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Introduction
What is E-Bidding?

A process for suppliers to submit electronic bids to open and/or invitational competitions. The
supporting tool acts as a central repository for storing all tendering events and documents.

E-bidding System

SAP Ariba is the Province’s procurement technology solution used for procuring of goods, services
and construction. The Province has been using various modules of this technology since September

2015.

Benefits to Suppliers

SAP Ariba is a cloud-based solution, accessible anywhere the internet is available.
E-bidding will save time and money by eliminating the need to drop off a paper copies to the
Procurement Office.

SAP Ariba allows you to build your submission from the time of posting to the time of closing
by providing you with a workspace to save your work.

SAP Ariba has a robust notification function. Once you have identified your intention to
participate in an event, notifications will be sent automatically when addendums are issued,
competitions are extended or cancelled and for other related information.

You will have a consolidated view of all opportunities which you are intending to participate in
or in which you have already participated.

You will gain access to other procurement opportunities within the Ariba Discovery Network.
This is a global network that allows you to search opportunities from Ariba’s other customer
organizations. Note: there may be costs to respond to opportunities with other
organizations on this network.

You can tailor your supplier profile to notify you of upcoming opportunities in categories of
interest (e.g. construction supplies, agriculture suppliers, etc.)

E-Bidding will not apply to:

Bid Express (BidEx) opportunities
Group Purchasing Organization opportunities
Low Value Purchases

Organizations or individuals interested in these opportunities will continue to use the current process.
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What does this mean for you?

The implementation of the E-bidding will affect suppliers in the following ways:

Open Competition and select Invitational opportunities will be posted electronically;

All notices will continue to be posted on the Nova Scotia’s tender site with a link to the sourcing
event (or tender opportunity);

Suppliers must register with SAP Ariba Discovery to participate in these opportunities;

Invitational and Open Competition opportunity questions can only be posed and responded to
using the E-bidding system; and

All bids, expect when identified otherwise, must be submitted electronically.
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The intent of this guide is to provide information on:

‘ Registering with SAP Ariba

Locate Opportunities

Important Event Details

‘ Responding to an Event

Revising your Bid &
Resubmitting

Using Event Messages

‘ Where to Find Additional Help

Page 4 of 32



NOVAPSB(%TIA

1 Registering with SAP Ariba

You can gain access to the community of active buyers by registering on SAP Ariba Discovery and

creating your supplier profile/account:

Go to discovery.ariba.com

Ariba Discove ry Join Ariba Discovery | Feedback | Help | LogIn

I'M SELLING

Home Sellers Customers About

Preview Suppliers

Find the Right Sellers. For Any Project.

Access over 1.5M trading partners worldwide.

Computer

on Materials
Creative Services
Distribution & Conditioning ts Freel

Electric & Lighting » Start Now

Manufz

Material Handling ndition.

Professional & Administrativ Quick & Easy - Post your project in only 5 minutes
Technology & Engineering Se
" R e Fast Results — Get multiple responses within 24 hours
More
i Proven Success —
]
All Categories Over $308.7M of business posted every month

Request a Demo Learn More

View Demo  Leam More

How Ariba Discovery Works

1. CREATE A POSTING 2. REVIEW PROPOSALS 3. MAKE SELECTION
Describe what you are looking for and we will Matched sellers will respond to you securely Quickly compare qualified sellers, then create
match you with high-quality sellers. through Discovery. a shortlist or award business.

Click the ‘I'm Selling” tab in the top-left hand corner (under Ariba Discovery name)

Ariba Discovery

I'M BUYING I'M SELLING

Home Sellers Customers Al

Preview Suppliers
Computer Hardware, Software ...
Construction & Maintenance S..
Construction Materials

Creative Services

Distribution & Conditioning .
Electrical Systems & Lighting

Manufacturing Components & S...

Welcome to Ariba Discovery
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A new screen will open (see screenshot below).

Ariba Discovery m  Help Center

I'M BUYING

Home Leads Subscriptions About

Register Now

Discover new business
relationships. Today. e e corpen)

Enter Email Address

. Reach over 50% of the Global 2000 companies

(e.g. jwayne@ariba.com)

+ Access $5B USD of potential new business per year
o 17M leads sent per year s Data Policy

Retumning Users? Log In

View Demo Learn More

How Ariba Discovery Works

1. REGISTER 2. RECEIVE LEADS 3. DISCOVER NEW RELATIONSHIPS
Your free registration allows Ariba to match Get notified automatically of opportunities Respond to your matches, build new
you with ready-to-purchase buyers. matching your capabilities. relationships, grow your business.

Add the required information (Company Name and Email Address), once added, Click Register Now

Register Now

Enter Company Name AJ
{e.g. ACME Company)

Y
Enter Email Address Bj

(e.q. wayne@ariba.com)

Register Now

Data Policy

Retuming Users? Log In
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Enter your Company information. An * (asterisk) indicates a required field

Company information

* Indicafes a required field

Company Name: *

Country* | United States [USA]

Address* | Line 1

Line 2
Line 3
City *
State* | Alabama A
Zip*

Enter user account information.

User account information

Name:* | Test Supplier

Email:* | GNSUATO001@gmail.com

J Use my email as my username

The username and

password created is
= -

what you will need fo » Usemname:

access (or sign inj to

your Ariba Discovery

SH L ssssases
account Password:

Language: | English

Email orders to:* | GNSUATO01@gmail.com

If vour company has
more than one office,
enter the main office
address. You can
enter more addresses
such as your shipping
address, billing
address or other
addresses later in
your company profile.

