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IN THIS GUIDE, WE WILL INTRODUCE YOU TO THE YIT SOURCING PORTAL, THE PROCESS OF REGISTERING
AS A SUPPLIER, AND THE NAVIGATION WITHIN THE PLATFORM.

The purpose of registering on the YIT Sourcing Portal is to identify your organisation as a potential supplier for YIT. It
is not a commitment for YIT to award your company any business.

OVERVIEW OF THE YIT SOURCING PORTAL

The YIT Sourcing portal is a secure web based collaborative tool used by procurement professionals (buyers and
suppliers) to conduct strategic procurement activities online. These activities include:

e Request for information (RFIs)
e Request for Quotation (RFQs)
e Auctions

e (Contract Management

e Performance Management

The portal is free and easy to use for suppliers.
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WELCOME TO YIT
SOURCING PORTAL

This website is a collaborative portal for
YIT and its suppliers to conduct the
strategic activities of the procurement
lifecycle over the internet

Login YIT Contact Technical Helpdesk Supplier Guidance
Need a procurement contact? i ?
username Click here Negdassistances Generic Supplier Registration Video  »
: Please contact our helpdesk:
ssssscse © +44203608 4238
" Supplier Guide PDF >
Forgot your password? » @ help@bravosolution.co.uk

WARNING: Do not proceed if you are not an Authorised User. This application is protected by appropriate security measures. Access to and use is restricted to Authorised Users only. Any attempt to use this system in @ manner not authorised or any
attempt to alter, destroy or damage any Information contained within it may constitute a breach of the provisions of the Computer Misuse Act 1990 and/or other legisiation and shall leave the user liable to both criminal and civil proceedings. It is strictly
forbidden to attempt to access this system using any third party's logon identity. Anyone using this system consents to active monitoring for security policy compliance purposes.

© BravoSolution / System Requirements

Image 1: Welcome to YIT Sourcing Portal
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REGISTERING ON THE PORTAL

There are two ways to register your company into the YIT Sourcing Portal:

a) YIT Procurement Department will start the registration process for your company. YIT will add some
information against your company profile and you will have to continue the registration process by filling out
the remaining fields.

Note 1: When YIT starts the registration process on your behalf, you will receive the username and password
to the email address which was provided by you for the registration process.

Note 2: Even though YIT Procurement Department has already filled in some of the information relevant to
your company, you are responsible for the accuracy of these details. Please review thoroughly the fields that
have been populated, correct the information where necessary in the editable fields and highlight to YIT any
inaccurate information for further corrections. Send an email to YIT containing all the details that require a
change, along with the supporting documents.

b) You can register on the YIT Sourcing Portal through a registration link which will be sent to you by your YIT
contact person. In this case, YIT will not have prepopulated any information for your company and this will be
entirely your responsibility.

The portal is available in several languages and you can set your preferred language and time zone within your
user profile.

PORTAL USER AGREEMENT

On your first access to the tool you will be presented with the Portal User Agreement. Please read this document
carefully and accept or reject it.

In order to proceed with the registration process you must accept the Portal User Agreement by ticking the “I agree”
button and clicking the “Next” button as highlighted in the image 2 below (points 1 and 2).

Note: If you wish to download the Portal User Agreement as a PDF file you can do so from the top-right hand corner of
the screen (please refer to point 3 in the image 2 below).

Also, please ensure that you will have good internet connection while performing the registration process, because in
the event of lost connection, you will have to fill in all the information again.
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® Close

User Agreement

USER AGREEMENT

1. Introduction -~
1.1. This user agreement between YIT (Buyer) and the potential or actual supplier (Supplier) concems the Supplier's right of use to the YIT's Sourcing Portal system (System) and use of the System in a case where the Supplier responds to the Buyer's invitation to partiipate in the Buyer's Sourting procedure. A separate agreement is
applied to all sourcing

1.2, If the Supplier-user (as defined in Clause 4.1 below) logs in to the System with the Supplier's usemame and password, it accepts this user agreement and agrees to follow it

2. System

2.1. The System is offered by BravoSolution and the Buyer is responsible for its operation.

2.2. Allntellectual property rights to the System, including all patents, copyrights, database rights, design rights, trademarks, domain names, expertise, ufility models and model rights regardiess of whether they have been or can be registered and, where necessary, applications conceming such rights belong to BravoSolution
2.3. Gomespondingly, al intellectual property rights to the System’'s data content belong to the Buyer. All material related to procurements that s transferred through the System remains the property of the Buyer and may not be used by the Supplier for purposes other than the procurement in question.

2.4. The Buyer reserves the right to interrupt the availabilty of the System andior postoone it andor prevent its use at any time without liabilty to pay compensation by notiying the Suppiler of ths in the System.

2.5. The Buyer offers the System “as itis” without any warranty or assurance of ts operation

2.6 The Buyer is in no way responsible for informaton o links in the System that direct Supplier-users to such extemal sources that are not under the Buyer's reasonable control

3. Rights of use
3.1. Pursuant 1o the terms of this user agreement, the Buyer grants the Supplier a Supplier-ser the right of use to the System free of charge so that the Supplier can respond to the Buyer's invitations related to the sourcing procedure.

