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Accessing a Sourcing Event as a Supplier

The Coupa Sourcing Response Portal is a free tool for suppliers to access and manage USPS sourcing events. This guide will help
walk through how to access events for the first time, for subsequent event invitations and how to reset your password. Please note
that there is an additional QRG explaining how to use and respond to an event.

NOTE: Screen shots here may not be representative of the look of your email system, the information contained will be the same.

Initial Invitation Email
The first time you are invited to an event, you will receive an email with a link to set up your sourcing password:

CO/Buyer TEST <Q{Jt_rep ly@ebuyplus .coupahost.com>

to monew2

Zumrams. RFx Sample Event 1 (#102) o

zicoupa

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My
Responses" tab to provide your response, which may include Attachments, Forms, and ltems and Lots.

You have been given an account on USPS 's sourcing system to provide your responses for this Sourcing
Event. Before you can login, you need fo setup your new password at the following link: https://ebuyplus
coupahost.com/setup_password/a328ef13d01dab27eea83a9df394f1afeb7f2cad

Your username is -demonew?@gmail.com
After setting your password, please login at https://ebuyplus _coupahost.com/sessions/supplier, Icc:inowide your
responses.

IMPORTANT: You must setup your password within 7 days of receiving this message.

The email will contain several important pieces of information:

1. Email: You will get an email notification from the USPS Event Owner. The email will contain the name of the event and
include instructions on how to set up the password. Note: this password is not connected to CSP, this access is only for the
Sourcing Response Portal.

2. Password Setup Link: Use the link to access the USPS sourcing password page and create your sourcing password.

3. Username: The username in the email will be your username for all USPS sourcing events. This may be your email, but
will likely be a string of numbers and letters.

4. Login Link: Itis strongly recommended that you save the login link to your favorites.

NOTE: This link to create a password must be used within 7 days of receiving the invitation
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Creating Your Sourcing Password
After clicking the password setup link from the invitation email you will be routed to the Coupa sourcing password reset page.

Create the password to access USPS sourcing events. Reminder: this password is not in any way connected to CSP.

Welcome to Coupa!

Please enter your desired password, then reenter it for verification.
Your password must be at least 8 characters. Your password must contain letters, numbers, and symbols.

Password o
Password Confirmation ° o

Change Password

1. Password: Create your password, must be at least 8 characters and include letters, numbers and symbols
2. Password Confirmation: Retype your password here.
3. Change Password: Click Change Password to submit your sourcing password.

After the password is successfully created, an email will be sent to you notifying you that your password was reset.

Reset Password Inbox x

UsSPsS o i <do_not_reply@ebuyplus- .coupahost.com=>
to demonew?2

e Reset Password

Z,scoupa

You are receiving this email because your passwaord has recently been reset.

If you believe there may be some error or unauthorized use, please contact your Coupa administrator at your company.

1. Email: You will get an email notification from the USPS/eBuyPlus system. The email confirms that your password has been
reset.
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Logging in to the Sourcing Response Portal
After the password is successfully created, you will be routed to the USPS Sourcing Response Portal login page.

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

FCFED[ username or [

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.
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Sourcing Response Portal
After logging in successfully, you will be routed to the Sourcing Response Portal home page

B SO i o SOURCING SUPPLIER2 v

Welcome to your Sourcing Response Portal

UsPs has invited you to the sourcing event: RFx Sample Event 1. If you intend to participate, review the event timeline and accept the terms
and conditions of the event, if applicable. Click the "My Responses” tab to provide your response, which may include Attachments, Forms, and ltems and Lots.

All Sourcing Events

All ~ Advanced Search
Event # Event Name Start Date End Date Status Type # Responses
°1D2 RFx Sample Event 1 12401720 12114720 Prod RFQ 0

1. Username: The username in the invitation email will appear in the upper right-hand corner.
2. All Sourcing Events: You will be able to view all events you have been invited to.
3. Event #: Click the blue hyperlink event number to access event information.
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Event Info
When you access an event, certain information will be visible to you before you agree to participate in the event.

RFx Sample Event 1 - Event #102 acie

usPs | haas inviled you fe the sourcing evenl: RFX Sample Event 1. If youw intend ta particip

" tab Lo provide your response, which may ind

Do Yyou intend to participate in this event? °
D IIntend to parficipate In thiz svent

. Accept Terms and Conditions o

Tarme and Condltlons Do you accept thees Terms and Conditiens?

st agree (o any temms and condiians fsted hare as 2 Yes
i 2 No

Your responase ars viewabls by buysr once submitted
Buyer may chooes fo award Individual Ine Ieme

i Timeline o

Dee  EvestSmat
11251 AM Asmaricatios_tork 14 | 0500 PM -
134 : 50 : 28min 00:00

Key Areas within the Event Info section:

Event Countdown timer: This will provide a countdown for time left in the event.

Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Terms and Conditions: Event Terms and Conditions must be accepted before you are able to participate in the event.

Send to Event Owner: One you click the radio button to Accept T&C, or Decline with comments, the Send to Event Owner
button will activate. You must click this button before you can proceed into the event.

Event Information & Bidding Rules: Information for the event

6. Buyer Attachments: Information on the event (for example, a QRG), can be included to provide additional information on the
event or how to navigate the platform.

Timeline: Indicates the timeline for the event.

8. Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate

o oo -

~

NOTE: Detailed information on entering responses is contained in the Sourcing Event (for Suppliers) QRG
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Subsequent Invitation Email

After you've set up your sourcing password, the invitation emails will look a bit different. Now you will have buttons to click at the
bottom of the invitation.

USPS o <do_not_reply@ebuyplus .coupahost.com>
to -demonew?2 -

2isntame RFX Sample Event 2 invitation - Sourcing Event #103

Zcoupa

USPS has invited you to the sourcing event: RFx Sample Event 2.

If you intend to participate, review the event timeline and accept the terms and conditions of the event,

UNITED STATES if applicable. Click the "My Responses” tab to provide your response, which may include Attachments,
POSTAL SERVICE. | Forms, and Items and Lots.

Response due date: Monday, 14 December 2020 05:00 PM EST °

Your username is ____ -demonewE@gmail.come
Want to participate later? Need more info?
Click I intend to Participate button to let the buyer know:. Click View Event and you will be taken to the event page.
| intend to Participate

The email will contain several important pieces of information:

1. Email: You will get an email notification from the USPS/eBuyPlus system. The email will contain the name of the event and
include instructions on the event and when you need to respond by.

2. Username: The username in the email will be your username for all USPS sourcing events.

| intend to Participate: Clicking this button will take you to the USPS Sourcing Response Portal login page.

4. View Event: Clicking this button will take you to the USPS Sourcing Response Portal login page.

w
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Logging in to the Sourcing Response Portal
After clicking the View Event button, you will be routed to the USPS Sourcing Response Portal login page.

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

FCFED[ username or [

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.
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Event Info
After logging in successfully, you will be routed to the Event Info page for the specific event you were invited to.

RFx Sample Event 2 - Event #103 e

usPs has inviled you to the sourcing event: RFx Sampie Event 2. If you intend to participale, review the avent timalin
and conditians of the evenl. if applcable. Click the "My Respanses® tab lo provide your response. which may include Afiad

Do you intenda to pél':iCiClE[E in this event? o
® intend fo participate in thiz event

. Accept Terms and Conditions o

Tarma and Condltlons Du you accept thess Terms and Conditiona?

st agree b vyt and concitians Eied bere as 2 Yas
Q N °
Event Information & Bidding Rules o Buyer Attachments o
Ty Text hen be

_ : included Io describe

i acoept the terms

Event will end at the Event End Time.

‘Your reaponasg ars viewabla by buysr onca submittad
Buyer may chooas to award Iindividual lins Itema

i Timeline o
-

Dec  Evant Swn
AT PM Al Yok 14 | 0500 PM -
134 : 4n : 42min 00:00

Key Areas within the Event Info section:

Event Countdown timer: This will provide a countdown for time left in the event.

Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Terms and Conditions: Event Terms and Conditions must be accepted before you are able to participate in the event.

Send to Event Owner: One you click the radio button to Accept T&C, or Decline with comments, the Send to Event Owner
button will activate. You must click this button before you can proceed into the event.

