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Manual - Supplier




Receipt of the invitation email

At the Technical and Commercial RFP event publication,
the supplier receives an invitation email.

The invitation email contains the direct access link to the
event:

*  The supplier enters the credentials if it has already
an Ariba Network account

*  The supplier starts the registration if it has not an
Ariba Network account

igambon

Welcome, User Kappa 2.

Zambon Global Procurement - TEST has registered you on their Ariba Spend
Management site and invited you to participate in the following event: Technical
and Commercial RFP 1. The event starts on Wednesday, July 14, 2021 at 6:42
AM, Pacific Daylight Time and ends on Friday, August 13, 2021 at 6:42 AM,
Pacific Daylight Time.

Click Here for downloading the Technical and Commercial RFP event manual.

Click Here to access this event. You must register on the Ariba Commerce

Cloud or log in using your existing Ariba Commerce Cloud account username
and password before you can access this event.

NOTE: This link is only valid for 30 days. Make sure to register on the Ariba
Commerce Cloud before the link expires. After you register on the Ariba
Commerce Cloud, you can no longer use this link.

If you have guestions about this event, contact Utente Buyer 1 via telephone at
or via e-mail at zambon.buyer1@gmail.com.

If you 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.

We look forward to working with you!

Thank You,

Zambon Global Procurement - TEST




Content event display (1/4)

Once completed the access in the event using the link, it is possible to view the event overview:

< Go back to Zambon Giobl Procurement - TEST Dshbosrd Deskaop Fle Sync
. Time remainir
Event Details £ Doc716470254 - Event 01 © 2?day£“‘2‘3‘58‘35
Event Messages i s be answered before you panicpar i quie the owner of responses ity torms of you
Downloed Tutorials content or participate in this event.
¥ Checklist | Download Content Review Prereq: Decline to Respond ] [ Print Event Information
1 Review Event Details
All Content = A
2. Review and Accept
Prerequisites. Name 1 Frice: Quantity Extended Price.
¥ 1 Documents to download
3. Select Lots
v 11 Request for Proposal (RFP)
4. Submit Response
111 Engagement Lemer scceptance l} B References v
v Event Contents 1.1.2 Request for technical proposel References v
v 12
All Content
121 Technical specification B References W
Documents to i i
1 Document 122 Econamic specification
¥ 2 Documents to upload Less...[-]
2 Documents to
upload The be offer is sent
¥ 21 Technical offer
211 Upload your technical offer
2.1.2 In case of updating your techricel offer, indicate the details of what has been modified.
¥ 22 Commercial offer
221 Upload your commercial offer
222 In case of updsting your finsncial offr, Incicate the detalls of what has been modified
¥ 23 Listof quotations
231 Product 01 2each
2 each

232 Product02
Event Overview and Timing Rules

Currency:  European Union Euro.
Commadity:  Hemamientas 1006

Oarer: tans Buyer 1 ()

Event Type:  RFF




Content event display (2/4)

To participate in a Technical and Commercial RFP, you can access to the event also in the following way:

* Log in to the Ariba Supplier Network
«  Click on the company Zambon S.p.A

*  Click on the event number in the «Open» status

SAP Ariba Proposals and Questionnaires ~  Enterprise Account  TesTMoOE

AMBON GLOBAL PROCUREMENT - TEST MORE....

There are no matened pestings.

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 S
market integrity. -
Events = A&
Title o} End Time 4 Event Type Participated

> Status: Completed (14)

Status: Open (12)
Jechnical and Commercial RFP 1 Doc707162770 8/26/2021 9:05 PM RFP No

Event 01 Doc716418475 8126/2021 9:03 PM RFP Yes
Event 01 Doc716470254 8/26/20219:03 PM RFP Yes
Commercial RDO 1 Doc706460234 8126/2021 9:01 PM RFP No
Test rimozione fomitore: Doc709606577 8/18/2021 11:08 AM RFP Yes
RDO Tecnica 4 Doc706157062 8/12/2021 11:34 AM RFP No
RDO Tecnica 3 Doc706157016 8/12/2021 11:26 AM RFP No
RDO Tecnica 2 Doc706141248 #12/2021 11:17 AM RFP No
RDO Tecnica Doc706065144. 8012/2021 10:51 AM RFP No
Test visibilita contenuto Doc696791838 7/30/2021 4:13 PM RFP No
Evento test notifiche aggiornamento Doc696323963 7/30/2021 10:45 AM RFP No

