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Introduction

This guide will help suppliers to make the best use of the Government of Saskatchewan’s new

Supplier Portal.

This How To Guide is one in a series of four. Each guide describes part of the activities that can be

performed in the Supplier Portal.

The four guides are:
I. Supplier Registration
Il. Supplier Support
I1l. Supplier Tasks
IV. Manage Profile

Resources
Title Audience Source
Supplier Portal Registration Suppliers Supplier Portal Registration
Supplier Dashboard Demo Suppliers Supplier Dashboard Demo
Supplier Change Request Suppliers Supplier Change Request
Respond to Vendor Suppliers Video - SCM-06C
Performance Questionnaire -
Suppliers
View Sourcing Events - for Suppliers Video — SCM-12
Suppliers
Develop RFx Suppliers Video — SCM-13
Response/Submission
Receive and Redline a contract | Suppliers Video — SCM-15

- for Suppliers

Purpose

The purpose of this How To Guide is to ensure suppliers are confident in their abilities to use the
Supplier Portal. Furthermore, it will help suppliers comply with government regulations while making
the experience of being a supplier as efficient and effective as possible.

Glossary

Acronym/Word Definition

GEM GEM is a cloud computing service used by the Government of
Saskatchewan has used its new integrated Supply Chain Management
system.

Purchase Order In GEM, a purchase order is used for purchasing any goods or services.

Purchase Requisition In GEM, a purchase requisition is used for obtaining internal permission
to buy goods or services within the system.

Requisition An alternative simplified term for a purchase requisition.

SCM Supply Chain Management



https://publications.saskatchewan.ca/api/v1/products/127301/formats/150075/download
https://publications.saskatchewan.ca/api/v1/products/127302/formats/150077/download
https://publications.saskatchewan.ca/api/v1/products/127304/formats/150079/download
https://youtu.be/uyOl2ttPpek?si=KfOuWHaseA5KLVg6
https://youtu.be/67NguXz6qqk?si=eF1LhD0RDLEtPVJz
https://youtu.be/nNSiXNiysZQ?si=VtlVJYIixhXu9ZoW
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There is training both to orient suppliers to GEM and to accomplish various tasks. See Resources above.

ll. Understanding the Supplier Portal Application

Click the Supplier Portal tab. It may be necessary to scroll to find it.

Saskatchewan %

Good morning,

My Team My Client Groups Sales Supply Chain Execution Euppliev Portal Tools Supplier Supe 3

B

;

Supplier Portal

Things to Finish

1week ago X 1week ago
m 2l

ContractTraining Manager7 Shared ContractTraining Manager22
Contract 3486 with You Shared Contract 3482 with You

51

Click the Supplier Portal tile in the Apps section.
a. Supplier Portal tile.
b. Click the “+” sign to add Apps.
c. Things to Finish — each box has outstanding tasks.
d. Notifications — the bell icon will have a number in a red circle if there are notifications for the
user.
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APPS °

m My
oplier Portal
Things to Finish

My Tea y Client Groups Sales Supply Chain Execution Supplier Porta Tools Supplier Supg > o
Sug

[
_|_
[ ©)

4 days ago X 2 weeks ago X 1 month ago
ACTION REQUIRED m m
You Are Invited to Negotiation 10248-

tion 1

<

A. Screen Layout

The Supplier Portal screen includes:
a. Search Bar —search for a specific item by using the drop-down arrow and selecting from:

e Orders

e Agreements

o Negotiations

e Negotiation Responses
Questionnaires
Clicking the magnifying glass with Orders in the search box and the Order Number box
blank opens the Manage Orders screen; Agreements opens Manage Agreements; and
so on. If the order/agreement/negotiation number is known and entered in the search
box, clicking the magnifying glass will open to that order/agreement/negotiation.
b. Tasks — clickable links to common tasks are grouped under:

e Orders

e Manage Orders

e Manage Schedules

o Acknowledge Schedules in Spreadsheet
e Agreements

e Manage Agreements

e Contracts and Deliverables

e Manage Contracts

e Manage Deliverables

o Negotiations

e View Active Negotiations
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e Manage Negotiations
e Qualifications
e Manage Questionnaires
e View Qualifications
e Company Profile
e Manage Profile
c. Infolets — these are dashboard items the supplier can choose to see or not to see.
d. My Infolets — customize the dashboard by clicking My Infolets and checking or unchecking
options on the list of infolets for viewing on the page.
e. Supplier News — general news of interest to suppliers.
NOTE: the number of items requiring attention will vary.

Supplier Portal

Tasks

o

- Manage Orders

0]©

Requiring Attention Recent Activity Transaction Reports
Last 30 Days Last 30 Days

Orders opened 1 PO Purchase Amount 975K CAD

Qualifications

« Manage Questionnaires
. View G ons Supplier News o

IV. Purchase Orders
A. Purchase Order Management

1. Manage Orders

Suppliers can manage all their Purchase Orders and associated Schedules from their supplier portal
dashboard. From the Tasks menu, click Manage Orders.
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Saskatchewan Jb

Supplier Portal

Search | Orders ~| Order Number
Tasks o
Orders
Requiring Attention Recent Activity Transaction Reports @
* Manage Orders eff— ast 30 Days Last 30 Day
N 5t30 D £30 Days
= Manage Schedules ! Negotiation invitations 1 PO Purchase Amount 975K CAD
» Acknowledge Schedules in Spreadsheet ‘ Orders opened 1
Agreements 6
= Manage Agreements 39
Contracts and Deliverables s 24

= Manage Contracts

= Manage Delive

Negotiations

« View Active Negotiations

= Manage Responses

W Negotiations Closing Soon
Negotiabon Messages

Qualifications

- Manage Questionnaires
« View Qualifications. Supplier News

Company Profile

« Manage Profie

In the Manage Orders screen, click and explore the Actions drop-down options and click on the
purchase order number to view the details of the order.

Saskatchewan }§

Manage Orders @
Headers  Sehedules
) Search Advanced | Manage Watchiist | Saved Search | All Orders v|
S esults
vmw v Fomaw 58 % (=] Detach @
. Life  Creatio

Order Order Date  Description Supplier Site Buyer Ordered Currency Status oyeie Date
PO1D04SE 26-Aug-2025 Cormetional Officer Female armour cartier with balistic and stablspike pansls included 1920 TrainingBuyer2 975000 CAD Open 0 30Ju2025
PO100120 22-0ct-2024  Goods to be Tested - BCEA Report 1920 Wallis, Katerina 560000 CAD Open o 22-0c1-2024
PO100102 24-Sep-2024 TEST CPA 1920 Wallis, Katerina 500000 CAD Closed for Receiving W 24-Sep-2024
PO1000%6 11-Dec-2024  gsrglr 1920 Sastaunik, Tka. 1500000 CAD Open W 17-Sep-2024
POTD0DED 13-Sep-2024  coniract to CPAla Req 1920 Walls, Katerina 300000 CAD On Hold 0 13Sep20t

a. Click Actions
e Export to Excel to export all the purchase orders to a spreadsheet.
e Acknowledge to acknowledge receipt of the selected purchase order(s). Note:
Acknowledging the order can also be done from after opening the purchase order
e View PDF to see the selected purchase order in pdf format.
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Search Results

View ¥ Format = _1=— Ei IEI Detach

Export to Excel ipti
xport to Exce Order Date Description

Acknowledge
26-Aug-2025 Caorrectional Officer Female armour carrier with

View PDF

22-0ct-2024  Goods to be Tested - BCEA Report

b. Click the green Order number to open the GOS Purchase Order. There may be icons to the left
of the purchase number indicating that action is required: a yellow warning icon may indicate
the purchase order is on hold, a blue information icon indicates the purchase order needs to be
acknowledged, etc.

