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Getting Started

Atamis 3.0 improves procurement visibility and control throughout the strategic
sourcing cycle.

Atamis has five core modules:
e Analyse: Atamis SA (Spend Analysis) formerly known as ProSpend
e Plan: Atamis PM (Pipeline Management)
e Source: Atamis TM (Tender Management)
e Contract: Atamis CM (Contract Management)
e Manage: Atamis SRM (Supplier Relationship Management)

Modules can be deployed independently as stand-alone applications or in various
combinations. When used together, all Modules are fully integrated so reports and
dashboards can derive their data from any combination of the above sources.

Using This Guide

If you are viewing this document as a PDF, we recommend using the bookmark feature (
E) in your browser or the hyperlinks from the Contents page to navigate.

The Atamis system is hosted on the Salesforce platform and benefits from a number of
generic Salesforce features such as Reports, Dashboards and Activity Management. This
User Guide contains links to Salesforce tutorial videos for some of these common features.

While these are orientated towards sales examples, the features explained are very
relevant.

Support

For end user support, please contact support@atamis.co.uk,.


mailto:support@atamis.co.uk
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Description

Navigation Panel: this has a series of Navigation Items (often called tabs, but in
this guide, the term ‘Tabs’ is used to describe the tabs within a record page, e.g. a
Supplier)

Use the drop-down arrow to select recently-view items and lists.

Drag and drop Navigation Items to suit your preferences.

Search: a powerful Search engine that looks within the text of documents as well
as all system records.

Favourites: Bookmark any page, record or report in the system by clicking on the
star. Use the drop-down arrow to view you Favourites.

Global Actions: Quick access to create a Task, send an Email, etc.
Help: primarily help relating to generic Salesforce features

Setup: you may have access to view some system settings but only System Admin
users and users with delegated User Administration rights can use this area

Notifications: a list of current Tasks and Approval Requests; new Notifications
are highlighted in red as soon as they are assigned to you

Profile

App Launcher: use to locate other modules and other custom objects that don’t
appear as Navigation Items (e.g. Cost Centres, or Categories) by using Search Apps
and Items. If your organisation has other Salesforce Apps, they are also listed
here.
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Home Page

Home Pages are normally customised by Atamis for each client and even for different User
Profiles. A typical Home Page for CM users is shown below:

¥e

222 Atamis CM

Home

Al w Q,  Search Salesforce

Calendar ~ Dashboards Suppliers

Procurements and Contracts
%

ER-EER X -

Participating Authorities More

Contract Management

Contract Expiry Monitor

15m

Contract Value

-35 -30
Renewal Status | @ - Not Required

View Report

eo®

®
° S Cemoe ...c.. e ¢
-20 -15 -10 -5 o

Months to Expiry

-25

In Progress {on schedule) @ In Progress (delayed) @ Not Started @ Complete

As of Today at 15:12

Manage Contracts:

All Contracts My Contracts

Sample Contracts for Demo use:
Stationery Supplies
Today’s Tasks

E v

Obtain Procurement Approval
Stationary Supplies

Today

View All

Recent Items (5)

Stationary Supplies
Status (graphic) Edile{sl
Contract Ref C1359
Owner Deme Admin

Estimated Val..

IT Peripherals - JR8
£ D S S e

Description

The Navigation Items have the following functions in Atamis 3.0:

The default Home Page contains a set of components such as Expiry Monitor
2 Charts, Quick Links, Recent Item panel or Tasks. Your Home Page will depend

on what User Profile you have been given.

Dashboards contains graphical snap-shot representations of your
procurement data, plus your own custom Dashboards

All other Navigation Items (Suppliers, Contracts, etc.) provide access
to data records, some of which may be modified depending on your
access rights

Click More to access other Navigation Items that don’t fit on the page
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Home Pages frequently include Dashboards such as this:

Dashboard
Contracts

Open Refresh Subscribe
As of 16-Apr-2020 15:11-Viewing as Demo Admin

Department: Department

All -

Contract Compliance
% of Spend Under Confract

e

Contract Savings ®

Contract Usage #®
Estimated Savings This FY

Actual Contract Spend as % of Est. Value

13% £3.9m

38.5%

Last 4 Quarters; drill down for Compliance dashboard This FY saving figure calculated as Estimated Annual Confrac Actual to-date; drill down for report
View Report (% Spend Under Contract last 4 quarters) View Report (Projected Savings This FY) View Repaort (Contract Usage)

Dashboards graphically summarise data thatis held in reports. To view the detailed data,
click View Report at the bottom of a Dashboard component. Click on the ** icon to expand

each Dashboard Component and use your left and right cursor keys to page through other
Components in the Dashboard.
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Customising Your Profile and Personal Settings*

7:?:&‘

Demo Admin
atamis-9898 cloudforce.com
Settings Log Out

-

3 Quick Find

DISPLAY DENSITY
Comfy | l
v Compact

OPTIONS

Switch to Salesforce Classic @

Add Username

m

Click on your User Profile at the top right to display profile options.

1
The Display Density gives you the option to change the appearance of
fields on a page
The Comfy option gives a less-cluttered appearance and the Compact
2 option allows you to have more information on the screen.

Some users that previously used the Classic interface will have the option
here to Switch to Salesforce Classic while getting familiar with the
Lightning interface.

e C(Click on your User Name or Profile icon to access your Personal
Details page. From here you can:

e Upload your photo
Indicate that you are Out of Office

e View or update custom fields on your User Profile such as

3 Approval rights

e Post updates to your colleagues using the Salesforce Chatter
feature (referred to as the Discussions Forum elsewhere in
Atamis pages). Posts will be visible to all internal system users,
not Supplier Portal users. You can also see who you are Following
and who is Following you.

Click Settings to open Personal Settings options including:
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Update your name, phone number, email and address by selecting
Personal Information

e Reset your own password by selecting Change my Password

e Delegate approval rights by selecting Approver Settings
Control email preferences including Email Signature and whether
you receive email alerts when files you're subscribed to are
updated (default is Yes) by selecting Email > My Email Settings

e Control email preferences from Salesforce Chatter (Atamis
Discussions) by selecting Chatter > Email Notifications

e Update preferences for Task reminders by selecting Calendars &
Reminders > Activity Reminders.

Access Rights

Users of all Atamis systems implemented before January 2015 used a single Licence Type,
now referred to as the Standard Licence Type, and these will remain effective for the full
duration of the agreed contract term. Since January 2015 users have had the opportunity
to benefit from additional features by upgrading to other Licence Types either mid-way
through a contract term or at renewal.
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Licence Types

There are four Licence Types: Standard, Enhanced, Advanced and Power. The Standard
Licence Type is intended for users requiring basic Spend Analysis features, while the
others provide for more features. A summary of the features available with each Licence

Type is summarised below.

Any ONE from SA, PM, TM, CM, SRM | ¢ v v v
and full read-only*

Create and save custom reports </ v v v
Full search facility v v v v
Pre-Configured Home Page v v v v
Spend Analysis Quick Reference v v v v
Demo

User Guide & Training Exercises v v v v
Roadmap to Savings Guide v v v v
Any TWO from SA, PM, TM, CM, SRM v v v
and full read-only*

Create/edit List Views v v v
Organise report sharing v v v
Create dashboards v v v
Create tasks/events and use v v v
calendars

Attach documents v v v
1GB file storage (total, not per user) v v v
Any THREE from SA, PM, TM, CM, v v
SRM and full read-only*

System Mapping Rules v v




> ATAMIS

Create new report/dashboard v v
folders
Full access to SA, PM, TM, CM, & N4

SRM Modules

Contract KPI definition and setup
Use of Import Wizard
Category & Quadrant Analysis Tools

Cost Centre Restructuring Tool

SN NN N

Additional data rows and file
storage options

* Module Definitions

SA - Spend Analysis: Full visibility of Expenditure data with approx. 200 standard
reports and dashboards, full reporting capability (drill-down, customise, advanced
report builder, export, create charts and save/share reports), Spend Mapping Tool
using supplier rules, Supplier De-duplication Tool, Contract Register and Basic Contract
Compliance Rules for data segregation options to restrict visibility by area. This module
also gives users access to the Supplier and Contract Standard Page Layouts with instant
report generators, Duedil integration and supplier size (SME), turnover, dependency
risk and location

PM - Pipeline Management: Corporate Programme Register, Pipeline Planning,
Resource Forecast and Capacity Planning, Contract Dependency, Programme-Project
Structures, Risk Register, Document Management, custom fields and page layouts and
full audit trail

TM - Tender Management: Task-driven procurement project management via
Project/eSourcing Page Layout: create Projects from Templates, manage/use
Requirements incl. auto-scoring set-up, Evaluators, Procurement Team Members,
suggest/invite Suppliers Bidding, publish via Tender Opps Site, Contracts Finder and
OJEU, secure document exchange, respond to clarification Questions, secure tender box
opening, evaluation team scoring, contract approval workflow, auto-create contract
record, specialist procedures support, custom fields, full audit trail (eSourcing features
also require Portal Licence)

CM - Contract Management: Corporate Contract Register via Enhanced Contract Page
Layout including Activity Management, Workflow and Scheduling, Document
Management (full version control option), Risk Impact Assessment, Risk Register,
Contract KPIs (also requires SRM module access), Contract Savings,
Variation/Extension/CCN Orders, Advanced Contract Compliance Rules, procurement
procedure compliance, CSR/Social Value, Contract Integration Email Service, custom
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fields and page layouts, data segregation options to restrict visibility by area, full audit
trail.

SRM - Supplier Relationship Management: Enhanced Supplier Page Layout including
Contact & Activity Management, Workflow and Scheduling, Document Management,
Advanced Spend Mapping Tool (custom rules), Contract KPIs (also requires CM module
access), supplier compliance tracking and risk segmentation, custom classifications,
supply chain builder tool (secondary suppliers), innovation management, supplier
portal for secure sharing of supplier profiles and documents (also requires Portal
Licences), and full audit trail. This module also provides access for Local Authority
clients to Local/SME analysis tools and to the Care Quality and Local Potential services.

User Profiles

Each user is assigned a Profile in Atamis which determines the user’s permission levels
such as which tabs are visible and which data is editable. Only certain Profiles are
available depending on the Licence Type the User holds.

Permission Sets

Users requiring unique access to specific objects, fields and features can be granted
Permission Sets. Contact Atamis Support if you identify a need to use Permission Sets.


https://secure.toolkitfiles.co.uk/clients/28706/sitedata/docs/Atamis_Care_Quality.pdf
https://secure.toolkitfiles.co.uk/clients/28706/sitedata/docs/Atamis-Local-Potential.pdf
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Atamis Core Features

Dashboards

Dashboards provide a useful graphical summary of data pulled from any number of
Atamis objects such as Projects, Contracts, KPIs or Expenditure. Each Dashboard
Component - dial, line graph, table, etc. - is derived from a pre-defined Report. To access
the detailed data, from the bottom of any Dashboard Component, click View Report.

Using Dashboards

Use the Dashboards tab (Navigation Item) to locate and open a Dashboard.

Dashboard
Contracts Summary Dashboard

As of 28-4pr- 2020 1720 Veraing as Damo Admsn

Octobar 2019

‘Vew Repot (dverage Perionmance by Mordh)

Supplier Risk vs Total Contract Value

Avarage Parformance of Suppliers on Gold Contracts

Contract Savings

Estimased Savings Thi

Contract Compliance

Mew Messages from Suppliers

1 Expand a Dashboard Component to full screen and click right and left arrows, or use
the cursor arrows on your keyboard, to page between Dashboard Components. Click

+
on the

2 Click View Report to access the underlying Report.

= . .
icon to download a Component as an image.

3 Dashboards represent a snap-shot of the data at a fixed point. Dashboards can be
configured to auto-refresh, but if the data is out of date a message will indicate that
you may want to Refresh.
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4 Click Subscribe to get the dashboard emailed to you on a regular basis. Watch this 3-
minute Salesforce video for a good overview on Subscribing to Dashboards and

Reports.

m

Expand a Dashboard Component to full screen and click right and left
arrows, or use the cursor arrows on your keyboard, to page between

1 Dashboard Components. Click on the “ icon to download a Component
as an image.
2 Click View Report to access the underlying Report.

Dashboards represent a snap-shot of the data at a fixed point.
3 Dashboards can be configured to auto-refresh, but if the data is out of
date a message will indicate that you may want to Refresh.

Click Subscribe to get the dashboard emailed to you on a regular basis.
4 Watch this 3-minute Salesforce video for a good overview on Subscribing
to Dashboards and Reports.

Creating Dashboards

For a good overview, watch this 5-minute Salesforce video on how to Create a
Dashboard, or follow the steps below:

1 Ifnecessary, create the source reports containing the data you want to display.

Tip: Be sure to store these reports in folders that intended dashboard viewers can
access

2 From the Dashboards tab, click New Dashboard.
3 Name the dashboard.

Optionally, provide a short description. Then, place the dashboard in a folder. Private
Dashboards is the default folder.

4 Toadd a component to the dashboard, click + Component.
a) Choose a source report for the component, then click Select.
b) Customize how the component displays data, then click Add.
c) Arrange and resize the component as necessary.

d) To edit an existing component, click the pencil icon (). To remove a
component, click the X icon ().


http://salesforce.vidyard.com/watch/x4tssyJhxGMS7R44seKV1i
http://salesforce.vidyard.com/watch/x4tssyJhxGMS7R44seKV1i
http://salesforce.vidyard.com/watch/x4tssyJhxGMS7R44seKV1i
http://salesforce.vidyard.com/watch/x4tssyJhxGMS7R44seKV1i
https://www.youtube.com/watch?v=git_DC9tl6w
https://www.youtube.com/watch?v=git_DC9tl6w
https://help.salesforce.com/HTViewHelpDoc?id=dashboards_create.htm&language=en_US
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5 To add a filter to the dashboard, click + Filter.

a) From the Field drop-down, select a field to filter on. The drop-down
shows fields that can be used to filter all the dashboard’s components. If
there are equivalent fields for your selection, hover over the info icon (

ﬂ) to see them.

b) Give the filter a Display Name to identify it. If the filter has many
equivalent fields, we consider using a name that works for all
components.

c) Assign values to the filter by clicking Add Filter Value.

6 To specify who people view the dashboard as, click the gear icon ( * ) to open the
Properties menu.

a) Under Name, optionally rename the dashboard.
b) Under Description, optionally describe the dashboard.

c) Under Folder, optionally move the dashboard into another folder. To
switch folders, first click the X icon (), then select another folder.

d) Under View Dashboard As, choose who people view the dashboard (and
all source reports) as. People could see more or less data than they
normally see elsewhere in Salesforce. Be careful not to reveal sensitive
information to too broad an audience.

i. Me — People view the dashboard as you.

ii. Another person — People view the dashboard as whomever you choose. You are the
default person. To choose someone else, click the X icon ().

iii. The dashboard viewer — People see data as themselves, according to their own
access to data. These types of dashboards are often called dynamic dashboards.

Your system can have up to 5 dynamic dashboards. Take note of these dynamic
dashboard limitations:

e Dynamic dashboards don’t support following components.
¢ You can't save dynamic dashboards in private folders.

e You can't schedule refreshes for dynamic dashboards. They must be refreshed
manually.

Let dashboard viewers choose whom they view the dashboard as — Optionally,
select Let dashboard viewers choose whom they view the dashboard as to enable
a reader with appropriate user permissions to choose who they view the dashboard
as. With the “View My Team’s Dashboards” user permission, the reader can view the
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dashboard as themself or as anyone beneath them in the role hierarchy. With the
“View All Data” user permission, the reader can view the dashboard as anyone.

e (lick Save.

7 To customize dashboard theme or colour palette, open the Properties menu by
clicking the gearicon ( * ).

Customize colours in your dashboard by choosing a light or dark theme and one of 14
colour palettes. Themes and colour palettes help you organize and curate data in your
dashboard. For example, highlight a set of summary metrics by giving them a dark
theme and setting them against a light-themed dashboard. This feature is new in
Lightning Experience.

e From Dashboard Theme, choose Light or Dark to set the theme for the
entire dashboard. To set a single component’s theme, edit the
component by clicking g

e From Dashboard Palette, choose one of 14 colour
palettes. Wildflowers is the default colour palette. If you need an
accessible colour palette, choose Mineral.

e (lick Save.

8 To switch between a 12-column and 9-column layout, open the Properties menu by
clicking the gearicon ( * ).

9 Under Dashboard Grid Size, choose 12 columns or 9 columns.
10 Click Save.

11 Click Save, then click Done.
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Reports

This overview section explains how to:

e Use Reports
e C(reate and Customise Reports

e Organise and Find Reports

Using Reports

There are hundreds of standard reports and dashboards in Atamis 3.0. Reports are
organised into folders which are made available to other users with Report Folder
Sharing settings.

Use the Reports tab (Navigation Item) to locate a Report and click on it to open.

Unlike Dashboards, Reports are dynamic, so every time you run a report, it will be pulling
in the latest data. You can also create and save your own Reports.

All reports are based on a Report Type which defines the set of fields that can be used to
analyse your data (see next section for more details).

Note that if you click on a blue hyperlink in a report, e.g. a Supplier’s name, then you will
be taken away from your report to another page. You should however be able to return
to the Report using the Back button on your browser.

Changing the Time Frame on Atamis SA Reports

The Time Frame options, available on the Filters section on the report page, enable you
to alter the time frame of a spend report.

The Period Field provides a drop-down list of all possible dates to report on.

The Range can either be chosen from a drop-down list, providing options such as current
financial year, 2 FY Ago, etc. Alternatively, a date range can be customised by choosing
Customize in the Range field and manually entering From and To date in the boxes
provided, or choosing the dates from the calendar that will appear when clicking on the
boxes.

To report on data from a particular date up to the current day, select a From date and
leave the To box empty. This will automatically assign the To date to the current day.
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Filtering Data

To filter your data on reports that have Row Groupings, select one or more rows on your
report and then click Drill Down (located as a button on the top right corner on the
report).

To change other filters from the report:

Sk M
All procurgmants and contracts
Baiews Poricd Up To

Coniract KPL Recced Typs

miod egqual bo Draft

B Eschde feom Totals?
eguals False

Actual Sendoe Leved
nol equal 1o ™

m

Toggle the filter options

1

2 Click on a filter option or click on the X to clear it
Filters with a padlock cannot be changed

3

NOTE: If you still cannot set the filter you need, please refer to the section on Creating
and Customising reports.
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Exporting your Data

There are two ways to export report data, for example to Excel, using the buttons located
above the report data.

To export the summarised data as it appears on the report page, click Export and from
the pop window, select Formatted Report, followed by Export.

To export all records in tabular format, select Details Only. If you select the Excel format,
once you have downloaded the file, we recommend you use Save As in Excel to save in
the required Excel version.

Sorting Reports

To sort Tabular reports, click on column headings.

KPI Categary -+ v|| 3 1 | Total
Review Period Up To ¢ | = rage Senice Lewel Score | Aveeage Senvice Level Score

Oxctobser 2019 BE.6T%:
Mowember 2010 4 Sort Descending 66 67%:
Febsusny 2020 53 30%:
Tartal 65.00%

M

To sort Summary reports, choose from Sort Ascending or Descending or
1 Sort By
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Exception Report Notifications

It is possible to have reports emailed to you when exception conditions are met. To
do this run the report and click Subscribe. From the Configuration Page you can

specify:

@® Whether you are notified every time the conditions are met or only the first
time. If you set this to Only the First Time, the subscription will be de-
activated once it has run once.

® The logical conditions to be fulfilled, for example Monthly Sum of
Expenditure Greater Than £20,000

® The Frequency with which the system checks if the conditions have been
met. Note that you will only receive a notification when the Conditions are
met.

@® The ‘Actions’ Section should be set to ‘Send Email Notification’, and the
‘Active’ checkbox should be checked.

Instant Reports

Instant Reports provide a quick mechanism for generating pre-filtered reports from
record detail pages. For example, on the Supplier Detail page:

Supplier
m w°°|r'dge Pﬂ“tmg v Following Edit Delete Match Research Risk Report Supplier Spend Report
Services
Risk Segmentation Owner Annual Expenditure Default Category Size Dependency Ri
low ] € Terry Shaw & £28,574 ICT > Software ¢) small 1%

M

1 Click Supplier Spend Report to run a spend analysis report filtered

by the Supplier Name. Note that if you have duplicate supplier

1 records, spend data from all suppliers will be included in the report
provided that the Supplier Name is identical on all records.
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The following default Instant Reports are available:

Tab Instant Report
Suppliers Supplier Spend Report
Projects Evaluation Matrix Report

Cumulative Scoring Report

Contract Contract Spend Report

Contract KPIs Report

Category Category Spend Report

Category Level 1 Spend Report

Department Department Spend Report

Creating and Customising Reports

For advanced users wanting a good overview of creating and customising Reports,
watch this 4-minute Salesforce video on Building Reports or follow the steps below:

1 From the reports tab, click New Report.
2 Choose areport type, then click Continue.

The report type you choose determines which records are returned and which fields are
available in your report. See Atamis Report Types for further details.

3 Thereport opens in edit mode, and shows a preview.

In edit mode, add and remove fields to your report as columns, group rows and
columns, filter report data, and show or hide a chart. Customize your report until it
shows exactly the data that you need.

4 To add a column to your report,
e Choose afield from the add column. .. picklist.

e Alternatively, expand the rields pane, then drag-and-drop a field onto the
Columns list or directly onto the report preview.

e Toremove a column from your report,

¢ From the Columns list, find the column you want to remove. Then click


http://salesforce.vidyard.com/watch/qGpi4cPjtUWQ7XV1jT6xnM
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e Alternatively, from the preview pane, find the column you want to remove.
Click ¥ | Remove Column.

e Toremove all columns from your report, from the Columns list, click .

Removing a column from your report doesn’t delete the field. If you remove a column,
but want it back, add it again.

5 To summarize a column in your report,

e From the preview pane, find the column you want to summarize.
Click ¥ | Summarize.

e Choose how you want to summarize the
column: Sum, Average, Max, Min.

6 To group records in your report,
e Choose a column from the add group. . . picklist under GROUP ROWS.

After grouping a row, you can group a column by choosing a column from the add
group. .. picklist under GROUP COLUMNS. Group up to 2 rows and 2 columns.

After grouping records by a date field, you can also customize date granularity. First
select the date field you want to group your report by. Then, for Group pate By...,
apply a calendar or fiscal period.

e Alternatively, drag-and-drop a column from the Columns list or from the
preview pane onto the GROUP ROWS or GROUP COLUMNS list.

e Alternatively, from the preview pane, find the column you want to group.

Click ¥ | Group Rows by This Column (or Group Columns by this
Column).

After adding a group, you can show or hide detail rows, subtotals, and a grand total by
toggling switches at the bottom of the preview pane.

To ungroup records in your report,
*  From the Groups list, find the group you’d like to ungroup and then click

= Alternatively, drag-and-drop the group onto the preview pane.

= To ungroup all groups in your report, from the Groups list, click .

Unless you drag-and-drop the group onto the preview pane, removing a group also
removes the column from your report. If you still want to show the column, add it back.

7 To filter records from your report, click Y FILTERS.
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Depending on which report type you chose, your report has between two and four
standard filters which are applied by default. Most templates include a Show Me filter
and a Date filter. The Show Me filter scopes report results around common groups, like
“my opportunities” or “all opportunities”. The Date filter scopes results around a date
field, like “created date” or “closed date”.

» To add a field filter, choose a field from the add fiiter... picklist.
= To edit a filter, including standard filters, click the filter.
= Toremove a filter, click the * icon on the filter.

For more information about filtering reports, see Filter Report Data in the Salesforce
help.

8 To add a chart, first add at least 1 group, then click Add Chart.

» A chartappears. To customize the chart, click ® . Change the chart type,
colour palette, and more.

» To show or hide the chart, click © .

* Toremove the chart, click * | Remove Chart.

9 Click Save. If you're creating a brand-new report, give it a name. Optionally, give
it a description. With access and sharing in mind, save the report in an
appropriate folder.

10 To view complete report results, click Run.

NOTE: The Report Builder area (Exit) displays sample data onlyl. Click Run Report to
see the full report.
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Atamis SA Reports

For an in depth guide on how to customise Spend Analysis reports, please refer to the
Training Exercises or Atamis Video Tutorials for examples of Spend Analysis reports for
clients using the Classic interface.

Report Types

This section relates only to users with advanced reporting requirements.

Report Types determine which fields are available for use within a Report. The name of
a Report’s Report Type can be seen at the top left of the Report Builder. There are some
Custom Report Types included in Atamis which provide a useful subset of commonly
used fields.

These are:

Spend Analysis For most Spend Analysis Most Expenditure fields plus some
reporting (including flexi- Supplier, Category, Department,
fields) Cost Centre and Contract fields

Contract Analysis  For analysing contract Contract object only

savings and expiry dates

Supplier Analysis Analysis of suppliers using = Suppliers, Categories and Contracts

Default Category and (no Expenditure fields)
Contracts
Supplier List Analysis of Suppliers using | Supplier object only
just supplier fields
Supplier Report  For identifying multiple Supplier object only
Under Analysis levels of Report Under
Suppliers and All suppliers with custom Suppliers and Custom Mapping
Custom Rules rules where they exist Rules objects

If you find that the Report Type does not contain the field you require to generate your
report, you can use some of the Standard Report Types. There are many of these, and
they will include all fields from an object. If you click New Report... and expand the
folder for Other Reportsyou will see the full list. Some examples are given below:
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Suppliers All fields from the Supplier object only
Expenditure with All fields from the Expenditure and Category objects
Category

Contracts with Contract All fields from the Contract and Contract KPI objects
KPIs

Supplier History The audit trail of all changes made to key fields on the
Supplier object

Supplier Report Under  For identifying multiple levels of Report Under
Analysis

Suppliers and Custom | All suppliers with custom rules where they exist
Rules

Note that for convenience, the Expenditure object in Atamis SA has been created with
some fields that are pulled in from other objects e.g. Supplier Original Name
(from the Supplier object), Category Group (from the Category object), or
Contract Start Date (from the Contract object).

Organising and Finding Reports

Saving Reports

Standard reports in Atamis 3.0 cannot be overridden by users (except by System

Administrator users). To create a copy of a modified standard report click on '~ next to
Edit button, and from the list select Save As.
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Save Report As

*Report Name /m

[4
Copy of Category Spend by Month ]

Report Unique Name @

Report Description

for Categories dashboard mid panel - Category Spend by Month in the last year to-date

Folder

Categories Select Folder

ca SR

Description
1 Enter a Report Name and a Description
2 Select a Report Folder where the report will be saved to, and click Save

Your User Profile and the Report Folder Sharing settings will determine which Report

Folders you and other users can access. Contact support@atamis.co.uk for help with
setting up custom folder access requirements.

Reports saved in the folder Private Reports cannot be seen by any other user, including
Atamis Support users.


mailto:support@atamis.co.uk
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Creating and Sharing Report Folders

To Create or Share Report Folders users require a Licence Type of Advanced User
or above.

To create a new folder, click New Folder, enter the name of the folder and click Save.

REPORTS Name + v Created ... v Created On v Last Modified By ~ Last Modified
Recent B Care Quality 27/06/2016,12:31 27/06/2016, 12:31 -
— 3 H a 1 1 B
Created by Me B Categories Demo Admin  05/11/2015, 16:17 Demo Admin 05/11/201! puodite
B Change
. 16/05/2019, 9:31 16/05/201¢
Private Reports Requests 05/ 10! o | : I
— 1 1 - 1 1
Public Reports B Compliance Demo Admin  05/11/2015, 16:17 Demo Admin 05/11/201! Rename
Il Contracts Demo Admin  05/11/2015, 16:17 Demo Admin 05/11/201! Deleta
All Reports _
g " " Demo Admin  05/11/2015, 16:17 Demo Admin 05/11/2015, 16:17 v
FOLDERS = —
I Ethical 02/04/2020, 11:49 02/04/2020,11:49  ~
All Folders Employment
B Uaeas

Description

To control which users can view or modify reports in a folder, click on All
1 Folders. This action will bring up a list of all report folders that you've
created or are shared with you

Click on the down arrow on the line of the folder

Select Share from the drop down list
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The following window will allow you to search for users on the system and you can
define the level of access to the folder: View, Edit or Manage.

Share folder
These sharing settings apply to all subfolders in this folder.
Share With
Users -
Names Access
procure Q View -
v View
Share
Edit
3 Who Can Access Manage
Reports
All Repor‘t‘s Q, Search all reports... Mew Report Mew Report {Salesforce Classic) New Folder i~
555 items | 1 I \
REPORTS Report Name 1 “  Description “ Folder “ Created By
Recent Year-on-Year Trend for Top Suppliers Year-on-Year Trend for Top Suppliers  Suppliers Demo Admin
for Departments dashboard mid-
Created by Me ‘Year-on-Year Trend by Department panel - Year-on-Year Trend by Departments Demao Admin

Department
Private Reports P

for Categories dashboard mid-pan-

Public Reports Year-on-Year Trend by Category el - Year-on-Year Trend by Category Categories Demo Admin
All Reports l Workforce Plan by Department Workforce Plan by Department Programmes Demao Admin
Workforce Plan Waorkforce Plan Programmes Demo Admin
FOLDERS Woolridge Printers Details Private Reports Demo Admin
Al Folders Welsh CoP Sign Up by Region Ethical Employment
Created by Me Welsh CoP Sign Up by Category Ethical Employment
) for Supplier Size, Sector and Loca-
Shared with Me VC5/Third Sector Analysis, Prev FY tion dashboard, VCS/Third Sector Suppliers Demo Admin
Analysis, Prev FY
FAVORITES
VCS5/Third Sector Analysis WC5/Third Sector Analysis Suppliers Demo Admin
Al Favorites \iali o nf Cantracte b Evaine Dravienits Value of contracts by proximity to Contracte
Description
To find a report, tyupe part of its name in this search box. Note: results are
1 limited to the folder selected on the left

To create a new report, click New Report

Select the Report Type and click Create
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Searching

For a good overview of the Search function, watch this 3-minute Salesforce video on
Search.

A Search box is available at the top of the page from which Search and Recent [tems can
be accessed.

Al w ‘ Search Salesforce l

Suppliers Recent Items i

Contracts
Dashboard

Contract Expiry Monitor
Report

Atamis configures which objects can be searched to ensure search results are optimised.
Click in the area to the left of the search box to narrow your search to specific Atamis
custom objects. Select Files to find documents.

Note that the search engine will look inside the content of Word, PDF and other files, but
not scanned images.

Search options are also available in List Views and in Reports.


https://www.youtube.com/watch?v=RkX5OmVgfIg
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Customising Views

List Views allow you to customise the data and columns displayed in Navigation Items.
Users with appropriate permissions can create and modify any number of List Views and
share them with other users.

For a good overview of List Views, watch this 3-minute Salesforce video on Working with
List Views.