RFP Template Tecnica e Commerciale DockS5165667 Not Available RFP No




Content event display (3/4)

Standard Content of a Technical and Commercial RFP

If the buyer doesn’t make changes in the content of the event, a Technical and Commercial RFP consists of the following
sections:

e 1. Documents to download

> 1.1 Request for Proposal (REP)
v' 1.1.1 Engagement Letter acceptance
v' 1.1.2 Request for technical proposal

> 1.2 Technical documentation and economic documentation
v' 1.2.1 Technical specification
v' 1.2.2 Economic specification




Content event display (4/4)

« 2. Document to upload

> The documents uploaded in this section will be visible as soon as the offer is sent

» 2.1. Technical offer
v' 2.1.1 Upload your technical offer
v' 2.1.2 In case of updating your technical offer, indicate the details of what has been modified

> 2.2 Commercial offer
v' 2.2.1 Upload your commercial offer
v' 2.2.2 In case of updating your financial offer, indicate the details of what has been modified

> 2.3 List of quotations: in this section the buyer can insert any requested quotes (ad showed in the screen in the
previous slide)

It may happen that the buyer has changed the visibility of the event content by hiding it (totally or partially) until the prerequisite
(the Letter of Engagement) is accepted. In this case the system allows to view a partial event content, initially limited only to the
sections that the buyer has not hidden.



Download of the event content (1/2)

Excel File

| [ Download Content ”

In order to download the excel file related the event content, click the button «Download content».

In the next page, click the button «<Download Content» in order to download the excel file with the content of the event.

Export Content to Excel

Step 1. Click "Download Content” to download and review your event in an Excel Spreadsheet.
ip this if you wish to impart a previously downloaded file. If you want to start over, click "Download Original Excel Bid Sheets™,
Diowwnload Content Dowvnload Attachments.

Step . Declare your intention to respond and enter your response in the Excel spreadshest and save the file to your computer.

It is suggested to download this file once completed the next phase of acceptance of the prerequisite because, if part of
the content is hidden until it is accepted, the downloaded file can be incomplete.

Click «Donex to return in the main page of the event.




Download of the event content (2/2)

Attachments
In order to download the documentation attached by the buyer, click the button “Download Content”. | [ Download Content ”
In the next page, click the button Export Content to Excel
“‘Download Attachments” and select the total list _ _ _
in order to download all the event documentation. T ot sy iy e gioey ountod e fyas vt st e, ick Dowelond Ot o 6 st
Click again “Download Attachments” to proceed. Donicnsconere | berrions e [l
Step 2. Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.
Download Attachments
Selected Attachments Summary
Total Size (ME):  0.02 Selected lems: 7
Max Size (ME):  0.01
Selected [tems
Tile
loblx

Click «Done» to return in the main page of the event.




Decline to respond

If after viewing the event documentation you decide to not participate in the event, click the button «Decline to Respond».

|| Decline to Respond | ’

System requires a reason to insert in the box. Once the reason has been filled in, click «OK»

Reason for Declining to Respond

Declining to respond will tempaorarily remove your accessibility to this event. If you decide to respond to this event later, click the Intend to Respond’ button for this event. Please enter the reason for declining (limited to 500 characters).

After the refusal, it is possible to review the answer and decide to participate by clicking the «Intend to Respond»
button that is visible in the main page.

ntend to Respond




Event participation (1/2)

Acceptance of the prerequisite

Review Prerequisites

To participate in the event, click the button «Review Prerequisites».

Once viewed the Engagement Letter, if you decide to accept it and to participate, select the option «Yes» from the drop down
in correspondence of the question 1.1.1 and click «OK».

Prerequisites m
MName T
¥ 1 Documents to download
¥ 11 Request for Proposal (RFP)
111 Engagemen Letter acceptance i B References v * Unspecified

1.2 Technical and economie Unspecified

¥ ? Documents to upload Less...[— Yo
The documents uploaded in this section will be visible as soon as the offer is sent.
2.1 Technical offer
2.2 Commercial offer

2.3 List of quotations
(*) indicates a required fieid

Click again «OK» in the box confirmation that appears.



Event participation (2/2)
Lots confirmation

Once the prerequisite has been accepted, the system allows to select the lots to quote from those present in the event content.

