Equinor eSourcing portal — Supplier user guide

EQUINOR ESOURCING PORTAL
Supplier user guide

The eSourcing portal is a web portal that enables online sourcing communication and collaboration
between Equinor and their potential and actual suppliers.

Any pre-qualifications, requests for information and enquiries are published here so that interested
and invited parties can:

e Download the documents associated with requests
o Register their interest or intent to participate
e Ask for and receive answers to clarification questions

e Deliver their response (upload the actual documents)
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Login

1.1 Login to the portal

Once you have been invited to participate in a request process, you will receive an email with a link to
the request in question. Only primary contacts receive the invitation email. Other contacts should
request the link/email from their primary contact.

Please note that first time users need to create a password before being able to log in (see
chapter 1.2 First time user).

Click on the link to the enquiry in the email to access the login page:

Dear Sir/Madam,

On behalf of Statoil, we are pleased to invite you to participate in and respond to this Enquiry-031090.
Title: New tender

Description:

Response deadline: 30 Jun 2016 12:00 (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna

IMPORTANT INFORMATION:
You are registered as the Primary Contact for this Enquiry and are the ONLY person in your Company receiving this invitation.

All communication for this Enguiry will be through the Statoil e-sourcing portal. You can access it by using the following link:
https://contikiga.statoil. com/ECE/Pages/RfxDetails.aspx?RFXId=38940&Invp=True

CRITICAL: Please be aware that any Tender delivered after "Response Due date/time” cannot be uploaded, and Tenderer will be considered “disqualified”.

First time user:
For new users of this site, please go to https://contikiga.statoil.com/ECE/Pages/LostPassword.aspx?New=True tg set a password for your user account. Please use
the email address this message was sent to as your user name.

Existing user:
If you already have an active account on Statoil e-sourcing portal, you can use your existing password.

Lost password:
If you have used this site before but have forgotten your legin information, please go to https://contikiqa.statoil.com/ECE/Pages/LostPassword.aspx to reset your
password. Please use the email address this message was sent to as your user name.

Adding users:

If your Company wants other person(s) to have access to this Enquiry, they need to be registered by us. In such case, please submit the following information by
email:

= The correct name(s) for this Enquiry

= Name of the "Primary contact” (if you are not the correct person for this Tender)

= Name of "others” (you may register more than one)

» Email address(gs)

= Mobile number(s)

User guide:
Please refer to the User Guide for Suppliers on how to use Statoil e-sourcing portal:
http: //www.statoil.com/en/OurOperations/Procurement/HowToBecomeASupplier/Downloads/ECE%20Contiki%20user% 20quide%20v23560.pdf]

Best regards,
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Enter your email address and the password you have created earlier. Then click on Log in:

contiki

enterprise contract management

Home » Register/authenticate
Please identify yourself.

In order to perform certain operations, we require that you identify yourself. Please log in or register below.

If you already have a registered email and password, you can sign in using
the form below.

Step 1 of 2 Step 2 of 2

Email:  |kjetilei@outlook.com

Password: essesscsecccses
Did you forget your password?

W portal version 6.13.5.1246 (Application server version 63151

You will now receive a one time code by SMS from Equinor ASA within a short period of time. Enter
the code and click on Validate:

= - -
contiki
cnlavnrln contract mu\luumlnl
—

Home » Register/authenticate
Please identify yourself.

In order to perform certain operations, we require that you identify yourself. Please log in or register below.

If you already have a registered email and password, you can sign in using
the form below.

Step 1 of 2 Step 2 of 2

You will now receive one time code by SMS from Statoil-ASA
Code from SMS: Validate

You may request another code after one minute.

If you don't receive the SMS, please contact your contact person.

et 111t o et ST

If your user is linked to multiple companies or instances of a company you might be asked to select
the company your login is related to. Select the correct company and click Continue:

You should now be logged into the eSourcing portal.

9 Please refer to the Troubleshooting section of this user guide if you are experiencing any issues
(see chapter 5 Troubleshooting)
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First time user

For new users of this site, please go to
https://contiki.statoil.com/ECE/Pages/LostPassword.aspx?New=True to set a password for your user

account. Please use the email address this message was sent to as your user name.

If you are the primary contact for this tender you will have received an invitation email. Under the
“First time user” section in the invitation email you can find a link that can be used to set the
password.

O If you are not the primary contact or otherwise haven'’t received the invitation email you can set
your password by using the Lost password feature (see chapter 5.4 Lost password).

Click on the link under “First time user” in the invitation email to create a password.

Enter your email address associated with your Contiki user and click Continue:

contiki
In(l'pl'!! contract fﬂl"lqlmlnl

Home » Set your password
Set your password

Please enter your email address. The address should be the same as in the invitation email sent to you. An email will be sent to your email address detailing how to
set your password.

Email

I
Eontinu%

!ﬁfeumm portal version 6.13.5.1246 (Application server version 6,13.5. » . B . Copyright © 2007-2016,

You will then get a confirmation that a password request has been sent:

contiki
BI“IGYDH!G contract mlnlgamunl

Home » Set your password

Password request sent

An email has been sent to your email account of record. Please follow the directions in that email to set your own password.

w portal version 6.13.5.1246 (Application server version 6.13.5. Copyright © 2007-2016,

Please follow the link in the received email to set your new password:
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You requested to set a password in Statoil e-sourcing portal ¥ x

Statoil e-sourcing portal  Legg til i Kontakter 13:21
Til: Eik, Kjetil

U
" statoil

o This is an automatic email from Statoil e-sourcing portal

Dear Kjetil Eik,
Your email address has been confirmed and you can now set your own password for your user account.
To continue the process, please visit Statoil e-sourcing portal within 30 minutes by using the following link:

Statoil e-sourcing portal

If you did not initiate this process, please feel free to disregard this message and delete it.
Best regards,

Statoil e-sourcing portal

Enter your new password in both input fields and click on the Change your password button:

Home » Change your password
Change your password
Kjetil Eik, please enter a new password below and confirm the new password by retyping it. The password must have a minimum length of 6 characters.