In a list view, you see only the data that you have access to. You can see records that you
own, have read or write access to, or are shared with you. List views also include
records owned by or shared with users in roles below you in the hierarchy. The fields
you see depend on your page layout and field-level security settings.

r:I Procurements and Contracts

= New Import Change Owner Printable View
S8 All Contracts v # p ngy

New From Template

e e R R e Q search this lis.. E’—@ =l e s e
Title ~  Status (graphic) ~  Supplier ~ Contract Tier T * Timeframe ~  Proximity
1 Temporary Workers ACTIVE CONTRACT Manpower PLATINUM Sep'09-Aug'20 W
2 Photocopier maintenance Woolridge Printing Servic... PLATINUM Apr'l2 - Apr'la
3 IT Supplies Hardware Supplies GOLD Apr ‘14 - Dec '21 I
:ﬁcucr;r:;:t;::: C:ntra;'rs New Import Change Owner Printable View Mew From Termplate
50+ items - Sorted by Contract Tier - Filtered by all procurements and €, Search this list... W e T

contracts - Record Type - Updated a few seconds ago

Title »  Status (graphic) ~  Supplier w ALontract Tier T+ Timeframe w

i Temporary Waorkers Manpower {f | PLATINUM Sep '09- Aug... -

2 Photocopier mainte. .. T ‘Woolridge Printing Se... PLATINUM Apr'l2-apr . -

3 IT Supplies | ACTIVE CONTRACT | Hardware Supplies GOLD Apr'ls - Dec... -
T e

Description

Select a list view from the dropdown menu. Pin a list to set it as default

Edit delete, or create a list using the List View Controls menu (locatable
2 with the cog)

Create records directly from a list view

View a list in different ways: with the pie chart icon, you can view list datea,
4 and refine which records are displayed using filters
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(Not available on all objects): Toggle between the standard list view grid

5 and the Kanban board, a visual way to monitor the progress using a status
or picklist field
6 Search a list view for the data you need
(not available on all objects): Edit a field directly from a list view in the list
7 view header or next to a record detail
8 Edit or delete a record by selecting the dropdown icon next to it

Modify and create list views from your record home page with List View Controls . To
change and reorder the columns displayed in a list view, select Select Fields to Display.
Fields correspond to columns in the final list view.
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Editing Data

:EE Atamis TM Home  Dashboards w  ProjectRequests »  Procurements and Contracts w  Evalation »  Reports »  Suppllors » Mo w rs
Suppiiers ey Imnport Chargs Cumsgr

Recently Viewed + ¥

4 Searc it - -
& s - Updated a few se0omnds aps AT N = | efs
Supplier Mame w Ongl. » Crediton. » Reph. Default Category “w  ARnual.. w  Locat] o
1 Woalridge Printing Serdoes 3671 ICT » Saftware E2B5T4 Tei

2 Avert Recrultment Ltd - Temp 43575 HR = Temporary & Agency Staft £494 T4 i
3 ABILITY CONTROLS AND ENERGY MAMAGEMENT LTD W335 Warks » Bulldings » Repair & Maintenance £18.379 Belste
ole
i Joe Merodn La 15051993 Mat
Change Cwere
5 €65 PRCUECT SERVICES TTI56 Warks = Buildings » Repair & Mamtenance 159,706 Torti
& Meridian Lailities 00001 Hat Known -

ﬂ\.
Suppiior Mams Woalridge Printing Services

Boport under i ."'\-‘

Details Dwee Diligence Contracts Performance & Risks Spend Mapping Morew
" Supprled Hires WEGIFAEe Brinting Serdied " Craditor Rel 6T 5
Raport under i) Saarch Supphant O +
Weteita L T
Pacers Supplior i Soarch Suppliars o Powrtal Accoad E ricige
e ‘ Primary Boral
o UNIT 5, RIVERSIDE 2 Guar . B (] sian Davies
Rl BRUNEL [NDUSTALAL e =
FRTATE MW ARACT &
Fost Code T2 480 Ermad
Link o Goode Bdan Rwidarch: Last A LA iSARA -
Cargel

Editing Records

To edit a record access from a List View:

Description

Select the recors’ action menu using the arrow at the far end of the row and
1 click Edit

OR select any record shown in blue hypertext and click Edit from the
2 button bar

-
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OR when viewing a record page, click on the pencil icon to edit

3
4 Hover over the information icon for help with using a field
Before you save, fields you have edited are highlighted in yellow. To undo
5 your change, click on the Undo icon and/or click Cancel
- Click Save

Editing Look-up Fields

Fields such as Supplier, Contract, Department, etc. need to be selected from a lookup list
when they are edited:

* Supplier

woolrid Q
Complete this field. Q, “woalrid" in Suppliers
Organisation Woolridge Printing Services

+ Mew Supplier

This feature requires you to have pop-ups enabled on your browser for this site.

Type the start of the name of the record and select from the search results or use the
picker icon for a fuller search. Remember to click Save.

Mandatory Fields

Mandatory fields are denoted with a red asterix to the left of the field, such as in the
example above. Other fields may be mandatory based on specific data-criteria that are
specified in a Validation Rule. These don’t have a red asterix, but may prevent you from
saving changes.
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Recycle Bin

When records and files are deleted, they are moved to a Recycle Bin and permanently
deleted after 15 days. To restore a deleted item:

H : Home  Dashboards w
b

[ Q lecycle{ 9]
Apps

Mo results

- '/E
Recycle Bin L

View Al
3 AU ST

m

1 Click on the User icon at the top right of the page

Click on your Username to display your User page. Your full Chatter Feed
2 is normally displayed at the bottom of your User page



3 ATAMIS

Posting Messages and Files to Internal Colleagues

Posts made on an object record, e.g. a Project, will be visible to any internal user that
can view the record. Only users that you tag (using @username) and those that are
Following the record will receive an email notification of your Post.

Activity Discussions Approvals

Lk~

Ay
Hi @terny

# Temy Shaw

B r iy S| L= =

] e b

Tor ik 1@ recovd,
To Your Org Name Only

5

M

1 Tag users by using @
2 Leave this as the default to keep the communication internal
3 Optionally attach files

Posting Messages and Files to Supplier Users Registered on
the Portal

Posts are only visible to Suppliers if you select All with access in Step 2 above when
you post AND the supplier has access to the page you're posting from - for example
their Supplier page or Portal Contact page. To ensure a supplier user is notified of your
Post, tag them in the Post as shown above.

Requesting a File from a Supplier

You can use Discussions to receive files of up to 2GB from Suppliers in a secure manner (subject
to your organisation’s total file storage allowance). The recommended approach for requesting
files is:

1 From the Discussion tab on the Supplier page, Post an update to request the file and:

a) Tag the Portal Contact user
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b) Ask them to reply to the Post using Comment

Note that the Portal Account field on the Supplier page needs to be entered or the Portal
Contact won't be able to see the Post.)

2 The Portal Contact will receive an email alert with a link that prompts them to log in
and attach a file by reply

Following Records, Files and Other Users

As with social media platforms, you can Follow items to receive notifications of Posts
and changes to data and files in the system. Simply click Follow or Unfollow where you
see this button on the page:

+ Follow

You'll see a full list of everything you're following and who'’s following you by going to
your User page: select your User icon at the top right of a page, then click on your
Username.

To Follow a File and receive notifications, for example, when a new version is uploaded:

Duis aute irure

Lorem ipsum dalor sit amet, consectetur adipiscing elit, sed do eiusmod temg T, Upload New Version
et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation |

aliquip ex ea commodo consegual. Duis aute irure dolor in reprehenderit in v

cillum dolore eu fugiat nulla pariatur, Excepleur sint occascal cupidatat pon B v £ mie Datails

qui officia deserunt mallit anim id est laborum. <

Loram ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod temg

et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation . o g1,

aliquip ex ea commeodo consequal. Duis aute irure dolor in reprehenderit inw 0

cillym dolore eu fugial nulla paniatur, E i sint idatat non @

qui officia desenumt mallit anim id est laborum.

Description

Preview the File and from this menu, choose View File Details, then click
1 Follow
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Activity Management (Activity Tab)

Tasks and Events

The Activity Management features provided within the Salesforce.com platform can be
utilised to schedule Tasks and Events. Events have a start and finish time, e.g. a meeting,
while Tasks just have a target completion date (the Date).

Activity Discussions

New Task New Event  Log a Call Email

Create a task.. Add
Filters: All time « All activities « Tasks

DATE RANGE X
v Up (®) Al time Last 7 days
Mext 7 days Last 30 days
>

I ACTIVITIES TO SHOW
> ® All activities My activities

ACTIVITY TYPE
— All types List email
e Jan Email Logged calls

>
|

Events v Tasks

Restore Defaults Apply & Save Apply
Last rear

v Decemper =+ 2019

To add a Task or Event click either New Task or New Event in the Open Activities

section of the Record Detail page. All activities will appear in a list. Click Yto apply
filters to the list of tasks or events. Please see the Salesforce.com help pages for further
information on:

e Managing Tasks

e Considerations in Using Events
When using these Help pages, you should refer to the sections relating to Salesforce

Classic rather than Lightning Experience.

Atamis can configure a R-A-G field for you called Status (Graphic). If used, the default
logic for this flag is:

Blank if Task Date is > 30 days away and Task is still Open

Amber if Task Date is <= 30 days away and Task is still Open

Red if Task Date is in the past and Task is still Open

Green if the Task has been Closed (Completed)


https://help.salesforce.com/apex/HTViewHelpDoc?id=tasks.htm&language=en_US
https://help.salesforce.com/HTViewHelpDoc?id=creating_events.htm&language=en_US
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Calendars and Outlook Integration

Events can be viewed in a Salesforce calendar. Please see the Salesforce.com help page
on Calendar Views for further details.

Atamis can configure your system for two-way integration with Outlook. The setup for
this integration may require approval from your IT Department as it requires you to
install the Salesforce for Outlook Add-In. Contact support@atamis.co.uk to have this
feature enabled. Further details on connecting to Salesforce in Outlook are available on
this link: Connecting to Salesforce in Outlook

Files (Documents Tab)

The Files feature in Salesforce replaces and improves on the older features, Notes and
Attachments and Content Libraries. All content uploaded using these legacy features are
automatically available within Files.

The content of Files (Word, PDF, etc.) is automatically indexed for use in the Search
feature.

Files on Atamis records are managed on a Documents tab which will be configured
either in the main set of record Tabs, or in the Tabs on the right-hand section of the

page.
Uploading Files from Your PC/Network
To upload a File, from the Documents Tab, either:

e Drag the file from another app and drop it into the Files area, or
e (lick Add Files, then click Upload Files to select from your PC/Network
Linking Existing Files to a Record

To link a File that has been previously uploaded, from the Documents Tab, click Add
Files and use Search Files to locate the File, then click Add.

Previewing, Downloading and Updating Files

From the Documents Tab, click on a File name to display a preview:


https://help.salesforce.com/apex/HTViewHelpDoc?id=activities_using_calendar_icons.htm&language=th
mailto:support@atamis.co.uk
https://www.youtube.com/watch?v=WsREpexFa3Q
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0 View File Details

X, Upload Mew Version

# Edit File Details

i Delete

Atamis 3.0 Document Template

v1.0

Description

Use the Preview options to view Full Screen and page through (available

1 for PDF, Word, Excel, and some other file formats)

2 Click Download to download a local copy

3 Click Share to control who can access the file
Click Public Link to make the document visible to anyone without logging
in and create a URL.

4 NOTE: this makes the file non-secure, and this should not be done for
sensitive files.
Use the menu options to view file details or upload new versions

5 Click View File Details to display the number of Views and Downloads and
access the ful file version history

6 To close the Preview, click on the X or press Escape on your keyboard
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Sharing Files

Sharing settings will default to the users who can access the record that that File is
linked to so do not normally need to be modified. To change sharing settings for a File,
from the File Preview page, click Share:

Share Atarmis Document Template Apr 2017 (1)

Share With -

%7 Search Peopie Q Viewer -
w Wiho Can Access
B Health Family Adrmin %) Owner - ;
m Atamis Ltd S Viewer | % i@
Enabled

AL

PUBLIC LINE SHARING @
Arpone with this link can view and download thi file it
Mo public link created

OWMER SETTINGS @

Présvent athers Mndm Sharing 3nd unsharing

M

Add additional users to share this file with

Collaborators can make changes to the file description and upload new
1 versions

Viewers can only view the file

From the Who can access section adjust whether the relevant Supplier
2 Portal User (displayed as customer) should have access

Click Public Link to make the document visible to anyone without logging
in and create a URL.

NOTE: this makes the file non-secure, and this should not be done for
sensitive files.
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Content Libraries

Clients choosing to use the legacy Content Libraries feature can refer to the following
Help Pages for detailed guidance:

Uploading Content to a Library

Updating Content (with a new version)
Using Related Content (e.g. to link Content to a particular Supplier)

Searching for Content

Updating Tags and other Content Details
Subscribing to Content (to get email alerts when documents change)

Setting up Library Members (to control who can view/update content)

Supplier Portal

To make use of this feature you will need Supplier Portal Member Licences or Supplier
Portal Login Licences.

Selected Suppliers can be granted access to the Supplier Portal by:

Creating a Portal Account for the Supplier
Adding one or more Supplier Contacts to the Portal Account
Assigning an External Licence to each Supplier Contact

Linking the Supplier record to the Portal Account

Create a Portal Account

To create Portal Accounts, you need to have a System Administrator Licence and have
requested Atamis Support to activate the Supplier Portal.

il Portal Accounts Mew  Discover Companies  Import  Printable View
. All Portal Accounts v #
50+ itemns - Sorted by Account Name -
Filtered by all portal accounts - Updated a Search this list -l = ]
few seconds ago = B8 ¢ £ ¢Y
‘ Account Name T VI Bill.. ~ Phone w  Type v Accol... W
10 Global Media On.. (905) 555-1212 Prospect atamis
20 HAYTOR HEALTH LIMITED atamis

From the Portal Accounts tab click New, enter the Name of the Supplier (this does not
need to match the supplier record exactly) plus any other details, then click Save. [Note
that one Portal Account can be used for more than one supplier, for example if the
Suppliers are all part of the same company group and you wish all Supplier Contacts to
have access to all of the Supplier records.]



https://help.salesforce.com/apex/HTViewHelpDoc?id=content_about.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_revise.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_revise.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_search.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_preview.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_subscribe.htm&language=en_US
https://help.salesforce.com/apex/HTViewHelpDoc?id=content_workspace_detail.htm&language=en_US
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Next click Manage External Account and click Enable As Partner or Enable As Customer
depending on your configuration. Note that the term ‘Customer’ here is generic to the
Salesforce platform and for users of Atamis 3.0 the term Customer will always relate to
Suppliers.

Add Supplier Contacts

From the Portal Account Detail Page, click New Portal Contact and enter the name of the
Contact and their Email address plus any other details you wish to record. Repeat this
step if there are multiple Supplier Contacts requiring access.

MNew Portal Contact

*Name

Salutation

~MNone--

First Mame

Assign Licences to Contacts

When you have added a Contact, click Enable Customer User.

Portal Contact i
Jon Amos & + Follow Edit Delete Enable Customer User
Title Account Name Phone (2) » Email Contact Owner
Sales Manager Global Media (905) 555-1212 info@salesforce.com & Demo Admin
Name Phone Activity
Jon Amos (905) 555-1212
Ac it Nai Mobil
count Tams one Filters: All time « All activities - Tasks ¥
Global Media
Supplier Email Refresh - Expand All - View All
info@salesforce.com
Title v Upcoming & Overdue
Sales Manager No next steps.

From the New User page, you can set the Supplier Contact’s Username and login details:

User Edit Save | |Cancel

General Information 1 = Required Informatien
FirstName  |gjan M‘: | customer community Login [
LastName | Davies | supplier Partal (Logins) User B

Alias | sdavi Active ‘nl
Email | sd@woslridge.com Chatter Answers User

Username | sd@woolridge.com Mobile User i
Nickname I sd

Title Salesforce CRM

Content User

Comi - Receive Salasforce
P3N Supplier CRM Content Email -

Alerts

T

Sales Manager
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m

The Username will default to the email address of the Contact. It must be
1 unique across the entire Salesforce user community, so if already taken,
you will need to choose a different Username.

Select Customer Community Login from User License list and Customer
2 Community User from the Profile picklist.

If you do not want the Contact to have immediate access, scroll to the
3 bottom of the page uncheck # Generate new password and notify user immediately and click
Save.

After you have created the user, from the User Page, in the Permission
Set Assignments, click Edit Assignments,

enable the Permission Set called Supplier for Community

click Save.
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To return to the Contact page, click on the Contact link on the User page:

User ) Edit Layout | Help for this Page @
Sian Davies
Permission Set Assignments [0 | Permission Set License Assignments [0] | OAuth Connected Apps 0] | Third-Party Account Links 101 |
Installed Mobile Apps [0 | ion Settings for External Systems 0] | Login History[0+] | User Pr ing ts [0
User Detail Edit | | Sharing | Reset Password | | Freeze
Name  Sian Davies Role
Alias  sdavi User License  Customer Community
Email nickl\'ames@gmail com Profile Customer Community User
Usemname  sd@woolridge.com Active v
Nickname  .4|i Partner User
Title  Sales Manager Customer Portal User v
Company Self-Registered via
Customer Portal
Department Contact  Sian Davies
Address Chatter Answers User

Once the Contact has been assigned a licenced user account, from the Contact page you
are able to return to the User Account page, Disable the User Account or Log in to
Community as User, by clicking on the buttons available at the top of the page, like in the
example below:

Portal Contact

m Mrs. Sian Davies & ~ Following Edit Delete Log in to Community as User Wiew Customer User Disable Customer User
Title Account Mame Phone (2) w Email Contact Owner
Sales Manager Woolrldge 02920 565656 support@atamis,co,uk e Derma Admin ¢
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Link the Supplier to the Portal Account

Finally, you need to link the Portal Account you have created to the appropriate
Supplier record.

Supplier _
m \ﬂf:olridgo Printing Services v Following Edit

Details Due Diligence Contracts Performance & Risks Spend Mapping Documents Other

*Supplier Name Woolridge Printing Services * Creditor Ret @ 3671

Repart under @ Search Suppliers... Q Website

Parent Supplier @ Search Suppliers. Q :
Portal Account woo Q

o Q “woo"inPortal Accounts

e UNIT 5, RIVERSIDE 2 QUAY ROAD, BRUNEL Primary Portal :
INDUSTRIAL ESTATE, NEWTON ABBOT Contact Wi
7 02920 565656

Post Code TQ12 4AD Email ofs s Eoiet i

m

From the Supplier Detail Page, edit the Portal Account field to pick the
1 Portal Account and click Save.

Only when this final step has been completed will the Supplier Contact be able to view
any data when they log into the Supplier Portal. [If you were to assign the same Portal
Account to a second supplier record (for example in the same company group structure)
then the Contact would be able to see two supplier records when they log in.]

The access rights that suppliers have in the Supplier Portal will depend on your
configuration but may include:

View/update selected fields on the Supplier Detail Page

View/update selected fields on Contracts that the Supplier has been awarded
View/update Contract KPIs that have an open KPI Completion Window

A sample of a Supplier Contact’s view of the Supplier Portal is given below.
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Atamis SA: Spend Analysis
Quick Guide to Analysing Spend

To drill down and investigate which Suppliers you have been using recently for a
particular Category of goods or services, select the Last 4 Quarters link from the
Homepage (or alternatively use Last FYor 2 FY Ago).

atamés 3.0 = - |

R R —- 1

& Spond Anabpsis - Last d Cuarers.

—

£ Emvironmental Services £5a9.68 £119.735.49 000 £283
¥ Faciities & Management £29.784.11 £33579.05  £144792 £38
Services
| Fimancial Services £3T1620.79 £32335.48 £288479 E27)
[l Furmiture & Soft Furnishings £000 £1.325.53 000 £2
] Health & Safety £0.00 £18,823.55 £0.00 £1
] Healthcare £0.00 £0.00 £0.00
Highway Equipment & Materials £0.00 £341.14 000 i
[ sortcultural £0.00 £8,628 46 £0.00 £25
| Housing Managemsent £26583 68 £12.241.33 £386.65 £3
[l Human Resources £6.339.27 £1431800 £1954878  £107
1 mtormation Communication £6.040.87 E61077.93  £232735 £
Techrobogy
Legal Servces l £0.00 i
1 Mail Services -Haone-- E0.00 £138
= Expanditure
[l Public Transport b Aecount e | £000 E17
] Social Community Care Approver A £678.43 | €310
Supplies & Services Category: Cat 1
& Ui 1 Sports & Playground Category Level £0.00
£30,000.00 Equipment & Maintenance Category Top Level
000, ] Contract: Contract Name 5
B A 11775 £1
- S | Cost Centre Code
| Strest & Traffic Management Cost Centre Description £000 £z
71 Unmapped Deparimant: Departmeant £6THES (3
£20,00000 { | Oetail Code 98191 £
A Detail Code Description cirsad]
| Vehicle Management Expanditure £405520  £307
] Works - Construction, Repair&| E*Penditure FY Before Last £318681  £270
£10.000.00 1 | Matiariat o | Expenditure Last FY "
Expanditure Recond T e =
I TR Cuported for Publcaton £5208074 | £198
= Flexil =|
0 hiel Exe,. Emiconme... Facliien  Inforenati | Check rows: 10 #lar, then dill down by: | -None-- [=] oewown

Supplier: Supplier Name

B ASTRAPRINTING GROUP

B BLACK SWAN PRINTERS (DEYTON) LTD

B CC PRINTING LTD (C.CP.LTD)

B DELTOR
DESIGN SUPPLY LTD

B LAZERFICS

¥ MASLANDS

B PRINT STORE (SOUTH WEST) T/A SMITHON PRINTERS

B THE DESK TOF PUBLISHING GROUP (DTP GROUF)
WOTTON PRINTERS LIMITED

1 Select one or more Categories using the checkboxes on the left.

2 Select Category Name from the drop-down list and click Drill Down.
(Category Name is a useful field to drill down on first as this will display the
Categories that come under the Category Level 1).

3 Repeatsteps 1 & 2 and drill down by Supplier Name.The chart below the
table will display the total spend on the selected Category by each Department.
Hover over the bars to display the Supplier Name and spend in the Last 4
Quarters.
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More Reporting features are covered in depth in the Reports section of this User Guide.

Atamis SA Reports

For a quick reference on how to analyse spend data, please refer to the Quick Guide
above.

For an introduction to Reports in Atamis 3.0 please refer to the Reports and Dashboards
Overview section.

For detailed information on using Atamis SA reports, see the Training Exercises
document or Atamis Video Tutorials which can either be streamed (from YouTube) or
downloaded.

About SA Reporting Fields

All reports are based on a Report Type which defines the set of fields that can be used to
analyse your data. For example, the Report accessed from the home Page link Last 4
Quarters, uses a Report Type called “Spend Analysis” which contains the fields
most commonly used when analysing spend data.

If your system has had Flexi fields configured then these will have been labelled
accordingly by Atamis at setup and will appear in alphabetical order in all field lists.

Advanced users may find that the field they require is not in the field list, so it may be
necessary to create a new report using a Report Type with a broader field list. Please
see our Training Exercises or Atamis Video Tutorials for further details. To find out
which Report Type your Report is using, click Customise and the Report Type is
displayed at the very top left of the Report Builder page.

Changing the Time Frame on SA Reports

Time Frame

Date Field Range
| End Date ¥ | | Custom v |
From To

The Time Frame options, located above the report, enable you to alter the time frame of
a spend report. The Date Field provides a drop-down list of all possible dates to report
on. For Spend Analysis reports, you should use the field “Period”. Other date fields
available may include date created, Contract Start Date, End Date, etc. depending on
which Report Type the report uses.

The Range can either be chosen from a drop-down list, providing options such as
current financial year, 2 FY Ago, etc. Alternatively, a date range can be customised by
choosing Custom in the Range field and manually entering Fromand To date in the


http://www.atamis.co.uk/sitedata/docs/ProSpend_Training_Exercises.pdf
https://services.atamis.co.uk/training/tutorials_main.htm
http://www.atamis.co.uk/sitedata/docs/ProSpend_Training_Exercises.pdf
https://services.atamis.co.uk/training/tutorials_main.htm
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boxes provided, or choosing the dates from the calendar that will appear when clicking
on the boxes. If you wish to report on data from a particular date up to the current day,
selecta From date and leave the To box empty, as this will automatically assign the To
date to the current day.

If you are modifying the time frame of the report Last 4 Quarters fromthe Home
Page, click on Clear to remove the LAST 4 QUARTERS filter (located just above the
data table).

Filtering SA Data

The simplest way to filter your data is to use the drill down feature. Select one or more
rows on your report and then click Drill Down (located below the report data). As
explained in the Quick Guide to Analysing Spend, you can also change the axis of your
report by first selecting another field from the field list.

All filter criteria that have been applied are displayed immediately above the report.

For more advanced filtering you can alternatively click Edit or Customise to open the
Report Builder. Click Add from the Filters section, enter the filter criteria and click Run
Report.

Show Details will expand out all data summarised in a report. You will notice that
you are able to toggle between Show Details and Hide Details.

Atamis SA Dashboards

SA Standard Dashboards
The following dashboards are available with the SA module:
KPI Summary Dashboard

From the KPI Summary Dashboard you can access charts and reports on Total Spend,
KPIs and Analysis on Suppliers, Categories and Departments.

Categories

In the Categories Dashboard you will find Category-focused charts reporting on Spend
Analysis, Trend Analysis, Quadrant Analysis, Supplier Usage and Top Supplier Analysis.

Categories: Quadrants

This dashboard summarises a Kraljic Matrix by plotting Categories into one of four
quadrants based on their level of expenditure, and level of risk. The four underlying
reports include detailed scatter charts for each quadrant.

Departments
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The Departments Dashboard will display Department-focused components referring to
Spend Analysis, Trend Analysis, Invoice Analysis, Supplier Usage and Compliance.

Invoices

From the Invoices dashboard you will be able to find charts reporting on invoices from
the Last 4 Full Quarters, Last 3 Months, Previous 3 Months, as well as Departments with
Most Invoices, Top Suppliers with Most Invoices and Categories with Most Invoices.

Suppliers

The Suppliers Dashboard allows you to see Supplier-focused Spend, Invoice and Trend
Analysis charts, in addition to Spend Distribution, Dependency Risk, Excluded and
Unmapped Spend.

SA Data Enrichment Dashboards
The following data enrichment services and dashboards are available upon request.
Suppliers: Size, Sector and Location

These Dashboards will show the proportion of spend by the size of the supplier, the
sector and the location of the supplier (local/non-local).

There are two versions of this Dashboard representing data from the previous FY, and
from the last 4 full financial quarters (based on the current date, not the date spend data
was last loaded).

In order to provide the most accurate representation, the Dial components on these
Dashboards always display the proportion of spend where the Size, Sector or Location
are known. The SME dial indicates the spend with SMEs as a proportion of spend on all
sizes of enterprise, which by definition excludes public sector spend.

Care Quality

This data enrichment service populates your system with Care Quality Commission data
from within your district, or your wider local area on request. From this, it is possible to
compare the performance data of the health and social care providers available in your
local area through a series of charts, dials, and tables.

To help you accurately analyse the impact of your current choice of providers, the CQC
scores are shown per provider as well as analysing total spend with providers at
specific ratings (Inadequate, Outstanding etc.). As data from all health and social care
providers locally is shown, you can use the data to analysis the potential to upgrade
services to providers with higher CQC ratings. For more information, check the Care

Quality section.
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Local Potential

The Local Potential dashboard contains a series of charts, dials, and tables that highlight
spend with local suppliers, and compare with other local suppliers which you are
currently not using.

An extension of standard local/non-local supplier analysis, this enrichment service
populates your system with Companies House data providing. This data is matched to
any spend currently with non-local suppliers of the same category and generates a list
of alternative local suppliers. For more information, check the Local Potential section.

Spend Reclassification

Overview of Classification Rules

Atamis SA supports a powerful set of Rules for classifying unmapped spend and for re-
classifying or refining previously mapped spend. Depending on your SLA, Atamis may be
responsible for the full classification of your spend data, but even if this is the case you
can still make use of these Rules to refine your spend based on internal knowledge of
what goods/services you are using your suppliers for.

The Category Structure, or Taxonomy, you use to classify your spend will have been
agreed at set up, and a full list of Categories can be obtained from the Categories Tab, or
by locating the Report All Categories.

When you modify a Classification Rule in Atamis SA it will:

a) Reclassify your spend data in a background process which takes at least a few
minutes to run
b) Be applied automatically at each routine spend data load
In both cases a prioritised, or tiered, approach is applied to classify your spend data:
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6.
Unmapped

5. Non-
Priority SMR
4. Supplier
Default Rule
Rules

3. Supplier
Custom Rule
2. Priority SMR
(System Mapping Rule)
1. Line Item Classification at Source

Order Applied

For all spend data classified since your ProSpend v2.5 upgrade, the Tier used to classify
your spend is recorded on the Expenditure Detail page in a field called Atamiser:
Tier.On this page you will also be able to access a link to the precise Rule that was
used to classify the Expenditure row, and the date/time it was classified.

Rules for Tiers 3 and 4 are set in Atamis SA on a Supplier’s detail page.

Rules for Tiers 2 and 5 are accessed from the System Mapping Rules Tab. All of these
rules will take a few minutes to apply to spend after changes are made.

It is not necessary to use all of these Tiers if you don’t want to. For example, spend data
could quite easily be classified using just Supplier Default Rules. If you do choose to use
many Rules and Tiers, you'll find it’s possible even to prioritise Rules within a single
Tier where required. A full explanation of the Tiers follows:
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Tier 1: Applied only during data loads when you have
already provided Atamis with the exact Category you wish to
be used for a spend transaction.

Tier 2: Priority System Mapping Rules take precedence over
all other Rules. These can be used, for example, to set all
spend data in the whole system associated with a particular
Cost Centre or GL coding to a particular Category.

Tier 3: Supplier Custom Rules are best used when a Supplier
provides more than one type of goods or services. They can
be used, for example, to classify a Supplier’s spend to a
particular category only when the invoice line item
description contains a particular word.

Tier 4: Supplier Default Rules will typically be used to
classify most spend within a ProSpend system. If a
transaction has not been classified using any of Tiers 1 - 3,
then the Supplier Default Category is applied, i.e. the main
Category of goods/services the Supplier provides.

Tier 5: Non-Prioritised System Mapping Rules are identical
to Tier 2, except that they are applied only when no other
rules are satisfied.

Tier 6: This is the Default Mapping Rule for the system and is
generally set to ‘Unmapped), i.e. spend which hasn’t been
classified.

Supplier Mapping Rules (Tiers 3 & 4)

If you have full Atamis SA permissions, you can modify a supplier’s Default and Custom
Mapping Rules to reclassify their spend. These rules, once set, are applied to all
subsequent spend loaded into Atamis SA.

Suppliers can have a Default Mapping Rule (its default category) and Custom Mapping
Rules. Each line item of spend is checked against the Custom Mapping Rules first.
Custom Mapping Rules allow you to associate different types of expenditure to different
categories based on textual information contained within the line item. If no Custom
Rules are satisfied, the Default Category for the supplier is used.

When you make a change to the Default or Custom Mapping Rules, the system generates
a batch process that will work through all of the expenditure transactions for the
supplier and reclassify their spend. It will use a Custom Rule if the condition is satisfied,
otherwise it will assign the Default Category. This may take a few minutes to process.
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Depending on how your spend was originally classified, it may be possible that some
expenditure transactions have been given a Category using Tier 1, i.e. at source rather
than using a Rule. As soon as you modify any Rule, any such classifications will be
overridden by the Default and Custom Mapping Rules.

Setting the Supplier Default Rule

To set the Default Spend Classification Category either click Edit from the Supplier
Detail Page, or hover over the field and double-click the «“Pencil icon to use ‘in-line
editing’. The Category needs to match one of the recognised ProClass categories loaded

into the system. Click on the 2 picker icon to open the Category Lookup dialog box. In
the Category Lookup, type *paper’, for example, to find a category containing the word
‘paper’. Type ‘works’ to find categories beginning with the word ‘works’. It is not
possible to retrieve a list of all categories using the Category Lookup. A full list of
Categories can be accessed via the Categories Tab.

Modifying Supplier Custom Rules

To Create or Modify Supplier Custom Rules you will require access to the ProSpend SRM
via a Licence Type of Enhanced User or above.

Supplier Custom Rules can be used to classify a single supplier’s spend based on a
scenario such as:

WHERE ‘Detail Code Description’ CONTAINS ‘print cartridge’ MAP TO CATEGORY
‘ICT > Consumables’

To add a Custom Spend Classification Rule, click New Custom Mapping Rule from a
Supplier Detail Page.
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= 1 i
| Home Dashboards Suppliers Contracts Categories Departments CostCentres System Mapping Rules Expenditure Reports #

U Custom Mapping Rule Edit

New Custom Mapping Rule

Custom Mapping Rule Edit | Save é.m&uew; |Cancel |

Information

Supplier  Woolridge Printers Ltd | @

Mapping Rule Sequence ||

Field |jtem Description v I,_,———E

Mapping Rule Criteria

Evaluator Equals ._I

Value |

Effect of this Rule on Spend Classification
Map to Category | %;J

System Information

m

The Mapping Rules Sequence can just be set to 1 unless you have multiple
1 rules and wish to prioritise the order in which they occur, in which case use
1, 2, 3, etc. The Rule with Priority of 1 will be considered first, etc.

Rules can be based on any of the text-based fields in the Field drop-down
2 list, and this list can be configured by Atamis Support to use other fields
including any Flexi fields you may have had configured.

