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E-Sourcing Supplier Quick Guide
Please read these instructions carefully before logging on to the
Network Rail systems
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Backqground

Oracle ‘E-Sourcing’ is an electronic sourcing system which aims to deliver benefits to both buyers and
suppliers by facilitating the electronic exchange of information during ‘Request for Information’ (RFI /
PQQ) and ‘Request for Quotation’ (RFQ / ITT). This guide includes end-to-end activities from logging into
the E-Business system, acknowledging patrticipation, responding to the RFI/RFQ and submitting your
response.

You can access Oracle E-Sourcing through any internet enabled PC running:
o0 Windows Internet Explorer Version 6 and above (see instructions on page 6 for enabling Version
10);

Within Internet Explorer, ensure that in Tools > Internet Options you have pop ups and active X controls
enabled.
All external access to Network Rail systems is made through the Network Rail Portal.

You will have been provided with 2 usernames (each with its own password):
One for the Network Rail Portal (this will be 5-8 characters e.g.:dblack?2).
One for the E-Business Suite — E-Sourcing (this will be your e-mail address).

Logging into the Network Rail Portal

To access the Network Rail Supplier Portal click on: http://my.networkrail.co.uk

Enter your Portal username and password. Please note that the password is case sensitive.

NetworkRail

You o

Portal Login

Network Rail Portal

Welcome to the Network Rail External Portal.

This portal provides Rail Industry business partners with secure access to Network Rail IT Sewvices. Metwork Rail will invite
business pariners to register for the Portal when access to Metwork Rail's IT services is required

Oracle Technology Network

Having trouble?

For the following Netwark Rail IT senices a suppart call can be logged anline using the appropriate link

iRecruitment for Agencies Click here
CRM Click here

EAM Click here

NROL Click here

iSupplier Click here

eSourcing Click here

Supply Chain Support Request Click here

If you are experiencing any other problem with the Portal or Network Rail IT Senices accessed through the Portal then please
contact your awn company's IT Helpdesk who will lag a call with Network Rail's IT Helpdesk on your behalf

HNotice to Users

This website and the information contained within must be used for approved purposes. By accessing this website you agree to
the terms of use. Misuse or misappropriation of these is prohibited and may result in civil and criminal penalties. We reserve the
right te audit, access. inspect and disclose any communications stored or transmitted in accordance with applicable law.
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Forgotten or need a new password? Need a new person registered or someone has left? Are you
seeing error messages? Please click onto the link next to

‘E-Sourcing’ under ‘Having Trouble?’ on the Portal Homepage for any of the above, to complete and
submit the form.

You can also access this support form directly from the link available here:
http://www.networkrail.co.uk/aspx/5131.aspx

Here is a link to the Portal:
http://my.networkrail.co.uk/portal/page/portal/NR_PORTAL/NR_PORTAL HOME PAGE

1. When you log on to the Portal for the first time you will be prompted to provide a security
question and answer. Complete these fields and click ‘Submit’

2. Select E-Business Suite from the left hand ‘Navigation Menu’. You will then be taken to the E-
Business Suite login page.

NB. If you cannot see the E-Business Suite link in the ‘Navigation Menu'’ there is
a problem with the set up of your account.

Please click onto the link next to ‘E-Sourcing’ under ‘Having Trouble?’ on the ‘Portal Homepage’
to log a call for us to rectify the error.*

The system message ‘Authentification failed’ is not a system error; this
indicates that an incorrect password has been used.

NetworkRail
T

Paterrual Purtal

Weleame Te

Partal Logaut News & Events

Network Rail Portal
Welcome 1o the Hetwork Rail External Pomal.

This pedtal provides Rad Industry busingss panners wah secure access 1o Network Rad IT Seeaces Natwork Rail will imre
Busingss padnars to registes far the Paral when access to Notwork Ralls T senices is requind

Having trouble?
For the follawing Network Rail IT sendces a support cal can be logged online using the spppriate ik

iRecruitment for Agencies Click e

ick horg
EAM Click harg
MROL Click he
5y Click, hevn

&5 hae
Supply Chain Support Request Click here

W you ars axpananeing sy ethar problam with tha Partsl or Natwerk: Fad T Sarices Recassed through tha Pesal than plaass
comact your own company's IT Helpdesk who wil kog o call with Network Rails IT Helpdesk on your behalf

Hotice to Users

This websile and the informaticn contained wiihin must be Lwed for apprved purposes. By accassing This wabsee you agree 1o
the terms of use. Misuse or missgprepriation of these s prohibited and mary resull m civil and criminal penaRivs. We reserve the
right to audit. access. inapect and declose any stered of n with applizable law

* If you see the link ‘Undefined’ after entering your E-Sourcing Username and Password, go to page 8.
There should be no need to log a call in this case.
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3. Enter your E-Business Suite username and password. These ARE case
sensitive. Your username will always be your email address. Hint: Copy and
paste your login details from the invitation email.

NetworkRail

Welcome to the Network Rail E-Business Suite

To log a support problem or ask a question about the E-Business Sulte, please use our on-line forms.
Internal users should dick here to go to our page on Connect,

If you log in from outside Network Rail, click here.

For system availability or performance issues, contact the Network Rail IT Helpdesk on 085 51600 / 01270 721600,

Irdoemation Secuity Standads and Policias

4. When you log in to the E-Business Suite for the first time you will be prompted to change your
password. Passwords must be at least 8 characters and must include at least one number. It has
to be completely different to any other password you have used within the E-Business Suite and
it cannot contain repeating characters e.g. 'ee' or '77'. Please be aware that you only get one
attempt to change your password before being locked out
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E-Sourcing password reset (E Business Suite)

If you lock yourself out (at the E-Sourcing stage only) you may request a password reset from the link
underneath the ‘Login’ button:

£ - B - 2 & - Page- Safety - Tools- @)

‘ ELogin |

ir2 Sei

& L E—
“4» A (example: michasl.james.smith)

*Password

(example: 4u51v23)

Login

Forgot your User Name or Password? Click hora

Welcome to the Network Rail E-Business Suite

To log a support problem or ask a question about the E-Business Suite, please use our on-line forms.
Internal users should click here to go to our page on Connect.

If you log in from outside Network Rail, dick here.

For system availability or performance issues, contact the Network Rail IT Helpdesk on 085 51600 / 01270 721600.

Information Security Standards and Policies Copyright (c) 2008, Oracle. Al ri

B Loon Assstance PR B DD et Peme Sdey s Toose e

Laogin Assistance

= Ingicanes required feld

Forgol d

Enter your user name, instruchions for how to reset your password will be emaded to you. External users should log in to the Network Rad Portal before selecting the ‘Raset your password' link in this email.

Uear Hame Forgot Password

_ Forgot User Name

Enter the emad address assodated with your account, your user name will be ematled to you.
Ermad Forgot User Hame |

[T ——
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Browser issues: Logging into the eBusiness Suite

If you enter your log in details and the page freezes it is probably because the web browser being used is
not Microsoft Internet Explorer version 6 or above. Browsers such as Firefox, AOL and Google Chrome

are not compatible with our systems.

If you are using Microsoft Internet Explorer version 10, click on the browser compatibility icon in the top
bar on the screenshot below to enable it. You will only be required to do this once; it will open correctly
the next time you log in.

H {22 Network Rail Portal C Legin

Compatibility View: websites designed for older browsers will often look better,
and problems such as out-of-place menus, images, or text will be corrected.

I!E,?‘ https://ebus. hiav.networkrail.co.uk/CA_ HTMLF 2

e j
’7@ 4% D e |!xy'=—p|e:n-mae.'ern:-.iﬂ-'.r-'.\ |

{evample: 4U81c23)
e Cancel

Forgot your User Name or Password? Click here (this function is not cur

mmﬂ None v
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If you are able to enter your log in details but then see an ‘undefined’ link under the ‘Main Menu’ bar you
may also click onto the browser incompatibility icon next to the padlock at the far right of the browser bar
to enable the screens to show properly. You will only need to do this the first time that you log in.

