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Supplier Guide — Workday Strategic Sourcing (WSS)

USER ROLE @Q. Supplier

Overview:
)
>
)
)

)

Key Terms

Sourcing Manager: Sourcing Managers involves your NAV CANADA Supply Chain Representative.
Stakeholders: Stakeholders involve internal teams at NAV CANADA.

Project: A project can take various forms, such as an RFx event, Sole Source, NDA, Contract, Contract Amendment, or the
negotiation of Non-Standard Terms and Conditions.

Contract: A contract is an agreement, managed in Contracts module of Workday Strategic Sourcing (WSS)
Event: An Event refers to any RFx activity (RFI, RFQ, RFP, etc.).

Supplier Forms: Supplier Forms are used by the Sourcing Manager to gather pertinent company information from the Supplier
directly through WSS.


https://doc.workday.com/user-guide/en-us/strategic-sourcing/supplier-account-setup/gnj1594911610346.html?toc=0.0
https://doc.workday.com/user-guide/en-us/strategic-sourcing/supplier-account-setup/crv1595415245865.html
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Chapter 1: Account Set-up and Log-in

Prerequisites — Authenticator Apps

> Workday Strategic Sourcing (WSS) is a cloud-based sourcing tool that NAV CANADA uses to streamline procurement
process. Your registration through Workday Central Login (WCL) enables your company to access Workday's suite
of products from a single account. To create an account, you need to verify your email, set up a strong password,
and pair your authenticator app.

,f’I'“\. Important Note: You can access WSS by email invitation only. As a supplier, you must register your account on a
\_* / desktop.

> Before creating a Workday Central Login (WCL) account, download an authenticator app from the Apple or Google
app stores on your phone. You can also use a web browser authenticator app.

Frequently-used authenticators include:

e Authy @
e Duo Mobile @

e  Google Authenticator *

e LastPass Authenticator

e  Microsoft Authenticator 6

o  Entrust

Frequently used web browser authenticator apps include:

e Authenticator - is a free web browser extension authenticator.

Set-up your WSS Account

Steps :

1)  You will receive an external email from NAV CANADA Workday Strategic Sourcing with a header stating You are invited to
a NAV CANADA specific event.

> The email would include the following fields when applicable:
e Event owner.
e  RSVP deadline.
e Questions due date.

e Bid due date.
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2)  Inthe email, click on “Sign up and View this RFP” button at the bottom of the page (see below).

® If you're expecting an email but don't receive it, ensure it's not in your Spam folder.

You've been invited

COMPANY

NAV CANADA

RFP

Event - 9/24/2024 at 11:33 AM

OWNER

Jane Doe - jane.doe@navcanada.ca

RSVPS DEADLINE:

9/30/2024 at 3:00 PM EDT

QUESTIONS DUE

10/24/2024 at 3:00 PM EDT

BID DUE
10/31/2024 at 3:00 PM EDT

NAV CANADA is using Workday Strategic Sourcing to manage the submission process
for this RFP. To participate, you will need to create your free supplier account.

SIGN UP AND VIEW THIS RFP

3) Sign-in page will display. -> Click on Workday Central Login for Suppliers.

4)  Workday Central Login (WCL) page will display. -> Click on Create Account (Invite Only) -> enter your email address.
® This email will be the username you use to log into WCL.

w Workday Strategic Sourcing g
workday.

Sign In
Workday Central Login

Email *

Sign In To Your Account

Password * Email Address

Enter your email@domain.com

( Create Account (Invite Only) )
Suppliers: Sign in with your

credentials to register your Workday

Central Login account. After you've Workday Central Login is currently open by invitation only, but
A registered, you must use Workday we look forward to offering it more widely in the near future.

Central Login to sign in. See FAQ:
Sign In and Account Security for
more information

( Workday Central Login for Suppliers )

Forgot Password
Did not receive confirmation instructions?

Unlock your account

Choose language

English v
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5) Click on Send A Verification Code.
7
workday.

Start By Verifying Your Email

Wik koo ek com

Send A Verification Code

@ If you experience the following error, try switching your browser eg, Google Chrome.