* Indicates a required field

Ariba Privacy
Statement

Must be in ema
format(e.g
john@newco.com)
®

Must contain a
minimum 8
characters
including letters
and numbers. (@)

The language used
when Ariba sends
you configurable
notifications. This
is different than
your web b...

Customers may
send you orders
through Arba
Network. To send
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Scroll down and identify the product and/or service categories and ship-to or service locations you

provide.

Note: SAP Ariba Discovery postings will be matched to the product and service categories you

select. Choose categories rather than the exact products or services by name to ensure you gain
exposure to broader opportunities. If your products or services can be classified in multiple ways,
select all possible categories to ensure better matches.

Tell us more about your business

Product and Service Categories:* | Enter Product and Service Categories Add

_or-

Browse

Naptha hydrotreater

Ship-to or Service Locations:* | Enter Ship-to or Service Location Add -or-  Browse

Tax ID

DUNS Number

Canada

Opticnal

Optional

Product and Service Categories: Type in keywords to classify your products or services, or click
the Browse link to review the list and make appropriate selections.

Product and Service Categories: *

Enter Product and Service Categories

Add

-or-  Browse

Ship-to or service locations: Lets buyers view all geographic areas your company serves. Include
your ship-to location(s) and click the Add button, or click the Browse link to scroll through the list
and make appropriate selections.

Register
oo =]

e You will arrive to the VVelcome to Ariba  goreen.

e You will be requested to complete your company profile. You can choose to provide the
additional details now or at later date.
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Complete Your Company Profile Now

o Why is your company profile important?

Add company contacts to ensure your trading partners can contact

. you. Completing your company profile enables buying
Add marketing and financial details to help new trading partners find IEETEEIETE 2 Iocalf,- your company wher! s
. you. suppliers by commodity, industry, sales terrtory, or other

View additional company profile recommendations in the criteria.

completeness meter.
Buyers use your company profile to evaluate your

capabilities.

Ariba uses information in your company profile to
automatically match your capabilities with new opportunities.

Complete my Company Profile later Go to my Company Profile

You can choose to enhance your profile with business, marketing, and certification related
information.

Home Leads Messages Profile Reports Subscriptions About
Edit Profile
Matches Watchlist View Profile
0 0
Ratings
- ) References i
Match confidence indicates in percentage how closely watches the buyer's requirements.

e Proceed to the applicable tab and provide the applicable information.

Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Additional Documents
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To manage your account, click on the Company Settings link in the top right corner, you will be
able to quickly access and update information such as your company profile, users, notifications,

account hierarchy, and settings in SAP Ariba Discovery.

Company Settings ¥ ) ier v

Test Supplier

ANID: AN01056129921
Light account

Company Profile

Service Subscriptions
Account Settings

Users
Motifications
Account Hierarchy

View All
Discovery Settings

Discovery Motifications

es View All
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2 Locating Opportunities

There will be a difference in the way certain tender opportunities are issued. For the purposes of this
guide, we have separated out those competitions to explain how you will locate them.

Note. There is no fee to respond to a posting / event from the Province of Nova Scotia. SAP
Ariba, however, does charge a fee for other organizations buying goods and services through
SAP Ariba Discovery.

ACCESSING OPEN COMPETITION OPPORTUNITIES

There are a few ways to locate Open Competition Opportunities. Each of these ways have been
described in the following section.

¢ Nova Scotia Tenders Website (Recommended)
e Supplier Dashboard
e Matched Leads and All Leads

NOVA SCOTIA TENDERS WEBSITE

Go to the Province’s tender notices website http://novascotia.ca/tenders/tenders/ns-tenders.aspx

You are here: Home = Tenders = NS Tenders

Home

Tenders:

» NS Tenders

» Canada Tender Exchangs

Selling to the Government of Nova
Scotia

Outreach & Education
Current Standing Offer Contracts
Document Library

Policies & Processes
Procurement Contacts

About Us

MASH Login

Selling to
Government

EETONS

>[N

| ——— JeneRGY
m STAR
[ £+ | parTicIPANT

“2 RPN

SUSTAINABLE
PURCHASING
LEADERSHIP
COUNCIL

FOUNDER

Procurement

MNowva Scotia Tender Notices

NOTICE: Starting in fall 2017, the Government of Nova Scotia will introduce E-bidding for all Government departments, the
MNowva Scotia Health Authority, as well as select E-bidding opportunities for the Health Centre. Suppliers will need to
register with SAP Ariba before being able to participate in the open competitions for these entities (except for those offered
through Bid Express or Health Pro). Read more.

The Mova Scofia Tenders website is maintained by Procurement Services of the NS Department of Intemal Services. The
website provides a centralized location for Public Sector Entities to post all tender notices as required by the Nova Scotia
Fublic Frocurement Act.

Filter By:
— All Tenders — v Tender ID:
—All Departments & Agencies-- hd Description:
—Select A Category -- e Goods Service Consfiruction
Showrows: |25 ¥ Addendum
Filter Reset
Description Issued Date Close Date

Standing Offer for Authorized 18 October 2017 31 October 2017
Factory Warranty OEM Service of
Volvo and Mack Engines

J.D. Kline Water Supply Plant
Sludge Removal

2017-18 Road Salt Haualing

18 October 2017 01 November 2017

TMBE-201
Towrn of Ada
WW595499798

Transp. "

18 October 2017 01 November 2017

DECOMSTRUCTION OF 1469
KING 3T FORMER COMMUNITY
SERWVICES BUILDING, WINDSOR
RFP_MSSA-RFQ-TPM Request for Quetation - Microsoft
Canada-Nova Scotfa Offshore Petroleur Board Software Assurance Renewal