@ https:/febus hiavnetworkrail.co.uk/08_HTML/OA.jsp?0AFunc=0AHOMEPAGER E s
NetworkRail _ 4
E-Business Suite
Logout Prefar
Entarprise Search | All ~|[ | Leb Search Results Display Preference | Standard V' =
Oracle Applications Home Page
Main Menu =
> i Fe
3 undefined
<) previous [1-256 V| Next 25 (3)

From Type Subject Sent ¥  Due
Belcher Mrs Angela Angela |PO Approval Netvork Rail Infrastnucture Lid - Standard Purchase Order 1723443,0 requires your acceptance 29-Jul-2013
Belcher Mrs Angels Angela |PO Approval Nebwork Rail Infrastructura Ld - Standard Purchas Order 1727372,0 requires your acceptance 26-Jul-2013
Belcher Mrs Angela Angela |PO Approval Network Rail Infrastnucture Lid - Standard Purchase Order 1722327, requires your acceptance 26-Jul-2013
Belcher Mrs Angela Angela |PO Approval Netviork Rail Infrastructure Ltd - Standsrd Purchase Order 1721756,0 requires your acceptance 25-Jul-2013 | |
O'Malley Mrs Katie Elizabeth PO Approval Hetvork Rail Infrastnucture Ltd - Standard Purchase Order 17045751 requires your acceptance 25-Jul-2013|
Belcher Mrs Angela Angela |PO Approval Network Rail Infrastnucture Lid - Standard Purchase Order 1720079,0 requires your acceptance 24-Jul-2013
Belcher Mrs Angsla Angela |PO Approval Netvork Rail Infrastructure Ltd - Standsrd Purchase Order 1720070,0 requires your acceptance 24-Jul-2013
Woodward Mr Wark PO Approval Hetwork Rail Infrastnucture Lid - Standard Purchase Order 1712191,1 requires your acceptance 17-Jul-2013]
Woodwiard Mr Mark PO Approval Hebwork Rail Infrastnucture Ltd - Standsrd Purchase Order 1703329,1 requires your scceptance 17-Jul-2013|

Belcher Mrs Angela Angela |PO Approval Hetwork Rail Infrastructure Lid - Standard Purchase Order 1713598,0 requires your acceptance 16-Jul-2013,
Belcher Mrs Angela Angela | PO Approval Network Rail Infrastructure Ltd - Standard Purchase Ordar 1713557,0 requires your acceptance 16-Jul-2013,
Belcher Mrs Angela Angela |PO Approval Hetwork Rail Infrastructure Ltd - Standard Purchase Order 1712384,0 requires your acceptance 15-Jul-2013)
Belcher Mrs Angela Angela |PO Approval Network Rail Infrastructure Ltd - Standard Purchase Ordar 1712382.0 requires your acceptance 15-Jul-2013,
Belcher Mrs Angela Angela | PO Approval Metwiork Rail Infrastructure Ltd - Standard Purchase Ordar 1712378,0 requires your acceptance 15-Jul-2013,
Belcher Mrs Angela Angela |PO Approval Hetwork Rail Infrastructure Lid - Standard Purchase Order 1712368,0 requires your acceptance 15-Jul-2013
Belcher Mrs Angela Angela | PO Approval Metwork Rail Infrastructure Ltd - Standard Purchase Ordar 1712365,0 requires your acceptance 15-Jul-2013,
Belcher Mrs Angela Angela | PO Approval Hetwork Rail Infrastructure Lid - Standard Purchase Order 1711786,0 requires your acceptance 12-Jul-2013,
Belcher Mrs Angela Angela | PO Approval Metwiork Rail Infrastructure Ltd - Standard Purchase Ordar 1711687,0 requires your acceptance 12-Jul-2013,
Belcher Mrs Angela Angela |PO Approval Hetwork Rail Infrastructure Ltd - Standard Purchase Order 1710258,0 requires your acceptance |11-Jul-2013)
Belcher Mrs Angela Angela | PO Approval Metwiork Rail Infrastructure Ltd - Standard Purchase Ordar 1703864,0 requires your acceptance 10-Jul-2013,
< > Belcher Mrs Angela Angela | PO Approval Metwork Rail Infrestructure Ltd - Standard Purchase Ordar 17038510 requires your acceptance 10-Jul-2013,
Belcher Mrs Angela Angela |PO Approval Metwork Rail Infrastructure Ltd - Standard Purchase Order 1703822,0 requires your acceptance | 10-Jul-2013)
Belcher Mrs Angela Angela | PO Approval Metwork Rail Infrastructure Ltd - Standard Purchase Ordar 1703750,0 requires your acceptance 10-Jul-2013, ~|
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Accessing the RFI / RFO

1. Select the ‘Sourcing Supplier’ and then the ‘Sourcing’ and ‘Sourcing home Page’ links

underneath the ‘Main Menu’ bar.

NetwaorkRail
‘q E-Business Sulte

Logoat Prae

o]

Erterprise Search | Al -

Ouacle Applications Home Page

 Worklist

Search Resss Display Preference | Swandard

TRATHGICSTURCINGHEL P TWOIRKRAIL CO.UK

From Mype Subject
Buicher Mrs Angela Angela Sourong Negotiaton & !
Helcher Mrs Angela Angel Sourcing Fubl

d a0t wpon your notfications.

NetworkRail
W E-Business Suite

B4-Jun-2013
o4-Jun-3013

Enterpriss Search | All ] Search Results Disglay Preference | Standarg »
Logged I As STRATEGICSOURCINGHELP@NETWORKRAIL CO,UK
Oracle Home Page
 Main Meau workist
Personafioe |

Delcher Mrs Angela

Angela
Deicher Mrs Angela
Angela
Jameisen Mrs bvonn Sourcing
Agnieszks Publsh
Pyme Mr Garry Mark  Sourcing
Publish
Delcher Mrs Angela Sourcing
Angels Publish
Belcher Mrs Angela Seurcing
Angels Pubikch
Geicher Mrs Angsla  Sourcing
Angels Pubiksh
Jameison Mrs lwoea  Sourcing
Agnieszks Publlsh

Jnmetson Mrs lucan
Agnigszka
Balchar Mrs Angels

il Publ
Balchar Mrs Angels  Sourcing
Angela Fublksh
Belcher Mrs Angels  Sourcing
Angela Publsh
Balcher Mrs Angela  Sourcing
Angela Pubibsh
Balchar brs Angsla  Sourcing

Ha ch

O4-0ct-2013 21-How-2013

4-0ct-2013 28-How- 2013
05-5ep-2013 25-Sep-2013
19-Aug-2013 31-Aug-2013
14-Aug-2013 18-54p-2013
12-A00-2013 29-Aug-2013
12-A00-2013 29-Aug-2013

27-Jun-2003 T6-Jul-2013

7-Jun-201 3013

F7-Jun-1003 14-Aug-2013
26-Jun-2003 TO-Aug-2013
o T6-Jun-2013 29-Aug-2015
Zé-Jun-3003 I9-Aug-3013

31-Jun-300% F8-Jun-3013

= |
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2. Click on the ‘Sourcing Home Page’ link.

NB Avoid clicking on the ‘Worklist’ link just below this link since this will not give you
access to view tenders.