Saskatchewan %‘
GOS Purchase Order: PO100456 @ Acknowiedge Actoos v | (efesh (Bana] ~ Ordertite oveie
View Details.
4 Additional Information g
Adions v Vieww Fomaty 51 [§ " Detach
Line item Description Quantity UOM D¢ Price Ordered Status
Review all the details of the purchase order in the General section.
Saskatchewan Jb nrFr o @
Purchase Order: PO100575 @ Order Life Cycle

4 General -

GOV'T OF THE PROVINCE OF

Sold-to Legal Entity  $08 0% THE AF Supplier  83543Name Otored 100000 GAD
Billto BU 016 Highways Supplier Site 1520 Description Test PO o ik oo o
Order  PO100575 Supplier Contact ~ clfthuco y gsizhdst Source Agreement W Amount (CAD)
Status  Open @ Bill to Location  GOS - Regina Supplier Order
Buyer Wallis, Katerina Master Contract View Details

Ship.to Location U

Croation Date  26-Sep-2025
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If the purchase order requires acknowledgement, there will be:
e Ablue information icon beside the Status;
o Yes will appear in the Required Acknowledgement field;
e The day the acknowledgement is due will appear below the word Yes.

Saskatchewan ap g
Purchase Order: PO100575 @ [E] Order Life Cycle

Main

Sold-10 Legal Entity  Souy,oF THE FROVINGE OF Supplier  83543Name

Billto BU 016 Highway:

Ordered 1,000 00 CAD

Supplier Site 1
PP o 1920; Description Test PO 00 04K 08K 12K

Order mmosr/ Supplier Contact ~ chtfthuco y gsjzhdst S At B Amount (CAD
Status  Open @ Bill to Location  GOS Supplier Order

Buyer Walis, Katerina

Master Contract View Details

Ship-to Location

Croation Date  26-Sep-2025

Terms  Notes and Attachments

Required Acknowledgment  Yes Shipping Method Requires signature
Acknowlodgment Due Dato  26-0ct-2025 Freight Torms
Payment Terms  Immediate Pay on receipt

Prior to the due date, click Acknowledge.

Saskatchewan 4 oP ¢ @

Purchase Order: PO100575 @ —> |[ ]|[vu-m:]|uu- 'HE] Order Life Cycle

Main

 Geners i -

Sold-t0 Legal Entity  §our,oF THE FROVINGE OF Supplier  83543Name

Billto BU 016 Highway

Ordered 1,000.00 CAD
Supplier Site 1920

Description  Test PO 00 04K 08K a2
Order PO100575 Supplier Contact ~ citfthuco y gsjzhdst T, N —

Status  Open @ Bill-to Location  GOS - Regina Supplier Order

Buyer Walis, Katerina Master Contract View Details

Ship-to Location

Croation Date  26-Sep-2025

Terms  Notes and Attachments

Required Acknowledgment  Yes Shipping Method Requires signature
Acknowledgment Due Date  26.0ct-2025 Freight Terms
Payment Terms  Immediate Pay on receipt

Confirming order
I

The following pop-up will appear. Click Accept.
Optional: Enter the PO Number as the Supplier Order number

Acknowledge Revision 0 x

Supplier Order l I

Acknowledgment Note

s

‘ Accept H Cancel ‘

10
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To view a PDF version of the purchase order, click View PDF and download a copy.

Saskatchewan 4 oP ¢ @

Purchase Order: PO100575 @ [E] Order Life Cycle

Main /
4 General Ordeted -

Sold-to Legal Entity S0, OF THE BROVINGE OF Supplier 83543Name

SASKATCHEW Ordered 100000 CAD

Billto BU 016 Highways Supplier Site 1920 Description. TostPO YR Trarer
Order  PO100575 Supplier Contact ~ clithuco y gsjzhdst Sa it it
Status  Open @ Billto Location na Supplier Order
Buyer Walls, Katerina

s K View Details
Ship.to Location Bufilo Narror Master Contract :

Croation Date  26-Sep-2025

Terms  Notes and Attachments

Required Acknowledgment  Yes Shipping Method Requires signature
Acknowledgment Due Date  26-0ct-2025 Freight Terms
Payment Terms  Immediate Pay on receipt

Confirming order
I

To close the purchase order or to return to the previous screen, click Done.

Saskatchewan %‘ ap o
Purchase Order: PO100575 @ [Actons + | [Rotesn | Order Life Cycle

Main /
 Genert = -

Sold-o Legal Entity S0V OF THE FROVINCE OF Supplier 83543Name Gieced! (RHTED

Billto BU 016 Highways Supplier Site 1920

Description  Test PO 00 04K 08K 12K
Order PO100575 Supplier Contact ~ citfthuco y gsjzhdst S ai D

Status  Open @ Bill-to Location  GOS - Regina Supplier Order

Buyer Walis, Katerina Master Contract View Details

Ship-to Location

Croation Date  26-Sep-2025

Terms  Notes and Attachments

Required Acknowledgment ~ Yes Shipping Method Roguires sgnatirs:
Acknowledgment Due Date  26-0ct-2025 Freight Terms.
Payment Terms  Immediate Pay on receipt

Confirming order
I

2. Manage Schedules

Click Manage Schedules under Tasks, to search for a specific schedule or view all schedules.

11
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Saskatchewan %‘

Supplier Portal
Search | Orders ~ | Order Number
Tasks o
Orders
Requiring Attention Recent Activity Transaction Reports
+ Manage Orders Last - ) D:
+ Manage Schedules ——— 2 Orders opened 1 PO Purchase Amaunt 975K CAD

+ Acknowledge Schedules in Spreadsheet 8
Agreements
+ Manage Agreements 2 45 2

Contracts and Deliverables
7
+ Manage Contracts

+ Manage Deliverables B

Negotiations M Contract Deliverables Overdue @
Schedules Overdue or Due Today
* View Active Negofiations MNegoliaton Responses

W Questionnires
M Negotiations Closing Scon
Megoliation Messages

+ Manage Responses

Qualifications.

+ Manage Questionnaires
+ View Qualifications Supplier News

Company Profile

+ Manage Profile

Search for a specific schedule by entering search criteria or click the magnifying glass without entering
search criteria and the system will display all schedules.

Saskatchewan %

Manage Orders @

Headers Schedules

4 Search Advanced | Manage Watchlist ‘Saved Search ‘AH Schedules -

Sold-to Legal Entity | v Supplier tem ‘ @
Supplier Site | | v Ship-to Location qQ

Order | Status ~

Line Description | |

Search  Reset | Save...

Search Results
Actions w View w Format w ; B Freeze " Detach

Supplier Ordered Pricing

a
Order Supplier Site Line Line Description ltem Schedule Quantity uom uoMm Price Ordered Currency St:'

= 2 2 v
4 >
Columns Hidden 47

In the Search Results screen:
e click and explore the Actions drop-down,
e click on the purchase order number to view the details and/or
e view the Ship-to Location by clicking the address.

12
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Saskatchewan
Manage Orders @

Headers  Schedules

» Search Advanced | Manage Watchlist | Saved Search | All Schedules v

Seeesu\ts
[ e romae 7 & [ c ) ®
P —————
s orsaa cumwey swus | snpaoosmon | S5goee Frmees e o

Order Supplier Site Line Line Deseription [aPPIIET schedule EI::::"; uom  joene
PO100456 1520 1 Soft Body Amour and Carria - 1 45 EACH  EACH 75.00 337500 CAD Open 016-Buffalo Narrow... | 30-Aug-2025 30-Aug2025 €3 30-Juk202
PO100456 1620 2 Soft Body Armour and Carrier i 39 EACH  EACH 125.00 487500 CAD Open 016 Buffalo Narrow... | 30-Aug2025 30-Aug2025 13 30-Jul202
1520 3 Deputy Sherifis Female armou 1 1,50000 CAD Open 016-Buffalo Narrow. o 30-Jul-202
1820 1 Goods to be Tested - BCEA Re 1 14 EACH  EACH 400,00 560000 CAD Open 016 Biggar-Bigger .. | 20:0ct2024 20.0ct2024 13 2200120
o PO100102 1820 1 TEST CPA 1 40 HOUR  HOUR 12500 500000 CAD Closed Fo_|  016-Biggar-Biggar 01-Oct-2024 1 24Sep20
PO100096 1820 1 Making a change 16 Line item 1 10 EACH  EACH 1,500.00 Open 013-Croighton-Acco..| 13-Dec-2024 0 1TSep2
PO100088 1920 1 Test req from contract 3105 1 OnHold | 013-Regina-Corpor... | 20-Sep-2024 T 138ep20
PO100077 1820 1 Electric Stationary 2500 PS sit 1 1 EACH EACH 9,000.00 Closed 016-Buffalo Narrow. 07-Oct-2024  07-Oct-2024 v 03-Sep-20
PO100062 1520 1 Guard Force Officer 1 2,080 HOUR HOUR 175.00 364,00000 C. Closed 016-Buffalo Narrow. 10-Oct-2024  10-Sep-2024 ] 16-Aug-20
PO100062 1520 2 Guard Force Supervisor 1 2,080 HOUR HOUR 175.00 364.000.00 CAD Closed 016-Buffalo Narrow. 10-Oct-2024  10-Sep-2024 16-Aug-20

N

a. Click Actions.
Export to Excel - to export all the schedules to a spreadsheet.

