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INTRODUCTION

The system illustrated in this manual will allow vendors of City UtiliaéSpringfield, Missouri,
(CU) to log into City Utilities’ procurement application and collaborate on prespay
transactions with CU. Vendors will have the ability to bid on solicitations (Bidg&usmts) they
have been invited to and view procurement transactions such as purchase ordessarateipt
payments. Vendors will also have the ability to maintain certain vendor adddessrdaact
information.

This manual is intended to describe the navigation, pages and features available towbkador
logging into CU’s procurement application (system). This manual should be used by atuaddivi
within the vendor organization as a guide to view, enter and change transactiotfzhidiata
available to them.
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GETTING STARTED

The following discussion will describe the steps for logging into the system,rzasgation, and
password maintenance. This system is similar to other web-based apmpdicatd uses common
internet based features such as hyperlinks, home pages and icons to faciliggteamewithin the
system. The user should be familiar with these basic web-based conceptdut) sakeantage of
the functionality provided.

Logging into the System

City Utilities’ procurement system may be accessed by either of ays.w First, the system can be
accessed via the City Utilities web pagevatiw.cityutilities.net  From the CU home page, click
on theBusinesdlink.

2? '1"3? | @ City Ukilities: Home Page | | f} - f__J Qé] i I-_;:"Page - i) Tools

[::]'I'YQ'LI'TILITIES Change Text Size:A AA I

Bringing Power Home™ . )
Home e Links e Contact Us » Careers * Sitemap

* Public to discuss utility issues

L " = CU will host meetings on 5/17 and 5/24 for customers to
Isn T ” Tlme your discuss energy. water, and transit issues, among others.
25-yeur_0|d mgved Ouf‘? N 4 ' - * Springfield's utility bills are lowest in surve
7 LA In the latest MLGW survey, CU's average monthly
: ; residential utility bill was the lowest of 30 selected cities.
Click he ) leamn about CU's 5
Refrigerator & Fr IR Proaram * 5K Kitchen Fun Run Race Results
\elrigerator A i < ogram View the 19th Annual 5k Kitchen Fun Run/Walk race
results.
) C——
b Pay My Bill__) 2Residential Services 2Business Services
w * Payment Options * Residential Programs * Payment Options * Safety Information
oo Start, Stop, o Transfer Senvice) Billing Options » Safety Information * Request Senice * Qutage Center
* Request Senice * Qutage Center * Customer Service * Landlord & Realtors
/ﬂk&l—ﬁllﬁ * Customer Senice * Online Newsletter * Rebates & Savings * Questline Newsletter
HOME Energy Audit : o ’ '
of your Home. * Rebates & Savings * More * Business Programs * More
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ChoosePurchasing from the drop down list that is displayed to access the Purchasing Information
page.
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On the Purchasing Information page, click on@ine Bidder Login hyperlink to access the
Bidder Login page

Alternatively, the Bidder Login page may be accessed by clicking davidret URL that is
included in theStrategic Sourcing Event Invitation email that a Vendor will receive when they
have been invited to bid on a City Utilities’ Bidding Event.
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Each person within the vendor’s organization that has been identified as a user ofdCurement
system, referred to in this manual @¥andor User,” will be assigned a User ID and Password by
CuU.

User IDs and Passwords are case sensitilger IDs will always be upper case. Passwords are 15
characters long.

Key in theUser ID andPasswordand click

NOTE: If a Vendor User enters a password incorrectly five times, aftdiftthattempt the Vendor
User’s account will automatically be locked out. If this occurs, the Vendonidb@eed to contact
City Utilities’ Purchasing Department, (417) 831-8363 for additional assistance
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Navigation Overview

Once the Vendor User successfully logs into the application, there will bendimaw displayed
on the left side of the page. This menu is the starting point for navigation within tha syatevill
allow the Vendor User to access procurement transactions.

TheMenu is separated by major functional area, each of which will allow the Verstart view,
enter or change different types of procurement transactions, on behalf airtfagiization. The
illustrations contained in this manual will address each of the functionalaitbastheMenu and
provide direction on how to use each.

- f i

At any point when navigating through the system, the Vendor User can select the
Hyperlink to restore th#¥enu to its original position.

At any point when in the system, the Vendor User can select to exit thetgyhEem
login page. The system will automatically sign out the Vendor User’s coomedter 40 minutes
of inactivity.

To minimize theMenu to allow more viewable area on the screen, select the
icon found in the upper right hand corner of the Menu. Onckléma has been collapsed
(minimized), use the icon to expand it open again.

]
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When clicking on the hyperlink for a major functional area orMbau, the area will expand within

theMenu in the left hand window pane. This will also create a window pane@uitis on the right
hand side of the page.

The Vendor User can navigate to the desired page in the system by clidkanghee hyperlink
within theMenu on the left, or théconson the right hand side of the page.
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When searching within the system, certain search results can be downlgdaddarosoft Excel.

At the top of most search result lists an Excel Download icon - - will be aweailabl

Clicking the icon will allow the search results to be downloaded into an Excet.forma

When the File Download pop up window appears, the Vendor User may select Open, Save or
Cancel. Selecting Open will display the search results list in arl Eageat that the Vendor User
can save to their local workstation if desired.

NOTE: The Vendor User may need to adjust their browser “Pop-up Blocker” settirityssfor
feature to work correctly.
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Pop-Up Blocker Settings

Several functions within the on-line procurement application will utilize “pop-uptiows, such as
when viewing a Purchase Order or opening attachment files. Each individual Vesedsr U
security settings may be set to prevent these “pop-up” windows from beeggdde. Please be
aware that the Vendor User may need to adjust their browser’s Pop-Up Blotkesdetbe able to
view some of the on-line bidding content.

If after adjusting pop-up blocker settings, a Vendor User is still encountdifficulty accessing or
viewing information in the on-line bidding system, please contact City Wsili@ail Driskell, at
(417) 831-8429 for further assistance.

View Bidding Instructions

City Utilities’ instructions for bidding with City Utilities can be vied/i@y clicking on theView
Bidding Instructions link within the menu. These are the same instructions that are normally
included with Bidding Events that are faxed to the Vendor. These same Biddingtiostradso
apply to each bid submitted by a Vendor User using the on-line bidding method for sulimgiting
bids.
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Password Change

Upon initial login to the system, the Vendor User should change their password frpass$werd
originally assigned to them by CU to a password of the Vendor User’s choiceioAdlit the
Vendor User may change their password at any time if desired usiGhamnge My Password
function.

To change the password, select@mange My Passworchyperlink from the Menu.

Provide theCurrent Password and a new password in thiew PasswordandConfirm Password
fields. Then click the icon.

Remember passwords are case sensitive and must be at least 15 changcters

The Vendor User will then receive confirmation of the password change.
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My System Profile

TheMy System Profile page will allow the Vendor User to maintain certéandor Userrelated
data. Available to the Vendor User on the My System Profile page is the Pas®im@udstion
which is used in the process of re-setting a password if the Vendor Uses thegjepassword.

