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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 resources.
The ACP module leverages Ariba Buyer (eMall) requisitioning, workflow, and buysense org
extensions to provide a seamless experience to buyers, and leverages vendor Ariba Supplier
Network (ASN) accounts 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 of a contractor and an hourly rate. 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 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, and history, and to participate in the overall
collaboration process.

This guide describes the collaboration process and functionality to be used for the
temporary labor category contained in DGS contracts,
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Figure 1 below outlines the Collaboration Process and how the vendor and buyer are

involved in a typical transaction.

Figure 1: Collaboration process

Ariba Buyer/Ariba
Supplier Network (ASN)

Collaboration Process

ASN

Vendor

Collaboration
Request Generated

Notification Sent to

A 4

Vendor

Vendor Punch-In

Ariba Buyer - First

Buyer

Post/Respond to
Messages

Vendor

Vendor

Post/Respond to
Messages

Time Access Buyer Buyer Ariba Buyer
Vendor Access Standard PR to
Granted > Submit Proposal Review Proposal > Finish Collaboration » Purchase Order (PO)
Processing
Version 1 ACP Vendor Guide (26-0034) Page 3

01/25/10




VENDOR COLLABORATION USER GUIDE
ASN NAVIGATION

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.

Ariba Supplier Network Log In

Login Home | Help Using the Network

Find out how to make the most
of your account, Wiew these

Join Ariba Supplier Network !

ARl E A e [ || Resister your company on Ariba Supplier Hetwork , the leading supplier network: with over £100 bilion USD in annual business S (B s o
Peeotrrares across industries, products, and services, 0

' ] ] Reqister as a Hew Supplier > i‘nt[oduli:tmn to Aribs Supplier

Sampline Network Hetwork

The Supplier Membership
Program

Eoraat Password?

Eoraat Username?

Handling Purchase Orders
oy (Reiierr & Creating Invaices

) . ) 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

ARIB A value fram your eBusiness relationships powered by Ariba Supplier using the Ariba Supplisr

Netwark, To learn more about the new features in this releass, Hetwork and Ariba Supplier
a0y please click on the link below. Frograms to gain huge bensfits.
SuppiteNatwork

Success Stories

Community

Learn about the latest Ariba
Supplier Netwark news and
upcoming events

Ariba Supply Lines - Register
for your free subseription

. today!

Grow Your Business

Supplier Membership Program Resources

Gain valuable exposure to hundreds of global
buying organizations.

New Business Opportunities
Receive email notifications for new business
opportunities.

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 mest

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

Early Payments
Manage your receivables for early payment.

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

Customer Support
Documentation

Differentiate Your Bu: ess - Consulting \. ,/
Get noticed by buying organizations through the d'ifere';‘ t“g“f‘“"ﬂ“hm’ke“"% and Get expert help when you need it
supplier certification programs such as Ariba operational needs of your business. s lier Technical S t
Ready. To upgrade, simply log into your account and Supphier Technical Support .
haeEs SRy Get your product questions answered quickly XML documentation
Advertisin, select "My Services” in the |sft menu bar, with priority support.
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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 by either opening the
Inbox located at the top left of the page or by selecting Collaboration Requests 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.

) Ariba Supplie ork ) Aribe y ) Manage Profile

. Help * Logout
& ARIB A Test Mode Michael Dennis, Administratar

LI Inbox  Outbox  Catalogs  Administration  Reports ANID: AHOL0025158121-T

® Refresh Content

Alerts and Messages
[27 Jun 2009]: Company Profile Dut-of-Date.
Update your profils to maximize your visibility to
potential customers

Profile Completeness

Custamer:

| 45%

Select the Inbox
tab

Order Confirm3

Enter your website to Order Number:

reach 50% » Ship Motices

Find out if your existing custorners are accepting Y
relationship reguests from suppliers on Ariba SN.