Search Results

-

Y M View ¥ Format v prés Er = Detach

Export to Excel Supplier Site Line Line Description

b. Click the green Order number to open the GOS Purchase Order. There may be a yellow
warning to the left of the purchase order number indicating it is overdue.

Saskatchewan ,’}.
GOS Purchase Order: PO100456 (& E ‘E Order Lire Cycie

o
e o -
b & 3

[

ew |

Craston D

4 Aetdional Informsalion

Detery N Snipas Contact Comers prompe

F G Dt
Bae
lisa s Daseriprion Cussney oM B bries Omerd Sums
5 A W M TS0 o
e i b sl panes et WK DM AW A3 Opn

00 1smm 15000 open

13
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c. Click the green Ship-to Location to see the ship-to information pop-up.

Saskatchewanﬁ opce
Manage Orders @ E]

» Search

Search Results

actions v view w Fomate 5 L5 Detacn
Supplier Ordared Pricing
Order Supplier Site Line e Schedule  guLD UM (oay Price  Ordered Currency Status
100458 19520 1 45 EACH  EACH 7500 337500 CAD apen
PO100456 920 B7500 CAD open
Ship-te Locati 128 x
00456 1820 Koo CAD apen
Aaar
0020 1520 Booo cAD open
100102 1920 1 booon cap Cinzea o
100095 1520 1 Buee | (boooo cap open
100088 1820 1 300000 CAD Qn Hold

3. Acknowledge Schedules in Spreadsheet

To download the schedules spreadsheet and save to your own files, click Acknowledge Schedules in
Spreadsheet under Tasks.

Saskatchewan b

Supplier Portal

Search | Orders v | Order Number

Tasks -

Orders @

Requiring Attention Recent Activity Transaction Reports

» Manage Orders Last 30 Days Last 30 Days
= Manage Schedules 2 Negatiation invitations 1 PO Purchase Amount 975K CAD
» Acknowledge Schedules in Spreadsheet : ‘ Orders opened

Agresments

« Manage Agreements 43

Contracts and Deliverables

= Manage Confracts

» Manage Deliverables
Negatiatans W Contract Deliverabies Overdue
s Overdue or Due Today
iation Responses

» View Active Negotiations
* Manage Responses W Negetiations Closing Soon
Negotiation Messages
Qualifications

» Manage Questionnaires
« View Qualifications Supplier News

Company Profile

« Manage Profile

Retrieve the file from the Downloads directory.

14
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Saskatchewan 4

Supplier Portal

Search | Orders ~| Order Number

» Acknowledge Schedules in Spreadsheet
Agreements

+ Manage Agreements
Contracts and Deliverables.

+ Manage Contracts

+ Manage Deliverables

Negotiations ™

+ View Active Negotiations

+ Manage Responses
Qualifications.

« Manage Questionnaires

* View Qualifications

Cemany bt

Tasks
Orders.
Requiring Attention Recent Activity
+ Manage Orders Last 3
X 130
+ Manage Schedules. 2 Negotiation invitatios
2

‘ Orders opened
43

Contract Deliverables Overdue
Schedules Overdue or Due Today

Supplier News

Recent download history

@ Acknowledgeschedules (4).xism

458 KB + Done

Full download history

1 PO Purchase Amount

V. Purchase Agreem

ents

A. Purchase Agreement Management

1. Manage Agreements

Suppliers can manage all their Purchase Agreements from their supplier portal dashboard. From the
Tasks menu, click Manage Agreements.

Saskatchewan 4

Supplier Portal

Search | Orders ~| Order Number

Tasks
Orders

* Manage Orders

« Manage Schedules N
- Acknowledge Schedules in Spreadsheet
6

Agreements
* Manage Agreements e —
Contracts and Deliverables
+ Manage Contracts
+ Manage Deliverables
Hegotiations
« View Active Negatiations
« Manage Responses
Qualifications

« Manage Questionnairas.
« View Qualifications Supplier News
Company Profile

+ Manage Profile

Requiring Attention

W Questionnaires
W Negotianion Messages

Orders opened

38

W Contract Deliverables Overdue
Schedules Cvertue or Due Today

©

ction Reports

1 PO Purchase Amount 975K CAD
1

15




Supplier Portal How To Guide | Issued: 03-NOV-2025 Supply Chain Excellence (SCE),
—Part lll. Supplier Tasks Reviewed: MMM-YYYY Procurement Management Division
Next review: MMM-YYYY (PMD)

Search for a specific purchase agreement by entering search criteria or click Search without entering any
search criteria to display all purchase agreements.

Saskatchewan b

Manage Agreements &

Headers  Lines

4 Search Advanced Manage Watchlist Saved Search Al Agreements ~

Procurement BU ~ Status ~ @
Supplier Site - Include Closed and Expired Documents | No ~

Agresment

Search Results

Actions v View w Fomaw 50 [ Detach

Agreement  Released
Amount Amount

Change Creation

Agreement Description Supplier Site Buyer e

Currency  Status End Date
No search canducted

Columns Hidden 31

In the Manage Agreements screen, there are several actions that can be completed.
a. Actions button
b. Purchase agreement hyperlink
c. Released amount — click this to view the schedule
d. Status —understand which agreements are Open, Require Supplier Acknowledgement, etc.

Saskatchewan %‘

Manage Agreements @

Headers  Lines

» Search S |Agvanced H Manage Watchlist | Saved Search | All Agreements

Search Resujt:

View v Fomatw {=" Detach

Agreement Description zﬁzplier Buyer Ag':;'gsm Released Status End Date g':
PAS2 Test Purchase Agreement 1920 Wallis, Katerina 30,000.00 Pending Supplier Acknowledgment 30-Oct-2.

PA81 Test CPA 1920 Marriott, Myrtle 30,000.00 Open 31-Oct-2

PA10 TARP ASSY 12RISE X103"HOOP 318"FM 1920 Nguyen, Jess... 30,000.00 Open 01-Aug-...

a. Click Actions, then select:
o Export to Excel to export all the purchase agreements to a spreadsheet.
e Cancel Document to cancel the selected purchase agreement.
e Acknowledge to acknowledge receipt of the selected purchase agreement.
Note: Acknowledging the order can also be done after opening the purchase agreement.
e View PDF to see the selected purchase agreement in PDF format.

16
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Search Results

View ¥ Format v _1_ By i=" Detach

Export to Excel .
P Description

Cancel Document

Testing- Construction services

Acknowledge
TARP ASSY 12RISE X103"HOOP 318"FM

View PDF

b. Click the green Agreement number to open the purchase agreement and view the details.

Search Results

Actions + View w Format w

Agreement De
PAB2 / Tes
PASB1 Tes
PA10 TAI

Review all the details of the purchase agreement.
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Main  Contract Terms

4 General

Procurement BU GOS Shared BU
Agreement PAS2

Pending Supplier

Status Acknowledgment

Buyer Wallis, Katerina

Creation Date  02-Oct-2025

Terms  Notes and Attachments

Required Acknowledgment Document

Acknowledgment Due

Date 02-Nov-2025

Payment Terms

4 Additional Information

Delivery Note

Supplier 83543Name
Supplier Site 1920
Supplier Contact  cltfrhuco y gsjzhdst
Supplier Agreement

Communication

Method NOn®

Shipping Method
Freight Terms
FOB

Ship-to Contact

GOS Blanket Purchase Agreement: PA82 @

Start Date  02-Oct-2025

End Date  30-Oct-2025

Agreement Amount  30,000.00 CAD

Minimum Release @

Amount
Released Amount 0.00 CAD
Description Test Purchase Agreement

Master Contract

— Requires signature

— Pay on receipt

— Confirming order

Context Prompt

If the purchase agreement requires acknowledgement:

e The Status will be Pending Supplier Acknowledgement.

e There will be a description of what requires acknowledgement in the Required

Acknowledgement field: Document or Document and Lines.

e The day the acknowledgement is due.