New password Repeat password
\ il ]

Change your password
et e 13124 s v veson s S T NCTE TN

You are now ready to proceed with your first login (see chapter 1.1 Login to the portal).
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|

contiki

enterprise contract management

Home » Change your password
Change your password
Kjetil Eik, please enter a new password below and confirm the new password by retyping it. The password must have a minimum length of 6 characters.

New password Repeat password

'_Chang"eiyy password

1 Statoil e-sourcing portal version 6.13.5.1246 (Application server version 6.13.5.124

]

Copyright © 2007-2016,

Please refer to the Troubleshooting section of this user guide if you are experiencing any issues.

General overview

Navigation in the eSourcing portal

Along the top of each screen in the eSourcing portal there is a “breadcrumb trail” (a trail of which
pages have been visited) for quick navigation to previously visited pages.

The breadcrumbs can be seen on all pages except the Welcome page, and is found in the top left
corner. An example is shown below - the "trail" is inside the red square in the image.

| Homé = Température sentor équipment = Quoestions and dnsaers I

Temperature sensor equipment - Question:

Once logged in, you can log out from the eSourcing portal by clicking on the Log out link in the upper
right corner.
The welcome page

The welcome page, shown below, is the main page of the Equinor eSourcing portal. Navigate by
clicking on the links — just as in any web application/web page.

To return to the Welcome page at any time, click on Home in the breadcrumb trail (see “Navigation in
the eSourcing portal” for details).
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A
‘ﬁ“Statoil

Welcome to Statoil e-sourcing portal.

Statoil e-sourcing portal is the web portal where potential bidders have access to our current RFls, RFPs, etc. The entire process from publication to
submission of a response is carried out here. Published information is available to all users, while some interactions will require a registration.

My request processes
- | Published | Responseby  Request type User status
Demo av ECE 30/11-10 21/02/2... 03/12/2011 00:00 (GMT=01: Enquiry Declared intention to
bid
TEsting ECE with Marthe 17/02/2... 04/03/2011 00:00 (GMT+01: Enquiry Bid delivered
test 01/03/2... 03/03/2011 00:00 (GMT+01: Enquiry Declared intention to
bid
Contract-1234 Example request 01/03/2... 04/03/2011 00:00 (GMT+01: Enquiry Invitation email was
sent

The welcome page contains an overview of “My request processes”, a list of request processes that
you have been invited to take part in, or are actively taking part in.
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2.3 My request processes

Once you are logged in to the Equinor External Sourcing Portal, you will see the My request
processes list - an overview of request processes that you either have been invited to take part in, or
are actively taking part in. All requests that you are connected to are displayed in this list.

The My request processes list contains columns that show;

the request's identification number (Number)

a short description of the request (Description)

the publication date of the request (Published)

the deadline for delivering a response (Response by)
the type of request (Request type).

the current status set by you (User status), for instance, “Declined to participate” on a request
process means that you have decided not to deliver a bid on that request and clicked
“Decline to participate”.

In order to see the details and/or perform specific actions on a certain request, click on its number or
description. This will take you to the request's “Request details page”.

O

If you have delivered your bid on a request process you'll see this request processes in the
"My Request processes" list even if its due date is passed. Request will be visible until
request became cancelled or contract became awarded.

2.4 Setting up multiple contact persons

It is possible to add access for multiple users within the same company to the eSourcing portal.

The new user’s email and mobile numbers should be sent to Equinor’s procurement responsible.

One user has to be the main responsible and will receive the invitation email from Equinor. This main
responsible is in charge of forwarding any email correspondence from Equinor to the others
participating, e.g. the invitation email.

All contact persons are able to perform all steps mentioned in this user guide.
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3 Request details

3.1 The Request details page

Selecting a request from the list — a detailed information will be shown, containing the ITT package
for the supplier.

r

Leverandor SEREE Help
FEST-leverandor Gl | Log out

— l .I -
enterprise contract management

Home » TEST 26.01.2016

Enquiry: TEST 26.01.2016 Availability: Invitees only
Description Please make yourself acquainted with this
. enquiry, including any documents. Having done
Details 50, you are welcome to register your intent to
Type: Enquiry participate or not here.
Status: Awaiting vendor response Please confirm your interest by:
Number: Enquiry-033082 28 Jan 2016 12:00

Publication date: 26 Jan 2016

Your current status:
Response due date: 30 Jan 2016 12:00

Formal opening: 30 Jan 2016 12:00 Not registered
All dates are relative to time zone (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna ) Register intent to participate
Documents available for download
@ Decline to participate
| l ' RFx documents published
A \ / E Appendix A Scope of Work Volume E Appendix L Parent company guarantee ~
— Framework Agreement Materials (28 Jan 2016, 109.13 KB)
E (28 Jan 2016, 114.82 KB)
1. E Appendix B Compensation Volume E-auction information letter
— Framework Agreement Materials (28 Jan 2016, 111.23 KB)
documants ot 7P e (28 Jan 2016, 118.25 KE)
Appendix C Contract Schedule Volume Form of acknowledgement
Framework Agreement (28 Jan 2016, 109.76 KB}
(28 Jan 2016, 111.58 KB)
E Appendix D Adm - Materials - mode 3 E Framework Agreement v
(78 lnn 7016 K97 59 KR) 128 Inn 2016 112 N8 KR)
Contact person
Main contact - RFx: , email: . . @statoil.com, phone: +47 ,“ M

As shown above, the Request details page contains the request's general information regarding the
request along with a list of downloadable documents associated with the request and the request's
contact person(s).