3.2. The Supplier may only use the System in order to respond to an invitation that concers participation in the sourcing procedure based on this user agreement and ofher rules presented in the System. The Buyer can deny the user right of the Supplier andor one or several Supplier-users to the System without separate nofification.
3.2. Notwithstanding the Buyer's other rights, the Buyer reserves the right to prevent the use of the System without separate notfication for technical or legal reasons.

I have read and agree to the User Agreement

°| @ Iagree I ©  Idonotagree
=]

Image 2: Portal User Agreement

UPPLIER REGISTRATIO

Once you have agreed the Portal User Agreement, you will be directed to fill in registration relevant information.

The process encompasses four steps and you are able to see the progress of your registration in the progress bar in
the top of the page.

1. Registration data

Registration Data Basic Profile Forms My Category Selection Registration Confirmation

Registration data is divided into two main sections: Organisation Details and User Details.

The first section’s purpose is to collect information about your company (please refer to image 3 below).
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Organisation Details

= Organisation Name

Supplier Alfa

« Country FINLAND v
* Address Street 1
= City Helzinki
* Postal Code 00108
* VAT Number 12345675

Company Registration Number 123456738

Dun & Bradstreet (if applicable) 123456738

= Organisation Email Address supplier@alfa fi

Main Organisation Phone Number +35864525151515

Web site waww_supplieralfa.com

Image 3: Supplier Registration Form — Supplier’s Organisation Details

The second section of this registration form is to capture information about your company’s key user that will use the
portal (image 4).

User Details
= First Name Supplier
*» Last Name Alfa

Username (recommended to use your supplier@alfa.com
email address) (please do not forget
your usemame)

# Email Address IMPORTANT: This email
address will be used for access to the
site and for all communications. Please
ensure you enter the address correctly.
Please use ;" (semicolon) to separate
multiple addresses.

a.radu@bravesclution.com

Phone Number

+3588562626246282
Department oy
Role within Organisation Project manager v

# Preferred language for use in system
interface

English (LIK} v

sjlinelZone (GMT + 2:00) EET(Eastem Europe Time), Helsinki, Athens, Sofia. Bucharest v

Image 4: Supplier Registration Form — User Details
Note 1: All fields with a red asterisk (*) are mandatory.

Note 2. Kindly remember to select your preferred language and time zone from the dropdown lists provided under the
user details.
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When you are confident that all the fields are filled in to the best of your knowledge, click the “Save” button on the
top right hand side of the screen as highlighted in the image below:

Registration Data

Registration Data. Basic Profile Forms My Gategory Selection Registration Gonfirmation
E —
Organisation Details @ Reset

* Organisation Name Supplier Procurement

Image 5: Supplier Registration — Save records

2. Basic Profile Forms

Registration Data Basic Profile Forms My Category Selection Registration Confirmation

The next registration process step is the Basic Profile Forms, which contains a set of questions to inform YIT
Procurement Department about your company.

Please ensure you answer all the questions marked with a red asterisk, those being mandatory. Answering the non-
mandatory questions will give to YIT additional information helping them to make informed decisions. Once you
answered the questions on the screen, please click “Save & Continue” to proceed to the next questions on the basic
profile forms.

Basic Profile Form: Basic profile - General

Registration

Registration Data Basic Profile Forms My Category Selection Registration Confirmation

General

Code of Conduct * Please confirm that you have acknowledged YIT's Code of Conduct. v Cade of Conduct pdf

Supplier Requirements # Please read the atiached Supplier Requirements and confirm that you aceept them, ¥ @ Supplier Requirements pdf

Image 6: Basic Profile Forms: Answering basic profile questions
Note 1: All fields marked with a red asterisk (*) are mandatory.
Note 2: Notice the progress bar on top of the screen is highlighting where you are with the registration process

Note 3: When requesting changes to your details you may be required to provide relevant evidence documents (e.g.
headed letter from the bank attesting the bank detail changes or copy of your renewed certifications).

3. My Category Selection

Registration Data Basic Profile Forms My Category Selection Registration Confirmation

“My Category Selection” is the third step of the registration process and this will be displayed to you once you have
answered the questions part of the Basic Profile Forms.

YIT category tree will be presented on the screen and you can drill in to the different branches to select all the relevant
categories to your organisation.
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Categories

Registration

Regisiration Data Basic Proflle Farms My Category Selection Regisiration Confimation

(] Deselect All
| Display Selected Only | | § Expandan | | ¥ colapse an

) Categones (sslected ftems: 2)

= 010000 - Matarial

100 - Appiances and fumiture

Asphat Mass
" @ Quiot-smnen
Qo
Qom0z03 -

Q 00204 -

Ready Asphalt

Q 010205 - RaP

Q 010501 . Explosives and related equipment

= 010600 - Other Materials

Image 7. Categories selection

Note 1: if you are unsure about the selections to be made, please get in touch with your YIT contact person

4. Registration Confirmation

Registration Data Basic Profile Forms My Category Selection Registration Confirmation

This is the final step of the registration process and if you completed all the previous steps, the system will notify you
about the successful registration of your company into the portal.

By clicking “Main Page” button on the top right, you will be directed to the login page where you are able to login into

the portal by using the login details received via email as a result of successfully completing the registration.