NetworkRail|

E-Business Suite

B2 Fauriles >

Enterprise Search | All v [] Search Results Display Freference | Standard |
Logged In As STRATEGICSOURCINGHELP@NETWORKRATL COUK

Oracle Applications Home Page

Maln Mspu. - Workdist
personalize |

From Type

e

s e

Belchor Mrs Anqela Sourcing 04-Dct-2013 21-How-2013

Angela Fubsh

Belcher Mrs Angela Sourong 04-0ct-2013 28-Mav-2013

Angela Pubdish

Jamalson Mrs vona  Scuroing 05-5ep-2013 25-58p-2013

Agrileszin Fublsh

Pyne Mr Garry Mark  Sourding 10-Aug-2013 31-Aug-2013
Publish

Belcher Mrs Angela Sourang 14-Aug-2013 18-5ep-2013

Angels Puledy

Belcher Mrs Angela Sourcing 12-AUg-201329-Aug-2013

Angela Fubleh

Bolcher Mrs Angela Sparcing 12-Aug-2013 28-Aug-2013

Angefa Fublsh

Jameison Mrs bvona ourong 27-Jun-2013 26-Jul-2013

Agjriv=ia Pubdish

Jamelson Mrs Bvona Sourcing 27-Jun-2013 30-Jul-2013

Agrileszin Fublsh

Belcher Mrs Angela 27-Jun-2013 14-Aug-2013

Angela

Belcher Mre Angela Sourong 26rlunc2013 20-Aug-2013

Angela Pubdshi

Beicher Mrs Angela  Scurcing 10 26-Jun-2013 29-Aug-2013

Angeta Publsh

Belcher Mrs Anqela Sourcing 26-Jun-2013 29-Aug-2013

Angela Fubsh

Belcher Mrs Angela Sourong 21-Jun-2013 28-hun-2013

Angela Pubdish

i - .
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3. Half way down the page you will see “Your Company’s Open Invitations”.

e Click on the ‘Negotiation Number’ to open the RFI/RFQ.

e You can now view the RFI/RFQ before you need to ‘Acknowledge/Decline Participation’.

e ‘Your Active and Draft Responses’ — once you have responded to an RFQ or RFI your most
recent draft and active responses will appear here.

e ‘Fulllist’ — click here to view the full, expanded list of tenders and/or tender responses.

orv B8 Famates v Home Logout Preferences Help

Search Open Negountions | Te ™| Go

wiedetime, Siman Murphy.

“Your Active and
Fress Full List i view all your company’s respansss., full List LM

Response Sup) Negotiation Timea Unread
Humber Reesguansas Status  Sibee Tumder Title Type Lift Monior Messges
i dedverables
Dralt Bl siervices quate far lines and REG) 44 days
defverables
Draft. Example services quote for lines and RFQ 51 days
delrverahles
Active TEST with amendments for Webex RFQ 0 seconds
Acth TEST with amendmaents for Webex RFG 0 seconds
Tithe Type  Time Left - ==
Bample services quate for lin... RFQ 50 days 23 hours

s Home Logout Preferences Help
cuity S1andseds and Policies Comyrigit i
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The screenshot below shows an example of an expanded ‘Full List’ for ‘Active and Draft Responses’:

W Sourcing
N Navigator ¥ B Favorites v Home Logout Preferences Help
HNegotiations
Negotiations >
‘Active and Draft Responses.
These are your company's responses that have not been awarded, rejected or disqualified.
&) Negotiation has been amended and requires your action to be considered for award.
W pegotiation has been paused. Only draft response can be created.
Select Response:
| Your I Created |Supplier  [Negotiation Unread
Select‘ll umber Number Status By Site Humber itle Type|Event Title |Time Left «  Monitor Messages
282744 Active ] 240908,1 TEST with amendments for Webex RFQ w0
o Murphy, h d f b 4 days 21 e
Simon hours =4l
282735 Active Murphy, TEST with amendments for Webex RFQ 5 days 21 EE L
o Simon hours #H
282950 Active : TEST with amendments for Webex RFQ fEE 0 Z
o Murphy, h d for Webs 5 days 22 ;
Siman hours L
o) Active Murphy, TEST with amendments far Webex RFQ 5 days 22 mE 0
Siman hours 1
o Active Murphy, Webex test simple quote RFQ 6 days 18 EE 1
Siman hours it
O 282743 Active Murphy, 240925 Webex test simple quote RFQ 10 days 18 1
Siman hours
O (282721 Active Murphy, 240881.2 TEST with amendments for Webex RFQ Procurement Service 12 days 20 0
Siman Centre hours
o Draft Murphy, 240916 \irebex test simple quote RFQ 25 days 15 sz L)
Simon hours HHH
o (282733 Active Murphy, 240916 \irebex test simple quote RFQ 25 days 15 oL
Simon hours
O (283188 Draft Murphy, 241068.1 TEST with amendments for Webex RFQ 31 days 16 mE o
Simon hours i
o) Active Murphy, 240914 Webex test simple quote RFQ [Procurement Service 31 days 22 i
Siman Centre hours i
o 2720 Draft Murphy, DO NOT USE 24pass TEST tender document for Webex use - Rrg 40 days 16 "
Simon SITE session 3, no amendments hours = |
O 282949 Active Murphy, Webex test simple quote RFQ 44 days 17 w0
Simon hours b
O 282724 Draft Murphy, DO NOT USE 24n0, TEST tender document for Webexuse  RFQ 72 days 6 o
Simon SITE hours
Select Response: | Revise 4
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Worklist notifications

Click on the notification (highlighted below) to view the subject details. Notifications are notices to advise
you of any new messages for you to view and/or action. In this example a tender has just been published
and you are invited to participate. You may see these for tender extensions, cancellations, amendments

etc.

NB If you are the main contact invited by the Buyer you will receive e mails when these messages are
published as well.

NetworkRail

W E-Business Suite
Enterprise Search |AH *'H ‘ Search Results Display Preference | Standard v

B Favorites ¥ Logout Preferences Help

Logged In As STRATEGICSOURCINGHELP@NETWORKRAIL.CO.UK
Oracle Applications Home Page

Main Menu Worklist

sent~  [pue
-un-2013 14-Jun-2013

3 sourcng Supoler From Type b
Belcher Mrs Angela Angela Sourcing Publl ‘ou are invited: RFQ 241404 (TEST for guide) £
¥ TIP Vacation Rules - Redirect or auto-respan
¥TIP Waorklist Access - Specify which users can view and act upon your notifications.

When clicking on the subject link, the full message appears:
NetworkRai

E-Business Suite

N Navgator v B2 Fayorites Home Logout Preferences Help

Oracle Applications Home Page >
You are invited: RFQ 241404 (TEST for guide) (NR)

E M | Reas;'ﬁn I

From Belcher Mrs Angela Angela Company Network Rail
To SIMON MURPHY Title  TEST for guide
Sent 10-Jun-2013 16:13:40 Mumber 241404

Due 14-Jun-2013 17:00:00
ID 57382208

Negotiation Preview June 10, 2013 04:13 pm GMT
Negotiation Open June 10, 2013 04:13 pm GMT
Negotiation Clase June 14, 2013 05:00 pm GMT
Supplier DO NOT USE

Supplier Site DO NOT USE SITE

You have been invited to inal To view the and participation please log onto the Network Rail portal first and then onto the Oracle E-Business Suite.
Action History
Hum  |Action Date |Aaction [From fro Details
1 10-JUN-2013 16:13:40 Submit Belcher Mrs Angela Angela SIMON MURPHY

Return to Worklist [ ¥es | [ Ho | [ Reassign |
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Accessing the Sections

You can view each section of the RFI/RFQ by clicking onto the header tabs. The RFI/RFQ is split into
4 sections:

1. Header contains the overall description of the event, open-close dates, high level commercial
terms, ‘Requirements’ (questions), and ‘Notes & Attachments’ (the buyer’s tender documentation will
be located in this section).

