you selected. Change any editable field and save your changes.
How To

Line Item 2: PF14804C02-09 Consulting Services - Category ...
Supplier: 2 MASH LANE

Contact: ? MASH LANE

Contracts: http://dps.dgs.virginia.qov/dps/contracts/covacontractsinfo.aspx

“Title: [PF14804C02-09 Consulting Services - Category ...

Full Description: PF14804C02-09 Consulting Services - Category 02: Performance =]
Management/Balanced Scorecard Milestone Line - Use this line to specify a
payment trigger or deliverable. You may copy and add additional lines for each 7

*Completion Due Date: [Wed, 30 Jun, 2010
Supplier Contact: [1ohn Smith

Itemize Milestone? No

*Amount: =]
Calculate] the values and compliance information based on your edits.
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PR462046-P913: ACP Consulting Sample
Items: 4 Total: $27,600.00000USD

E1 Edit Line Item

This is a summary of the item you selected. Change any editable field and save your changes.

How To

[Line Ttem 2: PF14804€02-09 Consulting Services - Category ...
Supplier: 2 MASH LANE

Contact: ? MASH LANE

Contracts: http://dps.dgs.virginia.qov/dps/contracts/covacontr: D:

*Title: [PF14204C02-06 Consulting Services - Category ...

Full Description: PF14804C02-09 Consulting Services - Categery 02: Performance ;l

Management/Balanced Scorecard Milestone Line - Use this line to specify a
payment trigaer or deliverable. You may copy and add additional lines for each x|

Completion Due Date: [Wed, 30 Jun, 2010
John Smith

Itemize Milestone? No

5000 2
Calculate | the values and compliance information based on your edits.

Supplier Contact:

Amount:

13. After populating all required fields, click OK. The Complete and Submit Response page

displays.

Recurring Expense Lines: Recurring expense lines are used to list a project expense that
will occur more than once, such as an expense associated with an on-site visit or travel
costs. You can specify the number of times an expense will occur.

14. Select a Recurring Expense line item and click Edit. The Edit Line Item screen displays.

PR462046-P913: ACP Consulting Sample
Items: 4 Total: $25,100.00000USD

El Edit Line item

This is @ summary of the item you selected. Change any editable field and save your changes.

How To
Line Item 3: PF14804C02-09 Consulting Services - Category ...
Supplier: 2 MASH LANE
Contact: ? MASH LANE
Contracts: http://dps.di ginia.gov/dps/contracts/covacontractsinfo.aspx
Title : [PF14804C02-08 Consulting Services - Category ...
Full Description: PF14804C02-09 Consulting Services - Category 02: Performance ;I
Management/Balanced Scorecard Recurring Expense Line - Use this line to specify
a recurring expense. You may copy and add additional lines for each recurring |
Amount: 50.00000US 3 2
Is Recurring? @ Yes " No
*Frequency: weelk =
*Billing Date: Tue, 1 Jun, 2010
End Date: Wed, 30 Jun, 2010
Maximum Recurrences: ? 5
Total Amount: $0.00000USD
[Salculate] the values and compliance information based on your edits.
15. After populating all required fields, click Calculate to update the screen information.
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PR462046-P913: ACF Consulting Sample
Items: 4  Total: $27,600.00000USD Cancel

E EditLine Item

This is a summary of the item you selected. Change any editable field and save your changes.
How To

Line Item 3: PF14804C02-09 Consulting Services - Category ...

Supplier: 2 MASH LANE

Contact: 7 MASH LANE

Contracts: http://dps.das.virginia.qov/dps/contracts/covacontr ps
“Title: [PF14804C02-09 Consulting Services - Category ...
Full Description: FFL4804C02-09 Consulting Services - Category 02: Performance ]
Management/Balanced Scorecard Recurring Expense Line - Use thic line to specify
a recurring expense. You may copy and add additienal lines for each recurring hd
*Amount: $500.00000L 5 7
Is Recurring? @ Yes CNo

“Frequency: week ¥
*Billing Date: [True, 130, z010
“End Date: Wed, 30 Jun, 2010

Maximum Recurrences: ? 3

Total Amount: $2,500.00000U5D

Calculate] the values and compliance information based on your edits.

