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= The purpose of this Quick Reference Guide (QRG) is to demonstrate how to access and
manage your BCPS Ariba Supplier Profile through the Ariba Network.

1. Receive your BCPS profile ID and temporary password

Link to an existing Ariba Network account
Review and update your profile OR Create a new Ariba Network account
Submit your profile updates

o~ 0D

Confirming Profile Changes

A. You will receive an email from . Ariba Administrator <no-reply@ansmtp.ariba.com:
Aribo Adminis’rro’ror no- Your Ariba Login Information -
reply@ansmip.ariba.com g.z e A g a6 A

B. The subject will be “Your Ariba
Login Information”

C. Click on the “Click Here" to
register link or copy and paste
the full URL into your preferred

SAP Ariba /\\

Welcome, Test Supplier - TRAINING.

browser
The School Board of Broward County - TEST has registered you as a user on their Ariba Spend
Management site. Before you can access The School Board of Broward County - TEST's events,
you must register on the Ariba Commerce Cloud.
» Aribq Administrqtor Click Here to register on the Ariba Commerce Cloud and access your account.
. . If you are unable to launch a browser using this link, copy the link and paste it into the address
nO-I‘ep|y@dnsm|'p.dr|bq.com bar of any of the supported Web browsers to form a single-line URL.

http://SchoolBoardofBroward County-T.supplier.ariba.com?

Add this email address to your awsso_tkn=33elIPag0S5b26f07effffffifd86d6f283

Sofe Senders |IS‘I‘ lf yOU do nOT MOTE: This URL is only valid for 30 days. Make sure to register on the Ariba Commerce
receive an emO” in your inbox Cloud before the link expires. After you register on the Ariba Commerce Cloud, you can

no longer use this link.
check Spam and Junk folders.

Thank vou,
Ariba, Inc. Administrator

For additional assistance,
contact us at 754-321-0505 or

PUFChOSiI’]C] HeIpDesk@ browards Ariba, Inc. 3420 Hillview Ave, Palo Alto, CA 94304, USA
ChOO|S com Data Policy | Contact Us | Customer Support
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Ariba Sourcing Help Center >

Welcome, Test TRAINING

» Have a question? Click here to see a Quick Start guide.

Welcome to the Ariba Network. A password reset request was issued from The School Board of Broward
County - TEST site.

MNew to the Ariba Metwork? Sign up to register your user acwum

Already have an account?

About Ariba Network

The Ariba Network is your entryway to all your Ariba seller solutions. You now have a single location to manage all
of your customer relationships and supplier activities regardless of which Ariba solution your customers are using.
Once you have completed the registration, you will be able to:

= Respond more efficiently to your customer requests

Work more guickly with your customers in all stages of workflow approval

Strengthen your relationships with customers using an Ariba Network solution

Review pending sourcing events for multiple buyers with one login

Apply your Company Profile across Ariba Metwork, Ariba Discovery and Ariba Sourcing activities

Moving to the Ariba Network allows you to log into a single location to manage:

= All your Ariba customer relationships
= All your event actions, tasks and transactions
= Your profile information

A. Login: Great News! We've already done most of the work on your behalf. We just need you to
complete your Ariba Network Account setup. Link your Broward County Public Schools Supplier
Profile to your existing Ariba Network Account by using the Log In option.

B. Do NOT use the “Sign Up” option. Use the “Log In” option or you will have two accounts and the
information entered on your behalf cannot be used.

» Need more help signing up?