This is also where you carry out any actions you wish to take with regards to the request, like
downloading the request documents, registering your intent, uploading your bid document(s) and
asking and receiving of clarifications.

Before you can post clarification questions and/or upload your actual bid documents on the

O request, you must first register your intent to participate, which will result in the Questions and
answers and document upload options becoming available (see chapter 3.3 Register intent to
participate / Decline to participate for more details).
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3.2 Downloading request documents

You can download the documents associated with the request in two ways:
e Individually by clicking on each document's link.

e Collectively as a zip-file by clicking on the link Download all documents as a ZIP file. This
activity will take some minutes. You will not get any indication that system is working, please
wait while system are working to download the documents in the zip file.

Documents available for download
| \ L RFx documents published
y E Appendix A Scope of Work Volume E Appendix L Parent company guarantee
o Framework Agreement Materials (28 Jan 2016, 109.13 KB)
! (28 Jan 2016, 114.82 KB)
T ‘ E Appendix B Compensation Volume E E-auction information letter
- b l- dall Framework Agreement Materials (28 Jan 2016, 111.23 KB)
Appendix C Contract Schedule Volume E Form of acknowledgement
Framework Agreement (28 Jan 2016, 109.76 KB)
(28 Jan 2016, 111.58 KB)
Appendix D Adm - Materials - mode 3 E Framework Agreement
(28 lan 2014 K97 59 KR) (78 Ian 2014 112 08 KR)

When a document link is clicked, the standard dialogue will open and ask you whether to Open the
document, Save it or to Cancel the download. Make your choice by clicking on the button that
corresponds with your choice.

It could take quite a while to download all documents as a ZIP file (the file can be many
hundred megabytes and take several minutes to download). Some browsers will give little
feedback to the user on the download progress. Have patience and don’t report this as an
issue with downloading too soon.

3.3 Register intent to participate / Decline to participate

If you intend to participate on behalf of your company, you must register your intent to participate by
clicking Register intent to participate prior to the deadline for confirming your interest. Alternatively
if you do not intend to deliver a response, you have the opportunity to click Decline to participate.
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Availability: Invitees only [+

participate or not here.

28 Jan 2016 12:00

Your current status:

Not registered

Please make yourself acquainted with this
enquiry, including any documents. Having done
so, you are welcome to register your intent to

Please confirm your interest by:

& Register intent to participate

=] Decline to participate

Both actions described above will trigger a confirmation e-mail being sent to you containing

information about the request and what status your action resulted in.

Registering intent to bid will enable the Questions and answers and Upload more documents options

on the request, as shown below.

Home » TEST 26.01.2016

Enquiry: TEST 26.01.2016

Description

Details
Type: Enquiry
Status: Awaiting vendor response
Number: Enquiry-033082

Publication date: 26 Jan 2016
Response due date: 30 Jan 2016 12:00
Formal opening: 30 Jan 2016 12:00

All dates are relative to time zone (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna

Availability: Invitees only (=

Please confirm your interest by:
28 Jan 2016 12:00

Your current status:
Registered intent to participate

@ Decline to participate

Documents available for download
/7 RFx documents published

| 4B
p. E Appendix A Scope of Work Volume

e . Framework Agreement Material:
(28 Jan 2016, 114.82 KB)

*, l E Appendix B Compensation Volume
— Framework Agreement Materials

(28 Jan 2016, 118.29 KB)

Appendix C Contract Schedule Volume
Framework Agreement

(28 Jan 2016, 111.58 KB)

Appendix D Adm - Materials - mode 3

78 Inn 7016 K97 59 KR)

Download all
documents as a ZIP file

E Appendix L Parent company guarantee

(28 Jan 2016, 109.13 KB)

E-auction information letter
(28 Jan 2016, 111.23 KB)

Form of acknowledgement
(28 Jan 2016, 109.76 KB)

E Framework Agreement

(78 Ian 2016 112 N8R KR)

There are no answered questions

? yet. You may ask questions until 28
‘ Jan 2016 12:00.

o Questions and answers

Your response has to be delivered before 30 Jan
2016 12:00. The bid is considered as delivered
only after you have clicked the Confirm delivery
button, but you can still modify your bid until the
response due date.

Browse. ..

| 7 Upload

You haven't uploaded any documents yet. Please
click the upload documents button to do so.

If you decline to participate in a request process, you will be prompted to provide the reason:

& Please provide a comment for why you have decided to decline to participate

H Cancel

Security Classification: Open - Status: Draft
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If you for some reason should reconsider your previous decision on bidding or declining, you
may update your status at any time before the deadline for confirmation of interest by using
the link you received in the e-mail. This will take you to the details page where you can undo
your previous action by clicking on the other button instead.