@ Something went wrong, try again later X

wcfrkd\oy,

Start By Verifying Your Emalil

Send A Verification Code

6) Verify your email by entering the Verification Code emailed to you -> Set up your account and click Create

Account.
N\ ,
workday. wmy,
Enter Your Verification Code Set Up Your Account

To verify your email and finish setting up your account,

Workday sent you an email with a 6-digit verification code.
First Name

l Enter your first name I

w*****-k********-k****@g****_ com
Last Name

Enter your last name ]
[D Now Password
Enter your password @ ]
. . Confirm New Password
Verify Email
Enter your password @ ]
Resend A Verification Code

By clicking the "Create Account” button, you accept our
Terms of Use and acknowledge the Privacy Statement

Didn't get the email? Learn why G)
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Set up Authenticator App.

Steps:

1.

Scan provided QR code with your authenticator app. Once your authenticator app reads the QR code, you'll
get a 6-digit code.

Scan the QR code using your authenticator app and enter a 6-digit code from your app.
Click Connect Authenticator App.

If you stop the account creation process for WCL, your account will be locked. If you delete your
authenticator app after you set up your account, you'll be locked out of your account.

(Optional) Add and verify your mobile phone number.
Select the Accept Terms of Service check box.

Scan Click Save & Finish. You can now open your Supplier Profile to review the event, supplier form or
company information.

TN

workday.

Set Up Authenticator App
A security code generated by an authenticator app, such as
Google Authenticator or Microsoft Authenticator is required to

sign into Workday Central Login. Ensure that the app is
installed on your mobile device.

Step 1: Scan this QR code with your authenticator app

Once your authenticator app reads the QR code, you'll get a 6-
digit code.

Can't scan? Manually enter: @
Account

Secret Key

Step 2: Connect your account to your authenticator app

Enter the code from the authenticator app below. Learn more

Connect Authenticator App

Contact Workday's support team for assistance at scoutsupport@workday.com if you:

Are unable to login after reviewing all documentation.
Lost your authenticator app.
Lost your authenticator app and your password.


mailto:scoutsupport@workday.com
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Log-in to your WSS Account

Steps: w@ ay.

1) Navigate to the WCL page.

. . i Workday Central Login
2) Enter your email -> Click Continue.
Sign In To Your Account

Email Address

lEnteryouremall@domam com I

( Create Account (Invite Only) )

Workday Central Login is currently open by invitation only, but
we look forward to offering it more widely in the near future.

3) Enter your password and 6-digit code

. workday.
from your authenticator app.

Let's Verify It's You

To verify your identity, enter the 6-digit code from your
authenticator app.

Reset Authenticator

Back to Sign In

4) WSS Dashboard page will display.

Welcome, Michelle YOUR SUPPLIER PROFILE
|«
I 88 pashboard ‘ PROFILE REQUESTS
B cusome oectry
ISSUING COMPANY SUPPLIER COMPANY STATUS
NAV CANADA Cookie Monster Limited Not started MANAGE
‘ &K | 3 )):‘ ITEMS PER PAGE |10 v |

I-’r | ™\ Ifunableto sign in after reviewing documentation, you may contact Workday's support team for assistance

% -

.." ./ at scoutsupport@workday.com.
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Chapter 2: Customer Directory and Supplier Dashboard

Customer Directory

> You can access the Customer Directory from the WSS Supplier Portal. This directory displays the WSS customers that
have given you access to. You can only view data that NAV CANADA has granted you access to.

> In the Customer Directory, you can search to find a Customer Profile and your different Supplier Profiles by:
e  Customer
e  Supplier

e Contracts

e  RFPs and Auctions
e Forms

e Action Items

» Each column displays the total number of events that you're invited to for each customer.
Customer Directory Q) Search Customers.. b4 YOUR SUPPLIER PROFILE
|&
CUSTOMER SUPPLIER RFPS AND AUCTIONS CONTRACTS FORMS ACTION ITEMS

BB pashboard

NAV CANADA Cookie Monster Limited 1 0 1 o]
[E] customer Directory
|‘ ITEMS PER PAGE |10 ~
> You can access each tab through the Dashboard.

Supplier Dashboard

> You can access the Dashboard from the WSS

Supp“er Portal. This directory di5p|ay5 any WSS ISSUING COMPANY SUPPLIER COMPANY sTaTUS
events and/or activities you’ve been invited to. A caADA e Formuiare seomied

ACTION ITEMS

Below are Action Items that have been assigned to your company by your trusted buyers. Action Items are a great way to
stay focused on @BR tasks and help build lasting relationships with your buyers.

> Each section of the Dashboard displays the total
number of events that your organization need to
action on:

ISSUING COMPANY SUPPLIER COMPANY ACTION ITEMS NEED ATTENTION COMPLETED LAST UPDATED

NAV CANADA NAV test] 1 1 o 7/1/2024 at 8:52 AM

e Profile Requests.

e Action Items.