Event Information & Bidding Rules: Information for the event

Buyer Attachments: Information on the event (for example, a QRG), can be included to provide additional information on the
event or how to navigate the platform.

Timeline: Indicates the timeline for the event.

8. Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate

2 o

=~

NOTE: Detailed information on entering responses is contained in the Sourcing Event (for Suppliers) QRG
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Sourcing Response Portal
You can always return to the Sourcing Response Portal home page via the Home icon which is visible in every page/tab on the left side

of the header bar.

SOURCING SUPPLIER2 ~ J

g KuTED STaTes
POSTAL SERVICE

Welcome to your Sourcing Response Portal!

USPS 1 has invited you to the sourcing event: RFx Sample Event 2. If you intend to participate, review the event timeline and accept the terms
and conditions of the event, if applicable. Click the "My Responses” tab to provide your respense, which may include Attachments, Forms, and Items and Lots

All Sourcing Ewe”rc

g I Advanced l el I

Event # Event Name Start Date End Date Status Type # Responses
| 103 RFx Sample Event 2 1201720 12/14720 Prod RFQ 0
102 RFx Sample Event 1 12/01/20 12114720 Prod RFQ 0
a3 RFx Sample Event 1 11730/20 12/14720 Prod RFQ 0

Home Page Icon: This will return you to the Response Portal overview page.

Username: The username in the invitation email will appear in the upper right-hand corner.
All Sourcing Events: You will be able to view all events you have been invited to.

Event #: Click the blue hyperlink event number to access event information.

PN~

11|Page

~ UNITED STATES
P POSTAL SERVICE




Quick Reference Guide

Accessing a Sourcing Event as a Supplier

If you forget your username or password, access the USPS Sourcing Response Portal login page to check for your username and
reset your password.

Initiate a Password Reset

If you are unable to successfully log into the USPS Sourcing login page, click the forgot username or password? hyperlink below the
Password field.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

Sign In

Request Password Reset
Atfter clicking the forgot password hyperlink, you will be routed to a Reset Password page.

Reset Password

Can't login to Coupa? No problem, simply enter your email address
and we will send your username and a link fo reset your password.

Email o o

Reset Password

1. Email: enter your email address here
2. Reset Password: Click Reset Password to submit your request. You will be returned to the USPS Sourcing Response Portal
login page.
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Password Reset Email
You will receive an email requesting you to reset your password.

Forgot password imoxx @)

USPS <do_not_reply@ebuyplus coupahost.com>
to ebuysourcingsim+demonew2 -

= ienbame Forgot password

Zcoupa

Dear Sourcing Supplier2 (Sourcing Supplier2),

To reset your Coupa password, please click on the link below or copy and paste the address onto your web browser's address
window. Once you're on the web page, you will be instructed to enter and confirm your new password.

Your username: , = -demonew?2@gmail.com o

URL: https.//ebuyplus .coupahost.com/change_password/a730f0a725{39904a128a11ae7edal3blbc2all2 o
Please note that this link will expire 24 hours from the time it was sent.

If you require further assistance in resetting your password, please contact your company's Coupa administrator or
support@coupa.com.

_— e

The email will contain several important pieces of information:

1. Email: You will get a Forgot password email notification from the USPS/eBuyPlus system. The email will contain the
instructions on how to reset your password. Note: this password is not connected to CSP, this access is only for the Sourcing
Response Portal.

2. Username: The username in the email will be your username for all USPS sourcing events.
3. Password Reset URL: Use the link to access the USPS sourcing password page to reset your sourcing password.

NOTE: This link to create a password must be used within 24 hours
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Resetting Your Sourcing Password
After clicking the link from the forgot password email you will be routed to the USPS Sourcing Password Reset page.

Create the password to access USPS sourcing events. Reminder: this password is not in any way connected to CSP.

Password Reset

Flease enter your desired password, then reenter it for venfication.
Your password must be at least 8 characters. Your password must contain letters, numbers, and symbaols.

Password || |°
Password Confirmation o o

Change Password

1. Password: Create your password, must be at least 8 characters and include letters, numbers and symbols
2. Password Confirmation: Retype your password here.
3. Change Password: Click Change Password to submit your ourcing password.

After the password is successfully created, an email will be sent to you notifying you that your password was reset.

Reset Password Inbox x

USPS o I <do_not_reply@ebuyplus- .coupahost.com>
to demonew? =

s Reset Password

You are receiving this email because your password has recently been reset.

If you believe there may be some error or unauthorized use, please contact your Coupa administrator at your company.

Z,scoupa

1. Email: You will get an email notification from the USPS/eBuyPlus system. The email confirms that your password has been

reset.
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Logging in to Sourcing
After the password is successfully reset, you will be routed to the USPS Sourcing Response Portal login page.

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

Forgot username or password?

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.
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If you are able to successfully log on but receive errors similar to the below:

- [

ops! We couldn't find that page.

1ttps://ebuyplus.coupahost.com/sessions/destro

The bast thing ta do is go back or head back to the hem

This page isn’t working right now

If the problem continues. contact the site owner.

£3coupa

Sometimes browsers can retain login information that can cause issues logging into the portal.

Please attempt to log in using a new incognito window (if using Chrome) — just right click on the View Event button and the option will
appear.

Or openitin a private (for IE) or different browser than being used for CSP, that should correct this issue.
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You can manage notification settings for your account.

Viewing Notifications
When logged in to the Sourcing Response Portal access the notifications bell icon next to your username.

B TR Smce SOURCING SUPPLIERZ~ | M

View | All ~

‘You have no notifications.

Welcome to your Sourcing Response Portal!
Notifications for any events you are invited to will be listed here.
Accessing Settings
When logged in to the Sourcing Response Portal access the settings under your username.
= g SOURCING SUPPLIER2 ~ M
Sign Qut
Welcome to your Sourcing Response Portall
Clicking the Settings hyperlink will allow you to change or password or modify how you are notified of different event activities.
Settings
General
Choose the types of actions that you want to receive notifications for, either by email, in your To De List, or both.
Platform
= Online = Email
Online Email Someone makes a comment on something
Online Email Document mentions
You can change the way (online, email, or both) for different notifications listed.
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1. Why doesn’t this QRG go through how to use the new platform?
For ease of use. We wanted to have smaller, focused guides for specific issues. This guide will help with any access issues,
the other QRG has details on how to use the platform after you've successfully logged in. The Sourcing Event (for Suppliers)
QRG is embedded below for reference.

2. I've never logged in before, but my first-time email doesn’t have the Password Create links.
If you have received an invitation that has the | Intend to Participate and View Event buttons, click either button and proceed
with the Resetting Your Password steps. This will happen if the original request was not acted upon.

3. What is my username?
Username is provided to you in the initial invitation where you set up your password. If you are unsure of your username,
locate your original invitation to track the email or set of letters/numbers that identifies you as a unique user..

4. |used my email in the Forgot Username or Password link and it says I'm not a valid user/didn’t receive a forgot
password email, what do | do now?
That means one of three things:
1. You received an invitation email and didn’t use the password reset link in the 7-day window. You need to reach
out to the Event Owner to resend your invitation.
2. You received an invitation email and clicked the password reset link but didn’t enter a password. You need to
reach out to the Event Owner to resend your invitation.
3. You were not invited to any events. Please wait for an invitation email to participate in future events.

5. | want to invite other people in my company to this event, how do | do that?
That is not allowed for security, privacy and compliance reasons. Any person participating in an event must be included in
USPS records for the supplier. You can work with USPS to update your records.

6. How do | access the Sourcing Response Portal without using an email to route to the login page?
You can access your Sourcing Response Portal directly via this link: https:/ebuyplus.coupahost.com/sessions/supplier_login

7. What can | see in the Sourcing Response Portal?
You can see all events you've been invited to.

8. Why am | being asked to create a password when | already set up my CSP profile?
The Coupa Supplier Portal is used to manage Orders and Invoicing. The Sourcing Response Portal is used only for events
and is more tightly protected than CSP. You cannot access other customer info on the Sourcing Response Portal like you can
in CSP.