Use the “Have a question?” link to view the Ariba Quick Start Guide or visit the Ariba Help
Center FAQ’s at the right of your screen or Contact Broward County Public Schools
Procurement & Warehousing Services Team at 754-321-0505 or
PurchasingHelpDesk@browardschools.com
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Company information

Company Name:* | LESEE S ERIRTUNINe

A. Company Information: Provide your Company’s Country:* v
required(*) information in the space provided. Address:* | Line 1
Line 2
B. User Account Information: We recommend that Line 3
you use your email address as your username. City:* | Ariba

Do so by checking the box next to “Use my email
as my username”

State:* | Florida v

Zip:* | 33325

C. Tell us about your business: Display the
additional fields by clicking on the triangle icon. User account information
Enter a key word in the space provided, select
all that apply, and click the Add option to help

let your customers know what Products & Narme:* | Teet TRAINING
Services your company provides and to which Email:*
LOCOﬁOﬂS YOUr CompOny ShipS ¥ Use my email as my username
Username: *
D. Terms and Conditions: Review and accept the .Pa“w”"” SrlerPessverd

Terms of Use and SAP Ariba Privacy Statement

Repeat Password

Language: | English v

E. Submit: Click Submit to create your Ariba
Network Account Email orders to:*

» Tell us more about your busi T have read and agree to the Terms of Use
i I have read and agree to the SAP Ariba Privacy Statement

Product and Service Categories: | Enter Product and Service Categories -or- Browse .
Ship-to or Service Locations: | Enter Ship-to or Service Location Add -or- Browse
Cancel
Tax ID: | Optional Enter yol P digit Company Tax ID number.
Enter the nine-digit number issued by Dun & .
DUNS Number: | ©ptional Bradstreet. By default, DUNS number is appended

with "-T" in test account. @

Product and Service Categories:
There is no limit to the number of product and service categories. Enter all that accurately apply
to your organization to improve your visibility for BCPS sourcing opportunities
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A. Company Information: When you
submit your Ariba Network Account
info, you will receive an email with your
Account ID and other information for
strengthening your profile for BCPS and
other Ariba Buyers.

Good to Know:

Improve your presence as a Supplier
by using all the Ariba solutions to build
your network profile.

Next Steps:

BCPS encourages you to complete all
of the Next Steps to ensure your
organization is ready for opportunities

SAP Ariba

. Welcome to the Ariba Commerce Cloud

Your registration process on the Ariba Commerce Cloud for Test Supplier - TRAINING is now
complete.

Your organization's account ID: ANO1408866187-T

Your username: test-marissa.quijada@browardschools.com

As the account administrator for this account, make sure to keep your username and password in
a secure place. Do not share this information.

If vou registered after receiving an invitation from an Ariba On Demand Sourcing buyer, you can
now access and participate in the buyer’s sourcing events. The Seller Collaboration Console
provides a centralized location for you to manage all your Ariba On Demand Sourcing events and
buyer relationships.

Ariba On Demand Sourcing buyers might request that you complete additional profile information
as part of their Supplier Profile Questionnaire. When you access customer requested fields for a
specific buyer, you will see a pop-up page with that buyer's name; that page contains the buyer's
customer requested fields.

You can immediately perform administrative and configuration tasks such as creating users and
completing your company profile. If account administration is not part of your job responsibility,
you can transfer the administrator role at any time to another person in your organization whose
responsibilities are more in line with account administration.

Good to Know:

Your Ariba Commerce Cloud account provides a central access point to the seller-facing
capabilities of the following Ariba solutions:

® Anba Discovery™ (Leads)

* Ariba Sourcing™ (Proposals)
Ariba Contract Management™ (Contracts)
Ariba® Network (Orders & Invoices)

You can start using Ariba Discovery immediately and begin receiving notifications when business
opportunities matching your commoaodities are published.

Access to the Ariba Sourcing and Ariba Contract Management solutions requires an invitation
from a buyer organization using one of these solutions.

Next Steps:

* Complete your company profile. Potential customers can search for and review seller
profiles on the Ariba Commerce Cloud. The more detail you provide about your company,
itz capabilities, products, and services, the more effectively you can attract high-quality
customers.

® Create user accounts for employees who require access to the Ariba Commerce Cloud
capabilities.

Update your user preferences and review your notification settings.