3.4 Questions and answers
Before being able to ask clarification questions and view their answers you must first register your

intent to participate. This will make the Questions and answers button visible (shown below).

All communication in the tender period shall be addressed through “Questions and answers”.
All clarification questions must be posted prior to the deadline for clarifications which is
displayed above the Questions and answers button.

9 o There are no answered questions
yet. You may ask questions until 28
‘ Jan 2016 12:00.
7] Questions and answers

With regards to the Form of Acknowledgement — please upload this document in Question and
answers (If you are asked to submit this form).

All questions asked regarding a request, including questions asked by other participants in the
request, can be viewed by clicking the Questions and answers button on the request details page.

All clarification questions and their answers are anonymised and may be re-phrased before
being published. All rephrased clarification questions and answers are visible to all active
participants on the request.

Security Classification: Open - Status: Draft Page 13 of 32
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Home » TEST 26.01.2016 » Questions and arswers

TEST 26.01.2016 - Questions and answers Ask a question

|Where . ?|
Answered to all 28 Jan 2016 {Asked by my company):

a #F759M : How do we xxx?

9 You do it like xxx. Ref.App A, section 4

992 characters left

You can add multiple attachments to your question
here:

‘ Browse...

“ Ask now

My unanswered questions

| #789E5 : when...?

In order to pose a clarification question to the request, you must write the question in the "Ask a
question” box. A question can be 3000 characters, including blank spaces between words.

O If you have many questions, please ask one at a time, not many in one question.

You can add a file as attachment to the question by clicking the Browse button and choosing one or
more files.

Do not attach your offer in this phase; only information which Equinor asks you to submit
ahead of your offer should be attached here.

When the question is ready for posting, click on the Ask now button. The question is now registered.

It will then be answered by the RFx responsible and published anonymously on the "Questions and
answers" page along with the answer, possibly with an attachment to the answer. The attachment
you added to the original question will be shown under the rephrased question. The published
answer's attachment will be shown for all parties who have registered an intent-to-bid on the request,
while your attachment will only be shown to you.

Unanswered questions and their possible attachments are shown below the Ask now button in the
"Ask a question” box.

You can open or save any file from an attachment by simply clicking on it and choose the
desired action.

Each question has a reference ID. These reference IDs are automatically generated random
alphanumeric sequences and are unique within a request process.

Security Classification: Open - Status: Draft Page 14 of 32



Equinor eSourcing portal — Supplier user guide

Whenever a question is answered, all parties who have registered an intent-to-bid on the request will
receive an e-mail informing of this. In the “Questions and answers” page, the questions asked by
you are marked as "Asked by me" so that you can easily distinguish them from questions posted by
other users.

Information to all invited parties from Equinor’s procurement responsible can also be published under
Questions & Answers. An example:

Home » TEST 26.01.2016 » Questions and answers
TEST 26.01.2016 - Questions and answers

Information to all participants 28 Jan 2016:
? #79Y55 : Important nformation - app A is revised

9 App A is revised. You will find the new version in the "Documents available for download”. The old version is deleted and no longer
valid.

To return to the request details page, click on the breadcrumb trail's step showing the request title or
use the backspace key.

Security Classification: Open - Status: Draft Page 15 of 32
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3.5 Uploading bid documents

Before being able to upload bid document(s) on a request you must first register your intent-to-bid.
This will make the Upload button visible (shown below), enabling you to upload your document(s).

Your response has to be delivered before 30 Jan
2016 12:00. The bid is considered as delivered
only after you have clicked the Confirm delivery
button, but you can still medify your bid until the
response due date.

Browse...

I Upload

You haven't uploaded any documents yet. Please
click the upload documents button to do so.

The caption above the Upload button displays the deadline for uploading your bid
document(s) along with how the procurement responsible has configured the eSourcing
portal's bid delivery rules (see chapter 3.6 Delivering a response for further details).

Click on the Browse button to find the documents you wish to upload. In the appearing
dialogue, browse to find the documents. Select the documents you want to upload, more

documents can be selected at once by pushing the Ctrl key or the Shift key and click on OK. The
selected documents are now ready for upload and the Upload button is now active. When you have
added all the documents you want to upload click Upload. The upload will start and once all the
documents have been uploaded the request details page will refresh so the uploaded documents will
now be visible.

Your response has to be delivered before 31 Mar

2016 12:00. The bid is considered as delivered

only after you have clicked the Confirm delivery

button, but you can still modify your bid until the
response due date.

Browse...

] Upload

Your response contains the following documents:
B X Statoil eSourcing portal Contiki user guide...

Due to response locking, your submitted
documents have been encrypted, meaning
you are unable to view or save them.

ﬁ Confirm delivery

If necessary, you can delete your uploaded document(s) by clicking the red delete icon located
beside each document. You can also browse and upload more documents.
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3.6 Delivering a response

You can upload and delete bid documents on a request up until the request's Response Due
date/time.

When you have uploaded all your bid documents, you will at some stage wish to confirm your bid
delivery. A Confirm delivery button will be present below the Upload more documents button on
the request details page, as shown below.

Your response has to be delivered before 30 Jan
2015 12:00 PM. The response is considered as
delivered only after you have clicked Confirm
delivery, but you can still modify your response up

until the response deadline. o
( Bruw@

<
Your response contains the following documents:
DX Technical.zip

2 ¥ commercial.zip

Due to response lacking, your submitted
documents have been encrypted,
meaning you are unable to view or save
them.