16. Click OK. The Complete and Submit Response page displays.

Expense Lines: Expense lines are used to indicate an expense that the buyer will incur as
part of an engagement, such as a licensing fee. Details about the type of expense incurred
and the amount is recorded on this type of line.

17. Select an Expense line item and click Edit. The Edit Line Item screen displays.

PR462045-P913: ACP Consulting Sample
Items: 4  Total: $25,600.00000USD Cancel

E1 Edit Line ltem

This is a summary of the item you selected. Change any editable field and save your changes.
How To

Line Item 3: PF14804C02-09 Consulting Services - Category ...
Supplier: 2 MASH LANE

Contact: 7 MASH LANE

Contracts: http://dpe.das.virginia.qov/dps/contracts/covacontractsinfo.aspx

“Title: [PF14804C02-05 Consulting Services - Category ...

Full Description: |PF14804C02-09 Consulting Services - Category 02: Performance -
Management/Balanced Scorecard Recurring Expense Line - Use this line to specify
a recurring expense. You may copy and add additional lines for each recurring x|

*Amount: £500.000000 5 7

1s Recurring? " Yes ¢ No

“Billing Date:  [Tue, 1 Jun, 2010
Calculate] the values and compliance information based on your edits.

18. After populating all required fields, click Calculate to ensure that all required information
has been provided.
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PR462046-P913: ACP Consulting Sample
Items: 4 Total: $25,600.00000USD Cancel

B Edit Line item

This is a summary of the item you selected. Change any editable field and save your changes.
How To

Line Item 3: PF14804C02-09 Consulting Services - Category ...
Supplier:  2MASH LANE

Contact: 7 MASH LANE

Contracts: http://dps.dgs.virginia.gov/dps/contracts/covacontractsinfo.aspx

*Title: [FF14804C02-08 Consulting Services - Category ...

Full Description: [PF14804C02-08 Consulting Services - Category 02: Performance -
Management/Balanced Scorecard Recurring Expense Line - Use this line to specify
a recurring expense. You may copy and add additional lines for each recurring -

*Amount: $500.000000 3 7

Is Recurring? i yes & No

*Billing Date:  [Tue, 1 Jun, 2010
Calculate| the values and compliance information based on your edits.

19. Click OK. The Complete and Submit Response page is displayed. At this point, you are
able to review and make any additional changes to the proposal by clicking Edit prior to
submitting it to the customer for review. In addition, you are able to add attachments
to the proposal or send a message to the customer by entering text in the message box.

[ Submit Message

Message: =

- Enter a message to
Atachments: be sent to your
customer here

* indicates required field

| X\

Add attachments to
the proposal

20. Click submit. The Review Details page displays all details related to the proposal. The
proposal has now been submitted to the customer for review.
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El You submitted Proposal PR462046-P913 - ACP Consulting Sample to Buyer Organization

Collaboration Status - ACP Consulting Sample
View the status of this collaboration request. View all related documents and send and view messages.
How To

Back

Collaboration Request Last Message (0 messages unread) Send Message
Reference 1D: PR462046-R1379

Collaboration Title: ACP Consulting Sample
Request Date: Wed, 30 Jun, 2010, 10:51 AM

Reguester: Admin, An

Current Documents Hide Details [~
Name Date Submitted Status Qty UOM Price Total Actions
PBroposal PR462046-P913 Wed, 30 Jun, 2010, 7:52 PM Proposal Sent - Waiting For Respense $25,600.00000USD

1. new desc 176hour $100.00000USD $17,600.00000USD
¥Line Item Details

Work Location: VITA - Eastern Office
Start Date: Tue, 1 Jun, 2010

End Date: Wed, 30 Jun, 2010, 11:58 PM
Hours Per Week: 40
5ill Rate: $100.00000USD
2. PF14804C02-09 Consulting Services - Category ... thour $5,000.00000USD $5,000.00000USD
¥Line Item Details