NB The warning message below will only appear if the negotiation selected has
one amendment or more.

i.e. RFQ 241403,1 as opposed to the original RFQ 241403. (Amendments will be
covered in more detail later in the guide).

NetworkRail
W Sourcing

i Madgator B Favarites v Home Logoul Preferences Help
Negotiations
Megotiations =
Iy Warning
RFi} 241403 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that they comply with the changas.
Yiew Amendment History

RFQ: 241403.1

Actions | Acknowledge Padicipation ~ | | Go

Title DO NOT USE
Status  Active (Locked) Open Date  04-Jun-2003 16:3%5:34
Time Left 2 days Close Date  07-Jun-2013 17:00:00

wes | Conblrols | Contract Terms

Buyer Belcher, Mrs. Angela Event Maintenance Vegetation Control
Quote Style  Sealed Amendment Description  Please note that there Is extra Information
Outcome  Standard Porchase Order to be prowvided

Descnpbion TEST To control vegetation May to October at Badger Ridge

Tarms
BIN-To Address Shared Services Fayment Terms  Network Rall Standard
Ship-To Address  Londan Eversholt St Carrior
NRL Freight Terms  Delivered, Carriage Paid
Currency
RFQ Currency GBP Frice Frecision Any

Requirements.

Debaik: Section
Ne results found.
Hezader (Buyer &
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Any requirements identified by the buyer (if there are any) will be shown in the ‘Details
Section'.

The first two ‘lines’ in ‘Notes and Attachments’ explain how to obtain system and

navigational support for the ‘E-Sourcing’ tool; any further lines (as circled below) will be
extra notes from the buyer specific to this tender event.

TIP for new users: it is a good idea to download and save any documents to complete
them offline, work on them and upload them all at once when creating your quote.

Requirements

Details Section
Mo results found.

Additional Header Attributes (Buyer & Supplier)

Notes and Attachments

Note to Suppliers  If you have any questions regarding use of Oracle Sourcing or experience problems logging into the
system please log a request via our External Web Form: http://www.networkrail.co.uk/ aspx/5486.aspx

Alternatively you can contact the Procurement Service Centre on 08456 007772.

e additional instructions from the Buyer. Please acknowledge participation
creating your tender and remember to add a value in the fines section when creating your online
der.

Title ‘Type |De5cript'|on |(‘ategory ‘Last Updated By |Last Updated ‘llsage Update Delete
Services RFQ Instructions to Tenderers.doc File 1. Instructions to Tenderers To Supplier ABELCHER 04-Jun-2013 One-Time 4
ST 05 Contract Arrangements.doc File 2. Contract Arrangements To Supplier ABELCHER 04-Jun-2013 One-Time 2
STC Serv 06 Contract Reguirementsl.do File 3. Contract Requirements To Supplier ABELCHER 04-Jun-2013 One-Time 4
Sourcing Supplier Guide.ppt File Supplier guide to Oracle Sourcing To Supplier ABELCHER 04-Jun-2013 One-Time 2

Return to Negotistions

Actions | Acknowledge Participation |+ Go

Negotiations Home Logout Preferences Help

Information Security Standards and Policies

Copyright {c) 2006, Oracle. All rights reserved
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2. Lines are normally used in an RFQ and will contain the pricing template (for individual items or lots).
Click on the ‘Lines’ tab to view one or several lines:

NetworkRail

W Sourcing
N Navigator v B Favorites v Home Logout Preferences Help
Negotiations
Negotiations >
RFQ: 241403,1
Actions | Acknowledge Participation v
Title DO NOT USE
Status  Active (Locked) Open Date  04-Jun-2013 16:35:34
Time Left 1 day 23 hours Close Date  07-Jun-2013 17:00:00
Header{ [ Lines ntrols | Contract Terms
Display Rank As Ne indicator Cost Factors None
displayed
Ranking Price Only
Lines
Line Ttem, Rev  Category Unit Quantity  Need-By From Heed-By To Best Price (GBP) Active Responses Time Left
fi 07.04.02.000 Each 1 Sealed Sealed 1 day 23 hours
Return to Negotiations Actions | Acknowledge Participation v | | Go

Negotiations Home Logout Preference

Information Security Standards and Policies Copyright (c) 2008, Cradle. Al rights reserved

NB. Not all RFQs will have ‘Lines’ attached but you will need to enter a value against each
‘Line’ at the quote stage if they do appear. They will be shown in more detail later in the guide.

3. Controls contains the response rules and event timings. Click on the ‘Controls’ tab to view
all of the important dates in the ‘Schedule’ section and the Buyer’s pre set ‘Response Rules’.

NB Not all of the date fields in the ‘Schedule’ area have to be completed by the buyer but all are
shown in this example:

4. Contract Terms contains Network Rail terms and conditions and ‘Deliverables’. This is where
suppliers attach all of their supporting documentation.

Select the ‘Contract Terms’ tab. Click on the text under the ‘Deliverable Name’ heading in the
‘Deliverables’ section to see any attached files for your completion from the buyer:
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N Navigator v B Favorites v Home Logout Preferences Help
Negotiations
Negotiations >
RFQ: 242965

Title Example services quote for lines and

deliverables Open Date 04-Oct-2013 16:41:55
Status Active (Locked) Close Date  21-Nov-2013 16:00:00

Preview Contract Terms

This negotiation includes Contract Terms. View the terms by clicking on the Preview Contract Terms button.

|De|'werable Type \Rgponsible Party Party Name Contact
Negotiation Supplier Organization

Actions | Create Quate ¥ [Go]

Negatiations Home Logout Pr

After clicking onto the ‘Deliverable Name'’ link, one or multiple deliverables will now appear for selection
and view. Click on ‘Return to RFQ...." and reselect the ‘Contract Terms’ tab to view these after you have
viewed the deliverables:

NetworkRail

W Sourcing

HNegotiations
Negotiations > RFQ: 241246 >
RFQ 241246: View Deliverable

N Navigator v B Favorites v Home Logout Preferences Help

Deliverable Name Deliverable 1 Internal Organization Network Rail Infrastructure Ltd
Deliverable Type Contractual Internal Contact Belcher, Mrs Angela (Angela)
ble Party Supplier izati Requester

Description |peliverable 1

Due Date

Due Date Description

Type  |Description |Last Updated By |Last updated Update  Delete
File Deliverable test attachment 2 pricing ABELCHER 19-Jul-2013 2 1
File Deliverable test attachment 1 ABELCHER 19-Jul-2013 V74

Return to RFQ: 241246

Information itv Standards and Poli 6. Oracle. All righ

Click on ‘Preview Contract terms’:
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v Sourcing

N Navigator v B Favorites w Home Logout Preference:

Negotiations
Negotiations >
RFQ: 241246

Actions | Acknowledge Participation v IEl
Title Guide test

Status Active (Locked) Open Date 19-Jul-2013 17:01:21
Time Left 44 days 22 hours Close Date  02-Sep-2013 16:00:00

Header | Lines Controls | Contract Terms

(| Preview Contract Terms ]
e

This negotiation includes Contract Terms. View the terms by clicking on the Preview Contract Terms button.

Deliverables
Deliverable Name \Del'merable Type \Rﬁponsible Party Party Name Contact
Deliverable 1 Contractual Supplier Organization

Return to Negotiations Actions | Acknowledge Participation |+ El

Information Secu and Palic Oradle. All right

Open or save the ‘Contract Terms’:

NetworkRail|
v Sourcing

Negotiations

N Navigator ¥ B Favorites ¥ Home Logout Preferences Help

Negotiations >
RFQ: 241246

Actions [ Acknowledge Paricipaton ¥ [ Go |
Title  Guide test
Status Active (Locked RRIIEAINEL] Open Date  19-Jul-2013 17:01:21

Time Left 44 days 22 hou Close Date  02-Sep-2013 16:00:00
e e R Do you want to open or save this file?