9. Why do | have to log in to this other area for Sourcing when there is a Sourcing tab in CSP?
That tab in CSP is for public sourcing events. USPS does not participate in public events.
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Additional Coupa Resources

Coupa Sourcing Supplier FAQ:

https://success.coupa.com/Suppliers/For Suppliers/Sourcing Supplier FAQ

USPS Sourcing Event (for Suppliers) QRG:

Please see attachments in pdf

Sourcing Event QRG
(For Suppliers).pdf
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Quick Reference Guide

Sourcing Events for Supplier

The Coupa Sourcing Response Portal is a free tool for suppliers to access and manage USPS sourcing events. This guide will help
walk through how to use, manage, and respond to an event. Please note that the information in this guide starts after access to the

system has been established and user has a username and has created a password. Please note that there is an additional QRG
explaining how to access the Sourcing Response Portal.

Logging in to the Sourcing Response Portal

From an invitation email, or directly using the URL: https://ebuyplus.coupahost.com/sessions/supplier_login log in to the Sourcing
Response Portal

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

assword? o

Sign In

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.

NOTE: You can access events in two ways:
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Sourcing Events for Supplier

1. Directly from invitation emails where you will be taken directly into the Event Info page for that event.
2. By logging in through the URL:https://ebuyplus.coupahost.com/sessions/supplier_login where you will be taken to the Supplier
Response Portal home page.

If you are able to successfully log on but receive errors similar to the below:

I l ) https:/ebuyplus coupahost.com/sessions/dest

A L3

Jops! We couldn't find that page.

The best thing ta do s g or head back fo the

This page isn’t working right now

f the problem continues. contact the site owner

s.xcoupa

Sometimes browsers can retain login information that can cause issues logging into the portal.

Please attempt to log in using a new incognito window (if using Chrome) — just right click on the View Event button and the option will
appear.

Or open itin a private (for IE) or different browser than being used for CSP, that should correct this issue.
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Sourcing Events for Supplier

Sourcing Response Portal

After logging in successfully, you will be routed to the Sourcing Response Portal home page or directly into the Event Info page.

] KATED STaTes
POSTAL SERVICE

Welcome to your Sourcing Response Portal!

All Sourcing Events o

Event # Event Name Start Date

| 103 RFx Sample Event 2 12/01/20
102 RFx Sample Event 1 12/01/20

98 RFx Sample Event 1 11130720

End Date
12114720
12114720
12114720

SQURCING SUPPLIER2 v a

USPS has invited you to the sourcing event: RFx Sample Event 2. If you intend fo participate, review the event timeline and accept the terms
and conditions of the event, if applicable. Click the "My Respenses” tab to provide your response, which may include Attachments, Forms, and Items and Lots.

All » Advanced Search
Status  Type # Responses
Prod RFQ 1]
Prod RFQ (1]
Prod RFQ 1]

The home page will contain high level information on all events you've been invited to. This include if you have submitted one or

multiple responses.

PN~
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Home Page Icon: This will return you to the Response Portal overview page.
Username: The username in the invitation email will appear in the upper right-hand corner.
All Sourcing Events: You will be able to view all events you have been invited to.
Event #: Click the blue hyperlink event number to access event information.
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Sourcing Event Info

Event Info
When you access an event, certain information will be visible to you before you agree to participate in the event.

RFx Sample Event 2 - Event #103 e

Evenl Ends

Event Info

usPs hixs inwiled you o the sourcing evenl: RFx Sample Evant 2. If you intend to parlicipale, revew the event timeline and acoept the terms

and conditians of the evenl. if applcable. Click the "My Responses” tab o provide your nesponse, which may include Aflachments, Farms, and llems and Lals

Do you intend to participate in this event? o
@ 1infend to participate In thiz event

. Accept Terms and Conditions o

Terme and Condltlons Do you accept thess Terms and Conditiona?

T participne in this evenl, yow must sgree 1o ey temms and conditians Bsted here as D vas
b, il atimchiment or URL ik Q N o

Event Information & Bidding Rules ° Buyer Attachments o
Ty Text heve can be induded 1o describe

Ewvent will end at the: Event End Time.

attachiments, if added. This section can be
reviewed prior ko acospling partidpeion in
Your responass ars vigwahls by buysr ancs submittad —

Buyer may chooas to award Iindividual lins Itema

Sourting Event ORG_(For_Suppliaenspdf
- Timeling o
Dt Evenl S Exvanl End
Bl 1217 PMasasarion s 14| 0500 PM 2o
134 - 4h : 42min 00:00

Review these key areas:

Poonp =

oo

=~

P>

Event Countdown timer: This will provide a countdown for time left in the event.

Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Terms and Conditions: Event Terms and Conditions must be accepted before you are able to participate in the event.

Send to Event Owner: One you click the radio button to Accept T&C, or Decline with comments, the Send to Event Owner
button will activate. You must click this button before you can proceed into the event.

Event Information & Bidding Rules: Information for the event

Buyer Attachments: Information on the event (for example, a QRG), can be included to provide additional information on the
event or how to navigate the platform.

Timeline: Indicates the timeline for the event.

Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate.
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Sourcing Events for Supplier

Message Center
Once you access an event, the Message Center will appear in the lower left-hand corner on each tab.

RFx Sample Event 2 - Event #103 e

EventEndal |3 . GG

days hrs
My Responses

usPs 3 has invited you fo the sourcing event: RFx Sample Event 2. If you intend to participate, review the event timeline and aceept the terms
and conditions of the event, if applicable. Click the "My Responses” tab to provide your respanse, which may include Atiachments, Forms, and Items and Lots

Do you intend to participate in this event?

O lintend to participate in this event

Accept Terms and Conditions

Terms and Conditions Do you accept these Terms and Conditions?
To participate in this event, you must agre to any terms and conditions listed here as O Yes
text, file attachment or URL link O No
Event Information & Bidding Rules 2 Buyer Attachments
Ty Text here can be included to describe
ExeninRedatinelEeILE e attachments, if added. This section can be

reviewed prior to accepting participation in
Your responses are viewable by buyer once submitted p—

Buyer may choose to award individual line items
Sourcing_Event_ORG_(For_Suppliers) pdf

Q i
Messages 0~ -

1. Message Center: The Message Center is a chat feature you can use within each event to communicate with the Event
Owner.

Expand the Message Center to type a message.

Messages

Hi, | have a question about the event. o

Having Technical Issues? Contact sourcing. support@coupa.com i

1. Message Center Text Box: Compose your message or question here.
2. Send Message: Click to submit the message.

Responses to the chat will update the Message Center.
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Sourcing Events for Supplier

Messages

o
<

Hi, | have a question about the event.

Sure, how can | help? a

Type new message

1. Message Center Count: A count of messages sent and received.
2. Chat History: Messages sent and received will be tracked.

Note: You will receive notifications of updates in the Message Center via email. Messages you send will be sent only to the Event
Owner, however the Event Owner can choose if they respond only to you or multiple/all suppliers.
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Event Info - | intend to Participate in this event

RFx Sample Event 2 - Event #103 e

usps hias inviled you fo the sourcing event: RFx Sampes Event 2. If you ntend to participale

and conditiars of the event, if appkcable. Click the "My Respanses" tab to provide your nesponse, which may inchde

Do you intend to participate in this event? o
I1ntend to participats In this svent

. Accept Terms and Conditions

Tarme and Condltlons Do you accept theee Terme and Conditions?
To perticipartes in this event, you must agree 1o amy termes and conditians ksted bere as D ez
tet, e aftachiment or URL i O Mo
Event Informaticn & Bidding Rules Buyer Attachments
B o Py T here con be nduded 1o describe
Event will end at the Event End Time. ttachments, if added, This seclion can be
resienaed prior o acosoling parlicipaion in
Your responass ars viewabla by buysr once submitted Bt
Buysr may chooes to award Individual lina Itema
Souwring_Ewent_ORG_[For_Suppliers) pdf
s Timeline
- -
Bl 1217 P e 14 0500 PM -
134 = 4h : 42min 0000

To let the Event Owner know you are going to participate in the event.

2. Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Note that a green banner at the top will notify you that this response is saved. You can untick the box if you decide to not

participate.
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Event Info — Accepting Event Terms and Conditions
RFx Sample Event 2 - Event #103 acive

UEPE: has inviled you fo the sourcing evenl: RFX 3ample Event 2. If you intend &
and conditions of the avenl if applicable. Click the "Wy Responses” tab 1o prowvide your response

o you Intend to participate in this event?

B 1intend to participate In thiz event

. Accept Terms and Conditions o

Tarms and Condifions Do you accept thess Terms and Conditions?
T particper his evesnt, you must agrese o arry fermns and conditions ksied hene as @ Yas
e, il it

ek or UIRL ik O Neo 4

Send fo Event Owner

Ensure that you have read and agree to all event Terms & Conditions.

3. Terms and Conditions: If you agree to the Terms and Conditions, please check the Yes radio button. Event Terms and
Conditions must be accepted before you are able to participate in the event.
4. Send to Event Owner: One you click the radio button to accept T&C, the Send to Event Owner will become active.
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Event Info — Submitting Response to Event Owner
RFx Sample Event 2 - Event #103 scive

Event Ends I 3 . E E

days hins
UEPE i inviled you to the sourcing evenl: RFX $ampls Evant 2. If you inbend to participale, redew the event timeline and accept lhe erims
and conditians of the avenl, if applicable. Click the "My Respanses® tab o provide your response, which may include Atachmenis, Farms, and ltems snd Lois
Do you intend to participate in this event?
B !Intend to parficipate In this event
. Accept Terms and Conditions
Tarme and Condifions Do you accept these Terme and Conditions?
To participente in this event, you must agree o amy Semms and conditions. isted bene as Yas
feet, il attachnent or URL firk No o
Event Information & Bidding Rules Buyer Attachments

= I the £ End T Ty Teal here can be induded lo desaibe
bl s e Sue End Tme attachments, if added. This section can be

reyviewed prion io accepling particpation in
Your responese are viswabls by buysr onca submitted -

the event.
Buyer may chooes to award Indlvidual lins Itema
Souwrcing Event ORG (For_Suppliers) pdl
Timeline
= -
Bl 1217 PManascation v 14 0500 PM oo

13d : 4h - 42min 00:00 o

4. Send to Event Owner: When accepting T&Cs, click the Send to Event Owner button. You will see a green banner at the top
notifying you the Terms and Conditions have been accepted. Please note that you cannot change your answer to the T&Cs to
No once submitted.

8. Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate. When you click
this button, you will be taken to the Event Responses Page.
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Event Info - Declining Event Terms and Conditions

Accept Terms and Conditions o

Terms and Conditions Do you accept these Terms and Conditions?
To participate in this event, you must agree to any terms and conditions listed here as O Yes
text, file attachment or URL link ® No

Rejection Comment *

| do not accept the terms for this event

e

4
Send to Event Owner

3. Terms and Conditions: If you do not agree to the Terms and Conditions, please check the No radio button. You will need to
include a rejection button.
4. Send to Event Owner: One you click the radio button to not accept T&C, the Send to Event Owner will become active.

Ensure that you have read and agree to all event Terms & Conditions.
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Event Info — Submitting Response to Event Owner

Terms and Conditions response has been submitted. x

Ewvent Ends Hg = nn
=y
days hrs
Eventlnfo My Responses
USRS has inviterd you Lo the sourdng event: RFX Sample Event 2. B you indend Io particpate, review e event imeline and accepl the lerms
and canditions of the event, if applicable. Click the "My Responses® s fo provide your respanse, which may indude Attachments, Forms, and Hems and Lots.

Do you intend to participate in this event?

O 1 intand to participats In this evant

ccept Terms and Conditions

Terme and Conditions Do you accept thass Tarme and Condlflona?
Ta participale in this event, you must agree fo any lenms and condiions listed here o O Yes
feezet, filber srbtzschureni or URL link @ Mo

Rejection Comment *

o mat accept the termes for this event

©

Event Infermation & Bidding Rules Buyer Attachments

Ty Text here can be included to desoribe
altachments, il added. This s
renviewed prior Lo accepling paricipation in
the: ewveril.

Ewert will end al the Event End Time.

an o be

Your reepanses are viswable by buyer once submitted

Euysr may chod &6 to award Individual Nne Iteme
Sourcing_Event ORG_{For_Suppliers). pdf

=i Timeline
- -

14 | 05000 PM s
00:00

4. Send to Event Owner: After completing the required field to not accept the T&Cs, click the Send to Event Owner button. You
will see a green banner at the top notifying you the Terms and Conditions have been submitted. Please note that you can
change your answer to the T&Cs to Yes, if desired, once submitted.

8. Enter Response: When T&Cs are not accepted and sent to event owner, the Enter Response button will remain inactive and
you will not be able to participate in the event.
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Entering Event Responses

Event Details When Multiple Responses are Not Allowed
After clicking the Enter Response button, you will be routed to the details for your event. If you are allowed to submit only one response
the details page will look like this:

RFx Sample Event 2 - Event #99 Active

Event Ends =EI DE

o days hrs

EventInfo My Response

1. My Response: Your response to the event.

Event Details My Response tab

This tab will contain your response submitted for the event.

RFx Sample Event 2 - Event #99 active

Event Ends =E DE

days hrs

Event Info My Response o

Edit Response

Responded on 12/02/20

LW

1. Edit Response: Your Response can be edited until the event ends.
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Event Details When Multiple Responses are allowed
After clicking the Enter Response button, you will be routed to the details for your event. If you are allowed to submit multiple
responses the details page will look like this

RFx Sample Event 2 - Event #103 acuive

EventEndsl |3 :E

days hrs

EventInfo ~ My Responses  Sourcin
Name o

My Responses: Clicking this tab will route you to an overview of all responses you've submitted for this event.

2. Response tab: The tab for your current response will contain your company’s name and a tracking number.

3. Name: Populate this field with your name or unique identifier for this specific response. If you are editing an existing response,
this field will populate with the existing name. If you are creating a new response, you will need to create a unique version of
your name for tracking purposes.

—_

Event Details My Responses tab
This tab will contain a list of all responses submitted for the event.

Eventinfo My Responses

Response Name State Submitted At Total Actions 1
I Supplier Name submitted 12/01/20 401.00 El R
Supplier Name working 12/01/20 401.00 El y

Perpage 15 | 45 | 90

Enter Response

Your Response can be edited, and new responses created until the event ends.

1. Actions: You can view or edit existing responses. Edited responses will be listed as working copies of original response until
submitted.
2. Enter Response: If an entirely new response to the event is desired, click the Enter Response button to create a new

response.
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Submitting a Response to Attachments
If your event has attachments, they will be included here.

Attachments v
Provided by CO/Buyer TEST Your response
Attachment name will be here Response to Attachment name will be here
Instructions o Attachment
This section includes instructions on how to review andfor complete and Add File

upload the attachment.

Attachment

Event_Attachment.docx e

Attachments can be included to inform or gather additional information from you. Informational attachments can be downloaded and
reviewed. If the attachment is to be completed, you will download, complete, then upload under Your response in the Attachments
section.

1. Instructions: Any instructions regarding the attachment will be listed

2. Attachment: Download the attachment from here.

3. Your response Attachment: Upload attachment responses (if needed) here. Note that if a response is required, a red
asterisk (*) will appear in the section.

To upload attachments:

Click the blue File hyperlink under Attachment

Click browse

Locate the file to upload and click to populate the File Name field in the popup
Click Open

Continue to perform these steps to add additional documents and always confirm attachments are correct before submitting response.

16 |Page

~ UNITED STATES
P POSTAL SERVICE





Quick Reference Guide

Sourcing Events for Supplier

Submitting a Response to Forms
The forms section may include additional questions for you to complete

= Forms o

1. Form for event 98 - 1 -

Please answer the questions below.

Supplier check box
question

* Supplier Drop Down | Option 2 X W
example

* supplier Conditional | text o
field

Forms can contain many different response options (Check box, drop downs, attachments, text field) and some can be conditional.
Note that if a response is required, a red asterisk (*) will appear next to the field.

1. Form Fields: A collection of additional information being collected.

2. Conditional Form fields: Conditional fields will not appear unless a preceding question is answered in a way that requires
more information. A conditional field will highlight in green when it is triggered.