Billing Date: Wed, 30 Jun, 2010

Verifier: Admin2, a
3. PF14804C02-09 Consulting Services - Category ... 1week $500.00000USD $500.00000USD

¥line Item Details
Is Recurring? No

Billing Date: Tue, 1 Jun, 2010

4. Software licensing fee. thour $2,500.00000USD $2,500.00000USD

After the buyer has reviewed and accepted your proposal, you will receive email
notification informing you that the Collaboration Request has been updated. See
Appendix A for an example.

Messaging

ACP and Collaborative Requisitioning allow for further participation in the collaboration
process by allowing the vendor and the buyer to communicate using messaging. This
enables both parties to send and view and receive messages regarding a collaboration
request. Examples of these messages might include specific questions about a requisition,
an alternate time line for the period of service, or notes related to the negotiation. These
messages are only shared between your organization and the buyer’s organization

Users have the option of including messages when sending proposals to their customers by

either clicking Send Message in the Messages panel or by selecting Send Message from the
Actions menu.

1. From the Review Details page, click Send Message.
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Michael Dennis

Toaggle Tips Toggle Currency
E You submitted Froposal PRA60480-F632 - New collaboration Req to Buyer Organization

Collaboration Status - New collaboration Req

View the status of this collaboration request. Wiew all related docurnents and send and view messages,

How Ta
Back

Collaboration Request

Referance ID: PRABOAE0-RITL Last Message (0 messages unread) Send Message
Collaboration Title: Mew collaboration Req

Request Date: Thu, 28 Jan, 2010

Requester: adrmin, An

Composing Proposals

Name Title In Response To/Revising
Proposal FRAGO460-P630

Mew collaboration Req PR4G0460-RATL
Current Documents

Name

Hide Details
Date Submitted Status Qty UOM Price

Total Actions
Proposal PRAE0460-P632

Fri, 2 Jan, 2010, 7:03 AM Froposal Sent - Waiting For Response
1. Agency Management Analyst Lead

wline Item Details

Start Date:  Mon, 4 Jan, 2010 wiork Location: WITA - Eastern Office
End Date:  Fri, 8 Jan, 2010 work Supervisor: Admin, An

Pay Rate: 7 $20,00000USD

¥ Proposed Candidates

D Smith, John 40hour $20.00000USD $600.00000US0
All Messages
Mo termns
Back -
Click Send Message
to send a message
to the customer
Actions

Actons
Send Meszage
ithdraw Proposal
Decine Request
Fevise Proposal
Yiew
Mezzages
Primt

2. The Compose Message page displays. Enter text in the Title and Message fields. Click
Ok. At this point, you can also add attachments to the message.

Compose Message

Creste a new message that will be posted an the message board

How To
Subject:  [Question

Message: [Enter a question in the message box, This will be sent to the customer for review,

attachments;

History

Mo itemns
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3. Click Send. The Review Details page is displayed and the newly created message is

shown in the All Messages panel at the bottom of the page.

Collaboration Status - New collaboration Req

Wiew the status of this collaboration requast, Wiew all related docurnents and send and view messages.

Back

Collaboration Request

Reference 10: PR4GO460-RITL Last Message (0 messages unread)
Callaboration Title: New collaboration Req

Request Date: Thu, 28 Jan, 2010

Requester: Adrmin, An

Composing Proposals

Name Title

Proposal PR460460-PE30 Mew collaboration Reg PRA60460-RI71

Current Documents

Name Date Submitted Status Qty UOM Price
Froposal PRAG0460-P632 Fri, 29 1an, 2010, 7:03 AM
1. Agency Management Analyst Lead

wline Itern Details

Praposal Sent - Waiting For Responss

Start Date:  Mon, 4 Jan, 2010 Work Location:  WITA - Eastern Office
End Date:  Fri, 8 Jan, 2010 work Supervisor: Admin, An