Select Evaluator and a textual value to complete the criteria for the Custom
Rule. Tip: To create a rule where a field must Contain both ‘car’ AND ‘rent,
enter ‘car%rent’ in the Value. To create an ‘OR’ condition you just add enter
multiple rules. Then select the Map to Category to specify the effect of this

3 rule. Categories can be searched in the same manner as described in the
Setting the Supplier Default Rule section.

After you've saved the rule you will be taken to the Mapping Rule Detail page. To return
the Supplier Detail page, select the supplier name.
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System Mapping Rules (Tiers 2 & 5)

To Create or Modify System Mapping Rules you will require a Licence Type of
Advanced User or above.

To create a System Mapping Rule, click New from the System Mapping Rules Tab.

Home Dashboards Suppliers Contracts Categories Departments Cost Centres [0 " “0:1"“4 Expenditure Repors +

System Mapping Rule Edit Fels for this Page @

+ New System Mapping Rule

System Mapping Rule Edit _Save | | Save & New| |Cancel

Information /B 1 =Required Information
e — o

Comments Mapping Rule Sequence

Rule Criteria
Field (1) [_None—
Evaluator (1) | _Nope— ¥
vaue (1) |

Field (2) | _None—
Evaluator (2) =M one-- v
Value (2)

Field (3) [ _None—
Evaluator (3} | _Nope— ¥
Value (3)

Where Period Before (inclusive) 129092016
Where Period After (inclusive) [ 291092016 ]

System Information
Owner  Demo Admin

Save  Save & New  Cancel

M

Select the Category which this Rule should map spend to by using the
1 Category Lookup dialog box.

Check the box if you want your Rule to take priority over Supplier Rules, i.e.
Tier 2. Leave it unchecked if you want your Rule to only be applied in the
absence of other classification methods, i.e. Tier 5.

Optionally enter a Mapping Rule Sequence number to instruct Atamis SA
about the order in which to consider your System Mapping Rules, where

3 “1” is used first. Note that you can use decimals. For example, “1.5” to insert
a new Rule between 1 and 2.

Check the box if you want your Rule to take priority over Supplier Rules, i.e.
Tier 2. Leave it unchecked if you want your Rule to only be applied in the
absence of other classification methods, i.e. Tier 5
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Enter up to 3 criteria using Field, Evaluator and Value as described in

Supplier Custom Mapping Rules above. The Field lists can be configured by

Atamis Support to use other fields including any Flexi fields you may have
5 had configured.

6

Classifying Unmapped Suppliers

Optionally enter a date range that the Rule applies to and click Save.

If you have requested the Atamis Spend Classification Service, Atamis will typically aim
to classify 97% of your spend by value to a high level of accuracy. If you wish to, you can
increase the proportion of spend that is classified by using the Spend Re-Classification
Dashboard (accessible from a link on the Home Page).

9 Spend Re-Classification

Q, Find a dashboard...

hd Edit || Clone || Refresh | ¥ |As of 08 June 2015 at 10:51

Based on the Last 4 Quarters

Proportion of Spend Classified

99.5%

Proportion of Spend Classified

Suppliers with Most Unclassified Spend

Sum of
Supplier: Supplier Name Expenditure
SHAW & SONS LTD £56K
SILVERTHORN SECURITY £42K
SERVICES & 1A (S31A LIMITED)
ARGYLL AND THE ISLANDS £34K
TELECOMLTD
PLOUGH & SHARE CREDIT UNION £25K
LTD
THE DISC FACTORY LIMITED £21K
WESTBANK COMMUNITY HEALTH £19K
& CARE DEVON (5 X 30 ACCOUNT)
STEVE WHITE PLANT HIRE £18K
TAYLOR MADE DESIGNS (UK) LTD £18K
TEIGNBLAST £18K
L. BIGNELL £16K
OTECH LTD (OVALTECH) £15K
BOB PATON £14K
BEAL FUSION LIMITED £14K
TRANS EUROPEAN TECHNOLOGY £14K
STUARTS TRUCK & BUS £12K

Based on the Previous FY

Proportion of Spend Classified

100%
99.36%

Proportion of Spend Classified

Suppliers with Most Unclassified Spend

Sum of
Supplier: Supplier Name Expenditure
PLOUGH & SHARE CREDIT UNION £5TK
LD
SHAW & SONS LTD £56K
HARRIS POOLS & LEISURE LTD £4TK
TAYLOR MADE DESIGNS (UK) LTD £42K
SILVERTHORN SECURITY £42K
SERVICES & A (S3IA LIMITED)
DFEG £40K
ARGYLL AND THE ISLANDS £40K
TELECOMLTD
MOLE AVON TOWN & COUNTRY £37TK
STORES (CAKHAMPTON BRANCH)
L. BIGNELL £37K
OTECH LTD (OVALTECH) £35K
BEAL FUSION LIMITED £33K
SANI-TECH £30K
THE WRIGHT FOUNDATION £25K
PREMIER COMMUNICATION £25K

ELECTRCONICSLTD

Classification Analysis

by Atamiser Tier

‘Sum of Expenditure (Millions)

Atamiser: Tier
B 2: Prioritised System Mapging Rules
W 3: Supplier Custom Mapping Rules
W 4: Supplier Default Ruls
W &: Default Mapping Category an the Config tab

Validate Spend Classification

Review supplier spend categories: £108.1M
Prev FY

Detail Codes - Unclassified Spend

Detail Codes - Unclassified Spend

Sum of
Detail Code Description Expenditure
PURCHASE OF SUPPLIES & £105K
EQUIP.
SUPFLIES & SERVICES £42K
RECURRING
COMMUNITY SAFETY £38K
PARTMERSHIP
MAINTENAMCE OF GROUNDS £36K
RECEIVED AND PAID OVER £25K
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The 20 suppliers with the highest value of ‘Unmapped’ spend in the Last 4 Quarters and
in the Previous FY are displayed in the tables. Simply click on a supplier to access its
detail page to set the Default/Custom Mapping Rules as explained above. If you have
worked through all 20, click Refresh and, once the system has finished reclassifying
spend, the next 20 suppliers will be displayed.

The Classification Analysis chartdisplays the proportion of spend which has
been classified by each Tier of classification rules.

The validate Spend Classification section allows you to verify the
classifications used in the system. To use this, click Review Supplier Spend
Categories. This will display a report showing your largest suppliers, and all Categories
which their spend is currently classified to.

The Detail Codes - Unclassified Spend table shows alist of Detail Code
Descriptions with the largest sum of unclassified spend. These Detail Codes are a good
place to start when creating new System Mapping Rules.

Suppliers

The Standard Supplier Detail Page

You can Modify basic Supplier details with a Standard Licence Type, however you will
need a Full Access Profile. To Modify all Supplier details, you will need access to Atamis
SRM via a Licence Type of Enhanced User or above.

If you select a particular Supplier you will be taken to the Supplier Detail Page. The
exact layout of your page will depend on the nature of your organisation (e.g.
private/public sector) and any custom configurations applied. The following
explanations summarise the Sections of the page typically used in most configurations.

Depending on which user profile you have, you may have the edit rights to alter fields.
This can be done by double-clicking on the + Pencil icon and then clicking Save, or
alternatively click Edit to edit the entire record. Note that your editing permissions are
determined by both your Licence Type and your Profile. Please contact Atamis Support
if you require these to be changed.

The Supplier Spend Report button will display a report of spend with the particular
Supplier, by Department and Period.
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Supplier Detail Section

Supplier Name

This field reflects the name received in the data submission, and can
be changed by authorised users - see section below on Managing
Duplicate Suppliers

Report Under

The Report Under field is used to ‘move’ spend from a supplier to a
Parent supplier - see section below on Managing Duplicate Suppliers

Creditor Ref

This is the unique supplier identifier used by your finance system
and should not be changed

Annual
Turnover,
Total Assets,
& Nbr of
Employees

If you have requested UK Company Size/Sector Data Services from
Atamis, these fields will periodically be updated automatically by
Atamis based on latest Companies House data.

If you subscribe to ProSpend Communities you may also modify
these details yourself in order to share data between other
organisations in your Community (e.g. Local Authority Region)

Supplier Trading Data Section

Region, Location

These fields are set automatically by Atamis for UK suppliers using

and Ward the ONS Post Code Database. It is recommended that you do not
modify these as the data may be overridden by automated processes.
Local? For use primarily by Local Authorities, this field will be set by Atamis

to “Local” when the supplier’s Region, Location, Ward and/or Post
Code match a custom definition of Local for your organisation, and
otherwise to “Not Local”. Authorised users may edit this field if
desired (it will not be overridden). This field is used to calculate the
number of local suppliers in Atamis SA dashboards and reports.

Local Proportion

Where a “Not Local” supplier is based in multiple locations and a
proportion of your spend can be attributed as Local, enter a number
between 0% and 100% to reflect the proportion of spend that is
local. This field is used to calculate the proportion of spend with
local suppliers on Atamis SA dashboards and reports.

Size

If you have requested UK Company Size/Sector Data Services from
Atamis, the Company Size field is derived from the number of
employees, annual turnover and total assets figures retrieved from
Companies House and by applying an algorithm based on the EU
definition of an SME.



http://www.atamis.co.uk/sitedata/docs/ProSpend_Community.pdf
http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/index_en.htm
http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/index_en.htm
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Atamis data services also identify the category of Individuals using
matching algorithms against a database of common first names, last
names and titles. This algorithm also takes into account common
trading terms so, for example, “John Smith Solicitors” and “Peter
Davies Building Contractors Ltd” would not be flagged as
Individuals.

A field called SME? is used in Atamis SA, which is derived from the
Size and Sector fields and contains one of three values:

SME
Not SME
Public Sector/Not Known

Reports and dashboards that indicate the Proportion of spend with
SMEs use the formula:

(SME spend) / (SME spend + Not SME spend) * 100%

Sector There are four possible values for this field: Private Sector, Public
Sector, Third Sector and Not known. Atamis derives this data from
either: Companies House data (the legal type of the business), a
database of Charities, manual research of supplier websites or client
updates via ProSpend Communities.

External Links Section
Company Reg For UK suppliers, the Company Registration Number is generated by
Nbr matching to Companies House data based on company name and/or
post code. Note that automated matching errors can occur -

automated accuracy rates are typically 90%-95%, and suppliers can
sometimes, for example, be mis-matched to parents or subsidiaries.

Authorised users may update the Company Registration Number if
the correct number is known.

DUEDIL Link Duedil is an external service provider, free to register with, that
provides useful financial, shareholder and classification data. Credit
Reports and Company Accounts can also be accessed but require
fees. The link will only appear when the Company Reg Nbr is
entered.

Charity Reg Authorised users may update the Charity Number if the correct
Nbr number is known.



http://www.atamis.co.uk/sitedata/docs/ProSpend_Community.pdf
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Charity Link | A Link to the Charities Commission website appears when the
Charity Reg Nbr is entered.

Supplier Usage Last FY Section

The fields in the Supplier Usage Last FY are calculated by the system using the supplier’s
previous financial year spend data. If you would like these fields to use a different 12 month
period (for example the current FY so far) please contact Atamis Support and this will be
adjusted for you.

Current The total current spend on the supplier in the current Financial Year.
Expenditure

Annual The total spend on the supplier in the last full Financial Year
Expenditure

Dependency This is calculated automatically as:

Risk

Annual Expenditure / Annual Turnover * 100%

Nbr Depts Using | The number of Departments that have paid invoices to this supplier
in the 12 month period

Used in Last 12 Green if the supplier has been used in the 12 month period, Red
Months otherwise

Top Supplier By default the 500 suppliers with the most spend in the 12 month
period are flagged as Top Suppliers. If you wish this number to be
changed, please just contact Atamis Support.

Spend Range Used in the Supplier Distribution reports, this field is automatically
set to one of these values:

a) <£100

b) £100-£1k
c) £1k-£10k

d) £10k-£100k
e) £100k-£1m
f) E1m-£10m
g)>£10m

If you want to generate a report using different bandings you can do
so by customising the Report called Spend Distribution
(Customisable Ranges) and modifying the Bucket Field called
Custom Spend Range.
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Duplicate Suppliers

There are two ways to address duplicate supplier records:
1 Change the Supplier Name
2 Set the Report Under field

Atamis Data Services can be configured to automatically use the first of these in a fuzzy
matching process to set Supplier Names to a consistent name. Whenever the Supplier
Name is changed by Atamis Data Services, the Original Supplier Name will always be
retained on the Supplier Detail Page in the Section called System Information.

Change Supplier Name

Even where multiple versions of a supplier exist, they will appear in reports as a single
row provided that they have the same Supplier Name. Note that if you click on a Supplier
Name to go to the Supplier Detail Page, you will be directed to the first supplier that
Atamis 3.0 finds with this name.

Ensuring that suppliers are named consistently will ensure that reports display only one
row per supplier. See the Standard Supplier Page Section for more information on
changing Supplier Names.

Report Under

If you identify that the supplier is a duplicate, it is possible to make it (and all
expenditure and contracts associated with it) report under another supplier record. To
do this, click Edit, go to the Report Under field and pick the correct ‘master’ supplier.
This action will trigger the expenditure to ‘move’ to the parent supplier.

If you wish to revert your changes, simply delete the supplier Report Under field on the
Supplier Page.

Supplier Data Enrichment

For clients using Atamis Data Services, for example Public Sector clients, Supplier
information can be enriched by Atamis to provide publicly available trading details
relating to the financials, size and sector of the Supplier. This data is derived from the
following sources:

Automated Atamis Data Services: These use Companies House data via external service
providers such as Dun & Bradstreet and Duedil, and the ONS Post Code database.

Manual Research: Where necessary, Atamis will periodically conduct manual research
within client systems in order to get size, sector, and classification data for unclassified
suppliers.
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ProSpend Community: Public Sector organisations may subscribe to the ProSpend
Community which facilitates the sharing of manual changes made by Atamis 3.0 users to
other Atamis clients.

Contracts

A full list of Contracts can be obtained by clicking on Contract Register on the Home
Page, or selecting the A11 Contracts View from the Contracts Tab. To export your
contracts, select Contract Register - Report for Export fromthe Home

Page and click Export Details.

You can Modify basic Contract details with a Standard Licence Type (Contract Name,
Estimated Value, Supplier and Start/End Dates), however to Modify other Contract
details you will need access to Atamis CM via a Licence Type of Enhanced User or
above. See section on Atamis CM for further details.
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The Standard Contract Detail Page

If you select a particular Contract you will be taken to the Supplier Detail Page. The
exact layout of your page will depend on the nature of your organisation (e.g.
private/public sector) and any custom configurations applied. The following
explanations summarise the Sections of the page typically used in most configurations.

Depending on which user profile you have, you may have the edit rights to alter fields.
This can be done by double-clicking on the  Pencil icon and then clicking Save, or
alternatively click Edit to edit the entire record. Note that your editing permissions are
determined by both your Licence Type and your Profile. Please contact Atamis Support

if you require these to be changed.

The Contract Spend Report button will display a report of spend with the particular
Contract, by Department and Period.

Home Dashboards Suppliers EeIUATCCS  Categories

Departments  Cost Centres  System Mapping Rules  Expenditure Reports 4+

4—) Contract

= Woolridge Stationery Supplies

J- Show Feed
= Back to List: Contracts

Open Adhities [10+] | Acthity History [10+1 Contract

15 | Confract KPis 10+ | Risks and lssues3) | Confrach-Programme

Custornize Page | EdE Layout | Printabie View | Help for this Page &

18 | Contract C [0 | Related Conterd [ |

Contract Detail
Contract Name  Woolridge Stationery Supplies

Contract/Framework Title

Holes & 14 | Conbract History [10e]

Edit | Clone | Contract Spend Report| Contract KPIs Report| Assign Categories | Framework Suppliers  Sync Framework

Contract Ref

Description

Co134

Provision of stafionery and sundry supplies incl. special paper
orders

Duration (months) 53
Motice Date

Review Date . 01032018

Extension Exercised?

Original End Date

Notice for Renewal Project Start
RecurringOne-0ff?

Renewal Project Created?

Contract Type  Senvice Order Contract Manager  John Kemp
Compliance Type  Contract Contract Manager Contact Details  jkempg@atamis ¢o.uk 02920 444755
Estimated Value . £30,000.00 Estimated Annual Value  £5.784.46
Actual Expenditure  £30 34176 Status . Active
Contract Usage [N Status (graphic) ACTIVE CONTRACT
Proximity P Compliance with Procurement Process
¥ Details
supplier | Woolridge Printers Lid Supplier Name on Contract Register . Wotton
Department . Facilities Department Name on Contract
Reglster
Category | Stationery > Sundries Category Name on Contract Register | Stationery = Sundries
¥ Timeframe
start Date . 01042014 Extendable? |
End Date 010072018 Extension Terms . Option to extend 12 months

01092018
180
Recuring
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Contract Detail

Contract Name A unique name for the contract. For frameworks, include the name of
the supplier in the Contract Name.

Contract/ For frameworks make this the same value for all records
Framework Title

Estimated Value The total estimated value of the contract including any active

extensions.
Estimated Calculated by the system based on the Start and End Date
Annual Value
Contract Usage See section on Contract Usage
Contract Ref A unique, sequential number automatically generated by Atamis CM
External If you are using a third-party contract register, the unique contract ID
Contract ID on that system. Set automatically by the Contract Integration feature,

and used in conjunction with the External Supplier ID to determine
which contract record to update.

Status Set manually. Values can be customised if required. The status is not
currently updated automatically by the system to Archived when a
contract expires.

Supplier The Contracted Supplier. When picking the supplier, if there are
duplicate supplier records, pick the one with the most Expenditure
and edit the Supplier records of all the duplicate suppliers to Report
Under the contracted supplier.

This field forms part of the Contract Compliance Rules so editing it
will trigger the Contract Compliance Algorithm.

Department For use if you wish to keep track of contracts by Department
Category For use if you wish to keep track of contracts by Category
... Name on These fields are populated by the Contract Integration or by contract

Contract Register | data loads completed by Atamis Data Services based on the data
imported. They are free-text fields that are purely for reference.
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Timeframe Section

Start and End These are mandatory fields. For rolling contracts with no fixed end

Dates date you will need to set the End Date to a date e.g. 10 years in the
future.

Notice Date The Contract Renewals dashboard uses the End Date to give notice,

but if you wish to set a custom Notice Date on your Contracts you can
use this field. There are pre-built reports that use this field that can
be found by searching for the word ‘Notice’ on the Reports Tab.

Review Date If you are not using Tasks and Events to set reminders, you can
maintain this field and generate your own reports/dashboards with
it.

Proximity The flag turns from Green to Amber 18 months before the contract is

due to expire in order to provide maximum warning. It turns Red
after the End Date.

Original End If you extend a contract, update the End Date but record the original
Date end date in this field.

Framework Contracts

A Contract record in Atamis can only have one Supplier assigned. If you are setting up a
framework with many suppliers you can create a Contract record for the first Supplier,
then click Save and then Clone to make a copy. Simply change the Supplier and click
Save and continue cloning as required.

We recommend you make the Contract Name unique for each Contract record by
including the Supplier Name, e.g. “Printing Framework Contract - Wotton
Printers Ltd”, but make the contract/Framework Title the same,e.g. “Printing
Framework Contract”. Using this convention, you will be able to group all Contract
records under the Framework together in a Contracts Report or list them separately as
required.

Atamis processes periodically calculate the number of Supplier records sharing the
same Contract details, in order to set the Number of Suppliers Sharing Contract
field. This is used to calculate the estimated value per supplier, in order to avoid the
contract value being counted multiple times.
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Making Changes to Framework Contracts

If the users require to update a field on a framework such as End Date, they do not need
to make the change on for each supplier. The user can make the changes on one record
and use the sync Framework function.

4— Contract
> Printing services
Customize Page | Edit Layout | Printable View | Help fo
J|L Show Feed
Back to List: Contracts
Project Stages[0] | Contract Savings/Benefits [2] | Expenditure [13] Open Activities [23] Activity History [0) | Confract KPIs [37] | Risks and Issues [2] Procurem

| Related Programmes [0] | Child Contracts [0] Contract Variations [2] | Contract Padicipants [2] | Confract Clauses [2] | Shared Document Folders [0 | Moles & Atta
Contract History [8]

3 Edit | | Clone | | Contract Spend Report| | Assignment Rules | | Contract KPls Report | | Framework Suppliers
Contract Detail —

| Sync Framework

Contract Name  Printing services Contract Ref . C0630
Contract Type Description  General printing services contract for all
departments
Parent Contract Contract Manager  John Kemp
Estimated Value  £153,000.00 Contract Manager Contact
Details
Actual Expenditure  £107 517.55 Status  Active
contract Usage || Status (graphic)
Proximity 'F

1 To make a apply a change across a Framework, first make and save the change
on one supplier’s contract record then click Sync Framework. Page will update
and show which fields will get updated on the other suppliers’ records under the
framework.

‘Tip: Atamis Support can configure which fields get synchronised if needed.

Contract Usage

The Contract Usage bar is displayed on the Contract Detail page and on the All Contracts
View.

‘ Contract Usage . i

It displays the total Actual Expenditure on the contract as a proportion of the total
Estimated Value. Green represents actual contract spend. Amber represents the amount
of under-utilisation of the contract. Red represents the amount of over-utilisation of the
contract.

You can also use the Reports Contract Usage per Month and Contract Usage per Annum
to obtain summaries over specific periods of time.
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Contract Compliance

Atamis SA summarises areas where there is most off-contract spend, and hence the
greatest opportunity for generating further savings, on the Compliance Dashboard.

If your Finance/P2P system is capable of recording the contract that orders are placed
under, then you can ask for Atamis SA to be configured to use this data to determine
your contract compliance.

Alternatively, Atamis SA will, by default, use an automated algorithm to identify which
spend transactions were placed under which contract. This algorithm is based on
Contract Compliance Rules.

Overview of Contract Compliance Rules

There are two levels of Contract Compliance Rule:
Basic Contract Compliance Rules
= The supplier

= The date of the transaction, which must be between the start and end date of the
contract

= Advanced Contract Compliance Rules

» The Departments/Cost Centres the contract has been restricted to (if any are
specified)

= The Categories the contract relates to (if any are specified)

When a Contract Compliance Rule is satisfied, Atamis SA will assign the appropriate
Expenditure Records to the contract. When changes are made to Contracts the system
will re-evaluate the Rules automatically and, if necessary, re-allocate Expenditure
Records to or from Contracts.
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Setting Basic Contract Compliance Rules

You can Modify Basic Contract Compliance Rules with a Standard Licence Type,

however you will need a Full Access Profile.

Basic Contract Compliance Rules are set on the Contract Detail page.

Home Dashboards Suppliers Categories Departments Cost Centres  System Mapping Rules  Expenditure  Reports  +

1 Contract

1@3. Woolridge Stationery Supplies

- Show Feed
« Back to List: Contracts

Customize Page | Edit Layout | Printable View | Help for this Page @)

Open Activities [10+] | Actiity History [104] | Contraci Savinga/Benefits (5| | ContractKPis[10+] | Risksand lssues|3 | Contract-Programme Associations (2] | Expenditure |81 | Contract Contributions[o] | Relaled Content[2] |
Notes & Atachments (4] | Contract History [10+]

Contract Detail

Edit | Clone | |Contract Spend Report| | Contract KPis Report || Assign Categories | Framework Suppliers | | Sync Framework

Start Date | 01/04/2014 ’—E
01/08/2018

Duration (months) ) 53

End Date

Notice Date

Review Date 1 01/03/2018

Extendable?

Extension Terms

Extension Exercised?

Original End Date

Notice for Renewal Project Start
Recurring/One-0ff?

Renewal Project Created?

Contract Name  Woolridge Stationery Supplies Contract Ref  C0134
Contract/Framework Title Description . Provision of stationery and sundry supplies incl. special paper
orders
Contract Type  Service Order Contract Manager  John Kemp
Compliance Type  Contract Contract Manager Contact Details | kemp@atamis.co.uk 02920 444755
Estimated Value . £30,000.00 Estimated Annual Value  £6,784.46
Actual Expenditure  £30,341.76 status . Active
contract Usage | Status (graphic) ACTIVE CONTRACT
Proximity , & Compliance with Procurement Process 1
¥ Details
Supplier . Woolridge Printers Ltd .—D Supplier Name on Contract Register . Wotton
Department . Facilities Department Name on Contract
Register
Category . Stationery > Sundries Category Name on Contract Register . Stationery > Sundries
¥ Timeframe

v
Option to extend 12 months

01/09/2018
180
Recurring

Description

To set the Supplier Name used on the Contract, double-click the Pencil icon
1 then click the Picker icon to locate and select the Supplier and click Save.

To change the Start and End Dates, double click the Pencil icon, set the
2 date and click Save.

A Contract Spend Report button opens a report which shows spend
3 associated with the Contract. Additional buttons may be displayed here
based on other modules or features which you have access to.

Note that by default the system will include transactions dated up to 30 days after the
Contract End Date. This figure is configurable - please contact Atamis Support if you
would like it changed.
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Setting Advanced Contract Compliance Rules

You will require access to the Contract Management (CM) Module via a Licence Type of
Enhanced User or above to modify Advanced Contract Compliance Rules.

The Assign Departments, Assign Cost Centres, and Assign Categories buttons can be
used to ensure that only spend with selected Departments, Cost Centres, and Categories
is assigned to the Contract.

Contract Compliance Algorithm

When you change any of the above Rules, the system will automatically generate a batch
process that will work through all of the expenditure transactions for the contracted
supplier and estimate which ones were purchased under that contract. This will take a
few minutes to process. If more than one Contract could apply, the system defaults to
using the Contract with the largest Estimated Value. When it has finished processing,
you will be able to see the Expenditure transactions at the bottom of the Contract Detail

page.

The Advanced Contract Compliance Rules can be used in conjunction with the Supplier
Custom Mapping Rules for accurate compliance reporting of Suppliers with multiple
Contracts, where each Contract relates to a different Category of goods/services.

Improving Contract Compliance Accuracy

You can easily identify off-contract spend which should be displayed as on-contract by
using the Suppliers table on the Compliance dashboard. To correct the Compliance
Rules, begin by searching for and opening the contract. If the supplier field is not set,
select the supplier using the Supplier Lookup. If there are duplicate suppliers with that
name, pick the one with the most spend and then see instructions for de-duplicating
suppliers.

If the Supplier field is set, check the Start Date and End Date, as it may be that the
contract needs to be renewed or extended.

Duplicate Suppliers

If the dates are correct, the only other possibility is that there are duplicates of the
supplier, and the Report Under feature has not been used to set the Contracted Supplier
as the ‘parent’.

If Report Under has been set incorrectly such that the Contracted Supplier is a ‘child’
supplier, then a Health Check routine run periodically by Atamis will detect this
situation and automatically reassign the contract to the parent supplier.
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Using Atamis SA with a Third-Party Contract
Register

If you wish to maintain your Contract Register in an external system, and update Atamis
SA with changes in order to able to use the Compliance reporting, Atamis now supports
the following options:

= Send spreadsheet updates to Atamis in a specific format
= Use Contract Integration (e.g. supported by Due North’s ProContract suite)

» Instruct Atamis to update from publicly available Contract Register Portals (e.g.
Due North portals)

Sending Spreadsheet Updates

Depending on your Service Level Agreement, Atamis Support may be able to perform
periodic Contract updates in Atamis SA from a spreadsheet you provide. This
spreadsheet must be in a specific format which includes either the Atamis Contract Ref
or the External Contract ID field for ‘updates’ so we know exactly which contract record
to update. You can create a template by clicking on the link Contract Register - report
for export on the Home Page, then clicking Export Details. Using this template:

= Ensure that contracts with multiple suppliers are created as a separate row for
each supplier

= Do not change any data in the Contract Ref or External Contract ID column
= Ifyou are adding a contract row, please:

o Always leave the Contract Ref field blank (Atamis 3.0 will allocate a
unique Contract Ref for you)

o Enter any unique contract number from your external system in the field
External Contract ID.

o If possible, provide the Creditor Ref of the exact supplier you wish to link
to the contract

= Send the spreadsheet to support@atamis.co.uk and ask for it to be uploaded

Please note that we cannot accept spreadsheets in other formats if you are needing to
update existing contract records, however we may be able to accept other formats for
inserting new contracts.
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Using Contract Integration

UK Local Authorities that use the Due North Contract Register (part of ProContract v2)
can send contracts automatically to Atamis SA (ProSpend). To ensure that any contracts
you add get associated with the correct supplier in Atamis SA (ProSpend), itis

recommended that you first set the Vendor Number of any contracted suppliers using
the All Suppliers link in ProContract.

GFDUD pmcorﬂa:?‘fi—"
Supplier Detalls
Wit 1 cwitng® [htadd
Pl iy HEFC Tas HEROD Tem

Jok T HEPC Taater
Cupanran Tasny S Vi Cotiies S, Highon's
AEERE HEPO. Jutiribeiid Tyvek 55 Vit BES 1HH Unbied Hagias

Tibaiheir m

Curresl ABachrents] e,

Vi AEpkeasty o L e e o kogoe 8 hedp rene msacena of

iy e

_mm'_.m T o W e 1
i b N =3
Ot FILTER BY REGIOM/ORGAN SATION I
| onarn 70 oo P | Choose Sub Region:
Flease Select 3
Choose Organisation to view:
<\ Al E e
oPTIONS |
[ Tiew Contract | [ Push Spend Data || Export Selection to Spreadsheet |
Cnby click the Expoet’ button once, it may take a few minutes 1o buld the spreadsheet

* Locate the supplier and at the bottom of the Supplier Details page, enter the
Vendor Number. Note that this value relates to your Authority only, even though
the supplier may be used by other Authorities too.

To send contracts, ProContract users with an Admin or Org Admin role can select
a link to Push Spend Data. Contracts can either be sent individually as part of the

‘Promote to Contract Register’ process, or in bulk. Updates are sent and
processed in real-time.

The effect of pushing Contracts to Atamis SA differs depending on whether or not the
Vendor Number has been entered beforehand. The chart below summarises the effect of
A) first entering all Vendor Numbers in ProContract before starting to send any contracts

to Atamis SA, and B) not entering Vendor Numbers before starting to send any contracts
to Atamis SA:
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A
(The most accurate
oplion, reflecting how
integration was
orginally designed)

B
{The least effort
oplion, infroduced in
response fo clients
saying it was too
cumbersome to enter
Vendor Mumbers in
ProContract)

In ProContract, first set
ihe Vendor Mumber of all
confracted suppliers.

Then Push ALL Contracts
o ProSpend.

Ask Atamis to lead your
contracts from the Due
Morth portal and match up
suppliers with spend data
using automated routines
and manual checking.

{Mate that only 'Public’
and not 'Private’ contracts
will be loaded.)

Ensure Vendor Mumber is
entered for the contracied
supplier before Pushing to
FroSpend.

EITHER:; Ensure Vendor
Murmber is entered for the
confracted supplier before
Pushing to ProSpend.

OR: Push to ProSpend and
then select the comect
Supplier for the Contract in
ProSpend.

Bath approaches will ensure
spend goes against the
correct contract,

Just Push to ProSpend
whenever making a change.

{Mo duplicates will be created
as ProSpend will already
have the necessary |Ds from
ProContract.)

Ensure Vendor Mumber is
entered for the contracted
supplier before Pushing to
ProSpeand.

A duplicate conlract may be
created in ProSpend, so:

EITHER: accept that a
duplicate exists (duplicates
will et impact on confract
compliance reporting)

OR: delete the duplicate
confract from ProSpend
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Instructing Atamis to use Contract Register
Portals

Due North clients not wishing to use the Contract Integration may alternatively instruct
Atamis to pick up any new published contracts from a Due North Regional Portal.

If supported by your SLA, Atamis will, on a periodic basis, manually download your
organisation’s contracts from your Regional Portal. Atamis Support then compare them
against existing Atamis SA or CM contracts (using the contract’s title and start and end
dates) and add any contracts that are not already in Atamis SA. The suppliers will be
matched using a fuzzy matching algorithm. This would, for example, link “Print Centre”
on your Contract Register with “The Print Centre Ltd” in Atamis SA.