REQUESTS 6 RESPONDED 3 ARCHIVED 3
e Reponses - for RFx Events and Forms: =
. . ISSUING a . . SUPPLIER . a a
Requests (Active), Responded, Archived. coveatry T TR e coveny T BEE e
NAV CANADA Form MNew Supplier Pre-qualification  rogy pormylaire gﬁn/zozd ABO0 b plished

e  Contracts (you will only see contracts that
of REP Template - GMS 180657 TCUAT 9/30/2024 at 3:00
have negotiated Terms and Conditions with peanaR Sl o Limited e
NAV CANADA).

Published

CONTRA!

cOMPANY & DOCUMENT TITLE & CONTRACTID ¥ statUs &

NAV CANADA Painting #338 Finalized



Chapter 3: Supplier Forms

How to Complete Supplier Forms
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> You can complete requested Supplier Forms containing
questionnaires that Sourcing Managers send you directly
through WSS.

> You must be signed up for WSS to access Supplier
Forms.

Steps:

> Access the Supplier Form you want to complete either
via email or through WSS Dashboard.

> Access via email: the following email received in your
inbox -> click on View this Form (or Sign up and View
this Form if it’s your first-time logging in).

I-'fi..\‘- If it is your first-time logging in, you are likely being sent
.4 aSupplier Onboarding Standard Form, this form allows
you to update your own company information such as

address, bank and tax information, etc.

Supplier Onboarding Standard Form

You've been invited

COMPANY

NAV CANADA

FORM

Supplier Onboarding
OWNER
JaneDoe - jane.doe@navcanada.ca
FORM DUE:
6/28/2024 at 8:00 PM EDT

NAV CANADA is using Workday Strategic Sourcing to manage the submission process
for this Form. To participate, you will need to create your free supplier account

SIGN UP AND VIEW THIS FORM

> Access via WSS Dashboard: Login to WSS -> Navigate to Dashboard -> Profile Requests -> Click on Manage ->

NAV CANADA Onboarding Form displays.

PROFILE REQUESTS

You have 1 new request

ISSUING COMPANY SUPPLIER COMPANY STATUS

Supplier Onboarding

Test Not started

NAV CANADA

SHARED

> Click Edit to complete your company onboarding information.

~ B -
w Strategic Sourcing

NAV CANADA 1ot sTarten

|+

| & General Profile > OMBOARDING INFORMATION

MESSAGE CENTER |I EDIT I

> You must complete all mandatory fields to finalize your Supplier Onboarding Form. Click Submit when the form is

completed.
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All other Supplier Forms

> Access via WSS Dashboard: Login to WSS -> Navigate to Dashboard -> Responses -> Requests -> Access
the form you want to complete by clicking on the Title field.

RESPONSES
REQUESTS 6 RESPONDED 3 ARCHIVED 3
=
ey 4 TypE 4 TITLE 4 e 4 DUE 4 STATUS 4
NAV CANADA Form New Su Suppillgr Pre-qualification Test Formulaire 9/30/2024 at 8:00 Published
Questionnaire PM

> (Optional) To invite colleagues to edit the form, enter their name and email address in the Team
Members section and click add, your colleague receives an email invitation to access the form.

v TEAM MEMBERS @

NAME E-MAIL

Enter name Enter email

> To answer questions, navigate to Form section -> click Open under each section of the form or Open
Questionnaire to access all sections at once.

> Forms can have multiple sections of questions for you to complete. WSS automatically saves your
responses. Questions marked with an asterisk are required. At the top of each section, WSS lists the
number of:

e Questions in a section.
e Required questions in a section.
e If you don't complete required questions, you can’t submit the form.

e Forms can also have conditional sections and questions. When your answers meet a condition, a new
section or new questions display for you to respond to.

e Once complete, click Send Form.

<= | New Supplier Pre-qualification Questionnaire Changessaved [ omeview -
FORM

vooQuiz I OPEN QUE: IAIRE

Answer the questions in the Form section below, then submit your response.

