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What I1s the Sanoma Procurement Portal?

* The Sanoma Procurement ; ——y
Portal is a online tool that , ; )
Sanoma use to conduct their _ Sanoma

strategic sourcing activities with ' Procurement P°“°'L'

th ei r S u p p I i e rS ; i n CI u d i n g : : ;rhlcsoﬂ:gtm‘;rlgteesg? s:rléecﬁesrln";zlt ozﬁcn;eﬁnqefﬂdenllotf:h:te:ib:znomnandlt ssuppllers
+ Requests for information (RFIs) ’ —
* R e q u eSt for P ro posal (R F P S) Received a registration email? Help Desk Contact:

B min
b l \u Ctl O n S Click the button below to download a guide « Phone: +44 (0)203 349 6600

---------- 1o using the portal. « Email: help@bravosolution.co.uk

b Contract Man agement “ System Requirements

« Performance management o

Login Supplier Guidance Sourcing Help Desk

WHO WE ARE GETINTOUCH

Sanoma Group BravoSolution® 2016. All rights reserved.
P.O. B X 20~ FI-00089 Sanoma o
oy To6lonlahdenkatu 2 Powered byo. BravoSol lution
s of 00'{00 Helsinki, Finland °
nnnnnnn

* The portal is free and easy to
use for suppliers.
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Registration Process

« Use of the portal is by invitation only and completing the registration
process is quick and easy...

Sanoma buyers register : ... before selecting which ...meaning you can be
. You'll need to accept . o .
suppliers on the portal. If you the portal user product or service invited to take part in
have just received a P . categories you can supply procurement activities with
: . . agreement first... o
registration email you are here. to Sanoma. Sanoma within the portal.

\ \ \ \

Pre-
Qualification
questionnaire

/ \ |

Ongoing
procurement
activities

Account Accept user- Category Registration

Selection Confirmation

registered agreement

You can do this from the main page ...then complete a simple If you’'ve answered all of
https://sanoma.bravosolution.com guestionnaire to provide some the mandatory questions
using the username and password in basic information and ensure (marked with an * your
your registration email. you agree to our key policies... account will be activated...
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https://sanoma.bravosolution.com/

Login

o TO |Og|n, you Wl” reqU|re a Welcome to the Sanoma Procurement portal.
username and password. These will
have been provided via email when S —
yOU Were reg|Ster9d by yOur Thisap:rtarprz:::irgsa;Tjitirz;ns?:wp?:5:t;ure and efficient tools that enable Sanoma Corporation and it's suppliers
Sanoma ContaCt strategic procurement activities.

Sanoma Corporation has created an account for your Organisation on hittps://sanoma-prep.bravosolution.com.

2.1. The Buyer grants to the Supplier, free of charge, access to the System by Supplier Users for
Passwords must contain at least 8 characters
. . . ] Password must be differ
° I h e fl rSt tl m e O u IO I n O u | I n eed 22. The Buyer may immediately deny access to the System by the Supplier and/or one or more S B B nore man e previoLe s paceuoras
) Passwords must contain both |efters and numbers
tO acce pt the user ag reement and I have read and agree to the Sourcing Service User Agreement | | NexPessvor
change your password to somethin : - e
L] | agree o | do not agree

more memorable. [ ] I S

» You can retrieve your username or
reset your password using the %@m&nt
| cannot access my account link
on the login page.

..
Powered by .. BravoSolution



sanoma

Pre-Qualification Questionnaire

Financial Information

« The pre-qualification questionnaire is a simple set
of questions defined by Sanoma to allow us to

Financial Statement * Please, attach the most recent Financial Statement. gather Some hlgh |eve| |nf0rmat|0n about your
Lost e ol e WD, 1 it v st i yor organisation and ensure all potential suppliers
R comply with our key policies.
o e b s « Any questions marked with a red asterix (*) are
anoma Vendor * Have you already been a Sanoma vendor? .
mandatory and must be completed in order for

References with Sanoma If yes, please indicate your Sanoma reference (name ar your account to be aCtlvated -

* Your answers are stored against your account
Last year of financial audit Please state the year of the last financial audit: proflle and Wi” pre_populate any future RFI/RFP
Ethical Aspects and Sustainability responses
Sanoma Supplier Code of Conduct * Do you comply with Sanoma "Supplier Code of Cond ) Dependlng On your answers’ there may be fOIIOW
Child Labour * Do you confirm that your employees work voluntarily U p q uestlons .
Human rights and discriminations * Does your Company have a policy to maintain a work
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Category Selection