Quick Links Invoices

Payments

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

K- Purchase Orders

Date Range:
Last 14 days =

Mew Supplier Newsletter — Subscribe Today! i

I Exact Match

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

Hew (18
118) Purchase Order Status 30f3 WU Last 7 days @ |v

Changed (S}
Failed (0} Custamer Hew Changed Confirmed Shipped Invoiced In Progress Failed
Fartially Confirmed (0) K. Commonwsalth of... a 0 a 0 a 0 0
Partizlly Shipped (0)
Partally Invoiced (0) K. covaevasT-TeST & L 0 i 0 o o

K. COVAeVA TRAIN .. & 3 a o a o o

=) Invoices Last Refresh: 27 Jan 2010 8:51:03 PM
Failed (0}

Rejected (0) Invoice Status 30f3 VL Last 7 days ® |y

collaboration Customer Sent Approved Faid Rejected Failed
A1 picuents N =
<  Commanwealth of... o 0 o i o
Respanse Heeded (0)
S\ OVA VA 5T - TEST o [ o 1 o
ﬁ Manage A a o a a a
Time 8 Expense Shests Select the Last Refresh: 27 Jan 2010 8:51:03 PM
Create i
Lo, =y Collaboration , :
o9 aoetten Customer Requests - rInitiated Eligible for Supplier-Initiated Discounts Eligible for Auction
Contract invoice Commonwealth of .. q q £0.00USD £0.00080 £0.00USD
Quick Link
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Inbox
Select the Inbox from the ASN Home Page and then click Collaboration Requests from the
sub-menu.

Gotos ) AF - ) ariba

%AHIEA' E

Home Inbox Ctho Catalogs Adrministration Feports

Purchase Orders Collaboration Requests Time & Expense Sheets  Early Payments  Mare...

Select Collaboration

Requests from the

Fb When the ASN account receives a new| sub-menu an email notification will
be sent. See Appendix A for an examp

Collaboration Requests

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.

When a collaboration request is opened, ASN accesses the customer’s procurement site and
displays details of the request.

Manage Profile

Help ™ Logout

.
& ARIB A Test Mode Michael Dennis, Administrator

Home [EOUTSHN Outbox  Catalogs  Administration  Reports ANID: ANO1002918167-T

Collaberation Requests

¥ Search Filters

Search for requests

Custamer: l:l @ Assigned To:
T — Solagereton Reauest [Respose teeded 2] by using filters
 partial number ' Exact number Number of Results:

Date Range: Other = 8
* Start Date: 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 / Securi ity Dizclosure / Terms of Use
® 1956-2003 Ariba, Inc. All rights reserved.

Collaboration
Requests are listed
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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.

Purchase Crders Custorner:

Order Confirmnations | | o
<hip Notices |Request Murmber: |
Invoices Date Range:
Collaboration Requests | Last 14 days ;||

Mare... [T Exact Match

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

1. 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 following options:

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.

3. Click Search.
4. From the Inbox, click a link in the Request # column to view details.
5. To search again, click Reset.
Version 1 ACP Vendor Guide (26-0034) Page 7
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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.

Purchase Orders

¥ Search Filters

& partisl umber  © Exact number Contractor: ]
Iovoice Number: || Purchase Order Status:
Date Range: Last 14 days =] sk @ Al except hidden orders © Al only hidden orders
Start Date: 15 Jan 2010 " search only blanket purchase orders
End Date: 28 1an 2010 Number of Results: 100 =

The following filters are available for searching for collaboration requests:

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 clrl123.

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.

Page 8 ACP Vendor Guide (26-0034) Version 1
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The steps below describe the process for executing a search for collaboration requests using
Search Filters:

Select the Inbox tab.

Select Collaboration Requests from the sub-menu.

Click the expand arrow to open Search Filters.

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

Click the Request # in the search results in order to view details of the collaboration
request.