This approach avoids having to configure and maintain the pushing of contracts from
ProContract, but has two slight limitations:

= Contracts are only added not updated

= Only contracts marked as ‘Public’ appear on the Due North portal, so ‘Private’
contracts would not be loaded
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Spend Data

Sending New Spend Files

Regular spend files should be uploaded via a link on the Home Page:

o

¢ Advanced

III Spend Re-Classification
III Supplier Size, Sector cation Re-Classification

Q Upload Mew Spend Data File »—m

Q Show all uploaded files

I'i Recent Uploads

Published Contract Reqgister Link

R patch queue

M

Click Upload New Spend Data File.

On the following page, click Choose File ..., select the file and click Upload.
(There is a 5MB limit for sending files this way).

You will receive a confirmation email, and Atamis Support will be notified
and a Support Case will be automatically created for us to process your file.
Repeat this process if you have multiple files to upload.

Atamis does support alternative methods for uploading files, including large files. For

more information contact support@atamis.co.uk.

Spend File Format

Atamis does not impose a fixed format for receiving your spend data. Instead, the
format will be defined in a Spend File Format Template file, or files if appropriate. If you
are uncertain of your Template, please request it from Atamis Support.

Spend files uploaded in a format matching the Template (exact column headings,
column order, data formatting and file extension) are normally loaded within 48 hours
(often less) and you will be notified by Atamis Support when the load has been checked.

Spend files sent in a format not matching the Template may incur a delay of up to 2
weeks to process if your Import Routine needs to be modified.

Requesting Changes to Templates


mailto:support@atamis.co.uk
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According to your SLA, it is normally possible to request Atamis to modify your
Template if, for example, your change your finance system or you identify extra columns
you would like to include.

Re-Loading Data

Again, depending on your SLA, if you realise you made a mistake in a spend data that
Atamis has already loaded, you may have provision to be able to resend the file with
corrected data and for Atamis to re-process the load. The re-loading of a full year of data
however normally incurs a one-off data charge. [edit]

The Expenditure Detail Page

Some of the key fields on the Expenditure detail page are explained below:

Expenditure Record e.g. E0012889 - a unique code automatically assigned by
Atamis SA to an Expenditure transaction.

Invoice Number The Supplier’s Invoice number, except when data has been
aggregated, in which case this field normally displays the
number of invoices that have been aggregated to create this
Expenditure record.

Item Description The Supplier’s invoice line item text, except where data has
been aggregated when this will normally display the text
‘Aggregated data’.

Period The payment date.

Expenditure The invoice line item amount (excl. VAT), except when data

been aggregated when it will contain the total amount of all
the aggregated transactions.

Invoice Total The total of all transaction amount with the same Supplier
Creditor Ref and Invoice Number. Does not apply for clients
where spend data has been aggregated.

Supplier The supplier name, which may have been cleansed by
Atamis Data Services to make it identical to a duplicate
supplier. When new spend data is loaded, Atamis SA uses
the Creditor Ref field to determine which supplier record to
use. If one doesn’t exist, it creates a new one.

Supplier Original Name The supplier name as you provided it in the source data.
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Contract

Contract Start Date

Department

Cost Centre

Detail Code

Account type

Approver

Category

The Contract Name is set depending on the configuration
you use. If you use Compliance Rules, the system sets it for
you based on the Rules.

Otherwise it is set from the Contract Ref column in the
spend data files you provide. When new spend data is
loaded, Atamis SA checks the Contract object to see if the
Contract already exists on the system. If it doesn’t, it creates
a new one.

This is a lookup (formula) field taken from the Contract
page.

The Department Name is taken from the spend data you
provide, but if it’s missing and a Cost Centre was provided,
Atamis SA will look at the relationship between the Cost
Centre and its Department to set the Department field on
the Expenditure record. If there’s no Cost Centre either this
field is automatically set to UNKNOWN. See section on Cost
Centres and Departments about rectifying this.

When new spend data is loaded, Atamis SA checks the
Department object to see if the Department already exists
on the system. If it doesn’t, it creates a new one.

When new spend data is loaded, Atamis SA checks the
Department object to see if the Department already exists
on the system. If it doesn'’t, it creates a new one.

If the Cost Centre is missing on your spend file, it is
automatically set to ‘0’ in Atamis SA.

Also known as Account, Expense, GL or Subjective Code

Normally used to distinguish between Capital and Revenue
expenditure, if provided, but can be used for other
purposes.

Commonly re-used by clients for other purposes, e.g.
Requisitioner, Buyer, etc.

Set according to the Atamiser Classification Rules. The other
category fields are either set automatically by Atamis SA or
are lookup fields from the Category page.

When new spend data is loaded, Atamis SA checks the
Category object to see if the Category already exists on the
system. If it doesn'’t, it creates a new one.
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Transaction Details If your data has been aggregated this field will show the
details of the expenditure rows that have been aggregated.
Each column is delimited by a ‘#’ to enable you, if required,
to copy/paste the data into Notepad, save as CSV and
import into Excel using the Convert Text to Columns
feature. Note that this field is normally truncated at 5,000
characters.

Flexi fields Approx. 8 text fields and 3 numeric fields are available for
use in spend data loads. When used, these fields are
relabelled by Atamis to relate to your requirements.

Data Aggregation

The standard data allocation for an Atamis SA system is 500,000 rows (above which a
small incremental storage fee applies). For clients with more than 100,000 expenditure
records per year we normally recommend aggregating your data either prior to loading,
or after loading to avoid having to purchase additional storage, and to improve the
performance of running large reports.

Pre-Aggregated Data

As part of the preparation of your spend data prior to loading into Atamis SA, Atamis
will aggregate multiple transactions into a single record, while retaining the following
level of granularity:

= Supplier

=  Department

= (Cost Centre & Description
= Detail Code & Description
= (Category

= Approver

= Account Type

= Up to 2 Flexi Fields

With each aggregated row, the Expenditure and Number of Invoices reflect the totals
from all aggregated rows, the details of the aggregated rows are stored in the field
Transaction Details.
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Post-Aggregated Data

Normally conducted by Atamis on historic data, e.g. more than 2 years ago, this form of
aggregation retains just the following level of granularity:

= Supplier
=  Department
= (Category

With each aggregated row, the Expenditure and Number of Invoices reflect the totals
from all aggregated rows.

Cost Centres and Departments

The Cost Centre and Department fields are set on Atamis SA Expenditure records as
described in The Expenditure Detail Page section above.

It is common for Cost Centres to ‘move’ Departments from time to time. Provided you
are sending the latest Cost Centre and Department data in your spend files (i.e. that is
correct at the time of sending) then your data should always display correctly in Atamis
SA.

Example

Cost Centre 1234 belonged to Department A
last year, but ‘moved’ to Department B this
year.

The spend data sent to Atamis last year used
Cost Centre 1234 and Department A.

The spend data sent to Atamis this year used
Cost Centre 1234 and Department B.

In Atamis SA, when we run a spend report for ...
All Time

Filtered by Cost Centre = 1234

Grouped by Department and Year

... we would see spend under Department A
for last year, and spend under Department B
for this year.
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However, if you wish to, you can alternatively change all Expenditure with a given Cost
Centre to be displayed under its new Department by rehoming Cost Centre (see below).
This feature can also be used to assign spend under the UNKNOWN Department to the
correct Department.

Rehoming Cost Centres to a Different Department

Rehoming Cost Centres requires user to have a Power User
Licence Type.

To change reset the Department for all Expenditure associated with a particular Cost
Centre, locate the Cost Centre detail page and edit the Department field, using the
Picker icon to select the Department. This action will trigger off a batch process that will
take a few minutes to ‘rehome’ Expenditure records to the selected Department.

Categories

Category Structures

The Primary Category Structure or taxonomy that you have selected for your Atamis SA
system can be viewed on the Categories Tab. You can also use the report called All
Categories to export a list of categories.

Categories records are made up of a number of fields, arranged into a hierarchy of
levels. 4 levels can be accommodated using the fields Category Level 1, Category Level 2,
Category Level 3 and Category Name. The Category Name normally contains a summary
of all levels, including the 4th level if used. This convention allows you to use Categories
from any level.

The Alternative Category Structures fields can be used to cross-reference to other
taxonomies you may also wish to use in your spend analysis. Note that Alternative
Category Structures can only be used where the taxonomy is less granular than the
Primary Category Structure. The Alternative Category Structures fields are included in
the standard Spend Analysis Report Type.

Modifying Category Structures
Modifying Categories requires a user to have a Power User Licence Type.

If you are using Atamis Data Services, or if you are a member of ProSpend Community, it
may not be possible to modify your Primary Category Structure. Please contact Atamis
Support for details, and where possible we will grant you Create and/or Edit rights.

Category Grouping

Grouping Categories requires a user to have a Power User Licence Type.
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You can group your Categories into meaningful areas, for example, by Category Manager
or by over-arching category groupings. Contact Atamis Support to have your Category
Grouping values set up, and then from the Category Detail page, edit the field Category
Group picklist field. You can also export the report All Categories, set the Category
Group in Excel, and email your list to Atamis Support to upload.

The field Category Group is included by default in the Spend Analysis Report
Type.

Quadrant Analysis

The Quadrant Dashboard plots each Category into one of four quadrants based on the
Category Risk and Annual Expenditure levels. The Category Risk score is calculated
from the three questions on the Category detail page by scoring each picklist value as 0,
20, 40, 60, 80 or 100, and then applying a weighting where the question “How critical
are these goods and services...” carries twice the weight of each of the other two
questions. The full formula used is:

( CASE( How critical are these goods services c¢ , "Not at
all", 0, "Only slightly", 20, "Fairly important", 40,
"Important", 60, "Very important", 80, "Critical", 100, 0) *
50 +

CASE ( How easy would it be to swap suppliers c¢ , "Trivial",
0, "Easy", 20, "Moderately easy", 40, "Not straightforward",
60, "Complicated", 80, "Very complicated", 100, 0) * 25 +

CASE ( What is the size of the supply market c¢ , "Very large
(many suppliers)", 0, "Large", 20, "Medium", 40, "Small", 60,
"Very small"™, 80, "Only one supplier"™, 100, 0) * 25 ) / 10000

Categories with a Risk Score > 50 appear as High Risk in the Quadrant Dashboard.
Clicking on a quadrant will display a Report with a full X-Y scatter plot of the Categories
within that quadrant.
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Atamis PM: Pipeline Management

Atamis PM is a pipeline management tool for planning procurement operations:

= planning future resource usage

®= monitoring progress

= establishing commonality within programmes

= establishing dependencies on procurement contracts

* monitoring risks and issues

PM Reports and Dashboards

Programme Dashboard

Corporate Programme activity is summarised on the Programmes Dashboard:
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W Tasks : Implementation W Tasks : Planning
W Tasks : Concept == FTE Resource Level

Coiumns show the number of programme tasks each month, and the line
shows the full-time equivalent staffing leve! required. Click chart to run
report.

Number of FTEs by Department
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Date
Directorate
= Care, Wallbeing and Education
~ Chief Operating Officer

= Communities and Public Protection
— Corporate Resources and Services
Residents’ Services
The number of fuil-time equivalent staff required by each department's
programmes. Click chart to run report.

W Due in next 3 months W Not yet due

Based on the next 6 months, the number of tasks at each status Click
segment for filtered report, or on report title to run full report.

Initiative: Initiative

Record Count
Status (text)

W Overdue

FTE Resource Usage This Quarter

Capital works
PropCo

Schools Priori
Redesign of Fa..
Propco Orchard...
PropCo - Opera...
PropCo - Broad..
Place communit..

Sussex Enargy
Super Depot
Share Public S
Propco Crawley..
Professional P.
Place-based ap..
AZ7 Improvemen
WSCC Older Peo..
West Sussex OF.
Virridor - Sco..

[
gency Serv..
Devolution - F.. —
—
Viridor - fina . jmmm

.. -
S50 Contract /.._jmmm

L] 5 10 15
FTE Resource Lavel
Diractorate

W Care, Wellbeing and Education

" Ghief Operating Officer

W Communities and Public Protection

M Corporate Resources and Services
Residents’ Services

Filter By: | Initistive Locations = Directorate ¥
Pipeline Progress Contract Dependency
Programme Tasks and FTE Staff Usage Task Status Summary (next 6 months) Contracts Expiring within 1 Year bv De
WMonths to Number of
250 500 B Expiry of First Contracts Expiring
] Department Contract in 1 Year
200 400
e T—— 5 Adult B 1
a 150 300 § Services
5
" Commercial 1
= H Commercial
0o 20 & Services l
50 100 @ The right-hand column shows the number of
- contracts expiring within 1 year that are associated
[1] with & departments programmes. The middle

column displays the number of months before the
first of these contracts will expire. Click on table to
run report.

Programme Risk

Highest Risk Score for Each Programme

Business ..

Clean It ..

Programme: Initiative

0% 0% 40%  60%  B0%
Highest Risk Score
The highest-scoring risk, as entered by Programme
Managers, for each programme. Click on bar for
fitered report, or on the chart title o run the full
report
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The Dashboard is arranged in three columns:
= Pipeline
= Progress
= Dependency and Risk

To view a detailed report in each area, click on the Dashboard Component. For
instructions on cloning, creating and customising and Dashboards (for example to
create distinct Dashboards for each Department) please refer to the Core Features
section. You may also wish to add filters at the top of the Dashboard to enable dynamic
filtering by Location, Department, Category, etc.

Pipeline Reports

Pipeline reports report on the number of tasks at each stage for each period, and on the
FTE (Full-Time Equivalent) projected staffing levels.

Programme Tasks & Resource Level
44 40
39 30
]
2 8
&2 23
= a
-3
14 10
0-
January 2016 February 2016 March 2016 April 2016 May 2016 June 2018 July 2018
ate
Stage
M Tasks : Stopped (closed) M Tasks : Implementation M Tasks : Planning M Tasks : Concept
= FTE Resource Level
Date Grand Total
Programme: Programme Stage January 2016 February 2016 March 2016 April 2016 May 2016  June 2016  July 2016
- Network Improvement Programme  Concept FTE Resource Level 0
Tasks 1
Planning FTE Resource Level 2 5]
Tasks 1 1
Implementation FTE Resource Level 9 12 30 5
Tasks 1 1 1 3
Stopped (closed) FTE Resource Level 3 3
Tasks 1 1
Subtotal Stage [ I e I
FTE Resource Level 0 2 6 9 12 30 3 62
Tasks 1 1 1 1 1 1 1 7
| Strategic Project 2 Concept FTE Resource Level 1 1
Tasks 1 1
Planning FTE Resource Leve| 2
Tasks 1
Implementation FTE Resource Leve| 5
Tasks 1
Subtotal Stage T I
FTE Resource Level 1 2 5 8
Tasks 1 1 1 3
| Strategic Project 3 Concept FTE Resource Level 3 3
Tasks 1 1
Planning FTE Resource Level 5
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The system uses a colour-convention for high-level Programme stages which are
reflected in the colours used on Pipeline reports:

Graphic Stage Notes
b Concept Programme identified /required but not yet started
12 Planning Resource is being dedicated to planning the detail of
Programme
(233 Implementation Programme has been fully approved and is under-way
11 Decision Required Used when the future of the Programme is
undetermined
& Stopped Used when the Programme is stopped and resources
are no longer required

Progress Reports

These reports are based on the number Tasks at each Status. Although there are
detailed Status options available the reports summarise all tasks into three types:

= Not yet Due (more than 3 months to Due Date)
* Due within 3 months
= QOverdue

This is the highest level of grouping used in the Programmes with Tasks Due report
(shown below) which can be run by clicking on Task Status Summary (next 6 months)
from the top, centre of the Programmes Dashboard.
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Subject Stage Month Number of Resources FTE Resource Department Resource Level (graphic) Status Status (graphic) Assigned Date +

Stage
{graphic) {nbr) Level
Status (text): Due in next 3 months (4 records)

Programme: Programme: Network Improvement Programme (2 records)

Startup Planning )} February 2016 3.00 180 NewDept §§ Mot Started \b Mick Dev Org 11/02/2016
2
Finalise planning Planning » March 2016 10.00 6.00 NewDept §fjf Mot Started @ Nick Dev Org  16/03/2016

1
Programme: Programme: Strategic Project 3 (2 records)

Task Concept } February 2016 300 3.00 New Dept " Not Started \-\‘ Nick Dev Org  18/02/2018
1
Task Planning )} March 2016 5.00 500 MNew Dept ' Mot Started \h Mick Dev Org 24/03/2016

i
Status (text): Not yet due (8 records)

Programme: Programme: Network Improvement Programme (4 records)

Implementation starts Implementation )}} April 2018 15.00 9.00 [11141] Not Started Nick Dev Org  21/04/2018

Implementation: Phase  Implementation )}} May 2016 15.00 12.00 New Dept '““ Mot Started Mick Dev Org 19/05/2016

1 1

Implementation: Phase  Implementation }}} June 2016 30.00 3000 New Dept “ﬁﬁﬁ Not Started Nick Dev Org  23/06/2016

1 1

Implementation: Phase Stopped [ ] July 2016 3.00 3.00 “ Not Started Nick Dev Org  14/07/2018
(closed)

Programme: Programme: Strateqgic Project 2 (3 records)

Task Concept ) May 2016 1.00 1.00 NewDept § Mot Started Mick Dev Org 11/05/2016
1

Task Planning }} June 2016 200 200 New Dept ' Not Started Nick Dev Org 16/06/2018
1

Task Implementation )}} July 2016 5.00 500 MNew Dept ' Mot Started Mick Dev Org 14/07/2016

1

Programme: Programme: Strategic Project 3 (1 record)

—

as

=

Implementation }}’ April 2016 10.00 10.00 New Dept "“ Mot Started Nick Dev Org  13/04/2016
1

Status (text): Overdue (1 record)

Programme: Programme: Strateqgic Project 3 (1 record)

=
=

as

Implementation  ppp November 15.00 1500 NewDept §fff§F Mot Started W8 Mick Dev Org  04/11/2015
2015 1

Risk Reports

The right-hand column displays Programmes that are associated with (or dependent
upon) Contracts that are due to expire.

It also displays a list of Programmes with their highest Risk Score.

Workplans

Atamis has further enhanced its support for planning procurement/commercial activity
with the introduction of Workplans. This optional feature allows Atamis PM users to
develop a Workplan that groups together activities covering the entire commercial
lifecycle. The default stages for a Workplan are:

= Planning

= Pre-Procurement

= Business Case Approval
= Pipeline

= Procurement

= (Contract Management
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= Renewal Planning

=  Expiry

Workplan

Printing Services + Follow Edit Delete Submit for Approval | v

Owner Financial Year Current Workplan Stage Gateway Zero Approval Ready for approva
" Draft Not Required

Pre-Procurement Business Case Pipeline Procurement Contract Manag. Renewal Planning Expired +/ Mark Current Workplan Stage as Complete

Note: The Workplan object can be extensively customised based on client requirements.
The screenshots and processes described in this guide may be different than the ones
your organisation is using. If you have any questions regarding the process of
progressing with a workplan, please contact your system champion and for technical
difficulties, please contact atamis Support.
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Creating and Editing Workplans

The process of creating a workplan record is identical with the creation of other records
on Atamis and it makes use of the New button available on the page. This can be found

on the Home Page or on the Workplans tab.

QUICk GRS - _ -_ .
New Workplan
i
Business Requisition -Ii
|
k) Reference number @
i
*Workplan Name Printing services
.
Contracting 0O scarch Contracting Authorities... Q Commercial Lead @ Search People... Q, I
Authority
Business Unit @ Search Business Units... Q Commercial 0  -None- v 1
Strategy N
Business Unit [ ] Expected Contract @ &
Contact Commencement
Date H
Cost Centre @ Search Cost Centres... Q Contract Duration @
(Months)
Whenisworkre- @ - Personal Confiden- @  _pone- v
quired to start tial Data?
Existing Supplier @ Search Suppliers... Q DPIA Assessment @ —None-— v
Value of new con- @ Government O _None- v
tract (excl. Spending Controls
options)
Short Description @
4
Pipeline Reporting
Current Workplan @ Draft v Level of O _None- v
Stage Competition
Cwirtina Cantrart - CRA Claccifiratinn & .
Cancel Save & New .——B
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Details Related History Approvals

“ Business Requisition

Workplan Name Reference number @) WO0043

Contracting Authori Commercial Lead @

Buginess Unit () Commercial Strategy

Business Unit Contact V4 Expected Contract Com- (@
E/ mencement Date
Cost Centre (@ Contract Duration [: ]

{Months)

Description

To create a new workplan, navigate to the Home Page and click on New
1 Workplan.

Mandatory fields are being marked with a red star (*). Complete
2 mandatory fields and click Save.

Click on the pencil icon (#) to populate a field. Information and guidance

are provided in the hover help ( o ) for every relevant field.

Approving Workplans

Workplans can be configured to trigger Approval Workflows at each Workplan Stage. The
default stages for a Workplan are:

Planning
Pre-Procurement
Business Case Approval
Pipeline

Procurement

Contract Management

Renewal Planning

e [Expiry
Every Workplan record will contain an Approvals section on the page which will specify
approval details.
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v Approvals Q
Gateway Zero @ Not Required v GatewayZero @  Search People... Q

Approval Approver

Ready for 0] ’—E Owner »,
approval

Printing Services
wner Financial Year Current Workplan Stage Gateway Zero Approval Ready for approval \E
L) i Draft Not Required

Pre-Procur... Business ... Pipeline Procurem... Contract ... Renewal P... Expired +" Mark Current Workplan Stage as Complete

m

You can specify if an approval is required at each stage by selecting one of
the options available on the list. Some systems may have this field auto-

1 populated based on information entered in other fields, such as Estimated
Contract Value or Allocated Budget.

Warkplan
<+ Foliow Edit Delete Submit for Approval A
Owne

Search for the name of the user that has the authority to approve this
2 Workplan.

After your Workplan has been completed, you can mark it ready for
3 approval by clicking on the Ready for approval checkbox.

To send a Workplan for approval, navigate to the top of the page and click
on Submit for Approval. You will be prompted to enter some text to
address the approver following which you can complete the action. Email

4 notifications are being triggered with every approval request and the
approver can approve the record via the system or by replying with the
word Approved to the email.

Once the workplan has been approved, you can mark the stage as being
completed, by clicking on Mark Current Workplan Stage as Complete. This

5 action will update the page and you will be able to proceed with the next
stage of the workplan.

Note: The Workplan Stages can be enabled on the system without the Approval
Workflow. In this scenario you will be prompted with the following message after
clicking on Submit for Approval: No applicable approval process was found. This means
that no Approval Workflow has been set up for your system. If you have any questions
regarding the process of progressing with a workplan, please contact your System
Champion and for technical difficulties, please contact Atamis Support.
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Workplan relationships with other records

Workplans are particularly effective with recurring goods or services where historic
contracts can be seen alongside renewal activity such as new market engagements or
re-procurement projects. This feature also helps with more complex relationships
between projects, for example where a pre-procurement engagement may be used as
the basis for multiple procurement projects.

Navigate to tab related to view linked records to current workplan.

To create new records, simply click on New. To link existing records to workplan,
navigate to the relevant record and populate the workpian field. The linked record will
appear on this list.

Details Related History Approvals

@ Projects, Contracts and other Engagements (2) New

Contract Name Contract Ref Record Typev/E' Status (graphic)

Floor 5 - Printing paper C35798 New Project o

Ad-Hoc Printer Repairs c27381 Contract ACHIVE CONTRACY i
View All

a Business Cases (1.)!/B o - ¢

New Change Owner
1 item - Updated a few seconds ago
Project Title v | Organisation “ | Total Value (£) exc. Irreco... ™
1 Recyclable Paper £123,000.00 v

View All

Internal Document Folders (1)—13 B @ New

1 item - Updated a few seconds ago

Folder Name “ | No of Attachments W
1 Scanned Documents -

View All

Description

On this page you will be able to view:

e Projects
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Creating and Editing Programmes

For an introduction to editing and working with data in Atamis 3.0, please refer to the
section on Core Features. From the Programmes Tab click New to create a new

Programme record.

Home Dashboards Contracts Risks and Issues Reports  +

Programme Edit

a Network Improvement Programme

Help for this Page &

Programme Edit

Information
Programme:
Department.
Start Date
End Date

Scope

Save | | Save & New | Cancel

| [Network Improvement Progrd

Commercial Directorate Q)
01/06/2014 | [12/01/2016]
31/05/2016 | [12/01/2016 ]

To improve the quality of broadband in
controlled areas

Sponsor
Programme Manager
Priority

Corporate Impact

Agreed Expenditure

Benefits Realisation

Programme Locations

) Partner Resource (Centract)

Keywords /[
g
Programme Details

Programme Categories . rg-—pi - Chosen
Process Re-design y|| 1T systems
Staffing Re-design 1.3 Commercial
Place Infrastructure
Economy &5
Partnership s

Progremme Resoutces (& yaifable < Chosen
Capital T
Finance
HR
Legal J
Other departments/resource poals o

System Information

Owner  Nick Dev Org

Save | | Save & New | Cancel

Project Management

Jim Charvis
Angela Thorpe
Important
Medium v
200,000.00

Non Cash Value v

Available
Region 2

1 = Required Information

- Chosen -

Region 1
J Region 3

(&)

When creating/editing Programmes, note that the fields in the Programme Details
Section are multi-select picklists: You can select more than one option from the
Available values and move them to the Chosen values using the arrow buttons. Hold Ctrl
or Shift while clicking to select multiple values.

The Programme Detail Page

As well as the Programme data itself, each Programme can optionally have:

e Open Activity, for monitoring progress

e Contract-Programme Associations, for identifying dependencies on procurement

contracts

e Risks and Issues associated with the Programme

e Activity History
e Notes and Attachments

e Programme History
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The full Programme Detail Page is as shown below:

Home Dashboards Contracts  Risks and Issues  Reports  +

Programme

a Network Improvement Programme

« Back to List: Contracts

Programme Detail

Open Activities [5+] | Gontract-Programme. 121 | Risks and issues 7| |

Activty History[4] | Notes

Customize Page | Edit Layout | Printable View | Help for this Page &

[0 | Programme History [1]

Edit | | Delete|| Clone

Network g
Department - Commercial Direclorate
Start Date  01/06/2014
End Date 3110572016
Scope  Toimprove the quality of broadband in controlled areas
Keywords 1 All

Spensor
Programme Manager
Priority

Corporate Impact
Agreed Expenditure

Benefits Realisation

Jim Charvis
Angela Thorpe
Important
Wedium
£200,000.00
Non Cash Value

¥ Programme Details
Programme Categories

Programme Resources

IT systems; Commercial; Infrastructure
IT: Partner Resource (Contract); Project Management

Programme Locations

Region 1; Region 3

» Activity Report (click to run)

Edit | | Delete|| Clone

Open Activities New Task | |New Event Open Activities Help (2.
Action Subject Month Stage (graphic) Resource Level (graphic) ‘Status (graphic) Assigned To Due Date
Edit| Cls Programme approval January 2016 3 - Nick Dev Org 13012016
Edit| Cls Startup February 2016 123 1] - Nick Dev Org 1110212016
Edit| Cls Einalise planning March 2016 123 [111] | Nick Dev Org 16/03/2016
Edit| Cls Implementation starts April 2016 (323 v Nick Dev Org 21/0412016
Edit| Cls Implementation: Phase 1 May 2016 (222 i Nick Dev Org 19/05/2016
Show more » | Go to list»

. Contract-Programme Associations New Contract-Programme Association Contract-Programme Associations Help 2
Action Contract Supplier Contract Manager Contract Start Date Contract End Date Proximity Months to Expiry  Contract Estimated Value Contract Usage Association 1D
Edit| Del ENSS literature - creation and Gilbertand Payne John Kemp 01/04/2012 3110312016 - 3 £65,000.00 [N cCi-0005
Edit| Del Bandwidth requirement survey. AJSYSTEMS  EricSiddle 01/012012 10172016 - 10 =100.000.00 [ CL0001

s, Risks and Issues New Riskilssue Risks and Issues Help (2
Action Risk/lssue Ref Description Record Type ‘Owner Alias Likelihood Impact Risk Score (graphic) Priority  Status  Target Resolution Date
Edit| Del RED00Z Promotional literature not available by March 2016 Risk Nlame Possible  Very Significant @

Edit| Del RI-0003 Contractor not able to meetimplementation deadline Risk NJame Unlikely Significant —

Activity History

Log a Call| | View All

Activity History Help (2

Note that the section Activity Report (click to run) when expanded will

provide the option to run a Report that will display all current and completed Activity
for this Programme. As with all Reports, this data can be exported to Excel if required.

Open Activities and Activity History

Tasks are used in Atamis PM to provide a high level summary of activity progress. The
system can be configured for either Monthly or Quarterly progress updates but once set,
this convention must be followed for all Programme Activity in the system. Tasks should
be created for every period (Month or Quarter) that each Programme is active for.

For an introduction to using Tasks and Events in Atamis 3.0 please refer to the
Activity Management section.
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Atamis PM uses custom fields and graphic icons to indicate the Programme’s Progress
(i.e. Status), high-level Stage (Concept/Planning/Implementation) and Resource
requirements. The Task page is as shown below:

Task

¥ Progress

¥ Resource

Task Detail

¥ Finalise planning
EzEE DOEED

« Back to List: Contracts

Edit | Delete | |Create Follow-Up Task  |Create Follow-Up Event

Subject  Finalise planning Priority  Normal

Related To  Metwork Improvement Programme Name
Month  March 2016

Assigned To 5] Nick Dev Org

Due Date  16/03/2016
Status Mot Started Status (graphic) \h

¥ Programme Stage

Stage  Planning Stage (graphic) }}

Comments

Department  New Dept 1

Number of Resources (select)  5-10 people Resource Level (graphic) 'i ii

Number of Resources (override)

Days per Week 3 days per week
FTE Resource Level . 6.00

1

[t is recommended that a corporate naming convention is agreed for Task
Subjects. These can refer to specific phases within each Programme, or could
use a more generic convention such as “April 2016 activity”, “May 2016

activity”, etc. or just “Planning”, “Active”, etc. Note that Task subjects do not
have to be unique.

Due Date is mandatory for each Task. Because reporting is done at a
monthly/quarterly level you can technically select any date within the month
(or quarter) of activity, however, note that: a) reminder alerts will use this
date, and b) the field Status (graphic) will automatically turn to a red flag after
the Due Date if the Status has not been updated to Completed. It is
recommended that you use a date about 1-2 weeks before the end of the
month/quarter to alert the Programme Manager in sufficient time to update
the Task’s Status.
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3

(blank) No flag is shown if there’s more than 90 days to the Due Date

- Amber flag shown if within 90 days of the Due Date and Task has not
been Completed

A Red flag shown if Task is past the Due Date and has not been
Completed

| o Green flag shown when Status = Completed

il

Used for diary Events (i.e. not Tasks)

4 The Stage picklist field provides a very high-level indication of whether the
Programme is at the Concept, Planning or Implementation stage.

2 Concept: Programme identified /required but not yet started

32 Planning: Resource is being dedicated to planning the detail of
Programme

P Implementation: Programme has been fully approved and is under-way

I Decision Required (open): Use when the future of the Programme is
undetermined

[ | Stopped (closed): Use when the Programme is stopped and resources
are no longer required

5 The Resource section has the following fields:

a) Department should be set the Department of the resources used in
this Task. It is optional but will help with Resource reports if entered.
If resources are to be pulled from multiple Departments, you should
enter a separate Task for each Department with the appropriate
resource levels set for each one.
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b) Number of Resources (select) indicates the approximate number of
people involved in the Programme for this period (even if they are
only working part-time on the Programme)

c) To generate reports the system assumes a default value for the
resource level ranges:

4-5 people uses “5”
6-10 people uses “10”
11-20 people uses “15”
>20 people uses “25”

If you wish to be more specific, enter Number of Resources (override)
and the reports will use your value not the defaults.

d) Enter Days per Week to provide an indication of the number of days
(on average) that the resources will need to work on the Programme
for this period. The default value is Full-time.

e) The FTE Resource Level is calculated by multiplying the above two
fields using:

“5%"” for Negligible

“20%” for 1 day per week
“40%” for 2 days per week
“60%” for 3 days per week
“80%” for 4 days per week
“100%” for Full-time

Updating Progress on Programmes

To keep progress records up-to-date, Programme Managers need to update their
Monthly (or Quarterly) Task to set it to Complete. This can be done by editing the Task
from the Programme Detail Page. Alternatively, an even quicker method is to have
Tasks due in the Next 7 Days + Overdue configured to display on your Home
Page.