GOS Blanket Purchase Agreement: PAB2 @

Main  Contract Terms

4 General

Procurement BU GOS Shared BU

Agreement PAB2

Status  Pending Supplier Acknowledgment
Buyer Wallis, Katerina

Creation Date  02-Oct-2025

Terms  Notes and Attachments

Required Acknowledgment Document

Acknowledgment Due Date  02-Nov-2025

Payment Terms

o

Supplier 83543Name
Supplier Site 1920
Supplier Contact  clfihuco y gsizhdst

Supplier Agreement

Communication Method None

Shipping Method
Freight Terms

FoB

=N =S N

Start Date  02-Oct-2025

End Date  30-Oct-2025
Agreement Amount  30,000.00 CAD
Minimum Release Amount

Released Amount 000 CAD
Description  Test Purchase Agreement

Master Contract

Requires signature

Pay on receipt

Confirming order

Prior to the due date, click Acknowledge.
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Main  Contract Terms

4 General

Procurement BU
Agreement
Status

Buyer

Creation Date

GOS Shared BU

PAB2

Pending Supplier Acknowledgment
Wallis, Katerina

02-0ct-2025

Terms  Notes and Attachments

Required Acknowledgment Document

Acknowledgment Due Date  02-Nov-2025

Payment Terms

Supplier 83543Name
Supplier Site 1920
Supplier Contact citfrhuco y gsjzhdst

Supplier Agreement

Communication Method None

Shipping Method
Freight Terms

FOB

GOS Blanket Purchase Agreement: PA82 @

— e ) B

Start Date  02-Oct-2025

End Date  30-Oct-2025
Agreement Amount  30,000.00 CAD
Minimum Release Amount

Released Amount 000 CAD
Description  Test Purchase Agresment

Master Contract

Requires signature

Pay on receipt

Confirming order

The Acknowledge Document screen will open. Review the agreement in full and either Accept or Reject
using the buttons on the top right. To view the purchase agreement as a PDF click View PDF.

Saskatchewan

Main  Confract Terms

4 General

Procurement BU
Agreement
Status

Buyer

Creation Date

GOS Shared BU

PAS2

Pending Supplier Acknowledgment
Walis, Katerina

02-Oct-2025

Terms  Notes and Attachments

Required Acknowledgment Document

Acknowledgment Due Date  02-Nov-2025

Acknowledgment Note _
P

4 Additional Information

Delivery Note
Lines
Actions w View v Fomatw T F

i) Detach

Line Description

1 SAFETY GLASSES, DARK GREY

Acknowledge Document (GOS Blanket Purchase Agreement): PA82

Supplier 83543Name
Supplier Site 1920
Supplier Contact  clifthuco y gsjzhdst

Communication Method None

Payment Terms
Shipping Method
Freight Terms
FOB

Ship-to Contact

Supplier Item uom Price

75

Start Date  02-Oct-2025

End Date  30-Oct-2025
Agreement Amount  30,000.00 CAD

Minimum Release Amount
Description Test Purchase Agreement @
Master Contract

— Pay on receipt

— Confirming order

Context Prompt

Expiration Rejection
Date Reason

v

EACH 100

If the purchase agreement is rejected, a warning message will appear. Click OK.
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Supplier Portal How To Guide
—Part lll. Supplier Tasks

& Error x

PC-2055006You must enter an acknowledgment note when rejecting a document or a change order.

[ox]

A note must be entered to explain why the agreement is being rejected. The note can be entered in the
Acknowledgement Note field. When the note is entered, click Reject again.

Saskatchewan J4

= = )

Acknowledge Document (GOS Blanket Purchase Agreement): PA82

Main  Contract Terms

4 General

Procurement BU

Agreement

Status
Buyer

Creation Date

Supplier Agreement

Terms  Notes and Attachments

Required Acknowledgment Document

Acknowledgment Due Date  02-Nov-2025

GOS Shared BU

PAg2

Pending Supplier Acknowledgment
Wallis, Katerina

02-Oct-2025

Acknowledgment Note

Test nofe to reject the ‘
agreement P
e

Supplier
Supplier Site
Supplier Contact

Communication Method

Payment Terms
Shipping Method
Freight Terms

FOB

83543Name
1920
citithuco y gsjzhdst

None

Start Date  02-Oct-2025

End Date 30-Oct-2025

Agreement Amount  30,000.00 CAD

Minimum Release Amount

Description  Test Purchase Agreement

Master Contract

— Pay on receipt

— Confirming order

After clicking Accept a confirmation message will appear. Click OK.

Warning

b 4

The document will be accepted. Do you want to continue? (PO-2055013)

| OK || Cancel |

To close the purchase agreement or return to the previous screen, click Done.

Main  Contract Terms

4 General

Procurement BU
Agreement
Status

Buyer

Creation Date

GOS Blanket Purchase Agreement: PA82 &

GOS Shared BU

PAg2
Pending Supplier Acknowledgment

Wallis, Katerina

02-0ct-2025

Supplier 83543Name

Supplier Site 1920

Supplier Contact  citfrhuco y gsjzhdst

Supplier Agreement

Communication Method None

[ Acknowieage | | view PDF | [ Actions 'l

Start Date

End Date

Agreement Amount

Minimum Release Amount

Released Amount
Description

Master Contract

02-0ct-2025

30-Oct-2025

30,000.00 CAD

0.00 CAD

Test Purchase Agreement
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VI. Contracts and Deliverables

A. Contract Management

Suppliers can manage their contracts from the supplier portal dashboard which allows them to view and
download the contract documents and add/share documents with the contracts team.

1. Manage Contracts

In Manage Contracts. suppliers can view a PDF of the Contract document (which includes the contract
terms) and redline their version before sending it back to the contracts team.

Click Manage Contracts under Tasks.

Saskatchewan J

Supplier Portal
Search | Orders v Order Number

Tasks
Orders

Requiring Attention Recent Activity Transaction Reports @
* Manage Orders Last 30 Days Last 30 Days

1

2 Megotiation invitations

Orders opened 1

38

Supplier News

The Manage Contracts screen will open. The supplier can search for a specific contract or click Search
without search criteria entered and the search results will display all contracts for that supplier.
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Saskatchewan ’//4

Manage Contracts

« Search

Derach

Mame. Status Type Start Date End Date Preview pSomtract

In the Manage Contracts screen, there are three options:
a. Click Actions.
b. Download a preview of the contract (PDF).
c. View the Contract Documents.

Manage Contracts

4 Search

Number | Starts wihw | |

Amount ‘ Equals v H |
Name [ starts win ~ | | Agreed Amount [Equals  ~ | |
Status | Equalsv. ” | Type ‘ = ‘

Payment Terms ‘ v ‘ Source Document Number ‘ Starts with v ” ‘

[searen | (@)
Search Resw

Number Name

Status Type StartDate  End Date Preview Contract Documents
3482 fraining purposes Draft GOODS & SERVICES 01-Sep-2025 30-Sep-2026 o |E

3454 Training Contract YP Draft GOODS & SERVICES 01-Sep-2025 30-Sep-2026 @

3450 Training_Contract Draft GOODS & SERVICES 01-Sep-2025 30-Sep-2026

Click Actions:

a. Export to Excel to export the list of contracts to a spreadsheet.

b. Send Notification to open a notification screen and send a notification to the contracts team
about the highlighted contract.

Search Results

vieww @ Ef & Detach

Export to Excel

Send Motification
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Download a PDF - Click the PDF icon under Preview to download a PDF of the contract. The PDF may
appear differently depending on the PDF reader’s settings.