PONE

o

0 Help ~ Logout
ARIBA Michael Dennis, Administrator

Horme Inbox Outhox Catalogs Administration Reports ANID: AMO1002918167-T

o Collaboration Requests  Time

Collaboration Requests

¥ Search Filters

i I— i
. Date Range is the
Mumber: 't 31 1
smber & Partial mumbor 00 Exsot numbar specified Search Filter
Date Range:
Start Date: 22 1an 2010
End Date: 28 1an 2010
Collaboration Requests 1]
r Request # Title Custorner Received Date Furchase Order Arnount Status Assigned To
r "_ PR4£0455-R970 MNew Collaboration Request COWA eld TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD  Request Received - Supplier Response Required
r 13_ PRA54500-R968 ip switch COVA VA TRAIN - TEST 23 Jan 2010 10:08:15 AM $400.00 USD  Awaiting Response from Buyer
- assion T .
Results that
match the search
criteria
In addition, you can sort the list using the Request#, Title, Customer, Received Date,
Purchase Order, Amount, Status, and Assigned To column headers.
Collaboration Requests [ !
r Reguest # Title Customer Received Date Purchase Order Armount Status Assigned To |
‘ r 1_‘ PR460460-RIT1 Mew collaboration Req COWA VA TRAIN - TEST 28 Jan 2010 3:39:02 PM $800.00 USD  Request Received - Supplier Response Required |
‘ [ 4z PR460455-RI70  Mew Collaboration Request COMA eWA TRAIN - TEST 27 Jan 2010 9:42:12 PM $600.00 USD Request Received - Supplier Response Required |
Version 1 ACP Vendor Guide (26-0034) Page 9
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eVA

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.
2.

3.

Navigate to the Inbox
Click Collaboration Requests from the sub-menu. The ASN will display collaboration

requests assigned to you and all unassigned collaboration requests.

user and then select the user from the ‘Assign To’ drop down menu.

Collaboration Requests

4. Click Assign. The

~ Request #

Title

[¥ A3 PR4G0ASE-|

R970  New Collaboration Request

[¥ 43 PR45a500-

Assign To: [none

Michael Dennis

page.

Collaboration Requests

-

=
=
=
=
=

1z
B
B
B
L

Request #

PR4A0460-R571
PR460455-R370
PRA454500-R368
PR436199-RI65

PR438185-R A6

ROEE  ip switch

- ()

Title

Hew collsborstion Req
New Collaboration Request
i switch

1485 retest

1485

assign To: | Michael Dennis =

Customer

COVA eVA TRAIN - TEST 23 Jan 2010 10:08:15 &M

T

Use the drop down menus to select
the user who you want to assign
the collaboration request to

COVA eVA TRAIN - TEST 27 Jan 2010 9:42:12 PM

Received Date Purchase Order

Amount Status

$400.00 USD  Awaiting Response fram Buyer

Check the box next to each collaboration request that you want to assign to another

m

Assigned To

$600.00 USD  Request Received - Supplier Response Required

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

user is now displayed in the Assigned

Custorner

COVA eVA TRAIN - TEST

COVA eVA TRAIN - TEST

COVA eVA TRAIN - TEST

COVA eVA TRAIN - TEST

COVA eVA TRAIN - TEST

Received Date Purchase Order Arnount

29 1an 2010 7:03:50 AM $800.00 USD
27 Jan 2010 9:42:12 PM $600,00 USD
23 Jan 2010 10:08:15 AM $400,00 USD
20 Jan 2010 5:13:33 PM $400.00 USD
20 Jan 2010 4:58:51 PM $400.00 USD

Status

Awaiting Response from Buysr

Request Received - Supplier Response Required
Awaiting Response from Buyer

Request Received - Supplier Response Required

Request Received - Supplier Response Required

To column to the right of the

]

Assigned To

Michael Dennis

IQ] Users will receive email notification stating that a Collaboration Request has been

assigned to their ASN account. See Appendix A for an example.
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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 contractor to act as a temporary administrative assistant, the proposal will
contain details including the candidate's name, candidate’s ID, resume, and hourly rate.