My Tasks ."“ MHed T Days » Overdue ¥
Complete Date Status Subject Name Related To Account

% 0411172015 Not Started Task Stralegic Preject 3

X 13012016 Mot Started Programms approval HNetwork improvement Programmes

After logging in, the Programme Manager simply needs to click X against the
appropriate Task and press Enter (or click Save) to mark the monthly activity as
complete.
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Contract-Programme Associations

Contract-Programme Associations create a link between Contracts and Programmes
wherever a Programme is in some way dependent on a Contract. Programmes can be
associated with multiple Contracts, and each Contract in turn can be associated with
multiple Programmes.

To establish a new association, click New Contract-Programme Association, select the
Contract using the look-up dialogue box and click Save.

When you return to the Programme Detail Page (by clicking on the Programme Name),
you will see selected fields from the Contract are displayed in the list of Contract-
Programme Associations, including the Proximi ty flag which provides an indication
of how close Contract is to expiring, and the Contract Usage bar which indicates the
actual spend as a proportion of the estimated Contract value.

Risks and Issues

Risks and Issues share the same space in Atamis PM but have distinct page layouts
associated with them. Each record in this list will have a Record Type or either “Risk” or
“Issue” which determines which page layout they use.

Risk/Issue A unique system-generated code Y Y
Ref

Record Type @ Riskor Issue Y Y
Description  Short description of the Risk/Issue Y Y
Risk Configurable multi-select list of the Y Y

Categories type(s) of risk

Risk Score Sliding scale reflecting Risk Score (%) 'Y

(graphic)
Risk Score Likelihood * Impact / 25 Y
(%)
Likelihood Very Unlikely = 1 Y
Unlikely = 2
Possible = 3
Likely = 4

Very Likely = 5
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Impact

Risk
Locations

Comments

Management
Strategy

Mitigation
Approach

Contingency
Plan

Issue
Resolution:
Priority

Issue
Resolution:
Status

Issue
Resolution:
Target
Resolution
Date

Negligible = 1
Minor = 2
Moderate = 3
Significant = 4
Very significant = 5

Configurable multi-select list of the
business or geographical area(s)
impacted

Free-text area

Configurable picklist of the primary
approach adopted to manage the Risk

Free-text area to explain detail of
approach used to mitigate the risk

Free-text area to explain the
contingency plan in the event of the
risk escalating

Priority assigned to the resolution of
an Issue

The current status in resolving an
[ssue

The target date for resolving an Issue
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Adding and Escalating Risks

To add a Risk click New Risk/Issue select Ri sk from the picklist. Assign the Risk an
Impact level and Likelihood level in order for the system to generate the Risk Score. In
time, if the Risk escalates increase the Likelihood level, and if the Risk become an Issue
simply change its Record Type from “Risk” to “Issue” on the Record Detail Page and then
click Save. (Note this is option is not available on the Edit page). When you change a
record to “Issue” the Risk Score assumes that the Likelihood is 100%.

Notes and Attachments

As with other Atamis Modules, file Attachments and textual Notes can be
uploaded/inputted to the Programme record for future reference.

Dashboard

The Contract Risk Profile: Quadrants Dashboard is accessed via the Dashboards Tab, or
the “Risk Profile” link within the Contract Management section of the home page.

This is a tool which highlights contracts with potential issues that could arise focusing
on potential bottlenecks, leverage and strategic risks along with non-critical issues. This
is then further broken down by expenditure and risk, with designated sections of the
dashboard for; low expenditure with low risk, low expenditure with high risk, high
expenditure with low risk and high expenditure with high risk.



3 ATAMIS

Atamis TM: Tender Management

To make use of this module you will need access to Atamis TM via a Licence Type of
Enhanced User or above.

The Tender Management module makes use of the Contract tab for the administration
of procurement projects up to the award of the Contract.

Creating a New Project

New Procurement Projects can either be created from a Template to benefit from pre-
filled information or created as a blank Project.

Creating a Project from a Template

From the Home Page, locate the link and click Create Project from Template.

Note: Some Atamis systems can be configured to display a form that is completed with
mandatory information rather than displaying the New Project from Template page
described below. In this instance, complete the custom fields, click Save then click
Assign Template and continue as below. If you follow this process, filters should be
automatically set for you based on the information you entered on the form.

New Project From Template

Contract name enter name here ’—E

Pre-procurement Activity?: --Select Pre-procurement Activity?-- ¥ | Calling off a Framer.lcrk?{ --Select Calling off a Framework?-- ¥

--Select Calling off 2 Framework?--

Gateway Approval Needed?: --Select Gateway Approval Needed?-- v i
es

Apply Filters Clear Filters

CONTRACT NAME DESCRIPTION

Project Template: Competitive tender, below

FTS/OJEU Project Template: Below QJEU - online evaluation

Project Template: Create Framework with Lots Project Template: Framework Competition with Lots (multi-
E}_'- {multi-stage) stage)

Project Template: DPS (Open with Lots) Project Template: DPS
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=14

Desired Contract Start Date: dd/mm/yyyy m}

Recommended earliest Start Date allowing adequate procurement time:  13-10-2022e 5

@i you leave the above field blank, the Project will use the recommended earliest Start Date as the Desired Contract
Start Date and the workflow tasks you'll see on the next page will be set to start immediately.

@ vou can still change these dates both on individual task level and in bulk when you get to the Project page.

Q Try not to set the Desired Contract Start Date too far before the recommended date, as this may mean the first tasks on
your project are already overdue. However if this is unavoidable simply work through and complete the tasks as quickly as
possible, or push them back by a few days or weeks,

@ some Projects will require a minimum response window period. If you input a Desired Contract Start Date that doesn't
allow enough time for this, you will not be able to proceed with this action.

Done Cancel

Description

Enter the name of your Contract or Procurement Project

e Ifyour system has been configured with custom Template
2 Filters, use the picklist fields and click Apply filters to narrow
the selection of Templates available

Select the desired Template by ticking the checkbox and click Confirm
3 Template

If you enter a Desired Contract Start Date, the dates of the eSourcing tasks
4 will be calculated backwards from that date

The system will calculate the recommended Contract Start Date based on
5 the template you have selected. To use the recommended start date, click
Done
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There are two types of Templates that are included in the list of Templates:

e Templates for Calling off a Framework (for mini-competition or direct award)
e Templates for projects of all other types (e.g. ITT, RFP, RFQ, etc.)
If your system is configured to use Templates for Calling off a Framework, you will
normally be able to identify Templates of this type using one of the Template Filters. If
you select a template for Calling off a Framework, you will be presented with additional
steps for selecting the Supplier(s) and Lot(s) available on the Framework.

Templates can contain any or all of the following Related Lists which are copied from the
Template to your new Project:

Team Members

Tasks (the dates are calculated dynamically from your desired contract start date)
Requirement Sections, Requirements and Picklist Options

Framework Suppliers and Lots

Supplier Document Folders and documents

Internal Document Folders and documents

FTS/0OJEU Notice templates

e Contract KPIs or SLAs

When Assigning a Template, meta data fields on the Template do not override the values on your
Project, but with Create New Project from Template, meta data fields on the Template are copied
to your Project. If you would like to specify which fields you would like copied from Template to
your Project, please contact us.

Creating a Blank Project (not from Template)

To create a new blank Project (without using a Template) click New or New Contract from the
Contracts tab. A page will display the Record Types that you have permission to create. Select
Project and click Continue. Optionally, click Assign Template as described above to pull in data
from a Template.

Note: Some Atamis systems have been customised so the New button may be called something
else like: Start Procurement or Create Project. These options should be clearly marked on the Home
Page of your system.
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Running a Project - Getting Started

Locate your Project using your preferred method, for example:

e From My Active Projects or Recent Items on the Home Page
e From the Recently Viewed List View on the Contract/Project page
e By searching for the project title in the search bar displayed at the top of the

page
To access and complete a procurement project, click on the Console tab to display the

eSourcing Console.

Then follow the guidance provided from the Help icon Y for each Task. Click Do Now
to complete the task, or Next Task if the task was completed off-line.

When setting up a project, you will need to complete information accessed via a series of
Tabs. Most of these tabs (apart from the Console and Details Tabs) contain “Related
Lists” represented by this schema:

eSourcing Procurement Requirement
Tasks Team Sections

Documents Publishing

Suppliers
Bidding

Section
Evaluations
(Evaluators)

Supplier Internal Find a Tender Contracts
Document Document - Finder
Folders Folders

Response
Sections

Requirements

DocuSign
Envelopes

We can customise the order of the tabs and add additional tabs upon request. Therefore,
you may see other tabs, in addition to the ones displayed in the schema above if this has
been requested by your organisation.
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Console Tab

Console Details Tasks Team Requirements Documents Publishing Suppliers Contracts
eSourcing Console
Tasks Team Require- Supplier Published Suppliers New Evaluation  Awarded
To Do Members ments Documents Sites Bidding Messages Status Contracts
Approve Requirement b
Sections

due on 14/07/2022
0o Now w L 2]

All done? Next Task

? Hover over the circles for menu options, and hover over the time line to see task details.

Description

The circles indicate the status of the project, and display the number of:
e Tasks to tdo
e Team members assigned
e Requirements added
e Shared documents uploaded
o Sites on which the project has been successfully published
e Suppliers added and new messages from suppliers
e Proportion of completed evaluation

The eSourcing task due to be completed next is highlighted. Hover over the
Help icon to display custom guidance text for completing this task.

If the task has been set up from the template as an action: click Do Now
2 and follow the instructions.

For tasks without a Do Now link, click Next Task when you have
completed the task. The system records the date/time and moves on to
display the next task.
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Tasks you have already completed appear filled in on a Timeline.

Future tasks that relate to specific eSourcing Milestones, such as the
Response Window Opening appear with special icons.

Hover over the tasks on the Timeline for further information

Details Tab

The Details Tab contains a configurable list of meta data fields relating to the Project
such as title, description, department and estimated value. The fields used will depend
on your configuration.

If your Profile and other Permissions grant you access to Edit rights, click Edit or click
on the Pencil icon next to each field to make changes, then click Save.

The Owner defaults to the User who creates the Project. This is also the User that Tasks
will be assigned to by default. To change the Owner and reassign all Tasks, click the
Change Owner icon to the right of the Owner name.
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eSourcing Section

ozes )

 eSourcing
Procursenant Procodure OJEU Open ,ﬂ Publich Oppartunity? 5 ,ﬂ
{loskup)
Pracurernent Stage TenderiRFx Published Estimated Value 0
Reglstration Starts @ ® 5 pec 2020 12:00 Enforce Response Window? @ (o
Response Window Opens @ W 16 Dec 2019 17:00 Secure Tonder? v
© @7 May 2021 12:00 Open Registration? © =

® 15 May 2021 12:00

» 1 month

m

The Procurement Procedure determines the characteristics and
governance criteria for the procurement and will have been set from the
Template used to create the Project. Several fields in the eSourcing section
are determined by the Procurement Procedure and are read-only on this

page.

The Procurement Stage will also have been set from the Template. You
should not ever have to edit this field: Single-stage procurement Projects
will always have the value Tender/RFx; and in multi-stage Projects
(covered in more detail in a separate section) the field is automatically
updated by the system.

The eSourcing Milestone dates are controlled by updating the Due Date on
the task and displayed in this section for reference.

When Publish Opportunity? is checked, the Project details will be visible on
the Tender Opportunities site provide by Atamis (if configured). The field is
set by completing a task of type Publish Opportunity. Unchecking the box
will remove the Project from the site.

The Section Weightings Total to 100% flag provides an indication of
whether the weightings in each of the Approved Requirement Sections
total to 100%.
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Gateway Approval Section

If used, this section will contain fields that indicate Gateway Approvals that are required
during the procurement Project. Any number of gateways can be configured. If required
by the Procedure you are following, you will need to enter the user(s) who will provide
the approval. Approval Workflows are triggered when a user clicks Do Now from a Task
with Action Type of Request Approval.

Select the person who will be responsible for providing

W A .
e Approval to Proceed on this project. Ensure this person
is also added to your Project Team with at least Read-
Gateway Approva Yes Only User project role.
Meeded?
Approval to Proceed Required Approver to Praceed @ P Test User
Approval to Award Required Approver to Award @ P Test User
Approval to Activate Required Approver to Activate ) P Test User
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Setting up the Project Workflow or Timeline
(Tasks Tab)

Subject 'ﬂ “ Due Date ~ eSourcing Milestone... » Action Type 'ﬂv Gateway Approval... » Action ~ Requires.

Attach supplier documents 24/04/2020
2 Agres competition requirements 26042020

Request Approval 1o Proceed 04/05/2020 Reguest Approval Approval 1o Proceed o
Iy Approve Requ s Definition 07/05/2020 Approve Requirement Sections  Approval to Proceed o
5 Create and Publish QJEU Contract Opportunity Not_.  05/06/2020 QUEU Notice Approval to Proceed [ Do Now w» Y
6 and Publish Contracts Finder Opportunity N...  05/06/2020 Contracts Finder Notice Approval to Proceed v
7 Create and Publish Atamis Opportunity 05/06/2020 {®) Registration Starts Publish Opportunity Approval to Proceed o
8 Automatic Task - Response Window Cpens 05/06/2020 . Responses Open
] Confirm Evaluators 12/06/2020
10 Automatic Task - Clarifications Deadline remindear 09072020 ! Supplier Email Reminder

Automatic Task - Clarification Question Deadline 1070772020 @ Deadline for Questions
12 Automatic Task - Submission Deadline Reminder 13/077 2020 p_-l Supplier Email Reminder

Automatic Task - Close Response Window 20/07/2020 ‘ Responses Close
14 Open Qualification Envelope 2170712020 Start Evaluation Approval to Proceed o

Description

Click on a Task to view its details including guidance on how to complete
1 the task within the system.

Some tasks will have a specific Action Type associated with them, in which
case you can click Do Now. The system will take you to the appropriate

2 page to perform the necessary system steps. See below for Action Types
table.

Other tasks will represent a key milestone. These tasks are different from
other tasks in that they trigger a change in behaviour of the system
automatically after they elapse. There are four in total (not all are required
on all Projects):

e Registration Starts: Suppliers van only register interest in
bidding after this date (assuming the Project has been published
to the Tender Opportunities page on Atamis Portal)

o Responses Open suppliers can only start entering their
responses after this date

e Deadline for Questions: suppliers can still ask clarification
questions after this date but the system will display a warning
message saying that a reply is not guaranteed as the deadline
has passed
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¢ Responses Close: suppliers cannot update their tender
response after this date

Some tasks require the User to be an Approver on the Procurement Team
to finalise the task or will be dependent on Gateway Approval being
granted before they can be completed.

The default tasks, timescales and assignments are set from the Template, but users can
add their own tasks or modify the Due Date field to reschedule the task, or change the
Assigned To field to re-assign to another User. Click Edit to edit these and other details.

Although optimised for eSourcing features, tasks in Atamis TM operate using the same
Activity Management feature used elsewhere in Atamis 3.0 and will integrate with
Outlook if required. See the Activity Management section for more detail.
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Action Types

Below is a list of available Procurement Tasks of type action Type.

Approve
Requirement
Sections

Publish Opportunity

FTS/OJEU Notice

Contracts Finder
Notice

Suggest Suppliers

Add Suppliers

Invitation

Email

Issue an
Amendment

New Procurement
Stage

Start Evaluation

Completing this action type will approve the Requirement
Sections set up on the Project. Supplier cannot be invited or
register interest until the Requirement Sections are approved.

Completing this action type will make the opportunity publicly
available for suppliers to view and register their interest.

The user can draft a Contract Notice to submit to Find a Tender
Service (FTS). Depending on the Procurement Procedure, the
user can also publish the notice on the Official Journal of the
European Union (OJEU).

The user can draft and publish a Notice on Contracts Finder.

The system will use the Category associated with the Project
and suggest suppliers that match that category. Suppliers will
not be invited or emailed at this stage.

This action type will allow the user to search for suppliers
portal accounts or set up new suppliers with a Portal Account
and add them to the Project.

The user can invite the suppliers added to the project to
respond to the opportunity.

Use this task to send a message/email to all or selected bidders.
Emailing suppliers can also be done via the Message Centre, but
the user can be prompted of sending an email, by adding it as a
task.

If the users need to add or change any requirements during a
Live Project, they can use this action type.

Used on multi-stage projects, this action type will move the
Project from one project stage to another.

Upon closure of the Response Window, the user will be able to
start the evaluation process and notify Evaluators using this
action type. Evaluators must first be assigned records to
evaluate before completing this action.
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Evaluate Scores When all Evaluators have completed scoring all responses,
completing this action type will calculate the overall score

totals. This action should be repeated to re-calculate totals
whenever Evaluator scores or Override scores are entered.

Award The user can use this action type to award the contract to the
successful bidder.

Request Approval [f the project contains tasks which require approval to proceed,
the users can request approval to proceed by completing this
task.

Setting up the Procurement Team (Team
Tab)

Procurement Team

Team Members can be set up for each Procurement Project, either individually or in
pre-configured groups of users. Depending on your system data security configuration,
user permissions and roles may be controlled at a project level by applying Team
Sharing Rules.

To add a Team Member, click New from the Teamrelated list, select User or Group, click
Next, complete the form, and click Save.

New Team Member

Select a record type

@ Uszer

An individual user belonging to the team

Group
A group of users belonging to the team

Cancel
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Users

Users can be assigned a Project Role. By default, this field is for information purposes
only, but configuration can be applied to make this value determine the Team Sharing
Rules automatically.

Users can be assigned as an Approver. Users with this setting will be able to complete
Do Now Actions on the Task List that have the property Requires Approval.

The Users Team Member page will display whether the Team Member has provided
confirmation that they have No Conflict of Interest with any of the Suppliers Bidding
when they start to evaluate responses. If the Team Member has a conflict of interest, the
system will enable the user to provide more details, and these will be displayed on the
page for the procurement team to review.

Details Evaluation Setup History

Procurement Team PTM-134266 Project/Contract Lift Maintenance

Ref

User ™ John Smith Team Member Email notifications+2@atamis.co.uk
Owner ¥ John Smith

“ Team Member's Roles and Permissions

Project Role Procurement Specialist No Conflict of
Interest

Approver?! v Conflict of Interest @
Affirmed
Conflict of Interest i ]
Details

The feature for using Team Group Members will only be activated if your system has
been configured with Public Groups as part of the User Administration set up. Assigning
users membership of Public Groups is one method of controlling access to data records.

If configured, your Public Groups will appear in the Group picklist field, and Team
Sharing Rules will be applied to all Users that are members of the specified Public
Group.

Details Evaluation Setup History

Procurement Team PTM-134267 Project/Centract Lift Maintenance
Ref

Group @ Public Group 1 Owner #4 John Smith

> Access Levels - Contracts

> Access Levels - Projects
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Team Sharing Rules

The Team Sharing Rules are governed by the fields detailed below and control the team
member’s level of access on the Project.

General Grants access to the Project Details fields, Requirements and

Access to Publication Notices; “Full” access allows the user/group to add, edit

Project/Contr  and delete

act

Access to Grants access to the Team tab; “Full” access allows the user/group to

Team add, edit and delete

Members

Access to Grants access to the Documents tab; “Full” access allows the

Supplier user/group to add, edit and delete

Document

Folders

Access to Grants access to the Suppliers tab; “Full” access allows the user/group

Suppliers to add, edit and delete

Bidding

Access to Grants access to Dialogues to/from Suppliers Bidding; “Full” access

Supplier allows the user/group to create messages and respond to suppliers

Messages

Access to Grants access to Evaluation Scoring records:

Evaluation

Scoring Score only where evaluating permits a user that has been added as an
Evaluator to score the questions they have been assigned but not see
any other Evaluators’ scores; if none assigned, the user will not see
any Responses or Evaluation Score details
View all scores permits a user/group read-only access to all Evaluator
scores in the Project
Edit/override all Evaluator Scoring grants a user/group the ability to
modify all Evaluators scores and comments on the Project

Access to Grants access to Response records for the purposes of Moderation:

Responses

and View responses where evaluating permits a user that has been added

Moderation as an Evaluator to see the Responses to the questions they have been

Scoring asked to score after the Start Evaluation action has been run
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Receive
Message
Alerts from
Suppliers?

Nominated to
Open Tender
Box?

Lock Key Held

View all responses when available permits a user to see all Responses
after the Start Evaluation action has been run

Moderate all when available permits a user to enter moderation
scores and comments after the Start Evaluation action has been run
and Evaluators have finished scoring.

Team members with this setting will receive a notification email
whenever a Supplier Bidding on the Project sends a Message through
the Message Centre.

For Projects following a Procedure with the Tender Box Opening
Procedure set to Secure Tender Box, this field indicates whether the
Team Member has been delegated responsibility for entering Lock
Keys and Unlock Keys to secure and open the tender box.

For information only when the box above is checked, to remind you of
which Lock Key and Unlock Key a Team Member should use.

Note: If your system has Team Sharing Rules enabled, the user must be a Team Member
to own and action an eSourcing task. Otherwise, eSourcing Tasks can be assigned to any
user - they do not have to be on the Procurement Team.
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Contract Participants

If you're collaborating with other buying organisations over the creation of your
contract, you can use the Contract Participants list to record the name of the
organisations, and the anticipated usage (in local currency) of the contract.

To create a new Contract Participant, click New from the Contract Participant related
list and complete the name and value.

Participating Atamis Ltd Contract Lift Maintenance
Organisation

Share Contract (i ]
with Users From

Comments

“ Contract Usage

Value £3,650,000.00 Contract Usage I
Actual £2,560,000.00
Expenditure

“ Organisation Contact Details

Postal address @ South Gate House NUTS code @ UKL22

Town @ Cardiff E-mail @ info@atamis.co.uk

Postal code @ CF10 1EW Main address © htips:;//www.atamis.co.uk/
(URL)

Country @ UK URL Address of

the buyer profile

Published Contracts

This related list will display the details of the published opportunity on to the
Opportunities Page on the Atamis Portal. The records on this list are automatically
created when the user is completing a task of action type Publish Opportunity.
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Setting up Competition Requirements and
Evaluators (Requirements Tab)

In Atamis TM, the criteria, or questions, you request from prospective suppliers are
known as Requirements. Requirements are grouped into Requirement Sections, e.g.
Cost, Quality, etc. An eSourcing Project must have at least one Requirement Section, and
each Requirement Section must contain at least one Requirement. If you are using the
evaluation features, you'll also need at least one Evaluator for each Requirement
Section.

Setting up Requirement Sections

To create a Requirement Section ), from the Requirements tab click New. Complete
the required fields and click Save. These fields can be edited later from the Section
Details tab of the Requirement Section page.

Section Details Requirements Evaluators Moderation Awarded Suppliers

Requirement Section 1. Qualification Envelope ’—D 4 Project Project Template: Competitive tender, below
FTS/OJEU

Section Weighting (35 0.00%"@ Lot Numbsr @

Procurement Stage Tender/RFx »—E' Estimated Value of Lot @ H
Requirement Section @ Draft Number of 68

Status Requirements

Show requirement ,_E

weightings to supplier?

Mandatory i ]

Requirement Section

v Description & Instructions for Supplier Bidding

Description

v Evaluation

Evaluation Started Finished Evaluation &t
Moderation

Description

If your Project has many Requirement Sections, it is recommended that you
1 insert a letter or number before the name to ensure Requirement Sections
are ordered consistently.

The Section Weighting is used to calculate the overall score for each
2 supplier. The Section Weightings Total to 100% flag on the Project page
will be set to red if the Section Weighting of all approved sections do not
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total to 100%. Ensure that the weighting of all approved requirement
sections total 100% unless you are doing a project with lots.

For single-stage Projects, the Procurement Stage should be set to
Tender/RFx. For multi-stage Projects you should use this field to indicate
which stage each Requirement Section relates to.

The Requirement Section Status will be set automatically by the system as
the Project progresses through key milestones. The values are:

e Draft: Requirements can be added and modified (default value)

e Approved: Requirements have been finalised and ready for
distribution to suppliers (set by a Do Now action called Approve
Requirement Sections)

e Archived: All Supplier Responses have been received and evaluation
is either underway or complete (set by a Do Now action called Start
Evaluation)

The weighting of every requirement within a section can be displayed on
the Supplier Portal by checking this box.

This is applicable to procurements with lots. By checking this box, you are
making this Requirement Section mandatory. Suppliers will not be able to
submit their responses to the other sections unless they submit this section
as well.

The Description text will be visible to suppliers via the portal and can be
used to provide instructions on how to complete the Requirements.

If your Procurement is divided into Lots, and this Section represents a Lot,
enter the Lot number in text format, e.g. “Lot 1” and the Estimated Value of
Lot. This information will later on be used when publishing FTS Notices.
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Setting up Requirements

Requirement Section
2. Technical Envelope

70.00% &

Section Details Requirements Evaluators

Back to Project Edit Add Requiremant from Library Add Evaluator Section Moderation W

m Requirements (6) e O MNew
6 Items + Sorted by Requiremant Ref - Updated a fow seconds ago
Req... ~ Heading w  PRequirem... T+ Requirement w Response Fiel.. ~ Type -~ Evaluation Weight... ~ Link o Sup...
1 AR-15594  Owerview AQL Piease provide a concise summary higniightin...  Text Area Required 10.00
3 RR-15595  Leadesship and Resource Plan AQ2 Provide details of the gualifications and exper,,  Text Aréa Required 10,00
3 BR-13507  Method Statement AQ3 Please provide a concise overview of your app...  Text Area Required  10.00
& RR-15595 Timetable and Deliverables AQL Provide a complete timetable for the delivery .. Text Area Required 10.00
5 RR-15598  Sampie Design AQS Please provide a sample design for delivery of Text Area Required 10,00
6 RR-1559%  Exit Strategy and Skills Transfer AQE Please provide details of how you plantoclos..  Text Area Required  10.00

Requirement Library Search

Using the below fields, you are able to search and re-use exisiing requirements.

In order for the search to return any results, you need to populate the "Requirement Contains” search box.

H Requirement contains: [Management : Response Field Type: | Text M
Project Name contains: |Bysiness Services Search In: Al Y
c | Search | Cancel

Requirement Library Search

Using the below fields, you are able to search and re-use existing requirements.

In order for the search to return any results, you need to populate the "Requirement Contains" search box.

Requirement contains:  Nanagement | Response Field Type: IW
Project Name contains: Bysiness Services | Search In: All v

Search Cancel
Contract Name Requirement Section Heading Requirement Ref Requirement

The proposed solution will have the ability to use extracted
data from multiple data sources such as purchase
orderfaccounts payable and financial management systems
in a range of different formats, such as but not limited to
SQL, Access, Excel and _..

Business Supplementary Data Extraction & 205
Services Questions Data Import —

Add Selected Requirements »—B
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m

1

To add requirements manually click New

To save time with common questions, click Add Requirements from
Library to copy requirements from another project by searching with
keywords.

a. Enter the keywords related to your requirements and the project
containing the requirements you need. Use quotations marks for
an exact search on the Project name

b. Use the drop-down list to select the response type (i.e. picklist,
text area or all)

c. Click Search. This will bring up a list of requirements that match
your search.

d. Tick the box related to the requirements you want to copy

e. Click Add selected Requirements when you are ready to
import them on to your project

To assign Users who are to conduct the evaluation of some or all
requirements of this section, click Add Evaluator. You can also assign
evaluators from the Team Tab and from the Evaluation Status page.
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The Requirement page contains a set of fields which can help you create your
requirement. The table below contains a list of the available fields and their intended
purpose.

Heading Headings are a convenient, but optional, way of grouping
Requirements together. The Heading will appear to suppliers in
the Supplier Portal. You can also use this as a reference to delete
requirements in bulk.

Requirement The full-text description of the question you wish suppliers bidding
to answer (up to 32,000 characters).

Requirement Each Requirement must have a Requirement Ref which is used
Ref by the system to display the sort order in the Supplier Portal. If you
have many Requirements in a Requirement Section, it is
recommended you use the convention 01.01, 01.02, etc. or A.01,
A.02, etc. rather than 1.1, 1.2, as the sorting is alphabetical, not
numerical (for example, 1.10 will appear before 1.2 in a sorted list)

Type There are three Types of Response:

Optional: appears to suppliers in the Supplier Portal as
“Optional” and is a question which does not have to be answered to
submit their tender.

This type should be used for dependent questions, e.g. “If you
answered ‘No’ to Requirement A.23, please provide details”. Note
that the system cannot validate Responses to dependent
Requirements.

Required: appears to suppliers in the Supplier Portal as
“Required” and is a question which must be answered. Suppliers
will not be permitted to submit their response if one or more
required requirements have not been completed.

Pass/Fail: appears to suppliers in the Supplier Portal as
“Required” (not as “Pass/Fail”) and is a question which must be
answered. If a supplier Fails on one or more Requirements, the
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Response Field
Type

evaluation pages and reports will highlight that the supplier is not
compliant and should be disqualified from the process.

During evaluation, Evaluators will be made to answer Pass or
Fail for Responses to Pass/Fail Requirements. Evaluators can still
enter an Evaluation Score on a Pass/Fail Response if required.

For auto-scoring, only Requirements with a Response Field Type
of Picklist and with completed Requirement Options can be
automatically set by the system as Pass or Fail.

This field determines the type of Response the Supplier is asked to
provide. Valid values are:

Text:up to 255 chars, text box appears as a single line in Supplier
Portal

Text Area: up toapprox. 30,000 chars of plain text in a large text
area

Rick Text Area:up toapprox. 100,000 chars of formatted text
including option to insert images

Picklist: picklist values are added as Requirement Options (see
below) and can be used for auto-scoring in evaluation

Checkbox: Checked (True) or unchecked (False) options only

Number: any number with up to 16 digits and 2 decimal places

Currency: any number with up to 16 digits and 2 decimal places
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Currency Auto-
Score Method

Scaler

Character Limit
for Response

Requirement
URL

Requirement
URL Appears as

Evaluation Max.

Score

Attachment : allows multiple document attachments up to 2GB
each and facility for adding multiple Notes (free text comments)

Date: allows the entry of a date format response

Multi-Select: allows the supplier to select multi options from a
set list

No Response: no response is required from bidders

CanbesettoRelative to Lowest PriceorRelative to
Scaler when Response Field Type = Currency.

Users can define a scaler value on a field called Scaler located on
the requirement page. During the evaluation process, the score of
the supplier for that requirement will be generated taking into
consideration the defined scaler.

Can be set to any number up to 32,000 when Response Field Type
= Text Area.Character limits cannot be used for Rich Text Area.

Optional: if the question refers to an external web link, enter it here.

Optional: if using the field above, enter the text you would like to
use that will as a hyperlink to the supplier.

Any maximum score can be applied. The Maximum Score will be
visible to Evaluators, but not Suppliers
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Evaluation
Weighting

Evaluation
Scoring
Guidelines

Dependent
Requirement

Dependent
Picklist Value

Picklist
Evaluation
Scores

Link to Supplier
Field

Any weighting can be applied as a number. Weightings can be
considered as percentages if desired, but do not need to total 100 as
the evaluation calculation applies each weighting relative to other
Requirements in the same Requirement Section.

The Weighting field will be visible to Evaluators, but not
Suppliers. If you wish to make weightings visible to suppliers, you
can use the Sshow requirement weightings to supplier? Field
located on the Requirement Section page.

The Evaluation Scoring Guidelines field will be visible to
Evaluators but not Suppliers

Optional: Use this field if your Requirement is Optional, but
becomes mandatory dependent on how a supplier answered
another Picklist question. Select the system record number of
another Requirement that must be in the same Requirement
Section and have Field Type = Picklist.

Optional: If the above field is being used, this field must contain
dependent Picklist (the drop-down value). Click on button Set
Dependent Options to select picklists. When the supplier selects this
picklist on the dependent requirement, the current requirement
will be mandatory for submission.

Optional: If Evaluators are to score the responses using pre-set
values from a picklist, enter the picklist scoring options here with a
line-break between each one.