Pay Rate: P $20.00000USD

¥ Proposed Candidates

[£] Smith, John

40hour $20.00000USD

All Messages

Subject:  Question
From: Michael Dennis {1/29/2010 7:35 AM) ™
Reference: Request PRAG0A0-RE7L

Enter @ question in the message box. This will be sent to the customer for review,

In Response To/Revising

How To

Send Message

Hide Detsils [~

Total Actions

$800.00000USD

P

Messages are
displayed here

Declining a Request

You, as a vendor, can elect to decline a collaboration request based on a variety of reasons
including the inability to meet rate requirements, pricing constraints, or candidate
availability. By declining a request, you are informing the buyer that you will not be

submitting any proposals for this request.

Follow the steps below to decline a collaboration request:

1. After opening a collaboration request from the ASN Inbox, click Decline Request from

the Actions menu.
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Collaboration Status - New Collaboration Request

Wiew the status of this collaboration request. View all related docurnents and send and view messages,

How To
Back

Collaboration Request

Send Message
Reference ID: PRAG0455-R370 Last Message (0 messages unread) Send Message
Collsboration Title: Mew Collabaration Request To send & message to the requester, click on the Send Message link snd epter pour message, Messeges are only shared between pour

Request Date: wed, 27 Jan, 2010 organization and the buying organization.
Requester: adming, a
Composing Praposals
Name Title In Response To/Revising
Proposal PR460455-P631 Hew Collaboration Request PRAE04EE-RH70
Current Documents Hide Details [~
Name Date Submitted Status Qty UoM Price Total Actions
O Request PR460455-R970 wed, 27 Jan, 2010 Request Received - Response Required $600.00000USD | Actions
1. Secratary Senior 40hour $15.00000USD $600.00000USD | Send Maszage
¥line Item Details Respond With Proposal
Start Date:  Mon, 11 Jan, 2010 Work Location:  YITA - Northern oOffice 2 Dedine Requast
End Date:  Fri, 15 Jan, 2010 Work Supervisor: Adming, a
Wiew
Pay Rate: 7 $15.00000USD Nt to Exceed i=500Ees
Print
All Messages Send Message | [~
Mo items
Back

2. The Declining Collaboration Request page displays.

Declining Collaboration Request from Admin2, a

Confirm that you will not be submitting any prapasals for this request,

CollaborationThread - New Collaboration Request

Reason for Decline: [(Select a Reason) =l

Comment;

3. Select a reason from the Reason for Decline drop down menu.

Declining Collaboration Request from Admin2, a

Confirm that you will not be submitting any proposals for this request,

CollaborationThread - Mew Caollaboration Request

Reason for Decline: E{Select a Reason) Ll

Cormnrment: Cannot meet rate requirements

Cannot propose due to pricing constraints
Expenses/Fee required but not allawed

Mo candidates available on requested dates
Mo candidates available with requested skills
Mot enough information

Other

Resources not available

4. Enter a comment in the Comment box. Click Ok.
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Declining Collaboration Request from Admin2, a

Canfirm that you will not be submitting any propesals for this request,

CallabarationThread - New Callaboration Requast

Reason for Decline: [No candidates available on requested dates = |

Comment: Wie are not able to provide any candidates on
Ithese specific dates,

5. The Decline message displays in the Messages panel of the Review Details page.

All Messages Bl
Subject:  Declined (Ho candidates available on requested dates)
From: Michael Dennis (1/29/2010 8:29 AM) ™

Reference: Request PR460455-R970
We are not able to provide any candidates on these specific dates.

Revising a Proposal

In certain situations, you may find it necessary to revise a proposal that has already been
submitted for Buyer review. A change in contractor availability or any form of correction to
the original proposal may prompt you to do so.

As long as the status of the collaboration request is ‘Awaiting Response from Buyer’, then
you will have the ability to revise the proposal.