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

Collaboration Requests T
r Request # Title Custorner Received Date Purchase Order Amaunt Status Assigned To

r ‘L FR460460-R371  New collaboration Req COVA YA TRAIN - TEST 28 Jan 2010 3:39:02 PM $800.00 USD Request Received - Supplisr Response Required

[T A3 FR460455-RO70 Jew Collaboration Request — COVA sWA TRAIN - TEST 27 Jan 2010 $:42:12 PM $600.00 USD  Request Received - Supplisr Response Required
Assign To: | none -

Click the Request # link
to open the
collaboration request

Version 1 ACP Vendor Guide (26-0034) Page 11
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2. The Line Item Details page of the collaboration request displays.
Collaboration Status - New collaboration Req
Wiew the status of this collaboration request. Wiew all relsted documents and send and view messages.
How To
Back

Collaboration Request

=2&nd Mess3ge
Reference 10 PRA60460-RITL Last Message (0 messages unread) Send Message
Collaboration Title: Mew collaboration Req To send & message to the requester, click on the Send Message link and enter pour message, Messages are only shared
Request Date: Thu, 28 Jan, 2010, 3138 PM between your organization and the buying oraanization,

Requester: Admin, An

Current Documents

Hide: Details
Name Date Submitted Status Oty UDM Price Total Actions
O Request PR460460-RO7 1 Thu, 26 Jan, 2010, 338 FH Received - Reguired $600.00000USD
1, Agency Managerment Analyst Lead 40hour $20.,00000USD $800,00000USD
wline Item Details
Start Date:  Man, 4 Jan, 2010 Work Location:  WITA - Eastern Office
End Date:  Fri, 8 Jan, 2010

Work Supervisor: Admin, An
Pay Rate:  $20.00000US0 Mot to Exceed

all Messages Send Message
No items

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

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

How To
Back

Collaboration Request

Send Message
Reference 1D PRAGD4E0-RITL Last Message (0 messages unread) Send Mescage
Collaboration Title: Mew collaboration Reg To send 5 message to the requester, click on the Send Message link and enter pour message, Messages are only shared between pour
Request Date: Thu, 28 Jan, 2010, 3:36 PM arganization and the buying organization.

Requester: Adrin, An

Current Documents

Hide Details
Name Date Submitted Status gty uOM Price Total Actions
O Request PR460460-R971 Thu, 28 Jan, 2010, 3:36 PM Request Received - Response Required $500.00000USD | pctions
1. Agency Management Analyst Lead 40hour $20.00000U5D $800,00000USD  Send Message
¥Line Item Details Respond With Proposal
Start Date:  Maon, 4 Jan, 2010 Work Location:  WITA - Eastern Office P Raeprst
End Date:  Fri, & Jan, 2010 work Supervisor: Admin, An iew
Pay Rate: 7 §20,00000USD Mok to Exceed Messages
Print

all Messages

L Send Message
No items Select Respond

with Proposal

from the Actions
Actions menu

Actions
2 send Messzage
Respond With Proposal

Decline Requeast

Yiew
Messages
- Primt

Page 12 ACP Vendor Guide (26-0034)
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4. 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 PR460460-R971 - New collaboration Req (current)
Include Or Exclude Ttems From Your Proposal
Selection No. Description Oty Unit Price Amount
Included ~ 1 Agency Management Analyst Lead 40 hour $20.00000USD $800.00000USD
0 Toinclude this item, some information must be provided.
Start Date: Man, 4 Jan, 2010 Candidates: [ Add ]
End Date: Fri, 8 Jan, 2010 Mo Ca i

Click the Candidate
Add link

5. 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

-

Contractor Candidate Details

Review and modify a contractor candidate.

