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Invitation Email

 When you are invited to participate in an event (tender)
you will receive an emalil like the one below

SAP Ariba /\\

Auckland Council - Test has invited you to participate in the following event: Data Enhancement
Request for Proposal. The event is set to begin on Tuesday, October 17, 2017 at 4:55 PM, New
Zealand Daylight Time.

Use the following username to log in to Auckland Council - Test events: test-
beth.macdonald@aucklandcouncil.govt.nz.

Click Here to access this event.

When you click this link, log in with your username and password. You will then have the option
to register your buyer-specific user ID with a new or existing Ariba Commerce Cloud account
and participate in vour event.

If vou do not want to respond to this event, Click Here. You must register on the Ariba
Commerce Cloud or log in using your existing Ariba Commerce Cloud account username and
password before you can indicate that you do not want to respond to this event.

If wvou have forgotten your username or password and are unable to log in, Click Here.

MOTE: The forgot password link is only valid for 24 hours. After this link expires, click Forgot
Password on the Ariba Login page to reset your password.

If vou have guestions about this event, contact traineel via telephone at  or via e-mail at

noreply@ariba.com.

We look forward to working with you!

Thank You,

Auckland Council - Test

Auckland =\
Council —.°
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Login

 When you click on the link in the invitation email, it
should take you to the login page.

* If not, please go to supplier.ariba.com

Supplier Login Intro to integration: July 19

Streamline your account receivables by aut
your customer transactions. See how it's dc

R g less than 30-minutes. Register for the webil
T 92> live Q&A on July 19 at 2pm EDT.

Learn More

Login

Having trouble logging in?

New to Ariba?
Register Now or Learn More
I ——
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http://supplier.ariba.com/

Events

To access RFx events, you need to go to the Events page and open the

RFx you have been invited to.
Ariba Sourcing

£i  Company Settings v B Procurement Systems v Help Center »

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

Auckland Council Requested Profile market integrity.

All required customer requested fields have
been completed.

Events
View customer requested fields >
Title ID
v
Public Profile Completeness Final offer Docs4187115
RFx Doc84187114
Enter a short description to reach 45% > Tasks
There are no matched postings.
Name Status

To get to the Events Page from

another area of the site, please click

on the navigation icon to the left of
“Company Settings” and select

End Time Event Type
5/9/2017 15:20 RFP
5/9/2017 14:59 RFP
Completion Date Alert

Company Settings v

GO TO I'v1y

LEADS

PROPOSALS

ORDERS & INVOICES



Event status

RFxs are grouped by status. You can only submit a response when a
RFx’s status is “Open”.

Status______|Description

Open The event is open for the participant to respond. You can put in
a submission, withdraw a submission and resubmit.

Pending Selection The event is closed to responses and is pending award by
Auckland Council.

Completed The event is completed. A contract has been awarded.
Canceled The event owner has canceled the event. The event no longer /
exists.
Council =<
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Event Details

Event Messages Check message sent and received via Ariba
Response History .
P ! Click to see who else from your
Download Tutorials organisation has been invited to this event.
You can also add users to the response

Response Team
team.

v Checklist
Checklist lists the steps which you need to follow in order

1. Review Event Details to Sme|t a response.

2. Review and Accept . ] . L .
Prerequisites We will explain the steps in detail in the following pages.

3. Select Lots

4. Submit Response Event Contents shows the structure of a tender
document by listing all the section names.

¥ Event Contents

For example, in this sample case you should find all
requirement information under section 2 Requirement.

All Content

1 Introduction

2 Reguirement

3 Mon-price Response

Auckland
Council —.°
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Event Details

Event Messages

Response History
Download Tutorials

Response Team

v Checklist

v

1. Review Event Details

2. Review and Accept
Prerequisites

3. Select Lots 4—,_

4. Submit Response,

This step allows you to view the RFx event content, i.e. requirements, questions,
but there is no option to respond here. Also you cannot view the pricing section of
the event. Choose either Review Pre-requisites or Declined to Respond.