Also available on the My System Profile page is the ability for the Vendertdsipdate their email
address.

Upon initial login the Vendor User should navigate to the My System Profile page tohaput t
forgotten password help question and answer.

To access this page, click on tig System Profile hyperlink on the Menu.

TheGeneral Profile Information page will be displayed.
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Click on theChange or set up forgotten passworthelp hyperlink to choose a question and
answer.

Select gpassword hint questionfrom the drop down list.

Type in theResponsedo the password hint question that the Vendor User chose.
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Click to complete the password hint question and answer setup.

NOTE: If a Vendor User enters a password incorrectly five times, aftdifthattempt the Vendor
User’s account will automatically be locked out. If this occurs, the Vendonidb@eed to contact
City Utilities’ Purchasing Department, (417) 831-8363 for additional assistance

The Purchasing Department will ask the Vendor User the selected passwaygelstndn and must
receive the correct response for the Vendor User’s account to be enabled again.

Use theEmail section of the General Profile Information page to maintain the Vendor @seais
address. The email address listed on this page is the email address for the inderidoaUser
(the person). This email address will be used when the system supplies a newdoasthe
Vendor User, for notification of any changes that have been made to the Vendor acconnattioh
by any of the organization’s Vendor Users, and for supplying a confirmingafdpgts the Vendor
User submits on-line.

NOTE: This Vendor User email address is NE& main email address used by the system for
sending bid solicitation notices. The organization’s bid solicitation email addregtde
maintained in thélaintain Supplier Information area of the system.

When changes to th@eneral Profile Information page are complete, click to save all the
changes.
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Forgotten Passwords

If the Vendor User has forgotten their password, they can clidkftingot my password hyperlink
to have the system assign a new password and have the new password emailedndahelsér.

TheForgot My Passwordpage will appear.

The Vendor User will be prompted to type in their
User ID.

If the Vendor User has also forgotten their User ID, they will need to contgdidities’
Purchasing, (417) 831-8363 for additional assistance.

After keying in theUser ID, click
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The Vendor User will then be shown their selected password hint question. Type irrebe cor
Responseo this question and click

The system will then assign a new password to this Vendor User and the neargagiivibe
emailed to the Vendor User.
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MAINTAIN SUPPLIER INFORMATION

The Maintain Supplier Information section of the system will allow the Vender td view, enter
and changé@ddressandContact information pertinent to the vendor organization. Vendor Users
can make updates to existing addresses, contact names, email addresses, teleghenseand
other important data elements necessary for City Utilities to suatlgsih business with each
Vendor.

Viewing and Changing Vendor Address Information

Click on theMaintain Supplier Information hyperlink within the Menu. Doing so will expand the

Menu in the left hand window pane and also creates a window pane with icons on the right hand side
of the page. The Vendor User can navigate to the vekuainessesusing either the Menu on the

left, or the icons on the right hand side of the page.

Click Addressesto view your current Vendor Address details.
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A listing of the current vendor Addresses will be displayed oiCtireent Addressespage.

Select theDescription hyperlink for any of the listed Addresses to view more details about the
Address.
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TheAddress Information pagedisplays the details about the selected Address including the
address, email, and phone numbers.

Select to return to the n@airrent Addressespage.
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Click the button on tiurrent Addressespage to change existing vendor Address
information.

The Address Information page will be displayed. This page will allow the Vendorttsdit
Address information includingddress, EmailandTelephoneinformation. The date the changed
Address information is to take effect can also be entered on this page.

To edit any data element on this page, simply replace the existing infommath the updated
information.
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TheexistingTelephone Information can be edited or new telephone numbers may be added.
However, the system will only allow each phdnge to be used one time. For example, the phone
type of FAX may only be listed one time.

To Add a new telephone number, click the button, and then enigpthéchoose from
the drop down list), and tHehone,including the area code and phone number in the Phone field.

-

D

When all changes or additions are made to the Vendor Address Information, click the
button. The system will display ti$ave Confirmation page to indicate the changes were saved
successfully.

Using the hyperlink will return the Vendor User to the main Current Addresses
page.
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Future Effective Dated Address Information

When maintaining the Vendor organization’s address information, a Vendor User ctmaguttass
information that is going to take effect in the future.

From the Current Addresses page, the Vendor User will select the button for tlke Addre
that needs to be updated. Edit the data elements that need to be changed as deberilvethisa
manual.

In theDate Change Will Take Effectfield, enter the future date that the new information will
become effective, and click

The system will continue to display and use the current Address data until sec¢hdtrthe future
effective date is reached. Upon that effective date, the system will b&igg the new Address
data.
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If future dated address information exists for an AddreBsitare Address hyperlink will be
displayed on thé&ddress Information page. By clicking on the Future Address hyperlink, the
Vendor User can view the edited Address information that will become effedime tive future

effective date is reached.

Current ORDER ADDRESS:
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Future ORDER ADDRESS:

Using the hyperlink will return the Vendor User to the Address Information
page.
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Viewing and Changing Vendor Contact Information

Click on theMaintain Supplier Information hyperlink within the Menu. Doing so will expand the

Menu in the left hand window pane and also creates a window pane with icons on the right hand side
of the page. The Vendor User can navigate to the vébalatacts using either the Menu on the

left, or the icons on the right hand side of the page.

Click Contactsto view your vendor contact details.

The current vendor contact information, including Contact Description and Nambewikplayed
on theCurrent Contacts page.
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Select théDescription hyperlink on theCurrent Contacts page to view more contact details.

TheContact Information page displays the details about the selected Contact including the Contact
Name, Email, CompanyURL, theAddressassociated with the Contact, ahelephone
information.

Select to return to @uarent Contacts page.
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Click the button on ti&urrent Contacts page to change existing vendor contact
information.

TheContact Information page will be displayed. This page will allow the Vendor User to change
Contact Information includinlame, Email, URL, andTelephoneinformation.

To edit any data element on this page, simply replace the existing infarmath the updated
information.
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TheexistingTelephone Information can be edited or new telephone numbers may be added.
However, the system will only allow each phdnge to be used one time. For example, the phone
type of FAX may only be listed one time.

To Add a new telephone number, click the button, and then entgpthéhoose from
the drop down list), and tHehone,including the area code and phone number in the Phone field.

When all changes or additions are made to the Ve@dotact Information, click the
button. The system will display tigave Confirmation page to indicate the changes were saved
successfully.

Using the hyperlink will return the Vendor User to the@ouaiant Contacts
page.
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Future Effective Dated Contact Information

When maintaining the Vendor organization’s contact information, a Vendor User caa opaect
information that is going to take effect in the future.

From theCurrent Contacts page, the Vendor User will select the button for the Contact
that needs to be updated. Thentact Information page will display.

Click on the hyperlink to display Buture Contacts page.
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On theFuture Contacts page, change and/or enter the new Contact information that will become
effective in the future for this Contact.

Status Always selecictive.