18 Ocicber 2017 14 November 2017
ure Renewal

17 Ocicber 2017 25 Ociober 2017

CBRM_P16-2017

Cape Breto wonal i

DAL2017-143

Dalhousie Univ

HRM-17-153
Halifax Regional i
H -17L402
Haiifax Regional Municipalily (H)
ANNAP-MO17-01

Municipaiity of The County of Annapolis

CN-33-FY18

MNowva Scoti or Corporation
DRJHGOILTANKAOIT

Strait Regional School Board
SNOWREMOWVALEREC1017
Sirait Regional Schoof Board

SUFPFLY SERVICE TO COMPLY
WITH THE ENFORCEMEMT OF
THE CBRM DCOG BY-LAW
Upgrade of the Lab and Fume Hood
Control Critical Airflow Control
System, Cox Institute, Agricultural
Campus

Dartmouth Ferry Terminal 2nd Floor
HWVAC Upgrade

Standing Offer to Supply & Deliver
Bike Racks

Supply of Snow Control services for
Cornwallis Park Streets & Basinview
Centre Parking Lot

Site Selection for Retail Space.
Amherst, NS

Qil tank replacement at Dr. JH Gillis
Regional High School

Snow removal services al East
Richmond Education Centre and St

17 October 2017

17 Ociober 2017

17 October 2017

17 Ociober 2017

A7 Ocicber 2017

17 Ociober 2017

17 October 2017

17 Ociober 2017

16 November 2017

01 December 2017

06 November 2017

31 Ociober 2017

27 Ociober 2017

14 November 2017

07 November 2017

07 November 2017
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Search ffilter results for opportunities of interest. Once you have identified an opportunity you would
like to learn more about or respond to, click on the Tender ID (e.g. Doc123456778)

Note: The NS Procurement site includes postings for all public-sector entities in Nova Scotia, however,
only those available through Ariba e-bidding will have a link to Ariba Discovery.

Tender ID

ariba20170810-4
Agriculture
bidx20170810-3

Agriculture

paper20170810-5
Agriculture

bidxtest20170726-1
Agriculture

Issued Date
10 August 2017 31 August 2017

Description Close Date

ariba test event 21

kirby bidx test 10 August 2017 19 September 2017

paper test kirby 10 August 2017 25 August 2017

kirbytest 25 July 2017 31 August 2017

The Tender Details page will open. High-level information regarding the opportunity is provided.
To respond and to access all information on the opportunity, click on the link provided (as
shown below).

o

O 0

Tender Details

Tender ID WS95781748
Description SRC2-UAT 006
Tender Docs —lzoderand addeodum documants facthis posling are only;available via Ariba Discovery
Location hitp://discovery.anba.com/rix/491 /643 *{%
Tender Document
Addendum
Document
Department f Environment
0 Agency Name O
Closing Closing on Monday, October 30, 2017 at 02:00 PM Atlantic Time.
Location: discovery ariba.com
Opening Opening on Monday, October 30, 2017 at 02:00 PM Atlantic Time.
Location: Procurement - Department of Internal Services, 1660 Hollis St. Suite 502. Halifax, Mova
Scotia B3J 1V7
Posted 07 October 2017
Trade Agreement Allantic Procurement Agreement
Category Goods: ¥ | Services: N | Construction: N
Pickup Fee MNIA
O O
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The Supplier Research Posting will open (see screenshot below).

If you are interested in responding to the tender opportunity, click on ‘Respond to Posting’

NOTE: Please ensure you read the title of the posting. This will reflect the type of solicitation
document to which you are responding. Please ignore the “Posting Type” field on the Supplier

Research Posting.

@ This is a Public Sector posting and you can respond for free.

RFP - Request for Proposal for Office Supplies

Government of Nova Scotia - New Prospect

Posted On: 5 Oct 2017
Open for bidding on: 5 Oct 2017
Response Deadline: 19 Oct 2017 7:59 PM PDT

Respond to Posting

Opportunity Amount:
Response Deadline:

Posting ID:

Posting Type:
Public Posting:

Product and Service Categories
« Maptha hydrotreater

Posting Summary

Add to Watchhist

| Hhar:ﬂ:,;:ﬂ'

$10,000.00 to $30,000.00 CAD
19 Oct 2017 7:59 PM PDT

(Buyers can close postings early)
4917643(Doca5781783)

Request for Information

hitp./idiscovery. ariba com/m'4917643

Mot Interested -

Ship-to or Service Locations
« Antarctica

TEST EVENT ONLY - PLEASE DISREGARD

A Log In screen will open. Enter your Ariba Discovery Username and Password. The username
and password are related to the information you set up when originally registering.

Register Now!

Log In

Ariba members:
Use your Ariba user ID and password.

NOTE: If you've forgotten your username or password —

1

Forgot Usemame
Forgot Password

Lo e

Click one of the following and further
instructions will be provided. You can also contact the SAP
Ariba Help Desk at 1-866-218-2155
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Invitational Competition Opportunities

An invitational Competition is a simplified method for procuring lower dollar value purchases. This
method of procuring reduces the administrative burden compared to running an Open Competition
and allows client departments to obtain their procured items in a timelier manner by inviting at least 3
suppliers.

If you have been invited to bid on an Invitational Competition, you will receive an email (like the one
shown below). This email is sent to the email address you set up in your company profile/account.

FA\

PMS - TEST has invited vou to participate in the following event: RFP - Multidisciplinary
Engineering and Consulting Services. The event is =&t to begin on Tuesday, 2-May-2017 at
13:47, Atlantic Davylight Time.

U=e the following username to log in to FNS - TEST events:

Click Herefto access this event.

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

If vou do not want to respond to this event Click HeredYou must register on the Ariba
a

Commerce Cloud or log in using your existing AriD ommerce Cloud account username and
password before yvou can indicate that vou do not want to respond to this event.