- 4+ = 1 ofe | ) | (DB

Contract # 3482

Contract Summary

Ministry of Agriculture Contract Name training purposes
Contract Start Date 01-Sep-2025
Contract End Date 30-Sep-2026
Contract Value 50,000.00 CAD

Manager1,

Contract Owner Contact ContractTraining

Contract Owner Phone

ContractTrainingManag
eri@gov.sk.ca

Contract Owner Email

Supplier

83543Name
21503883543ADDRESS1
SASKATOON S7K 8H1

Saskatchewan !,

View the Contracts Documents - Click the documents icon under Contract Documents to open the
Contract Documents screen. On this screen there are three sections:
Contract Documents — may include Schedules and other documents related to the contract. The
supplier cannot add or remove documents from this area.

Internal Shared — may include any other supporting documents the contracts team is sharing
with the supplier. The supplier cannot add or delete documents from this area.
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External Shared — the supplier can use this area to share documents with the contacts team
including a redlined version of the contract.

Contract Documents

* Version 1w

IT you select a version other than the current version, then the contract and supperting documents for the selected version will be displayed. Qther documents in this page will be displayed for the latest version of the contract,

Contract Documents

Actions w View w

Type Category * File Name or URL Title Description Attached By Attached Date

No data to display

Shared Documents
Internal Shared
Actions v View v

Type Category * File Name or URL Title Description Atiached By Attached Date

No data to display

External Shared

Actions v View v

Type Category * File Name or URL Title Description Attached By ~ Attached Date
No data to display.

Done || Cancel

Review each document by clicking the hyperlink under File Name or URL

To add a document and share it with the contracts team, navigate to the External Shared area and click
the + sign.

External Shared /

Type Category * File Name or URL Title Description Attached By Attached Date

Aclions w View v

Mo data to display.

Done | Cancel

A new row will appear that will allow a file to be added.

External Shared

Actions v View v

Type Category * File Name or URL Title Description Attached By Attached Date
File External Sharew | | Choose File | No file chosen Vivian Richards 03-Oct-2025 14:50

Click Choose File to select a file to add and include a Title and Description in each field. Click the + sign to
add another document or click Done to return to the Manage Contracts screen.
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4 External Shared
Actions w View w o= ¥
Type Category * File Name or URL

External Sharew | 1126-1 pdf m

Rows Selected 1

Title Description Attached By Attached Date

Sample Contract | | Redlined version Oct 2 Vivian Richards 03-Oct-2025 14:50

From the Manage Contracts screen, highlight the contract from the list.

Manage Contracts

4 Search

Number ‘ Staris with v H

Name ‘ Starts with v H

| Amount | Equals A4 H | @
| Agreed Amount | Equals  ~ H |

Status‘ Equalsvn | v l

Search Results

Actions w Vieww  §E  Ep g Detach

Number Name

3482 fraining purposes
3454 Training Contract YP
3450 Training_Contract

wl [

Source Document Number | Staris with v H ‘

o]

Status Type Start Date End Date Preview Contract Documents
Draft GOODS & SERVICES 01-Sep-2025 30-Sep-2026 wm B 2
Draft GOODS & SERVICES 01-Sep-2025 30-Sep-2026 ’E

Dratt GOODS & SERVICES 01-3ep-2025 30-3ep-2026 [For] B

Click Actions and select Send Notification. The notification provides a subject line and an email body
that can be edited to provide instructions to the contracts team. When the subject line and email body

are updated, click Send.

Send Notification for Contract: 3482 [sona ] [concer |

4 Documents

View v
Type

Category * File Name or URL Description =
v

3

4 Notification Details

Send a nofification to your customer.

Subject ‘ FYl:

Shared Contract 3482 with You

Message

2

shared contract 3482 with you
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The shared document has now been shared with the contracts team.

B. Deliverables Management

1. Manage Deliverables

Click Manage Deliverables under Tasks, the Manage Deliverables screen opens.

Saskatchewan ﬂ

Supplier Portal

search | Oners | Onder Humber

Tasks

Orders

Requiring Attention
1

+ Manage Deliverable:

Negotiations.

Qualifications

Supplier News

Company Profile

+ Manage Profie

38

Recent Activity

PO Purchase Amount

Transaction Reports.

The supplier can search for a specific deliverable or click Search without search criteria entered and the
search results will display all the supplier’s deliverables.

Manage Deliverables @

4 Search

Deliverable Name ‘ Starts withv H

Document Number ‘ Starts withw H ‘

Due Date ‘ Equals ~ H dd-mmm-yyyy

fe

Search Results

Actions w View v Formatw

Deliverable Name

Test Deliverable-Aug6-DW

Widgets for Project A

Widget Supply to Project A

Widget Supply to Project A

Widget supply for project

Widget Supply to Project A

Widget Supply to Project A

Status Deliverable Type Document Type
AL Open Contractual Supplier Contract
Completed Contractual Supplier Contract
Ay Open Contractual Supplier Contract
Ay Open Contractual Supplier Contract
A\ Open Contractual Supplier Contract
A\ Open Contractual Supplier Contract
A\ Open Contractual Supplier Contract

Saved Search

‘ Document Type ‘ Equalsv ” v ‘

Document Number

3445

3500

3478

3449

3449

3492

34380

| Search ” Reset || Save... ‘

Due Date & % Party Name

05-Sep-2025 83543Name -
30-Aug-2025 83543Name
22-Aug-2025 83543Name
22-Aug-2025 83543Name
22-Aug-2025 83543Name
22-Aug-2025 83543Name
22-Aug-2025 83543Name
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In the Manage Deliverables screen, the supplier can view and edit their contract deliverables. Click the
green Deliverable Name to open the deliverable.

Search Results
Actions w View v Format w V4

Deliverable Name
Test Deliverable-Aug6-DW
Widgets for Project A /
Widget Supply to Project A
Widget Supply to Project A
Widget supply for project
Widget Supply to Project A

Widget Supply to Project A

The Edit Deliverable screen will open. Review the specifics of the deliverable including the status and

description and the due date.

Name

Type

Responsible Party Type
External Party Name
External Party Contact
Internal Party Name
Internal Party Contact

Requester

Due Date

Due Date 22-Aug-2025
Due Date Description

Period 1 Days
When After

Event Contract Active

) Additional Information

Edit Deliverable: Widget Supply to Project A

@
Widget Supply to Project A Status |Open—v
Contractual Description We need 1000 red widgets
External =
83543Name Notes
cltirhuco y gsjzhdst P
GOS Shared BU
Manager24, ContractTraining

Details  Attachments  Status History
@

Notifications

— Prior to due date
— On status change
¥ \When deliverable is overdue

— Escalate after due date

| Save and Close H Cancel |

When a deliverable is complete, change the Status to submitted by clicking the drop-down and selecting

Submitted from the list.
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Status | Open ~ |
Description O

Submitted

Notes

0 red widgets

Include any comments about the submission of the deliverable in the Notes text box.

__/

Notes | Successfully supplied the 1000 red widgets

Status | Submitted v |
Description We need 1000 red widgets

Click the Attachments tab to view and add any attachments. To view an attachment, click the green

hyperlink file name.
Details Status History
Actions v View v o=

Type * File Na"y Title Description Attached By

a
File test pdf test pdf | | Sample attachment Vivian Richards =
v

4

>

Columns Hidden 1

To add an attachment, click the + sign to add a file, include a title and description for the contracts team.

Details  Attachments  Status History

Acfions » \iew w

Type * File Name or URL Title Description Attached By
&
File test pdf test pdf | | Sample attachment Vivian Richards =
v
4 >

Columns Hidden 1
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VIl. Negotiations (Sourcing Events)
A. Searching for Negotiations to Bid on or Respond to

1. View Active Negotiations

Click View Active Negotiations under Tasks, the Active Negotiations screen opens.

Saskatchewan b

Supplier Portal

Requiring Attention

38

Supplier News

Click Search from the Active Negotiations screen, the search results will default to any negotiations the
supplier has been invited to.