To progress further, select Review Pre-requisites, we would see your organisation’s
event status updated to ‘Intended to Participate’.

The prerequisites is the terms and conditions for the tender. In order to bid you
must read and agree to the pre-requisites first. Once you agree to the pre-
requisites, we would see your organisation’s event status updated to ‘Accept
Agreement’.

Select Lots allows you to select the items you intend to price for within the tender.
In most cases, there will be a single lot item. However, there may be tenders with
more than one lot item.

For example, a tender has specified services to be contracted by areas. If you want
to submit for only one area but not others, you would need to select that related
lot.

Here is where you prepare and complete your submission. You can fill out the
answers, upload documents, and enter the pricing information. Once you are
happy with your response, press Submit.

Once confirmed, we would see your organisation’s event status updated to
‘Participated’.

Aucklan

Counci
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Checklist 1. Review Event Detalls

There are three options:

1. To progress further with the event, click ‘Review Prerequisites’;

2. To accept, click ‘Accept to Respond’. (Note: You have to accept Prerequisites if you'd like to participant)
3. To decline, click ‘Decline to Respond’ and provide rationale;
4

After selecting ‘Decline to Respond’, if you change your mind you can select
‘Intend to Respond’

Company Settings v

De

Go back to Auckland Council - Test Dashboard

Event Details Doc96574384 - Data Enhancement Request for Proposal

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

Download Tulorials continue with the event. If you decline the terms of the prerequisites, you cannot view the event content or participate in this event

¥ Checklist Download Content | Decline to Respond | ‘ Print Event Information

1. Review Event Details
Requirement (Sec

2. Review and Accept
Prerequisites Name T
¥ 1 Requirement

3. SelectLots

1.1 Auckland Council is now delivering a range of services from a single consolidated solution. As Council enables further digital engagement with its customers, a number of initiatives are being

envisaged. Key to these initiatives is the underlying quality of customer data and the ability to have a single unique view of the customer across the transactions and interactions. Council is in the
4. Submit Response process of embarking on a project to enhance customer data quality. They key objective of this RFP is to select a supplier who will work with council representatives to identify and cleanse

data tools / products that already exist in the Council landscape. The project is expected to form

duplicate customer data along with the alignment of master and
the base for council as they embark on putting together a formal master data governance; which in tum will align with supporting the digital enablement roadmap for council's customers and other

initiatives.
v Event Contents

1.2 Background and detail requirements References
All Content 1.3 Draft Contract
\ | 1 Requirement 14 Timeline
2 Non-Pricing Attribute : _—
9 Event Overview and Timing Rules
3 Pricing Attribute
© Currency:  New Zealand Dollar

Owner.  trainee1 &

Commodity:  Inform:

Event Type: RFP
Publish time:  17/10/2017 16:55

Conflict of Interest

Auckland s
Council —.°
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Checklist 2. Review and Accept Pre-requisites

13.2 Participants must not make any public statement regarding the RFX process without the express prier written consent of the Council Organisation.
13.3 The Council Organisation may, if it considers it appropriate, require a participant to sign a confidentiality deed before releasing any confidential or commercially sensitive information to the participant. The participant agrees to sign the

confidentiality deed, if requested.

13.4 The Council Organisation reserves the right to exclude any partici
13.5 The Council Organisation and the Administrator are subject to the

14. Publishing of information

14.1 Auckland Council regularly publishes information on its procurement activities, spending and contracting as part of its public information progyamme @

such, the successful participant will consent to Council disclosing information about the awanprenracl re:aqu IuiSilll
Tﬁniegmg iagme't ﬁcéweefél?m"gr a Ca‘ tﬁeﬂmen S

« a description of the services being supplied

- the name of the participant;
« the term of the agreement/contract;
- the value of the agreement/contract.

In addition the successful participant will also consent to Council disclosing

Applied to RFP, RFT and RFQ only
15 Preferred participant

Read:-and-agree:to:-the.:::

hi Programme ) to further promote openness and transparency of Council operations. As

15.1If a participant is selected as 'a preferred participant' then such selection does not constitute an acceptance by the Council Organisation of the participant's proposal, or imply or create any obligations on the Council Organisation to award the

contract to that participant.