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

NOTE: 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 hawve gquestion= about this event, contact via telephone at  or via e-mail
at

we look forward to working with vou!

If you are interested in accessing the event — click on ‘Click Here’ in the message.

Click Herefto access this event.

Supplier Dashboard

1. Log into SAP Ariba Discovery (supplier.ariba.com)

2. On your home page, click on the ) symbol in the top right corner.

3. From the drop-down, select PROPOSALS.
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Ariba Discovery

I''™ BUYING

Home Leads ORDOERS & INVOICES
You will see a list of events which you are involved in (in Open, Pending Selection and Closed
status).

e OPEN: tender opportunities that you are interested in and intent to respond to; or where
you have submitted a bid, but it has not yet pending or closed

e PENDING: tender opportunities that have closed and are being evaluated

e CLOSED: tender opportunities that have been awarded and are closed.

4. Click OPEN tender opportunities on the appropriate event to begin your response.

Note: Each opportunity has a unique document ID for reference (e.g. Doc86959969).

Events
Title s] End Time 1 Event Type
v Statiis T
Gina Test for Grading Event Doc&4453095 8RR2017 12:52 PM RFP
Evaluation - Parallel Reviewer Tes DocBaTe4362 TRE2T 1217 PM RFP
Grading and Scoring - Process Test Event DocB3151604 712412017 10:04 PM RFP
¥  Status
1y
Multidiscipiinary Engineering and Consuiting Services Invitational Opportunity Doc82256165 117202017 215 PM RFP
o | Halifax Snow Removal Services Doc 6959969 1002212017 9:08 AM RFP |
Gina Test Event far Supplier Demao DocBE0B29T3 AR3201T 11:37 AM RFP
¥  Stat
4 Suppler responses - Evaluation DoCBIBBOSTE TRE201T 350 PM RFP

Searching Ariba Discovery for Matched Leads and All Leads

When a business opportunity on SAP Ariba Discovery matches the product and services
categories you provide and ship-to or service locations you serve, it appears in your Leads
Dashboard (click Leads > Matched Leads).
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Ariba Discovery

I'M BUYING

Home Leads essages Profile Reports Subscriptions About

Matched Leads

All Leads Matches Watchlist Responses
0 0 0
Match fid indicates in percentage how closely your company profile matches the buyer's requirements.

e You can also view business opportunities that do not match the product and service categories
and ship-to or service locations you list in your company profile by clicking Leads > All Leads.

e Note. You can refine the search results using the criteria on the left, or you can search using
keywords (or Advanced Search) for more specific postings.

I'M SELLING

Home Leads Messages Profile Reports Subscriptions About

Matched Leads

RFI/RFQ 26)

| || Find Advanced Search »

All results

Refine Match Criteria Search Results 1 - 10 of 10,326 Sort by: | Relevance

1
Posting type
Request for Information 5400 AF] - Metal Scrap $1M to S5M U
Request for Quotation 526

Garti Corporation  Posted: 9 Sep 2011 Closes: 9 Sep 2020 11:58 PM PDT

Date Published e Baesic steel scrap, Super alloy scrap, Automotive wrecking for waste or ecrap. Metal Tumings, Ferrous allo

Ferrous slloy scrap, Any type of femous (iron) scrap

Last 14 days
ast 7 days

Lasi ¥

Last day Ship-fo or Service Locations: Maharashtra
ast month

Ower 1 month agoe 83565

RFI - I'm leoking for macbook computer stand $1000 to $10K U

R . .5 premier osted: 9Jul 2016 Cleses: 20 Jul 2017 5§:59 PM PDT
Product and Service Categories
Apparel, Luggage & Perscnal 3817 Product and Service Categories: Notebook computers
Care -
Computer Hardware, Software 562
& _Elgcam Ship-to or Service Locations: Maryland
| Manufacturing 456
e AFI - The Ohio State University & Wexner Medical Center - General Building Renovation Services $1M to $5M U
Technology & Engineering 42 The Ohio State University  Posted: 7Feb 2017  Closes: 11 Sep 2017 8:59 PM PDT
Senvices
Others 38 - . . . o .
‘Windows or deor or fixture installation, Floor sheathing or laying or installation or finishing, Floor coverim
More installstion or maintenance, Rough carpentry

Ship-to or Service Locations ¢e Loestions. Golumbus - Ohio

I(-lort_h i:ﬁewl:cf; Eigg FFQ - Testing QR New Flag Less than §1000 U
s 3155 #fe#takiyama  Posted: 18 Mar 2017 Closes: 28 Dec 2017 11:31 PM PST

e Select an appropriate posting. Once you’ve clicked into it you will be able review the relevant
details (i.e. opportunity amount, deadline, etc.) which have been shared and choose to
Respond to Posting, Add to Watchlist, or indicate that you are Not Interested.
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Note. You can scroll down the page to the Questions & Answers free-text field to request
additional details before you determine your level of interest.

This is a Public Sector posting and you can respond for free.

NAPTHA TEST EVENT

POC Si

e 6 /A - New Prospect

Posted On: 17 Jul 2017
Open for bidding on: 17 Jul 2017
Response Deadline: 26 Jul 2017 11:59 PM PDT

Respond to Posting Add to Watchlist

Mot Interested -

Opportunity Amount:
Response Deadline:

Less than $1000 USD
26 Jul 2017 11:58 PM POT

{Buyers can close postings early)

Posting 1D:

Posting Type:

Public Posting:
Company Public Profile:

Match Confidence:

Product and Service Categories
« Maptha hydrotreater

Posting Summary
TEST
THIS IS A TEST EVENT

*=*DO NO REPLY

Questions & Answers

Ask Buyer a question

4761943(Doc 1072064991)

Request for Information
hitp:iMdiscovery ariba_ com/rf/4761943
hitp:iidiscovery. ariba.comiprofilelAND 1009487345

Open
QaA

Leave feedback

| Share:gﬁg

Ship-to or Service Locations

= Antarcfica
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3 Event Details

There are event details that we would like to highlight:
@ Represents the days, hours, minutes and seconds remaining on a current tender opportunity.