ﬁ e-.) Confirm delivery

Click on the Confirm delivery button when you are confident that the uploaded files represent your
complete and final response delivery. Your bid will then be registered as delivered and you will
receive an email informing that the bid upload has been successful. Documents are encrypted and
not possible to open or view by anyone until the response deadline and formal opening date. The red
X makes it possible to delete — if necessary — and add new files/zip-folders until the Response due
date/time is reached

(Exceptionally: if there is no Confirm delivery button, no further action is required of you to confirm
your response. Your bid will automatically be registered as delivered once the Response due
date/time is reached at which time an e-mail will be sent to your registered e-mail address informing
you that your response has been confirmed as delivered.)

It is not possible to upload any bid documents after the Response Due date/time has
passed!
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3.7 Response clarifications

Response clarifications are questions asked to you by Equinor’s procurement responsible.
Before being able to view and answer the response clarifications questions you must first deliver your
response. When Equinor procurement has done the formal bid opening, the Response

clarifications button will be visible (shown below).

You will be notified by E-mail if and when there are clarifications you need to answer.

Availability: Invitees only "=

Your current status:
&

Response delivered

You cannot register intent to participate because
the response date is passed.

9 There are currently 2 answered

‘ ‘ questions.

LY Questions and answers

Your response has been delivered and consists of
the following documents:

L) Commercial.zip

Ll Technical.zip

ﬁ There is currently one response
2 clarification waiting for your

‘ ' answer!

(1) T Response clarifications

All questions asked regarding the response to the request process delivered by you or your company
can be viewed by clicking the Response clarifications button on the request details page.

All Response clarifications and their answers are visible only to your company and to
request process coordinators.
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r——— —
——

L UR
2 Statoil
Home « Development tools - Response clerifications

Request for proposal Development tools - Response clarifications

Click “Answer the question” button under the guestion to write a response.,

To post an answer (or answers) you need to mark it as ready to post with “Post” checkbox and then dick “Post all marked guestions”.
Questioner will be notified about your answer by emall after you ciick “Post all marked questions”

Please remember that only posted questions are visible to the CMA Contiki Farm!

Unanswered response clarificati ®
There Is 1 unanswered response clarification
Post all marked answers
I,{ 2. Response clarification text: Response clarification asked at 5/25/2012 8:29:49 AM
' Do you have preferred relationships with any consulting, staffing or integration firms?
] If 50 which ones? C
Answer the question

Answered resp clarificati 3

|v 1. Response clarification text: Response clarification asked at 5/25/2012 8:18:32 AM

Can you please clarify paragraphs 13.4 and 12.5?
It seems ke values there are 15-3% higher then normall

Arswered at 5/25/2012 8:20:47 AM by St Saiin
Answer text: Hil

Please see the attached document with my comments.
Answer attachment: [ Cost allocation Liconses. pdf

P! Pl

In order to answer a response clarification question, you must click Answer the question button
inside the clarification block and write your answer in the opened window. As you can see from the
image below, a question can be 3000 characters long, including blank spaces between words.

& Enter your answer here:

Hi.
The parsgraph iz mow rephrased.
Gee the attachments to this question.

2925 | characters left

You can add multiple attachments to yvou answer here: Save answier Cancel

3 files are selected for upload X Browse...

This answer contains the following attachments:

* @cuF Report workshops feedback 2013-4%2735.docx -
X Bannex D5 SIMS-509254.doc

X _EAnnex D6 SIM5-509256.doc

X _BAppendix & Scope of Wark contract for the Supply of Services-509265.doc -
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You can add a file as attachment to the question by clicking the Browse button and choose the
proper file.

When you're done writing your answer, click on the Save answer button and your answer will be
saved. You can edit your answer before posting.

When the response clarification answer is ready for posting, mark it as ready for posting with the
Post checkbox in the clarification section and then click Post all marked questions. The
answer and its attachment are now visible to the request coordinators and the questioner will be
automatically notified about your answer via email.

Unanswered response clarifications

There is 1 unanswered response clarification

Post all marked answers

2 3. Response clarification text:

Question attachment:

-é .

Answer text:
answer

Edit the answer before posting

You can also post more than one question at a time by marking multiple clarifications with Post
checkbox before clicking on the Post all marked questions button.

coordinators. You must go through the post procedure in order to show the coordinator your
answers.

O Please note that only the answers that were posted will be visible to the request

Whenever a new response clarification is created by request coordinators, you will receive an email
notification that there are new response clarifications awaiting your answer.

To return to the request details page, click on the breadcrumb trail's step showing the request title or
use the backspace key (or Alt+Left arrow).
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Equinor eContracting Portal

A contract in Contiki can be shared with the awarded supplier on the Contiki
eContracting portal. eContracting is a part of Contiki which makes it possible to
collaborate and share documents with suppliers in the administration phase. Sharing of
Contract agreement and meeting documentation as an example will make it less
administrative and secures that supplier and Equinor are dealing with the same versions
of documents.

My contracts list

If Equinor’s procurement responsible has published your agreement, you will find it under My
contracts. All contracts shared with you are displayed in this list.

My contracts list contains columns that show:
e The contract's identification number (Number);
e A short description of the contract (Description);
e The contract's start date (Start date);
e The contract's end date (End date);
e The contact person and supplier company chosen for the contract (Company contact);
e Commercial coordinator of the contract (Procurement responsible).

.
Leverander, GRS

Eontiki | Y A - ) - Fi -leverander-l

enterprise contract management

Welcome to Statoil e-sourcing portal .