SECTION DESCRIPTION LAST UPDATED PERCENTAGE OF COMPLETION NUMBER OF FEEDBACKS ACTIONS

% (079 !
Finance & Never OE ), [oren ]

Quality & Never 0% (0D s oren |
\/ EXPORT OR IMPORT: FORM (@
EXPORT IMPORT

(i"\ You can export your Form and use Excel to fill out the questions. Import your updated Excel file to then
:_) submit your response. Click Export -> Fill out an Excel file -> Upload completed Excel from by clicking
Import.
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(Optional) To contact the Sourcing Manager, click Message Center.

v MESSAGE CENTER

0 No new messages in chat -

Use the Message Centre to contact the NAV CANADA team if you have any questions regarding submission requirements.

o) o) 0/0

Press releases received from the NAV CANADA team Responses have been published for all suppliers

Your questions have been answered

Message Center contains all communication between parties: Questions, Answers, Announcements, Unanswered
questions

[ <= | Message Center

v (@ SendaNew Question to NAV CANADA

Add message text

QUESTIONS

> 0O Your Answered Questions

> O Answered Questions posted for all suppliers

> 0 Your Unanswered Questions

ANNOUNCEMENTS

> O  Announcements from NAV CANADA

> To review status of your submission, navigate to Dashboard -> Responses -> Responded -> click on the Form
Title.
le
e RESPONSES
REQUESTS 6 RESPONDED 3 ARCHIVED 3
[l customer Directory —
CoMPANY & Tvee ¢ e ¢ SupeUIER, 4 b 4 status &
Published
NAV CANADA Form NAY CANADRA New Su NAg_,ciQme Rplier NAV test] gﬁznon at8:00 3;1133?2"223;! 201
PM
)

(Optional) To revise the submission, click on the Form Title -> Click Revise Form at the top right of the page.

| <=2« | New Supplier Pre-qualification Questionnaire

FORM

voauiz
Answer the questions in the Form section below, then submit your response

secmion DESCRIFTION LAST UPDATED PERCENTAGE OF COMPLETION NUMBER OF FEEDBACKS.

ACTIONS

Finance  5/24/2024 at 1106 AM EDT oKV ,m
> After revising the form, click Submit Form Again at the top right of the page to send updates to the Sourcing
Manager.

10
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Chapter 4: Sourcing Events

Important Terms of Participation

IMPORTANT NOTE: You must agree to the Terms of Participation of specific RFx event in order to
access any of the RFx documents and information.

TN
!x‘

> If you do not accept the Terms of Participation, you will not be able to view any of the documents and you will
not receive any amendments such as answers to questions, supplier announcements, deadline extensions, etc.

ACCEPT THE TERMS OF PARTICIPATION

You cannot bid on this event until you have accepted the terms of participation

\:| | accept the terms above *

REFUSE | ACCEPT

Find and View Sourcing Events

> You can complete requested RFx Events that a Sourcing Manager has sent to you directly through WSS.
> You must be signed up for WSS to access RFx Events.
Steps :

> Access the RFx Event you want to view / complete either via email or through WSS Dashboard by navigating to
Responses then to Requests and locate the RFx Event.

1)  You will receive an external email from NAV CANADA WSS with a header stating You are invited to a NAV CANADA
specific event.

> The email would include the following important fields, when applicable:
e  RFP Title.

You've been invited

e Event owner.
COMPANY

e RSVPs deadline. NAV CANADA

e Questions due. -

e Bid due. EX

2) Inthe email, click on View this RFP button. e

Jane Doe - jane.doe@navcanada.ca
— RSVPS DEADLINE
’ﬁl | If you're expecting an email but don't receive it, 9/20/2024 at 3:00 PM EDT

*/ ensure it's not in your Spam folder.

QUESTIONS DUE

10/30/2024 at 3:00 PM EDT

BID DUE
11/28/2024 at 3:00 PM EST

NAV CANADA is using Workday Strategic Sourcing to manage the submission process
for this RFP.

i
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3) Agree to the Terms of Participation to view this Event.

4) Review Event timeline -> click the button at the top or bottom right; either | do not intend to submit or | intend to
submit.

<=k | INTEND TO SUBMIT: EX

3
¥

EVENT TIMELINE

A1l times are displayect in The America/New_Vork Tme 20ne You £3n Change This in your User Prafiie

SUPPLIER RSVP DEADLINE - SUPPLIER GUESTION DEADLINE 3 SUBMISSION DEADLINE

o MAS RECEIVED 2024-10-30 al 3:00 PM EDT (GMT-04:00) 2024-11-29 al 3:00 PM EST (GMT-05:00)
2024-09-30 at 3:00 PM EDT (GMT-04:00)

Hesd to changs RSVE?