NOTE: All the Telephone Information will have to be re-entered, including any telephone
numbers that are changing, as well as those numbers that are not changing.

In theDate Change Will Take Effectfield, enter the future date that the new information will
become effective.
After entering all the future dated Contact Information, click the hyperlink.

This will return you to th&€urrent Contact Information page. It will then be necessary to click
the button to save the Future effective dated information.
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Special Messages displayed after Updating Order Address or Purchagi Contact Information

City Utilities’ procurement application notifies Vendors of Bidding Opportasiand awarded
Purchase Orders by both email and fax notification methods. The Email addnesBas aumbers
used for these notifications are maintained in two locations within the Vendor’'s Suppli
Information — the ORDER ADDRESS and PURCHASING CONTACT. Depending on greanht
procurement situation, sometimes the system will use the email and fax da&anthatained on
the ORDER ADDRESS and other times the system will use the email and fakatatamaintained
on the PURCHASING CONTACT when sending notifications to the Vendor about bidding
opportunities or awarded Purchase Orders.

Therefore, it is very important that the Email address and Fax number infation on the
ORDER ADDRESS and the PURCHASING CONTACT be kept in sync with eablerot

If the Vendor User updates either the email address or fax number on the ORDHREABDthe
system will display a message reminding the Vendor User to make theipdate to the
PURCHASING CONTACT email or fax number.

Likewise, if the Vendor User updates either the email address or fax namtier PURCHASING
CONTACT, the system will display a message reminding the Vendor Usexki® tlmee same update
to the ORDER ADDRESS email or fax number.

Updating this information in both locations is very import@ninsure that future bidding
opportunities and purchase order award notices are correctly sent to and recéieeddrydor.

Sample Message

Clicking the button will remove the message from the screen so the Vendor User can
continue with the necessary updates.
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Email notifications when changes are made to Vendor Address or Contactflsrmation

Anytime a Vendor User for the Vendor organization makes a change to arglelaent of the
Address or Contact information, an email notice confirming the changes wéhhe Bhis email
confirmation is sent to all the Vendor Users for the vendor organization, regardidsisiof/endor
User actually made the changes.

The confirmation email is intended for informational purposes. City Utilitisseleand encourages
Vendor Users to maintain their Supplier Information online. However, if changgsiates were
made in error or might negatively impact the Vendor organization from recéixturg bidding
notifications, CU wants to make sure the Vendor Users are aware and have the dgponteview
and correct those changes if necessary.

Sample Confirmation Email:
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MANAGE EVENTS AND PLACE BIDS

TheManage Events and Place Bidsection of the system will allow the Vendor User to view all
City Utilities’ Bidding Event opportunities to which the Vendor has been invited. The Vé&lsdor
can determine if they would like to accept the invitation, decline the invitation, oreprtcéid on
the event. The Vendor User can view the bidding event details, access anyeaitadbrthe
bidding event and submit bid responses on-line.

TheManage Events and Place Bidsection of the system also allows the Vendor User to view
solicitation history for the organization. By using g Event Activity page, Vendor Users can
search solicitation history by solicitations they've been invited to, saiantthey’ve bid on, and
solicitations they’ve been awarded. Vendor Users can enlarge or nhgiowearch by searching
using specific date ranges.

The Vendor User can also provide information about the types of products or sériceffdr by
using theMy Item Categories page within this section.

Solicitations available for viewing and responding are calkidding Events” or “Events” within
the system. An Event can represent a vendor’s opportunity to Buy or Sell goods ares servic
to/from City Utilities. For the purposes of this manual, all Events will be caresidgell Events
from the Vendor’s view point.
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View Open Events and Place Bids

Click on the Manage events and Place Bids hyperlink within the Menu. Doing so will ekpand t

Menu in the left hand window pane and also create a window pane with icons on the right hand side
of the page.

Click View Open Events and Place BidsEither hyperlink can be selected.
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Using theView Open Events and Place Bidpage, the Vendor User can search for open Events,
view the Bidding Response status of those Events and access those Events fadiiother

bidding. The page displays such things as Event ID, Event Name, End Date and Bid Response
Status. With these pieces of information, the Vendor User should be able to makalan initi
determination on which Events they would like to participate in.

Each time the Vendor User visits this page,3karch Resultsarea will display the Vendor’s open
Events. Events that the Vendor organization has been invited to are con@gderéduntil the

Event End Date and Time has been reached. Even if the Vendor User has alreattigdsalom

for an event, as long as the Event End Date has not been reached, the Event will continue to be
displayed on this page.
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To select a particular Event on which the Vendor User would like to view furthdsdeliak the
Event ID hyperlink represented by the Event ID number.
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After selecting the Event you would like to view further, Event Detailspage will be displayed.

TheEvent Detailspage displays both general and detailed information about the Bidding Event that
the Vendor User can use to determine if the organization would like to pursue thetisolicita
opportunity further.
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The top section of the Event Details page displays general information heditting Event.

Event ID andEvent Namelists the unique bidding Event ID Number and Name for this Bidding
Event.

Event Start DateandEnd Date define the opening and closing dates and times for the Bidding
Event. Event Start Dateis the date a Vendor User may begin submitting bid respoisesDate
reflects the date and time for which all bid responses must be submitted by in ptherfal to be
considered on-time.

Round andVersion indicate whether a new round of bidding or a new version of the Event has been
created and is represented by sequential numbering.

Multiple Bids Allowed indicates whether the Vendor User can submit more than one bid response.
All Lines Required indicates whether a bid response must be entered for all the lines on the Event.

This area of the page also includes three buttons that allows the Vendor Uset twisetleer they
would like toBid on the Event, Acceptor Declinethe Invitation.

will allow the Vendor User to access the bid response pages to enter and submit a
bid on this Bidding Event. Details fé&ntering and Submitting a Bid Responsewill be described
in further detail beginning opage 44of this Vendor Manual.

will change the status of the Event to “Accepted” by the Vendor organization,
indicate the acceptance to CU and allow the Vendor User to return later itefihal bid response.

will indicate that the Vendor organization does not want to bid on the Event. The
Decline indication will be visible to CU, but can be changed to Accepted later if tidoVEser
chooses to do so.
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If the Event Invitation is Declined, the Decline Event Invitation page will open and the Vendor
User will be asked to provide additional information regarding the reason ébining. Select a
reason for declining the invitation from the provided list of reasons, enter additionadents, and
select whether or not the Vendor wants to continue to receive updates about this Event.

Select the button to finish the Decline Event Invitation action.

City Utilities of Springfield, Missouri 40 of 100

Strategic Sourcing On-Line Bidding Vendor Manual



The hyperlink will allow the Vendor User to view and print the Bidding Event
Details document. This page will also display the Event’s header comments atdeany
attachment files that may be a part of the Bidding Event.

TheBidding Event Detailsfile is available in .pdf format. Select the icon next to the file that
you would like to view and or print.