Statoil e-sourcing portal is the web portal where potential bidders have access to our current RFIs, RFPs, etc. The entire process from publication to submission of a response is carried out here.
Published information is available to all users, while some interactions will require a registration.

My contracts

Number « Description Start date End date Company contact Procurement Responsible
46000 Delivery of 01 Mar 2012 28 Feb 2018 TEST-leverander

In order to see the details and/or perform specific actions on a certain contract, click on its number or
description. This will take you to the contracts detail page.

Contract details

The Contract details page contains the general information regarding the contract along with
separated lists of both draft and finalized documents associated with the contract and shared with
your company.

For complete information about actions that can be performed on this page please see Draft
documents and Finalized documents articles.
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Leverander, Christine Help

enterprise contract management

JEST-leverander Christine | | Log out

Home » Contract details: 46000 s

Please be aware that all the dates on this page are shown in the web servers time zone ((GMT+01:00) Amsterdam, Berlin, Bern, Rome,
Stockholm, Vienna).

Contract 46000 - Active (¥
Description: Delivery of electrical material
Start date: (1 Mar 2012 Original end date: 29 Feb 2016 New end date: 28 Feb 2018 Optional extensions: 1 of 1 are executed
Contact Procurement Responsible: Hoyven, Christine, email /@statoil.com, phone: +47 k.
person

Product and 05 Equipment 05.3 Electro & Telecom
service
groups

Draft documents

&

Here you can find all shared draft documents regarding this contract. You can choose to view or edit the documents, or see the full comments

history by clicking the links to the right of each document. The most recent comment for each document can be seen in the list, with a
possibility to add a reply directly to it.

Browse... |~ Upload
Document Version Locked by
_Bi Metereferat Bergen 04 06 2014 (634 kb) 1.0 # View | . Edit | " Comments (0)
‘o Reply
Finalized documents ¥

Here you find all shared finalized documents regarding this contract. You can here read the documents or see the full comments history by
clicking the links to the right of each document.

& Document Version
[t 01 - Framework agreement (623 kb) 1.0 4 View | '~ Comments (0)
_) 02 - General conditions of purchase (1 mb) 1.0 4 View | - Comments (0)
[ 03 - Appendix A Scope of Delivery (524 kb) 1.0 4 View | ' Comments (0)
< >
4.3 Draft documents

The Draft documents section displays all shared draft documents regarding the contract you are
currently viewing and Add a document button.

The Draft documents grid contains columns that show:

e Document icon, name and size (Document);

e Document version (Version);

e Column that shows who is currently editing this document (Locked by);
e Buttons for various document operations.

The grid also displays the last added comment for each document, with a possibility for adding a
quick reply.

If the comment is longer than 500 characters or contains more than three rows, only a short version
will be shown in the grid. To view the full comment - click on the Expand button in the comment you
want to view.

You can also view documents, edit them or see the full comments history by clicking the links to the

right of each document.
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These are the buttons in the Draft documents grid:

e View - click on this button to view the document file (a save dialog will be opened to save the file
locally).
e Edit - clicking on this button will also open a save dialog so that you can save and edit

document the locally. But this will also "Lock" this document for you so that no one else will be able to
change it until you finish with it.

e Unlock - clicking this will unlock the document for other users, so that they can edit it too. Note
that your local copy will not be deleted from your local storage.

e Update - clicking this button will open the 'Update document' pop-up, so that you can update the
document. Note that updating the document will also unlock it.

e Comments - this button is actually a link to the comments page for this document. See the
Document comments page article for detailed information.

e Expand - this button will expand the comment field so that the full comment is shown if it is more
than 500 characters or 3 rows long. The button will become a Collapse button after being clicked.

e Collapse - this button will restore the comment field back to its normal state and then
become the Expand button again.

e Reply - allows you to post a quick reply to this document's last comment. Clicking on it will expand
the 'quick reply' section under the last comment field.

_ @ Motereferat Solar Bergen 04 06 2014 (635 kb) 5.0 # View | (-] Edit | ' Comments (1)
Comment posted by Christine Leverander, TEST-leverander Christine on 28 Jan 2016 12:08 updating to version 2.0
We have revised action nr 3. All other actions OK.
© Reply
0k, we agree on the Minutes of Meeting
© Post @ cancel

Update draft documents

To update a draft document choose “Edit”

B Motereferat . Bergen 04 06 2014 (634 kb) 2.0 P View © comments (1)

Save the document on your computer

Save

Do you want to open or save 46000 Mstereferat - Bergen 04 06 2014-1130800.docx (534 KE) from contikiga.statoil.com?

Open Save and open

I F
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Do your changes to the document and save it (on your computer).
To upload the changed document choose "update":

Comment posted by : Leverandor, TEST-leverander
We have revised action nr 3. All other actions OK.

_B Moterefera Bergen 04 06 2014 (635 kb) 4.0

Me

] Update ] “1 Unlock |~ Comments (1)

on 28 Jan 2016 12:08 updating to version 2.0

o Reply

Browse for your updated version of the document, add a comment and click update.

s Update

Comment:

@sed action nr 3.

A1l other @

Please select your updated "46000

. -Matereferat - Bergen 04 06 2014-1130800.docx” to save as a

|C:\Users\chhoy\Desktop\4600[)

Add a new document

Mgterefera@

To add a document click browse, find your document and click upload. The documents you uploaded

will be instantly available to everyone who has access to this contract.