INTEND TO SUBMIT

When you select | Intend 1o Submit,

| If you select | Don't Intend to Submi

otify the buyer, and you can start d

re redirected back to the buyer's

Option Action

You're not going to accept the invitation. | |1 Do Not Intend to Submit and select a reason why you don't want to
participate, as well as provide additional comments.

You decide you intend to participateina | You can select | Intend to Bid as long as the invitation hasn't expired.
bid event.

You no longer intend to participate in a No action is needed.
bid event.

—

P
( 1 | Be mindful of the Event Timeline to ensure your RSVP, Questions and Submission deadlines are met.
Tl

Build your Proposal

> You can add your Team Members to collaborate on an event you’ve been invited to.

> Navigate to Team Members section -> enter their Name and Email -> Click Add.

v TEAM MEMBERS @

NAME E-MAIL
ADD

Enter name Enter email

Steps :

1. Navigate to the Bid Form section of your Bid.

M

In the Response Sheets section, click Edit and answer questionnaire questions, if applicable.

w

In the Worksheets section, click Edit to start creating your bid proposal, if applicable.

4. You can also attach any documents relevant to your Sourcing Event.
N
( I | You can view details of any Worksheets in the panel on the left. To view Worksheet instructions and notes from

o

“— the Sourcing Manager, click the Supplier Instructions button.

12
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BID FORM

/ RESPONSE SHEET

Information S Nevar

v woRrksHeeTs (@

ssemion

Options - 2024-09-26 1 130 BM EDT
Final Total $0.00

» REQUESTED DOCUMENTS (D

> ApDITIONAL DOcuMENTs (D

\ EXPORT OR IMPORT YOUR 81D (D

Enter bids on the highlighted rows of the worksheets.

o Toidentify what you need to do to submit your bid, you can select Validate to highlight the cells
you must complete. A side panel also displays showing the line items and columns that need
information.

o When you complete all highlighted cells, Worksheet Valid displays when you select Validate.
You can apply filters to view the items you want to bid on by clicking the 3 horizontal lines in the
column header, selecting the conditions and values, and clicking Apply Filter. Calculated totals
change as you apply filters.

o You can also display or hide columns using Show/Hide Columns and clicking Update View.
In the Requested Document section, select the Browse for File button.

o Attach requested documents to submit your bid proposal. If the documents are marked as
required, you cannot submit your bid unless a document is attached.

In the Additional Documents section, drag and drop files from your PC to the box, or click the Browse for
Files button.

o Attach additional documents for the attention of the Sourcing Manager.
o You can attach as many files as you want and each file can be up to 5GB.
o Wait for the upload to complete before navigating away from the page.

(Optional) Click Preview to view your event submission in a read-only view that the Sourcing Manager
will see.

To finalize your bid submission, select Submit Bid on the bid event.

> Important Note: You have an option to work on the bid offline -> Navigate to the Bid Form section ->
click Export -> once Proposal completed select Import to upload the file.

> Once your bid is submitted, the Sourcing Manager receives an email to notify them that you’ve submitted
your bid.

> Toview the status of your submission, including date and time of submission, navigate back to your
Dashboard, go to Responses then Responses.

Dashboard

-

Bf Dpashboard RESPONSES

REQUESTS & RESPONDED 3 ARCHIVED 1
[l customer Directory [ {
ISSUING a a a SUPPLIER a a a
COMPANY v TYPE ¥ TILE % COMPANY + DUE % STATUS %
Published
Copy of NAY CANADA REP - 8/30/2024 at 1:45 Submitted
NAV CANADA e construction template EN PM 8/7/2024 at 1:37
PM

If you want to revise your bid and it's before the bid submission deadline, change your bid by clicking the
Revise Bid button on the event. After you make your revisions, click the Resubmit Bid button.

13
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Using Excel to Submit your Bid

> You can create your bid proposal using Excel.

Steps :
1. Access the bid event on your Dashboard page.

2. Inthe Bid Form section, Navigate to Export of Import your Bid, select Export, then Click Download on the bottom
right pop-up.
\/ EXPORT OR IMPORT YOUR BID (@

| EXPORT | IMPORT | ® E it ful DOWNLOAD x

o A copy of your bid proposal downloads to an Excel spreadsheet and organized into multiple tabs. These
tabs include questionnaires, worksheets, required documentation, and additional documentation. You
can enter bids and information into any cells highlighted in blue. If you don't receive questionnaires or
worksheets to complete, the Sourcing Manager might ask you to submit specific documentation to
complete your bid proposal.

3. Save the file when you've fulfilled all the bid proposal requirements.

o When naming the file, don’t include special characters in the name. Special characters can cause errors
when uploading.