Registration Confirmation

Registration Data Basic Profile Forms Iy Categery Selection Rsgistration Confirmation

Image 8: Registration Confirmation

The print screen below (image 9) is the portal login page which you will use from now on to access the portal. The
YIT login page is available in multiple languages and you can select the preferred one.
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Login YIT Contact
username Need a procurement contact?
Click here.

Forgot your password? »

YIiTr

S L7 =] oy p—) ]
e S |7 o= G o Sl o< M | -

WELCOME TO YIT
SOURCING PORTAL

This website is a collaborative portal for
YIT and its suppliers to conduct the
strategic activities of the procurement
lifecycle over the internet

Technical Helpdesk Supplier Guidance

Need assistance?

Please contact our helpdesk:
© +44203 608 4238

@ nelg@bravosolution co.uk

Generic Supplier Registration Video  »

Supplier Guide PDF >

WARNING: Do not proceed if you are not an Authorised User. This application is protected by appropriate security measures. Access to and use is restricted to Authorised Users only. Any attempt to use this system in a manner not authorised or any
attempt to alter, destroy or damage any Information contained within it may constitute a breach of the provisions of the Computer Misuse Act 1990 and/or other legislation and shall leave the user liable to both criminal and civil proceedings. Itis strictly
forbidden to attempt to access this system using any third party's logon identity. Anyone using this system consents to active monitoring for security policy compliance purposes.

© BravoSolution / System Requirements

Image 9: YIT Sourcing Portal login page

FIRST LOGIN

Check your email (the one you provided with when performing the registration) and log in with the Username and

Password that have been sent.

At your first login, you will have to accept again the Portal User Agreement and afterwards you will be asked to change

your password for security reasons. Follow the instructions highlighted on the screen shot below (image 10):

Specify a new Password in order to proceed

A For reasons of security you are required to change your Password.
Please enter a new Password in the fields below, and click "Submit” to continue.

Passwords must contain at least 8 characiers
Password must be different from login!

" The new password must be different from the previous 10 passwords
Passwords must contain both letters and numbers

New Password

Confirm Password

|

X Cancel

Image 10: Change password

8
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Enter the new password and click ‘Submit’. This will then bring you to the “Supplier Reserved Area” page, which is
basically your main navigation page.

YiTr
Supplier Reserved Area

Organisation profile

Dashboard
» Manage organisation profile
Request for Information (RFI) ? Modify password
¥ Manage users
Request for Quotation (RFQ)
Auctions YIT Contact

Need a procurement contact?

Contracts ;
Click here.

) o3 0 ) &) @

Log Out
Helpdesk

Need assistance?

Please contact our helpdesk:
(© +44203 608 4238

@ help@bravesolution.co.uk

& BravoSoclution System Requirements

Image 11: Supplier Reserved Area

On this page, you have a number of different options to select from, including managing your Request for Information
(RF1), Request of Quotation(RFQ) and Auction activities, Organisation Profile, Dashboard and User Management
options.

SUPPLIER PROFILE: ORGANISATION PROFILE

To update your company profile settings, click on the “Manage organisation profile” link.

Organisation profile

* Manage organisation profile I

# Modify password

» Manage users

Image 12. Manage organisation profile

This will bring you to a page where you can update your Registration Data, Basic Profile, Status Summary and see the
Response History.
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n Registration Data Basic Profile Extended Profile Status Summary Response History

LS Organisation Name: Supplier Alfa

ﬂ Organisation Details

[ Eait

Organisation Name

P i)
=g

Country

Address

City
Postal Code

VAT Number

Company Registration Number
Dun & Bradstreet (if applicable)
Organisation Email Address

Main Organisation Phone Number

Web site

Supplier Alfa
FINLAND

Street 1

Helsinki

00108

12345675
123456789
123456739
supplier@alfa fi
+35864525151515

www. supplieralfa.com

Image 13: Supplier profile page — supplier details management

Note: not all the fields can be modified! If you require an update to any of the read only fields, you should get in touch
with your contact person from YIT Procurement Department.

Once on the page, you can move to other tabs such as, ‘Basic Profile’, ‘Extended Profile’ ,’Status Summary’ and
‘Response History’ (highlighted on the image 13 above).

SUPPLIER PROFILE: DASHBOARD

The “Dashboard” gives you the possibility to see at a glance relevant activities and information for your company.
To access the “Dashboard” page from the supplier reserved area, click into the “Dashboard” hyperlink (images 14 and

15 below).

10
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hd b a

Yir
Supplier Reserved Area

Dashboard

Request for Information (RFI1)

Request for Quotation (RFQ)

Auctions

Contracts

Log Out

nl~ATINS)

© BravoSolution System Requirements

Organisation profile

? Manage organisation profile
? Modify password

? Manage users

YIT Contact

Need a procurement contact?
Click here.

Helpdesk

Need assistance?