The pdf format of the Bidding Event should be displayed in a new window and be available. to print
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The middle section of thEvent Detailspage display®ayment Termsand theEvent Contact
information. The City Utilities’ Buyer for the Event will be listed as tlentact. The Buyer’s
phone and email address are listed as well.

Selecting the Buyer’Email hyperlink allows an email to be sent to the Event Buyer. The Message
text box appears and can be used to send questions or comments about the Event to the Buyer.

~
-

After inputting the message text, select the button to send the email to the Buyer
The button will exit the page without sending an email.
NOTE: This email functionality is internal to CU’s procurement system ordydaes not utilize or

function with any “out of office” features that are normally availabléwibst commercial email
packages.
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The lower portion of th&vent Detailspage displays thBidding Event Lines. This section of the
page displays thieine Number, a shoiDescription, Quantity Requested and Unit of Measure
(UOM) for the line items being bid.

[

Use the icon to view thene Comments and Attachmentspage for a particuldtine on the
Bidding Event. The Line comments will contain the full detailed item descrifiiraimat specific
Line on the Bidding Event.

Selecting either the or button will return the Vendor User to the Event Details
page.
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Entering and Submitting a Bid Response

Once the Vendor User has reviewed the Event Invitation on the Event Details pageeemdhds
that a bid will be submitted, use the button to enter the Vendor’s bid response online.

TheCreate Bid Responsgage opens and the Vendor User will be allowed to begin entering their
Bidding Event response from this page.
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TheCreate Bidder Responsgage has several sections that contain the same features and
information that was available to the Vendor User when previewing the Event frdinehe
Details page.

However, theCreate Bidder Response pagalso has some different features and information that
the Vendor User will use for bid response purposes. A description and illustration dfiffexsat
features is presented on the following pages.

The top section of th€reate Bid Responsgage displays the same general Bidding Event
information that was listed previously on the Event Details page.

The button can be used to save the Bid Response information that has been entered
so the Vendor User can return at a later time to continue entering their PionRes Using this
button saves the bid information only; it does not submit the bid.

When the Vendor User has completed entering all their Bid Response informatiomesaudy/ito

submit their bid click the button. After a bid has been submitted, however, the Vendor
User can return to edit, change, and/or cancel that bid response as long as the Bi@ Bad Dait
passed.

The blue bars located near the middle section of the page display the same iofotinadtivas
present on the Event Details page. However, on this page, these sections are drsplagddpsed
mode. Clicking on the triangle icon at the left edge of the blue bar will expand ttiah $eshow
the details.  For example, clicking on the icon on the Event Contact bar will expaadtite
to display the Contact (Buyer) Name, phone and email address.
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Use the hyperlink to see the Bidding@&eeeatal Commentsand
Attachments page which displays solicitation details, specifications, and attachnent fil

On theGeneral Comments and Attachmentpage the Vendor User can view the Bidding Event
Detalils file, Event Comments and any File Attachments that accompaBydtiing Event.

Use the button to see any of the Event Attachment files. The full Bid Evens betail
(excluding any additionally listed Attachments) can be viewed and printdecbyng theView
button for the file described as thgent Details It may be helpful to print the Bidding Event
Details file to use as a working document as the Vendor User enters thesfondse information
on-line.
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The Event'sGeneral Commentsare displayed on this page and include information that is relevant
to the entire Bidding Event. If there is more than one General Comment, thie widlicated in

the upper right hand corner of the Comment window by a counter (i.e. 1 of 2). Clicking on the
icon will scroll through all the Event General Comment windows.

The General Comments and Attachmentgpage will also allow the Vendor UserAald New
Commentsto their Bidding Event Response. These comments may be additional information the
Vendor User wants to convey to the Buyer regarding their Bid Response or could besdnsw
guestions that are asked the Vendor in the Bidding Event.

Any exceptionsthe Vendor User is taking to the Bidding Instructions or any other terms or
specifications outlined in the Bidding Event, should be documented by the Vendor Usekdidl the
New Commentssection. Comments entered by the Vendor User on this page will be viewable by
CU’s Buyer.
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From this page, the Vendor User also has the abilisdtbNew Attachmentsthat support the
Vendor’s Bid Response. Use the button to select a file from the local wonkistdie
attached to the Bidding Event response.

Then use the button to find the file on the local workstation that the Vendor User desires
to attach to their Bid Response. Click the button to upload and attach the file to the
Bidding Event.

Files that are attached by the Vendor User to their Bidding Event Respoonsgelepart of and
will be evaluated with the Vendor’s bid.

If necessary, use thdd New Attachmentsor Deletehyperlinks to add or remove additional file
attachments.

When the Vendor User has finished viewing, printing, or entering any commentzcbirag files
on theGeneral Comments and Attachmentpage, click at the bottom of the page to
accept any changes entered and to return to the main Create Bid Response page.
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TheGeneral Questionsarea of the Create Response page displays questions that the Vendor User
will need to answer. The questions on this page are general solicitation questians dpgliicable
to the entire Bidding Event.

Required questions will be identified by the icon.

Quote Number: Is an optional field to complete. This is where the Vendor User should record
their organization’s identifying Quote Number for their Bid Response, iicgiyé.

Billing Terms: Select the Vendor’s Billing Terms from the drop down list by clicking on the down
arrow.

If the Vendor User chooses Billing Terms“6fther,” then please list or describe in detail the
Billing Terms by keying in that information into a General Comment.

Access the General Comments page by clicking on the hyperlink.
Then type the Billing Terms in thedd New Comments box Click to accept the
comment and return to the Create Bidder Response page.
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ThelLine Items area of the Create Bid Response page allows the Vendor User to vielregachn
shortDescription of the line item being bid, thRequested Quantity and thdJnit of Measure
requested.

The Vendor User will need to populate Bid Quantity and theBid Price for each line they are
responding to. Bid Quantity can be less than the Requested Quantity, but can neverthamor
the Requested Quantity | |

Voo

To see the full detailed description for each Line, click the icon. Clickingomisvill open
theLine Comments and Attachmentspage that allows the Vendor User to view the full detailed
description for each item, along with any file attachments specific té&tteatt Line only.
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TheLine Comments and Attachmentspage will also allow the Vendor User to add additional
comments specific to this Event Line number and upload additional files spedctiie Event Line
number

Use theAdd New Commentssection to add additional comments specific to this Event Line.

Use the button to select a file to attach to the Bidding Event Line.

When the Vendor User has finished viewing, printing, or entering any commentschireg files
on theLine Comments and Attachmentspage, click at the bottom of the page to accept
any changes entered for this Event Line and to return to the main Create Bah$tepage.

Indicating a ‘No Bid’ for an individual Line

To indicate aNO BID for a particular line, the Vendor User should leaveRiteQuantity, Bid
Price, Lead Time, as well aBrand andPart number fields blank (empty). Additionally, the
words No Bid’ should be typed in thedd New Commentsfield to further indicate to the CU
Buyer that the Vendor is not submitting a bid for that line.
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Don't forget to click
/| the Bid Button to

‘ l access the Line
Details page.