Name: ...nd mairtenance of on-track plant~ver2, 3 {TP).doc

[ Preview contract Terms
Type: Microsoft Word Document, 370KE L
This negotiation includes Contract Terms. View the terms by clicking on th s R ok i hase et ok mil ek
- Deliverables. | Open Save Carcel
Deliverable Hame | Type Party Name Contact

!

Contractual i While fles from the Intemet can be useful, some files can potentiall
harm your computer. If pou da not bust the source, do not open ar
save this file. What's the risk?

Return to Negotiations Actions | Acknowledge Patticipation ¥| | Go

Negotiations Home Logout Preferences

Information Security Standards and Policies

Here we are saving the contract terms:
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(- RFQ: 241246 - Windows Internet Explorer
|

edsear V‘ % f, X Eamg

Save As

Save in | (2 Tasting v @2 E

— 4| ~sourcing guide replacement and new screenshats 1907 13.doc
IJ £ sourcing guid replacement and new screenshots 19 07 13.doc

Recent NRO2(S)-PO Requirements (TP).dac
Screenshats For eSourcing supplier guide, doc % - B - ) meh v Page~ Safety - Took - -
- upplier ¥ - STC Tender Sub Doc Pricing Document. doc
¢ System test PO Summary 05 09 12 .doc
Desklop B7EST attachment. dac

N Navigatlor ¥ B Favorites v Home Logout Preferences Help

My Documents

sus. hiav. networkrail.co. uk Com Actions | Acknowledge Parlicipation v | Go |

= Open Date  19-Jul-2013 17:01:21
Save '8l Close Date 02-Sep-2013 16:00:00

MyNetwark | Ssvesstype | Microsoft Ward Document v [Cranee ]

tworkrail, co,uk.
[ ] Preview Contract Terms

hi - Jud h by clicki Estimated time lsft
This negotiation includes Contract Terms. View the terms by clicking on t| p Lt 2y

Transfer rate:

ABelcher on
0729853

File name:

[ Ciose this dislog box when download completes

Deliverable Hame Deliverable Ty Party Name Contact
IDetverable Type open | [ Openikder ]

Return to Negotiations Actions | Acknowledge Paricipation ¥ | Go |

Negotiations Home Logout P

ight () 2008, Oradle. Al

Information Security Standards and

Acknowledge / Decline Participation
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The buyer may ask you to confirm whether you intend to respond to their tender event; this action is not
obligatory unless the buyer has specified that it is.

NB This action must be taken before creating a response (quote) since this option will be disabled as
soon as you attempt to create a quote.

1. To ‘Acknowledge / Decline’ participation in the RFI/RFQ, click on the ‘Go’ button next to the ‘Actions’
drop down box showing ‘Acknowledge Participation’:

RFQ: 241403, 1
hitp: {nc3vOLr=008. nix.ukrail.net: 27025/0A_HTMLIOA. jsp7page={oraclejapps/pon/negatiation/inguiry fwebuifponMegsumPGa, ri=3988. .

Rail
W Sourcing

N Navigator v B2 Favorites = Home Logout Preferences Help

Negotiations
Megotiations >
RFQ: 241403,1

ictionsf Acknowledge Paricipation "i hGo |
e ——————
Title DO HOT USE

Status  Active (Locked) Open Date  04-Jun-2013 16:35:34
Time Left 1 day 23 hours Close Date  07-Jun-2013 17:00:00
Header | Lines | Controls | Contract Terms

Preview Contract Terms

This negotiation includes Contract Terms. View the terms by clicking on the Preview Contract Terms button.
Deliverables

Deliverable Name Deliverable Type Responsible Party Party Name Contact
Mo deliverables exist.

Return to Negotiations Actions | Acknowledge Participation |+

2. Select ‘Yes' or ‘No’, enter a note to the buyer (the note is not obligatory unless the buyer has
specified that it is) and click ‘Apply’ to submit your response:

e
W Sourcing
Negutiations

A Naigatoe = B2 5 Home Logoul Pry

MHogatrations RFQ: 241403
Achnowiedge Participation [REQ 241403,1)

)
Will your company parteipate? £ 18 Yos
O No !

Hate to Buyer

cancel | | Apply

Mogatisticns. Home Logout Preforences Help

Infeemation

5 2000, Crasie. All rghis ressrees

Responding to the RFI / RFQ
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NB Check that you have acknowledged participation before attempting to create a response or quote
since you will not be able to return to ‘Acknowledge Participation’ if you have already started a response
or quote (see page 20).

Respond to the RFI/RFQ by clicking on ‘Create Quote’ (for an RFQ) or ‘Create Response’ (for an RFI)
from the ‘Actions’ drop down list as shown below:

NetworkRail
Sourcing
N Navigator v B ravorites v Home Logout Preferences Help
Negotiations
Negotiations >
RFQ: 241404
Actions §Create Quate S m
Tile TEST for guide
Status Active (Locked) Open Date  10-Jun-2013 16:13:31
Time Left 3 days 4 hours Close Date  14-Jun-2013 17:00:00
Header Lines | Controls | Contract Terms
Buyer Belcher, Mrs. Angela Outcome Standard Purchase Order
Quote Style Sealed Event
Description  TEST for guide
Terms
Bill-To Address Shared Services Fayment Terms MNetwork Rail Standard
Ship-To Address London Eversholt St Carrier
HR1 Freight Terms Delivered, Carriage Paid
Currency
RFQ Currency GBP Price Precision Any
Show All Details | Hide All Details
Details Section
In ] it e i)

From within the ‘Create Quote’ mode you can view all of the RFI/RFQ details on one page:

Negotiations
Negotiations > RFQ: 241404 >
Create Quote: 283068 (RFQ 241404)

cancel | | view RFQ | | Quote By Spreadsheet | | Save Draft | | Continue
Title TEST for guide Time Left 3 days 4 hours
Close Date  14-Jun-2013 17:00:00

Header Lines

Supplier DO NOT USE Quote Valid Until l:l =
example: 27-May-2013)

Supplier Site DO NOT USE SITE - 1 The Street, GB

RFQ Currency GBP Reference Humber | |
Quote Currency GBP
Frice Precision Any Note to Buyer |
Attachments
| Add Attachment...
Title [Type|Description category|Last Updated By |Last Updated |Usage Update Delete
ST / 12 Tender Submission Docyments Supporting Tender Info.doc  File  Tender Submission Document - Supporting Tender Information 11-Jun-2013 I

Submission Documents Suj t File Tender Submission Document - Supporting Tender Information 11-Jun-2013
Documents Supporting T oc File Tender Submission Document - Supporting Tender Information 11-Jun-2013
File Tender Submission Dacuments - Pricing Document 11-Jun-2013 v
File Co - Contract Arr 11-Jun-2013
File Tender Submission Documents - Tenderer's Assumptions 11-Jun-2013
Cont Reg.doc File Compliance Statements - Contract Requirements 11-Jun-2013
File Tender Submission Documents - Form of Tender 11-Jun-2013

1. To view Requirements (questions) click on ‘Expand All’:
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STC Tender Sub Doc Pricing Document.dos

Attachment File Name!( Compliance Statements Cont Arr.doc

STC Tender Sub Doc Tenderers

Assumptions. do

STC Tender Sub Doc_Compliance Statements Cont Req.doc

STC Tender Sub Doc Form of Tender.doc

Requirements

( Exéand AH'l Collapse All
k:

Focus Title
Requirements

Contract Terms

File
File
File
File

File

Tender Submission Documents - Pricing Document
Compliance Statements - Contract Arrangements
Tender Submission Documents - Tenderer's Assumptions
Compliance Statements - Contract Requirements

Tender Submission Documents - Form of Tender

Target Value

Quote Value

11-Jun-2013
11-Jun-2013
11-Jun-2013

11-Jun-2013

SISIS|S|S

11-Jun-2013

Preview Contract Terms

In the Requirements section, enter your responses to questions in the ‘Quote Value’ fields:

Where are your head offices located?