15.2 The Council Organisation may at any time, without being liable to the

End of area

16. Administrator will have no liability

16.1 Clause 16.2 will apply where the Administrator is not the same as the Council Organisation.
16.2 The participant acknowledges that the Administrator is a separate legal entity from the Council Organisation and, notwithstanding the Administrator's involvement in the RFX process:

0 legal or other obligations will arise between the Administrator and any participant in relation to the RFX process, its conduct or outcome

conditions-of-tender:

?e Administrater will not be liable in contract, tort or in any other way for any direct or indirect damage, loss or cest incurred by any participant or other persen in any way relating to the RFX process, its conduct or outcome; and

| accept the terms of this agreement.

1 do not accept the terms of this agreement,

v/ Submit this agreement?

Click OK to submit.

3 OK Cancel

Cancel

Auckland
Council =.°_
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Checklist 3. Select Lot

Select the lots (items) you
want to bid (price) for

v Checklist

1. Review Event Details
Select Lots Select Using Excel

2. Review and Accept
Prerequisites

Lots Available for Bidding

3. Select Lots
Name

4. Submit Response 1 31 Lump sum for implementation

3.2 Daily rate for Project Manager

3.3 Daily rate for Business Analyst

Z Submit Selected Lots

Auckland
Council =<

10 Te Kaurihera o Tamaki Makaurau S



Checklist 4. Submit Response

Now you can start on your responses to the requirements. This is done through
entering your answers in the text box provided or uploading any documents as
required.

You do not need to complete your response in one-go, you can save your work
and come back to it later.

v Checkiist pamed
¥ 1 Requirement

1. Review Event Delalls 1.1 Auckland Council is now delivering a range of services from a single consolidated solution. As Council enables further digital engagement with its customers, a nun

of initiatives are being envisaged. Key to these initiatives is the underlying quality of customer data and the ability to have a single unique view of the customer across th
transactions and interactions. Council is in the process of embarking on a project to enhance customer data quality. They key objective of this RFP is to select a supplier
will work with council representatives to identify and cleanse duplicate customer data along with the alignment of associated master and transaction data leveraging tool
products that already exist in the Council landscape. The project is expected to form the base for council as they embark on putting together a formal master data goverr
which in turn will align with supporting the digital enablement roadmap for council's customers and other initiatives.

2. Review and Accept
Prerequisites

%, Seeclos 1.2 Background and detail requirements [&| References

| 4. Submit Response 1.3 Draft Contract
1.4 Timeline

1.5 Evaluation Method is Weight Attribute
v Event Contents 9
¥ 2 Non-Pricing Attribute

All Content
¥ 21 Manansmant Skill

(*) indicates a required field
1 Requirement

2 Non-Pricing Attribute Submit Entire Response | Update Totals J l Save ] [ Compose Message ‘ l Excel Import

3 Pricing Attribute

Auckland N2,

Council "
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Checklist 4. Submit Response - continued

To complete your response, complete all the mandatory sections, by entering
the required information and/or adding the attachments.

To submit, click ‘Submit Entire Response’ and click ‘OK’ to confirm

v Submit this response?

Auckland

Council =<
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Checklist 4. Submit Response - continue

You have the option to revise your response at any stage prior to the event
closing time.

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

1

All Content

Name T Extended Price Price

¥ 4 Conflict of Interest

4.1 Does any person in your organisation have a close friend or relative who is (or could be) No
involved in any evaluation or demsmn-mamng relaung to this procuremenl p[OCESS?