(2) The checklist details the different dashboards in the event.

This section allows you to click on the various sections within the RFx (or event content). You
can view the requirements, evaluation criteria, etc. prior to bidding.

The event content can be display by section — Click the section (E.g Addendum) and the
information will display

%
v Event Contets ADDENDUM

= pgre——
| 1 No addendum has been issued st this time ﬁ

G If you prefer to print and read the event content, click — Download Content. wote: content will be

downloaded in an Excel format

a2 Company Sallings v B UAT 1w Help Cenler

Ariba Sourcing

= 30 back 1o PNS - TEST Dashbaard [ i Fiki
Event Details i DocBB8401211 - Halifax Snow Removal Services Winter 2017 0 @ g;é;n;;gaﬁ?':ﬁ

ot Some: pranequisies mity requine tha owner of tha event 1o review and accapt your

Review and raspand 1o the prerequisiles. Prensquisite questions must be answered bafare you can view event ¢
responses befora you can continga with She event. If you decine the terms of the prorequisites, you cannot view e event conba

e in this avent

ad Tuloriaks

v
Drcrami
v Checklist @ @ ownioad Conlent Renvstray Prestesuisiios. Declne b Respond Prni Event Informeation
-
i

1. Review Event Detais
‘ (Secton 1 of 10) Mext 2

ADDENDUM

2 Rirviirw andd A capl
Prerequistas Name 1

¥ 1 ADDEMDUM
3 Select Lots
11 HNo addendum has been issued at this time
4 Submil Resporse ® Nead Section: PART 1 - INVITATION

Event Overview and Timing Rules
v Event Contants

v Canadian Dollar

Al ¢
RFP

1 ADDENDUM v Project management 50016
BRE20T 413 PM

2 faRT 1 e gt DZT017 413 PM
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4 Responding to an Event

1. Once you have clicked on respond to posting, the event details will open. Take note of the
notification at the top of the screen prompting you to review and respond to the prerequisites.
Note: You can review the time remaining in the opportunity in the top-right corner.

2. Click the Review Prerequisites button. Alternatively, you can also click Decline to Respond if
you do not want to respond to a specific opportunity. Note. The intend to participate options can
be clicked as necessary within the course of the active event.

Ariba Sourcing

Time remaining

‘- _ Sap i
Event Details Doc88401211 - Halifax Snow Removal Services Winter 2017 59 days 23:57:35

Event Message: Review #d respond 1o the
Dowricad Tulorats responses befong you can

w Checklist

‘ 1. Review Event Detais

IS rst ba @ d Some prare evant o review and accapt your
e with The e tarms of the pronequisiies, you cannol v 1 this ovent
ADDENDUM (Secton 1aof 10) Mext 2 o
2 Ruview and Accegpl
Prarequistes N

me T

v 1 ADDENDUM
3 Selaci Lots

1.1 Mo addendum has been issued at this time
4 Sutiril Respornse

Event Overview and Timing Rules
+ Evant Contants

RFF ency.  Canddian Dollar
‘ 1 ADDENDUM v Project management 11016
BRE20MT 413 PM

ANIT201T 413 PM

3. The Review and Accept Prerequisites tab will open under Checklist.

4. You will see a notification at the top stating “Prerequisites must be completed prior to
participation in the event.”

5. You will be required to review the on-screen disclaimer.

6. Indicate if you accept the terms of the agreement or not. Note. To be permitted to participate in
the opportunity, you must accept the prerequisites.

7. Click OK.
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Prerequisites Doc88401211 - Halifax Snow Removal Services Winter 2017
» Checklist Iﬁemqulsmmunhnl:ﬂmmd mrwmmclpnmnlnltmwam.l ﬁ
1. Review Event Details
2. Review and Accegt The Partici by proceeding with an on-line event, registration or other related activity that the Government of Nova Scotia has entered info a service
Prerequisites agreemant wilh SAP Cmada for the provision of sourcing and contract management softwara solutions and related services and may enter into service agmmnls with ather
providers of comparable services. The Participant irevocably agrees that the Government of Mova Scotia is authorized to all Participant provided inf ion to SAP
Canada and to any cther provider of comparable services 1o the Government of Nova Scotia, solely to enable SAP Canada. and where applicable such other service provider,
3. Select Lots to fulfill its obligations under its service agreement with the Government of Nova Scotia and for ne other purpose whatscever. The Participant further agrees that any
infarmation entered or submitted will be stored on SAP servers outside of Canada,

4. Submit Response

@ | accept the terms of this agreement.
I do ot aczept the terms of this agreement. e o
o

8. A confirmation screen will appear. Click OK.

v Submit this agreement?

Click OK to submit.

