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Quick Reference Guide for Suppliers

Purpose

The purpose of this document is to provide a quick overview of how suppliers can conduct business with the
City of Edmonton from account creation in SAP Business Network to receiving payments. There are hyperlinks
provided throughout the document so Suppliers may have quick access to detailed training resources to
complete activities and transactions while doing business with the City of Edmonton.

Overview
Suppliers have the opportunity to transact with the City of Edmonton in two (2) ways:

e The City's preferred procurement method is Competitive that includes a contract award after
competitive bidding (steps 1 through 7).

e Ifitisaonetime Low value Purchase Order (order below $25,000) a contract might not be required
(steps 1 and 5 through 7).
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[0 Steps unique to Competitive procurement [J Steps required for One-time Low Value Purchase Order (< $25,000);

Note: If you face video quality issues, please find the settings button on the video and select the highest definition available.

1. Create Your Account

Suppliers can access the City of Edmonton procurement opportunities by creating an SAP Business Network
Supplier account on SAP Business Network Discovery. Your profile may need to be approved by the City of
Edmonton before you are able to respond to an opportunity. If you need assistance with your account

approval, please email suppliersupport@edmonton.ca.
1. Supplier System Administration Process (Training Guide)
Register with SAP Business Network (Training Guide, 4:32 min video, 5:06 min video)
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3. Navigate SAP Business Network Dashboard (Iraining Guide, 11:45 min video)
4. Add Additional Users (Training Guide, 2:37 min video)

2. Locating Sourcing Events/ Opportunities

The City of Edmonton posts procurement opportunities, known as sourcing events, in SAP Business Network
Discovery. The city's procurement opportunities can also be viewed on the Alberta Purchasing Connection.
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mailto:suppliermanagement@edmonton.ca
https://www.edmonton.ca/sites/default/files/public-files/SAPSellerAdministrationGuide.pdf?cb=1647981438
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaHowtoRegisterwiththeSAPAribaNetwork.pdf?cb=1657215032
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_5cifob4w
https://www.youtube.com/watch?v=VaDA-G7pL28
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaManagingYourNetworkSupplierProfile.pdf?cb=1657218114
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_1j23lcks
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaManagingYourNetworkSupplierProfile.pdf?cb=1657218114
https://www.youtube.com/watch?v=YtFbZf4BWiQ
https://service.ariba.com/Discovery.aw/ad/profile?key=AN01394774623
https://service.ariba.com/Discovery.aw/ad/profile?key=AN01394774623
http://www.purchasingconnection.ca/
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1. Locate Sourcing Events (6:03 min video)

Locate Sourcing Events in SAP Business Network Discovery (Training Guide)
Locate Opportunities in Alberta Purchasing Connection (Training Guide)
Access Existing Events (Training Guide)
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3. Responding to an RFP/RFQ/RFI

This can be initiated in two (2) ways, either by logging into the SAP Business Network portal and selecting a
specific opportunity to respond to or by getting a direct invitation from the City. An email is usually sent for
direct invitation which contains all instructions to navigate the event.

1. Respond to a sourcing event (Training Guide, 6:04 min video)
Accept Bidder Agreements (2:20 min video)

Review and answer Prerequisite questions (3:28 min video)
Participate in Events (4:53 min video)

Respond to Requests for Information (RFIs) (2:51 min video)

Respond to Requests for Proposals (RFPs) (3:46 min video)
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Submit Additional or Alternative Response (Training Guide)

4. Contract Management

The City of Edmonton awards a contract to the successful bidder, this contract ensures that obligations of both
parties are fulfilled from the contract outset to the completion and financial closeout. DocuSign is integrated
with SAP Business Network to enable both parties (the City and supplier) sign the contract.

1. How to use DocuSign (Training Guide)

5. Supplier Enablement *No contract is required

To transact with the City of Edmonton, all suppliers work with the City's Systems Support Services team to be
on-boarded onto the SAP Business Network production environment through the enablement process. After the
Supplier is enabled they can receive purchase orders and submit invoices. Suppliers who have an Enterprise
Account must accept the Trading Relationship Request during the enablement process.