Please contact our helpdesk:
(© +44203608 4238

@ help@bravosolution.co.uk

Image 14. Supplier Reserved Area — Dashboard link

n Main Dashboard

Quick Links
- - Standard Links
g] Organisation Profile
My Auctions
“
@_B My RFIs
My RFQs
ofe
Sl
My Contracis

List of Directories

New Messages (last 30 days)

@® No Unread Messages

) No RFls to display

) No RFQs to display

) No Auctions to display

My RFIs with Pending Responses -

My RFQs with Pending Responses -

Open and Pending Auctions -

Image 15. Dashboard

Note: once you are in the portal you can return to the “Dashboard” page anytime by selecting ‘speedometer’ tab on
the navigation menu on the left hand side of the screen (image 16).

11
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-] G &
= Dashboard Main Dashboard
- 1 My RFls with Pending Responses -
{'.\ Sourcing
No RFls to display
| My Organisation
N My RFQs with Pending Responses -
B 4  File Sharing
.) Mo RFQs to display
28 User Management

List of Directories Open and Pending Auctions -

New Messages (last 30 days) - Mo Auctions to display

No Unread Messages

Image 16. How to return to the “Dashboard” page

The Dashboard has different portlets which highlight the activities requiring your immediate attention (see image
17).

n Main Dashbeoard (i)
Quick Links - My RFls with Pending Responses -
L - Standard Links
No RFls to display
ﬂ Organisation Profile
My Auctions
N My RFQs with Pending Responses -
l,?_ B My RFls
Buyer RFQ Closin Response
trRres — QG ARiSation e Dt TiE SIS
— My Contract:
My Contracts i
! [ERELEGE 01/02/2018 No Response
[% Construction Project YIT 0000 Prenared
List of Directories 2018 : P
New Messages (last 30 days) - Open and Pending Auctions -
RFQ (1) ) No Auctions to display
Unread Messages in: Organisation Name
[B)RFQ_Bridge Construction Project 2018 YIT

Image 17: Dashboard view portlets

You can customise the Dashboard layout by using the “Configuration” icon in the top-right hand corner. You are able
to select how you would like the content to be displayed on the screen (see image 18).

12
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n Main Dashboard

Standard Links

ty Auctions Define Tab Title Set Columns
v LiarE Title 25%/50%/25%
RFQs Main Dashboard

33%/33%/33%

ty Contracts / 25%(75%

50%/50%

New Messages (last 30 (

Unread Messages in: Organisation Name

Quick Links My RFls with Pending Responses

i1ses

RFQ Closing Response
Date/Time Status

01/02/2018 No Response

00:00 Prepared

Image 18. Dashboard view configuration

The icons on the left-hand side of page can be used to access major areas of the system. Clicking onto these icons and
areas will expand the menu for further navigation options across the system (as shown in the image 19 below).

[Dashboard

§Sourcing Projects ¥
RFls i
4] My Organisation Status RFQ Closing
| Reos > MyRFQs
By i i fury uuzIZUTO VULY
B File Sharing .
Contracts ilosed: To Be Evaluated  17/08/2017 15:00

X0 lUser Management

ToEarz

Buyer
Organisation

YIT

YIT

Response Status

No Response Prepared

Response To Be Submitted To
Buyer

20 E Page 10of 1

Image 19. Menu for navigation

You can also update your personal details if needed- from the top-right hand corner of the “Dashboard” view select

“User Profile” (image 20).

Welcome Supplier Alfa

English

User Profile

Image 20. Update personal details

In the new screen, click on “Edit” to update your user details or click on “Modify Password” to change the password

(image 21):

13
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22 Modify Password

User: Supplier Alfa

User Details (¥ Eait
—

First Name Supplier

Last Name Alfa

Username supplier@alfa.com

(recommended to use your email

address)

Email Address a radu@bravesolution.com

IMPORTANT: This email address
will be used for access to the site
and for all communications.
Please ensure you enter the
address correctly. Please use
"' (semicolon) to separate multiple
addresses.

Phone Number +3689562626246262
(Please make sure you enter this

correctlg. The ghone number must
Image 21. Edit user details or change password

SUPPLIER PROFILE: USER MANAGEMENT

This  functionality allows you to add additional wusers to your company account, if required.
There are two ways to create additional users:

Option 1: From the “Supplier Reserved Area” page, click into the “Manage users” hyperlink (see image 22).

14
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YIiTr

YiT’r

Supplier Reserved Area

Dashboard

Request for Information (RFI)

Request for Quotation (RFQ)

Auctions

Contracts

Log Out

o 0 i) & [

© BravoSolution Systemn Requirements

Organisation profile

» Manage organisation profile
? Modify password

? Manage users

YIT Contact

Need a procurement contact?
Click here.

Helpdesk

Need assistance?

Please contact our helpdesk:
© +442036084238

@ help@bravosolution.co.uk

Image 22. Manage users link

Option 2: From the “Dashboard” navigation menu on the left hand side of the screen, follow the path “User

Management -> Manage Users -> Users” (see image 23).