Saskatchewan_% a)

Active Negotiations

4 Search Manage Walchilst | Saved Search | Open

,,r
oy

g F s
&

Search Results

Actons w View w Fomatw 1 1 Detach Acknowledge Participation || Creats Response

Negotiation  Title Negotiation Type Time Remaining Close Date R“pn:::: :’,‘."r'tmipm ".';':,';;: View PDF s';:":f;:":ﬂ
10267-2025 SR Bady Armaur and Carmer - GS061 RFB 7 Days 23 Hours. 17-56p-2025 15:00 1 Yes o @ ®

Columns Higden 4

To view active negotiations where a response has been started, click the Response Submitted drop-
down and select Yes.
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Saskatchewan % orF ¢ @
Active Negotiations
4 Search Manage Watchlist Saved Search ‘(:“p‘_—::,:m:n : ;me

** Negotiation ** Invitation Received [No v

e .
Negotiation Open Since vy o
Yes
Search | Reset | Save..

** Title

** Negotiation Close By YYYY Y

To view all active negotiations, click the drop-down arrow for Invitation Received and select No. Click
Search.

Saskarchewan,_f/‘

Active Negotiations

4 Search Manage Watchlist Saved Search Open inviations

P

Search Resulls
Actions v View v Fomalw  § Detach Acknowleage Participation || Creste Response

Your Will

Megotiation  Title Negotiation Type Time Remaining Close Date Responses Farticipats

Unresd Response
Messages Y% POF sprcadshest

Armour and Carrier - GS061 RFB 7 Days 23 Hours 17-5ep-2025 15:00 Yos 0 @

The Search Results will display:

e Negotiation — click the hyperlink to open the competition and start a bid response.

o Title — the name of the competition.

e Negotiation Type — the type of bid document.

e Time Remaining — days and hours until the competition closes.

e Close Date — the date and time when the competition will close.

e Your Responses — the number of submissions the supplier has submitted to this competition.
Click on the number in the column to see each response.

o  Will Participate — indicates the supplier has acknowledged their participation.

e Unread Messages — indicates if there are unread messages between the supplier and GOS.

o View PDF — download the PDF version of the competition.

e Response Spreadsheet — download a spreadsheet with all responses, requirements, and line
details.
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Saskatchewanf/,
Active Negatiations
F Search Manage Waichlist | Saved Search  Ogen n-,;ahns . !
Search Resuits ﬁ
Negotiation Type Time Remaining Close Date Re!pm‘:::; ’F’,':'r"mpm M'f';':;:: View POF g';"m’.';";';;

Negotistion  Title
RFE 20 Days 20 Hours 30-Sep-2025 11:32
30-Sep-2025 1026 v @ m

1026520262 Demonsiation Purpases 2
RFE 20 Days 15 Hours

102642025  Demensration Purpases 2

Columns Hidden 4

When viewing the PDF of a competition, be sure to review the competition in full. This includes:

Schedule - to review the closing date.
Response Rules - to review the rules of the competition. The response rules will provide more

information to the supplier prior to bidding. The most common rules are:
Suppliers are allowed to respond to selected lines.

(@]

o Suppliers are required to respond with full quantity on each line.
o Suppliers are allowed to provide multiple responses.

o Suppliers are allowed to revise their submitted response.

When viewing the negotiation in GEM, use the Table of Contents to review the competition in full.

Saskatchewan%
[esmgee | creem Recperm | Actons ]

RFB: 10269-2025
Time Zone Central Standard Time
Open Date 06.0ct-2025 13:36

Curency = Ganadian Dollar
Title  Demonstraton
Close Date  30-Oct-2025 10:08

Status  Active

Time Remaining 23 Days 18 Hours

ITable of Contents Cover Page
Caover Page
Request for Bid (RFB)
Requirements.
Lines
Contract Terms For
Demonstration

To download a zip folder that includes the competition and all attachments, click Actions. Select View

and then View Attachments.
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Saskatchewan b
RFB: 10269-2025 [ Messages H Create Response [| Actions 'I Done
Currency = Canadian Dollar Time Zo| Respond ' Time
Title Demonstration OpenDate  06-Qcl-2025 13:36 Analyze — »
Status  Active Close Date  30- View PDF View »

View Attachments

Time Remaining 23 Days 17 Hours

Table of Contents Cover Page
Cover Page
Overvew Request for Bid (RFB)
Requirements
Lines
Contract Terms FOF

Demonstration

To send or receive messages about the competition, click Messages. The Online Messages screen will
open and the supplier can review any unread messages.

To send a message, click the + sign to open a Send Message pop-up.

Saskatchewan %
Online Messages (RFB 10269-2025) @
Time Zone Central Standard Time
Title Demonstration Status  Active
Time Remaining 23 Daye 17 Hours Close Date  30-Oct-2025 10.08

Messages /

Actions w View v Format w m E " Detach

Subject Status From To Date
No data to display.

In the Send Message pop-up, mandatory fields are marked with an asterisk. Complete the subject line
and compose the message, click Send. Attachments can be added, if required, by clicking the
attachments + sign.
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Send Message

To Government of Saskatchewan

* Subject |

* Message

Attachments None <oy

| Send ” Cancel |

NOTE: to receive any messages, bell notifications and/or email notifications of any amendments or
updates to a negotiation, it is necessary to create a response to the negotiation. To create a response:
1. Click the hyperlink of the negotiation from the search results to open the Cover Page of the
sourcing event. Click Create Response and then click Save.

2. How to Bid on an Active Negotiation

When the supplier has decided to submit a bid, highlight the line for that negotiation and click Create
Response.

Saskatchewan b OP e
Active Negotiations
Time Zone Central Standard Time

4 Search Manage Watchlist | Saved Search  Open Invitations v

= At lea: ced
** Invitation Received No v
Response Submitted | No v

Negotiation Open Since | dd-mmm-yyyy

** Negotiation

** Title

F
o

** Negotiation Close By | dd-mmm.-yyyy

[ Search‘ Reset | Save..

Search Results

Actions v View w Formatw  GH [« Detach ‘ Create Response

Negotiation Type Time Remaining Close Date

Negotiation  Title Your Will Unread .

10269-2026 Demonsiration RFB 23 Days 20 Hours 30-Oct-2025 10:08 1
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The Overview train stop will open, review the title to confirm the bid is for the correct negotiation. The
train stop has the following actions:
Messages — messages between the supplier and the buyer. If there are unread messages, there will
be a number displaying how many.
Actions —
e View Negotiation — view the negotiation.
e View Response PDF — download a PDF of the response.
e Validate — will check the response and provide a warning if a question was missed.
Title — click the green title hyperlink to view the negotiation.
Response Type
e  Primary —initial bid.
e Alternate — secondary bid, if necessary.
Note to Buyer — enter any notes to the buyer.
Attachments — click the + sign to attach any documents.
Next — continue to the next screen.
Save - click to save and continue, click the drop-down to select Save and Close.
Submit — click to submit the bid.
Cancel — click to cancel and return to the previous screen.

Saskatchewan %

o @ ® ®

Overview Requirement: Lin, Reui
Create Response (Submission 39002): Overview @ |[ Messages || Respond by Spreadsheet v || Actions | |
Last Saved 06-Oct-2025 14:03
Time Zone Central Smnd me
Title Demonstration Time Remaining 23 Days 20 Hours
Close Date  30-Oct-2025 10:08

General

Supplier £3543Name Response Type (@) Primary

Negotiation Currency  CAD Alternate

Response Currency CAD

Reference Number ‘
Price Precision 2 Decimals Maximum

Note to Buyer

Response Valid Until | dd-mmm-yyyy H:mm ﬁ‘e

Attachments None =

Click the Next button to move to the next train stop (can also click the Requirements train stop). The
Requirements train stop will open. There are a few actions that can be completed:

a. Next or Back — move to the next or previous train stop.

b. Save - click to save and continue, click the drop-down to select Save and Close.

c. Submit —click to submit the bid.

d. Cancel —click to cancel and return to the previous screen.
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Saskatchewan %
® o ® ® © 0 00
Create Response (Submission 39002): Requirements @wew - ( Messa:jss][ Respond :Esv:weadsheet v |[Actions ]

Last Saved 06-Oct-2025 14:31
Time Zone Central Standard Time

Time Remaining 23 Days 19 Hours Close Date  30-0ct-2025 10:08

Section 1. Competition PDF Section 1. Competition PDF v |

5

Work through all sections of the competition responding to the prompts for each section. Mandatory
fields are marked with an asterisk. Navigate through the list of requirements by using the right and left

arrows e or clicking the down arrow o and selecting the screen.