+ Explore Ariba Discovery to find and participate in business cpportunities. Search for new
business opportunities and respond to any that match your commedity classification and
sales territories.

# Download the Ariba Supplier Mobile app for easy access to key documents on your
mobile device.

» Explore the product documentation to find out more about user and administration
tasks. To access the help resources, log into your account and click Help = Product
Documentation on any page.

Thank you again for joining the Ariba business community through the Ariba Commerce Cloud.

Sincerely,
The SAP Ariba Team
https://discovery.ariba.com

=
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A. Complete Your BCPS Company Profile: Click on the “View customer requested fields” link
Company Profile Tabs: Click on each section to complete your Ariba Public Profile.

C. Customer Requested: The only information unique to BCPS is the information requested in the
Customer Requested tab for the customer “The School Board of Broward County”

D. BCPS Supplier Profile Questionnaire (SPQ): Click on the link for “The School Board of Broward County”
to open your pre-established BCPS profile

Company Settings » Test TRAINING » Help Center >>

Ariba Sourcing

Welcome to the Broward County Public Schools (BCBS) Ariba site. This site provides a centralized online location for current and &
The School Board of Broward County - TEST potential suppliers to register and discover sourcing opportunities, in order to do business with the district.

Requested Profile

All required customer requested fields have
been completed.

Events
View customer requested fields >
Title ID End Time { Event Type
No items
Public Profile Completeness
Tasks
35%
Name Status Due Date Completion Date Alert
Enter a short description to reach 45% >
No items
There are no matched postings.
Company Profile
Basic (3) Business (2) Marketing (3) Contacts Certifications (1) Customer Requested Additional Documents

* Indicates a required field .

Sourcing Customer List

Customer Customer Requested Profile Information

The School Board of Broward County - TEST Complete

Company Profile Information:
A number next to a section name (#) indicates the number of additional fields required for

completing your profile 100%. The more complete your profile, the more your company will be
visible to Ariba Buyers (including BCPS).
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A. Profile Questions: You will see a series of questions. Questions vary per supplier based on
E/S/M/WBE Cerfification status, Pre-Qualification status, Business type, and other potential
variables. Do not be alarmed if you see a number skipped. You will see that a “No”
response to a question might display different questions than a “Yes” response to the same
question. This is by design.

B. Update responses: BCPS attempted to answer the questions on behalf of current ESMWBE
and Pre-Qualified suppliers. Depending on the duration a supplier has been an existing
certified E/S/M/WBE or pre-qualified supplier for the District, we may require you to update
some of your information. Review the responses entered on your behalf, make the
necessary changes, and proceed as prompted.

C. Save as Draft: In order to protect the integrity of your Supplier Profile, the system will log you
out automatically during extended periods of inactivity. To avoid loss of data, we
encourage you fo save often by clicking “Save as Draft”.

D. Scrolling: Use the scroll bar on the right side of the profile to view all questions

The School Board of Broward County - TEST Requested Profile

* Indicates a required field

Your customer has specifically requested that you complete the following profile information. After you complete the requested profile
information, click Submit. You can click Save as Draft to save any values you may have edited without sending the changes to your

customer.

Changes you make below may be subject to approval before they are accepted. .

Question
any E/>/M/WBE ana Fre-Wualmcanon questions In section 1.2
NOTE: You can always change your responses at a later date. ~
121 Are you currently E/S/M/WBE Certified with Broward County Public Schools? If yes, attach a copy of your Certificate.
To attach your Certificate, click the blue comment icon and add your attachment in the space provided
- +
Answer No v ¥
1.2.3 Are you looking to become E/S/M/WBE Certified or Reciprocal Certified with Broward County Public Schools?
(Requires completion of Section 2)

*
Answer No ~ .
*

1.2.4  Are you currently Pre-Qualified with Broward County Public Schools? If yes, attach a No v
copy of your Pre-Qualification Letter.

1.2.7 Are you looking to become Pre-Qualified with Broward County Public Schools? (Requires *
completion of Section 3)

¥ 13 General Supplier Information .