OK Cancel ‘

9. If the opportunity contains lots (the price of a lot is the combined total of all the items in the lot),
you will be directed to the Select Lots tab. It will be indicated at the top how many lots you have
been invited to bid on.

a. On the Select Using Excel, select lots and submit bids using an Excel file.
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Choose the lots nwhich you will participate. You can cancel your intention to parbcipate in a lof until you submit a response for that lof, once you submit a response you cannot withdraw if
v Checklist

1. Review Event Detaits
aiks Select Lois Select Using Excel eo

2. Review and Accepl
Prerequisites

You have been invited to 3 lof{s). To sign up fo participate in some or all of these lots, follow the instructions below, ] 9

3. Select Lots

Step1. Click "Downdoad Content” to download and review your event in an Excel Spreadshest
4. Submit Response Skip this step if you wish to import @ previously downloaded file. If you want to start over, click “Download Original Excel Bid Sheets”

Download Content Download Attachments
Step 2.  Declare your intention 10 respond and enter your response in the Excel spreadsheat and save the file to your computar
Stepd.  Locate the saved Excel file on your computer using the Browse bution
Browse. .

Or Drop Files Here

Step 4. Click Upload 1o import the contents of the Excel file to your avent
Mote: Walues in the Excel file will overwrite and delete any values you may have entered in your saved responss

b. Alternatively, a simpler approach to select the lots you want select is to click on the
Select Lot tab.

c. Select the check boxes for the lots (or items) in which you want to participate.

d. Go to the bottom of the list of lots and click Submit Selected Lots.

Chorsa the lots in which you will participate. You can cancel your intention ko paricipabe in & kot until you submit a responsa far thal lot, onca you subimit & responss you cannol withdraw it
v Chacklist

1. Raview Evint Datails )
Select Using Excel

2. Raview and Accopt
Prefequistes . o
Lots Available for Bidding
3. Sedect Lots

-.f

Name
4. Submit Response 7 T o
.
v M
o TE Snow Removal Type C

e. SAP Ariba shows the event content, including the lots you selected.

10. The Submit Response tab will open on the left side of the screen. You can choose to view all
event content at once or click on a section to just view the content of that section.

11. Review applicable event details and respond appropriately throughout the sections. For more
information about the types of question response types, refer to Responding to SAP Ariba
Sourcing Questions: Types of Answers. Note: Questions denoted by an asterisk (*) are
mandatory questions and must be answered to be able to submit a response.
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) back b PG - TEST Darshboand Desincg Fie Sy

Time remaning

Console f= DocB8401211 - Halifax Snow Removal Services Winter 2017 B4
59 days 23.51:21
All Content m ¥
¥ Checklist
1. Ravarw Evint Ditaits 614 Phone Number
2. Review and Accept ST Fan Humber
Piefdgusies
616 Company Webshe (It anmy)
3 Select Lots 617
Feoponent Contact Name and Titie
| 4 Saitwnll RESp00
618 Feoponent Contacl Phone
< >
¥ Evand Conlénls (" Indiales & fequined e

12. If necessary, you can click Excel Import to export/import event content and to support your bid
submission.

13. Click Save to save your progress. You can return later (before time remaining expires) to
complete and/or submit your response.

14. Click Update Totals to calculate extended prices or change values before submitting your
response.

15. When you have completed your response, click Submit Entire Response.

@ @ ®

Submit Entire Response Update Totals Save Compose Message Excel Import

16. If there are no errors or issues, a screen will pop up to confirm your submission. Click OK to
finalize the submission.
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v Submit this response?

(Chch O fo submit

17. You will receive the following confirmation notice: “Your response has been submitted. Thank
you for participating in the event.”

Console t= Doc88401211 - Halifax Snow Removal Services Winter 2017

Event Messages «/ Your response has been submitted. Thank you for participating in the event. @

Response History

Identifying and Correcting Errors

If there is an error when trying to submit, SAP Ariba Sourcing will notify you with a prompt at the top
of the screen and with a note flagged on the area in question (see below). To successfully submit
your response, you will need to return to this area, and answer the question in the requested format.

Ariba Sourcin g | A\ Thereis 1 problem that requires completion or correction in order to complete your request. | SN B Test Supplier v Help Center

< Go back to PNS - TEST Dashboard Desktop File Sync
PP . . Time remaining
Console = Doc71656057 - RFP - Multidisciplinary Engineering and Consul... @ 28 days 21:21:51
Event Messages — - "
Response History All Content Question 1. ‘Name of Prmary = v

Business Contact'

v Checklist LI

1 Name of Primary Business Contact

1. Review Event Detais

-

2 Supplier Goods / Services Description Multidisciplinary Engineering and Related Consul

2. Submit Response »
o Chenmical engineering

Givi engineering

Electrical engineering

Mecharical engineering
Software engineering
Systems engineering

3 Description of Goods / Services previously provided to the Government of Nova Scotia
v Event Contents o

I All Content B
4 Whatis the size of your organization (# of staff / employees)? 50

(*) indicates a required field

Submit Entire Response | Update Totals ‘ ‘ Save ‘ ‘ Compose Message ‘ ‘ Excel Import
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Responding to SAP Ariba Sourcing Questions: Types of Answers

You may be asked to provide responses in various formats within a tender response.

The table and examples below highlight the different types of answers in SAP Ariba Sourcing that
Participants may be requested to provide:

AL Description
Type P

Text (single [The answer field accepts a single line of text (numerical and alphabetic characters).

line limited) [There is no ability to click Enter. It is limited to 256 characters.

Text (single [The answer field accepts a single line of text (numerical and alphabetic characters).

line) There is no character limit.

Text The answer can be multiple lines of text. There is no character limit.

(multiple

lines)

\Whole A whole number, for example, 3, 27, 936.

Number

Decimal A decimal number, for example, 18.1, or 5.43. The default value is two decimal places.

Number

Date A formatted date, for example: Fri., 19 May, 2017.

Money A decimal number plus currency symbol. The default value is two decimal places.

Yes/No The input field will contain a drop-down menu with Yes or No for selection.

