SUPPLIER TOOLKIT:
INTRODUCTION TO THE
SOURCING AND CONTRACTING
PROCESS |




Course Introduction

Welcome to the Supplier Toolkit: Introduction to
Sourcing and Contracting Process course!

This course will help you understand the tasks you need
to perform while reviewing prerequisites and terms of
agreement, submitting your response during an
RFP/RFI event and communicating with ENGIE during
negotiation.

These tasks are a part of the Source to Contract (S2C)

process.
Click Next @ to get started.
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For more key terms, refer to the Glossary below:

Definition

RESOURCES

SAP S/4HANA is an enterprise resource planning software for large enterprises developed by SAP
SAP S/4AHANA SE. It is the successor to SAP R/3 and SAP ERP and is optimized for SAP's in-memory database
SAP S/AHANA.

The S2C process aims to select and qualify the supplier in accordance with the category policy when
Source to Contract (S2C) | applicable. And to negotiate, manage and implement the operational contract in accordance with the
Category Performance Strategy

SAP Business Network is a digital platform that connects businesses to streamline processes such

SAP Business Network . ) .
as procurement, supply chain management, and trading partner collaboration.

GLOSSARY
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By the end of this course, you will be able to:

I

Identify the key changes introduced by the GET implementation.

M

Explain how to review and accept prerequisites and terms of agreement.

Discuss how to submit response to an RFP Event.
Next

LEARNING
OBJECTIVES

List the steps to communicate during negotiation via messaging. @

Back
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What is Changing? % S

5 mins Back
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1.

2.

GET

Key Changes

Key Activities
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I Key Changes

Here are the key changes impacting you as a supplier, that will be introduced with the GET implementation:

Click each change to learn more.

Change 1 Change 2

Change ‘ Change 4
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Key Changes

Here are the key changes impacting you as a supplier, that will be introduced with the GET implementation:

Click each change to learn more.

Sourcing activities, including Request for
Information (RFI) and Request for
Proposal (RFP), are digitized through the
Ariba S2C platform.

Change 1 Change 2

You can review and accept prerequisites
(Purchasing Terms and Conditions +
Non-Disclosure Agreements) before
gaining access to the RFI/RFP documents.

You can communicate with the ENGIE
team through the Ariba S2C platform.

You can submit offers directly into the

Ariba S2C platform. Change 3 Change 4
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I Key Activities

Here are the key activities you need to perform to source and contract items in the SAP Business Network:

L0 @

Review Prerequisites and
Terms o ment

f Agree

GLOBAL —
ENTERPRISE .
G ET TRANSFORMATION © ENGIE 2024 CNGIC




S2C: How to Respond to Tenders % S

35 mins Back
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Steps to Consider Before Negotiation

2. Review Prerequisites and Terms of
Agreement

3. Submit a Response to an RFP Event

4. Communication Steps During
Negotiation

5. Use DocuSign for Contract
Management

GET it
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I Steps to Consider Before Negotiation

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement.

Click each tab to learn how to complete this process.
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Steps to Consider Before Negotiation

(.

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement.

Click each tab to learn how to complete this process.

(1

Read_ the Ag TS by CIICkIng Would you like to accept the Bidder Agreement?| View Bidder Agreement (i
the View Bidder Agreement

link.

b ;
'!3' | accept the terms of this agreement,

| do niot accept the terms of this agreement,

Click the Magnifier icon to enlarge the image.
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Steps to Consider Before Negotiation

I

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement.

Click each tab to learn how to complete this process.

(1

C“Ck the I accept the terms Of Would you like to accept the Bidder Agreement? View Bidder Agreement
this agreement check box. =
'& | accept the terms of this agreement,

| do not accept the terms of this agreement,

Click the Magnifier icon to enlarge the image.
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Steps to Consider Before Negotiation

(.

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement.

Click each tab to learn how to complete this process.

(1

9
Step 1 Step 2

Fill out the mandatory fields Prerequisites
marked with asterisks (*) on the

Prerequisites page T

q p g . 2.1 Do you accept our MDA 7
B dreace That declining MO may allow Enge o ng ider your propossl "l B References
2.2 Please uplosd sigred document o document B s not sccepbed to be signed
Burver wall reviews your documenit 1o allow you b0 access the content of the tendes, a

marits *8

(*} incicates a required field

Click the Magnifier icon to enlarge the image.
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Steps to Consider Before Negotiation

Before you attempt to negotiate, it is important to first review the Prerequisites and Terms of Agreement.