How Ta

#First Name: l—
*Last Name: —
*Driver's License State: 7 lm
*Driver's License Mumbers 7 [
Supplier Contractar ID: 7 [

*Resume: {nane)
“Start Date: [Won, 4 Jan, 2010 | [
*End Date: [Fri, 8 1an, 2010 | [
*Hours Per Week: fan—
*Quantity: 7 fan
*Bill Rate: ?
B Bill Rate is required and must equal Pay Rate plus Markup.
“Pay Rate! ? [ 3 timit: $20.00000480 Not to Exceed.
*Markup Percent: l—

*Overtime Markup Percent:
Supplier Reference #: 7

Armnaunt

Reject Reason:

Calculate |the values and cornpliance information based on your edits.
Jox |

IQ] 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.

Version 1 ACP Vendor Guide (26-0034) Page 13
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6. 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.

Contractor Candidate Details

Review and modify a contractor candidate,

*First Name: IJu:uhn
*Last Marne: ISmith
*Driver's License State: 7 WA -
*Driver's License Nurmber: 7 |111223333

Supplier Contractor ID: 7 |

*Resurme: Candidate resurne. doc |Rep|acel | Deletel
* Gtart Date: [Man, 4 Jan, 2010

*End Date: [Fri, & Jan, 2010

*Hours Per Week: |4IZI

*Quantity: 7 |4IZI
*Bill Rate: ? |$2I:I.I:II:II:II:II:IL|E E

*Pay Rate: ¢ |$19.D4?62L|E E Limit: $20.00000080 Not to Exceed.
*Markup Percent: IS%
*Overtime Markup Percent: IS%

Supplier Reference #: ¢ |

Amount: $300.00000UsD

Reject Reason:

Calculate [the values and compliance information based on your edits.
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7. Click Ok. The Review and Select Items screen is displayed and the newly added
contractor candidate is now included in the proposal.

PR4£0460-PE32: Mew collaboration Req

Kl Review And Select Items

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

How To
Based on: Request PR460460-RI71 - New collaboration Req (eurrent)
Include Or Exclude Items From Your Proposal
Selection No. Description Oty Unit Price Amount
Included ~ 1 Agency Management Analyst Lead 40 hour $20,00000USD $800.00000USD
Start Date: Mon, 4 Jan, 2010 Candidates: [ add]
End Date: Fri, 8 Jan, 2010 rmith, John 42000000050

/

Candidate is now
populated

8. 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.

PR460480-PE32: New collaboration Reg

E Complete And Submit Response

Finish modifying the details of this proposal. To edit an itern, selsct its chack box and click Edit.

Title: New collaboration Req

Based an: Request PRAG0460-RITL - New collaboration Req (current)

Line Items (1)

How Ta

Show Details [

¥ No. Type Description

~ 1 Agency Management Analyst Lead

CEE I~

Qty Unit Price Amount

40 hour

~
Edit
Submit Message

Total Estimate: $800.00000USD

Update Total

Message:

Attachrnents:

Enter a message to
be sent to your
customer here

N
I\

Add attachments to
the proposal

Version 1
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RESPONDING TO COLLABORATION REQUESTS

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

Michael Dennis Toggle Tips Toggle Currency

E Vou submitted Proposal PRA60460-P632 - New collaboration Redq to Buyer Organization

Collaboration Status - New collaboration Req

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

Back

Collaboration Request
Reference 1D: PRAED4E0-RI7L
Callaboration Title: Mew collaboration Req
Request Date: Thu, 28 Jan, 2010

Requester: admin, An

Last Message (0 messages unread) Send Messane

Composing Proposals
In Response TofRevising

Name Title
Proposal PRA60460-P530 New callaboration Req PRA60460-R371
Current Documents Hids Details [
Name Date Submitted Status oty UOM Price Total Actions
Proposal PRA60460-PE32 Fri, 29 Jan, 2010, 7:03 AM Praposal Sent - Waiting For Response

1, Agency Management Analyst Lead
¥line Item Details
Start Date:  Mon, 4 Jan, 2010 work Location: WITA - Eastern Office
End Dats:  Fri, 8 Jan, 2010 work Supervisor: Admin, An

Pay Rate: ¥ $20.00000USD

¥ Proposed Candidates
[2] 5mith, John 40hour $20.00000USD $500,00000U5D

il

All Messages

Mo items

Back

IQj 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.

