Supplier Guide

Novell
Corporate Purchasing Services
Supplier Guide for Oracle

The following is a guideline to help you navigate your Novell registration and the
Oracle Sourcing module. Should you have any questions please contact the
applicable buyer at Novell.

Novell.



Section 1: How to Register

FYI: Email
1. You will receive an email titled: "FYI: Novell, Inc Supplier Collaboration Network: Confirmation of
Registration." Follow the log on link in the email or go to Novell’s iSupplier home page at
isupplier.novell.com (it would be a good idea to save this url in your browser favorites). From the home
page click on menu and then log in. If you have already created an account on www.novell.com using
the same email address that was used in this FYI, then you can use that account and not have to

register again, just use the iSupplier.novell.com url to initiate the login to iSupplier.

= Mail From: Workflow Mailer Stage <11iapptest@novell.com> E]@|E| |

File Edit “ew Actions Tools Accounts  Window  Help

3L Close {;:." Reply - ,:i,Fu:urward A\ ﬁ | e 4 E m ==} ﬁlm. Q

H | . .
Mail | Properties | Personalize | Message Source

>

From: ‘Workflow Mailer Stage <1 liapptest@novel, com A 132005 416 PM
To: Miriam Cloweard
Subject: FYT: Movel, Inc Supplier Collaboration Metwark: Confirmation of Registration

Te  MIRIAM CLOWARD
Sent  13-JUND8 16:15:11 k
v 2457819

ou have been registered at Movell, Inc for access to their supplier collabaration netwark.
You can log on using the log on UREL. When the Mavell log in web site comes up, please
create an account. Make sure that the erall address in this email is used when entering
the account information. You may use any unused user name and password as dictated
in the anline account creation instructions. Contact administrator for additional
information.

Thank youl

@

Message Motification
Detail,bkml
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2. Once on the Novell Log In page click on “Create Account.”

Log In

Lizername
I

Fassword

New to Novell?

it's fiee aind only takes a minite to get complete
AcCess o

Free evaluation downloads / /,-“

Free white papers

Movell Custorner Center

&
4

& and more..

Create Account
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3. Fillin the required information. You must use the same email address to create your account that the
FYI email was sent to.

Novell Login

This firsd Sap o Eréatiteg & SCoourt i3 10 enler yilr badie profile mhormsation =+ Help
Basic Bilof ieation

Firsd Mamre®

Lasd Mame"
Joky Tida®
Company” {11 am not aseccisbec] with & company
Careet Acdress®
Ackdress 2
Ackiress 3
City*
StateFrovince+ | Plaass Selact b
ZipFostal Cocs®
Country” | Selsct a Counlry N
Languags | Enolish ™
Tehapluona”
Fai
Esfiadl Aidress®
Cadain Movell weeb sites require Shat wour
amail ba validsled batode you can Fotess
Ehike fites. Dnce you Bookss ohe of thets

Filad wiia wall Ba dikelad an hoia b
walidate your amail addns
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4. When finished filling in the information click “Create Login.” You will then be taken to the Oracle

L

Application’s home page.

. rmee mumms rwms dmay

Q- O ¥ B O e & 3-

8] hietps:jlsecupe-wase. ool omjsefreqiHDfoest sl B

= K- @ﬂ@

Losipin bifcagnat ki

Lisgmame"
Pagtrevord"

Repes Pasreord

Coprais Wil wblh Wind pises ot pas
wrad b validated batore you can accem
i SR G e Bl ks ] ity
BEar pau el B doacted on b fa

vk i yowr afhail addiem

* Baguind Fhli
+ Bnguitad i the Urstid Slates arid Canads

Wi il el eondiis o lnasl 0
sharstten ard mis coston gt et one
14244 44 554 AUMEAE St Buschealis

ELTE
Tty Cuenen’ 7
Smcurty Anpvwer'
Fepeal Saoumty Anawer'
Ery Cooergiiteg 1es Foers, | art gieied Mool aralior Sl s parineed fed fied Baoe 400 CONBACE Mot 5 ear ey Mol e,
Pt vl Servates ;’ 4
(N

T pubhd questons: o cofmerls Soul G privacy poilcy, SR of Rediback of [he Boftom of Tl pagn -

A note regarding Oracle: Never use your back or forward browser buttons. Always navigate from within

the application.
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Section 2: How to Respond to an RFQ

Part 1: How to Achnowledge/ Decline Participation
1. After you have created your account, go to https://isupplier.novell.com/ and log in with the user name

and password you created.