Saskatchewan },

© 6 o O

Ovenview  Requirements Lines Re

Create Response (Submission 39002): Requirements @ [ Messages ][ Respond by Spreadsheet v H Actions ¥ ]

Last Saved 06-Oct-2025 14:31
Time Zone Central Standard Time

Time Remaining 23 Days 19 Hours Close Date  30-0cl-2025 10.08

Section 1. Competition PDF ‘Semm_mmpe..m POF v‘ »

* 1. Review the Competition pdf in full

The pdf can be found under the Active Negotiations of the Supplier portal, or within the competition under Actions: View Negotiation
andlor View PDF.

™) a Yes, | have reviewed the Competition pdf in full

‘sm.om Competition PDF v‘ >

Negotiation Requirement Examples

The following are examples of requirements that may be included in a negotiation, please note this is
not an exhaustive list. Mandatory fields are marked with an asterisk.

Competition PDF
Click the circle to answer Yes, | have reviewed the Competition pdf in full.

Section 1. Competition PDF

* 1. Review the Competition pdf in full.
The pdf can be found under the Active Negotiations of the Supplier portal, or within the competition under Actions: View Negotiation
\ and/or View PDF.

a. Yes, | have reviewed the Competition pdf in full.

Mandatory Requirements
Mandatory requirements can be found in this section. Note: when an answer is selected, another field
populates asking the supplier to attach supporting documentation.
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Section 3. Mandatory Requirements

*11. Mandatory #1

Suppliers have a minimum of 40 hours training and have passed the Saskatchewan Provincial Secunity Guard Exam through the
Ministry of Justice.

v a Yes
Response Attachments Negotiation10267-2025-Response ==
b. No

Comments

To attach a supporting document, click the + sign to open the Attachments pop-up. Click the + sign to

create a new row. Click Choose File to select a document to attach and add a title and description in
each box.

Attachments

‘Actinns v | View w + X

Type * File Name or URL Description Attached By Attached Date

‘ File V| Choose File |No file chosen ‘ ‘ ‘ | 10-Sep-2025 10:43

File Negotiation10267-2025-Response.xml ‘ Negotiation10267-2025-R ‘ ‘ Document uploaded for te | 10-Sep-2025 10:23

Rows Selected 1 Columns Hidden 1

|0_5H Cancel |

Proponent Experience and Qualifications
Review the details of the requirement in full and either type the answer in the box provided or attach a
response document that may include supporting documents.

Saskatchewan_%

Greata Responsa (Submission 36006): Requirsments ' T (e [neet s =] [pcors =] [ | [ | (30 <] s e

Tis Ramaining

Section 4. Proponent Experience and Qualifications
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Proposed Approach
Review the details of the Requirement in full and type the answer into the box provided or attach
supporting documentation. Ensure each question is answered before submitting the response.

Saskatchewan Jb
i ) ) D)
Create Response (Submission 36006): Requirements @ o A - EE' El ‘E‘E\E
' o o)

Close Date  30-5ep2025 1132

Time Remaining 20 Days 1 Hour
Section 5. Froposed Approach | b

Section 5. Proposed Approach

* 1. Provia of your appr

res of this REP

nents as ouined in this RFP.

achments 3402-1 pdf

Delivery/Installation
Review the requirement in detail, in this example the answer requires the supplier to state the earliest

possible delivery in calendar days after receipt of order (ARO) to the location indicated.

Section 5. Delivery/Installation

* 1. Delivery and prices quoted should be Delivered Duty Paid (DDP) unloaded to [delivery address]

If not, provide details in the comment box below.
(@) a Yes
Response Attachments None =js
") b. No

Comments
‘ #~

* 2. State the earliest possible delivery in calendar days after receipt of order (ARO) to the location listed.

Preferred delivery i1s [##] calendar days ARO.

Response Attachments None =

When the requirements have all been completed, click Next to move to the next train stop. The Lines
train stop will open. Review the information and, if applicable to the negotiation, fill in the fields that
require information such as the Response Price and Promised Delivery Date. Click Save.
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[ —
O @ o ®

Overview Requirements Lines Review

Create Response (Submission 39002): Lines @ [MWESH Respond by Spreadsheet v H o ']

_ Last Saved 06-Oct-2025 15:40
Gurrency = Ganadian Dollar Time Zone Central Standard Time

Time Remaining 23 Days 18 Hours Close Date  30-Oct-202510.08

Actions w View v Format v {= Detach
. e " N Response : Promised
Line Description Category Name Start Price Response Price Quantity uom Line Amount Delivery Date
1 Guard Services Security guard servi dd-mmm-yyy b

Rows Selected 1 Columns Hidden 10

Click Next to move to the next train stop. The Review train stop will open and allows for a final review of
the response before submitting.
e To check for errors or warnings prior to submitting the response, click Actions and select
Validate. The results of the validation may reveal warnings or errors that require further review.

Saskatchewan 4 aorcc B
O @ ® 0
Overview Reguirements Lines Review
Review Response: Submission 36006 @ [ Messages || Respond by Spreadsheet ¥ || Actians ¥ | ‘ Gancel
] i View Negotiaton ast Saved 10-Sep-2025 11:52
Currency = Canadian Dollar Time Zone Central Standard Time

View Response PDF

Title Demonstration Purposes 2 Time Renf
Validate
Close Date  30-Sep-2025 1132

I Overview Requirements
General
Supplier 83543Name Response Type Primary
Negotiation Currency CAD Reference Number 123456789
Note to Buyer  Looking forward to the next steps

Response Currency  CAD

Price Precision 2 Decimals Maximum

Response Valid Until - 30-Sep-2025 17-00 Antachments Negotiation10267-2025 Response

If there are no errors or warnings, a Confirmation pop-up will appear. Click OK.

+ Confirmation x

Response 36006 to negotiation 10265-2025 2 was validated without errors.

Lo

3. Submitting the bid or response

With the review and validation complete, click Submit to submit the response.
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Le

Saskatchewan 4

@ ® ® o
Review
[wessges | g syt vt | e

4 10-Sep-2025 11:52

ntral Standard Time

Curmrency = Canadian Dollar
(0]

Time Remaining 12 Days

QOverview Requirements Lines

Review Response: Submission 36006 @

Title Demonstration Purposes 2

Close Date  30-Sep-2025 1132

Overview Requirements  Lines

General

Supplier 83543Name Response Type  Primary

Negotiation Currency CAD Reference Number 123456789
Response Currency CAD Note to Buyer Looking forward to the next steps
Price Precision 2 Decimals Maximum “
Attachments Negotiation10267-2025-Response

Response Valid Until  30-Sep-2025 17-00

A confirmation message will appear and the supplier will receive a confirmation email.

Click OK.
Click Done to return to the previous screen.

B. Managing Responses

1. Manage Responses

Click Manage Responses under Tasks, the Manage Responses screen opens.
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Saskatchewan

Supplier Portal

Tasks

Orders

* Acknowledge Schedules in Spreadsheet
Agreements

» Manage Agreements
Contracts and Deliverables

= Manage Contracts

- Manage Deliveratles
Negotiations

= View Active Negotiations

= Manage Responses dm——
Qualifications

« Manage Questionnaires
« View Qualifications

Company Profile

= Manage Profile

Requiring Attention

Recent Activity
ast 30 Day

@
43

Orders opened

W Conftract Deliverables Overdue
Schedules Overdue or Due Today
Negotiation Responses

W Questionnaires.

Bl Negotiatons Closing Soon
Negotiation Messages

Supplier News

Negoliation invitations

(SN

Transaction Reports
ast 30 Day
1 PO Purchase Amount

975K CAD

The Manage Responses screen will list all the negotiations that have an active or draft response.