Optional: If the question is part of a standard questionnaire and this
field exists on the Supplier page, this field contains the unique API
name of the Supplier field that data will be saved to for future
Projects. This can also be used to store information in fields on the
Supplier Assessment area. This field is for Atamis Sys Admin use
only and is normally pre-configured on Templates.
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Setting up Picklist Fields and Auto-Scores
(Requirement Options)
For Requirements with a Response Field Type of Picklist, create the Picklist

Options (drop-down values) by clicking New from the Picklist Options tab of the
Requirements page:

Requirement . N .
B.06 Back to Section Edit Delete Clone Set Dependent Options

Requirement Section Type Evaluation Weighting Respense Field Type
B, inical Required 2.00 Picklist

Requirement Picklist Options Responses

m Picklist Options (2) fo%d c New

2 items - Sorted by Sort Order - Updated a few secands ago

Option Value v Option Score v Option Pass/Fail ~ Sort Order T v
1 Vgg 5.00 Pass -
2 No 0.00 Fail -
View All

If you enter option Scoreand option Pass/Fail,the system will automatically score
the responses at the Start Evaluation stage. The Sort Order field allows you to sort the
display order of the picklist values to suppliers.

Tip: if you regularly have requirements with, for example, Yes/No outcomes, or Options
1 -5, create a Procurement Template with these details to save having to enter
Requirement Options every time, or use Add Requirement from Library.

Delete Requirements

To delete requirements, you can click on Delete buttons available on the page.

If you need to delete specific requirements within a section, open the requirement and
click Delete.

¥ Requirement Section

. Proj i I mport Wizar i Ri i nt from r v
2. Technical Back to Project Edit Delete Import Wizard Add Requirement from Library
Section Weighting (%) MNumber of Requirements Minimum Allowable Section Score (%) Requirements List
70.00% 7
Add Evaluator
Select Requirements to Delete
Section Details Requirements Evaluators
Q Requirements (7) c New
7 items « Sorted by Requirement Ref - Updated a few seconds ago
Requirement Re... »» | Heading “~ | Requireme... T » | Requirement
1 RR-12124 Implementation 211 Describe how you will manage implementation of
2 RR-12129 General System Requirements 212 Describe how your proposed System will provide f
3 RR-12125 Planning, Savings, Governance and Approv... 213 Describe how your proposed System will provide f
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Select Requirements to Delete

Please find below a list of requirements in the current requirement section. You can delete
requirements by selecting the checkbox for every relevant Heading. Please note that requirements
that have no Heading are not included in this list.

SELECTED HEADER COUNT OF REQUIREMENTS
v Contract and Supplier Management
Creation and Publication of Relevant Notices
m General System Requirements
Implementation
Planning, Savings, Governance

Tender Creation, Issue and Management

B R R R [R B[R

Tender Evaluation and Award

Click "Delete” to delete all requirements associated with the selected Headings.

Description

You can delete requirements in bulk by clicking on Select Requirements
1 to Delete buttons

This action will group all the requirements within current section by
header.

2 Check the box for every header and click Delete. This action will delete all
requirements within the current requirement section that have the
selected hearder.

Approving Requirement Sections

Requirement Sections must be set to a status Approved before you can start sharing
Requirements with suppliers. To approve Requirement Sections, locate (or create) a
Task with an Action Type of Approve Requirement Sections and click Do Now. Select the
sections to approve and click Done.

Once Requirement Sections have been approved you will not be allowed to make
changes to the Requirements. If in some circumstance amendments need done to the
requirements, these need to be communicated to the bidders and locate or create a task
of Action Type Issue an Amendment.

Adding Evaluators
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To assign Users as evaluators for a Requirement Section, click Add Evaluator from the
top of the Requirements Section page. You can assign evaluators from the Procurement
Team page as well by clicking on Add Evaluator.

Select Evaluation Team

Please select users from the procurement team who will be responsible for scoring all responses in this section. If you wish to limit the
responses any team members should be responsible for scoring then please uncheck 'score all requirements?' for that team member.

v Name Project Role Score All Requirements?
v Test Team Member 2 Project Lead v

v Test Team Member 3 Procurement Team Member

v Test Team Member 4 Evaluator

Confirm| Cancel

By default, Section Evaluators are expected to score all Requirements in the
Requirement Section. You can, however, assign only specific requirements to evaluators.
To do so, uncheck the box Score All Requirements? and click Confirm.

Select Requirements
Please indicate which requirements the each procurement team member will score.
Name Role
Requirement Ref Requirement Heading Requirement
1.01 Definition
Test Team Procurement
Member 3 Team Member " 1.02 Duration
v 1.03 IMission Statement
Reguirement Ref Reguirement Heading Reguirement
v 1.01 Definition
Test Team Evaluator
Member 4 v 102 Duration
1.03 Mission Statement
Create | | Cancel

Select one or more requirements for each evaluator by checking the box related to each
requirement and click Create.

Tip: Evaluators won’t be notified or prompted to complete their evaluation until the
evaluation process has started. If you'd like to ask people if they’re available for do the
evaluation, try using the Discussions tab.
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Managing Shared and Internal Documents
(Documents Tab)

Documentation can be shared with invited suppliers via the Atamis Supplier Portal by
uploading files to a Ssupplier Document Folder. Documentation that is only for the
attention of the buying organisation is managed in rnternal Document Folders (also
referred to as contract Document Folders).

Internal Document Folders can also be used for processing DocuSign Envelopes and for
sharing files with the awarded Supplier.

Both Shared and Internal Document Folders are maintained from the Documents tab of
a procurement Project.

Note: Documents attached to Supplier Document Folders have a file size limit of 25MB.
Files added to Internal Document Folders have a file size limit of 2GB.
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Supplier Document Folders

Supplier Document Folders are copied from Templates, along with their document
contents, for example, standard tender instructions to suppliers.

To create a Supplier Document Folder, click New from the Supplier Document Folders
related list. Give the Folder and name and click Save.

Supplier Document Folder
Specification Documents Back to Project Edit Delete Create Attachments New Attachment Version Move Files

? Click Create Attachments to add a new document to this folder. To upload a new version, click New Attachment Version. If your Project is currently open for

responses, the system will prompt you to send an email notification of the changes to the Suppliers Bidding.

Folder Details
Folder Name Specification Documents Contract Sample Procurement Project
Ne. of Attachments 2

v Attachments

Set sorting order ’—E

ACTION TITLE @ CREATED BY LAST MODIFIED DATE

m" Dsl Form A - Ref 01 (a).docx View Downloads Atamis TSO 31/03/2022 13:24

De Section 1 - Part A Details.docx View Downloads Atamis TSO 31/03/2022 13:24

Description

To add documents to the folder, from the Shared Documents Folder page,

click Create Attachments, select the documents, and click Done.

Note: if you upload or update a document in a Supplier Document Folder

1 during a procurement project’s Response Window, you will be

automatically given the option to message the Suppliers Bidding to alert
them of the change. The email notification the supplier receives will include

the name of the document.

This action will group all the requirements within current section by
2 header.
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Check the box for every header and click Delete. This action will delete all
requirements within the current requirement section that have the
selected hearder. 2 To upload a new version of a document, click New
Attachment Version, select the document, and click Done. The new version
will be uploaded, and the old version retained but with the prefix
ARCHIVED added to its title.

To delete a document, click Del next to the document name. This will also
remove the download history. See section on Recycle Bin for restoring files
accidentally deleted.

Files are displayed alphabetically, however the user can set a custom order
of files by clicking on Set sorting order.

The system keeps a record of when suppliers download each file from
these folders. From the Shared Documents Page, click View Downloads to
see who has downloaded a file and when.

v Attachments

ACTION TITLE

Set sorting order

Del Lorem Ipsum.dg

CREATED BY LAST MODIFIED DATE

Define sortig order. 09:47

NAME ORDER NUMBER

Lorem Ipsum.docx [ 3

Confirm

Internal Document Folders

To create an Internal Document Folder for files that are not to be viewed by Suppliers
Bidding, click New from the Internal Document Folders related list. Give the folder and
name and click Save.

To add documents to the folder, from the Internal Documents Folder page, click Add
Files, select the documents, and click Done.

Sharing Internal Document Folders with the Awarded

Supplier
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Internal Document Folders can optionally be shared with the awarded supplier but not
to all Suppliers Bidding.

To share all documents in a folder with the awarded supplier, firstly, from the Contract
Award section of the Details tab, select the awarded supplier in the Supplier field and
click Save.

Internal Document Folder
’ Contract Document + Follow Back Edit Clone Delete Move Files

Folder Details & Files DocuSign

Folder Name Contract Document Contract Sample Procurement Project
No of Attachments 1

v SECTION BELOW MAKES THE FOLDER VISIBLE TO THE AWARDED SUPPLIER

visible to Awarded @ Portal Account ﬂ
Supplier?

23 Fites (1)

Contract Agreement Document
01-Apr-2022 - 34KB - pdf

View All

Description

To open the internal document folder, check the Visible to Awarded
Suppliers? Box

1 Click Save

The Portal Account field should display the Portal Account of the awarded

supplier. All portal contacts belonging to this Portal Account will be able to
2 access documents in this folder, provided that the Internal Document

Folders related list has been configured on the page layout for portal users.
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Note: Supplier record entered on the Details tab, must have a Portal Account. If you
manually select a Portal Account and it doesn’t match the Supplier entered in the Details
tab, you will be prompted with an error screen advising you of the issue.

Move Files Between Folders

Move Files allows the user to move files between Internal Document Folders and
Supplier Document Folders. These two sections may be under a different name in some
client systems, but the function works the same. Click on the Move Files button located
on the respective folder to get started.

Move Files

Select Files  Find Folder

Select the files you would like to move to a different folder. You can move files to one folder
at a time. Click "Find Folder” to search for a folder and relocate the selected files.

SELECTED FILE NAME
Lorem Ipsum.docx
Form A - Ref 01 (a).docx

Section 1 - Part A Details.docx

M

Select the files you want to move

1
Find Folder: allow you to search for the folder you would like to move the
files to. You can search by:
e Contract Ref
2

e Contract/Project Name

e Folder Name

The search results are displayed dynamically on the page as you type in the search
criteria. Select the desired folder and click on Confirm button located at the bottom of
the page.
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Move Files

Select Files Find Folder

You can search below for folders using any of the 3 search terms.

Cont Cont Contrac € Fold

ract ract/ er

Ref Proj Nam
ect e

Nam

Press confirm to move any selected files to your selected folder.

SELECTED CONTRACT FOLDER NAME
C419337 - Contract A Contract A Shared Folder 1
C419337 - Contract A Contract A Shared Folder 2

Processing DocuSign Envelopes

To make use of this feature you will need a DocuSign account with Envelopes in credit.
These can be obtained from Atamis as a registered DocuSign reseller at the
recommended retail price (RRP).

Atamis has an integration with DocuSign which allows users to send their Contract
Documents for signature. The relevant parties can sign the documents using the
DocuSign functionality. When the process is complete, the system saves a copy of the
signed document on the relevant Contract Document record. A DocuSign Envelope is a
bundle of documents sent together for eSignature.

Below is a summary of the features available:

e Specify more than one Signatory and the order in which the document must be
signed

e Record if recipients are part of signature process or if they should receive copies
e Track the Status of the document per signatory
e (Customize reminders if document is pending completion

e Record the Date/Time of completion per signatory

Setting up a DocuSign Envelope

Navigate to the desired record and create a Contract Document. Once the Contract
Document has been created, you will be presented with the screen below.
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When a Contract Document is created, a Buyer Signatory and a Supplier Signatory are
automatically created. You must enter a user for Buyer Signatory and one for Supplier
Signatory. You can do this by clicking on the relevant record.

Click on the pencil icon to edit the field.

BE uyer Signa‘t ory
Email

Text Anchaor

v Signatory
Signing Order
Signatory Action
Signed By

Completed Date/Time

Status

. John Smith »—E Contract Document Office Supplies

notifications+2@atamis.co.uk

Contracting_Authority_Signature '—Iﬂ
2 '—E Document Signatory Ds-00000789

Name

Recipient Must Sign._m Record Type Buyer Signatory

JohnSmith
10/03/2021 10:05
Completed

Description

Search for the name of the user that will be signing the document from the
buyer side and select it from the list.

Enter the text on which the buyer needs to sign. Ensure the text entered in
this field is on the pdf file that will be sent across and that there is enough
space around it on the page. This is to ensure the signature is visible within
the boundaries of the page.

The signing oOrder is set at the point of creation, but you can change this
as you see fit per signatory.

Signatory Actionis setatthe point of creation, but you can change this as
you see fit per signatory. This field also allows you to include parties that
are not required to sign the document, but they can receive copies of it at
the end of the process.

No action is required in these fields as these will be populated
automatically by the system.
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If you wish to add additional signatories, click on New and select Buyer or Supplier
Signatory. Complete the required fields and click Save.

? Create Signatories by clicking on the New button below. You can set the Signing Order or other criteria for each signatory.

Document Signatories (3) to R New

3 items - Updated a few seconds ago

Document Signatory Name ~ | Record Type ¢ | Signing Order v | Status ~ | Signatory Action ~ | Buyer Signatory % | Supplier Signatory
1 DS-00000788 Supplier Signatory 1 Pending Recipient Must Sign Matt Arkwright
2 DS-00000789 Buyer Signatory 2 Pending Recipient Must Sign John Smith
3 DS-00000790 Buyer Signatory 3 Pending Reciplent Recelves a Copy Gareth John

To add the document that will require signature, click on Add Files button in the riles
area and add the document.

? Add your documents requiring signature in the Files area below.

[ Files (1) Ly

Contract Agreement Document AMCFIES
Bl 01-Apr-2022 « 36KB » pdf

View All

Note: Ensure the Text Anchor specified per signatory is on the file and there is
sufficient space around it to ensure the signature is visible within the boundaries of the
page. We recommend allocating half a page for the signature area. Below is an example
of how the signature will be presented on the page based on the anchor provided.
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Please review the documents below.

START

Slgnature Sample

m MORE OFTIONS -

a a k858 & 0

DEMOMSTRATION DOCUMENT OHLY

DocuSign Envelope 10: 21E4AMGD-G068-4T0A-BEAD-BS256271 1806 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

889 Ird Ave
www.docusign. com

Seatthe - Washington 38104 - (206) 218-0200

Contracting_Authority_Signature

Sign

4

Full Name:
Joh Title/Role:
Date Signed:

Supplier_Signature

DocuSigned by:

[ ]

Yol diw Switle

GDOCTEE 185004 G1

Full Name:
Job Title/Role:
Date Signed:

John-Andraw Snith

Product Manager
01/05/2019

Section name Advanced - Set Reminders allows you to set custom reminders. Email
notifications will be sent based on the number of days you set for every field. Once a
document is sent for signature, the recipient has a certain number of days to sign it.
Please contact your Lead Consultant at Atamis to find out the set number of days for
your account. Email notifications will be sent based on this.




3 ATAMIS

It is not compulsory to set reminders, but if you require custom reminders, you must set
the number of days before you send the document for signature by completing the fields
below.

~ Advanced - Set Reminders

Days Before Sending Reminder Days Before Request Expires

Days Between Reminders Days to Remind Signers Before Expiration

Sending a DocuSign Envelope for eSignature

The Contract Document record needs to have a status of aApproved and have the buyer
and supplier signatories setup.

Set the Contract Document status field to approved and click Send for Signature —
DocusSign.

You will be presented with a confirmation page which contains the following
components:

Send for signature with Docusign

You are about to send the following document(s) for signature via DocuSign (only pdfs can be submitted):

DOCUMENT NAME

Contract Agreement Document I—Trl Preview

SIGNATORY EMAIL TEXT ANCHOR SIGNING ORDER SIGNATORY ACTION
Matt Arkwright notit @atamis.co.uk Supplier_Signature 1 Recipient Must Sign

John Smith notit @atamis.co.uk Contracting_Authority_Signature 2 Recipient Must Sign
Gareth John noti @atamis.co.uk 3 Recipient Receives a Copy

Please confirm an email subject and message to accompany your document(s):

Document Signature request

Dear Sir or Madam,
Atamis includes the ability to request document signature through integration to DocuSign
Please follow the instructions within DocuSign to process document signature, or contact the individual that requested your signature with

any concerns. Once the document has been signed by the last party within the signature chain, you will be sent the signed document. A
copy will also be stored within the system

Confirm Details and Send

Cenfirm »—E

Back
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m

The name of the document you have uploaded. You can preview the

1 document from this page prior to sending it for signature.
A list of the parties which will need to either sign the document or if they
2 need to receive a copy.
If configured, the system will prepopulate the Subject and Message of the
3 email that will be sent to the assigned parties. You can edit this text as you
see fit.
Once you click on Confirm, you will receive a confirmation message and the
4 document has now been sent.

All Atamis DocuSign Envelopes have at least one buyer signatory and one supplier
signatory and are routed by DocuSign email for signing. Once they have signed, the
Envelope is automatically routed by DocuSign email to the next signatory based on the
defined Signing Order. Once signed by all parties, the signed PDF is automatically
attached to the Contract Document record.

You can track the signature status for every signatory on the page of the Contract
Document. The Status on the Document Signatories will update automatically as the
specified parties complete their signatories.

Once the document has been fully signed, the signed version will be saved in the Files
area and the Status will be updated to Completed.

Resending and Voiding DocuSign Envelopes

'g Contract Document
Contract Documents Back to Contract Edit Clone Delete | w
( Start timer

Send for Review

Document/Envelope Details Send For Signature - DocuSign
Sharing

Contract Document Name Contract Document Fol

Contract Documents Contract Document;| Yoid 1 DocuSign

Document Type Contract Resend DocuSign

Contract

If you need to resend an Envelope for signature, from the Contract Document page click
Resend DocusSign. If signatories had previously signed, they will be prompted to sign
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again and the new date/time will be saved on the document. However, it is not possible
to resend an envelope for signature after it has been signed by all parties.

To cancel or void a DocuSign Envelope, click Void on DocuSign. Signatories will receive
an email from DocuSign stating that the signing has been cancelled and DocuSign will
prevent users from updating or signing documents in the Envelope. The Envelope and
its Documents are retained in Atamis. Note that it is not possible to void an Envelope
after it has been signed by all parties.

Publishing or Advertising Opportunities (Publishing
Tab)

Atamis TM support three options for publicising tender opportunities:

e Atamis Tender Opportunities Site

e Contracts Finder (CCS)

e OJEU (or FTS when activated)
Atamis Tender Opportunities Site

An example of a public-facing Tender Opportunities Site is shown below. All pages
visible to suppliers meet accessibility criteria and are responsive to mobile and tablet
devices.

atamis ¥ ]
Supplier Portal

Search... o ﬂ Sort by: Alphabetical v Filter: Organisations

v SelectAll x ClearAll

Air Quality Service and Calibration Turnkey (c25245)
Air Quality Service and Calibration Turnkey...
Category: Financial | Estimated value: £103,500 | Valid from: 30/11/2010 | Valid until: 26/12/2016

Annual maintenance (Esri) (c25183)
Annual maintenance (Esri)...
Category: Financial Estimated value: £223,950 | Valid from: 30/03/2012 | Valid until: 30/03/2016

Building Services - West Road (c25208)
West Road site development - construction of leisure centre complex, library, recreation area and parking facilities...
Category: Works > Buildings > Repair & Maintenance | Estimated value: £2,000,000 | Valid from: 01/06/2014 | Valid untik: 31/05/2018

Climatic control (c25173)
CLIMATIC ENGINEERING LIMITED Contract...
Category: ICT Estimated value: £750,000 | Valid from: 31/05/2014 | Valid until: 31/12/2018

Each Atamis client has its own Site. To request a branded Tender Opportunities Site
please contact Atamis Support.

To publish a Project to your Tender Opportunities Site, locate (or create) a Task with
Action Type Publish Opportunity and click Do Now.
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L)
Publish Procurement Project

To view a snapshot of your project when it is published, click here: Preview E

To confirm the publication of the project, click here: Publish Opportunity |®&={ 3 l

Cancel

M

If any Warning conditions apply these will be displayed. Projects must have
1 atleasta contract Name and a Description to be published.

Click Preview to preview the Notice on the Tender Opportunities Site

Click Publish Opportunity to make the opportunity publicly visible. The
opportunity will be displayed for easy access on the Atamis Supplier Portal
3 Opportunities page.

You can also associate the opportunities with Counties in the UK and display these on an
Interactive Map.

Navigate to field Counties and select the applicable counties from the list provided.

Counties Awailable Chosen
East Riding of Yorkshire .
> Edinburgh

Eilean Siar

East Sussex
Essex

Enfield
Falkirk
Fermanagh
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These opportunities will be displayed on a Map from which the suppliers can click on
and select opportunities they want to participate to. Below is a screenshot of what that
may look like.

Iskes of Scilly

L
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Tip: In order for Suppliers to be able to register interest in an opportunity, your Project
will need to have a Task with an eSourcing Milestone of Registration Starts.
Suppliers won’t be able to register interest until after this date.

Contracts Finder Notices

Contracts Finder Notices are not included in Templates, but when you create a Contracts Finder
Notice record, the details are automatically copied from the Project.

Setting up a Contracts Finder Notice

To create a Contracts Finder Notice, either:

e Locate (or create) a Task of type Contracts Finder and click Do Now, or
e From the Publishing tab of the Project, locate the Contracts Finder related list
and click New
e Select the type of Notice you wish to publish and click Continue. The system
populates the Notice for you by copying data from fields on the Project page.
Complete the remaining relevant fields in the Contracts Finder Details including the
Contact, Key Dates and Procedure sections.
Upload files that are to be accessible via links from the Contracts Finder site from the
Files or Notes and Attachments related list. You will need to follow these steps to make
your file available via a Public Link:

Bkl H Charir
Public Link Shari g

Anyone with this link can view and download the fie on the intermet

m

Click on your file to show the preview
1
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2 Click Public Link

Click Creqte Linkm then click Creqte to confir;<

You do not need to copy the linkm just close the previez pgne<

To add a CPV code, from the CPV Code related list, click New from the drop-down menu.
Start typing into the CPV description to reveal matching CPV codes, select one and click
Save, or Save & New to add more.

If your notice is an Award Notice, click Select Awarded Suppliers to select one or more
Suppliers Bidding, then click Next and Confirm.

Contracts Finder Notices of type Contract Award can be created directly on the Awarded
Contract Record.

e Ifawarding from a Procurement Project, you must have a Supplier Bidding
record with the relevant fields populated.

e Ifawarding from a Contract Record, you must have a linked Supplier record with
the relevant fields populated.

Validating and Submitting a Contracts Finder Notice

Click Submit CF Notice to validate the Contracts Finder Notice has been completed fully
and conduct a final review before confirming.

To withdraw a Notice, click Withdraw CF Notice, enter a justification and click
Withdraw.

Tip: to create a second Contracts Finder Notice of a different type, select the first
Contracts Finder Notice and click Clone, then select the Record Type for the new
Contracts Finder Notice. All the common fields will be replicated to save you re-typing
them.

OJEU/FTS Notices

Atamis is approved to use the UK’s Find a Tender service and has transitioned to this service
as of 1st of January 2021.

The interface on Atamis has not changed and the users of Atamis TM can publish notices as they
are currently doing. However, additional fields have been added to the page layouts referring to
the FTS publishing as highlighted in the image below.
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Contract London

OJEU Unique Ref 2020-999596

Status Submitted

FTS Status Submitted

Submission ID @ 20201214-005982
Published Identifier )

OJEU Notice Link Not yet published

FTS Submission ID 20201214-000002

FTS Published Identifier 2020/S 000-012634
FTS Notice Link Published - click to view
FTS Notice Link (Test) Published - click to view

There is a requirement that procurements commenced on OJEU prior to the end of the transition
period must be concluded on OJEU. To accommodate a dual publishing service, Atamis renamed
some fields or amended confirmation messages to not cause any confusion for the users.

We made a checkbox field on the contract object called Pre Brexit Procurement. Any procurements
that have begun before 1st January can be flagged so that they will be dual published after the
transition period ends.

Once the 1st January passes, notices will still be sent to OJEU for notices marked as "Pre Brexit
Procurement”.

Publishing to both endpoints simultaneously would appear like this to a user:

Confirm OJEU form submission

Use "Validate" to check the notice for errors before submitting. If the notice complies with the validation it can then be submitted.
Note that the validation will only check the forms for compliance with the basic form requirements. After a successful submission
OJEU can still reject a notice if it does not meet certain data quality standards.

Validate Submit Notice Back

v/ Success

* Your FTS Notice has been successfully submitted. You will receive an email notification when your Notice passes quality control. Thank you

* Your OJEU Notice has been successfully submitted. You will receive an email notification when your Notice es quality control. Thank you

Once notices are published and accepted the image below is the basic view that we would have
after a user submitted a notice that was subject to dual publishing.
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OJEU Notice Details CPV Codes Corrigendum Notices Other

v Information

Record Type Contract Notice Contract London
OJEU Unigue Ref 2020-999596
Directive 2014/24/EU ' Status Submitted

FTS Status Submitted

20201214-005982

Not yet published

20201214-000002

2020/5000-012634

Published - click to view

Published - click to view

FTS will use the same process as described below for OJEU.

Atamis currently supports all variants of the following types of Notice: PINs, Contract Notices,
Contract Award Notices, VEATs and Corrigendum Notices.

Atamis will auto-populate Notices from three sources:

e Fields entered on the OJEU Notice of the Template that the Project was created from
e The Project details, including Suppliers Bidding and Requirement Sections
e The buying organisation of the user creating the Notice - for OJEU Address fields

Setting up an OJEU/FTS Notice

To create an OJEU/FTS Notice, locate (or create) a task of type OJEU/FTS Notice and click Do
Now. The OJEU/FTS Notice should contain pre-populated fields that were copied from the
Template when the Project was initially created.

Alternatively, from the Publishing tab, click New from the OJEU/FTS Notices related list,
select the appropriate record type and click Save.

Click on the OJEU/FTS Notice Ref to open the draft Notice and click Auto-fill Contract
Details. This pulls in data held on the Project including descriptions and key dates. If the
system is used by multiple authorities/locations it will also populate the OJEU/FTS Address
fields based on the Buying Organisation selected on the current user’s User record.

Where available, click Auto-fill Awarded Suppliers and Auto-fill Lots to copy awarded
Suppliers Bidding and Requirement Section details from the Project respectively.

Depending on the type of Notice, use the other tabs available to review and modify CPV Codes,
Lots, Award Criteria and Awarded Suppliers.

Tip: to create a second OJEU/FTS Notice of a different type, select the first OJEU/FTS Notice and
click Clone, then select the Record Type for the new OJEU/FTS Notice. All the common fields
will be replicated to save you re-typing them.

Validating and Submitting an OJEU Notice
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To check you Notice click Validate and Submit... then click Validate. Incomplete or
invalid fields will be listed along with Warning message. Correct the warnings and re-
validate.

Tip: If you have several invalid fields to correct, right-click on your browser tab and
select Duplicate. Keep the validation errors on one tab and navigate back to the Notice in
the other. Copy the first error field and use Ctrl+F on the other tab to locate it quickly.
Repeat for the other fields.

When you have resolved the Warnings, click Submit to submit your notice. OJEU/FTS
Notices require 2-3 days to be approved. FTS Notices will be validated and approved in
real-time.

Once approved, the link to the Published Notices will be displayed in the field OJEU/FTS
Notice Link.

Managing Suppliers Bidding (Suppliers Tab)

Where Projects are published and suppliers register interest, the Supplier Bidding
records will be added automatically. This section is primarily concerned with adding
and inviting suppliers in non-advertised procedures.

Setting up suppliers to bid on an opportunity involves a two-step process:

1 Add the Supplier to Suppliers Bidding (using Suggest Suppliers and/or Add

Suppliers)
2 Invite the Supplier to give them access to selected approved Requirement
Sections
Suggest Suppliers

To get the system to suggest suitable suppliers to add, first ensure that the Category
field on the Project page is populated. The system will search for supplier records in
your system with this as their Default Category. Then locate (or create) a Task of type
Suggest Suppliers and click Do Now.

Suggested suppliers to bid on this project

The following suppliers match the category for this project. Please select suppliers to include on the project. {Suppliers will not be invited or emailed at this stage.)

If you'd like the system fo allocate randem suppliers for you, please choose a number of suppliers fo pick then click Select.

37| [select

Add Supplier to Bid? Supplier Name SME? Local? Total Spend Number of Contracts Dependency Risk (%)
CRAWFORD, A J No Yes 0 5
[ Advanced Business Soluions No Yes 0 0
L4 Logotech Systems No Yes o 0
A J Systems No Yes ] 0
4 Dart Systems Ltd Yes Yes o 0
Done  Cancel
N
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1 These columns display data retrieved from the Supplier page using the
Atamis SA module.

2 Select one or more suppliers, or to let the system pick a number of suppliers
at random for you, select the number and click Select.

3 Click Done to add the suppliers to your Suppliers Bidding list (they will not
be invited or notified at this stage).

4 The Portal Account details will be automatically set for those suppliers that
have been linked to a Portal Account. For any that do not, you will need to link
the Supplier Bidding Record to a Portal Account as described in the next
section.

Add Suppliers Manually

If you know a supplier you would like to bid for your contract you can add them
manually. If you want the supplier to respond through the Supplier Portal, you will need
to link their Supplier Bidding record to their Portal Account. If they don’t have a Portal
Account, either ask them register or you can set them set up as shown below.

To add a supplier manually, from the Suppliers tab, click Add Suppliers. You can search
for suppliers using their Portal Account Name, Company Reg Number or DUNS Number.

Create a Supplier Bidding

If the supplier already has a Portal Account, select it here. Search using the available terms. Otherwise just click Continue to set a new one up.

Account Name  print Company Reg Number DUNS Number
Search E
Continue Cancel
ACCOUNT NAME ACTIVE PORTAL CONTACTS COMPANY REG NBR DUNS NUMBER

[ADMIN TEST] Print-EXP Limited 3 06433608 210151718

=

M

If the supplier has a Portal Account, you can search for the account using
the fields available and link it to the record at this stage. Enter your search
1 text and click Search.
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On the next page, you can select the Primary Contact for this Procurement Project. The
rest of the contacts associated with the Account will still have access to the Procurement

Select the Supplier from the list by clicking the checkbox. The list will also
give you the number of Active contacts with this Supplier on the Atamis

Supplier Portal. Click Continue to proceed.

If you cannot find the supplier you are looking for, you can create one by
clicking Continue. The next page will request the supplier’s name and their

contact detai

Is.

Project, but dialogues will be addressed to the Primary Contact.

a) Portal Accounts require Primary Supplier Contacts. These are the contacts
that will be able to log in on to the Supplier Portal. After you have chosen the
Portal Account you will be requested to select which one of the contacts
associated with the account should be the Primary Supplier Contact. Click
Done after you have selected the contact, followed by Finish on the next

b)

Select a Contact

John Smith (

testl@atamis.co.uk)

Procurement AJ Systems (_ @atamis.co.uk)
Ana Rolling ( @atamis.co.uk)
Donna Andrew (i " @atamis.co.uk)
E}_' MNew Contact
Done Cancel

Please select the Primary Contact for this Portal Account or create a new one

IS ACTIVE ON PORTAL?

page.

If the Portal Account has no contacts associated, you can create one by

clicking New Contact
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New Supplier Contact

Please enter the Primary Contact details:

Contact First Name Aurora
Contact Last Name Stan
Contact Email Address aurorastan@printing.co.uk

Activate User on Portal and send welcome email?

[ Done Cancel

c) Complete the requested fields and click on Done, followed by Finish on the
next page. If you wish to activate the user at this stage, check the box for
Activate User on Portal and send welcome email?; if not, the user will be
activated when you invite all suppliers to bid.

Confirmation

The Portal details have been set up. Note that this supplier will not be able to access the Portal until you enable them on the Portal Contact page.

You can use the link below to add additional suppliers using ‘Add More’, alternatively you can navigate back to the project page using 'Finish'.
Add More Finish

Would you like to invite the new supplier(s) to allow them to start responding to your Requirements?
Yes Mo

ol

d) In ascenario where the user has already invited suppliers to the project, but
requires another supplier to be added, then system will provide the user with
the option to invite it at this stage, rather than running the project Invitation
task again. Clicking Yes, will take the user to the invitation page, where they
will have to complete the steps (see Invite Suppliers for details). Clicking No,
will take the user back to the project.

The supplier you have added will not be able to view any details or respond until you
Invite them to participate to the Project.

Tip: If Supplier has already an account set up, their information will automatically
populate the supplier’s contact details so you do not have to re-enter their information.