After the Vendor User has entered Bid Qty andBid Price for each Event Line, click the
button to access more details about each Event Line. This will dpee Betails page that the

Vendor User must use to enter thead Time (a required bid response fieldandBrand andPart
Number for each Event Line they are responding to.

NOTE: The Vendor User could alternatively enter Bie Qty andBid Price on this Line Details
page as well. Whether the Vendor User utilize<teate Bid Responsgage or thidine Details

page (accessed using the button) the bid responses are stored the same in thBi@dirigne
system.
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TheCreate Bidder Response — Line Detailpage displays each Event Line as a separate page for
viewing. The Line number and total number of Event Lines are displayed at thetheppaige.

The Vendor User can navigate (toggle through) to any line within the EventrigythePrevious

Lines or Next Lines hyperlinks

S

If the Vendor User had already enteredBigt Quantity andBid Price for the Event Line using the
main Create Bidder Response page, these values will already be populb&eBiohPrice and Bid
Quantity fields on the Line Details page. If the Vendor User prefers, vheses can be entered on

this Line Details page as well.

~
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The Vendor User must populate the shipdiegd Time for the Event Line. Theead Time must
be entered asraumerical value and be stated as the number of calendar days after receipt of order.
Lead time is a required field.

The Shipping Information for the Event Line is located near the bottom of the page and displays
the Ship to Address Ship Via method andFreight Terms that apply to this Bidding Event Line.

NOTE: If the Vendor chooses to take any exceptions to the Ship Via method or Freigh therm
Vendor User should indicate that by typing in the exception in a comment box at eitGentral
or Line Comments.

Clicking the icon will display the full, detailed Ship To Address.
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In the middle of the.ine Details page is the hyperlink.
Clicking on this link will open th&ine Comments and Attachments page TheLine Comments

and Attachmentspage allows the Vendor User to view the full detailed description for each specifi
Line, along with any file attachments specific to that Event Line only.

NOTE: This is the same Line Comments and Attachments page that was desatibed Hae
Vendor User has two ways to access this page for each specific Eventftone the main Create
Bidder Response page by clicking the icon (described earlier) or from thedtaiks page by
clicking the hyperlink.

The Vendor User is also asked to stateBrend andPart Number for the Item they are quoting.

If the requested Event Line Item is a City Utilities’ Inventory Ilt¢ne Acceptabl®rands andPart
Numbersthat CU will accept can be viewed by clicking the icon (lookup prompt) located at the
end of theBrand Name andBrand Part Nbr fields. The Vendor User can select the Brand and

Part Number they are quoting from the provided lists.

First click on theBrand Name lookup prompt () to see the full Acceptable Brand and Part
Number List and select the brand that your organization is bidding by clicking bggbdink for
that Brand Name.

I
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The Brand field will now be populated with the Brand that was selected.

. ]

Now click on theBrand Part Nbr Lookup Prompt () and select the appropriate Acceptable Part
Number from the provided list. The Part Number list will only display the AcbbpRart Numbers
that are related to the previously selected Brand. Select the AcceptafteF2rt Number from

the list by clicking on the hyperlink for that Part Number.

1

Now both theBrand Name andBrand Part Nbr fields should be populated with a CU Acceptable
Brand and Part Number.

v

NOTE: If the Vendor User is not quoting a CU Acceptable Brand and Part Number, thetalterna
Brand and Part Number they are quoting may be keyed directly into the BrandiaNdiber

fields. If an alternate brand or part number is being quoted, Vendors should include supporting
documentation about the alternate brand and part with their Bid Response for @vadugioses.

If the requested Event Line is not a CU Inventory Item, the Lookup Prompt icon will not be
present. In these instances the Vendor User should just key in the Brand Name BodBart
that they are quoting directly into these fields.

The Vendor User should repeat these steps for completing the Line Degailfopaach Line on the
Bidding Event. Use thBext Lines hyperlink at the top of the page to move to the next event Line.
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When the Vendor User is finished populating the required information on all the Linéspeiges
for the Bidding Event, click the at the top of the Line Details page to return toith€neate
Bid Response Page.

When the Vendor User has finished with their entries on the Line Details pagé(save returned
to the mairnCreate Bid Responsgage, the following actions can be taken.

1. Use the button to save all bid response information. This action can be done at
any time when responding to a Bidding Event.

2. Use the button to submit the Bid Response.

3. Usethe hyperlink to check Bid Response entry. The Validate Entries button
will indicate to the Vendor User if any errors are found or if required bid response
information is missing. The Validate Entries hyperlink is also availablecm leéne Details

page.

NOTE: Clicking the button will submit a bid response for the Bidding Event. To change
the response, the bid must be accessed, edited and submitted again. This is disthesgdthe
Viewing and Editing Submitted Bids section of this manual.

City Utilities of Springfield, Missouri 57 of 100
Strategic Sourcing On-Line Bidding Vendor Manual



When the button is selected the system will provigld €onfirmation page. This page
displays:

Bid ID — used to track multiple bids submitted on a single Bidding Event
Bid Date — the time and date the Vendor User submitted the bid.

Use the button on the Bid Confirmation page to return tdidve Open Events and Place
Bids page.

[

In addition to this Bid Confirmation page, after a Vendor User has submitted a Bidyith&lso
receive a Bid Confirmation email which contains a copy of the Vendor Uskrsited bid
response. This is explained in more detail with an example of the Bid Confirmatdrirem
Appendix A of this manual.
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Viewing and Editing Submitted Bids

Once a Vendor User has submitted a Bid Response, the bid can be viewed or edectid&oent

End Date has been reached. To view or edit a submitted bid, navigat&/iewh®pen Events
and Place Bidspage.

From the Main Menu, click on tHdanage Events and Place Bidlyperlink within the Menu.
Then click onView Open Events and Place Bids

The ViewOpen Events and Place Bidpage will be displayed. From this page, selecEient
ID hyperlink for the submitted Event Bid Response that you would like to edit or view.
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TheEvent Detailspage will be displayed.

Notice that in contrast to the first time you accessedtlemt Detailspage prior to placing a bid for
the Event, thé&vent Detailspage now only displays two options for actioE and

L1

To enter an entirely new bid for this Bidding Event, seleckthe | button and follow the
steps defined in théntering and Submitting a Bid Responsesection of this manual.
To Edit, View or even copy an existing bid for this Bidding Event, sele¢t the | button.

From theEdit/View Bid page, three actions are available:
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1. Cancel- select the icon to cancel the existing bid response. The Cancel action will
require a confirmation. Select the button to confirm the bid cancellation.

2. View/Edit — select the icon to view the existing bid response, make any necessary
changes and re-submit the Bid Response. All existing bid response questionseguantit
prices, and comments will be available for editing. The original Bid ID numitielemain
the same.