Log In

Uisarname

PasTword

Foriad Ligan » Log i

New to Novell? ~

— g,
n"s fies and only 1akes o piEiAe 1o get conpHete r /’_
MCOnES 10g /

® Free evaluation cownioads i /

e . / :
=

= pMovsll Custamer Cenbgr
= gndme.
2. Under “Navigator” choose “Sourcing Supplier” to see your Sourcing choices. Then select “Sourcing

[ croato accoun (I

Home Page.”

Ble Edt Yew Hgbory Bockmerks ool Help

= - o <= ?‘ L https: [ feupplerstage. proso.novell com/O8_HTMLPOW. kP CulFunc =OAHOMEPAGE Boas= ksl LW OBrfrasILPniSA, .

i Getting Sarted 5 Labest Headines || Nowvell Innesweb; Ben...

CORACLE' E-Business Suite

Mavigator
Edn Mavigator

[ 3 Supplher Poal Full Accass LT i|q-_|
Sk . l:| " 2 Horne B
\ — —,
Lagout | Preferences | Help
Cogrrright (2] 2006, Orscl. AN rights restrved 1
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3. Under “Your Company’s Open Invitations” click on the hyperlinked “Negotiation Number.”

@ -0 - & (| tewsinsupberstage provo.novel.comiOA_HTMURF. fspifunction_id=175736resp._id=2341Saresp_sopl_t

B cetting Started [ Latest Headines | | Novel Innerweb: Ben,..

ORACLE Sourcing

Search Open MNegotiations Tllﬁ bt

Walcome, Sales, Joe
Your Active and Draft Responses
Press Full List 1o wiew all your company’s respanses,

Response Numbar Response Status
Mo results found,

Your Company's Open Invitations

Supplisr Site
EFT 924 ATLA

Quick Links

Manage View Responses
* Drafts * Aciive
* Deliverables * Disqualified
* Peorsonal Infarmation * Awarded
* Rejectad

Supplier Site

Heqgotiation Mumber Tile Type Tims

Title
DLG TEST Aftachmants

4. At the pull down “Actions” menu on the far right, select “Acknowledge Participation” and click “Go.”

ppler s .l g0, HTML{OR, g 08U ~PONNEG,SUMNAGIS, (3568t Bresdnmt—ttestansin-tien | = | Iv | (]~

Innerwehy: Ben..

Titta  DLG TEST Attachments
SNalus  Active
Tima Lefl 322 days 3 hours

gt Terms

Buyer Gamble, Deberah
Gtyle  Blind
Descrpton  TEST Amachments

o Address AP PR
+To Address ROV
FOB Destination

RFQ Cumancy USD

1\ y seaoaens

Actions | Acknowhadgs Paticipation |v | G0

Opan Date  10Jum-2008 Creste Quols
Close Cate 06 May- i ———— i
Onlimg Discussions

Duteome  Stamdard Ptiﬁ"

ol Prct RFO
Eupor to Spraadshesi

Paymant Termz  HET 30
Carigz
Fraight Terms  PPD E ADD

Price Precigion  Any

Winlgh
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5. Confirm your participation by selecting the “Yes” radial button and then clicking “Apply.” Decline
participation, by selecting the "No" radial button and clicking "Apply."

rilla Firelox

Tock  bep

it ool st rtrrervelcors A, HTMLIOA, 50 pargemior el spsloonranpotistin gy restaslcrlogSeesah it r-060ee 3= I | I

L ervsll brarwete Ban,

More Logo Freleences Hep

i {RFO 1001)

Suppher Se EFT 584 ATLA 1
'Will your company pattipabe™ (@ wey

Ot g 9T

ok 1o Briper

Maaquiistiong | Hgr

2

Cancel ) (dgen )

Canted | | Agab |

8 | Logsyl | Peeferances | Helg

rheacy Shalemery

Part 2: How to Create a Quote (Respond or Quote on the RFQ)

1. Select “Create Quote” from the pull down “Actions” menu on the far right. If you are not still logged in,

start from the beginning of the previous section and repeat steps 1 through 3 to get back to this page.