Click each tab to learn how to complete this process.

Step 1

Click the OK button.

GLOBAL
E I ENTERPRISE
TRANSFORMATION

Step 2

Prerequisites

it sllows Engie b0 ot cormider vour pronossl*ll [ Referencas

e
2.2 Please upload signed document or document hat ks not accepbed to be signed
Burver wall reviews vour document to aliow you to access the confent of the tender, "

2.3 Comments ‘@

[*) indicates a required Tield

© ENGIE 2024
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and
accepting the terms of agreement.

Click each tab to learn how to complete this process.

_____________________________________________________ Review Prerequisites and
SAP Ariba Terms °f Areement

Engie Core Procurement - TEST has invited you to participate in the GSP Single RF...
2 Sam Lim <sésystem-prodeu+ENGIE-GCM-T.Doc1852450065@eusmtp.ariba.com>

®Thursday. February 08, 2024 6:12:14 PM

Click the invitation link sent to your

email to access the RFP Event
Questionnaire. Engie Core Procurement - TEST

Engie Core Procuremant - TEST has invited you to participate in the GSP Single RFP Toolkit PPT event. This is
scheduled to begin on Thursday, February B, 2024, 10:12 Central European Time.

Enter the following usemame to
Click this link to access the even| l

ocurement - TEST events: UserToolkit@yopmail com.

After chicking this link, enter your username and password to log in. You will then be able to register your buyer-

specific user ID in a new or existing Ariba Commerce Cloud account and then participate in the event

This link is for single use only. To reconnect. please identify yourself via the platform http.//proposals sellerariba com
and find the event in the list of your proposals for ENGIE - COMMON PROCUREMENT,

If you do not wish Lo participate in this event. click on this link: Click here . You must register with Ariba Commerce
Cloud or sign in using your existing usemame/password before you can indicate that you do not wish to participate.

If you have fargotten your usermame/password and are unable to log in.

click this link: Click here
MOTE: The link associated with the lorgotten password is only valid for 24 hours. Once it expires. dick Forgot your

password? on the Ariba login page to reset your passwornd,

If you have any questions regarding this event. contact Sam Lim by email at sam lim@extemnal engie com

We look forward to working with you!

Thank you,
Engie Core Procurement - TEST

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and
accepting the terms of agreement.

Click each tab to learn how to complete this process.

Review Prerequisites and
Terms of Agreement

Log in using your credentials.

SAP Ariba

Supplier Login

User Name

Password

L-}_gin

Forgot Usermame or Password

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and
accepting the terms of agreement.

Click each tab to learn how to complete this process.
Review Prerequisites and
Terms of Agreement

On the event page, click the Review Prerequisites button.

Time remaining

= Docl1852450065 - GSP Single RFP Toolkit PPT Round: 1 00:21-39

Review and respond to the prerequisites. Prerequisite questions must be answered befare you can view event cgptent or participate in the event. Some prerequisites may require the owner of the event to review and accept your
responses before you can continue with the event. If you decline the terms of the prerequisites, you cannot vj vent content or participate in this event.

Download Content Review Prerequisites Decline to Respond } [ Print Event Information

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and g
accepting the terms of agreement. —

Click each tab to learn how to complete this process.

_____________________________________________________

Click the View Bidder Agreement link to open and read the agreement.

Review Prerequisites and
Terms of Agreement

Next
Would you like to accept the Bidder Agreement?| View Bidder Agreement @
'ié"' | accept the terms of this agreement, @
Back

| do not accept the terms of this agreement,

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and g
accepting the terms of agreement. —

Click each tab to learn how to complete this process.

_____________________________________________________

Click the | accept the terms of this agreement check box.

Review Prerequisites and
Terms of Agreement

Next
Would you like to accept the Bidder Agreement? View Bidder Agreement @
"'j"' | accept the terms of this agreement. @
Back

| do not accept the terms of this agreement,

Click the Magnifier icon to enlarge the image.
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How to Review Prerequisites and Terms of Agreement

Let’s understand the key steps you need to perform while reviewing the prerequisites and
accepting the terms of agreement.