3. Save: Save updates to your form when completed.
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Submitting a Response to Items and Lots
All ltems, lots, and services will be listed here.

‘= |tems and Lots o
Mame Expected Gty o My Price Price x Expected Qty >
Lot: Lot of items grouped together x 0.0000 USD
F‘!' Items grouped into a lot 100.0000 per x vo= 0.00 USD
EACHIF E:Z_EU
g’ Second item grouped into a lot 1.0000 per Lot x * o= 0.00 USD
EACHIPIECE

§#2 Items Not In Lots (2 items) 0.0000 USD

g’ Items and lots are here 100.0000 x F = 0.00 USD
EACH/PIECE

Services are also listed here 1.0000 x vo= 0.00 USD
EACHIPIECE

o Total 0.00 USD

1. Lots: ltems and services that must be bid on together as a lot are grouped together under the Lot name and identified by the
header grouping.
2. Items and Services Not in Lots: Items and services that can be bid on individually.
3. My Price: Your bid for item or service.
o Please ensure item (quantity-based lines) bids are for each unit. The system will calculate the total for you.
o For service (amount-based lines) bids are for the entire value of the service (not hourly values).
o Foritems you do not want to bid on, please put a zero in the bid or you will not be able to submit your response:

* Item price is required.

E' Second item grouped into a lot 1.0000 per Lot x ® o= 0.00 USD

4. Total: The total amount of your response is calculated at the bottom of the screen.
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Items and Lots Required Fields

Your event can have different required fields to be populated for each item, lot and service. To view which fields are required on
screen, hover over any line and you will see a pencil icon

Items Mot In Lots (2 items)

g' Items and lots are here

0.0000 USD

0.00 USD

Clicking on the item will expand it and show all available fields.

Items Not In Lots (2 items)

Iltem Requested

= [tems and lots are here

Manufacturer Name

Expected Quantity

Your ltem Name
Enter your item or service name
1D/Part Number

Enter an ID or part number

Add Image

Attachments
Click to view

Form

Ship To

Manufacturer Part Number

My Price *

0.0000 USD

Item Details

Item Description

Line Total

= 0.00 USD

Lead Time
Lead Time Days

Description

Enter your item or service description

Information that you can add will be in a text box.

Note that if a response is required, a red asterisk (*) will appear next to the field. You can refine responses multiple times prior to

submission.
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Export Items and Forms to Excel
If you prefer to manage your responses to forms and items offline, you can download an excel template.

Export to Excel Impaort from Excel Load History Save Submit Response to Buyer

A template will open, and you can input all required and any additional information into the Excel file

B =] C [u] E F G L
“ﬂ)i co u a "The White Cells below are your entry Fields. ' ou can upload this file to £ ave the information you entered in the editable cells o your response.
m p RIOTE: This Excel file is locked to ensure it uploads correctly, and you must still elick. " submit” after uploading to submit!

From: USPS Event: BFs Sample Event 2
Field Hame Tequired’ Tour Responses Quastity UOM Information ¢ Hists Field Type Meed by date

d

1 Loks
EACH!
PIECE

Tour Usit Price for “ltems growped isto 3
lot™:

Currency:

Tour lkem Mame:

10| “Four IDVFart Mumber:

11| four Description:

12 | four Lead Time:

13 | Item Description

14 | Manufacturer Mame

15 | Manufacturer Part Mumber

Tour Uit Price For ~Second item grouped
1 |into a lot=:

17 | Curreney:

18 | Your Ikem Mame:

19 | Your IDVPart Humber:

20 | aur Description:

21 | our Lead Time:

22 | leem Dezcription

23 | Manufacturer Mame

24 | Manufacturer Part Number

o5 181 w]

@ = @

UsD

w

these items must be bid on together

EACH!
FIECE

lz=z=zz=zz=z~ % =zzz=z=z=- %

Tour Usit Price For "ltems and lots are
26 | pere:
27 | Currency:

Z8 | Tour em Mame:

Z3 | Tour ID¢Fart Mumber:

30| Tour Description:

F1 | Tour Lead Time:

32 | Item Description

F3 | Manufacturer Mame

34 | Manufacturer Part Mumber

Tour Usit Price For ~Services are also
35| listed here™:

36 | Currency:

37 | four Ikem Mame:

38 | *four IDVPart Mumber:

39 | Your Description:

40 | *Your Lead Time:

4 | leem Description

42 | hlanufacturer Mams
43 | Fart Fumber
Item Pricing orms | 4

The template will have read only sections in blue and editable white sections for you to provide your response. Ensure that you have
clicked Enable Editing in you Excel file. Altering any part of the template structure will result in upload failures.

EACH!
FIECE

zzzz< ™ zz=zzz=z=+ %

=

1. Tabs: You can enter information for both items and tabs in the Excel file.

2. Your Responses: This is where you'll enter your response information. if a response is required, a Y with an asterisk (*) will
appear in the Required column next to the field. Please note that if you have already entered responses in the system, they
will be included here.

Note: before attempting to utilize the upload, it's recommended to complete one item update on screen to ensure you know what data
is required for the field.
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Uploading the Item and Form Template
Once the Excel template has been completed, you can upload to the event.

Export to Excel Impaort from Excel Load History Save Submit Response to Buyer

Once you click the Import from Excel button you will be routed to an upload popup screen.

RFx Sample Event 2 - Excel Upload
Steps for uploading your response in Excel

-

. Download the Response Template (Note: This template will only work for this event) o

2. Fill in or update the Excel file.

» Fields marked with a ™" are mandatory. Do not unlockiunprotect the Excel file if you plan to upload it.

» Values in the uploaded file will replace anything currently saved to your response.

» Once you click "Start Upload” values in the excel file will be saved, but not submiited.

s Once upload is complete, review your response and click "Submit.” Your response will not be sent until you do so.

3. Load the updated file
Choose File | en#Usps Sa...ent#103 xsx °
Uploading will only save your response. You must click "Submit” to send it to the buyer. o

Start Upload
Save successful x

1. Download Response Template: This will download the same template as the Export to Excel button in case you are
attempting to upload without using the formatted template.
2. Choose File: Click the button to upload your completed template.
o Click Choose File
o Locate the file to upload and click to populate the File Name field in the popup
o Click Open
3. Start Upload: Click load the template to your event response page.

Note: You can upload multiple times if needed.

Note: If you experience issues uploading ensure that you have downloaded the template for the event (they will be unique), that all
required information is included, and that values of the fields are correct.
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Submitting a Response — Additional Functions
You can save partially completed responses and access history of the event.

To save your progress, click the Save button.

Export to Excel Impaort from Excel Load History Save

Submit Response to Buyer

You will continue to stay on the response page after clicking.

If you want to review the event history, click the Load History button

Export to Excel Import from Excel Load History Save

Submit Response to Buyer

The History section will expand for you to review.

Y History

Sourcing Supplier2 on 12/01/20 at 04:39 PM EST

Supplier Sourcing Supplier2 saved their response

Sourcing Supplier2 on 12/01/20 at 04:29 PM EST

Supplier Sourcing Supplier2 saved their response

Sourcing Supplier2 on 12/01/20 at 04:12 PM EST

Supplier Sourcing Supplier2 saved their response

Set Response - Name from None to Sourcing Supplier Name

Sourcing Supplier2 on 12/01/20 at 03:51 PM EST

Supplier Sourcing Supplier2 changed Price Amount on line item #2 Second item grouped into a lot from None to 1.0
Supplier Sourcing Supplier2 changed Price Amount on Iing item #2 Second item grouped into a lot from None to 1.0
Supplier Sourcing Supplier2 changed Price Amount on line item #4 Services are also listed here from 4.0 to None
Supplier Sourcing Supplier2 changed Price Amount on line item #3 Items and lots are here from 5.0 to None
Supplier Sourcing Supplier2 changed Price Amount on line item #2 Second item grouped into a lot from 0.0 to None
Supplier Sourcing Supplier2 changed Price Amount on line item #2 Second item grouped into a lot from None to 0.0
Sourcing Supplier2 on 12/01/20 at 03:47 PM EST

Supplier Sourcing Supplier2 changed Price Amount on line item #3 Items and lots are here from None to 5.0
Supplier Sourcing Supplier2 changed Price Ameunt on line item #4 Services are also listed here from None io 4.0
Supplier Sourcing Supplier2 changed Price Amount on ine item #1 Items grouped into a lot from None to 2.0
Sourcing Supplier2 on 12/01/20 at 02:25 PM EST

Supplier clicked on all terms & conditions checkboxes and clicked Enter Response button

Sourcing Supplier2 on 12/01/20 at 02:08 PM EST

Supplier Sourcing Supplier2 has accepted 1 of 1 Terms and Conditions

Sourcing Supplier2 on 12/01/20 at 01:55 PM EST

Supplier Sourcing Supplier2 intends to respond fo sourcing event

Sourcing Supplier2 on 12/01/20 at 01:51 PM EST

Supplier Sourcing Supplier2 don't intends to respond to sourcing event

CO/Buyer TEST on 12/01/20 at 12:16 PM EST

Buyer launched event

Export History

To export the history to an Excel file, click the Export History button at the bottom of the page.
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Submit Response to Buyer
Once all required information has been completed, you can submit your response.