Attachment Participants may be provided with an attachment (e.g. an informational read-only
attachment that can be downloaded)

Certificate  [Certificates allow Participants to add attachments with certificate numbers and effective
and expiration dates.

Percentage [The answer field will appear as a percentage. For example: 22%, 86%, 300%. The
default value is two decimal places.

Quantity The answer field will contain a quantity.

Lot Item The price of a lot is the combined total of all the items in the Iot.

Line Item Used for pricing, the answer field will allow for numerical entry. A line item is the

smallest unit that Participants compete on. It is an individual part or service that has an
associated price. A line item always has an associated quantity, for example, 50 items,
10 Ibs., or 8 hours. Line item terms may roll up to the lot level and show as a sum.
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Examples of the above answer types are below:

v 1 Background Information

11

12

13

Name of Pnmary Business Contacl Text (single line limited)
Suppher Goods / Services Descriplion B N

P Senp Text (single line)
Description of Goods | Services previously provided to the Government of Nova Scotia

Text (multiple lines)

1.4 What is the size of your organization (& of stall / employees)? Whole Number
1.5 MNumber of years providing goods/services to the Government of Mova Scolia Decimal Number
1.6 Project Availability Start Date i Date
1.7 What was the Government of Mova Scotia’s 2016 (YTD) spend with you and/or your organization? CAD Money
1.8 Are you currently providing goods andior services to the Government of Nova Scalia? Unspecified ~ Yes/MNo
Attachment
1.9 Please use the attached and provide relevant, required information about the roles you are proposing for this scope of work | "é Test Excel File xisx » |Update filer Delete file
1.10 Pleass atach your Cenificate of Insurance Unspecified ~ Cer['[ﬁcate
oo
1.11 What s your organizaion’s lagal address? II el ! Address
Posta
Country”  (no value)
112 What percentage (%) discount can you provide for early payment? Percentage
1.13 What s the average number ol Govarnmenl of Nova Scolia projects per year (each) you have supported over the last 5 years? eacth  Quantity
¥ 2 Pricing - Machine Type ABC Lot ltem Fx
21 Parth CAD - each  Line item Fx
.
22 PartB CAD 1 each Line ltem Fx
23 Pantc CAD K each  Line ltem Fx

Note: These questions are for illustrative purposes only and may not be reflective of questions asked
during a real Invitational or Open Competition.

Viewing Addenda

The Province may issue addenda to an Invitational or Open Competition opportunity of which you are
a Participant. This could be to update the requested event content for response (e.g. questions),
revise the due date, provide additional information, etc.

If the Province does issue an addendum, you will receive an email update such as the below:
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A

Ariba event Doc71656057 RFP - Multidisciplinary Engineering and Consulting Services has
changed.

Meszage from

. PNS - TEST: Please note the updated tender requesting pricing
and commercial infermation.

To view the event, pleaze access Click Here. After vou log on view the Event details.
If vou have questions about the event, please contact at orwvia e-mail at

Thank you!

FMS - TEST

n
(=]
.l

il
[I=}

_____ ary Engineering

cage Id: M5G1146646, Click Here

i1}
il
(=1
[
[u]
il

You can view the updated content, in the Addendum Section of the event in SAP Ariba Sourcing.

Name T

(Section 1 of 3) Next » =

¥ 1 ADDENDUM

1.1 RFP Due Date Extension: The due date for submission for this RFP has been extended by 30 days to July 3, 2017, 2:00pm AST.

1.2 Updated tender requesting pricing and commercial information. Please refer to Section 3.

» Next Section: Background Information

Note.

e You can view all updates / messages within the Event Messages link in the specific
opportunity.
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Revising Responses

If you have already submitted your response, you can revise it before the time remaining in the
opportunity expires.

1. Open the event and click Revise Response.

P . i " Time remaining
Console & Doc86959969 - Halifax Snow Removal Services © 54 gays 18:56:11
Ewent Messages
Fasponse History

¥ou have submitied a respanse for this event. Thank you for panticipating.

¥ Checklist

1 Dmds Fusnt Mokl

2. A pop-up will appear requesting you to confirm that you want to revise your response Click OK.

Revise Response?

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

e OK Cancel

3. Revise your responses as necessary and click Submit Entire Response. A green box will pop up,
indicating: your bid has been revised.

Note: If the event ends while you are revising your response, the last submitted response will be
submitted for evaluation. You must have re-submitted your response prior to the event expiry for your
changes to take effect.
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5 Event Messages

Using the Event Message Board

Once you have accessed the opportunity and are ready to respond, you can communicate with the
Province’s Procurement representative as necessary.

1. To review any notifications or messages, or to communicate with the Province (i.e. the
Procurement representative identified within the Solicitation Document), click Event Messages in
the Sourcing Event homepage.

Event Details & Doc71656057 - RFP - Multidisciplinary Engineering and Consul... G ;;&:;;?3115'53
¥ Checklist
| 1. Review EvertDetsis  Request for Proposals for [INSERT TITLE OF RFP] for the Department of X0 {Secton 106 3) Nest B m o=

2 Submt Resporse i
¥ 1 Request for Proposals for [INSERT TITLE OF RFP) for the Department of XXX

¥ Event Conents

rient here can be adopted, this RFF emplate i inended 1o serve primarly a5 2 guide. The: final version that is rekeased for tender will be a joint document, refiecting the servios

While experting that of the ¢ s Rl
requirements for your project and important azpects about the procurement process. Accordrgly, ple

hirits, and tips: are presentid in biue et (2.0 Irsen rame and emal of contact), and sho

B Mest Section PART 1= INVITATION

Event Overview and Timing Rules

- y Canadisn Dollar
Engineering and Research and Techrology Based Servces 81
0T 1047 AM

BA20T 1047 AM

2. Specific messages can be reviewed or responded to (click on the button beside the message
you would to view/reply to and then select View or Reply from below). You can also choose to
create a message (click Compose Message) or to download attachments as applicable (click
Download all attachments). Note. If you send a message to the Province, it cannot be viewed
by other Participants that have responded or intend to respond to the opportunity. It is a private
message between both parties.

a. Click Back to Console as necessary to return to the details of the event.