4.3 Has any person in your organisation recently offered any special discounts, gifts, trips,

hospitality, rewards or favours to any person involved in any evaluation or decision-making refating to Yes
this procurement process? (e.g. free travel, free samples for personal use)

4.4 Please insert the

details

4.5 Does any person involved in any eva
process have a financial interest in your o
shareholder in, your organisation)

4.7 Are you aware of anything that migh

evaluation stage or decision-making stage Revise RESDOI'IS&?
your organisation? (e.g. the person has ud

We invited our Council contacts to the All Black game last weekend

You have already submitted a response for this event. Click OK if you would like fo revise your response

2 ‘ oK H Cancel

~ Once you have updated your submission, you can submit the sub
Auckland =/

Wps shown in earlier slides.
Council _"_

13 Te Kaurihera o Tamaki Makaurau S



For help and support

The Ariba Help Centre is available on the top right of the screen.

SAP Ariba OrderS & |nVO|CeS Powered by Ariba Network = « Help Center

»»a How do | participate in my buyer's
event using an email invitation?

Supplier Login SAP Ariba Makes Com S
Faster, with Fewer Erro iR

B Supplier Basics (4:33)
o

Jeremie Chauvin, Projg
shares the ways SAP A '3 How do | register a new account?
for their business.

a2 What browser versions are certified
for SAP Ariba cloud solutions?

Lo Learn More
~a Why did the link in the password
Having trouble logging in? reset email expire?
View more [§
New to Ariba?

Register Now or Learn More

Can't log in? Let us help you!

["[] Documentation {} Support

Council ==
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For help and support

» For further support click on ‘Support’ at the
bottom of the Help Center panel. A new screen Who do | contact for help?

will open and you can see related articles, or you
can get help by email or phone.
L'__u Documentation |0 Support I

Support Center <€

I need help with |registration Update Common Troubleshooting Tags

Search purchase orders

eaq| "The username and password entered has already merged to another Ariba Sourcing user account”

eaq) How do | complete registration if my "username” already exists? Invoice status
. - View home dashboard Browser configuration
Faa| What are some common issues when registering an account?
Supply chain  Customer relationships
eaq| "The username and password pair you entered was not found”
Supplier account login

£AQ) A ici i v buyer's v i email invitation? s
How do | participate in my buyer's event using an email invitation BT AT S TS

4«1 2 3 . & » Search invoices

Can't find what you are looking for? Let us help you.
trust.ariba.com

Information and latest notifications about product issues

E Get he|p by email and planned downtime.

Check status 7

Choose your communication preference:

Qf Get help by phone

(X Attend a live webinar A
uckland
Council =<
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FAQ — Why can’t | see the tender event?

Common Causes 1

Your company has been invited to a tender event, but you are not on the invitee list for

your company.

Check — if you have not received an email invite from Ariba directly to participate in an

event, you are not invited.

Fix — contact your supplier account administrator to add you to the Response Team for the

tender event. Also make sure your account administrator assigns the correct role to your

profile, so you have the right to respond to events.
Auckland -

Council "
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FAQ — Why can’t | see the tender event?

Common Causes 2

You do not have the correct role assigned to your profile. You can not find the Event page

or the Proposal option, despite having received an Ariba email invite.

Check — if you can not see the event page.

Fix — contact your Ariba (supplier) account administrator to assign the correct role to your

profile.

Auckland N2,

Council "
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FAQ — how to add others to the Response

Team for a tender

Event Details

Event Messages
Response History
Download Tutorials

Response Team

Team’

v Checklist
1. Review Event Details

2. Review and Accept
Prerequisites

3. Select Lots

4. Submit Response

1. Go to the
tender event,
click “ Response

18

Review the list of members from your organization who can participate in this event with you. You may add team members to this list as needed

2. Click Ad to search
the user who you

Name |

Beth Macdonald icouncil.govit.nz

want to add to the
Beth Macdonald

=) a—

[com

Note: If you wish to add a new user that is not already in

your Ariba account you will need to add them to the account
first.

Add Team Mg . .
3. Tick the box in front

Name 1 of the user (name) to
Anmed select, then click OK.