Once you have selected “Create Quote” click “Go.”

A, Pl 00 _HTMLICUA g Toincpm o iches o i ettt ot forstech peinndid e G_iim TGS | 7| B [

tome Looool Preferences Heko

Lz TEST Attachments
cliva
£2 days 1 hoiri

amile, Doborah
livull
TEST Aachments

AP PROVD
HEN PRIV
Diestimation

v USD

Actions | Acknowledge Faﬂrtlp:l_lnrl ~ (Go)

Open Date  10-Jun-2008
Close Date 06 May-BDDY s
Dinline Discustions

Ciytcome Stamdard Py E"IE‘H Gunlp_'-hs'lmr

Event Prirt RF G
Expor to Spreadshest

Payeerd Tares  HET 30
Camiar
Fraight Terms  PPD & ADD

Price Precision Ay

Waight
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2. Select a date for the “Quote Valid Until” field. Hint: Use the calendar to ensure the proper date format is
used. Include a reference number. You may use an internal quote/ reference number of your own

here. Enter a “Note to Buyer” if desired.

Home  Loged Predeceoces Help

M

((Cancel ] | View BFQ ) | Quote BySpresdsheer | | Sawe Drafi | | Continue

Time Left 322 days 1
Cloze Date  06-May. 2009 17:00:00

Quote Valid Until = L 0
(ennmpler, 18-Jun 20
Reference NMumber # E

Mote 1o Buyar

-ategory Last Updated By Last Updated Usage Upidate Delete
Antribute Targat Duiote
Type Value Value Walght

3. Add any attachments at the header level here.

) Create Quate: 2002 (RFQ 1001) - Mozilla Firefox

e E& Wew tgloy Eockmeks Iook beb
E& - TEb LI tps:dlisuppberstige.pecw vl comiDA_HTMLIDA, 157508 orsci sbpsiboninegutisionevase whlalponNegsuiPG._ s
P+ Getting Started 51} Labest Headines || Moved Innerweb: Ber...

ORACLE Sourcing

Hegolistions > RFQ 1001 >
Create Quote: 2002 (RFO 1001)

Cang
¥ Header

Tile DOLE TEST AHachments Time Left 321 days 8 |
Suppler Site  EFT 384 ATLA Close Date 06 May-2004
Oucts oy US e =

Prce Precision  Any Fidaaiice Nitvias 1.III1EI'I

Maote to Buyes
Anaclanss
Add Arachments |

File Hame Type [escription Category Last Updated By Last U

Mo resulls found.

Arilames
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4. Answer the header attribute questions by typing in the box under “Quote Value.”