1. Supplier Account Set Up (5:06 video, Functional Training)

6. Purchase Order

The City uses the SAP Business Network to create and transmit purchase orders to enabled suppliers who
receive the purchase order, send an order confirmation and/or attach an advance shipment notice.

1. Confirm Purchase Order (Training Guide, 3:54 min video)
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https://youtu.be/egatS7TTu60
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaLocatingCityofEdmontonOpportunities.pdf?cb=1657218114
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaLocatingOpportunitiesInAlbertaPurchasingConnectionWebsite.pdf?cb=1657218114
http://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaAccessingExistingEvents.pdf?cb=1657218114
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaRespondingtoaSourcingEvent.pdf?cb=1647981438
https://www.youtube.com/watch?v=HzoqKoeDdQs
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_vh8mij9n
https://www.youtube.com/watch?v=ltx5w74Yki8
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_z45a6yr5
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_abci7i8m
https://sapvideoa35699dc5.hana.ondemand.com/?entry_id=1_kg3ok0uu
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribaSubmittinganAdditionalorAlternativeResponsetoaSourcingEvent.pdf?cb=1657218114
https://www.edmonton.ca/sites/default/files/public-files/assets/SAPAribeAdditionalInfoonDocuSign.pdf?cb=1647981438
https://www.youtube.com/watch?v=VaDA-G7pL28&t=8s
https://event.on24.com/wcc/r/4620275/A91268AE89C9F2288B4F021431F088B9
https://service.ariba.com/Supplier.aw/125008063/aw?awh=r&awssk=ZZVMbCF5&dard=1
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=4
https://www.youtube.com/watch?v=Q1DACxUJnDQ&list=PLhyFx2S6axTsezO5scX9XR5jpnjI5wpi1&index=6
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Important Note: If there's anything you disagree with on the Purchase Order, please do not reject the entire order.
Instead, please follow up with the purchaser to make the necessary correction, and they will send you a changed
order.

2. Advance Shipment notices (Iraining Guide)

7. Invoicing and Payments

The supplier receives the purchase order, delivers the goods/services and flips the purchase order into an
invoice using the SAP Business Network.

1. Submit Material PO invoice (Training Guide, 1:53 min video)

2. Submit Service PO invoice (Training Guide, 100% Planned Line 2:23 min video, 0% Planned lines 3:08
min video)
3. Add a Discount (Training Guide)
Important Note: If Discount is set up for the purchase order, it should be applied at the line item level.
4. Create a Credit Memo (Training Guide)
Help and Support

1. SAP Business Network Assistance (Training Guide)
2.  Ways the City make purchases (3:06 min video)
3. Sustainable Procurement (1:44 min video)
4. Supplier Code of Conduct (Pdf Document)
5. SAP webinars (SAP Business Network Supplier Success Sessions)
6. SAP Business Network Network Training for Suppliers (Eunctional Training)
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https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=7
https://service.ariba.com/Supplier.aw/125008063/aw?awh=r&awssk=ZZVMbCF5&dard=1
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=9
https://www.youtube.com/watch?v=THp74zLBzZ4&list=PLhyFx2S6axTuP_WCn1Cv_rCZV1RtnbRWw
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=12
https://www.youtube.com/watch?v=8RCwoU0mqEo&list=PLhyFx2S6axTtj7qp1xGNjV8kjkPuLS7vM
https://www.youtube.com/watch?v=NEJ4dfnxWA4&list=PLhyFx2S6axTt3D0kYh-OyU09-U-RhZf1x
https://www.youtube.com/watch?v=NEJ4dfnxWA4&list=PLhyFx2S6axTt3D0kYh-OyU09-U-RhZf1x
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=17
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=18
https://www.edmonton.ca/sites/default/files/public-files/TrianingGuideForSuppliers.pdf?cb=1683651051#page=21
https://www.youtube.com/watch?v=Cr16-1QAgbw&t=164s
https://www.youtube.com/watch?v=1o3zfr7yKGM&t=101s
https://www.edmonton.ca/sites/default/files/public-files/documents/Supplier_Code_of_Conduct.pdf
https://gateway.on24.com/wcc/gateway/elitesaparibacustsupport/1391535
https://event.on24.com/wcc/r/4620275/A91268AE89C9F2288B4F021431F088B9
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