Collaboration Requests %67}
i Request # Title Customer Received Date Purchase Order Armount Status Assigned To
|l l‘ PR4£0664-R1018 null email COVA eVa TRAIN - TEST & Mar 2010 9:37:18 AM $160.00 USD Awaiting Response from Buyer

L assign To: | none =l

The following steps describe how to revise a proposal:

1. After opening the collaboration request, select Revise Proposal from the Actions menu.

Current Documents Hide Details "
Name Date Submitted Status Qty UDOM Price Total Actions
Proposal PR4B06ES-PEET Mon, & Mar, 2010, 9:37 aM Proposal Sent - Waiting For Response L Actions
1. Agency Management Analyst Lead Send Message

wline Itern Details withdraw Propozal

Decline Request

Start Date:  Mon, 1 Mar, 2010 Worl Location: VMITA - Eastern Office
Revise Proposal
End Date:  Tue, 2 Mar, 2010 wark Supervisor: Admin, An View
Pay Rate: ¥ $10.00000U5D Messages
¥ Proposed Candidates itz
Dtest test 16hour $10,000000SD $160,0000005D
2. From the Revise Proposal page, click Edit.
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— S—
Ed Revise Proposal
Madify the itemns to reflect your revised offer for this propasal.
How Tao
Title: null email
Based on: Proposal PR460GE4-PEET - null email fourrent]
Line Items (1) Show Details ‘

¥ No. Type Description

¥ 1 EH
NEN

Agency Management Analyst Lead

T~

Qty Unit Price Amount

16  hour

-~

Total Estimate: $160.00000USD

Update Total

L |

Submit Message

Message:

Attachments;

3. Make any edits/updates to the proposal on the Edit Proposal page

and click OK.
A

El Edit Line item

This 15 a summary of the itemn you selected, Change any editable field and save your changes,

Haow To

Candidates

Show Details

[T Name Start Date End Date Bill Rate

M [Etest, test
L | [ndd]

Mon, 1 Mar, 2010 Tue, 2 Mar, 2010 $10.00000USD

Qty

16

Amount

$160.00000U3D

‘ Line Item 1: Agency Management Analyst Lead

| 01 - Washington DC Metro / Morthern Wirginia ;l
0-3 years -
Man, 1 Mar, 2010

*Zone:
#*Years Experience:

*Gtart Date; 7

*End Date: 7 Tue, 2 Mar, 2010
*Quantity: 7 16

hour

$10.00000USD

Unit of Measure: ?

*Pay Rate: 7

4. Submit the revised proposal.

Supplier:

Contact: 7

*Hours Per Week; ?

work Location: 7

Work Supervisor: 7

Candidate Required: 7
Response Deadline:
Resume Required: ?
Message: 7

Attachment(s): 7

2 MASH LANE

MASH LANE [ select ]

40
WITA - Eastern Office

4053 Legato Rd,
Fairfax, V& 22033

Admin, An

Yes

Yes

(nane)
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|I| You submitted Proposal PR460664-P669 - null email to Buyer Organization

Collaboration Status - null email
View the status of this collaboration request. Wiew all related docurnents and send and view messages.
How To

Back

Collaboration Request

Send Message
Reference 1D: PRAGOG64-R1016 Last Message (0 messages unread) Send Message
Cuollaboration Title: null email

Reguest Date: Fri, 5 Mar, 2010

Reguester: admin, An

Composing Proposals
Name Title In Response TofRevising
Proposal PRABOBES-PEE] null ernail PRA4BOEEL-RI016

Proposal PR4606E4-PEEE null ernail PRAB06E4-PEET

Current Documents Hide Details "

Name Date Submitted Status Oty UDM Price Total Actions

Proposal PRAGOGAL-PEED Mon, 8 Mar, 2010, 10:15 AM Proposal Sent - Waiting For Response
1. Agency Management Analyst Lead
wline Item Details
Start Date:  Mon, 1 Mar, 2010 Wark Location: WITH - Eastern Office
End Date:  Tue, 2 Mar, 2010 Work Supervisor: Admin, An
Pay Rate: 7 $10.00000U3D
¥ Proposed Candidates
Dtest test 16hour $10.00000USD $160.00000USD

All Messages Send Message

Withdrawing a Proposal

After submitting a proposal to the Buyer for review, you have the option to withdraw the
proposal. Reasons for withdrawing a proposal can range from a change in resource
availability to requiring the buyer to make a change to the proposal before responding.