WO W O P T T e AL (] o

-

ORACLE Sourcing

B | ot

Dravhebin » SEQL1HY ¢
Creste Qucts: 2002 {RFQ 1001}

e Lorsl Briweoces Hel

R i i v 68 .
T Headar
Tl DL TECT ity Tivs Lo# 11 days & hsuts F:
Supgier e EFT 984 ATLA Con Dt l_l.._l.‘?:mﬂm
RFG Gy IS0 e Wik Ui 31 ot JO8
nche Cuergy  USD i Hhokire D
Fare Prociena . Aay Fisfsrercs Momba | 10101
Fone 1 B
LB
_-MH
Bityfen
sl Fls Gt [aomsi {00 COPPRITE ' CORpomale OB COne st Pkl Frguad g
] L e R L T E ] g
Gunmtnd Dwntrbs yiue compaty's secunty progiam Hhit sniusien Sulely of pevale company e geronsd duty g E
Trammw Cancrbs o cpmgany’s (o chackind ghoghd Tesrs s pecunty hopsch Ernguara] 8
e ORI DR C D i MLOUAEY AN Brmrsl __‘____..-:_._,_.1'1.19;
5. Respond to Line Items by cllcklng on the PenC|I Icon.
B D L e v sl TR R b O e e e e (] i 1}
[ ] B ] Fewl
T =
ool "Ahuat 1n Hen forss T2aw ol M ofica o whact: P I parprll sl b ot Bwgured §
He 1
Dl [l s poumide & Hpori 10 Mova s Prolps o il Saret s AQIeeTeans 39 B o s evael with @vp seainalad iedlees ™ (3 ol Pevesd Latpn Prgurrl §
ol BN
i
e
Oarvminl Ciparke yonat abebirp by updaued dati whin q yean oo el Fiigumed s 5
Camvarnl Cwrpcribe yous abilky 10 proside smploysss wih shis-f sceningd, far sssmpls, § an srpiopes cally ard stk how chargey o & VWl wll et e Elaguesd T ]
ahEh
[ vl
P
Gt ol M btk o by 1 09 okl CCutieaeri, E ] 5§
Wl
(T g
Gl Evpcrtah thah sbibdy Lo precwin Flanibde Firv 08 [FTO) b il b @ compary wilh gl stonk, rildng B apton ke regaten balirden  Regunsd | | £
iy el
L
Gamvaral Cpnrrden (he sbelly 10 [aowsde Wty of Jbal PpREES 38 Bayilge [ T— -
Lin#s
Eorder atan s s ieduiled Chib i thalgpdie nas
i = Ui [ PR T s — T PSRN — .
Gy b vl oy [# Ma B A B | A
Pmimdiey P e -6
JAcoem 1o cymam g F EEVPROND  Mabe [ Mo tH

Gare]| | Warwii | | Guote by foreaniteer ) | Save Dren | | Sastees |

hirgatom | Moms | Loama | Pralsmcey | el

=
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6. Provide a quote price and a promise date. Answer any attribute questions. Include any notes to the

Buyer and add attachments as necessary. When finished click “Apply.”

¥ Croade Quate 2002 Liss 1 @Y 1001) - Sarills Fiedan

e D fww gy  Belearts  Jaok el

& - & I T S g Y — i jovs e SR W

.Gu‘.wﬂl"nl [op Lot rmagirems | Vsl et S

CHRACLE Sourcing o Lol Priwmon
Crests Cucte I7002: Line 1 (RFG 100%) Lire T Prestig of s chachi '\F.ﬂ.’
L | Tawe Dl | | AQER |
Daatiplin Goowm i nat pascaming =1 US% b d somi mestlily papsd Cioun Dita 06 My 200% 175000
Fappran. 900 smgplapisu. Hewll wil wglead hosmn, Cucte Cumincy LD
g i el ke (Oeote el pasee] opclel Fak  Ha id
Ling EA GiypTa ROV PROWTE
Gtan Pre Pred-By Dt
Targel Price Prorvr Dbl E
Ghine Fraca
Twget Doty B
Qs Chasvmilp
Amaibirey
[T Arikiie fimikmia 1gps Targah Wnles Uwarin Wabaw

Gwvmiwl 0 il pay Cpcies. we mmsaned by Mo, plasss sidsas sddhanad lses tor i b Faguind /
Motes sl AmaLhmeats
Hals 13 Bupsi ,

Al Al chemant
Vi Marns Taps D serighisn Latwgny 1wt Upslated By L st Rl st Uhnaga gt el
He twaulls Kratdl \

Cnow | Sarww Dvam | | Qb |

7. Click “Continue”, wait for the next screen, then click “Submit.”

el comOn_HTMLIOR, fsp?pages o sckefapps [ponnegobistionfinguinygrebapondisgSumPh_rimoeh,_ri=Iitne = = | = KH' 4]

Mot Logod Fréfeences Helo

H

| Cancel j | Wiew RFQ ) [ Quote By Spresdsheel | | Save Draft | | Confinue §

Time Left 321 days 8 howrs ’
Close Date  06-May-200% 170000 1

Duste Vahid Until 31 -Jul-2008

Submit (RFQ 1001 ) - Mozilla Firefox

foms Loged Erafscepcss Hip

—— A e

(re-gquoding) for this RFQ are not allowad.

(Cancel) |Back ) | Save Dran | | Submit )

Time Lefl 321 days 6 howis /
Cloze Date  06-May 2009 17:00:00 7
Quote Valid Until  30-Jul-2009
Reference Mumber 100101

_____ L2}




Part 3: How to Send Questions within Oracle Sourcing
1. If not logged in, follow steps 1 through 3 of Section 2 Part 1.