I

Click each tab to learn how to complete this process.

Review Prerequisites and
Terms of Agreement

Step 1 Fill out the mandatory fields marked with asterisks (*) and click the OK button.

Step 2

Prerequisites

Name t

¥ 2.0 Pre requisites

Ste p 3 2.1 Do you accept our NDA ? *| Unspecified <

Be aware that declining NDA may allow Engie to not consider your proposal *[l References™
2.2 Please upload signed document or document that is not accepted to be signed «Attach a file
Buyer will review your dacument to allow you to access the content of the tender. *

*

Step 4 2.3 Comments’[@

[ indicates a reguired field

Step 5

Step 6

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

Submit your response to
sy e e e an RFP Event

The response to prerequisite 3.1 submitted by Supplier Toolkit [HeadQuarter] (Too...
@) pen the emails sent to you in 8 Sam Lim <sésystem-prodeu+ENGIE-GCM-T.Doc1852450065@eusmtp.ariba.com>

response to the prereqUISIte ®Thursday, February 08, 2024 6:47:15 PM
approval.

Engie Core Procurement - TEST

The response to prerequisite 3.1 submitted by Supplier Toolkit [HeadQuarter]
(Tool Kit) has been accepted.

Thank you for your cooperation.

If you have any guestions, please contact Sam Lim by email at
sam.lim@external.engie.com.

For more details on this event, please visit the Ariba Engie Core Procurement -
TEST website at Click here

Thank you,

. o . Engie Core Procurement - TEST
Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

Let’s understand the key steps you need to perform while submitting your response to an RFP event. Q‘

Click each tab to learn how to complete this process.

Submit your response to
an RFP Event

Navigate to the Event Questionnaire page and click the Select Lots button.

Download Content Review Prerequisites w Print Event Information

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

Let’s understand the key steps you need to perform while submitting your response to an RFP event. Q‘

Click each tab to learn how to complete this process.

Submit your response to
an RFP Event

A
S S 3=
v

 Click the 1.0 Lot 1 check box.

* Click the Confirm Selected Lots/Line Items button.

Next

Lots Available for Bidding @

|7| Name

I ¥ 10 Lotl @

Back

11 ITEM1

Confirm Selected Lots/Line ltems

Click the Magnifier icon to enlarge the image.
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How to Submit Response to an RFP Event

Let’s understand the key steps you need to perform while submitting your response to an RFP event.

Click each tab to learn how to complete this process.

) Submit your response to
ey e e an RFP Event

» Fill out the mandatory fields marked with asterisks (*).

» Click the Submit Entire Response button.

\\\\\\\\\\\

== Doc1852450065 - GSP Single RFP Toolkit PPT 00:41:29

Round: 1

Your response to the prerequisites has been submitted

All Content

Name t

¥ 10 Lotlw

11 MEM1

signed document or document that is not accepted to be signed

%
ll eview your document to allow you to access the content of the tender. €& Test Document.docx

Test Toolkit

(*) indicates a required field

Save draft ]

[

4 Submit Entire Response Update Totals ] [ Compose Message ] [ Excel Import

Click the Magnifier icon to enlarge the image.
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Simulation

How to submit a response
to an RFP event?

@ Click the Start button to launch the simulation.

GET it
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otiation

You can communicate with a Buyer during negotiation through messaging.

Click each tab to learn more about the process.

___________________________________________________ Communicate and negotiate
$AP Aviba through messaging

GET it
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Event Details
On the RFP event page, click the Event Messages link Click the Magnifier icon to

under the Event Details section. enlarge the image.

Event Messages

Response History
Download Tutorials

Response Team

Step 1

Communicate and negotiate
through messaging

SAP Ariba

GET it
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SAP Ariba

GET

Click the Compose Message button.