The process for withdrawing a proposal is described below:

1. Select Withdraw Proposal from the Actions menu.

Current Documents Hide Details *'
Name Date Submitted Status Qty uvomM Price Total Actions
Proposal PRAG06ED-PEET Mon, & Mar, 2010, 10:15 AM Proposal Sent - Waiting For Response IE el
1. Agency Management Analyst Lead Send Meszage
¥line [tern Details Withdraw Proposal
Dadine R t
Start Date:  Mon, 1 Mar, 2010 Worlk Location: WITA - Eastern Office AN MRG0
Revise Proposal
End Date:  Tue, Z Mar, 2010 Work Supervisor: Admin, An View
Pay Rate: 7 $10.00000USD Mincomees
¥ Proposed Candidates Print
Dtest test 16hour $10.00000USD $160.00000USD

2. From the Withdrawing Proposal page, select a Withdraw reason from the drop down
menu. Enter a comment in the Withdraw Comment text box, if necessary. Click OK.
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Withdrawing Proposal oK
Confirm that you are withdrawing this proposal,
How To
Proposal PR460664-P669 - null email
Withdraw Reason: E(=elect a Reason) LI
Select a Reasan
LRGEIERRSE LU C o didste declined engagement
Candidate no longer available
Change to Proposal required
Other
Resources not available
2
withdraw Reason:  f({Select a Reason) ;l
. Select a Reason
LUGLIERRSE R LU C 5ndidate declined engagement
Candidate no langer available
Change to Proposal required
Other
Resources not available
3. The proposal has been withdrawn and the status of the collaboration request is
‘Withdrawn by Supplier’.
Current Documents Hide Details "'
Name Date Submitted Status Oty UOM Price Total Actions
O Proposal PR460664-P669 Man, 8 Mar, 2010, 10:15 AM Withdrawn by Supplier - Candidate no longer available

1. Agency Management Analyst Lead
¥line Item Details
Start Date:  Man, 1 Mar, 2010 work Location: WITA - Eastern Office
End Date:  Tue, 2 Mar, 2010 Wwork Supervisor; Admin, An
Pay Rate: 7 $10.00000USD
¥ Proposed Candidates
Dtest test 16hour $10.00000U5D $160,0000005D

Printing a Proposal

In addition to the actions described above, you also have the option to print a text copy of
the collaboration request. When printing, the text will show Supplier information, details of
the request, the current status of the request, and all comments associated with the
proposal.
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To print a text version of the collaboration request, follow the steps below:

1. From the Actions menu, select the Print option.

Current Documents

Name Date Submitted

@ Proposal PR460664-P669
1. agency Managernent Analyst Lead

Mon, 8 Mar, 2010, 10:15 &M

¥Line Item Details

Start Date:  Mon, 1 Mar, 2010
End Date:  Tue, 2 Mar, 2010
Pay Rate: ¥ $10.00000USD
¥ Proposed Candidates

[E] test, test

Status Qty UOM Price

Withdrawn by Supplier - Candidate no longer available

work Location: VITA - Eastern Office

Work Supervisor; Admin, An

16hour $10.00000USD

Hide Details “'

Total Actions

Actions
Send Message
Resubmit Proposal
Decline Request
Revise Propasal

View

Messages

Print \"")

$160.00000U5D

2. You can now print the text document containing information about the collaboration

request.

Your logo here...