List any subcontractars that you will be
using and why

What was your arganisation’s turnover in
L lactonne i badion

Hequirements
d All | Coliagse Al
Target
Focus Titke Value Quote Vake
=} Requiraments
= test

TIP:

Click on ‘Save Draft’ regularly to save your work. (The buyer will not be able to see

any ‘Draft’ or ‘Submitted’ responses during a ‘Sealed’ event.

2. Deliverables*

December 2013

E- Sourcing Supplier Quick Guide

Page 22 of 34



E-Sourcing Supplier Quick Guide

Network Rail

~—

NB If the RFI/RFQ contains ‘Deliverables’ in the ‘Contracts’ area, attach documents to the

‘Deliverables’ and not to the top of the ‘Header’ in the ‘Attachments’ section.

If no contract deliverables are shown you may attach the required files to the ‘Header’

‘Attachments’ section.

Click onto the ‘Contracts’ tab and scroll down to the ‘Deliverables’ section. Click onto the ‘Update’
pencil icon for each one to enable you to update your ‘Deliverables’ by uploading your own

completed versions:

iy

Focus Title Target Value
Requirements

Contract Terms

Variables

Details Section Clause
No variables found.

Deliverables

Deliverable Name
Tender Submission Document: Supporting Tender Information

Tender Submission Document: Pricing Document

Tender Submission Document: Form of Tender

Tender Submission Document: Tenderers Assumptions

Tender Submission Document: Compliance Statements - Contract Requirements

Tender Submission Document: Compliance Statements - Contract Arrangements

A\ Indicates deliverable is overdue X Indicates responsible party failed to perform the deliverable

‘Quote Value

Description

Due Date
14-Jun-2013

14-Jun-2013
14-Jun-2013
14-Jun-2013
14-Jun-2013

14-Jun-2013

Status
Open

QOpen
QOpen
Open
QOpen

QOpen

Preview Contract Terms

Value

Alert llidff

NSNS NN

*What is a deliverable? Documents required as part of the RFI/RFQ. The ‘Deliverables’ section is usually where you

submit all of your tender documents. It is located within the ‘Contract Terms’ section so that you may differentiate
between files for review only (in Header) and files for your completion (Deliverables). For simple tenders all

documents may be stored on the ‘Header’ page.

Once you have clicked on ‘Update’ you will see this screen:
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NetworkRail

v Sourcing

HNegotiations

N Navigatorv B Favorites » Home Logout Preference:

Negotiations >
Create Quote 283068: Update Deliverable (RFQ 241404)

Deliverable Name Tender Submission Document: Pricing Status
Bociment: Current Status Open
Due Date 14-Jun-2013 Notes
Description | Flease download the attached template,

complete it and submit the completed

versien with your RFQ submission
h\rpe |Dﬁcr'|pt'|on |Last Updated By ‘Last Updated Update Delete
File  Tender Submission Documents - Pricing Document STRATEGICSOURCINGHELP@NETWORKRAIL.CO.UK 11-Jun-2013 Vd m

Details Status Status Change Date Status Changed by
e 11-Jun-2013

| cancel | | Done 1

Click on ‘Browse’ to select your completed deliverable:

il
v Sourcing

N Navigatorv B2 Favorites v Home Logout Preferences Help

Negotiations > RFQ- 241404 > Create Quote: 283068 (RFQ 241404) > Create Quote 283068 Update Deliverable (RFQ 241404) >
Update Attachment: STC Tender Sub Doc Pricing Document.doc

coneel

———
Title QS upplier X pricing M

Description |Tender Submission Documents — Pricing Document

Category External

—
File [HData\Winword\PSC)\Testing\Supplier X- STC Tend{{ Browse. W
o —

[ cancel | [ Apply_

Set the status of your ‘Deliverable’ to ‘Submitted’ once the document has been uploaded:
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Negotiations > RFQ: 241404 > Create Quote: 283068 (RFQ 241404) >

[ Confirmation
Attachment Supplier X pricing has been updated successfully but not committed; it would be committed when you commit the rest of the current transaction.

Create Quote 283068: Update Deliverable (RFQ 241404)

Deliverable Name Tender Submission Document: Pricing Statuy "

Document Current Status  Ope

cancel

Due Date  14-Jun-2013 Notes
Description | pleage download the attached template,
complete it and submit the completed
version with your RFQ submission
Attachments
Add Attachment...
Title [Type |Description |Last updated By |Last updated Update Delete
Supplier X pricing File Tender Submission Documents - Pricing Document STRATEGICSOURCINGHELP@NETWORKRAIL.CO.UK 11-Jun-2013 ( _/? )‘ m
Status History
Details Status Status Change Date Status Changed by

[H Show Open 11-Jun-2013

cancel |({ Done >I

NOTE: Setting a ‘Deliverable’ to ‘Submitted’ does not mean that your response has been sent;
save the ‘Deliverable’ and click ‘Done’ to submit your RFI/RFQ response.

3. Click onto the Lines tab to enter your online pricing.

Click across to the ‘Lines’ tab as highlighted (the system defaults to the ‘Header’ tab):

‘ Cancel I View RFQ ‘ Quote By Spreadsheet ‘ Save Draft | Continue

Title TEST for guide ays 3 hours

-Jun-2013 17:00:00

Header @
L

Supplier DO NOT USE Quote Valid Until |:|
(example: 27-May-2013)

Supplier Site DO NOT USE SITE - 1 The Street, GB 0 o1
RFQ Currency GBP Reference Number
Quote Currency GBP

Price Precision Any Note to Buyer ‘

Attachments

Add Attachment...
Title Type Description Category Last Updated By Last Updated Usage Update Delete
No results found.

Requirements

Expand All | Collapse All
s
Target
Focus Title Value Quote Value
=) Requirements

@ | Stest

London, Swindon and New York

’

NB — Not all tenders will require you to create line values. If there is no description link under the ‘Line
column this will be the case and you may move straight to step 4.
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Fill in the ‘Quote Price’ Field and click onto ‘Save Draft’. The ‘Promised Date’, ‘Start price’ and ‘Target
Price’ fields are not mandatory:

Megotiations » RFQ: 241404 =
Create Quote: 283068 (RFQ 241404)

Cancel | | View RFQ ‘ Quote By Spreadsheet ‘ | save Draft“l Continue ‘
Title TEST for guide Time Left 3 days 3 hours
Close Date  14-Jun-2013 17:00:00

Header | Lines

RFQ Currency GBP Quote Currency GBP
Frice Precision Any
Line Update Ship-To Start Price Target Price Quote e Unit Target Quantity ‘Quote Quantity Promised Date

1Test for quide - ... & London Eversholt St ‘1509'1 JEach 1 1 B

@ Indicates more information requested. Click the Update icon.
Cancel | [ View RFQ L Quote By Spreadsheet k [ save Draft Eontinue

WARNING - If there are completed lines here you must complete them even if this information is included
in the attachments; the system will error if you do not and you will not be able to submit your tender.
Please enter the quote price accordingly.

4. Submit your response by clicking on the ‘Continue’ button.

Click on ‘Continue’; the system will check and highlight any process errors before finally submitting your
quote:

Negatiations > RFQ- 241404 >
(I'Back ’ vaiidate | ({ save praft ’| Printable\ﬁew! T Submit [

Create Quote 283068: Review and Submit (RFQ 241404)

Header
Title TEST for guide Time Left 3 days 3 hours
Supplier DO NOT USE Close Date  14-Jun-2013 17:00:00
Supplier Site DO NOT USE SITE Quote Valid Until
RFQ Currency GBP Reference Number
Quete Currency GBP Note to Buyer
Frice Precision  Any
Attachments
Title Type Description Category Last Updated By Last Updated Usage update Delete

No results found.