Messages

MSG212977340
MSG212977338
MSG212857412
MSG212857411
MSG212857410
MSG212977332
MSG212977331
MSG212977330
MSG212977329

MSG212977320

No
Not Applicable
Not Applicable

ot

plicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable

Not

e 4

0210812024 06:43 PM

02/08/2024 06:09 PM

02/08/2024 05:55 PM

02/08/2024 05:55 PM

0210812024 05:47 PM

02/08/2024 05:44 PM

02/08/2024 05:44 PM

02/08/2024 05:44 PM

02/08/2024 05:44 PM

From

Engie Core Procurement - TEST
Supplier Toolkit [HeadQuarter]
Engie Core Procurement - TEST
Engie Core Procurement - TEST
Engie Core Procurement - TEST
Supplier Toolkit [HeadQuarter]
Supplier Toolkit [HeadQuarter]
Supplier Toolkit [HeadQuarter]
Supplier Toolkit [HeadQuarter]

ment - TEST
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Compose N

“ant

Sam Lim

Tool Kit

Sam Lim

Sam Lim

Sam Lim

Tool Kit

Tool Kit

Tool Kit

Tool Kit

Sam Lim

Tool Kit

Sam Lim

Tool Kit

Tool Kit

Tool Kit

Sam Lim

Sam Lim

Sam Lim

Sam Lim

Tool Kit

Lévénement GSP Single RFP Toolkit PPT n'accepte plus de réponses.
Une réponse (ID=ID1890531775) a été soumise pour l'événement GSP Single RFP Toolkit PPT.
La réponse & la condition préalable 3.3 soumise par Supplier Toolkit [HeadQuarter] (Tool Kit)..
La réponse & la condition préalable 3.2 soumise par Supplier Toolkit [HeadQuarter] (Tool Kit)..
La réponse 4 la condition préalable 3.1 soumise par Supplier Toolkit [HeadQuarter] (Tool Kit)..
Supplier Toolkit [HeadQuarter] (Tool Kit) a une condition préalable dont le statut est a répondu...
Supplier Toolkit [HeadQuarter] (Tool Kit) a une condition préalable dont le statut est a répondu.
Supplier Toolkit [HeadQuarter] (Tool Kit) a une condition préalable dont le statut est a répondu...
Une réponse (ID=ID1890531760) a été soumise pour I'événement GSP Single RFP Toolkit PPT.

Engie Core Procurement - TEST vous a invité a participer a l'événement GSP Single RFP Toolkit

Click the Magnifier icon to
enlarge the image.

Compose Message

Step 2

© ENGIE 2024
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On the Compose New Message pop-up window, enter the Subject of your message and compose your message in

the message field. Click the Magpnifier icon to
enlarge the image.

Compose New Message m ‘ Cancel ‘

From:  Supplier Toolkit [HeadQuarter] (Tool Kit)

To:  Project Team

Subject: I Doc1852450065 - GSP Single RFP Toolkit PP I—e

Attachments:  Attach a file

—size — w || —font—

|4

Communicate and negotiate
through messaging

SAP Ariba

GET i
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Add attachments, if needed and click the Send button.

Click the Magnifier icon to
enlarge the image.

Compose New Message 4’“ ‘ Cancel ‘

From:  Supplier Toolkit [HeadQuarter] (Tool Kit)

To:  Project Team

Subject: Doc1852450065 - GSP Single RFP Toolkit PP
I Attachments:  Attach a file I ;o

—size — w || —font—

|4

___________________________________________________ Communicate and negotiate
through messaging
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I Use DocuSign to Manage Contracts

Now let’s understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.
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Use DocuSign to Manage Contracts

I

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

M

< @“ - ¢ = .P 5
***Test Document***CW80068 - Test ...
. . . . g Training User SC001 via DocuSign test environme...
The II’]VIted Slg ner for DOCUS|g n (O Tuesday, February 13, 2024 12:50:26 AM
will receive an email. Click the DocuSign Next

REVIEW THE DOCUMENT

button. @
Training User SC001 has sent
you a document to review

and sign.
1 Back

REVIEW THE
DOCUMENT

Training User SC001
SC001@yopmail.com

Click the Magnifier icon to enlarge the image.