Draft documents

possibility to add a reply directly to it.

Here you can find all shared draft documents regarding this contract. You can choose to view or edit the documents, or see the full comments
history by clicking the links to the right of each document. The most recent comment for each document can be seen in the list, with a

«J

e —
i o) e ) |

4.4 Finalized documents

The 'Finalized documents' section contains all shared finalized documents regarding the contract you

are currently viewing.

Finalized documents

Here you find all shared finalized documents regarding this contract. You can here read the documents or see the full comments history by
clicking the links to the right of each document.

[dot
[foz
o3

[fo8
(o9
(B0
(B
B2

Document

- Framework agreement (623 kb)

- General conditions of purchase (1 mb)

- Appendix A Scope of Delivery (524 kb)

_h1 04 Appendix B - Compensation 20.08.2015 (194 kb)

Bo7-

Appendix C - Schedule (218 kb)

- Appendix D - Administration (1 mb)

- Appendix E - Technical specifications (247 kb)
- Appendix H - Subcontractors (211 kb)

- Appendix K - Proprietary information (176 kb)

- Appendix L Parent Company Guarantee (327 kb)

Version
1.0

1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0

View
View
View
View
View
View
View
View
View

View

' Comments (0)
' Comments (0)
' Comments (0)
"~ Comments (0)
~ Comments (0)
"~ Comments (0)
' Comments (0)
' Comments (0)
' Comments (0)

'~ Comments (0)

Click here to download all finalized documents in one zip-file.
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The 'Finalized documents' grid contains these columns:

e Folders in contract or sub objects in which the finalized documents are stored,;
e Document icon, name and size (Document);

e Document version;

e View link that will open the download file dialog;

e Comments link that will lead to the document's Comments page.

To download all finalized documents at once, you can use the Click here to download all
finalized documents in one zip-file button at the lower part of the 'Finalized documents'
section.

4.5 Document comments page

The 'Document comments' page shows all comments posted for the document.

Document Version Locked by
@ 4600C -Meotereferat Bergen 04 06 2014-1130800.c¢ 1.0 # View | L. Edit | %~ Comments (0)
o Reply
_@ BW-reports.docx (192 kb) 1.0 # View | = Ed1't
Comment posted by - Leverander, TEST-leverandei " . on 28 Jan 2016 12:45 Version 1.0
Reply nr 2
' Reply
The page consists of general document information in addition to the buttons;
* View document - will open a save file dialog
and
* New comment - enables posting of a new comment.
Document: BW-reports.docx Current version: 1.0
Document created by Leverander, on 28 Jan 2016 12:12
Last updated by Leverandor, on 28 Jan 2016 12:12
& View document d New comment
Comments
_/ Comment posted by Christine Leverander, TEST-leverandor on version 1.0 28 Jan 2016 12:45
Reply nr 2
Comment posted by Christine Leverander, TEST-leverander on version 1.0 28 Jan 2016 12:44
Comment nr 1
Comment posted by Christine Leverander, TEST-leverander on version 1.0 28 Jan 2016 12:33
Test av reply
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Troubleshooting

SMS issues

The SMS code needed to login is only valid for a few minutes. You can try to login again to receive a
new SMS code if you haven’t received/entered the first SMS within 1 minute.

Should you get an error message stating that the code received on SMS is not according to the
expected key, follow this instruction:

1. Go to the main menu on the Google Authenticator app
2. Click Settings

3. Click Time correction for codes

4. Click Sync now

On the next screen, the app will confirm that the time has been synced, and you should now be able
to use your verification codes to sign in. The sync will only affect the internal time of your Google
Authenticator app, and will not change your device’s Date & Time settings.

Please contact Equinor Service desk at +47 51 99 92 22 for assistance if you experience the SMS
arriving late repeatedly. Press 1 for general IT and 1 for collaboration solutions and office tools.
Specify that the issue is Contiki related.

() Inform the procurement responsible if you are unable to login close to a deadline.

User not recognized

Should you receive a “Unknown username or password” message when logging in to the portal this
could be due to the user not being set up for access to the portal. Please contact the procurement
responsible to verify that the user has been set up and activated.

If the user has been activated and you are still experiencing issues and the procurement responsible
is unable to help you please contact Equinor Service desk at +47 51 99 92 22 for assistance. Press 1
for general IT and 1 for collaboration solutions and office tools. Specify that the issue is Contiki
related.

() Inform the procurement responsible if you are unable to login close to a deadline.
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Password forgotten

If you are unable to remember the password you can use the lost password feature (see chapter 5.4
Lost password) to create a new valid password.

Lost password

If you have forgotten your password or are having issues with the current password the Lost
password function should be used. On the “Please identify yourself page” (click on the Log in link in
the upper right corner to open this page) you can click on Did you forget your password? to
request a new password.

Click on Did you forget your password?:

enterprise contract management
S

Home » Register/authenticate

Please identify yourself.

In order to perform certain operations, we require that you identify yourself. Please log in or register below.
If you already have a registered email and password, you can sign in using

the form below.

Step 1 of 2 Step 2 of 2

Email:  |Kkjetilei@outlook.com

Password: eesesccccscccce
Did you forget your password?

E e-sourcing portal version 6.13.5.1246 (Application server version 6.13.5. Copyright © 2007-2016,

Enter the email associated with your Contiki user and click Continue:

contiki
enterprise contract management

=

Home » Lost password

Lost password

Please provide your email address associated with your account. An email will be sent to the email address with details about how to change your password.