(%) Dashboard
s\ Sourcing ] Enter Fitter (type to start search) ¥
g My Organisation ’
[.3 @ File Sharing
-
User Management I Manage Users >  Users
Default Users User Roles
Divisions

Image 23. User Management — Navigation menu

15
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277

To create additional users to your organisation, click “Create”’ button from the top right (image 24), enter user details
and click ‘Save’ (image 25). This will trigger an email with a password which will be sent to the new user that you

created.

n users w

__.* Create f ...
&‘l Filter By: All Users Enter Filfer (type fo start searc! ¥
E]| No Users to display
3

H LODWVEIRHT 00N 9142 BB AVNSA LITIAR AT,

Image 24. Create additional users

New User

User Details

* Last Name
* First Name Doe
User Tag for Codes

* Email a.radu@bravosolution.com

* Telephone Number +358 50 341 6215

The Mobile phone number must
start with '+' and contain digits
from0to 9

(min 8 max 15) with no spaces. The
first number can not be 0.

* Division Name Division
Department . _
Role Name - .

* Choose your Username and check additionalsupplier
it is not already in use

# Preferred Language English (UK)

* Time Zone (GMT + 2:00) EET(Eastern Europe Time), Helsinki, Athens, Sofia, Bucharest

Image 25. Save records for the new user

The system will prompt a message informing you that your colleague has been registered as a new user and that the
login details have been sent via email to the email address you provided at the creation stage (image 26).

16
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New User

Doe Joe has been registered as new user. Login details have been sent via email to: aradu@bravosolution.com
)} NO USER RIGHTS ARE ASSOCIATED TO THIS ACCOUNT THEREFORE ANY NEW USERS WILL NOT SEE ANY OF THE TENDERS YOU ARE RESPONDING TO. To provide them with the comect
access, please review the user rights of the account in order fo grant access to objects.

t"/\p"lew User Rights

Image 26. New user creation confirmation

At this stage, the new user has been created, but no rights have been associated to this account, therefore you will
have to determine the user rights you would like to assign to this colleague. To perform this activity first click on “View
User Rights” (refer to image 26 above) and a new screen with all the user right options will be displayed. On this screen,
please click on “Edit” buttons available for each section and select from the dropdown list the relevant option (as

highlighted on the screen below —image 27).

|~ Backto List

User: Doe Joe

Division: Division

Details

User Detalls ~ User Rights

Auctions

(% Edit

[ Edit Auction Rights

Visibility of Auction Lists
Access Auction Details
Access to Auction Monitor
Participate

Contact Visible to Buyer

Manage Messages

RFx

No

No

No

Mo

No

No

[ Edit RFx Rights

Visibility of RFx Lists
Access RFx Details
Create Response

Modify Before Publishing

Modify and Submit

No

No

No

No

No

Image 27: User Rights selection
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RESPONDING TO AN RFI OR RFQ

When invited to an RFI (Request for Information) or RFQ (Request for Quotation) you will receive an email notification
containing a summary of the event and a quick link taking you to the portal (as exemplified below):

|supplieralfa
=

|
send

Subject [Invitation to RFQ - Request far Quotatian Code rfq 233 an VIT Sourcing

|Dear supplier,
YIT invites you to participate in the following RFQ - Request for Quotation on Lemminkainen Sourcing

Type: RFQ - Request for Quotation

Code: rfg_223

Title: RFQ_Bridge Construction Project 2018
Owner: Super User

Project Code: Project_96
Project Title: Project_96

IMPORTANT:

In order to participate in the RFQ_- Request for Quotation you must now create and submit a response to the Buyer. Instructions are provided below. The deadline for submitting a response to the RFQ - Request for Quotation is:
Date: 1 Feb, 2018

Time: 00:00 (EET - Eastern European Time)

It is important that you comply with the above deadline as late submissions may not be accepted and you will risk exclusion from this RFQ - Reguest for Quotation.

and enter your Username and Password:

Or browse as follows:

- Connect to https://yit.bravosolution.com

- Enter your Username and Password

- Go to RFQ - Request for Quotations

- Click rfg_223 to view the details of the RFQ - Request for Quotation

Image 28: RFx event notification

Alternatively, to access the event/s, you should connect to the YIT portal by using your username and password and
on the Supplier Reserved Area page click on “Request for Information (RFI)” or “Request for Quotation (RFQ)”.
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YIiTr

Yir

Supplier Reserved Area

Dashboard

Request for Information (RFI)

Request for Quotation (RFQ)

Auctions

Contracts

P 3 Dp|GD &) 6

Log Out

© BravoSolution System Requirements

Organisation profile

» Manage organisation profile
? Modify password

» Manage users

YIT Contact

Need a procurement contact?
Click here.

Helpdesk

Need assistance?

Please contact our helpdesk:
(© +44203608 4238

@ help@bravesolution.co.uk

Image 29. Access RFI’s and RFQ’s from Supplier Reserved Area

If you are already into the portal, in the dashboard area you will also be able to identify the events you were invited

to answer to.

n Main Dashboard

£
Quick Links
'\.@' ~ Standard Links
‘ﬂ Organisation Profile
My Auctions
? @ My RFIs
My RFQs
obe
At

My Contracts

List of Directories

o i+
My RFls with Pending Responses -
No RFls to display
My RFQs with Pending Responses -
RFQ Title gl;lyer_ _ RFQ Closing Rﬂeﬂspm:nse
gg%?iﬁ%i Project  YIT ga{ggfzma 'F‘,';E:fe%‘me

New Messages (last 30 days)

RFQ (1)

Unread Messages in: Organisation Name

[% RFQ_Bridge Construction Project 2018

Open and Pending Auctions

*) No Auctions to display

Image 30: Access RFI’s and RFQ’s from the Dashboard

Once you have accessed the event, read all the information provided to you.
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In some cases, you may be asked to accept a Terms and Conditions document/a specific document before having
access to the RFP/RFI details (as highlighted in the print screen below).