Requirements

Show All Details | Hide All Details
Details Section
CIHide test

Requirement Target Value
Where are your head offices located?

List any subcontractors that you will be using and why
What was your organisation's turnover in the last year of trading?

ondon, Swindon and New York

Coney Ltd. and Sealy Rail Delivery Ltd. For @ small amount of specialist lab
£9.4k

Contract Terms

Preview Contract Terms

You may now edit your response by clicking on the ‘Back’ button or ‘Submit’ to send to the buyer.
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Final checks:

Step 1 — Review all of your answers in the ‘Requirements’ area to ensure they are correct.
Step 2 — Go ‘Back’ to creating your quote if you have any changes to make.
Step 3 — Click on ‘Save Draft’ if you want to store your work for completion at a later time.

NB Once you have submitted your quote you cannot usually make any changes to it but you may
continue to do so when it is in a ‘Draft’ state. Occasionally, if the buyer has allowed for multiple supplier
guotes to be submitted until the event closing date/time, you may re-submit your quote. (You may check
this from the ‘Controls’ tab).

When you are ready to send your final quote:

Click on ‘Submit’ to send your response.

NOTE: Once you have submitted your response a confirmation screen will appear. Make a note of
the Quote number for future reference.

Acknowledging Amendments
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Any change made to the RFI/RFQ by the buyer once it has been published is known as an ‘Amendment’.
In order to respond/resubmit a response you must accept the amendments to show that you have viewed
the changes.

Click onto the RFI/RFQ number and select ‘View Amendment History’:

~ree .
et Network Rail
Thurs, June 06, 2013 /
E-Business Suite Information FEp—

Home Links Systems

NetworkRail
“W Sourcing

Hegotiations

N Navigator v ®2 Favorites ¥ Home Logout Preferences Help

Negotiations >

A\ Warning
RFQ 241403 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that they comply with the changes.

View Amendment History

RFQ: 2414031

Actions | Acknowledge Participation |+
Title DO NOT USE

Status Active (Locked) Open Date 04-Jun-2013 16:35:34
Time Left 1 day 1 hour Close Date  07-Jun-2013 17:00:00

Header Lines Controls Contract Terms

Buyer Belcher, Mrs. Angela Event Maintenance Vegetation Control
Quote Style  Sealed Amendment Description  Please note that there is extra information
Outcome Standard Purchase Order to be provided

Description  TEST To control vegetation May to October at Badger Ridge

Terms
Bill-To Address Shared Services Fayment Terms HNetwork Rail Standard
Ship-To Address London Eversholt St Carrier
NR1 Freight Terms  Delivered, Carriage Paid
Curreng

Click onto the spectacles icon under ‘Review Changes’ or click onto ‘Acknowledge Amendment’:

Network Rail
4

E-Business Suite Information

Svstems

NetworkRail

Sourcing
n Navigator v B2 Favorites v Home Logout Preferences Help
MNegotiations

Negotiations > RFQ: 2414031 >
Amendment History (RFQ 241403)

To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses ta ensure that they comply with the changes. Acknowledge Amendments

i All Details | Hide All Details
\Document Humber = |]‘|tle \Status |Acknwwledgement Date Review Changes
241403,1 DO NOT USE Active (Locked) oo

[ Show 241403 DO NOT USE Amended (Locked)

| Acknowledge Amendmen: ts

Return to RFQ: 2414031

Negotiations Home Logout Preferences Help

Confirm that you have read the amendments by ticking the terms and conditions
Acceptance box and select ‘Acknowledge’
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NetworkRail

w Sourcing
1t rmgater > B Eavonnes v Home Logout Prafecences Haip
Negotiations
Hegatiations > RFO- 2414033 >  Amendment History (REQ 241403) »
Acknawiadpe Amendmant (I Q 241403.7) "
To be considersd foc T with the changes, Tard @ o

Labsel RFQ 241403 RFQ 2414031
Amerndment Description Pease neote that there 15 extra information te be provided

Notes and Attachments

RFQ 241403
Titke [Type [Description Category  [Last Updated By  Last Updated  [Usage Update Delete  Publish ta Catalkg
Syrvices KEQ 1 I rarg File 1. Instructions to Tenderers To Supplier  ABELCHER 04-Jun-2013 One=Time i = (1

File 2. Contract Arrangements To Supplier ABELCHER 04-Jun-2013 One-Time 2 1 B

File 3. Contract Requirements To Supplier | ABELCHER 4-Jun-2013 Cne-Time oy T ~ )

Fle  Supplier quide o Dracle Sourcing To Supplier |ABELCHER B4-Jun-2013 One-Time 5 1 B

Continue to create a response or return to the ‘Negotiations Page’. Say ‘Yes’ if you are
ready to load your tender (create a response) or ‘No’ if you wish to do it later:

NetworkRail|

w Saurcing

i reavgasor 9 Favontes v Home Logoet i'relerences

L Confirmation

All amendments of Negatiation 241403 have been acknawledged successfully, You may
now respand o the negotiation. Do you want (o proceed 7

ted previousky, resubmission is required to ensure the response

Negolishions  Home Logow! Preferences

Communicating with the buyer
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Communications with the buyer should be made through the ‘Online Discussions’ tool accessible from the
‘Actions’ drop down list as shown below:

n Navigator v B2 Favorites = Home Logout Preferences Help

Amendment History (RFQ 241403) >

RFQ: 241403.1
Actiol ‘ Online Discussions P @
e ——————

Title DO NOT USE
Status  Active (Locked) Open Date  04-Jun-2013 16:35:34
Time Left 23:52:45 Close Date  07-Jun-2013 17:00:00

Header Lines Controls @ Contract Terms

Buyer Belcher, Mrs. Angela Event Maintenance Vegetation Control
Quote Style Sealed Amendment Description  Please note that there is extra information
Outcome Standard Purchase Order to be provided

Description  TEST To control vegetation May to October at Badger Ridge

Terms
Bill-To Address Shared Services Fayment Terms MNetwork Rail Standard
Ship-To Address London Eversholt St Carrier
HR1 Freight Terms Delivered, Carriage Paid
Currency
RFQ Currency GBP Price Precision Any

Details Section
===

Click onto ‘New Message’ to create a new message to the buyer or the ‘Reply’ button to answer a
previously posed question:

NetworkRail
W Sourcing

t Navigator v B Favorites w Home Logowt Prafemnces Help
Negotiations
Negotiatiens > RFQ: 2414031 =
Onling Discussions (RFQ 241403,1)
Cancel | | Printable Page
Title S|
Status  Active (Locked) Open Date  04-Jun- 2013 16:35:34
Time Laft 33 hours 30 minutes Close Date  07-Jun- 2013 17:00:00
| Hew Message
Message |Status |Sendar |Date Raphy
Site mesting detalls Siman, plapss contacy Soe rady gn 0C075 76550, Unread Metwerk Rall 06-Jun-2013 17:22:12 @
cancel | Printable Page |

Type in a subject/message and click on ‘Send’:
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NetworkRaii
Sourcing

N Navigator v B2 Favorites v Home Logout Preferences Help

Negotiations

Megotiations > RFQ: 2414031 > Online Discussions (RFQ 241403 1) >

Reply To Message (RFQ 241403,1)

* Indicates required field Cancel ‘m

Send Te | Network Rail v

Subject Site meeting details
* Message

riginal
From: MNetwork Rail

To: Murphy, Simon

Date: 2013/06/06 17:22:12

Simon, pl - 3 ' o 275 77582 -0 avange = site mesting RSAE
Tﬂ“‘"‘“ meating booked for nert ThFSTITE

Cancel

Viewing previous messages:
NB All messages and responses will always remain attached to the version of the tender
where they were originally published; they do not carry forward to the latest tender version.