PRA460664-P669: null email

Issued on Mon, 08 Mar, 2010
Created on Mon, 08 Mar, 2010 by Michael Dennis

Phome: 1131-393-0000
Fasc: 1231-303-0001
Cortart: Mash Four

Start Dake - Mom, 1 Wiz, 2010

End Date | Tue, 2 Mur, 2010

Ship To Bill To.
Commovmeahh of Virghida Commmonmakh of Virghiia
4053 Legits Ra. 4050 Legato R,
Fitfise, VA 29033 Arlingtom, VA 22201
Uhiired Sties Uhiited Srites
Fhuone: 1555-555-4444
Ddiver To
Tobn Stevemson
Hem Description Part Humber Uit Qi Need By Vini Price Exctended Anount
1 Agency Management Analyst Lead 108 how 15 Hone F10.00000U5D $160.00000USD
Agany Mawgauat Alyst Lesd
Tane :

Sdected Candidate : Supphier Referance #

Work Location © 4033 Legan Rd Work Superviser : Admin, An

Faittex, VA 22033

Uhited States

Hamme Shart Date End Date Bill Rade Pay Raie Markap Amount Madarp Pereent Quantity Amaumt

tast, test Mom, 1 bz, 2010 Tux, 2 Br, 2010 $10.00000U5D $10.000007SD 0 16 $160.00000USD
Fomn

Tobal $160 00000UD
Status: Withdrawn
Approvals

‘No Approval Requests

Proposal Comments

* RELEASE by Michasl Dennis on Momday, Marcir 8, 20108t 10:30 AW with comment
Candidate ne longer available (Michal Dennis, Mon, 08 Mar, 2010)
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COLLABORATION STATUS LEVELS

On the Collaboration Requests page of your ASN Inbox, the document status for each
collaboration request is displayed to reflect updates made during the collaboration process.
You can view collaboration request statuses and search for collaboration requests according
to three general statuses in Search Filters: Response Needed, Collaboration Accepted, and
Collaboration End. This is also the order in which a typical collaboration request is

m

Assigned Ta

processed.
Collaboration Requests
r Request # Title Custamer Received Date Purchase Order Amount Status
|} ‘L PR460460-R871 Mew collaboration Req COVA eVa TRAIM - TEST 29 Jan 2010 8:32:37 AM $600.00 USD  Proposal Accepted and Request Clased
|l l_'_ PR4£0455-R.970 Mew Collaboration Regquest COVA eVA TRAIM - TEST 29 Jan 2010 8:29:34 AM $600.00 USD Reguest Declined by Supplier
|l ‘L PR454500-RI65 ip switch COVA eVA TRAIM - TEST 23 Jan 2010 10:08:15 AM $400.00 USD  Awaiting Response from Buyer
r ‘L PR435180-R 366 1485 BH COVA eWA TRAIM - TEST 20 Jan 2010 5:41:54 PM EP433370 $400.00 USD  Proposal Accepted and Request Closed
|} ‘L PR435169-R965 1485 retest COVA eVA TRAIN - TEST 20 Jan 2010 S:13:33 FM $400.00 USD Regquest Received - Supplier Response Required
|l l_'_ PR438188-RI64 1485 COVA eVA TRAIM - TEST 20 Jan 2010 4:58:51 PM $400.00 USD Reguest Received - Supplier Response Required

= G

Assign To: | none

The table below describes each collaboration request status.

Status Definition Search Filter
Awaiting The buyer is considering the proposal. Response
Response from Needed
Buyer

Awaiting The buyer sent additional requests and is awaiting your response. Response
Response from Needed
Supplier for Some

Requests

Buyer Response You created alternate proposals. The buyer is considering your alternate Response
Required for proposals. (You can create alternate proposals only for those items that are Needed
Some Proposals defined to allow alternate proposals.)

Proposal Rejected The buyer rejected the proposal. The supplier can make a new proposal. Response
by Buyer Needed
Request Received A new collaboration request is in your Inbox. The buyer is awaiting your Response
- Supplier response. Needed
Response

Required

Some Proposals You withdrew some proposals. Response
Withdrawn by Needed
Supplier

Some Proposals The buyer rejected some proposals. Response
Rejected by Needed
Buyer

Proposal The buyer accepted the proposal and closed the request. Collaboration

Accepted and
Request Closed

Accepted

Proposal The buyer accepted the proposal. Collaboration
Accepted by Accepted
Buyer
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Status Definition Search Filter

Proposal Partially The buyer accepted one or more items in the proposal.
Accepted by
Buyer

Collaboration
Accepted

Some Proposals
Accepted and
Request Closed

The buyer accepted some proposals and closed the request.