3. Copy — select the icon to copy the existing bid response to create an additional Bid
Response for the Bidding Event.  All the bid response questions, quantities, prices, and
comments from the original bid will be copied into the NEW Bid ID number. The bid
response information is then available for making any necessary charpssNEW Bid
Response and can be submitted. The copied Bid will be identified with a subsequent Bid ID
number (i.e. Bid ID 2) after it has been submitted.

The Copy Bid feature is also available on the Bid Confirmation page that is displayed afte
submitting any bid.
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My Event Activity

The on-line bidding system provides the capability for the Vendor User to seddih@i
Event history in a number of ways. TRy Event Activity page allows the Vendor User to
search current and past Bidding Events by various criteria. When searchingrior E
activity, Vendor Users can respond to new Events, review bid status summary figiorma
and see Event status information.

On the mairMenu, click on theManage Events and Place Bidkyperlink within the Menu.

Then click on either of thiely Event Activity hyperlinks.

When theEvent Activity page displays, it will initially show a listing of the Events the Vendor
Organization has been invited to within the l@se Month time period (30 days).

TheEvent Activity Summary section of the page provides various search features that may be used
to filter the Vendor User’s Event activity ligvents Invited To, Events Bid OnandEvents

Awarded for the date range specified. Selecting each of these respectivinkgpeill change the
results in theevents section at the bottom of the page.
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Use the Search Criteria section in the middle of the page to filter the Eselis reSelect any
combination oEvent Format, Event Type or Date Rangeto retrieve matching results. The date
ranges can easily be changed using the pre-defaulted date range radi® bh@me Month, Three
Months, Six Months or One Yearradio buttons.

After changing any of the Date Range Radio buttons, select the button te theesetarch
based on the Search Criteria provided.

— 1

Sample of results after searching for a different Date range usingdioebutton.
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To use a Date Range other than one of the four radio buttons, first choose the button to clear
out any pre-defined date range values.

After the page refreshes and clears out all the previous search eritéisaarch results, enter a date
range of the Vendor’s choice and select the button to execute the new search.
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New Search results.

Use the  icon to expand the Event ID and viewBideSummary information for bids previously
submitted.

L]

} Award Infc
N

Use the icon to view tH&id Responsehat was submitted by the Vendor Organization.

If the Vendor was awarded a Purchase Order as a result of the subnttiResponse, high level
Purchase Order information will also be displayed undeAtad Summary area.
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My Item Categories

The On-Line Bidding System provides the capability for the Vendor UsereictBkem Categories
that reflect the products and services the Vendor’s organization can provide tdilZigsJ
Although selecting the Item Categories your organization can provide is noeckquis
encouraged as doing so may assist CU Buyers in identifying additional Bmjgogtunities for
your organization.

City Utilities uses the National Institute of Governmental Purchg®ih@P) commodity codes. The
NIGP codes are divided into two levels -- the Parent Category (the upper leve)la@Gat8gories
(the lower level categories within a Parent Category).

TheMy Item Categoriespage allows the Vendor User to select the Item Categories that their
organization can provide. To begin selecting Item Categories, click dfah@ge Events and
Place Bidshyperlink within the Menu.

Then click on theMy Item Categorieshyperlink. Either may be used.

Theltem Category Selectionpage will be displayed and the Vendor can begin selecting the Item
Categories for the products and/or services they can provide to CU.
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Instructions for thétem Category Selectionpage are listed on the screen, but are also outlined
below.

There are two options for selecting categories. Either option may be usesl\tgndor User.
Option 1:

Select &Parent Categoryby clicking on the lookup prompt icon  to the right of the Parent
Category field.

TheLookup Parent Category page will be displayed and lists all the Parent Categories that are
available to choose. SeledParent Categoryby clicking on the category number hyperlink.

To view all the available Parent Categories, either click the Vievayderlink, or use the arrow
keys () to scroll through the list one screen at a time.

i
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After selecting the Parent Category, click the button to display the Sgdxi€atfor
the Parent Category that was previously selected.

The Vendor User can now select Bigb Categoriesthat represent the products and services their
organization can provide by simply clicking in the appropriate Selection Flag box.

After selecting the desired Sub Categories, click

The Vendor User can then repeat the above described steps of first chooseny £®&gory and
then showing the Sub Categories for that Parent Category as many timessaarggoadentify all
their organization’s product and service offerings.
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Option 2:

Click the button to display all the Parent and Sub Categories available.

Parent Item Categoriesare displayed in alphabetical order and are listed in all capitals. Clicking
the Selection Flag at the Parent level will automatically seletteBub Categoriedisted under
the Parent Category, or the Vendor User may choose to just select individuat8gobriés one at a

time.

v

Be sure to remember to click the button at the bottom of the page to save the Venslor User’
Item Category selections.
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Clicking on theMy Selected Categoriedutton will display all the selected Item Categories for the
Vendor User.
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MANAGE ORDERS

The Manage Orders section of the system will allow the Vendor User to view anBymchase
Orders issued by CU. Also, the Manage Orders section will provide receiving atimnmelated to
shipments from the Vendor organization to CU.

The Manage Orders feature shows Purchase Orders when they reach the “Ri$g&tiee within
CU'’s system. Therefore, only Purchase Orders that have been approved hg iStlad to the
Vendor will be available to the Vendor User. Likewise, the system showsingcgiformation
only when the “Receipt” has been completed in CU’s system.

There are various methods for the Vendor User to search and retrieve P @adth@sand Receipt
information. An illustration of these features is described below.

View Purchase Orders

From the Menu, click on thilanage Ordershyperlink.

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the
page. Click Purchase Orders. Either hyperlink may be selected.
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ThePurchase Orders — Filter Optionspage will be displayed.

This page allows the Vendor User to define any combination of Search Cotegtae¢ve Purchase
Orders for the Vendor organization.

Available as Search Criteria or Filter Options are the following fields

1. From PO ID, To PO ID — if the CU Purchase Order ID number is known, populate this in
the search field. If searching for a single PO number, enter that number in bétbrthand
To PO ID fields. These fields can be used to search for a range of Purchasdubnbers,
or for a single PO Number.

2. Item ID — This field can be used if the CU Inventory ID number is known and will search for
POs that contain that Item ID.

3. From Date, To Date— using these date fields the Vendor User can search for POs that have
been issued within a desired date range.

4. Buyer — search for POs issued by a specific CU Buyer.

5. Contract ID - search for POs that were issued through a CU Contract with the Vendor
Organization.
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After entering the Vendor User’s desired search criteria, click the ton batetrieve
Purchase Orders that meet the entered Search Criteria.

Once the Search Criteria has been provided and the Purchase Orders haveidemh the
Purchase Order List page will be displayed.
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ThePurchase Order Listpage has two tabs — the PO Details tab and the Header Details tab.

ThePO Detailstab displays th®urchase Ordernumber Status, Dispatched Date/Time number
of POLines, and the PO otal Amount. Also the ability toview a PDF copy of the PO is
available from this tab.