+ Confirmation of all lots: insert the flag in correspondence of the line «Name» and click «Confirm Selected Lots». In this
case the system shows the total event content

Select Lots Select Using Excel

Lots Available for Bidding

Name
@ 2.1.3.1 Product 01
@ 2.1.32 Product 02

Confirm Selected Lots

« Partial confirmation of the lots: insert the flag only in correspondence of the lots 1. Review Event Detalls
to quote and click «Confirm Selected Lots». In this case the system warns that not & Waring:You hov notseleied o 2. Review and Accept
all the available lots have been selected, an option that can be modified in a second ez T
moment. Click «Use Selected Lots» to proceed. Choosing this option, the system shows  — 5 seetlos
only the confirmed positions to be quoted. In the main page click «Select Lots» to | 4. Submit Response

review the selected lots.

[ 2Zambon




Technical and commercial offer uploading (1/5)

Once accepted the prerequisite and selected the lots to quote, the system allows to upload and submit the technical and

commercial offer. If the buyer has inserted restrictions on the visibility of the content, once the prerequisite has been accepted,
the content is fully visible.

All Content
Name 1
¥ 1 Documents to download

¥ 11 Request for Proposal (RFP)

2.2 In case of updating your technical offer, indicate the details of what has been modified,

v 22 Commercial offer

221 Uplaad your commercial ofter

222 In case of updating your fnancial offer, indicat the details of what has been modified.

Ao
S
v 23 List of quotations
231 Product 01 | EUR 2eacn
232 Product 02 * EUR

(%) indicates & required field

UpdateTotals | [ savedrst | | [ composeMessage | [ excelimpon




Technical and commercial offer uploading (2/5)

Upload of the attachments

If the buyer has not modified the standard event content for the Technical and Commercial RFP, the system requires to attach
one document in correspondence of the question 2.1.1 (technical offer) and 2.1.1 (commercial offer). In order to upload the

document:
¥ 2.1 Technical offer
211 Upload your technical affer #Attach a file

¥ 2.2 Commercial offer
221 Upload your commercial offer whAttach a fila

« Click “Attach a file”

» Drag the file to upload or click the available button in order to select the file from the PC. Click “OK” once selected the file

» The attached file is now visible. Click “Update file” in order to change the attached document, or “Delete file” to remove it

| * [ FILE PROVAdocx “ Update file Delete file



Technical and commercial offer uploading (3/5)

Upload of the quotation

To enter the prices relating to the lots to quote, there are two possibilities:

* From Ariba Network: with the manual insertion of the desired values in correspondence of the lines to be quoted. This
procedure is optimal in the case of a reduced list of items

I 231 Product 01 ‘@Eun 2each I
232 Product 02 .EUF 2 each

» Using an Excel file: if there is a long list of items to quote, proceed by uploading an excel file. To download the starting
Excel file:

v' Click the button «Excel Import» | ‘

v' Click «<Download Content» in order to download the file

Step 1. Click "Download Content” to download and review your event in an Excel Spreadsheet.
‘Skip this step if you wish to import a previously downloaded file. If you want to start owver, click "Download Original Excel Bid Sheets”.

Download Content ][ Download Attachments




Technical and commercial offer uploading (4/5)

*  Open the Excel file and select the sheet relating the «<Documentation to upload»

Upload your technical offer

In case of updating your technical offer, indicate the
details of what has been modified

Upload your commercial offer

In case of updating your financial offer, indicate the
details of what has been modified

Step 2.  Declare your intention to respond and enter your response in the Excel spreadsheet and save the file to your computer.

* Insert the requested values and save the file . L
* Returnin Ariba and drag the file to upload, or - Lé-jgé;;;ex;,é;;:{:f_m_pffs_m_g_‘: o
click the available button in order to uploadthe | o
file from your PC
*  Click «Upload» in order to load the selected file
» Ifthe upload is successful, a confirmation st Sueeest
message appears (otherwise you have to check Yoot v sty
the file). Click «OK» in order to proceed.

Step4.  Click Upload to import the contents of the Excel file to your event.
Note: Values in the Excel file will overwrite and delete any values you may have entered in your saved response.

Upload




Technical and commercial offer uploading (5/5)

Once completed the offer, the system allows the follow actions:

« Save draft: it allows to save the offer and send it later l |

+ Compose Message: it allows to send a message to the Zambon team that manage the |[ Compose Message ]’

event. Click «Send» in order to send the message.