If you require to view messages from an earlier amendment you may do so by clicking
onto ‘View Amendment History’ in the ‘Actions’ drop down box, selecting ‘Go’ and

clicking on the version you require to view:

't Mmagator v B Faverites -

RFQ: 2422181

Tele Wabi test simple quots
Staius Closed (Locked) Open Dot 12-Aug-2013 14:48:07
Time Left 0 seconds Close Date  30-Aug-2013 11:00:00

Header Lines Controbs  Contract Terms

Buyer Bekcher, Mrs. Angela Event
Quote Style  Seaked Amendment Descriplion  Phease see additional fie
Outcome  Standard Purchase Order
Descriphon  Webex test simphe quote WITH AMERDMENT

terms a
Bill-To Addross Fayment Torms  Network Rail Standard
Ship-To Addrags Carmiar
Frelght Terms  Defivered, Carrlage Pakd
Currency
RFQ Currency  GBP Price Precisicn  Any
Details Section
Mo resuits found.
Aaliiti (Baryer & Supphier)

Mot to Supplers  If you have any quastions raegarding use of Orack Sourcing or experience problems logging into the
system please log a request via our External Web Form: hitp:/ /www._networkrail.co.uk/ aspx/ 5486.aspx

Alernatively you can contact the Procurement Service Centre on 08456 007772,

Here, we are selecting the original RFQ:
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N Navigator v B Favori

RFQ: 2422181 >
Amendment History (RFQ 242218)

i All Details | Hide All Details
‘Document Humber + Title |Status \Acknowledgement Date Review Changes
42218,1 Webex test simple quote Closed (Locked) 12-Aug-2013 15:22:43 oo

/242212 Webex test simple quate Amended (Locked)

Return to RFQ: 2422181
Home Logout Preferences Help
Information Security Standards and Policies Copyright () 2006, Cracle. All rights reserved

Now the ‘Online Discussion’ area is selectable from the ‘Actions’ drop down field against the
original tender version so just select ‘Go’ to see the messages:

n Navigator v B Favorites v Home Logout Preferences Help

RFQ: 2422181 > Amendment History (RFQ 242218) >
RFQ: 242218
ActioniF| [ShlLIEN)
Title Webex test simple quote
Status Amended (Locked) Open Date  12-Aug-2013 14:48:07
Time Left N/A Close Date  30-Aug-2013 11:00:00
Header | Lines | Controls Contract Terms
Buyer Belcher, Mrs. Angela Outcome Standard Purchase Order
Quote Style Sealed Event
Description  Webex test simple quote WITH AMENDMENT
Terms
Bill-To Address Shared Services Payment Terms Netwerk Rail Standard
Ship-To Address London Eversholt St Carrier
NR1 Freight Terms  Delivered, Carriage Paid
Currency
RFQ Currency GBP Frice Precision Any
Requirements
Details Section
No results found.
Additional Header Attributes (Buyer & Supplier)
Notes and Attachments
HNote to Suppliers  If you have any questions regarding use of Oracle Sourcing or experience problems logging into the
system please log a request via our External Web Form: http:/ / www.networkrail.co.uk/ aspx/ 5486.aspx
Alternatively you can contact the Procurement Service Centre on 08456 007772.
Title Type Description Category  |Last Updated By  [LastUpdated |Usage Update Delete
. . . y - . y . , . ‘ . y s
‘ What is a ‘ A ‘Requirement’ is a question. NB 'Questions’ were previously known as ‘Attributes’ in the

December 2013
E- Sourcing Supplier Quick Guide Page 32 of 34



E-Sourcing Supplier Quick Guide

Network Rail

~—

requirement?

previous version of this tool. A ‘Requirement’ in ‘Oracle E-Sourcing’ is the mechanism used
by the Buyer to gain information from a supplier. ‘Requirements’ are a list of questions that
the supplier will respond to during an RFI/RFQ. These are not always present.

What is a deliverable?

Documents required as part of the RFI/RFQ. The ‘Deliverables’ section is usually where you
submit all of your tender documents. It is located within the Contract Terms section. For
simple tenders all documents may be stored on the ‘Header’ page.

How often should |
save my work?

Keep saving your response as you go — ‘Oracle’ times out after 30 minutes of inactivity and
you may lose your work. Activity counts as clicking on buttons such as ‘apply’ or ‘save as
draft’ or navigating between screens. Typing into a field does not count as activity.

Will | receive email
notifications?

Yes. Users who have been chosen as the main point of contact by the buyer only will be
notified by e mail when an RFI / RFQ has been published; when there is an amendment or a
new round; when the RFI/RFQ has been extended; when a new message is sent/received
and when a quote has been submitted.

What do | do if | have
forgotten my
password?

Portal and Oracle — 3 incorrect logins before the system locks a user out (when you log in for
the first time you only have one attempt).

Portal - In this event, log the problem on the External Support Form

E-Sourcing - Click on the note underneath the ‘Login’ button on the

E-Business Suite Login page or log an External Support Form

How do | know when

After you have clicked ‘submit’ and ‘confirm’ a screen showing a response number will

my response has | appear. If in doubt, contact your Network Rail Buyer who can confirm if it has been received.
been submitted?
I have missed the | Do not leave your submission until the last minute; once the deadline has passed you will

deadline, what can |
do?

not be able to submit a response. If you need an extension contact your Network Rail Buyer
prior to the deadline.

How do | reassign an
RFQ?

Published tenders may not be reassigned to another supplier contact. You may however
ask another registered user to respond; they will have the same access but will not receive
any system e mail notifications.

Can | send a paper
response?

No. All responses must be sent through Oracle E-Sourcing.

What is the maximum
file size?

There is no maximum file size but as a general rule, keeping attachments to 10 MB or less
will enable easier uploading.

How do | complete a
document template?

Download the document and save to your computer. Complete offline and re-upload into the
system using the ‘Update’ button.

Will I get feedback on
my submission?

In order to gain feedback you will need to request it from the Buyer no more than 10 days
post award.

The buyer has made
an amendment; do |
need to re-submit my
bid?

Yes. You will need to log onto the system, accept the amendment changes and re-submit
your bid.

What s a
round’?

‘new

From time to time a buyer may wish to retender previously tendered works or services. In
this case they will publish a new round which will be denoted by the suffix *-1'. i.e. original
tender RFQ 234786, new round RFQ 234786-1.

Web Based Icon Summary

E- Sourcing Supplier Quick Guide
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Icon Function

Delete — Deletes the item.

Update — Opens an item for updates.

Expand List — Shows that there are further details present within a list and opens
these for viewing.

Select Date / Time — Opens the Calendar function to allow dates and times to be
entered into the relevant fields.

K YN =

Search — Opens the search function for a field to search the available list of values.

Quick-Select — Selects and adds a value from the Search results to a field,
removing the need to select and apply it.

Contacts
Helpdesk (Monday — Friday, 9am until 5pm)

° Please request password resets and additional users via this link to our External Support Form
° For any navigational help and other assistance please contact the NSC System Team
on 01908 784 490 or NSC System Web Form

NB The NSC System Team cannot answer procurement questions.

Procurement Queries

e Please direct any procurement and/or commercial enquiries to your Network Rail
Procurement Buyer via ‘Online Discussions’.

Housekeeping

Please advise us of any personnel changes as soon as possible using the External Support Form.
This helps us to keep you properly notified of all tender opportunities since if the buyer is able to select
someone who has moved on in your company, you may not see the e mail notifications.

We may from time to time contact you to check your registered users.
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