X Camcel

/4 You must first download the Terms and Conditions D: by clicking on the d name ‘

Please download and read the Terms and Cenditions Document and agree to it in order to have access to negotiation details.

Supplier Agreement

Terms and Conditions Document
m RFQ Specifications_blank.docx (0 KB)

o

Confirm that you have downloaded and read the Terms and Conditions Document

| Agree with All Terms and Conditions | don't Agree
O O

Image 31: Accept Terms and Conditions

After you have read all the information you can start building your response. To perform this activity, you will have to
click on “Create response” button (point 2 in the print screen below) under “My Response” tab (point 1). (see image

32)
Note: the status of your response is displayed on this screen too (see point 3).

= Backto List

RFQ: rfq_223 - RFQ_Bridge Construction Project 2018

Running
Project: Project 96 - Project_96
Closing Date: 01/02/2018 00:00:00
Response Last Submi 3 Not Submitted Yet
RFQ Details Messages (Unread 1)
Settings Buyer Artacnmen“ My Response ser Rights
e Create Response ' Decline To Respond

Image 32. Create Response
There are two possibilities to edit your responses:

1. Offline — you will export response form from the tool and you will fill in all the needed details in an excel
template. After completing the form responses on excel, you will have to import the excel back to the tool
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& Back to List e

RFQ: riq_223 - RFQ_Bridge Construction Project 2018 Running

Project: Project 98 - Project 96
Closing Date: 01/02/2018 00:00:00
Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 1)

Seftings  Buyer Attachments (0) My Response  User Rights

L_':J Exportimport Response
My Response Summary /

Missing optional responses (2)
No additional attachments

1 Qualification Response
2. Technical Response Missing mandatory responses (3)

3. Commercial Response Mandatory fields missing (1) Total Price (excluding optional sections) 0

Total Cost Total (excluding optional sections) 0

Image 33. Export/Import Responses-button

In the next screen, click on “Download” button to be able to save on your computer the excel spreadsheet
containing the questions you will have to answer for this RFP/RFI. Into this spreadsheet enter your responses,
by following the instructions mentioned into this excel document, and then import your completed answers
back into the portal (refer to images 34 and 35).

RFQ: rfq_223 - RFQ_Bridge Construction Project 2018 Running

Project: Project_96 - Project_96
Closing Date: 01/02/2018 00:00:00
Response Last Submitted On:  Not Submitted Yet

Edit Mode

|~ Back to Response

Help To Create & Import Your Response

This screen allows you to download an Excel spreadsheet containing the RFQ questionnaire. You may use the spreadsheet to compile your RFQ response. Once you have completed the spreadsheet you
should return te this screen and import the spreadsheet in order to populate the online questionnaire

Select File to\mportl Browse.. (@ Import Excel &, Download h—"

Image 34. Downloading the Response Spreadsheet
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NOTE: PLEASE DO NOT ADD OR REMOVE ANY WORKSHEETS, CELLS, ROWS OR COLUMNS FROM THE EXCEL RESPONSE SPREADSHEET, OR EDIT ANY FORMULAE WITHIN TH
RFQ Response Questionnaire for: rfg_73
COLOUR LEGEND

Response Optional
Response Mandatory

Ignored During Import I

Questionnaire Information

Currency:EUR

1 Qualification Envelope
1.1 ier Requirements
Question Description Response Type Response Guide Response
111 Supplier Please read the aftached Supplier Option List Select one of the Yes
Requirements Requirements and confirm that you Options listed in the
accept them drop down menu on the
bottom right of the
response box
1.2 pplier Complian
Question Description Response Type Response Guide Response
1.2.1 CSR Policy Does your company have a Corporate Yes/No Value Select the applicable
Social Responsibility Policy? response from the drop
down menu on the
bottom right of the
response box
122 CSR Policy If you answered "Yes" to the previous Attachment The applicable
attachment question, please attach your CSR policy attachment must be
document. uploaded online

Image 35. Filling in the response spreadsheet

2. Online —in this case, you will edit the responses directly into the portal
Online responses can be filled in straight into the portal. You can access to answer your responses by clicking

“Edit response” button. Please note that RFQ could be built with different sections like Qualification, Technical
and Commercial and you are expected to answer all the mandatory questions behind these sections.

