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About this guide

This guide will help you to participate effectively in a Reverse Auction (RA). While this guide provides key
initial advice and reference material, attending demonstrations and training sessions will more effectively
prepare you for an event. We encourage you to take advantage of all resources to master this new
business approach. Please feel free to ask questions - the Broadlane team is here to help you.

Getting Started

System Security

Frictionless & Broadlane have taken significant steps to ensure the security and privacy of the data you
submit to the system. The Reverse Auction system is hosted on a firewall-protected server located at one
of the leading Internet Service Providers.

SSL Encryption is used to secure the data entered by the Suppliers/Participants. The Reverse Auction
will be hosted on a secure web server (https) using 128-bit encryption. A digital certificate is used to
identify the secure web site hosting the events. This ensures that the Suppliers/Participants are indeed
being sent to the correct, certified web site.

Acceptable Browsers

The Frictionless / Interchange SRM system is certified to operate in Internet Explorer 6.0 or higher.
Although Netscape and Mozilla browsers work, they are NOT optimal.

Event Access and System Navigation

If you are a first time participant with Broadlane, you will receive an email prior to the event that includes a
Login ID, a temporary password and the Web URL address to access the system. Follow the instructions
within the email and at the login screen to immediately change your password and ensure that you can
connect to the system. When complete, save your login credentials as they will be utilized for each event
(RFI, RFP, and Reverse Auction) that you are invited to from Broadlane.

You will receive another email notification when you are invited to the specific sourcing event.



System Navigation Tips
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Referred to as the Breadcrumb trail, use this option to navigate to a previous screen.
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To review Calendar information, Upcoming Events, General Discussions related to the event or to re-enter the event, navigate
to the Workbench by selecting the Workbench button.

(Example of the Workbench or HOME screen)

DO NOT use the Back button to return to a previous screen. Instead, use the breadcrumb trail.



It is recommended that you add the system web address to your favorites folder. This will eliminate the need
to hand key the web address each time you access the system.
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Select the “Forgot your Password?” link located within the sign-in screen to re-generate you password to the
System. You will need to know your email address or Login ID in order to successfully accomplish this task.

Pop-up windows

Many legitimate advertisers and businesses on the Internet use windows that pop up in the middle of your
screen to display a message, application or report. They might also open when you prompt a download of
a template or instructional file/manual. These types of pop-ups are very helpful and not harmful to your
computer.

Windows XP Service Pack 2 (SP2) for Internet Explorer allows you to prevent most pop-up windows from
appearing over pages you want to view while you're using the Internet.

Using Pop-up Blocker

When you install SP2, Pop-up Blocker is turned on in Internet Explorer and set to the medium setting,
which means it will block most automatic pop-ups. The default settings for the pop-up blocker allow you to
see pop-ups that are opened when you click a link or button on a Web site. Pop-up Blocker will also play



a sound and show the Information Bar when a pop-up is blocked. You can adjust these settings so that
Pop-up Blocker works the way you want it to and so that it displays the sourcing application.

To change Pop-up Blocker settings using Internet Ex plorer:
1. Open Internet Explorer.
2. On the Tools menu, point to Pop-up Blocker, and then click Pop-up Blocker Settings.

3. If you want to see pop-up windows from a specific Web site, type the address (or URL) of the site in the
Address of Web site to allow box, and then click Add.

Spam filters

Spam, known as unsolicited e-mail typically generated in the form of advertising for some product sent
wide-scale to a mailing list or newsgroup has become the single largest nuisance for Internet users. With
over 30 billion e-mails being sent daily, some experts estimate that over 40% of all e-mail is defined as
Spam.

If you contribute articles to usenet newsgroups, whether work-related or leisure-related, you probably
have had your e-mail address automatically extracted by one of the many programs on the market which
can collect e-mail addresses this way. This trawling for of e-mail address to send stuff annoys many
people and the problem with this junk mail is only getting worse. If you have not received an ID/Password
to the designated event, chances are your email has been filtered by your organization.

Often times, organizations manage and control the onslaught of unsolicited e-mail or Spam with the use
of Spam filters. Please contact the appropriate event host if you have not received your ID and Password
to participate in the event.

Additional Information

Adding additional users



Event Participation
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Use the URL, username and password provided within your Auction email notification to log into the system.
Use the Events Channel of the Workbench, to select the name of the Auction you wish to respond to.

From the Header Tab of Auction, select to Confirm Participation in the Auction.

Use the Schedule Tab to review the Auction’s timeline.

Use the Line Items Tab to review a summary of items included in the Auction.

To place a bid, select the Bidding Tab . Select the Line Iltem(s) you wish to bid on. Click Place Bid .

Enter a bid in the provided field.

Click Place Bid .

Validate the Bid information and repeat for each item or throughout the event.

Use the Bidding Tab to review the status of your Bid compared to other vendors.

NOTE: Level of details made available within Bid Summary vary based on the Auction’s configuration, which is controlled by the
buying organization
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A packaged line item is a set of line items that you bit on as a unit. The packaged line item is the sum of sub line items. Your bids on
the sub line items make up your total bid for the packaged line item.

Note: Bidding information changes frequently during an auction. Before you bid, be sure to refresh the Bidding page in your browser
to see the most current information.

To bid on a packaged line item:
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Check the box for the packaged line item to bid on. You can check more than one box to select multiple line items.
Click Place Bid .