Page 16 ACP Vendor Guide (26-0034) Version 1
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1. From the Review Details page, click Send Message.

M

ael Dennis

Toggle

Toggle Currency
E Vou submitted Proposal PRA60460-P632 - New collaboration Redq to Buyer Organization

Collaboration Status - New collaboration Req

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

Back

Hiow T

Collaboration Request

Send Message
Hoferancs 10 [ — Last Message (0 messages unrsad) Send Msssage
Callaboration Title: Mew collaboration Req
Request Date: Thu, 28 Jan, 2010

Requester: admin, An

Composing Proposals

Name Title In Response TofRevising
Froposal FR460460-P630 Mew collaboration Req PRAG0O4B0-RITL
Current Documents

Hide Details
Name Date Submitted Status Qty uoM
Proposal PRA6O4E0-PAIZ Fri, 23 Jan, 2010, 7:03 AM

Price Total Actions
Proposal Sent - Waiting For Response
1. Agency Management Analyst Lead

¥line Item Details

StartDats:  Mon, 4 Jan, 2010

work Location:  WITA - Esstern Office
End Date:  Fri, 8 Jan, 2010 work Supervisor: Admin, An
Pay Rate: 7 $20.00000USD

¥ Proposed Candidates
[E] Srmith, John

40hour $20.00000USD $800.00000USD
All Messages

Mo terns

Back R
Click Send Message
to send a message
to the customer

Actions

Actions
Send Meszage
ithdraw Proposal
Cecline Request
Fevise Proposal
Yiew
Meszages
Primt

Version 1
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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 FiEE -
o iterns

Cancel

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 request, Yiew all related documents and send and view messages.

How To
Back

Collaboration Request

=&nd Message
Reference 1D PRAGOMBO-RITL Last Message [0 messages unread) Send Messane
Collaboration Title: New collaboration Reg To send @ message to the requester, cick on the Send Message link and enter your message. Messages are only shared between
Request Date: Thu, 28 Jan, 2010 your organization and the buying orgsnization

Requester: Admin, An

Composing Proposals

Name Title In Response To/Revising
Proposal PR460460-PEI0 MNew collaboration Req PR460460-RI71

Current Documents

Hide Detsils [~

Name Date Submitted status aty UOM Price Total Actions
[ Proposal FRAG0480-PE3Z Fri, 23 Jan, 2010, 7:03 AM Froposal Sent - Waiting For Response
1. Agency Management Analyst Lead

¥line Item Details

Start Date:  Mon, 4 Jan, 2010 Work Location: WITA - Eastern Office
End Date:  Fri, & Jan, 2010 Work Supervisor: Admin, An
Pay Rate: 7 $20.00000USD

¥ Proposed Candidates

Srnith, John

40hour $20.00000USD $800.00000USD

All Messages il
Subject:  Question

From: Michael Dennis (1/29/2010 7:35 AM) ™
Reference: Reguest PR460460-ROTL

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

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.

Page 18 ACP Vendor Guide (26-0034)
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Follow the steps below to decline a collaboration request:

1. After opening a collaboration request from your ASN Inbox,

click Decline Request from
the Actions menu.

Collaboration Status - New Collaboration Request

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

How T
Back
collaboration Request
Send Message
Reference [D: PRAG0455-R970 Last Message (0 messagss unread) Send Message
Collaboration Title: Hew Callaboration Request To send & message to the requester, click on the Send Message link snd snter your message. Messsges are only shaved batween your
Request Date: wied, 27 Jan, 2010 organization and the buying organization,

Requester: Adminz, a

Composing Proposals

Name

Title In Response To/Revising
Proposal PR460455-P631 Hew Collaboration Request PR4E0455-R970

Current Documents

Hide Details
Name Date Submitted Status Oty 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 offics 2 Dedine Requast
Revise Pi sal
End Date:  Fri, 15 Jan, 2010 Work Supervisor: Adminz, & iews
Pay Rate: 7 $15.00000USD Nt to Exceed e
Print
all Messages

Send Message
o items

Back

2. The Declining Collaboration Request page displays.

Declining Collaboration Request from Admin2, a

Confirm that you will not be submitting any propasals for this request

How Ton

CollaborationThread - New Collaboration Request

Reason for Decline: [(Select a Reason) =

Cornrment:

Version 1 ACP Vendor Guide (26-0034)
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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

(Select a Reasan)

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.