> Important Note: WSS can't unlock cells for editing as the format must match what is on the WSS platform. This is to
ensure your information imports correctly. Only suppliers can edit the blue cells to provide details.

4. Inthe Worksheets section, click Open to start creating your bid proposal.
o You can view details of any worksheets in the panel on the left.

o Toview worksheet instructions and notes from the Sourcing Manager, click the Supplier Instructions
button.

5. Click Import from the Export of Import your Bid section of your bid event, select your Excel spreadsheet manually
using the Choose File button, or drag and drop the file into the box.

6. When the file finishes loading, click Import Bid to complete the import operation.
»  Conclusion: A Bid Import Successful message displays and you can view your bid using the View My Response button

7. Make sure you click Submit Bid once your response is complete.

) Important Note: If you want to change your bid proposal, we recommend that you export the Excel file each time
you update to ensure you are working from the most up to date copy of your bid proposal. If the Sourcing Manager
makes any updates to the structure of the bid event, you must export the bid again, because you won't be able to
import it back into WSS if the format doesn't match.

14
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Using the Message Center in a Sourcing Event

> The Message Center is the line of communication between Sourcing Managers and Suppliers on any given sourcing
event. The Sourcing Manager can send messages, announcement and answer questions to Suppliers, and Suppliers
can send questions to the Sourcing Manager. Each sourcing event has its own Message Center. All RFx Sourcing
Event Amendments/Addendums will occur through the Message Center.
Steps :
1. Navigate to the Event you are currently working on.

2. Scroll down to the Message Center section -> click Message Center.

v MESSAGE CENTER © No new chat messages
Use the message center to contact NAY CANADA team with questions about submission requirements

0 0] 0/0

Announcements received from NAV CANADA team Answers have been posted to all suppliers Of your questions have been answered

3. Expand section Send a New Question to NAV CANADA -> add your question, and attach files, if needed -> Click
Send Question.

= | Message Center

v (@ sendaNew Question to NAV CANADA

Add message text

e o e B e T e T, -
1 s % '
H DRAG/DROP DOCUMENTS or BROWSE FILES i CANCEL SEND QUESTION

QUESTIONS

(o] Your Answered Questions
> 0O Answered Questions posted for all suppliers

2

> 0  Your Unanswered Questions

ANNOUNCEMENTS

0  Announcements from NAV CANADA

4. You'll receive Message Center notifications through both email and WSS. These notifications ensure that you are
aware of Message Center activity, such as the Sourcing Manager sending announcements or answering questions.

15
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Chapter 5: Contract Negotiations

Complete Contract Negotiations

> You can easily upload changes and collaborate with a Sourcing Manager during the contract negotiation process.
> Once a Sourcing Manager submits a contract for your review,you’ll receive email notification -> click on View
Contract
OR
> You can access the Contract directly from your Dashboard.

e Navigate to the Contracts section, click the document with the Editing — Needs Attention status.

CONTRACTS
COMPANY % DOCUMENT TITLE % CONTRACTID W STATUS %
NAV CANADA Test #7152 Editing - Needs Attention

Steps:
1) Select the document that you want to edit by clicking on the check mark and click Download.

CONTRACT DOCUMENTS

Review the contracts shared between you and the buyer. For contracts in Editing, finish updating the contract. Then, send the contract back to
the buyer. For contracts that are Awaiting Response, the buyer is reviewing your contract updates.

EDITING
TYPE DOCUMENT TITLE : VERSION FILE NAME LAST EDIT :
E—
1SELECTED (26.2 KB) | DOWNLOAD ‘l SEND CHANGES | ACCEPRT TERMS

2)  When you finish Redlining the contract, select the document again and click Upload New
o You can only upload .docx and .pdf file types.
3) Click Send Changes

4)  When the Sourcing Manager sends the document back to you, review the latest updates by downloading the
document again. You might need to download and update the document multiple times before both you and the
Sourcing Manager reach an agreement.

5) Click Accept Terms to accept the terms of the contract. When you click Accept Terms you indicate to the Sourcing
Manager that you have no further edits to the contract.

) The Contract will remain visible in your Dashboard with a Finalized status. You can open the document and review
the Version History at any time.

NO ACTION NEEDED

D TYPE DOCUMENT TITLE : VERSION FILE NAME LAST EDIT : STATUS :
O ~ # Test v2.0 Test Finalized
Vil Test
V1.0 Test

16
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