Saskatchewan %

Manage Responses

4 Search

** Negotiation Title |
** Negotiation |

** Response |

Search Results

Revising a draft response automatically locks it

Actions ¥ View v Fomatv ¥ i+ Detach ‘ Revise ‘
Response g N Negotiation .. Unread .
Response Status Negotiation Negotiation Title Type Time Remaining Messages Monitor
39002 Draﬁ: 10269-2025 Demonstration RFB 23 Days 17 Hours 0
36008 Draﬁi 10192-2024-2 RFSQ 10192-2024-2 - Business Consulting Services 2025 RFSQ 273 Days 0
33003 Active 10192-2024-2 RF3Q 10192-2024-2 - Business Consulting Services 2025 RF5Q 273 Days 0

Time Zone Central Standard Time

| Advanced || Manage Watchiist | Saved Search | Actve or Draft Responses v

** At least one is required

** Response Status |Acmre or draft

v‘l

Line Description | ‘

[Seareh [ oset [ seve-.]

Suppliers can search for a specific response to a negotiation by filling in one of the fields with the double

asterisk.
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Saskatchewan ﬁ.é

Manage Responses [Ban= |

e

A negotiation response can be updated or changed any time prior to the closing date. To revise a
response, highlight the negotiation and Revise.

Saskatchewan %A

Manage Responses

& Central Standard Time

4 search Advanced | Manage Watchlist | Saved Search Active or Draft Responses ~

** Negetiation Title ** Response Status | Active or draft -

** Negotiation Line Description

** Response

Search Results (O)
Revising a drat response aulomatically locks i
Acions = View v Fomat w57 7 Detach
Response ” Negotiation
Response Respos Negotiation Negotiation Title g Time Remaining Mesranas

38001 Drangy 10264-2025 RFB 1 Days 23 Hours o

6009 Active "FE 12 Days

6007 Drafif rFE 12 Days

26008 Drang are 12 Days
as008 Draf 1019220242
33003 Active 10102.2024.2
32008 Dran 10192-2024.2

az004 Drang 10192-2024-

32003 Drang) 1019220242

When revising the response, suppliers will go through the same steps as the original bid, reviewing each
train stop:

e Overview

e Requirements

e Lines

e Review
Once the response has been updated, click Submit and this will re-submit the entire bid. GEM will save
the most recent submitted response.

If the Response Rules allow for multiple responses, a supplier can create and submit an alternate
response to a negotiation. To submit an alternate response, highlight the negotiation, click Revise and
from the Overview screen, locate Response Type and click the box for Alternate.
e Primary — “l have the widget you're looking for at this price.”
e Alternate — “While | have the widget you're looking for at this price, | would like you to look at
this other widget | have at this other price.”
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Saskatchewan %‘
Create Response (Submission 38001): Overview S Re— = I nu.out:H:—p—-ib,h--ﬂ-n ~ | [Actions = [Save = |[ Submit | [ Gancer |

{ Saved 18-5ep-2028 10:58
Central Standard Time

Time Remaining 11 Days 23 Hours

General

Complete the alternate response by following the same steps as the original response.

VIII. Qualifications

A. Manage Questionnaires

Suppliers can complete a self-evaluation by clicking Manage Questionnaires and completing any
guestionnaires found in this area.

Click Manage Questionnaires under Tasks, the Active Negotiations screen opens.

Saskatchewan 4

Supplier Portal

Search | Orders v Order Number

Requiring Attention Recent Activity Transaction Reports
Last 30 Days st 30 Days

1
2

Orders opened 1 PO Purchase Amount 975K CAD

Agresments 9

+ Manage Agreements 4 1 @
Contracts and Deliverables 24 L2
+ Manage Contracls 5

+ Manage Delverables
Negotiations

+ View Active Negoiations Sched

Negoli s
W Questionnaires
W Negotiation Messages

Due Today

« Manage Responses
Qualifications.

+ Manage QUestionaires dm—
+ View Qualifications Supplier News

Company Profile

+ Manage Profile

The Manage Questionnaires screen shows all Questionnaires the supplier has available to complete.
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Saskatchewan

Manage Questionnaires @
< Search

“* Questionnaire T

Search Results
Actions w View w Formatw 5 Detach

Questionnaire  Questionnaire Title

Calumns Hidden &

Respond

Advanced | Manage Watchlist | Saved Search | Requiring Attention ~

** Status | Not staned.DrafResubmis | »

“* Response Dus Dats | dd-mn

'

** supplier Contact -
premmre | Py | P
[6)
supplior Site Statas Respomse i oo
oran 9
192 Not started -

In the Manage Questionnaires screen, click Actions.

Saskatchewan %‘

Manage Questionnaires @

4 Search

** Questionnaire Title

** Questionnaire

** supplier Site

Search Result;

Questionnaire  Questionnaire Title

Columns Hidden 6

View v Fomatw E Oy = Detach

B4 Construction Test Qual No/No Internal Final

Respond

124 Goods - Highway Traffic Signs Test for Training - KG

Advanced | | Manage Watchlist | Saved Search |Reqwring Attention v

** At least one is required

** Status | Not started, Draft Resubmis | ¥ |

** Response Due Date | dd-mmm-yyyy

fe
** supplier Contact v

Seay:h‘ Reset  Save...

Response

Supplier Site Status. Due Date

View PDF

Draft @

1920 Not started @

Select one of the following:

Export to Excel — export the questionnaire to a spreadsheet
Respond — open the questionnaire and respond to the questionnaire.

Reset Response — to reset the responses and begin again.

View PDF — to view the questionnaire in a PDF.
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Search Results

Em View w Format w _,=— Ei

Export to Excel Questionnaire Title

Respond
Reset Response

View PDF
TColumnE Hioaenm 5

Construction Test Qual No/No Internal Final

Goods - Highway Traffic Signs Test for Training - KG

:EI Detach | Respond |

If the supplier needs to search for a Questionnaire any of the search fields may be used.

Saskatchewan

Manage Questionnaires @

4 Search

** Questionnaire Title
** Questionnaire

** supplier Site -

Search Results

Actions w View w Format w 55 [ (il Freeze . Detach ol Wrap | Respond
Questionnaire  Questionnaire Title
84 Construction Test Qual No/No Internal Final
124 Goods - Highway Traffic Signs Test for Traning - KG

Columns Hidden 6

Advanced = Manage Watchlist | Saved Search | Requiring Attention v

** Al least one is required

** Status | Not started Draft Resubmis | w

** Response Due Date | dd-mmm yyyy e
** Supplier Contact -
Search | Reset | Save...
Supplier Site  Status ;ﬁ:"g:‘:’ View PDF
Draft
1920 Not started um

Select a row and click Respond or click the green Questionnaire Title to open the Questionnaire.
Click the orange triangle for more information.

Saskatchewan W

Manage Questionnaires &

« Search

** Supplier Site -

Search Results

Actions w View w Formatw U ¥

Detach Respond

Questionnaire Title

Questionnaire

64

124

Columns Hidden &

Advanced | Manage Watchlist | Saved Search | Requiring Attention -
Ie
* Status | Not started Draft Resubmis | w
** Response Due Date | o y e
** Supplier Comtact -

Search | Reset | Save..

@

Response
Wy View PDF

Supplier Site Status

Draft @
Not staed @

[Hezo
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Open and answer the questions within the Questionnaire.

Questionnaires will look something like the example below. It does not have to be completed in one
sitting. The supplier can click:

Save — save the progress and continue.

Save and Close — save the progress and close the questionnaire to complete later.

Submit — submit the completed questionnaire.

Cancel — cancel the action and return to the previous screen.

Saskatchewan

Respond to Questionnaire: Goods - Highway Traffic Signs Test for Traini... @ | |

7one Central Standard Time

4 Questionnaire

Title Goods - Highway Traffic Signs Test for Training - KG Supplier 83543Name Status Draft
Procurement BU GOS Shared BU Supplier Site 1920 Due Date
Ry ted By Transactions5, SRMTrai Ry d citfrhuco gsjzhdst
equested By ction ining esponder  cltfrhuco gsjzhd attachments Nane

Questions Progress Section 1. Goods - Highway Traffic Signs v

Goods - Highway Traffic Signs
1. Evaluation Type @
Provide the evaluation type

¥ Interim, Annual, or Final

a. Interim
b. Annual
c Final

"2 Name

Please provide the vendor name

"% Contract Number

Please provide the contract number
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