Email

l |
Eontinu%

w portal version 6.13.5.1246 (Application server version 6.13.5.1 \ & Copyright © 2007-2016,

You will then get a confirmation that a password request has been sent:

g, - -
contiki
Iﬁl.'p'll! contract mlﬂlﬂlml!\l

—

Home » Lost password
Password request sent

An email has been sent to your email account of record. Please follow the directions in that email to change your password or log in using your temporary key.

W portal version 6.13.5.1246 (Application server version 6.:13.5!

Please follow the link in the received email to set your new password:

Copyright © 2007-2016,
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Reset password ¥ x

Statoil e-sourcing portal Legg til i Kontakter 13:25
Til: Eik, Kjetil ¥

LIS
4" Statoil

o This is an automatic email from Statoil e-sourcing portal

Dear Kjetil Eik,
A request has been made to change your password.
To continue the process, please visit Statoil e-sourcing portal within 30 minutes by using the following link:

Statoil e-sourcing portal

If you did not initiate this process, please feel free to disregard this message and delete it.
Best regards,

Statoil e-sourcing portal

Enter your new password in both input fields and click on the Change your password button:

contiki
GHQQIUVISE contract mlnagsman!

Home » Change your password
Change your password

Kjetil Eik, please enter a new password below and confirm the new password by retyping it. The password must have a minimum length of 6 characters.

New password Repeat password
\ \
Change your password
ot v 2512 s e s ST T T

You are now ready to proceed with your login (see chapter 1.1 Login to the portal).

5.5 Creating secure passwords

To prevent unapproved users gaining access to the solution a secure password policy should be
enforced. Passwords should meet the following minimum requirements when they are created or
changed:

e Passwords should contain characters from three of the following four categories:
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Uppercase characters (A through 2)

e}

o Lowercase characters (a through z)

o Base 10 digits (0 through 9)

e}

Nonalphanumeric characters: ~!@#$%"&*_-+="\(){}[]:;"'<>,.?/
e Passwords should not contain whole words. It is better to split up. E.g.: Co63nti35ki!
e Passwords must not contain larger parts of the user's name or email address

e Passwords should be a minimum of 8 characters or longer

5.6 How to change the language on the portal

The portal is available in Norwegian or English, and the language is automatically selected according
to the language preferences in the browser.

If you need to change language this can be done for Internet Explorer users as follows:

i @R

=

Print r
File 3
ZLoom (100%:) k
Safety ]
View downloads Ctrl+]

Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer
L ]

In Internet Explorer, go to the tools menu (pinion icon). Choose Internet options
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Internet Cpticns m

General | Security I Privacy | Content I Connections I Programs I Advanced |

Home page
G To create home page tabs, type each address on its own line.
LJ .
= hittp:/fentry.statoil.no/ - I
I [ Ise current ] [ IUze default ] [ IUze blank ] “

Browsing history

#.fr’I;.-. Delete temporary files, history, cookies, saved passwords,

¥ and web form information. i
Delete browsing history on exit I
Delete... ] [ Settings ]
Search |
N
p Change search defaults. i
Tabs
_|_" Change how webpages are displayed in
tabs,
Appearance
[ Colars ] [ Languages [ Fonts ] [ Accessibility ]
\.‘-__F,,. | |

| ok || cancel || apoy

Choose Languages
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Language Preference A A am—— u

Language Preference

Add the languages you use to read websites, listing in arder of
preference, Only add the ones you need, as some characters can
be used to impersonate websites in other languages.

Language:

Move up

Move down

Rermove

Prefix and suffix options
[ Do not add "www' to the beginning of typed web addresses

Spedfy the suffix (for example .net) that should be added to
typed web addresses when you press Ctrl + Shift + Enter,

Suffix:

K | [ Cancel

[ p—

Select the Add button

Add Language

-

Language:

Endlish {Caribbean) [en-029] o
English (India) [en-IN]
Endlish {Ireland) [en-IE]

Endlish {Jamaica) [en-IM]

English (Malaysia) [en-MY]

English (Mew Zealand) [en-MZ]

English {Republic of the Philippines) [en-H]
Endlish {5ingapore) [en-5G]
Endlish {South Africa) [en-ZA]
English (Trinidad and Tobaga) [en-
English (United Kingdom) [en-GB
English {United States) [en-Js]
Endlish {Zimbabwe) [2n-ZW]
Endlish [en] -

[l

ser defined:

Select the language version you prefer and click OK
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Language Preference X

Language Preference

Add the languages you use to read websites, listing in order of
preference, Only add the ones you need, as some characters can
be used to impersonate websites in other languages.

Move down

Remowve

Language:
Nnrweiian no " mMove up )
English (United Kingdom) [en-GB .

Prefix and suffix options
[] Do not add "www' to the beginning of typed web addresses

Spedify the suffix (for example .net) that should be added to
typed web addresses when you press Ctrl + Shift + Enter.

ti QK ]'| Cancel

[ —

Suffix:

Move the preferred language to the top, with the Move up function and select the OK button

Your updated language settings will be visible when you refresh the page.

5.7 What to do if you’re still experiencing problems

Please contact Equinor Service desk at +47 51 99 92 22 for IT related assistance.

Press 1 for general IT and 1 for collaboration solutions and office tools. Specify that the issue is
Contiki related.

O Inform the procurement responsible if you are unable to perform a critical action close to a deadline
due to technical issues.
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