» The next step is to select which categories ree Text Search  soaren
you can provide to Sanoma.
* You do this either by expanding the tree G Deselect Al
levels or performing a search by 7 @ Categories seleced foms- 1)
deSCrl pthﬂ o b s A.00.00 - Content
b EET: B.00.00 - Print and Materials
« ...then select the relevant category(s) by - /2, C.00.00-HR and Professional Services
thklng the CheCkbOX ¥ o= €.01.00 - Finance & Institufional
 You can select as many as you wish but T GOm0 Emoree
o] Q C.02.01 - Temporary labour
you must select at |least one category . .
- C.02.02 - Recruitment
« Sanoma Category Managers will use this © 9 C.0203-Payroll Services
information when considering which O 9 C.0204-Training
suppliers to invite procurement activities. 0 Q C.02.05-Other
[ § C.02.06-Season Tickets
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Registration Confirmation

guestions and selected at least one @
category, your account will be activated.

Log im with your Username and Password to access the platform.

¢ If you have Com pleted a” ma‘nda’to ry The Registration Process is complete. Your account has been activated and an email sent to confirm this. |

* If you exit the registration process before
completing, you will see this warning.
’_j The Registration phase of your account is not complete. Please log in to complete the missing data.

® Your account Wl” nOt be aCtlvated and Wl" "Y' The Activation of your account will be evaluated once all required fields and Category information have been provided
remain in Registered status.

* You must log back in to complete the
registration at a later date.

« Until you have completed registration and
your account has been activated, your
organisation cannot be invited to
participate in RFIs / RFPs with
Sanoma.
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Responding to an RFI or RFP

When invited to an RFI (Request for Information) or
RFP (Request for Proposal) you will receive an
email notification.

Access the event via the link in the email or from the

Dashboard (you may be required to accept an NDA).

Under RFx Details, review the Settings and Buyer
Attachments prior to responding.

Click Create Response to respond to the
guestionnaire.

Use the Message function to communicate with the
Sanoma Category Manager.

Remember to click Submit Response when ready
before the deadline.

sanoma

RFP Details Messages (Unread 0)

Settings Buyer Attachments (0) My Response User Rights

RFP: RFP_10 - Technology Professional Services RFP

Project: PRJ_17 - Testing Project ID
Closing Date: 30/01/2016 11:00:00 (If you Submit a new Response now, it will be late)

Response Last Submitted On:  MNot Submitted Yet

RFP Details Messages (Unread 0)

Submit Response \
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Viewing & Approving Contracts

* View your contracts with Sanoma by & v
I _ My Contracts

g0|ng to the My ContraCtS area' = pashboard I and Performance Quick % 'Ddays)
« Occasionally you may be asked to —

approve a contract or pricing within the - |N—

portal. You will receive an email alert if My REs with Pending Respons

this is the case. R

8 UserManagement rl Contracts *M\, Contracts

« Any contracts requiring review or Contracts in Negotiation -

approval will display in the Contracts

. . . Contract Code Title End ! Delivery Date
In Negotiation portlet on the
CON_ 125 Framework Contract 171022017
dashboard. -
* CIICk on the ContraCt name then go to Details Contents Management Messages (Unread 0)

Contents Management to see the
content requiring approval.

Master Document (Sent to Supplier)
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Adding Additional Users

* If you are the main account owner for your | > = |
organisation, you can add additional users [t
to your account so that they may respond . . e
to tenders, view contracts or respond to Seer Dotalle (e e et of e
surveys etc.

* Last Name User

* Go to User Management. S

 Click Create and enter the user’s details User Tag for Codos
then Save. * Email new. usen@companyname.com

. . . TTUSErNEWUSEr

» Click View User Rights.

 Click Edit to set what the new user can RFls | RFPs
see and do within the portal. iy ot R L .

° You Can add aS many users aS you WISh * Access RFP Details ,ifl‘maddedtotheUSerRightsIistintheObject
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How do | get more help?

« If you have any technical queries, please contact the
BravoSolution technical helpdesk team:

Hours: 10:00 to 20:00 EET / 09:00 to 19:00 CET
Phone: +44 203 608 4238
Email: help@bravosolution.co.uk

« If you have process or procurement related queries,
please direct them to the relevant Sanoma contact via
the messaging tool within the portal.
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