2.

At the pull down “Actions” menu on the far right, select “Online Discussions” and click “Go.”

L

2 rouppberst g o oren novell comfOM,_HTMLJOR . OMFUno= O NEG_SUMMAR S, rim 355 hrewetrushadnesdOnnb=Tlec sriit=titn 5 = B | [iC]-

ool Jrroervsety; Bemn.

Hore Lol Preferences bk

Actions | Acknawiadge Paricpaiion | (S0
Tile LG TEST Anachments Acknwledge Paticipation
Status  Active Cpan Date 10-Jum 2008 Craste Custe
Tires et 21 days 4 heurs Close Dte 06.May

R . P PO e e o P R PP P e
ndard P \,rw ‘?_':'."ﬂ_ﬁ_':hﬂmf
Pring RFQ

Enport 10 Spreadshesd

Buywr Gamble, Dabarak Ot oterse
Sryle Ellmd

Evan
Descrpban  TEST Amachmamts

Bik-To Addmss  AF Payment Teems  HET 30
ShpeTo Addrass B

] Caener
FOB  [restinatlon Froight Teems  PPD & ADD

RFQ Cumency USD Poee Peecrion Ay

3. Click “New Message.”

) Online Discussions (RFQ 1001) - Mozilla Firefox

Ble Edt Yew Hgtoy Dockmarks Took  Hep

- - - ’E‘ L Wb fisuppber stage. proro. ol com/CA_HTMUIOA, oo =[r i) g pondtooks dicussions bl portimdassagePiinst
P Getting Started 5 Lobest Headines | | Movel Innerweb: Ben, ..

ORACLE Sourcing

Negotistions > RFQ 1001 >
Online Discussions {RFQ 1001)

Title DLG TEST Attachments
Status  Active
Tirre L 321 days 4 hours

Messages
Wiew Hessage |
Subject \ Hessage Stitus Senide
Mo results found
Negatistions | Honee | Logowl | Prefesences | Help
Copyright (o) 2008, Dracle. A1 rights reserved



4. Complete message and click “Send.”
©J Croate New Message [RFQ 1001) - Mozilla Firefox

e Edt  Vew Hgtory  Bockmarks  Took  Help
(,@5 . v IE"': ‘:: | m_p;:H;umiarm.nﬁ.mﬂ.kﬂmm.mm-w_mﬁﬁmu-lm

W Getting Started [ Latest Headbnes | | Movell Innarweb: Bari..,

ORACLE' Sourcing

Megotialions > RFQ 1001 > Online Discussions (RFG 1001) >
Create Mew Message (RFO 1001) - -
& Indicates meguired field "%L" 'ﬂ‘l

= Send To | Gamble, Deborah | »

& Subject

= hessage

Negotiations | Home | Logoul | Preferences | Help

P IRREP P UAEE ¥ S S R ———

Part 4: How to View Communications within Oracle Sourcing
1. If not logged in, follow steps 1 and 2 of Section 2 Part 1.

2. Under “Your Active and Draft Responses” click on the hyperlinked number of “Unread Messages” in the

far right column.

(Messages as part of the online RFQ discussions are attached there.)

U3 mips:ifisupplierstage. prove, novell.com - Negotlations Meme - Mozilla Firefox

ORACLE Sourcing

Search Open Megetiatiors | Tithe v \Co
Walcome, Sales, Jes
Your Active and Draft Responses
Prais Full List 1o view @il your company’s ieiponsss

Respomnie Manshs: Respoms Stanm Sapplies Sia Magetiation Mimibsi Thla Typs Time Lah Mantidy  Unsead Messages
Mo rpsuls found

Your Company's Open Invitations

Fusdl Lisn

Supplier ShHe Hegoilation Mumhe Thila Type Tiamie Lol
B2T006 PHLADEL 100 DG TEST Altachments RFQ 328 days 3 hours
Cuiek Linksz
Manage Visw Responses
*
* ... S
a3 & Hwisded
* Rujociad

PMlezatistadg | Home | Logdidt | Predsreades | Halp
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