Messages =
Reply Sent Sent Date 1 From Contact Mame  To
[ M5G1540942 Not Applicable 08/M16/2017 02:14 PM  UAT Test Supplier 1 UAT TestID 1 Participants (0) Team (3] Response (ID=ID100468060) in event Gina Test Event for Supplier Demo he
MSG1540940 Not Applicable 08/16/2017 02:13 PM  UAT Test Supplier 1 UAT TestiD 1 Participants (0) Team (3) Response (ID=1D100468057) in event Gina Test Event for Supplier Demo he
MSGA540373 Not Applicable  O8M16/2017 11:37 AM  PNS - TEST Gina Butler UAT Test ID 1 PNS - TEST has invited you to participate in a competitive opportunity: Do
< >

! 2 T Y=
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3. When composing your message to the Province, you can revise the subject header, insert your

message, and attach files as necessary.

Compose Mew Message

Progict Team
BRI RIS E ke E - AL
P

4. Click Send to send the composed message to the Province.

Compose New Message Send

2l B I WIS = e *l| —tore— Ao

O ==
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6 Additional Help

For opportunity / event content specific questions, contact the Province’s Procurement representative through the SAP
Ariba Event Message Board.

For any technical support or guidance using SAP Ariba, you may:

e (Call the Ariba Help Desk at 1-866-218-2155 (24 hours support Monday — Friday); or
e Visit the SAP Ariba Sourcing or SAP Ariba Discovery Help Center.

6.1 Accessing the SAP Ariba Sourcing Help Center

1. Click Help Center located in the top right corner of SAP Ariba Sourcing.

Company Setiings v B UAT1v  Help Center

Ariba Sourcing

Ariba Sourci ng 3 Company Seffings v B UAT1v « Help Center

3. Click the Home tab to review popular topics, access the Learning Center and Support Center, obtain Additional
Resources, and review Popular Tags.

4. Click the Learning tab to review common Product Documentation, watch a series of Tutorials, and search for a
specific question / topic.

5. Click the Support tab to search for a specific question / topic or select from communication preferences.
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Glossary of Terms

Reference Description
Bid A submission in response to a Solicitation Document.
Bidder A Supplier that submits a Bid (SAP Ariba Sourcing uses the word Participant).
Competitive A process for soliciting competitive Bids from Participants and includes an
Process Open Competition, an Invitational Competition and a Limited Competition.

Construction

Construction, reconstruction, demolition, repair or renovation of a building,
structure, road or other engineering or architectural work, but does not include
professional consulting services related to the Construction contract, unless
they are included in the procurement.

A department, office or agency created by or pursuant to the Public Service

Department Act
E-bidding is a process in which Participants submit electronic bids to open
and/or invitational competitions. The supporting tool acts as a central

E-bidding repository for storing all tendering events and documents. Evaluation of
submitted bids are easily completed in a centralized location. The tool will also
offer automation of some evaluation criteria.

GNS Government of Nova Scotia
Materials, furniture, merchandise, equipment, stationery and other supplies

Goods required by a Public-Sector Entity for the transaction of its business and
affairs, and includes Services that are incidental to the provision of such
supplies.

Invitational A Competitive Process in which an invitation to submit Bids is issued to at

Competition least three Participants.

Eova Scotia The websites maintained and operated to facilitate the procurement process

rocurement Web e
Portal www.novascota.ca/tenders, http://iweb.gov.ns.ca/procure/.
NSHA Nova Scotia Health Authority

Open Competition

The solicitation of Bids through a publicly posted Solicitation Document.

Participant

A prospective Supplier that is submitting an electronic bid through SAP Ariba
Sourcing in response to an Invitation or Open Competition opportunity.

Province

The Province of Nova Scotia.

Public Sector

A Department, Crown Corporation, Health Authority or any other entity
designated in the regulations under the Shared Services Act as a Public-

Entity Sector Entity.
SAP Ariba Ariba Discovery is a tool where buyers can broadcast their

. requirements/needs and have Participants response/propose solutions to
Discovery )

meet your requirements/needs.

SAP Ariba The Province’s E-bidding tool used to procure Goods, Services, and
Sourcing Construction.
Services Services required by a Public-Sector Entity for the transaction of its business

and affairs, including professional consulting Services, but does not include

Page 31 of 32



g
NOVA'SCOTIA

Services provided by an employee of a Public-Sector Entity through Personal
Services Contract.

Solicitation The document used to solicit Bids from Bidders.

Document

Sourcing The opening screen shown when a user clicks on the Sourcing tab in SAP
Dashboard Ariba Sourcing.

Supplier A person carrying on the business of providing Goods, Services or

Construction.

A Supplier Research Posting is a broadcast to all potential Suppliers on Ariba
Discovery that match the commodity code/service and region specified on the
posting by the user. This posting is published on Ariba Discovery and allows
Ariba Sourcing users to reach the vast number of Suppliers on the Ariba
Network. The Supplier Research Posting is utilized in the Open tender
solution to allow Participants to access the Ariba Sourcing Event (see below)
content without having to be directly invited. Fields that are required to post a
Supplier Research Posting are: Start date, end date, commodity code/service,
project amount, contract length and territory.

Supplier Research
Posting
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