* Excel Import: it allows to review the inserted quotations uploading a new Excel file ” Excel Import ] |

» Submit Entire Response: it allows to send the final offer. Click «OK» in the box of

Submit Entire Response

confirmation in order to proceed. If the system returns an error message, it is probably

that there are missing mandatory values



Technical and commercial offer review

Once submitted the offer, the buyer receives a notification email related the completed action.
As long as the event is in Progress, the system allows to edit the offer at any time by clicking the button «Revise response»

‘ Revise Response I

Confirm the action clicking «OK» in the box that appears.

At this point the offer can be edited and, subsequently, saved or immediately sent by clicking the buttons indicated in the
previous slide.

/. Revise Response?

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

[ox | [ coma ]

System generates an error message trying to send an offer that is equal to the one sent previously: the offer sent cannot be the
same as the previous one.

In case of incorrect selection of the “Revise Response” button, make a fictitious modification (for example, remove an
attachment and upload the same file) to resubmit the same offer.

l (1) Duplicate bids are not allowed. Submit a bid which is not identical to your previous bid. l




Closed event

When the event expires, the system shows the follow page:

< Go back to Zembon Global Procurement - TEST Deshbosrd

Desiaop Fie Syne
Console = Doc716470254 - Event 01 2] Pending Selection
Even Mgt e b shown s your st successfully Subrmited bi
Respense Hitory
v Checkist

All Content 2 ¥
1 Revdew Event Detats
Name 1 Price Quenty Extended Price
2. Restew and Accspn
Prerequisies ¥ 1 Documents o download =
o v 11 Request for Proposal (RFP)
I 111 Engagement Lemer acceptance B B Reterences v Yes.
4 Submic Response
vz i
v Event Contents
12
| AuComent B
Jr—— . o Less.. [ E0000EUR
aonioad
The s seme
, Documenss 10 v 21 Technical offer
upoad
211 Upload your technical ofter £ TESTdonx v
212 o been
v 22 Commercia ofer
22.1 Upload your commercial offer ¥ TesTdoox v
ofer of
23 Listof quotations e mEuR
251 Product o1 S000EUR Zeach ca000ER -
>
Compose Message

The event changes status and the system doesn’t allow to perform further actions on the offer. The only allowed action is
«Compose Message».

If the offer has not been submitted before the closure, the only possibility is that the buyer reopens the event.

[ 2Zambon




Messaging

Console
To view the list of messages received about the event, click "Event Messages". This section provides a

summary of all messages exchanged with Zambon or received about the event, for example following an
update of the event.

Hesponse Histony
Messages m
a Reply Sent Sent Date | From Contact Name: To Subject
) msaszmeie M 140712021 16:36  Zambon Global - TEST yerl  User Event Technical and Commercial RFF 1 is no longer accepting responses.
O MSGS2870618 Nt Applicable  14/07/202116:36  Fornitore Gamma Edit (0) Team (S} R event Technical and Commercial RFP 1 has been submitted.
() msaszr0628 Mo 14/07/202116:3%  Zambon Global Procurement - TEST  Utente Buyer 1 User Gamma Edit Event Technical and Commercial RFP 1 has been reopened.
O wscsiezr Mo 14/07/2021 16:33  Zambon Global - TEST yorl  User Event Technical and Commercial RFP 1 is no longer accepting responses.
() MSGSI0RIT Mot Applicable 1410712021 16:20  Formitore Gamma Edit icipants (0) Team (5) Al jsites have been answered and accepted and Fornitore Gamma (User Gamma Edit)...
() MSGSBI06IE Mot Applicable 14107/202116:20  Fornitare Gamema Edit icipants (0) Team (5) Response (D=1 ) in event Technical and Commercial RFP 1 has been submitted.
() wsaszmosss Mo 14/07/202116:03  Zambon Global - TEST yer 1 Team(0) Event Technical and Commercial RFP 1 has changed.
() MsG5870388 Mot Applicable 14107/202115:42  Zambon Global Procurement - TEST  Utente Buyer 1 User Gamena Edit Zambon Global Procurement - TEST has invited you to participate in an event: Technical and._.

View Reply Download sll anachments
Back to Console

* Click «Compose Message» if you desire to contact Zambon.

« Click «Back to Console» to return in the main page.