Declining Collaboration Request from Admin2, a

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

How To

CallaborationThread - New Callaboration Requast

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

Comment: We are not able to provide any candidates on
these specific dates.

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

all Messages

Send Message] [+
Subject:  Declined (o candidates svailsble on requested dates)
e

From: Michael Dennis (1/29/2010 8:29 A
Reference: Regquest PR4G0455-R970

We are not able to provide any candidates on these specific dates.
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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

processed.

Collaboration
Request Status

Collaboration Requests /
r Status

Request & Title Customer Received Date Purchase Order Amount

43 PR460455-RI70  Hew Collaboration Request  COWA sWA TRAIN - TEST 29 Jan 2010 8:29:34 AM $600.00 USD  Request Declined by Suppliar

oo an

Assign Toi | none =

The table below describes each collaboration request status.

‘L FRA460460-R371  Mew collaboration Req COVA eWA TRAIM - TEST 29 Jan 2010 8:32:37 AM $800.00 USD  Proposal Accepted and Requast Clased

‘L PR454500-R96E  ip switch COVA eVA TRAIM - TEST 23 Jan 2010 10:08:15 AM $400.00 USD  Awaiting Response from Buyer

‘L PR435130-R366 1485 BH COVA eVA TRAIM - TEST Z0Jan 2010 5:41:54 PM EP433370 $400.00 USD  Propesal Accepted and Request Closed

m

Assigned To

‘L PR4356189-R865 1485 retest COVA eWA TRAIM - TEST 20 Jan 2010 5:13:33 PM $400.00 USD  Request Received - Supplier Response Required

4 PR4381BE-RI64 1485 COVA eVvA TRAIN - TEST 20 Jan 2010 4:58:51 PM $400.00 USD  Request Received - Supplier Response Required

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
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Status

Proposal
Accepted and
Request Closed

Definition

The buyer accepted the proposal and closed the request.

Search Filter

Collaboration
Accepted

Proposal
Accepted by
Buyer

The buyer accepted the proposal.

Collaboration
Accepted

Proposal Partially
Accepted by
Buyer

The buyer accepted one or more items in the proposal.

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
by Buyer

The buyer canceled the request. No further action is allowed.

Collaboration
End

Request Closed

The request is closed. No further action is allowed.

Collaboration
End

Request Declined
by Supplier

You declined to collaborate on the request.

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 labReqDetai 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.

Hanags Profile

Goto» / Ariba Supplier Network
Help = Logout

Test Mode
Dacumantation and{%}utanals

/| contact support

ARIBA*
Home Inbax Outhox Catalogs Adrinistration Reports

Profile Completeness Search Alerts and Messages
Find out if your g g customers are accepting

Purchase Orders Customer:
| 459 relationship rg £ frarn suppliers on Ariba SN,
Order Carfirmations
Enter your website to i . Order Number: p wsletter — Subscribe Today!
reach 50% » ship Notices 3
3 n ariba SN Release: 48. Yiew What's

Invaices Date Range:

Quick Links
view: (] Mare... I~ Exact Match Seard)
K. Purchase Orders He|p Link

ACP Vendor Guide (26-0034) Page 25

Version 1
01/25/10



VENDOR COLLABORATION USER GUIDE e‘/A

Appendix C — FAQs

APPENDICES

Page 26 ACP Vendor Guide (26-0034) Version 1
01/25/10