Export to Excel Impaort from Excel Load History Save Submit Response to Buyer

If all required information is included, a green banner will notify you the response was submitted.

RFx Sample Event 2 - Event #103 Active

Response submitted to Buyer b4

If response was not able to be submitted, a red banner will notify you of errors:

* Please fix the errors below
+ can't be blank

Name | |

Please add a Name to your response.

Some of the required forms are empty, please fix the validation before proceeding

One or more required fields in the form is not filled out.

Response Not Submitted! Please fix validation errors and re-submit.

One or more required fields on the items is not filled out or the My Price field on the item is blank.
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Editing Your Response
Clicking into an event response from the Sourcing Response Portal Home page will show the Edit Response button. You can edit your
responses up until the event has ended.

RFx Sample Event 2 - Event #99 actve

Event Ends EEI DE

days hrs

Event Info My Response o

Edit Response

Responded on 12/02/20

LW

RFx Sample Event 2 - Event #103 Active

o m

Event Info My Responses Supplier Name o

Edit Response

Responded on 12/01/20

Mame Supplier Mame

1. Edit Response: Clicking the Edit Response button will take you to the response and you can modify the information in it as
needed and Submit Response to Buyer. You can edit your response as many times as needed until the event ends.
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Bidding on an Auction Event

An Auction Event will contain bidding rules in the Event Info page:

English Reverse Auction

Event Information & Bidding Rules

Automatic Bid Extentions

You will have at least 5 minutes to respond after a new best price is
submitted.

Competitive Ranking

During competitive bidding, you will see your ‘Competitive Ranking’
only.

Example “Your rank is 3"

Incremental Bidding (Auction) Rules
Ties for 1st place are allowed for

« EventTotal

« Lets

. A

During competitive bidding, you must improve your bid by
« EventTotal — 1.00%
« Lots —1.00%
« ltems — 1.00%

Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

Dutch Reverse Auction

Event Information & Bidding Rules

Automatic bid time interval

Bids will increase price every 3 min

If applicable, you will have a countdown timer to submit bids during a pre-bidding period

Prebidding Countdown =N
. ie . 0M
days hrs
Eventinfo My Response
Attachments v
CO/Buyer TEST has not provided any Attachments for this event
= Forms v
CO/Buyer TEST has not provided any Forms for this event
= ltems and Lots v
Name Expected Qty My Price Price x Expected Qty >
§# Items Not In Lots (4 items) 0.0000 USD
E' Items and lots are here 0.00 USD
vey Services are also listed here 0000 0.00 U
EACH/PIECE
E' Items grouped into a lot 0.00 U
g' Second item grouped into a lot 0000 0.00 U
(EACH/PIECE
Total 0.00 USD
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English Reverse Auction bidding. When the auction starts, you will be able to bid and track your ranking during the bidding. The
improvement criteria for your bids will be listed on the Event Info page.

English Reverse Auctio... - Event #105 siddingin Progres

LA

Bidding Countdown !E : ELI
days hrs

= |tems and Lots

v
Cancel Submit Bids o
Name Expected Qty My Price Price x Expected Qty >
B2  ltems Not In Lots {4 items) 2
- X *
o ltems and lots are here 100.0000 = 1,000.00 USD Your Rank Is 2
(EACH/PIECE
x * -
rsy Services are also listed here  1.0000 - 9.00 USD Your Rank Is 2
(EACH/PIECE
N x * -
|| Items grouped into a lot 100.0000 8.00 - 800.00 USD Your Rank Is 1
(EACH/PIECE
. x *
= Second item grouped into a 1.0000 7.00 - 7.00 USD Your Rank Is 2
lot (EACH/PIECE

1. Bidding Countdown: Countdown timer showing time left in event.
2. Ranking: Shows you how you rank versus other supplier responses.
3. Submit Bids: Click Submit Bids to send your prices for items

26 |Page

~ UNITED STATES
P POSTAL SERVICE





Quick Reference Guide

Sourcing Events for Supplier

Dutch Reverse Auction bidding. When the auction starts, you will be given a time frame to submit your bid on the current prices.

Dutch Reverse Auction ... - Event #106 siddingin Progress
mn -
Time left in increment Ue . IE
mins SeCs
Eventinfo My Response
‘= ltems and Lots v
Click the Accept bid button to accept the current dutch auction total.
Name Expected Qty Current Bid Price Current Total Price >
#2  Items Not In Lots (4 items)
- x
W Items and lots are here 100.0000 10.00 USD 1,000.00 UsD
(EACH/PIECE
x
we7 Services are also listed here  1.0000 10.00 USD 10.00 USD
(EACH/FIECE
. x
= Item 3 10.00 USD 1,000.00 USD
. x
W ltem 4 1.0000 10.00 USD 10.00 USD
(EACHIPIECE E
Total 2,020.00UsD Accept bid

1. Time left in increment: A countdown timer for time left to accept prices shown.
2. Accept Bid: Click to submit your bid for the items and prices shown.
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Managing Events
The Sourcing Response Portal home page will allow you to see the information on all events you've been invited to. You can track your
responses and see the state of the event.

Welcome to your Sourcing Response Portal!

USPS has invited vou to the sourcing event: Dutch Reverse Auction Sample Event. If you intend to participate, review the event timeline and
accept the terms and conditions of the event, if applicable. Click the "My Responses” tab to provide your respense, which may include Attachments, Forms, and Items
and Lots.

All Sourcing Events @@

Advanced Search
Event#  Event Name Start Date End Date Status Type # Res ponseso
106 Duich Reverse Auction Sample Event 1202120 12102120 Complete  Dufch auction 0
105 English Reverse Auction Sample Event 12102120 12114420 Auction Auction 1
103 RFx Sample Event 2 12101720 12114/20 Prod RFQ 1
102 RFx Sample Event 1 12/01/20 12114/20 Prod RFQ 0
99 RFx Sample Event 2 1210220 12114/20 Prod RFQ 1
a8 RFx Sample Event 1 11/30/20 12114420 Prod RFQ 0

Perpage 15 | 45 | 90

1. All Sourcing Events: A list of all events you've been invited to. Clicking the blue hyperlink for the event number will allow you
to access the event info and details/responses.

2. # of Responses: Tracks which events have a submitted response.

3. Status: Shows you which events are active (Prod or Auction).
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Responding to a Revised Event
If the Event Owner has revised an event, an email will be sent to you to notify you of changes to the event.

RFx Sample Event 2 has been changed - Sourcing Event #103  Inbox x

USPS <do_not_reply@ebuyplus- .coupahost.com=
to newdemol -

resacime RFX Sample Event 2 has been changed - Sourcing Event #103

Zicoupa

USPS made the following changes to the sourcing event: RFx Sample Event
2.

Items and lots o

Added Service description: New Service Added to Event

UNITED STATES
POSTAL SERVICE ) - ) o ”
If you intend to participate, review the event timeline and accept the terms and conditions of the event,

if applicable. Click the "My Responses” tab to provide your response, which may include Attachments,
Forms, and Items and Lots.