: View Response Index Only

1. Qualification Response (Questions: 3 ) _4‘ [ Edit Response

1.1 Supplier Requirements - Section of Profile Questions

Question Description Response

111 ._ﬂ Supplier Reguirements * Please read the attached Supplier Requirements and confirm that you accept them Yes

1.2 Supplier Compliance - Question Section

Question Description Response
1.2.1 CSR Policy Does your company have a Corporate Social Responsibility Policy?
122 CSR Policy attachment If you answered "Yes" to the previous question, please attach your CSR policy document. (no file attached)

1.3 Additional Attachments Area

Image 36. Edit Responses into the portal

NOTE ! In both cases — online or offline - remember to click “Submit Response” when your answers are ready, this
should be done before the deadline.
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= Backto List

RFQ: rfq_223 - RFQ_Bridge Construction Project 2018 Running

Project: Project 96 - Project_96
Closing Date: 01/02/2018 00:00:00
Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 1)

Seftings Buyer Attachments (0) My Response = User Rights

_*' Lf_:JExpcrt.flmpcrtResponse

My Response Summary

Image 37. Submit response

Questions concerning the RFI/RFQ?

Use the “Messages” function to communicate with YIT Procurement Personnel. This is a secure communication
method.

RFQ Details Messages (Unread 1)

Create Message fReceived Messages | Sent Messages = Draft Messages  Forwarded Messages

- <

Image 38: Create message

PARTICIPATING IN AN AUCTION

When invited to an auction you will receive an email notification. To access the event, you will have two possibilities:

1. Click on the link on the email (similarly to the one received for RFI/RFQ invitation)
2. Connect to the YIT sourcing portal by using your username and password and click on the “Auctions” link
(image 39)
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YIiTr

Yir

Supplier Reserved Area

Dashboard

Request for Information (RFI)

Request for Quotation (RFQ)

Auctions

Contracts

Log Out

P PP & @

& BravoSolution System Reguirements

Organisation profile

» Manage organisation profile
¥ Modify password

¥ Manage users

YIT Contact

Need a procurement contact?
Click here.

Helpdesk

Need assistance?

Please contact our helpdesk:
© +44203608 4238

@ help@bravosolution.co.uk

Image 39. Accessing Auctions from Supplier Reserved Area

24

To participate in the auction, click on the “Auction Monitor” screen.

= Backto List

Auction: Auction_4 - New Joinees Kits

Project: Project_96 - Project_96

Auction Details Messages (Unread D)

I 2] Auction Monitor -

Running

Seftings =~ Buyer Attachments (0) User Righis
Overview
Auction Code Auction Title
Auction_4 New Joinees Kits
Auction Description Test Auction
The new joinees kit should contain: laptop, phones No

Auction Format Auction Direction

English Reverse Auction
Buyer Organisation Buyer
Lemminkainen Super User

Categories

@ 020402 - Desktops, Laptops, Tablets, Phones and mobile devices

Image 40. Auction Monitor

In the next screen please select the client version you would like to use.
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Java (TM) version (requires Java Plug-in version 1.8 or later)

@  HTML version

Image 41. Client version

[0  Remember selection

Auction Monitor screen will be displayed and you will have to bid by entering a price in the “Submit Bid” area
(see image below). Throughout the life of the event you will see a summary of the main auction elements and
your current ranking, those things will be helping you to decide your bidding strategy.

Auction Monitor

Code Subject Status Base Price Currency Time Remaining
Auction_4 New Joinees Kits Not Running 800 EUR 00:00:00
Reserve Price Minimum Bid Decrement Your Rank Best Bid Bid Required to Lead

Not reached 20 Single 0

List of Bids { Submit Bid l

Supplier Bid Date/Time Bid Time Bid [ Bid m '

/

Image 42. Submitting a bid in the Auction Monitor screen

Please find below the explanations for the fields appearing on the auction monitor screen:

v Auction Code: unique reference code (system generated)

v' Subject: title of the auction and it allows you to identify the scope of this bid (the item/s or
service/s for which you are invited to bid)

v/ Status: this is the status of the auction; “running” status is the one allowing you to bid

v' Base price: indicates the maximum (minimum in Forward Auction) price above which you are
prevented from placing bids. (in the print screen above you notice that the base price is 800 EUR,
meaning that you will have to bid below this amount)

v" Currency: main currency of the auction, the currency you need to use while bidding

v" Time Remaining: the time until the moment the auction will end.
II11Please monitor this carefully throughout the duration of the event, because the time can be
extended if there will be activity/bids being submitted during the last minutes of the event.
The time extension depends on the buyer’s strategy to run the auction and you will receive clear
instructions from YIT whenever you will be invited to an event.

v" Minimum Bid Decrement: defines the minimum level that suppliers may reduce their bids by

<

Your rank: displays the current rank in the auction

v Supplier: if this setting is enabled by the buyer, it will allow you to see, real time, what the other
suppliers are doing; the suppliers’ identity will be protected either by system-generated random
letters or simply by not displaying their names
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CONTRACT MANAGEMENT

If you will be awarded, you may be asked to approve a contract or pricing within the portal, or to sign it electronically.
You will receive an email alert if this is the case.

Also, you can verify if there is any required activity with regards to contracts by clicking on “Contracts” link from the
“Supplier Reserved Area”.

YiTr
Supplier Reserved Area

Organisation profile

Dashboard

» Manage organisation profile
Request for Information (RFI) » Modify password

» Manage users

Request for Quotation (RFQ)

@ |5 P ) &

uctors YIT Contact
?
Contracts Nged a procurement contact?
Click here.
Log Cut
Helpdesk

Need assistance?