Buyer,

GET it
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Use DocuSign to Manage Contracts

I

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

M

DOC-USign eSignature Accueil Gérer Modéles Rapports

Environnement développeur

You are directed to the
DOCUS|gn page C“Ck the CWB80068 - Test Document.docx @ ::gtezo;iumemw

Identifiant d’enveloppe

I N E R De: Training User SCO01
u tto n . Dernigre modification le 12/02/2024 | 1723

Envayé le 12/ 024 | 1708

O Doit sj

CORRECTION DEPLACER RENVOYER PLUS ¥

Destinataires T= ORDRE DE SIGNATURE

Buyer #  Doit signer
SCO001&yopmail.com Envoyé le 12/02/2024 | 17:08

Message

Click the Magnifier icon to enlarge the image. Documant Signes

GLOBAL =
I ENTERPRISE -
G E TRANSFORMATION © ENGIE 2024 eNG'e 36



Use DocuSign to Manage Contracts

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

R eV| eW th e CO ntr act . Terminé! Cliquez sur Terminer pour envoyer le document terminé.
Qa QQ x»» B B @

DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope |D: AD28FCOD-4032-437C-8402-480055833871 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVIGE

998 drd Ave, Suite 1700 -+ Seattls » Washington 98104 « (208) 219-0200
TEST DOCUMENT a

www.docusign.com
|Ob|igat0\re - Signature appliquée|

Docusigned by: Signer

Training Usr S(oot ¥

Click the Magnifier icon to enlarge the image.
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Use DocuSign to Manage Contracts

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

LOOk for the S'gner button On Terminé! Cliquez sur Terminer pour envoyer le document terminé.
the Contract page. Then, affix Q@ Q@ &
your signature.

DocuSign Envelope 1D: AD28FCOD-4032-437C-B482-40C055833871

TEST DOCUMENT

|Ob|igat0\re - Signature appliquée|

DocuSigned by:

Training Usnr S(oo

Click the Magnifier icon to enlarge the image.
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DEMONSTRATION DOCUMENT ONLY

PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

998 drd Ave, Suite 1700 -+ Seattls » Washington 98104 « (208) 219-0200
www.docusign.com
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Use DocuSign to Manage Contracts

I

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

M

C | | C k th e b utto n Terminé! Cliquez sur Terminer pour envoyer le document terminé. 5 AUTRES ACTIONS v

once you have reviewed the @ Q@ v & B O
ContraCt and afﬁxed your DEMONSTRATION DOCUMENT ONLY

DocuSign Envelope 1D: AD28FCOD-4032-437C-B482-40C055833871 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

S I g n atu re . 998 drd Ave, Suite 1700 -+ Seattls » Washington 98104 « (208) 219-0200
www.docusign.com

TEST DOCUMENT

|Ob|igat0\re - Signature appliquée|
Docusigned by: Signer

Training Usr S(oot ¥

Click the Magnifier icon to enlarge the image.
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Use DocuSign to Manage Contracts

I

Now let's understand the key steps you need to perform to use DocuSign for Contract Management.

Click each tab to learn how to complete this process.

9 9 9 9 9
Step 1 Step 2 Step 3 Step 4 Step 5

< © &« o & 0 i

Deliverabillty  Reply Forwar Delete

M

**+Test Document***Completed: CW8...
2 DocuSign via the DocuSign test environment <dse...

You Wi" receive an email for the ®Tuesday,February13.202412253225AM
completed/signed Contract. p—.

Click the VIEW COMPLETED
DOCUMENT button to review the
updated Contract.

Next

DocuSign
S,

Your document has been signed

6 Back

VIEW COMPLETED DOCUMENT |

All signatories have completed CW80068

Click the Magnifier icon to enlarge the image. - Test Document docx

GET it
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Key Takeaways Here are the key takeaways from this course:

Some changes due to GET implementation are the digitization of
Sourcing activities, review of prerequisites before accessing Sourcing
documents and use of Ariba platform to submit offers and
communicating with the ENGIE team.

The key activities you need to perform to source and contract items in
the SAP Business Network are reviewing prerequisites and terms of
agreement, submitting your response to an RPF event and
communicating and negotiating through messaging.

Before you attempt to negotiate, it is important to first review
the Prerequisites and Terms of Agreement.

You can communicate with a Buyer during negotiation through
messaging.
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Course Assessment Introduction

Welcome to your end of course assessment!

This assessment gives you an opportunity to validate your understanding of the course. Your responses to the
guestions will be graded.

You will require minimum 80% to complete the assessment. Good Luck!

GET:
ENTERPRISE
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Course Completion

M Q@ U

You have successfully completed the
Course.

L Click the print button to download your certificate. Back

PRINT CERTIFICATE -

GET i ;
4
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