Collaboration
Accepted

Some Proposals The buyer accepted some proposals. Further information is available in

Collaboration

Accepted by collaboration. Accepted
Buyer

Proposal You withdrew the proposal. Collaboration
Withdrawn by End

Supplier

Request Canceled The buyer canceled the request. No further action is allowed.
by Buyer

Collaboration
End

Request Closed The request is closed. No further action is allowed.

Collaboration
End

Request Declined You declined to collaborate on the request.
by Supplier

Collaboration
End

Request Expired  The request has expired. No further action is allowed.

Collaboration
End

Request Routing  An error occurred while routing your response. Contact the buyer for further

action.

Collaboration
End

Some Proposals
Closed

Some proposals are closed.

Collaboration
End

Some Proposals
Declined by
Supplier

You declined some proposals.

Collaboration
End
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APPENDICES

Appendix A — Sample Email Notifications for Collaboration
Requests

ASN Account Receives a New Collaboration Request:

* Email is sent to the individual user if the request has been assigned. If unassigned, then
the email is sent to the account of the ASN account administrator.

This notification contains important information about your testAriba
Supplier Network account (ANID: AN01002918167-T).

You have received a new collaboration request from COVA eVA TRAIN - TEST.

Title: New collaboration Req
Request #: PR460460-R971

Buyer Name: COVA eVA TRAIN - TEST
Amount: $800.00USD

Status: Request Routing

Received Date: 20 Jan 2010

A Collaboration Request is Updated:

* Email is sent to the individual user if the request has been assigned. If unassigned, then
the email is sent to the account of the ASN account administrator.

This notification contains important information about your testAriba
Supplier Network account (ANID: AN01002918167-T).

One of your collaboration requests from COVA eVA TRAIN - TEST has been
updated.

Comments:

Title: New collaboration Req

Request #: PR460460-R971

Buyer Name: COVA eVA TRAIN - TEST

Amount: $800.00USD

Status: Request Received - Supplier Response Required Received Date: 20 Jan
2010

Click the link below to view the request

https://service.ariba.com/Supplier.aw/ad/col labReqgDetai l ?requestDoc1d=20000
000000000000158800309&anp=Ar iba&community=2
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A Collaboration Request Has Been Assigned to a User:

* Email is sent to the user to which the request has been assigned

This notification contains important information about your Supplier
Network account (ANID: AN01002918167-T).

One of your collaboration requests from COVA eVA TRAIN - TEST has been
updated.

Comments:

Title: New collaboration Req

Request #: PR460460-R971

Buyer Name: COVA eVA TRAIN - TEST

Amount: $800.00USD

Status: Request Received - Supplier Response Required Received Date: 20 Jan
2010
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Appendix B — Helpful Resources

Answers to most questions regarding Collaboration Requests and the Collaborative
Requisitioning process can be found on the ASN Home Page by accessing the Help link.

/" Ariba Supplier Network v Manage Profile

ARIB A" Test Mode Help ”_Logout

Goto »

A

Docurmentation and Tutorials

Home Inbox Outbox Catalogs Administration Reports

Profile Completeness

Customner:

Purchase Orders

| 45%

Order Confirmations
Enter your website to Order Number:

reach 50% »

Ship Notices

Invoices Dats Range:
Payments [Last 14 days =

Mare...

Quick Links

Wiew: |Last 24 hours 0

K| Purchase orders

I~ Exact Match

Help Link

44 ACP Vendor Guide (26-0034) Version 1
09/30/10



e‘/A VENDOR COLLABORATION GUIDE
APPENDICES

Appendix C — Frequently Asked Questions
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