3 ATAMIS

Supplier Bidding Page

Each Supplier Bidding on the project will have a Supplier Bidding page which will
contain information such as, contact details, submission details and dialogues.

Sopples Bidckg Back To Project Edit Delete New Supplier Dialogue Supplier Response Documents Successiul Bidder Letter | w
Sample Supplier ¥ i i D New Suppl ialogu upplier Resp umer uCcessiul Bi Lt
Invited? Accopted? Doclinad? Submitted? Elimination Recommended? Contract Award Recommendoed™
) ﬂ
Details & Dialogues Evaluation Maderation Other
Supplisr Name Sample Supplier Project Sample Project: Open for Responses
Supplier Acgount Sample Supplier Existing Supplier Record @ Sample Supplier
Primary Suppdier Contact John Doe Comments
Ermnail notificaticns@atamis.co.uk Late Submission?
Phang Main Contact
v Dialogues
SUBJECT NEW MESSAGE? READ BY SUPPLIER? ORIGINAL SENDER LAST MESSAGE SENT
view Demo ! unread Health Family Admin 19 Mar
View Motice of Opportunity ! Unread Heaith Family Admin 16 Dec
View  Answers to clarfication questions I Unread Health Family Admin 16 Dec

Description

1 The banner provides a quick-reference status of the Supplier Bidding on
the Project

9 The Evaluation and Moderation tabs provide access to evaluation and
moderation scoring

Dialogues (messages) with the Supplier Bidding can be viewed here. To
3 send a message, click New Supplier Dialogue. See Message Centre for more
details.

The Late Submission box can be used to permit a Supplier Bidding to
4 submit their tender after the deadline provided that evaluation has not
started

Buttons for downloading a supplier’s submitted documents and for
generating success/reject letters can be accessed here
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Invite Suppliers

Before you invite suppliers:

a) One or more suppliers must have been added to the Suppliers Bidding list as

described above

b) One or more Requirement Sections must have been Approved
c) Ifyou’re using a Procedure with a Secure Tender Box, the required number of

Lock Keys must have been entered

Tip: Only authorised users can enter Lock Keys: to grant access your System
Administrator will need to assign a Permission Set called Atamis eSourcing Fields - Lock

Keys to the relevant users.

To invite selected suppliers to tender and notify them by email, from the eSourcing
Console or the Tasks tab, locate (or create) a Task of type Invitation and click Do Now.

Invite Suppliers to bid on project

This action will enable each Supplier to view and respond to Requirements. To receive an email notification, the supplier's Email field must be set by ensuring

they have a valid Portal Account and Primary Contact set up.

Supplier Name
Sample Supplier: Woolridge
Sample Supplier: Climatic Engineering

e K1
Next| Cancel |

Name Email
Sian Davies support@atamis.co.uk

Brian Evans supporti@atamis.co.uk

Requirement Sections
Suppliers will be able to respond to the following sections:

Requirement Section Number of Requirements

Sample Section: Cost 1

Section Weighting (%)
50.00%

Procurement Stage Description

Tender/RFx

Email To Suppliers Bidding On
Project

the email

bject and body, or just hit next to generate a blank message.

You can 3 |email temy to pre po
A’ail Template Name

i Motify Supplier of Opportunity
Motify Supplier of Award
Notify Supplier of Clarification Answers
Motify Supplier of Elimination
MNext Cancel

Description
Motify supplier of opportunity

Motify supplier(s) of contract award from the procurement exercise
Notify suppliers of a response to clarification questions

Notify suppliers of their elimination from the procurement exercise
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Message Suppliers

You can amend the text of a selected template, or add you own custom message below:

> Click Here To View Message Recipients

Subject:
Wew Docs Available for C2579 #
Main Email Body:

Please find attached additional documents referring to the tender requests.

Not: you do not need to included salutations in your emai, These will be added automatically.
Select any documents to attach from the list below. Only files saved in Shared or Internal Document Folders can be attached:

ou are not able to select any individual files over 12mb. Files bigger than this are still visible to suppliers through the shared document folders via the portal.

SELECT DOCUMENT NAME FOLDER NAME PUBLIC/PRIVATE FILE S1ZE
Clarification Questions from Cube Specialists Private Clarification Questions Private 0.03mb
Contract Agreement Document Contract Documents Shared With Awarded Supplier 0.03mb

Tender Supporting Documentation.pdf Supporting Documents Folder Public 0.03mb

U =

Send To Selected Suppliers

Save Message

Description

Select the suppliers you would like to invite and click Next.

1
Note that it is only possible to invite Suppliers Bidding that have a Primary
Contact with an email address.

9 Confirm the Requirement Sections that will be visible to suppliers and click

Next, and click Next again to confirm the suppliers.

Select an Email Template containing an appropriate message to use and
3 click Next. Note email actions can be saved on Templates in which case you
will not be prompted to complete this step.

Make changes as required to the Subject and Main Email Body. Note that
4 salutations are automatically added to the body of the email generated by
the system.

Optionally, select one or more files to attach to your message.
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Note that the system indicates the folder that each available document is
currently located in and also whether it is Private (Internal Document
Folder), Public (Supplier Document Folders) or if the file has been Shared

6 with Awarded Supplier. Only the files you select will be attached to the
message. Files in Supplier Document Folders will remain accessible by
suppliers from the portal even if you don’t attach them.

Click Send to Selected Suppliers to send the message with any selected

7 attachments or click Save to save a draft that you can return to later.

Depending on the configuration used in your system, the email received by suppliers
will either contain the email body and attachments (default config for Private Sector
clients) or will contain just a notification message with a link to the Portal Message
Centre where supplier users can read the message and download attachments (default
config for Public Sector clients).

Effect of Invitation Task

When the Invitation Task is completed, the invited Suppliers Bidding will be able to
respond to the Approved Requirements once the Response Window has opened.

The system keeps a record of the Invitation Email Action, including who it was sent to.
This can be accessed from the Dialogues on the Supplier Bidding Page. This section also
advises if the supplier has read or not the email invitation.

Note: Any type of communication the user has with the bidder creates a dialogue which
can be accessed via Dialogues located on the Supplier Biddings Page - this includes the
Invitation to bid.

Withdrawing an Invitation

The system checks a box on the Supplier Bidding record to indicate that they have been
invited. Unchecking it would instantly withdraw the supplier’s access to the
opportunity. However, this checkbox will be read-only for most users. If the field is
read-only and you wanted to withdraw the supplier’s access to the opportunity, delete
the Portal Account field from the Supplier Bidding record. Neither of these methods of
withdrawing access deletes any data, and the action can always be reversed.

Schedule Automatic Email Reminders to go to Suppliers

To notify suppliers by automated email of an approaching deadline (or to generate any
other auto-email) you can use Tasks with an eSourcing Milestone of supplier Email
Reminder. Emails are sent automatically on the Due Date of the Task to all Suppliers
Bidding on the Project that have not been Eliminated and have not Declined.
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To set up an automated reminder, from the Task tab click New and set these fields:

eSourcing Milestone Supplier Email Reminder v
Time of Day 14:00 v
Email Template Remind Supplier of Approaching De..>
Name

Tip: the e-mail templates related to this task can be modified. Please contact Atamis
Support to set this up.

Email Suppliers

To send an ad hoc or general email to Suppliers Bidding (for example to notify suppliers
of a change to the deadline, or to email answers to multiple clarification Questions), use
on of the following methods:

e From the eSourcing Console, click Message Suppliers from the Messages
menu

e From the eSourcing Console, click Message Centre from the Messages menu
and click New

e Locate (or create) a Task of type Email and click Do Now
Please refer to instructions 4 to 7 for Invite Suppliers.

Email Templates

Email Templates can be maintained by trained System Admin users. From the Setup area
search for Email Templates and refer to the standard Salesforce Help Pages.



https://help.salesforce.com/articleView?id=admin_emailtemplates.htm&type=5
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Supplier Portal

This section gives an overview of how the Supplier Portal appears to suppliers. Each
buying organisation’s Supplier Portal can be branded and is not shared with any other
buying organisation (unless by prior arrangement).

Portal Pages

A simplified schema of pages available within the Atamis Supplier Portal is shown
below:

Public Area

Link from Buying
Org’s website

Landing Page

Tende
Registration op :rr;unirﬁes Published
Page P site Contracts Site

Secure Area

My Proposals
and Quotes

Complete
KPIs

Company
Details

pag

Hyperlinks from any of the pages in the Public Area can be inserted into pages of the
buying organisation’s website. Hyperlinks to pages in the Secure Area can also be
used, but suppliers will be directed to the Login page first.
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Not all pages need to be used, but for eSourcing, the following pages are required as a

minimum:

e Login Page
e Home Page

e My Proposals and Quotes
The My Proposal and Quotes area comprises a number of pages from where suppliers
respond to your requirements, view documentation, raise clarification questions and

submit their response.

My Proposals and Quotes

Show:
All v
RefiTitle Issued by Status Closing Date  Time Remaining
706 - worth Site renovation Facilities Open 1311272017 > 1 month
12:00
C0709 - Scaffolding Facilities Response deadline not 06/07/2017 Closed
enforced 12:00
CO736 - Abraaj Test Project Closed 27102017 Closed
12:00
740 - Explor Analysi It Information & Communication Closed 25/09/2017 Closed
Demo Technology 12:00
CO0754 - Bread and bakery products Economy Services Response deadline not 31/10/2017 < 1 hour
enforced 14:00
COTGT - Reprographics Response deadline not 021172017 < 2 days
enforced 12:00
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Suppliers click on an Opportunity to view Requirement Sections:

Iy Proposals and Quotes » C0054 - Health Services

C0054 - Health Services

Health Services is a project funded by EU and is also contained within the School's Workforce, innovation and
improvement theme. It is a collaborative research programme with Swansea and Cardiff Universities.

Deadline for clarification

questions:

Closing Date/Time (2] 17/01/2019 17:00

Current Date/Time (7] 17/01/2019 14:58 Refresh

T — cssages [l submic [l vecne SF

2 6 | !

Requirements Sections Number of Required Questions Completion Status Submitted?

Section 1 163 Submitted
Section 2 167 5 00 Submitted

[}
Stage 2 - Section 1 136 [ 50% | Not yet submitted
Stage 2 - Section 2 159 Not yet submitted

Description

If the supplier stays on this page for more than 30 seconds, this red link
appears on the page to alert them to recheck the current system date/time.

All files loaded in Supplier Document Folders are accessible from this link
and appear as shown:

The communication between the organisation and supplier must take place
via messenger function. Suppliers can access all communications on
Messages page. Detailed guidance on how to use this feature is provided on
the Supplier User Guide.

Each Requirement Section is associated with a project stage. As the project
progresses the Requirement Sections will be visible here for suppliers that
haven’t been eliminated or declined. See Specialist Procurement
Procedures for Multi-Stage Procurements.
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a) For each Requirement Section, the suppliers can use the Work
Offline function. The system will provide a spreadsheet in
which the suppliers will be able to input their response and
upload them on to the portal.

The completion status for each Requirement Section is calculated by the
system from all of the Required Responses in the Section. If a supplier has
entered a Response but not marked it as Complete, the system treats that
Response as 50% complete; if they checked the Complete box, it treats is as
100% complete.

Each Response page will have a different appearance depending on the
Response Field Type. Two examples are shown below for Attachment...

When a Supplier clicks Submit the system will check they have completed
all the Required (including Pass/Fail) Requirements, then mark all
Responses as Complete and display a submission confirmation message to
the supplier. Upon confirmation of submission by supplier, a submission
notification will be sent to the supplier and the Project Owner. Submission
notifications are not being sent to the Project Owner if the Projectis a
closed tender, but they can be accessed when the evaluation starts.

When a Supplier confirms the submission, the status of each Requirement
Section will update accordingly. As the project progresses into other stages,
the submission status for each Section and Stage will update accordingly.

If a Supplier decides to decline the invitation, they can do so by clicking on
Decline. They will be given the option to write a message for their reason of
declining as show in the image below.
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My Proposals and Quotes » CO767 - Reprographics » Product/Service Details » 2

. Propsal
<

2 Please attach your Proposal documentation here, check the 'Complete’ box and Save when finished.

Action Type Title Description

Edit » View » Delete Attachment 1_ Background Information test

Required / Optional Required
Response Status -

Completed ? @

mm

My Proposals and Quotes » C0054 - Health Services » Stage 2 - Section 1

Stage 2 - Section 1 Section
Completion Status (7] :

If you prefer, you can also Work Offlinee—— a

Back to Summary
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and Rich Text Area:

. Sample Quality Heading .
< >

Q3 Sample requirement: Enter description using rich text area

>

Response

B I VUGS e@UE

The following diagram describes the solution:

* PartA
¢ ParisB&C

Altitude, precipitation, geology, slope and water flow accumulation for the basis for the analysis. Lorem ipsum dolor sit amet, consectetur
adipiscing elit, sed do eiusmod tempor incididunt ut labore et doloere magna aliqua. Neque aliqguam vestibulum morbi blandit cursus risus at
ultrices. Elit eget gravida cum sociis natoque penatibus. Sit amet cursus sit amet dictum sit amet justo. Rhoncus mattis rhoncus urna neque
viverra. Sit amet venenatis urna cursus eget nunc scelerisque viverra mauris. Elementum tempus egestas sed sed. Malesuada bibendum arcu

vitae elementum. Nisl nunc mi ipsum faucibus vitae aliquet nec ullamcorper. Nunc sed blandit libero volutpat sed cras. Sollicitudin ac orci
phasellus egestas tellus rutrum.

ﬂ Exploratory data analysis

falsvelents Assessing spatial patterns
distribution Lk B
Secondary
covariates

Required / Optional Required

Altitude, precipitation, geology, slope and water
flow accumulation

Assessing variable

diseribitinn

Response Status | o

Completed ?

Note: If a Supplier Bidding completes some or all of their Responses but omits to click

submit, the Responses they entered will still become visible to internal users at the
appropriate time.

Decline Interest In
Opportunity

If you do not intend to continue participating in this procurement exercise, please provide a reason for declining below and click
Confirm to inform the buying organisation of your decision.

Hello,

Thank you for the invitation to participate in |this
opportunity. Due to prior commitments we are
unable to take part on this occasion.

Confirm | Cancel
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Message Centre

Both Buyer and Supplier users can manage their correspondence using a Message
Centre. Suppliers access the Message Centre from their Home Page.

To access the Message Centre for a Project, from the New Messages menu of the
eSourcing Console, click Message Centre.

Messages For C0033 - Sample Project: Under Evaluation

Inbox New Message Back Filters = All v Apply Mark Selected As Read Mark Selected As Unread

1

Outbox READ BY SUPPLIER?

Drafts Atamis Notification of opportunity 17 Dec v/ Read

Sample Supplier Notification of opportunity 17 Dec ! unread

The Message Centre operates like most email systems, with an Inbox, Outbox and Drafts
folder.

Procurement Team Members with the property answer Clarification Questions will
receive an email when a supplier creates or replies to a dialogue. A link on this email
will take the user to the Dialogue page.

Click on a message to view the dialogue and optionally click Reply or Reply to All. Note
that if you are using Reply to All from a clarification question that a supplier has asked,
you will be able to anonymise the question and sender before sending your reply.

The system keeps a record of when each Message in a Dialogue has been read.

Dialogues with individual suppliers can also be accessed from the Supplier Bidding page
on the Suppliers tab.

Opening Responses

To start viewing Responses after the submission deadline, locate (or create) a
Task of type Start Evaluation and click Do Now.

Select one Requirement Section if you are evaluating sections sequentially, or
alternatively select all Requirement Sections.

On the next step, select which Suppliers you wish to evaluate. The options
available on this page are determined by the Procurement Procedure the
Project is following. The Procurement Procedure uses a field called Treatment
of Partial Submissions. There are three options:

e Allow user to select suppliers with both partial and complete submissions



3 ATAMIS

e Exclude partially complete submissions but allow user to select suppliers
with complete submissions

e Exclude partially complete submissions and enforce evaluation of complete
submissions
Completing this action will generate an email to all Evaluators with a link to the

relevant evaluation page. See Evaluating Responses for more details on
evaluation scoring.

To view Responses:

1 Selecta Supplier Bidding from the Suppliers tab
2 Select the Responses or Moderation tab and select a Section
3 Either select a Response and page through using Prev/Next buttons

4 Or click Response PDF from the Response Section page to view all responses in one
file

Conditions for Viewing Responses

If the Project uses a Procedure that does NOT enforce the Response Window then users
will be able to view supplier Responses prior to the Response Window Closes Date.

Otherwise Responses cannot be viewed until a user clicks Do Now on a Task of type
Start Evaluation. It will not be possible to complete this task if either:

a) The Response Window Closes Date/Time has not yet passed, or
b) It's a Secure Tender (Procedure has the property Tender Box Opening Procedure =
Secure Tender Box) and one or more Unlock Key does not match the

corresponding Lock Key.
¥ Tender Box Settings
Tender Box Opening Secure Tender Box Nbr Members Required to 2
Procedure ‘Open Tender Box
Lock Key 1 =ewsweswwan Unlock Key 1 sswsserwwan 1
LockKey2 —seess Unlock Key 2 / 7
Lock Key 3 Unlock Key 3

M

To unlock a tender box, locate the Tender Box Settings section on the
1 Project page. Double-click on the ./ Pencil icon next to the relevant uniock
Key field and enter the same value as was used in the Lock key field.
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All Key field entries are audited by the system.

Extending the Submission Deadline

To grant all Suppliers Bidding more time to complete their Responses, locate the Task
with the eSourcing Milestone of Responses Close:

Response Window Closes (Submission

Deadline)}

Edit | Cls 291122017 ‘ Responses Close

Edit the Task and change the Due Date and/or the Time of Day fields and click Save.

Late Submissions

In exceptional circumstances authorised users can grant individual Suppliers Bidding
more time to submit their Response. This is only possible before the Start Evaluation
Task is done.

To grant a Supplier Bidding more time, open the Supplier Bidding record, locate and
check the box Late Submission? and click Save. To withdraw their late access, uncheck
the box.

Changes to the Late Submission? field are recorded in the audit trail.

Evaluating Responses

To start evaluating Responses, click Do Now on a Start Evaluation Task as described in
the Opening Responses section. This Task will also generate email alerts to all Section
Evaluators for the Project that should have already been set up. A link on the email will
direct the Evaluator to the appropriate Section Evaluation page.

Instructions for Evaluators

If you received an email informing you to start evaluation, follow the link to access the
Section Evaluation page. Alternatively, from the Home Page locate the relevant row in My
Evaluations and click on the link (e.g. SE-20098) to open the Section Evaluation page.
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Section Evaluation Page

I Section Evaluation i P i gre— — =
/% Evaluation of '1. Standard Questionnaire' by And + Follow, | Egont ReCHMIneScoikg: | Finishad Startg
Preject Campletion Status 9% Finished Sooring?
C1134 Sample Project: Under Evaluation 2B%
Suppliers To Evaluate Status
Supplier Evaluations (3) &
3 itemns - Updated a few seconds ago
Supplier Section Evaluatio... ~  Supplier w  Pass or Fail? “ Proportion of Scoring Co... » Supplier Section Evaluati...
1 SSE-02978 fhcare Services .33 v
£ 1 i 33.33% 23T%
2 SSE-02979 MONT MEDICAL PRACTICE | PENDING | 33.33% 227% v
3 SSE-02980 HAYTOR HEALTH LIMITED | PenoinG | 16.67% 227% v

Description
1 Accesss supplier responses from this list to enter your evaluation scores
2 As you work through your evaluation, your Completion Status will increase
3 When you're done, click Finished Scoring

Note: Some responses may require you to select Pass or Fail rather than enter a score.
Each supplier’s overall Pass/Fail status is shown on this page. If you mark just one
response as a Fail, it will display as a Fail on this page, indicating you may not need to
complete any further evaluation.
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Tip: When scoring responses there are three main types of page that, as an Evaluator,
you’ll need to become familiar with:

Section
Evaluation

Supplier
Evaluations

Evaluation
Scores

Provides a list of all the Suppliers you
need to evaluate for a Section

For each Supplier, provides a list of all
the Responses you need to score

The page where you enter the Score
for each Response

Supplier Evaluation Page

The Supplier Evaluation page lists all of the Responses an Evaluator needs to score for

the selected

Pl Suppiler Section Evaluation

25 Evaluation of 'Healthcare Services' response to '1. Standard Questionnaire'

+ Foliow Response PDF Back

Evaluator Project Proportion of Scoring Completed (%] Pass or Fail? ction Evaluation Link
Andrew Allen C1134 Sample Project: Unde fon 33.33% SE-1387
Scoring Status
Evaluation Scores (7) B
7 items « Sorted by Requirement Ref - Updated a few seconds aga
Evaluation ... “ Requirem.. T Requirement “ Evaluation .. (.. w el... v Resp Fi.. v Type » Evaluation S.. » Pass/Failig.
1 Es-13122 ARl The Contractin [ -] To locate Attac Attachment Required 5.00
2 E5-13133 AD2 Ifyouhave ans... Wes Picklist Required 5.00
3 E5-13124 Al Detaits of Perso._. 4} Response text Teut area Required
& E5-13125 Mrch&ckingmi iy True Checkbox Required
5 ES-13126 nter Day Rate 100 Currency Pass/Fall m
6 ES-13127 AT Registerad VAT 10 Number Optional
7 E5-13138 ADB Tenderersarer.. J Response text Rich Text Required
3
View Al
Description
. . . . ) . .
1 The header tells you which supplier and which section you're reviewing
= . )
2 Access the Evaluation Scores page from these links. You'll see the green

tick against Evaluation Scores you've completed
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Click Response PDF to download the responses assigned to you for
evaluation. This function does not download any attachments related to
attachment type responses.

IMPORTANT: The PDF document downloaded may contain confidential
information. Please dispose of this information securely.

Click Back to return to the Section Evaluation Page

Note: Some Evaluation Scores are automatically scored based on pre-determined pick-
list values or price algorithms. You can review and update these scores if you wish to.

Evaluation Score Page

The Evaluation Score page displays a description of the Requirement, the Supplier’s
Response and your Evaluation details:

~ Evaluation Summary
Evalustor  Andrew Adlen Project 1134 Sample Project: Under Evaluathon
Evaluation Comphetes? & Suppler  Healthcare Services
~ Reguirement

Resuirement Bel  AD2 Typ+ @ Required
Roquiremant I you Aave anewered Ye 1o any of the points in 2 1(a), have

measures been taken to demonstrate the rellability of the
organisation despite the existence of a retevant ground for
exclusion? (Self Cleaning)
Pigase enter, Yes, No or MIA

* Response
Vs

» Evaluation Scoring Guidlines '—E

~ Evaluation Score

Evaluation Score 5.00

E‘/;’“"‘ the bidder has demenstrated relevant ability, s Ot 0 200
understanding, experience, skills, resource
and quality measures requined 1o provide the Widghng | A0

senvices, with evidence to suppart the
response

Description
1 1 Expand and collapse sections for convenience.
2 2 Enter your score and comments, taking into consideration the Score

Out Of field and the Evaluation Scoring Guidelines.

3 Use either Next Response (stays on the same supplier), or Next
Supplier (stay on the same question); similarly use the Prev Response and
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Prev Supplier to step back. Buttons are greyed out when you've reached
the beginning/end of each list.

4 Click Save to save your changes

Click Documentation to see the documentation that was provided to
suppliers

Click Show History to display an audit trail of scoring changes

The layout of this page will vary depending on the type of Requirement:

e For Requirements of type “Pass/Fail” you’ll be prompted to select Pass or Fail
rather than enter a score
e Some records may prompt you to select a score from a picklist
e For Requirements that asked for an attachment, these will be accessible from
a hyperlink. Click on the link to open a preview and/or download the
document from a new tab on your Browser.
Indicating Evaluation Finished

When you’ve finished, click Back to Supplier Section, then click Back again and click
Finished Scoring. This will notify the procurement lead.

Monitoring Evaluation Progress
To get an overview of which Sections have been evaluated and which are outstanding,
from the eSourcing Console, click on Evaluation status.

Evaluation Status

1. Standard Questionnaire

Stage: Tender/RFx
Status: Approved
No.Requirements: 7

\/ All Requirements have at least one Evaluator assigned for this Section

Add Evaluators

Evaluator Name Requirements To Evaluate Progress

Demo Admin Al I 100%
Andrew Allen All | s 28%
Terry Shaw A01, AO2 m 17%
Head of Procurement All | 6%

2. Data Protection

Stage: Tender/RFx
Status: Archived
No Requirements: 4
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Aggregating Scores

The evaluation process described above results in individual scores being recorded, but
no aggregation or averaging of evaluation takes place.

When all scores have been completed, from the Project page, click the Evaluate Scores
button. You will be prompted before this action runs. The action will:

e calculate (or re-calculate) the weighted average of the scores entered by all
Evaluators for all Suppliers Bidding and records the outcome of this
calculation on the Supplier Bidding, Response Section and Response pages

e roll-up the outcome of all Pass/Fail questions such that if any one Pass/Fail
question is Failed then the supplier’s Response Section fails

e make the overall evaluation results visible to system users (individual
evaluator scores will not be shared)

Supplier Section Scores

The following equation is used to calculate the Supplier Section Score for each supplier:

2. Mean Average of all Evaluator Scores x Evaluation Weighting

---- x 100%
Y Evaluation Max. Score x Evaluation Weighting

The Supplier Section Score will always be a percentage figure between 0% and 100%.

Overall Supplier Score

The following equation is used to calculate the Supplier Score (i.e. the overall score) for
each supplier:

Y Supplier Section Score x Section Weighting

100%
> 100 x Section Weighting

The Supplier Score will always be a percentage figure between 0% and 100%.
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Evaluation Matrix

To view the results of the evaluation, from the Evaluation Status on the eSourcing
Console, select Evaluation Matrix Report to run a report summarising each supplier’s
overall score by Section:

Moderation

To moderate evaluation scores, from the Suppliers tab of the Project, select each
Supplier Bidding in turn and select to the Moderation tab (sometimes labelled the
Responses tab).

Select a section to moderate and open the first Response record by clicking on the
Response Ref.

APrevicus  Next

B/ Evahuation Scores [4]

Response Detail

Requirement Heacing  Grounds for mandatory exclusion

Tipe  Regquired

Suppiier's Resporse Section  Standard Questionnaire

¥» Requirement:

~ Response:
Resporse Pickilst  Yes

~ Evaluation:

Foerape Seore (W1 Evsiuatorsh @ 3.5000

B Evaluation Scores
=l

ACTION EVALUATION SCORE REF EVALUATOR EVALUATION SCORE SCORE OUT OF PASS/FAIL (GRAPHIC)

Derne

=0

Evalustion Override Score @ 5.0000

Dustifiestion for Oherride

Now Evalustion Scorg

COMMENTS

Reservations of the praviders relevant ability, understanding, experience, skills, resaurce and quality

1 Edntl Del ES-13069 ST 200 5.00 | pass | PSS FiuiFed 1o providi the serdes with limited svidencs 1o suppert the respanse. You ray be
exchuded If you are unable to demonstrate to the Co.
: - Andrew the bidder has demonstratid relevant ability, understanding, sxperience, skills, resource and quality
Edit| Ded E5-13123 5.00 5.00
b - . Allen Lopass Freasunes riquired to provide the services, with evidence to support the response
Y rr— j " rd— —
B e Torry Shaw 500 o — the bidder has domenstrated relovant ability, undsrstanding, sxperiones, skills, retoures and quality

mieasiures required to provide the senvices, with svidencs to support the respanse

Description

Expand and collapse sections for convenience
View Evaluator scores and comments
Enter an override or moderation score and comment

Use Prev/Next to move through the Responses and use the Back button to
return.
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Reviewing Moderation Scores

To review progress of moderation in a Requirement Section, open the Requirement
Section from the Requirements tab of your Project and click Section Moderation to run
a report summarising moderation scores:

Report: Suppliers, Responses and Scores g X 2
Section Moderation Q 0 Add Cham TH< Bt BT
Summary of evaluation scoring for all Suppliers for a given Section

oree Classic)
Supplier Name -» w| | Atamis Sample Supplier | Total As
Requirernent Ref ¢ v | | Moderation Score | Moderation Score | Moderation Score L
B.O1 300 2.00 3.00
Subscribe
B.Ola i 00 1 400 400
Export
B.O2 0,00 3.00
Delete
B.O3 0.00 Q.00 Q.00
B.0% 000 .00 000 idd to Dashboard
Details (1 Rows) Bequirement Ref = BOZ  Supplier Mame = Atamis  Cloar =
Response Ref | *  Respd mary ¥ Response (text area) -
/.‘.- 2
1 | BSP-DO00OTES In dolor dui, aliquet sed nulla a1, cormvallis termpus nisi. Nune tristique
diam, nec lacinia ipsum publdinar sit amet. Etiam pubvinar ultricos nunc

interdurm: Cras vestibulum ultrices mi, vitas maxinus turpis finibus at
mmauris nisl, dignd

javascriptyoid (0 _:- Dietail Rows Grand Total B )  Stacked Summaries (_‘

Description

Select a cell in the table to display the Response and all Evaluator scores

1 and comments

9 Click on a Response Ref to open the Response page to enter moderation
details

3 To download all Responses to review off-line, select Export and select the

Details only option to Export.

1 Selecta cell in the table to display the Response and all Evaluator scores and
comments

2 Click on a Response Ref to open the Response page to enter moderation
details.

3 To download all Responses to review off-line, select Export and select the
Details Only option to Export
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Tip: Clicking on the Response Ref above will navigate you away from the report; to keep
the report available, open the Response page in another tab in your browser by using
ctrl+Click.

Note: After entering moderation or override scores, you may need to re-run the
Evaluate Scores action in order to calculate overall supplier ranking depending on the
Procurement Procedure being followed. This is determined the Procurement Procedure
field Evaluate Scores Immediately.

Indicating Moderation Complete

If the Procurement Procedure you are following has the field Enforce Moderation
Scoring checked then, when you have finished entering moderation scores for all non-
optional Requirements in a Requirement Section, open the Requirement Section from
the Requirements tab of your Project and click Finished Evaluation and Moderation.
This will validate that moderation scores have been entered and prevent further score
changes from occurring. The checkbox Finished Evaluation is checked on the
Requirement Section page to indicate that all evaluation and moderation is complete.

Calculating Overall Supplier Ranking
(Evaluate Scores)

When all evaluation and moderation scoring is complete, run the Evaluate Scores action
via one of these options:

e From the Evaluation menu of the eSourcing Console, click Evaluate Scores
e Locate (or create) a Task with action type Evaluate Scores and click Do Now.

The calculation may take a few minutes and you will receive an email when it has
finished.

To view the overall supplier ranking, select the Suppliers tab from your project:

Console Details Tasks Team Requirements Documents Publishing Suppliers

m Suppliers Bidding (3) - c

3 nems - Sorted by Supplier Score - Updated a few secands ago

Supplier Name w  Primary Supplier Contact v Invited? ~  Accepted? v Declined? v Submitt.. ~ | Suppli.. + | Eliminat...
o o v 62 4893%

« o &T 0583%%

w o v 40,9641 %
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m

If not already ranked in order, click on the Supplier Score column of the
1 Suppliers Bidding related list to sort in ascending/descending order of
Supplier Score.

Supplier Evaluation Feedback

Analysing Supplier Ranking

Atamis automatically generates graphics to indicate, for each Section, how each Supplier
Bidding ranked relative to the average score and relative to the winning bidder, e.g.:

© >10% above winning bid
) Above winning bid

© Equal or near winning bid
© Below winning bid

© >10% below winning bid

These graphics can be configured to display on the Moderation or Responses tab of the
Supplier Bidding page:

Response Sections (3) a- Change Owner
3 items - Sorted by Section - Updated a few seconds ago
Section T » Completion Status ~ Supplier Section Score »+ Winning Bidder's Se... »+ Relative to Winning ... ~» Pass/Fail (graphic) ~
1 Data Protection 100% 37.14% 48.57% © >10% below winning bid NSA v
2 Standard Questionnaire 100% 89.55% 5432% © >10% above winning bid
3 Technical Questionnaire 100% 39.27% 65.85% © >10% below winning bid PASS

Drafting Award Recommendation

Suppliers Bidding records have two fields: E1imination Recommended? and contract
Award Recommended? which you can use to draft your award decision. To set these flags
to indicate your decision, edit the Supplier Bidding page from the Suppliers tab, check
the relevant box and click Save. This action does not send any communication to
suppliers or other users about your decision.