TheHeader Detailstab displays th@urchase Ordernumber, thd?urchase Order Date the
Buyer and thePayment Terms

~

Click on thePurchase Order number hyperlink to view more details about a specific PO. This
action will display théPurchase Order Detailspage.
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ThePurchase Order Detailspage shows general Purchase Order “Header” information, as well as

Purchase Order Line and Invoice information.

The top portion of the page displays general information about the PO suchP&srinenber, PO
Date, Payment TermsandTotal Amount.

v

The middle portion of the page displays Bngchase Order Lineinformation. This information is
spread across three taldsne Information , Line Details andContract Info. The information
contained on each tab is summarized below.

Line Information tab: Line number hyperlink, Inventogem ID, shortDescription, Quantity
ordered, and total linAmount. The full item ordering description can be viewed by clicking on
the Commentsicon

Line Details Tab: Brand andPart number ordered

Contract Info: if the PO is associated with a Contract, @mmntract ID andLine Number will be
displayed on this tab.

The lower portion of the page contains theoice List box which contains a listing of Vendor
Invoices that have been issued against the Purchase Order. The Vendor User wilbbidytbe
view invoices that have been received by CU and entered into the system.

Thelnvoice number hyperlinkinvoice Date invoiceAmount, Due Dateand CU’sVoucher ID
will be displayed in the Invoice List area. Voucher is CU’s identificatimmber that represents the
claim to pay the invoice. This is not the check number.
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From thePurchase Order Detailspage, if theLine number hyperlink is selected, the PO Line
Schedule information will be displayed.

O

ThePurchase Order Schedulgpage displays the schedule or shipping information for the PO Line.
Key information available on this pageDsie Date Ship to Address Ship Via, Freight Terms,
Unit Price andAmount.

1

By clicking on theDue Date hyperlink, the Vendor User can drill infReceipt Information for
this PO Line. To return to the Purchase Order Details page, click

Additionally, from thePurchase Order Detailspage under thinvoice List area of the page, click
thelnvoice number hyperlink to view details regarding the Vendor’s Invoice.

1]
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Thelnvoice Detailspage will be displayed. From this page, the Vendor User can view payment
details includingnvoice Number, Unit Price (payment amount$cheduled to Paydate Amount
paid, and paymerethod.

Use the hyperlink to return t®tinehase Order Detailspage for the PO
you are viewing or use the hyperlink to return Rutbkease Order List
page that displays the list of purchase orders that were initially edriev

From thePurchase Order List page, the Vendor User has the option to use the button to
view a copy of the Purchase Order in PDF format.

Click the button the desired Purchase Order.
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The following message box will appear.

This message is indicating to the Vendor User the process to generatd-thef the Purchase
has been initiated and is running in the background. The process takes approximatap@Oteec

1 minute to finish running. The Vendor User should click the button on the message
box andremain on the Purchase Order List pageAfter waiting approximately 30 — 45 seconds
for the background process to finish, the Vendor User should click the button again for the

desired Purchase Order.

|:|4r Click a 2° time
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ThePDF copy of the Purchase Order will be displayed in a separate window. The Verdaab's
view, print or save the PO to a local workstation if desired.

Use the hyperlink to return toRechase Orders — Filter Optionspage to use
different Search Criteria for additional purchase order retrieval.
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View Receipts

The term “Receipts” in this manual refers to the receiving of a shipment of gosel/mes, from
the Vendor organization, into CU’s procurement system.

From the Menu, click on thilanage Ordershyperlink.

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the
page. Click/iew Receipts Either hyperlink may be selected.
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TheReview Receipts — Filter Optiongage will be displayed.

This page allows the Vendor User to define any combination of Search Cotegtadve Receipts
for the Vendor organization.

Available asSearch Criteria or Filter Options are the following fields:

1. From Receipt Date, To Receipt Date- populate the receiving dateReceipt Date This
field can be used to search for Receipts entered into CU’s procurement systeenkeev
two dates.

2. From PO ID, To PO ID — if the CU Purchase Order ID number is known, populate this in
the search field. If searching for a single PO number, enter that number in bétbrthand
To PO ID fields. These fields can be used to search for a range of Purchasdubnbers,
or for a single PO Number.

3. Shipment Number— Use the Vendor’s shipment number as search criteria.

4. Item ID — This field can be used if the CU Inventory ID number is known and will search for
Receipts that contain that Item ID.
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After entering the Vendor User’s desired search criteria, click the ton batretrieveRecipts
that meet the enter&karch Criteria.

Once the Search Criteria have been provided and the Receipts have been retri@edethe
Receipts — Receipt Linepage will be displayed.

]
1]

Key Receiptinformation such as thieeceiver 1D, Received DatePO Number, PO Line Number,
ReceivedQuantity, and Recei@tatusare displayed on this page.

Click the hyperlink to go backReview Receipts — Filter Optiongage to change the
search criteria and retrieve a different set of receiving infoamati

Or, click on anyReceiver ID hyperlink to review th&eceipt Details
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TheReview Receipts — Receipts Detaifsgage will be displayed.

This page displays receipt details such afibeeipt date and timePacking Slip Number, the

Quantities that werereceived, accepted, or rejectednd relatedPurchase Order Detailsfor that
receipt.

Click the hyperlink to return to the Receipt list to view additional receiving
information on other Receipts.
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REVIEW PAYMENT INFORMATION

TheReview Payment Information section of the system will allow the Vendor User to search for
and view payment information by various search criteria including the Verideoike Number, or
a check number. Also available are “open balances” or Vendor invoices that havecbesd rand
entered into the system, but not yet paid.

The term payment “Reference” is used to represent CU’s payment iddidifioumber, such as a
check number.

Invoices

From the Menu, click on thieeview Payment Information hyperlink.

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the
page. Clickinvoices Either hyperlink may be selected.
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TheReview Invoices — Filter Optionspage will be displayed.

This page allows the Vendor User to define any combinati@eafch Criteria to retrieve Invoices
for the Vendor organization.

Available asSearch Criteria or Filter Options are the following fields:

1. From Invoice Number; To Invoice Number. If the Vendor invoice number is known, enter it
here. If searching for a single invoice number, enter that same invoice numbér tinebbtom
Invoice Number and To Invoice Number fields. Alternatively, use a range of invoideensito
retrieve multiple invoice data.

2. Item ID -- This field can be used if the CU Inventory ID number is known and will search for
Invoices for that Item ID.

3. From Date; To Date enter a range of invoice dates to search for payment information.
Typically the invoice date is the Vendor’s invoice date.

4. From Amount; To Amount: use to search for payments by amount. Enter a from and a to
dollar amount range.

[ 1

Click the button to execute the search to find invoices matching the Searéh Crite
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TheReview Invoices — Invoice Lispage will be displayed.

This page will display invoices matching the Vendor Users search &@ged shownvoice
Number, Invoice Date GrossAmount, paymenDue DateandVoucher number.

[ ]
—

Click the hyperlink to go backReview Invoices — Filter Optiongpage to change the
search criteria and retrieve a different set of invoice information.