Please contact our helpdesk:
(© -+44 203608 4238

@ help@bravosolution.co.uk

& BravoSolution System Requirements

Image 43. Contracts link

Any contracts requiring review or approval will display in the Contracts in Negotiation portlet on the dashboard.

Click on the contract name then go to Contents Management to see the content requiring approval.
Once the contract was mutually agreed by both parties, if YIT decided to use the eSignature for the contract, you will
receive an email alert from DocuSign (DocuSign is the 3rd party provider facilitating the eSignature process).

The signature process takes place exclusively in DocuSign.
To start the signature process, the signer/s should click on “View Documents” link (see image 44 below)
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DocuSign Demo System <dse_demo@docusign.net> M RADU Aniela

Signature Request for Proposal in Contract Contract_99

0 If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictur

Action Items

Please review and sign your document B

From: BravoSolution Demo (dse_demo@bravosolution.com)

Dear Alfa Supplier,

BravoSolution Demo has sent you a new DocuSign document to view and sign. Please click the "View
Documents' link below to begin signing.

Master Contract Document Proposal: 1

Contract Code: Contract 99 "——
Contract Title: Master Service Agreement for Bridge Construction

Main Contractor/Supplier: Supplier Alfa

___‘ View Documents

Alternately, you can access these documents by visiting docusign.com, clicking the 'Access Document' link, and
using this security code:

CEED95738D28D457TAAAT2C3IFBOF665FAGT

This message was sent to you b’}" BravoSolution Demo who is using the DocuSign Electronic Signature Service. If
vnll wintild rather nnt reraive e_mail frnm thiz cendar vnn mav cantact the cander with voor renniect

Image 44: DocuSign email notification

Clicking on “View Documents” will take the signer to the content of the contract where he can scroll through to
review it. Once the review is completed, the signer will have to click on “Continue” in order to go to signature area.
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Request for Signature

o
@® BravoSolutio|
L]

BravoSolution Demo
BravoSolution Powered by Do:u%-

Master Contract Document Proposal: 1
Contract Code: Contract_99
View More

Please review the documents below. CONTINUE MORE OPTIONS

Image 45: Moving to signature area

On the defined signature page, the signer should click on “Sign Here” button to be taken to the next screen where he
can confirm the name/initial and choose to adopt one of the pre-set signature styles or alternatively, they can write
their own signature by clicking “Draw”. When ready, the signer will click on “Adopt and Sign”. (see image 46):

Adopt Your Signature

Confirm your name, initials and signature.

* Required

Full Name* o Initials* e

Alfa Supplier AS

Draw ‘ ’

DocuSigned by: DS

ALfa. Suppliew (S

F387FCD2360A42D...

PREVIEW Q Change Style | |

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts — just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

Image 46: Sign electronically the contract
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The chosen signature will be then positioned against the relevant signature area and the signer will have to click on
“Finish” with to successfully complete the process.

Done! Click Finish to send the completed document. m MORE OPTIONS

Contract_99_1.docx 4 of 5

DEMONSTRATION DOCUMENT ONLY

DocuSign Envelope ID: 72A71839-70F0-4C12-BECT-BS9E74230018 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
999 3rd Ave, Suite 1700 + Seattle » Washington 98104 « (206) 219-0200
WWW mcusngn com

Name: Name:

Aniela Radu Alfa Suppli§ Required - Signature Applied |
; B

Signature: Signature: Uu:u Suﬂ;hw
....... FMIECJ}Z&XEML‘...._;E

Image 47: Finalise the eSignature process

And then they are presented with the completion screen (image 48)

You're Done Signing

You may download or print using the icons above.

CONTINUE

Image 48: eSignature confirmation
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SYSTEM REQUIREMENTS

To use the portal at an optimal level, please make sure you are aware about the System Requirements, which could
be accessed from the main login page or your “Supplier Reserved Area”:

Yir
Supplier Reserved Area

Organisation profile

Dashboard
?» Manage organisation profile
@ Request for Information (RFI) ? Modify password
N ?» Manage users
Request for Quotation (RFQ)
C& Auctions YIT Contact
Pam—
?
Contracte Nged a procurement contact?
Click here.
wp Log Out
[: Helpdesk

Need assistance?

Please contact our helpdesk:
© +24203608 4238

@ help@bravosolution.co.uk

© BravoSolution System Requirements b

Image 49. System Requirements

NEED ASSISTANCE?

If you need assistance on how to use the portal or you have technical queries concerning the use of the tool please
contact the technical helpdesk — “Helpdesk” (English only).

If you need information about details of RFQ’s, RFl’s, Auctions or Contracts visible to you please navigate to “YIT
Contact” (point 2 from the image below) and select from the list the relevant person/s.
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Yir

YiTr
Supplier Reserved Area

Dashboard

Request for Information (RFI)
Request for Quotation (RFQ)
Auctions

Contracts

5 0P ) &)

Log Out

& BravoSolution System Requirements

Organisation profile

» Manage organisation profile
» Modify password

?» Manage users

YIT Contact

Need a procurement contact?
Click here.

-

Helpdesk

Need assistance?

Please contact our helpdesk:
(© +44203 608 4238

@ help@bravosolution.co.uk

Image 50. Contact details on Supplier Reserved Area
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