Response due date: Monday, 14 December 2020 05:00 PM EST

Your username is ebuysourcingsim+newdemao1@gmail.com

Information in the email will notify you of changes to the event:

1. Subject Line: Email subject line will indicate that the event has been changed.
2. Changes: The email will contain each section that contains a change, and details on what changes have occurred.
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Notifications Within the Event

Any changes to the event will be listed at the top of the Event Info and Responses tabs. Yellow flag icons will also direct you to

changes.

Sourcing Response Portal home page

All Sourcing Events

view G

Event # Event Name Start Date End Date Status Type # Responses
I 103 * Sample Event 2 12(01720 12114720 Prod RFQ 0
106G Dutch Reverse Auction Sample Event 120220 12102720 Complete  Dutch auction 0
105 English Reverse Auction Sample Event 120220 1214720 Auction Auction 1

The Sourcing Response Portal home page will show a yellow flag next to the changed event.

1. Event #: Yellow flag indicates this event has changed.

Event Info tab

Evert |nfo My Becnonce
e Wiy Responses

CO/Buyer TEST made the following changes to this event

ltems and lots

Added Service description: New Service Added to Event

USPS I made the following changes o the sourcing event: RFx Sample Event 2.

After clicking the blue hyperlink for the event from the Sourcing Response Portal home page, the Event Info tab will contain information

on the event changes.

1. Event Info: A yellow banner will indicate that there are changes and the section(s) and detail(s) of changes are listed below.
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Response/Response Name tab

RFx Sample Event 2 - Event #103 changes

ltems and lots

Added Service description: New Service Added to Event

After clicking the blue hyperlink for the event from the Sourcing Response Portal home page, the Response/Response Name tab will
contain information on the event changes.

1. Response/Response Name Tab: A yellow banner will indicate that there are changes to the event. Clicking on the blue
changes hyperlink will route to a popup message containing the section(s) and detail(s) of changes.

Event Details

= Items and Lots ° o
Name Expected Qty My Price Price x Expected Qty >
Lot: Lot of items grouped together 201.0000 USD = 201.0000 USD
E’ Items grouped into a lot 100.0000 per x 200 * = 200.00 USD
Lot
(EACHIPIECE)
g’ Second item grouped into a lot 1.0000 per Lot * 1.00 = 1.00 USD
(EACHIPIECE)
§#82 Items NotIn Lots (3 items) 200.0000 USD
= Items and lots are here 100.0000 x 100" = 100.00 USD
(EACHIPIECE)
rsy Services are also listed here 1.0000 x 100.00 " = 100.00 USD
(EACH/PIECE)
rs; New Service Added to Event ° 1.0000 x == 0.00 USD
(EACHIPIECE)

Within the event both the section(s) and specific change(s) are indicated by a yellow flag

1. Yellow Flags: Identify changes to an event.
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Submitting Response to Buyer

o [ I have reviewed the changes to this event

When submitting a response for an edited event, you must confirm you've reviewed changed before you can submit.

Save

1. I have reviewed the changes to this event: When unticked (by default), the response cannot be submitted
2. Submit Response to Buyer: This button will remain inactive until the box for reviewing changes is ticked.

o | have reviewed the changes to this event
Save Submit Response to Buyer

1. I have reviewed the changes to this event: When ticked, the response can be submitted
2. Submit Response to Buyer: This button will activate once the box for reviewing changes is ticked.

Once you've confirmed you've reviewed changes, you are able to submit.
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Signing Out
SOURCING SUPPLIER1 vo

Settings

Sign Out °

When all activities are completed, you can Sign Out of the portal.

3. Name: On the upper right-hand side of any screen, you will see your name as a blue hyperlink. Hover over it to expand a

drop-down.
4. Sign Out: Click Sign Out to exit the portal.

Permission warning: You are not authorized for the requested action.

Permission needed: User Account
Allowed Roles: User, Buyer, Accounts Payable, Central Receiving, Accounting Supervisor, Custom - User Role, IT System Administrator,

Analyzer, Requisitioner, Budget Reviewer, Finance Number Custodian, Contracting Officer, Approver, Excess ltem Catalog Administrator
(EICA), Helpdesk, Systemn Administrator, Accounting Analyzer_old, Accounting Analyzer, CO/Buyer, eSourcing Helpdesk. User
‘ebuysourcingsim+newdemol@gmail.com’ has only the following: Quote Supplier.

If you see the Permission Error above, it means you clicked on the blue hyperlink instead of hovering to expand the drop—down. This
does not affect your response submission and just means you don’t have access to other areas of the User Record within the
application. Hover over your name in the upper right to expand the drop down and Sign Out.
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1. Why doesn’t this QRG go through how to access the new platform or reset my password?
For ease of use. We wanted to have smaller, focused guides for specific issues. This guide has details on how to use the
platform after you've successfully logged in, the other QRG will help with any access issues. The Accessing Sourcing Events
(for Suppliers) QRG is embedded below for reference.

2. | have filled in all my responses but the Submit Response to Buyer button is grayed out.
Please check directly above that button to see if there is a tick box next to | have reviewed the changes to this event. If there,
this indicates that the event has been edited. If not ticked, tick that box and the button will activate. Please refer to the Revised
Event section for more detail.

3. Ihave been invited to a new event but responses | made to a previous event are already populated.
This is a normal function of a Follow-on event. These events are linked to the original event and thus inherit original
responses. Your responses can be retained or modified as needed.

4, Why am | not able to submit my response?
Please check for the following common issues:
1. Confirm that all required fields are filled out — they will have a red asterisk (*) next to each required field.
2. Ensure you scroll to the top of your event to see if there is a red banner with a notification of something required
that is not included.
3. Ifthe red banner appears but is non-specific stating there was a validation error, please expand the items in the
Ul or export to Excel. There is a missing required field in the items.

5. |keep getting a Validation Error that says | can only enter integers for a field.
For some fields, like Lead Time, you can only enter number values. You may need to ensure that no alphanumeric or spaces
are in your response. It may be helpful to download to Excel and review the required fields to ensure that your responses
contain only numbers

6. Why is my Upload from Excel failing?
Double check that all required fields are filled in. Please note that some fields require only integer values. You can always
test one item in the Ul

7. What happens if | begin responding in the Ul and then decide to complete in the Excel download?
The download will contain all the information you've already input. If you leave those sections blank and only update
additional information, whatever you put in the Ul will be retained. |

8. Why can’t | see my events in the Sourcing tab in CSP?
That tab in CSP is for public sourcing events. USPS does not participate in public events. The Coupa Supplier Portal is used
to manage Orders and Invoicing. The Sourcing Response Portal is used only for events and is more tightly protected than
CSP.

9. Why do | get a Permission Error when trying to log out?
That means you clicked on your name instead of hovering over it to get the drop down. This means you don't have access to
some features in the system and is normal behavior. This does not affect your response in any way.
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Additional Coupa Resources
Coupa Sourcing Supplier FAQ:

https://success.coupa.com/Suppliers/For Suppliers/Sourcing Supplier FAQ

USPS Accessing Sourcing Event (for Suppliers) QRG:

Please see attachments in pdf

Accessing Sourcing
Events QRG (For Supg
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The Coupa Sourcing Response Portal is a free tool for suppliers to access and manage USPS sourcing events. This guide will help
walk through how to access events for the first time, for subsequent event invitations and how to reset your password. Please note
that there is an additional QRG explaining how to use and respond to an event.

NOTE: Screen shots here may not be representative of the look of your email system, the information contained will be the same.

Initial Invitation Email
The first time you are invited to an event, you will receive an email with a link to set up your sourcing password:

CO/Buyer TEST <Q{Jt_rep ly@ebuyplus .coupahost.com>

to monew2

Zumrams. RFx Sample Event 1 (#102) o

zicoupa

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My
Responses" tab to provide your response, which may include Attachments, Forms, and ltems and Lots.

You have been given an account on USPS 's sourcing system to provide your responses for this Sourcing
Event. Before you can login, you need fo setup your new password at the following link: https://ebuyplus
coupahost.com/setup_password/a328ef13d01dab27eea83a9df394f1afeb7f2cad

Your username is -demonew?@gmail.com
After setting your password, please login at https://ebuyplus _coupahost.com/sessions/supplier, Icc:inowide your
responses.