In the Enter Bid Values dialog box, type a bid in the Bid Unit Price field for each sub line item.

Click Next.

Click Place Bid .

Validate the Bid information and repeat for each item or packaged item throughout the event.

If you have already bid on this packaged line item, your previous sub line item bids are displayed. Override any or all of these
bids with your new bid/s.

Note: Although you are not required to type a bid for every sub line item in the package, keep in mind that the auction award will
include all the line items in the package. Therefore, the sum of your bids for the sub line items should reflect your bid for the entire
package.



Accessing the event and placing a bid----Pictorial View
1) /

Use the URL, username and password provided within your Auction email notification to log into
the system.

2)

Enter the appropriate login credentials to access the event

3)

Select the name of the event you've been invited to participate in.



Confirm participation by selecting the Confirm Participation button.
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Review important event information related to the event in each of the tabs
provided.

6) 0

From the Bidding Tab , select the item(s) / packaged items you wish to placed a
bid on, the select the Place Bid button.
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8)

9)

Enter your bid in the Bid Unit Price field, then select the Next button.

Review the bid entered, then select the Place Bid button.

A Pop-Up natification will notify you when your bid has been placed successfully.
Repeat the previous steps to enter bids during your event.



How to View and Recognize the Leading Bid
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The Best Bid or Leading Bid is located two columns to the right of your last bid.

Tools to use during the event
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The Auction Monitor helps you track the bidding process in an open auction. It enables you to view
bidding for each line item and to communicate with the buyer and other bidders through instant
messaging.

The Auction Monitor appears in a new window so that you can track bidding while continuing to work
with Frictionless® SRM. After you launch the Auction Monitor, it refreshes automatically throughout the
course of the bidding.

To launch the Auction Monitor:

1. Inthe Auction toolbar, click the Actions button and select Auction Monitor  from the menu.
2. If you are launching the Auction Monitor for the first time, do the following:
a. Inthe Security Warning dialog box, click yes. You see the Downloading status
bar, followed by an installation wizard.
b.  Follow the prompts in the installation wizard to install the Auction Monitor.
3. Inthe Java Security Warning dialog box, click Grant this session , to enable Java this time
only, or Grant always , to enable it whenever you launch the Auction Monitor.

The Auction Monitor launches in a new window.



This report provides a summary view of an auction event's setup and line items and a log of the bids
submitted for each of the line items. The specific information displayed is determined by the auction
owner.

The Auction Chat feature enables you to communicate directly to the event manager.



The Auction Chat window appears in a new window after selecting the Chat button.
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Current Phase : Indicates the current auction phase. The phase indicates the type of activity you can currently
perform in the auction. Phases can include the following:

Preview enables you to view the auction before it opens for bidding.
Pre-bid enables you to enter pre-bids before the auction opens for bidding.
Open enables you to submit bids for auction line items.

Close Pending enables the buyer to reopen an auction for a specified length of time after bidding closes. If
the buyer chooses to reopen the auction, you can submit a final, best bid.

Closed indicates that you can no longer bid in the auction.

Approximate Time Remaining : Provides a dynamic countdown clock indicating the time remaining in the auction.
Next Phase : Indicates the next phase of the auction.

Status : Indicates the status of the auction. The status indicates whether any auction activity can be performed.
Statuses include Open, Suspended, and Closed.

Vendor Status : Indicates your supplier status.
Summary Bid History: This table displays a summary of bid history for the line item.

Status : Indicates the status of the line item. Line item statuses include Open, Close Pending, and Closed.

Name & Description : Indicates the name and description of the line item.

Quantity : Indicates the line item quantity filled by the bid.

My Last Bid : Indicates your most recent bid.

Frequently Asked Questions

1. How will selection be determined?

This depends on the bidder selection process defined by the event manager. Typically, the event is one
part of a multi-stage bidder selection process. The results of the event are evaluated in the context of
each bidder’'s complete proposal.

2. Who will have access to my bids?



Only the sourcing team and the Event Manager will have access to your bids. All participants will be
advised of the best bid as the process unfolds and may receive feedback on their relative price position.
All information provided by bidders, regardless of means, is considered to be confidential and will be
treated accordingly.

3. Can | submit bids that do not beat the best curr ent bid?

Yes, the system will allow you to bid at your own pace and will accept bids that are not better than the
best current bid.

4. How do | know when the event is over?

The event countdown clock will count down the last minutes, and if there are no further extensions, the
clock expires and the words “closed” appears in the phase column.

6. How long does an event last?

The event duration can vary for each specific event, typically 30 minutes to 3 hours. The length of time
for the main event, the duration of any time extensions, and the maximum number of extensions is
decided upon by the sourcing team. This decision is based on the complexity for the bidder to re-
calculate bids, the number of items and packaged items and other factors associated to the bidding
process.

7. My bid did not seem to go through. What happene  d?

If a bid did not successfully submit, you will be provided with an error message in red. Please follow the
instructions presented in the error message to fix the problem.

8. How is system security handled?

Frictionless and Broadlane have taken significant steps to ensure the security and privacy of the data you
submit to the system. The Online Negotiation system is hosted on a firewall-protected server. SSL
Encryption is used to secure the data entered by the bidders. The event web site will be hosted on a
secure web server (https) using 128 bit encryption. A digital certificate is used to identify the secure web
site hosting the events. This ensures that the bidders’ bids are being sent to the correct, certified web site.