Or, click on anyinvoice Number hyperlink to review thénvoice Details
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TheReview Invoices — Invoice Detailpage will be displayed. This page displays all detailed
invoice and payment information for a particular Vendor invoice. Sections on the pagke incl

Invoice Line Details Payment SchedulePayments MadeandPurchase Orderswith each
section containing key data elements.

1

Click the

hyperlink to return to Beview Invoices — Invoice Lispage to select
another Invoice.
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Available on thdnvoice Detailspage is a section label®hyments Made TheReferencenumber
is CU’s check number.

Clicking on theReferencenumber hyperlink will open thReview Invoices — Payment Details
page.

This page shows payment details of the payment made on the Vendor Invoice(s ylaynhent
Reference Number.

Click the hyperlink to return to the Invoice Details page.
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Payments

These pages will allow the Vendor User to search for payments by the Vendcoelnuaiber or
CU Payment Reference number (check number).

From the Menu, click on thieeview Payment Information hyperlink.

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the
page. ClickPayments Either hyperlink may be selected.
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TheReview Payments — Filter Optiongage will be displayed.

Available asSearch Criteria are the following fields.

1. Invoice Number — If the Vendor invoice number is known, enter it here to search by Invoice
number.

2. Payment Reference- This is CU’s check reference number.

3. From Payment Date, To Payment Date- Enter a range of dates that the payment date would
fall within.

Click the button to execute the search to retrieve payments matching¢heCaesxia.
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TheReview Payments — Payments Madgage will be displayed.

The PaymenReference Vendorinvoice Number, Payment DateandAmount are displayed in
the list.

Click the hyperlink to return and search for different payments.

Click the paymenReferencehyperlink to view additional payment details.

TheReview Payments — Payments Detaifsage will be displayed.
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Account Balances

VendorAccount Balances or outstanding invoices, can be viewed in the system. A Vendor

“Account Balance” represents vendor invoices that have been received by CUniophé sytem,
but not yet paid.

From the Menu, click on thieeview Payment Information hyperlink.

Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the
page. ClickAccount Balances Either hyperlink may be selected.
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TheAccount Balances — Invoice Lispage will be displayed. Displayed is a list of Vendor Invoices
pending payment.

The Vendoilnvoice Number, Invoice Date Amount, paymenDue Date StatusandVoucher
number will be displayed.

Select arinvoice Number hyperlink to open th&ccount Balances — Invoice Detailto view
additional details for the selected invoice.
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APPENDIX A
Emails

City Utilities’ procurement system allows for automatic emails tedre from CU to the Vendor
organization regarding Strategic Sourcing Bidding Event activity. Theaisamight be sent to
communicate an invitation to bid on a Bidding Event, to notify of some type of change to a Bidding
Event or to send a confirmation of a bid the Vendor User submitted.

The system generated emails will be sent to the Vendor organization’s setitightion email
address. Vendors are encouraged to create a central email address, td @itich/alities’
bidding email correspondence can be sent. A central email for the Vendor organizihissure
personnel changes or employee absences do not inhibit the Vendor’s abiligite tecely
notifications of CU bidding opportunities.

Following are examples and explanations of the different types of emafetidor organization can
expect to receive.
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Event Invitation

TheEvent Invitation email will provide information to the Vendor User about a solicitation
opportunity. The Vendor User will be able to view the nature of the opportunity, Eventrgtart a
End Dates, and if there are any file attachments. A link will be provided withimizikwehich can
be used to connect directly to CU’s system to Bidder Login Page to login and auiich

NOTE: The Vendor User must have a CU issued User ID and Password to be able to logsnto CU’
procurement system.

Event ID is the Bidding Event number that uniquely identifies this Bidding opportunity in CU’s
system.

Event Nameis a unique name for the Event that also helps identify the Bidding opportunity in CU’s
system. The Event Name also conveys a general idea of the nature of theg Bidet.

Event Starts andEvent Endsdates define the opening and closing dates and times for the Bidding
Event. Event Start Dateis the date a Vendor User may begin submitting bid respo&sesDate
reflects the date and time for which all bid responses must be submitted by in othertfal to be
considered on-time.

Contact Name, PhoneandEmail Address identify the CU Buyer responsible for the Bidding Event
and list the Buyer’s phone number and email address. Questions regarding the Bireding
should be directed to the Buyer by phoning or using the Buyer’s direct emasgaddre

Header AttachmentsandLine Attachments indicate if the email contains any additional
attachments to the Bidding Event that should be viewed by the Vendor User. File atttsciwt
be sent with the email and can be opened or saved to a local workstation.
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Event URL is the hyperlink that can be used to connect the Vendor User to CU’s procurement
system. Clicking the hyperlink will open the systemidder Login Page

Also included in the Bid Invitation email will be a pdf attachment which containpyaaf the
Bidding Event. If there are any additional attachments related to the Biddemg, Ehese files will
also be included in the Bid Invitation Email.

File Attachments can be opened, printed or saved to the Vendor User’s local wankstati
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Bid Notification

When a Vendor User has submitted a bid, a confirmation email will be Beistemail will be sent
to the Vendor User’s email address associated with the Vendor User’s UseathHar than the
Vendor organization’s central solicitation email addres@NOTE: this is different from all other
email notices that are sent to the Vendor organization).

The Bid Notification email will indicate thEvent ID, Event Name Bid ID number (multiple bids
can be entered) and tbate Posted(date and time the Bid was posted).

Also included in the Bid Notification email will be a pdf attachment which contaowpy of the
Vendor User’s bid. This file attachment will be narfédur_Bid.pdf’ and can be opened, printed
or saved to the Vendor User’s local workstation.

Note: Any additional attachment files the Vendor User attached to their pmhessare not sent
back to the Vendor User in this Bid Notification email.
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Event Cancellation

In the case where a Bidding Event is cancelled by the CU Buyer, an ethbg vgsued to the
Vendor organization.

The Event Cancellation notification will list tlievent ID andEvent Name The CU Buyer’s
Contact NameandContact information will be listed as well in case the Vendor needs to contact
the Buyer with questions. No file attachments will accompany this email.
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Event Edited

When a Bidding Event has been edited, (without a new Round or VersidivganhEdited email
will be issued.

NOTE: If a Bidding Event has already been posted to invited Vendors, and an additional Vendor is
added to the Event, the newly added Vendor will receive an Event Edited emailtfrathan Event
Invitation email) even though this is the first notification the newly added Vesdeceiving.

TheEvent Edited email has the same basic information as the original Event Invitation email

Also note the Events file attachments are also re-sent with the Event Edifedumnari.
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Bid Canceled

When a Vendor User decides to cancel a Bid that has already been submitted drydibre
Organization, 8id Canceledemail will be issued.

This email is sent to both the Vendor User’s email address and the Vendor digasizantral
email address if those email addresses are different. Otherwise, ogaités sent to the Vendor
Organization’s central solicitation email address.
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