IMPORTANT: You must setup your password within 7 days of receiving this message.

The email will contain several important pieces of information:

1. Email: You will get an email notification from the USPS Event Owner. The email will contain the name of the event and
include instructions on how to set up the password. Note: this password is not connected to CSP, this access is only for the
Sourcing Response Portal.

2. Password Setup Link: Use the link to access the USPS sourcing password page and create your sourcing password.

3. Username: The username in the email will be your username for all USPS sourcing events. This may be your email, but
will likely be a string of numbers and letters.

4. Login Link: Itis strongly recommended that you save the login link to your favorites.

NOTE: This link to create a password must be used within 7 days of receiving the invitation
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Creating Your Sourcing Password
After clicking the password setup link from the invitation email you will be routed to the Coupa sourcing password reset page.

Create the password to access USPS sourcing events. Reminder: this password is not in any way connected to CSP.

Welcome to Coupa!

Please enter your desired password, then reenter it for verification.
Your password must be at least 8 characters. Your password must contain letters, numbers, and symbols.

Password o
Password Confirmation ° o

Change Password

1. Password: Create your password, must be at least 8 characters and include letters, numbers and symbols
2. Password Confirmation: Retype your password here.
3. Change Password: Click Change Password to submit your sourcing password.

After the password is successfully created, an email will be sent to you notifying you that your password was reset.

Reset Password Inbox x

UsSPsS o i <do_not_reply@ebuyplus- .coupahost.com=>
to demonew?2

e Reset Password

Z,scoupa

You are receiving this email because your passwaord has recently been reset.

If you believe there may be some error or unauthorized use, please contact your Coupa administrator at your company.

1. Email: You will get an email notification from the USPS/eBuyPlus system. The email confirms that your password has been
reset.
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Logging in to the Sourcing Response Portal
After the password is successfully created, you will be routed to the USPS Sourcing Response Portal login page.

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

FCFED[ username or [

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.
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Sourcing Response Portal
After logging in successfully, you will be routed to the Sourcing Response Portal home page

B SO i o SOURCING SUPPLIER2 v

Welcome to your Sourcing Response Portal

UsPs has invited you to the sourcing event: RFx Sample Event 1. If you intend to participate, review the event timeline and accept the terms
and conditions of the event, if applicable. Click the "My Responses” tab to provide your response, which may include Attachments, Forms, and ltems and Lots.

All Sourcing Events

All ~ Advanced Search
Event # Event Name Start Date End Date Status Type # Responses
°1D2 RFx Sample Event 1 12401720 12114720 Prod RFQ 0

1. Username: The username in the invitation email will appear in the upper right-hand corner.
2. All Sourcing Events: You will be able to view all events you have been invited to.
3. Event #: Click the blue hyperlink event number to access event information.
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Event Info
When you access an event, certain information will be visible to you before you agree to participate in the event.

RFx Sample Event 1 - Event #102 acie

usPs | haas inviled you fe the sourcing evenl: RFX Sample Event 1. If youw intend ta particip

" tab Lo provide your response, which may ind

Do Yyou intend to participate in this event? °
D IIntend to parficipate In thiz svent

. Accept Terms and Conditions o

Tarme and Condltlons Do you accept thees Terms and Conditiens?

st agree (o any temms and condiians fsted hare as 2 Yes
i 2 No

Your responase ars viewabls by buysr once submitted
Buyer may chooes fo award Individual Ine Ieme

i Timeline o

Dee  EvestSmat
11251 AM Asmaricatios_tork 14 | 0500 PM -
134 : 50 : 28min 00:00

Key Areas within the Event Info section:

Event Countdown timer: This will provide a countdown for time left in the event.

Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Terms and Conditions: Event Terms and Conditions must be accepted before you are able to participate in the event.

Send to Event Owner: One you click the radio button to Accept T&C, or Decline with comments, the Send to Event Owner
button will activate. You must click this button before you can proceed into the event.

Event Information & Bidding Rules: Information for the event

6. Buyer Attachments: Information on the event (for example, a QRG), can be included to provide additional information on the
event or how to navigate the platform.

Timeline: Indicates the timeline for the event.

8. Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate

o oo -

~

NOTE: Detailed information on entering responses is contained in the Sourcing Event (for Suppliers) QRG
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Subsequent Invitation Email

After you've set up your sourcing password, the invitation emails will look a bit different. Now you will have buttons to click at the
bottom of the invitation.

USPS o <do_not_reply@ebuyplus .coupahost.com>
to -demonew?2 -

2isntame RFX Sample Event 2 invitation - Sourcing Event #103

Zcoupa

USPS has invited you to the sourcing event: RFx Sample Event 2.

If you intend to participate, review the event timeline and accept the terms and conditions of the event,

UNITED STATES if applicable. Click the "My Responses” tab to provide your response, which may include Attachments,
POSTAL SERVICE. | Forms, and Items and Lots.

Response due date: Monday, 14 December 2020 05:00 PM EST °

Your username is ____ -demonewE@gmail.come
Want to participate later? Need more info?
Click I intend to Participate button to let the buyer know:. Click View Event and you will be taken to the event page.
| intend to Participate

The email will contain several important pieces of information:

1. Email: You will get an email notification from the USPS/eBuyPlus system. The email will contain the name of the event and
include instructions on the event and when you need to respond by.

2. Username: The username in the email will be your username for all USPS sourcing events.

| intend to Participate: Clicking this button will take you to the USPS Sourcing Response Portal login page.

4. View Event: Clicking this button will take you to the USPS Sourcing Response Portal login page.

w
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Quick Reference Guide

Accessing a Sourcing Event as a Supplier

Logging in to the Sourcing Response Portal
After clicking the View Event button, you will be routed to the USPS Sourcing Response Portal login page.

You are accessing a U.S. Government information system. Information system usage may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties; and Use of the system indicates consent to monitoring and recording.

UNITED STATES
POSTAL SERVICE.

Sign In

Username

Password

FCFED[ username or [

Use the information from the initial email (username) and the password you created to access the sourcing system

1. Username: The username in the invitation email.
2. Password: The password you created for in the previous step.
3. Sign In: Click the Sign In button to access the Sourcing Response Portal.
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Quick Reference Guide

Accessing a Sourcing Event as a Supplier

Event Info
After logging in successfully, you will be routed to the Event Info page for the specific event you were invited to.

RFx Sample Event 2 - Event #103 e

usPs has inviled you to the sourcing event: RFx Sampie Event 2. If you intend to participale, review the avent timalin
and conditians of the evenl. if applcable. Click the "My Respanses® tab lo provide your response. which may include Afiad

Do you intenda to pél':iCiClE[E in this event? o
® intend fo participate in thiz event

. Accept Terms and Conditions o

Tarma and Condltlons Du you accept thess Terms and Conditiona?

st agree b vyt and concitians Eied bere as 2 Yas
Q N °
Event Information & Bidding Rules o Buyer Attachments o
Ty Text hen be

_ : included Io describe

i acoept the terms

Event will end at the Event End Time.

‘Your reaponasg ars viewabla by buysr onca submittad
Buyer may chooas to award Iindividual lins Itema

i Timeline o
-

Dec  Evant Swn
AT PM Al Yok 14 | 0500 PM -
134 : 4n : 42min 00:00

Key Areas within the Event Info section:

Event Countdown timer: This will provide a countdown for time left in the event.

Do you intend to participate in this event? If you choose to participate, ticking this box will notify USPS of your intention.
Terms and Conditions: Event Terms and Conditions must be accepted before you are able to participate in the event.

Send to Event Owner: One you click the radio button to Accept T&C, or Decline with comments, the Send to Event Owner
button will activate. You must click this button before you can proceed into the event.

Event Information & Bidding Rules: Information for the event

Buyer Attachments: Information on the event (for example, a QRG), can be included to provide additional information on the
event or how to navigate the platform.

Timeline: Indicates the timeline for the event.

8. Enter Response: When T&Cs are accepted and sent to event owner, the Enter Response button will activate

2 o

=~

NOTE: Detailed information on entering responses is contained in the Sourcing Event (for Suppliers) QRG
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