Hafez

Auckland &%
Council =<
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FAQ — how to download attachments in a
RFEX event

Click on the document which you want to download, and a pop-up box will
show at the bottom of the page

All Content

Name T

¥ 1 Requirement

1.1 Auckland Council is now delivering a range of services from a single consolidated solution. As Council enables further digital engagement w
of initiatives are being envisaged. Key to these initiatives is the underlying quality of customer data and the ability to have a single unigue view of
transactions and interactions. Council is in the process of embarking on a project to enhance customer data quality. They key objective of this RF
will work with council representatives to identify and cleanse duplicate customer data along with the alignment of associated master and transacti
products that already exist in the Council landscape. The project is expected to form the base for council as they embark on putting together a fon
which in turn will align with supporting the digital enablement roadmap for council's customers and other initiatives.

1.2 Background and detail requirements References
1.3 Draft Contract Reference Documents

1.4 Timeline ("W Backgrounds and Detail Requirements.docx

Do you want to open or save Backgrounds and Detail Requirements.docx from s1-2-euw.ariba.com? Open Save A Cancel ®

Note: We do not recommend you use the ‘Download all attachments’ o

Auckland

N
Lo Council ==~
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FAQ — how to upload attachments

. When you see this symbol 5
it indicates that there is an option to attach documents. Please read the question

clearly, which would indicate if an attachment is mandatory or optional.

. Click on the icon to attach a file

All Content m| ¥

Name T Extended Price  Price Quantity

211 Please outline your management and escalation structure / mechanism. Ma

212 OQutline your ability to provide measurable and tangible KPIs based on success criteria for this engagement. reg

L v

213 Describe any constraints you see with our mandate to leverage existing tools / products and your approach to mitigate the impact of these
-

Council ="
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FAQ — how to upload attachments - continued

. Once you click on the icon this screen will appear, enter a comment to identify the

attachment and attach a file

Add/Edit Comment

*
Comment:

Attachment: § Attach a file

Auckland

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... WWhen you have finished, click OK to add the attachment.
Altachment: Browse. .
S

Council ="
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FAQ — how to upload attachments - continued

. Once you click on the icon this screen will appear, enter a comment to identify the

attachment and attach a file

Add/Edit Comment

*
Comment:

Attachment: § Attach a file

. Browse and select the file you want to attach

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

Attachment: Browse. ..
Auckland %
Council =%
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FAQ — how to submit Assumptions, or
Departure

Download the ‘References’ file, then enter the information. Once completed,
upload the completed version by clicking on ‘Attach a file’

¥ 2.5 Declaration

251 Please attach the statement of departure References *Aftach a file
252 Change to terms and conditions References *Altach a file
2.5.3 Assumptions References *Aftach a file
Below is a screenshot of the Statement of departure
Please list below all departures from the standard requirements of the RFP OR if there are
no departures, check the box below to confirm
&
Description of departure Relating to
insert description of departure insert reference to requirements or
response
\ insert description of departure insert reference to requirements or
response
insert description of departure insert reference to requirements or Aucc(')(sl?‘:‘(‘;?l PN
response —A A
23 P o ‘e Kaunihera o Tamaki Makaurau m




FAQ — how to fill out References

You may be required to provide references

¥ 24 Referees

2.41 Please specify 2 referent:esl (2 [click to respond

Click on the icon, a new window will open. If you cannot see the ‘Click to
respond’ icon, check if you are at the right step of the Checklist.

You can only fill out the referees information in the Submit Response step.

Please specify 2 references

Street ¥ Street

EEEE * : Auckland N2
Council ="

“ Te Kaunihera o Tamaki Makauray
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FAQ — how to ask questions on the tender

If you have a question for the tender facilitator about the tender, select
‘Compose Message’. A new window will open and you can type in your
message and attach files, if required, then send it.

All Content
Name

2.3.3 Outline your proposal to engage relevant stakeholders including business user representatives, functional, technical and management representat

¥ 2.4 Referees
241 Please specify 2 references 3 click to respond
¥ 2.5 Declaration
2.5.1 Please attach the statement of departure References
2.5.2 Change to terms and conditions References
2.5.3 Assumptions References
¥ 3 Pricing Attribute

{*) indicates a required field

Submit Entire Response ‘ Update Totals | | Save ‘ ‘ Compose Message

Auckland N2,

- Council ="
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