*
131 Company Name Test Supplier - TRAINING

1.3.2 DBA Name (if applicable)

BCPS SPQ: The length of time it takes to complete the SPQ varies with the type of
application you are submitting. We encourage you to download the list of questions
and answers per application type from our website at [Click Here]

QRG-13 | Last Update: 06.18.18
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A. Profile updates: Once you have reviewed and updated you profile responses, you can
submit your Supplier Profile Questionnaire to BCPS

B. Submitting your changes: Click “Submit” to send BCPS your profile updates.

C. Confirmation of Submittal: You will receive a green confirmation of submittal when you
successfully submit your profile updates

D. Reviewing your status: Check the status of your profile updates in Section 1.4 of your SPQ.
This status will change as PWS progresses through the application process. If 1.4.1 indicates
“Pending Review", there will be no responses for the remaining questions in this section.
Once approved, your Approval Date and SAP ID will be displayed.

The School Board of Broward County - TEST Requested Profile

* Indicates a required field

Your customer has specifically requested that you complete the following profile information. After you complete the requested profile
information, click Submit. You can click Save as Draft to save any values you may have edited without sending the changes to your
customer. Click Discard Draft to clear all the changes you have made and display the last values you successfully submitted to your

customer.
Status: Submitted by Test TRAINING at 06/18/2018 05:52 PM Discard Draft Save as Draft m
Changes you make below may be subject to approval before they are accepted. .

J You have successfully submitted changes to your customer.

Question

1.3.25 How would you rate the registration process overall? Select from a range of 1 - 10 where 1 means "l did not like this
process” and 10 means "l really liked this process"”. We appreciate your feedback and encourage your additional comments.
Click the blue comment icon and provide additional information in the space provided.

+
Answer 10 A% *

. ¥ 1.4 Standard Supplier Registration Status (To be completed by BCPS Procurement & Warehousing Services)
1.4.1 Compliance Phase Status (This allows you to participate in Sourcing Opportunities) Pending Review

1.4.2 Compliance Approval Date .

143 SAPID (This ID indicates that you've been added to our system and will be able to receive Purchase Orders from the
District, if awarded).

——  Answer v
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A. Updated Profile Email: In addition to the green successful submission message on the Ariba
Network side, you will also receive an email from Ariba Commerce Cloud ordersender-
prod@ansmip.ariba.com confirming that your profile was updated.

. Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com: st~ 5:57 Pt
Attention: Your SAP Ariba supplier account company profile is updated

0 If there are problems with how this message is displayed, click here to view it in a web browser, N

g---|---1---|---2---|---3---|---4---|---5---|---5-a

SAP Ariba

Dear Test TRAINING,

Thank you for updating your SAP Ariba supplier company profile. If yvou did not request this
change, please let us know immediately by contacting SAP Arba Support.

Sincerely,
The SAP Ariba Team
https://discovery.ariba.com

Anba, Inc., 3420 Hillview Awve, Bldg3, Palo Alto, CA 94304, USA
SAP Ariba Privacy Statement | Anba Data Policy | Aniba Help and Support
If a customer-specific privacy statement applies to this processing of personal data, you can view it
when loooed into vour account.

=
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A. Contact the Supplier Diversity Outreach Program for additional information on Certification

Requirements
«  For questions regarding the Emerging/Small/Minority/Women Business Enterprise
(E/S/M/WBE) Program, please call the Supplier Diversity & Outreach Program at (754)

321-0550.

B. Contact the Construction Pre-Qualification staff for additional information on Pre-
Qualification Requirements

For questions regarding the documents, contracts, or other construction-related

items, please contact our Construction team directly at (754) 321-0525.

C. Contact the Procurement Help Desk for general questions regarding registration

« For questions regarding general registration requirements, contact us at (754) 321-
0505 or email us at PurchasingHelpDesk@browardschools.com
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