Notifying Awarded Suppliers
There are two methods for sending award/reject letters:

e Send a message with or without manually-generated feedback
e Send a covering letter (by email) with an auto-generated feedback report
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Tip: If you're preparing your own supplier feedback reports, upload them to an Internal
Document Folder. You will be able to use these as attachments when you notify suppliers
by email.

Send Message with or without Manually-generated Feedback

To send a standard message to multiple rejected suppliers or to multiple awarded
suppliers, from the eSourcing Console, click Message Suppliers from the Suppliers
Bidding menu. Alternatively, from the Message Centre, click New Message. Follow the
same instructions as for Invite Suppliers, selecting the Email Template relating to Award
or Reject messages.

Messages and read-receipt details can be accessed from the Message Centre in the
eSourcing Console.

You can also repeat this method to send custom messages to each supplier, by selecting
only one supplier and attaching your own feedback report.

Send Covering Letter with Auto-generated Feedback Report

This method is recommended when full on-line evaluation and moderation has been
completed and feedback comments have been entered by evaluators and moderators.

To send a successful Supplier a covering letter by email, from the Supplier Bidding page,
click Successful Bidder Letter.

By default, this action will automatically attach the Feedback PDF generated by the
system from the comments entered during moderation, or, if no moderation was
completed, from the Evaluators’ comments.

Winning Bid Feedback Letter

‘You can preview the supplier evaluation feedback pdf that will be attached to your email by pressing "preview" below
Alternatively, you can download a word version if you wish to make amendments. You can re-upload your copy below and this will
be included with the email to the supplier instead of the pdf.

Preview PDF Download Word Doc Choose File |No file chosen

Subject:

Notification of Award

Message:

Dear

Twould like to thank you for _.

e (lick Preview PDF to check the contents of the feedback report.
e (lick Download Word Doc if you need to edit the document before sending.
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e (lick Choose File to upload your modified document, or any other feedback
document. This will supersede the default PDF document.

e Compile your message and click Send.

Messages and read-receipt details can be accessed from the Message Centre in the
eSourcing Console.

Tip: Email Templates for Successful and Unsuccessful Bidding Letters can be
configured. Please contact Atamis support to configure your email templates.

To send an email to unsuccessful Supplier(s), from the relevant Supplier Bidding page,
click Unsuccessful Bidder Letter and follow the process as above.

Creating the Contract Record (Award
Action)

To create one or more Contract records from a Procurement Project, locate (or create) a
Task with Action Type of Award and click Do Now. The process you will follow depends
on the value of the Awarded Contract Record Type field which is located on the Details
tab of the Project:

e Contract (or if the field is blank): creates a single contract
e Framework: gives you the option to create one or more contracts with selected
suppliers

Awarding a Contract to a Single Supplier

Award Project to Suppliers
5 ME SUPPLIER SCORE PASS/FAIL
E| ClaremeadoW Practice 62.4893% Pass

Hayward Health 40.964]1% Pass
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Select a Supplier
Contract Start Date: [24/04/2020] Contract End Date: [24/08/2020]

il v 2020 ¥
SUPPLIER NAI A | 4 POST CODE COMPANY REG NBR

Men Tse Wed Thu Fhn Sat Sun
i 2 3 4 5

LAREMONT K & 7 8 9 10 11 12 HEALTH CENTRE CLAREMONT GROVE EXMOUTH EXB 2IF
13 14 15 16 17 18 19

20 21 22 23 24 25 26
Done Cancel a7 28 29 ¥ 1
Todiy

Camilla Rice

Description

1 Select the winning Supplier Bidding from the list of Portal Accounts that
responded to the Project and click Confirm

2 Enter the Contract Start and End date

Select the Supplier record associated with the Supplier’s Portal Account
and click Done.

A new contract record with Status = Active will be created with a link back
to the procurement project.

Awarding a Contract to Multiple Suppliers Without Lots

Follow the same process as above, but select multiple suppliers.

Tip: If you're not able to select multiple suppliers, from the Details tab, check that
Awarded Contract Record Type = Framework.

If your Project does not include Lots, the system will generate a new Contract with
Record Type = Framework and Status = Active.

Framework Details Call-Off Template Tasks Suppliers. %"ELI"T& Documents Gther

m Framework Suppliers (2) New
Framework Supplier Ref Supplier Supplier Portal Account Primary Supplier Conta
FS-00007 /"‘EI Stokes Commerce Ben Stokes w -
F5-00008 Root Systermns Joe Root L4

Wiew Al
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Description

The selected Suppliers Bidding will be added to the list of Framework

1 Suppliers
2 The Framework Supplier is not automatically linked to the Supplier record
3 Select Edit from the list item menu to set the Supplier - this field is used

when calling off the framework

Awarding a Contract to Multiple Suppliers With Lots

Lots on a Project are created as separate Requirement Sections.

If the Project uses a Procedure with the property Contains Lots? the Award process has an
extra step:

Select Lots to Award

Requirement Section Suppliers Awarded Project Lot
(] F. Ease of Use (via Demonstrations) (C28765) Section Currently Unawarded
a G. Cost (C28765) Section Currently Unawarded
o D. Added Value Proposals (C28765) Section Currently Unawarded
a C. Professional Services (C28765) Section Currently Unawarded
a 1 ical Appraisal (C28765) Section Currenl[yw
@ ]alﬂry Requirements (C28765) DELTOR, BLACK SOFTWARI
a B. Functional Requirements (C28765) DELTOR
Mext| Finish
Award Lot to Suppliers 3
Supplier Name Suppliers Response Section Score
d DELTOR 5063
@ BLACK SWAN SOFTWARE 59.00
4

Award | | Cancel

1 Select a Lot to award and click Next.

2 The results of the award decisions are displayed here.

Description
1 Select a Lot to award and click Next.
2 The results of the award decisions are displayed here.
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3 The system displays the Section (Lot) Score for each supplier.

4 Select one or more suppliers and click Award. Repeat this process until all
Lots have been awarded then click Finish.

Working with Templates and Procurement
Procedures (Advanced use only)

Procurement Templates are a convenient tool for auto-populating Project records for
common procurement exercises with standard data. Templates can be created, modified
and cloned by authorised users. They can be viewed from the Contracts tab using the
List View 211 Project Templates:

Home Dashboards Suppliers @ Reports Chatter Libraries Content Portal Accounts Contacts +

‘{? All Project Templates v | Edit| Delete | Create New View JFed | B O
New Gontract| | Ghange Owner | New From Tempiate | |t ) A|B|C|D|E[F|G|H[I|J|K|IL|M|N|O[P]Q|R|S|T|U|VIW|X|Y|Z|Other| Al
Action Contract Name + Procurement Procedure (lookup) Enforce Response Window?  Minimum Nbr Suppliers Bidding  Minimum Tender Period (Days)  GJEU Procedure? Tender Box Opening F

Edit| Del| € Project Template: G-cloud G-Cloud Framework Gompefition 2 15 None
Edit| Del| € Project Template: ITT fing v 2 20 None
Edit| Del| € Project Template: OJEU Negotiated OJEU Negotiated v 2 10 v Secure Tender Box
Edit| Del| € Project Template: OJEU Open QJEU Open v 2 20 v Secure Tender Box
Edit] Del| € Project Template: OJEU Restricted QJEU Restricted v 2 30 v Secure Tender Box
Edit| Del| € Project Template: Printing Services Framework (C... Eramework Call-Off v 2 20 None
Edit| Del| € Project Template: Quick REQ REx 1 7 None
Edit| Del| € Project Template: RFx REx 1 7 None
Edit| Del| @ Project Template: Single Tender Single Tender 1 0 None

Project Templates use a different Record Type from normal Projects and have a slightly
different page layout:
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Y, Cunvqcl

> Project Template: ITT
- snow Feea

« Back o List: Contracts

Customize Page | Edit Layout | Print

Requiement Sections (2! | Suppiers Sicding (21 | Qe Acthilies 11 | Procurement Team (1) | Conlract Participants (21 | Child Contracts (o1 | Shared Document Foiders (1] | QUEM Notices 101 | Aclivity History (o1 | Actions

Contract Detail
Contract Name
Parent Contract
Description

Edit Delete) Clone Open Activities

Move Tasks In Bulk

Project Template: ITT Contract Ref  C0B79

orwvaseo 1]

Status (graphic)

Staus . Procurement
Project Record Type - Project E E

Category
Template Project Finishes On Contract Manager
Contract Manager Contact Details
Publish Opportunity?
¥ Template Filters
Total Contract Value  £25k to £170k
Complexity/Risk
Filter 3
Filter 4
Filter §
¥ Procurement Procedure 3
Procurement Procedure (lookup)  [TT Open Registration?
Procurement Stage  Tender/RFx OJEU Procedure?
Enforce Response WIndow? contains Lots?
Minimum Tender Period (Days] 20 Tender Sox Opening Procedure  Nane
Minimum Nbr Suppliers Bidding 2 Mbr Members Required to Open Tender Box
» Contract Approval
» System Information
4 i Edit  Delete| Cione Open Activities Move Tasks in Bulk
1Requirement Sections & Ll New Requirement Section

Action Requirement Section
Edit| Del Sample Section. Cost

Edit | Del Samgle Section: Quality

Deseription Procurement Stage
Tender/RFx

Tender/RFx

Description

The Template Project Finishes On field is a reference date that the system
uses to calculate the date for each Task on a new Project. (It also uses the
Desired Contract Start Date entered by the user and the dates of all the
Tasks held on the Template further down the page). The Tasks on a
Template need to be entered such that they finish on the Template Project
Finishes On date. If a Task falls on a Weekend, the system will change it to a
Friday before. If the Task is a Milestone such us Response Window Closes,
the system will change the date to a Monday.

Atamis can optionally configure up to five Template Filters for you which
are used in the Create Project from Template step to narrow down the
selection of Templates. The values are recorded on the Template in this
Template Filters section.

Each Template must link to a Procurement Procedure. It is possible for
multiple Templates to share the same Procurement Procedure if needed.
Most of the fields in this section are read-only as they are pulled from the
selected Procurement Procedure.

The Requirements Sections (and associated Requirement details) is just
one example of the data that can be pre-populated on Templates and will
be copied to Projects created from the Template.
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If your system uses multiple Project Record Types and Page Layouts (for
example, if different business areas use different Page Layouts) then you
should specify the Record Type that should be used by Projects created
from this Template using the Project Record Type picklist field.

In the Create Project from Template action, the following information is copied

from Templates:

All fields on the Template Edit page apart from:
o the Contract Name (entered by the active user)
o the Record Type (set from the Project Record Type picklist field)
o the Owner (set to the active user)
All Requirement Section records
All Requirement records within each Requirement Section including:
o Evaluation scoring guidelines

o Requirement Options for picklist response types, including auto-
scores and pass/fail criteria

All Section Evaluation records within each Requirement Section
All Supplier Bidding records (used for Frameworks, approved lists, etc.)
All Tasks in Open Activities

o Due Date is set relative to user’s Desired Contract Start Date

o Task Owner on the Project is set to the active user except where the
Owner of a Task on the Template is different from the Owner of the
Template record itself; in this case, the Task Owner is retained on the
Project Task. This feature can be used, for example, to ensure that key
approval tasks are always assigned to a Head of Department.

All Procurement Team records
All Contract Participants

All Child Contracts (can be used for contracts with Lots where each Lot needs
to be managed as a separate Procurement Project with distinct timescales)

All Supplier Document Folders and associated files/attachments to be shared
with suppliers, such as standard Instructions to Tenderers

All OJEU Notice records with standard fields pre-populated
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Procurement Procedures

Each Procurement Template and Project links to a Procurement Procedure record which
determines the governance rules to be applied during the procurement. The controlling
fields are as shown:

Procurement Procedure
ST

Customize Page

Project’Confracts Following this Procedure [10]

Procurement Procedure Detail Edit | | Delete| | Clone 4
Procurement Procedure ITT 1 Open Registration?
Minimum Nbr of Suppliers 2 / Contains Lots? — 5
Bidding
Minimum Tender Period (Days]  10&—— 2 QJEU?
Enforce Closing Date/Time? v Evaluate Scores Immediately “‘\ 6
‘-\ 3 \
¥ Secure Tender Box 7

Tender Box Opening Procedure None =————— 8 Nbr Members Required to
Open Tender Box

M

The Minimum Nbr of Suppliers Bidding is displayed on the Project page to
1 provide guidance to users on how many suppliers should be considered.
The Suggest Suppliers action uses this figure as a default.

If a user attempts to change the Due Date of a Task on a Project with an
eSourcing Milestone that is set to either Responses Open or Responses

2 Close, the system will validate that the number of days between the
Response Window Opens and the Response Window Closes dates is a
greater than or equal to the Minimum Tender Period (Days).

If a Project is using a Procurement Procedure where Enforce Closing
Date/Time? is checked, suppliers will not be able to make any changes to
their Responses after the Response Window Closes date/time elapses. The
only exception is where Evaluation has not yet started and the Late
Submission? field has been checked on a Supplier Bidding page to allow
supplier extra time under exceptional circumstances.

The Open Registration? field is used just to indicate to the user that the
Project, if published to the Tender Opportunities page, will allow suppliers
to register their interest. Note that the checkbox itself does not determine
whether suppliers can register interest - this is actually determined by
whether the Project has a Task with an eSourcing Milestone of Registration
Starts.



> ATAMIS

If a Project is using a Procurement Procedure where Contains Lots? is
checked, then at the Contract award stage (user actions a Task on a Project
5 with an Action Type of Award) the user is given the option to award each
Requirement Section (Lot) to one or more of the Suppliers Bidding.
Otherwise the entire contract is awarded to one or more Suppliers Bidding.

This OJEU? field is available for public sector users just for the convenience
of distinguishing between OJEU and non-OJEU Projects.

If this check box is checked, the overall scores of the suppliers bidding will
7 be automatically calculated as soon as the evaluators start entering their
scores.

If a Project is using a Procurement Procedure where Tender Box Opening
Procedure? is set to Secure Tender Box, then, before a user invites any
suppliers, the system will validate that one or more Lock Key fields on the
Project have been entered. The number of Lock Keys enforced is
determined by the field on the Procedure called Nbr Members Required to
Open Tender Box.

Specialist Procurement Procedures

Atamis TM can be used to support the requirements of various specialist procurement
procedures, some of which will be specific to the public sector.

Multi-Stage Procurements

Multi-stage procurement Template will have more than one Response Window Open
and Close milestone. The Template will also have a Task of type New Procurement Stage.
Click Do Now on this Task to move the stage on to the next value in this list:

Pre-qualification
Tender/RFx

Tender/RFx - 2nd iteration
Tender/RFx - 3rd iteration
Tender/RFx - 4th iteration
e Etc.

Each Procurement Stage has its own separate Requirement Section(s). The New
Procurement Stage Task will mark any Requirement Sections associated with the
completed Stage as Archived. It will then give you the opportunity to create a new
Requirement Section covering Requirements relating to the new Stage.
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Tip: Use the checkbox field Shortlisted? to keep track of suppliers to take forward to the
next stage.

Contracts with Lots

Assuming all Lots are to be procured through the same process, with the same
timescales, it is recommended that you just use a separate Requirements Section for
each Lot.

Alternatively, if each Lot is to be procured with different timescales, milestones, etc. then
you should set up each Lot as a separate Procurement Project and use the Parent
Contract field to link it to the master record. It is possible to save this structure as a
Template: when you create a Project from the Template master record, the equivalent
child (Lot) projects will be created for you and automatically linked to the master
Project record.

Frameworks and Call-Offs

If you have awarded a Framework to multiple suppliers you can set up a Call-off
Template with the Suppliers Bidding already added. When a user creates a Project from
the Call-off Template, the approved suppliers will already be listed in the Suppliers
Bidding section and the user can select which to invite to tender.

Dynamic Purchasing Systems
The process for calling off a DPS is as described in the Frameworks and Call-Offs section
above.

The master DPS project itself need to:

e use a Procedure with the property DPS = TRUE

e have a Response Window Closes date set to a future date that reflects the last
opportunity that a supplier can register for the DPS

e the project must not have multiple stages

e have a Requirement Section containing the pre-qualification criteria if
required

e be published to the Tender Opportunities Site

Tip: Use picklist Requirements of type Pass/Fail and set up Requirements Options with
Pass/Fail criteria. This will speed up the decision process.

With the above settings, suppliers can register their interest and complete
qualification criteria and submit their response at any time.

Internal users are notified when a new supplier submits their Responses to the
DPS criteria. If Pass/Fail auto-scoring has been set up, you can use the Start
Evaluation Task and the Evaluate Scores button to evaluate whether the
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supplier qualifies for the DPS. If they do, you add them as a Supplier Bidding
on the DPS Call-Off Template.

Contract Approval Workflow

Atamis can configure a custom process in order to guide the completion of a
procurement procedure, and to ensure that key stakeholders approve the terms of
contracts. A simple sample structure is outlined below, but Atamis is able to
significantly customise and expand this structure:

T /m /E
Contract Approver 1: Name  System Demo Contract Approval 1: Status ~ Approved

Contract Approver 1:  Financial checks were fine. Dave - will need checking in Contract Approval 1: Date  01/05/2016 \.

Comments  June again though \E

Contract Approver 2: Name A Smith Contract Approval 2: Status Approved
Contract Approver 2: Contract Approval 2: Date 12/05/2016
Comments

Description

1 1 When an Approver is selected, and the Status is set to Sent for
Approval, they will be notified via email.

2 2 The Approver may Approve or Reject the contract. If they Reject, the
Owner receives an email notification.

3 3 The Approver may also provide feedback on their decision.

4 4 The Approval Date field may only be set at the time at which the
contract is approved.

5 5 Once the first Approver has completed their approval processes, the

second Approver is notified via email.

Further approval configurations, including conditional approval and parallel approval,
are also available on request from support@atamis.co.uk.

The final step once a Contract has been approved is to change its Record Type from a
Project to a Contract.

¥ Contract Award

Record Type  Project [Change] Start Date
supplier End Date
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This moves the record to the Contract Register, while still retaining the Contract Ref and
all information relating to its procurement. The user will be prompted to complete
mandatory Contract details including the Supplier and the Start and End Date of the
contract.

Project Reports

When generating new reports of Projects that including details of all bidders, use the
Report Type Suppliers Bidding with Project:

€ Create New Report

|| Select Report Types to Hide | i

Select Report Type

bidding Q

=1 Activities

Activities with Suppliers Bidding
(=11 Other Reports

Suppliers Bidding

Suppliers Bidding with Project

Supplier Bidding History

For a simple list of Projects, use the Report Type Contracts and add a filter for
Record Type Equals Project.

And for Task Status Reports, use Activities with Contracts,adding a filter for
Record Type Equals Project.

For System Administrators Only

System Administrators have the ability to use the Import Wizard for loading records
such as:

1 Requirements from a CSV file

2 Export Evaluation Scores for offline scoring and import them back on the
system

If you are a System Admin and you would like to use this functionality, please get in
touch via our email address support@atamis.co.uk and a member of the team will assist
you.
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Atamis CM: Contract Management

The Enhanced Contract Detail Page

To make use of these fields you will need access to Atamis CM via a Licence Type of
Enhanced User or above.

The Enhanced Contract page has all of the features of the standard page, and in addition
gives access to the following features:

Activities

Contract Document Folders
Contract Assets

Procurement Procedure Monitoring
Advanced Savings

Contract Parent/Child Relationships
Variations

e KPIs
These are all explained in detail in subsequent sections.

There are also a number of additional fields available for use on this page which can also
be use in Reports and Dashboards. These fields are configurable to your needs, including
the name.

Contract Compliance Type The type of Contract e.g.; Managed, Spot, Temp

Contract Parent Allows Contracts to be hierarchically related, for
example to a Master Services Agreement

No Fault Termination Clause Whether such a termination clause exists

Penalty Clause Whether such a penalty clause exists

Minimum Termination Period | The minimum term of the Contract

Financial Checks Required If financial checks are required

Date Insurance Last Checked

Issues/Risks

Contract Risk Profile

Risk Score
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CM Activities

The Activity Management features provided within the Salesforce.com platform can be
utilised on the Contract Detail page to schedule Contract tasks and events. Events have a
start and finish time, e.g. a meeting, while Tasks just have a target completion date (the
Due Date). See the section on Tasks and Events for further details.

A series of Events can be added, for example to schedule periodic reminders to conduct
performance KPI reviews.

Note: periodic activity can also be automatically created from templates - see the
Contract KPIs section for more details.

Attachments

File attachments of all types are supported. These can be organised into folders using
Contract Documents Folders. Create a folder, click Upload Files and follow the
instructions. 1GB of file storage is supported and additional storage can be purchased.

Procurement Procedure Monitoring

The Procurement Procedure section allows the establishment of the thresholds above
which a particular Procurement Procedure should be followed.

Up to five thresholds can be defined upon a request to Atamis. Then, if the Actual
Expenditure on a Contract reaches 80% of the Threshold, a Warning will be displayed in
the corresponding Fields. If the Actual Expenditure exceeds the Threshold, a Severe
Warning will be displayed.

" Procurement Procedure Monitoring

Procurement RFQ (up to £30k) Total Actual £22,966.25
Procedure Expenditure

Three Quotes Yes RFQ Limit Compliant
(Over £5k)

Tender (Cver £25k) No Tender Limit WARNING
Goods/Services Mo Goods/Services Under
(Over £170k) Limit

Warks (Over £4m) No Works Limit Under
Waiver Obtained No Waiver Limit Under

The fields on the left are set by users, depending on the procedure which has been
followed. The fields on the right determines if the procedure used is suitable for the
value of spend, and thus the compliance.

Note: The Total Actual Expenditure field is calculated depending on the Framework
settings below. For a non-Framework contract, the Total Actual Expenditure is equal to
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the Actual Expenditure field. For a Framework contract it is the sum of all Actual
Expenditures for that Framework.

Contract Savings

To use Contract Savings you will need access to Atamis CM via a Licence Type of
Enhanced User or above.

There are two configuration options for recording Contract Savings - basic and
advanced.

Basic Contract Savings Configuration

Savings information can be recorded against each Contract, either as a % figure or as a
total saving achieved over the course of the contract.

Atamis CM calculates two types of annual savings figures: Estimated /Projected and
Actual/Achieved.

Estimated/Projected Savings within a Financial Year are calculated using only data
found on the contract: the savings figure, the estimated value of the contract, and the
start and end date of the contract. It assumes that savings are distributed evenly
throughout the lifecycle of a contract.

Actual/Achieved Savings within a Financial Year are calculated by applying the
contract’s % savings figure to the spend transactions that have been matched to the
contract by Atamis CM.

This information is summarised in the Savings Dashboard, accessible from a link on the
Home Page.

Dashboard
Contracts: Savings by Year Applied
As of 09-Jun-2020 08:29-Viewing as Demo Admin

Refresh Edit Subscribe

3 7 @ R " u 3 3
This FY Projected Savings o Next FY Projected Savings e Year After Next Projected Savings
Savings This Year, by Year Applied Savings Mext Year, by Year Applied Savings Year After Next, by Year Applied

Savings This Year Savings Next Year Savings in Year After Next
Applies From | @ FY 2016 @ FY 2018 FY 2019 @ Ot Applies From | @ FY 2016 @ FY 2018 FY 2019 @ Ot Applies From | @ FY 2016 @ FY 2018 Fy 2019 @
Projected Savings for This Year, broken down by the year the sz Projected Savings for Next Year, broken down by the year the s: Projected Savings for Year After Next, broken down by the
Wiew Report (Savings This Year, by Year Applied) View Report {Savings Next Year, by Year Applied) View Report (Savings Year After Next, by Year Applied)

The dashboard is structured in three columns displaying both Estimated and Actual
savings data for:

A

F

rear
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e The Current FY to-date
e Future FYs (estimated savings only)

Advanced Contract Savings & Benefits Configuration

The advanced configuration enables you to record multiple savings and benefit
elements of different types, each applying to a specific timeframe. Where enabled, these
will appear in a related list on the Contract Detail page.

E Contract Savings/Benefits (9) &- C New
9 iterns - Sorted by Applies From « Updated a few seconds ago
Contract 5a... v Savings Type ~ Savings Value + Applies From T ~ Applies To v Comments ~

1 €5-00008 Rate reduction £2,500.00 22/05/2018 20/07/2019 Woolrdige started using electricall...

2 Cost avoidance £4,000.00 01/11/2018 31/10/2019

3 Volume or scope reduction  £6,015.00 23/11/2018 23/11/2019 12% on Catalogue list price nego...

& Volume or scope reduction  £28,876.00 07/01/2019 29/04/2020 2 full time employees - see suppo...

Savings

Click New Contract Saving/Benefit, then Click Saving to set up:

Saving Type

Savings Amount

Custom Benefits Measurement Fields
Applies From

Applies To

Comments

Savings reports are created using the Report Type of Contracts with Contract Savings.
This includes the fields Projected Savings in This FY, Project Savings in This FY+1, etc.
which calculate the proportion of the saving attributable to each financial year, based on
the Savings Amount and the Applies From and Applies To dates.

Note: The system assumes that savings are distributed evenly across the selected time
period. The minimum timeframe for a savings entry is one day.

This feature can easily be extended to record broader Contract Benefits such as
environmental, or labour-saving benefits. Please contact Atamis for further details.

Benefits
Click New Contract Saving/Benefit, then Click Benefit to set up:

Benefit Type
Applies From
Applies To
Benefit Amount

Comments
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e Benefit Value Override
Benefit Types will be defined in advance, and can apply to a variety of situations; tonnes
of C0Z offset, number of jobs created, hours voluntary work generated, etc. The non-
editable field Guidelines for Entering Benefit Amount contains instructions specific
to the benefit type used.

It is possible to click directly on Benefit Types. This will show a Detail Page which gives
more information on the Benefit Type, including the Benefit value Multiplier. The
Multiplier enables a financial value to be given to each ‘unit’ of Benefit.

If the Benefit value Multiplier isnotneeded,instead use the Benerit value
override. This will enter a raw, fixed, financial value associated with the Benefit Record.

Contract Variations

To use Contract Variations, you will need access to Atamis CM via a Licence Type of
Enhanced User or above.

There are two configurations for recording Contract Variations within the Atamis
system;

a) Using Contract Variations Records
b) Using Parent/Child Relationships

Contract Variation Records

Contract Variation Records can be used to record and manage the approval of financial
variation orders. These are viewed and managed on the Contract Page:

E Contract Variations (&) - C New

4 iterns « Updated a few seconds ago

Contract Var... » Description “~ Variation Amount “ Approved? * Approved Date

Variation 1: extended product range to include printer cartrid...  £7,000.00 v 28/03/2018

Using the related list on the Contract Detail page (where enabled), click New Contract
Variation to set up details of a variation order:

Description
Variation Amount
Requested Date
Requested By
Justification
Approved?
Approved Date
Implemented Date

Comments
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Workflow Rules can be applied by your System Administrator to alert designated users
with appropriate permissions to approve Contract Variations. Unapproved, or pending
Contract Variations can also be summarised via a Dashboard.

Note: When applying variations to a Contract, it is important to also adjust the
Estimated Value field. This ensures that fields such as the Contract Usage bar remain up-
to-date.

Validation checks run in the background to ensure that a Contract’s Estimated Value is
equal to the Initial Estimated Value plus the sum of all approved Contract Variations, and
the results are displayed via the Variation Discrepancy Flag.

To include documentation supporting a Contract Variation, click on the Contract
Variation Detail page and click on Upload Files to add a document to the Variation
record.

Parent/Child Relationships

Parent/Child relationships may also be used to record variations in the form of
subordinate contract records. In this configuration, Atamis will provide a number of
requisite fields:

e Parent Contract

e Contract Type
In order to create a child record and associate it with the main contract record, click the
Contracts Tab. Then click New.

Note: If you have the PM Module enabled, you may be asked to specify whether you are
creating a Project or a Contract. To create a Contract Variation, select Contract

Enter the details of the Contract Variation. The Contract Type picklist allows
differentiation between different types of variations (contact support@atamis.co.uk to
add more values).

The Parent Contract Field is used to subordinate a contract to the original, parent

contract. Click on the = Picker icon to open the Contract Lookup dialog box. Searching
for, and selecting, the Parent Contract, will create the Parent-Child link.

Once all details are entered, click Save to create the Child Contract. It is possible to view
all Child Contracts associated with a Parent Contract from that Parent Contract’s page:

Atamis is able to configure automated processes to automatically update the Estimated
Value of the Parent Contract with the sum of any Variations. Other automation, for
example to the Parent Contract End Date, is also possible. Please contact
support@atamis.co.uk for details.

Contract Publishing
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Atamis 3.0 allows organizations to selectively publish Contracts to a publicly available
portal. The pubi1ish>? field in the Contract Register Publishing section on the Contract
page governs whether a particular contract is made publicly available on the portal.

Atamis is able to restrict which users have permission to publish contracts, for more

information contact support@atamis.co.uk.

Contract Asset

Contract Asset functionality can be enabled on Atamis 3.0 to allow users to record
additional information regarding assets on a contract such as laptops, desks or other.
The system can be configured further to issue email notifications to contract managers
when Expiry Date are near. Please contact support@atamis.co.uk for details.

Details
Contract Asset Ref A-00001 Contract Woolridge Stationery Supplies
Description User Laptop Manufacturer Dell
Asset Group Computer Model Vostro 15
Code DELLO00002569 Serial Number 1234dell0916010001
v Usage
Location in Office Floor 1 - Hot Desk Area User Remote Users

v Timefrares

Expiry/Renewal Date 29/03/2026 Useful Life (years)
Purchase Date 01/03/2020 Depleted {(months)
Disposal Date 29/03/2026

s Image & Comments

CM Reports and Dashboards

Comments

For a full list of CM Reports, run the report “List of Reports” and add a filter for Folder
Equals “Contracts”.

Contracts Dashboards

Charts referring to Contract Compliance, Contract Usage, Projected Savings this Year,
Achieved Contract Savings this Year, Contract Renewals: Proximity to End. From here
you will be able to access the following Dashboard (or choose these from the drop-down
list).

Contracts: Compliance
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Charts directly relating to contract compliance, including Last 4 Full Quarters, Last 3
months, Previous 3 months, Departments with most off-contract spend, Suppliers with
most off-contract spend and Categories with most off-contract spend.

Contracts: Renewals

Charts reporting on Proximity to End Date, Contracts with Less than 3 months to expiry
and Contracts with 3 to 9 months to Expiry.

Contracts: Savings

Charts displaying Previous FY Savings, This FY Savings, Most Recent Savings Projections
and Future FY Savings. (Requires a Licence Type incorporating the Contract
Management Module)

Contract Risk Profile: Quadrants

X-Y scatter plots for each of the four quadrants for risk profiling Contracts.
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Atamis SRM: Supplier Relationship

Management

The Atamis SRM module provides users with access to:

Activity Management (Tasks and Events) for Suppliers
Document Management for Suppliers

Supplier Enhanced Page Layout for additional fields
Contractor KPI Measurement

Supplier Risk Segmentation

Atamis SRM Features

You will require access to the Supplier Relationship Management (SRM) Module via a
Licence Type of Enhanced User or above in order to use these fields and features.

SRM Fields

Insurance Limits

Insurance Renewal
Dates

Contact Details

Quality Standards

Preferred Supplier
Status

Risk Profiling

Compliance with
Procurement Policy

Supplier in Use

Custom fields

Professional Indemnity, Public Liability and Employer’s
Liability insurance limits

Renewal dates for the above insurances

Name, title, email and telephone details for up to 5 external or
internal contacts

Recording of quality standards required and held

Status values can be customised

Financial, H&S, Information Security and other risk categories

For recording outcomes of internal review and approval
procedures

A checkbox set by the system to indicate that the supplier
record is linked to a project or contract in the system

Option to add custom multiple fields of all data types
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Performance

There are two methods in Atamis SRM for recording and reporting on the performance

of suppliers:

e Against the supplier record - for quick and basic performance scoring (see
screenshot below)

e Using Contract KPIs - to monitor supplier performance on each Contract (for
detailed KPI monitoring - see Contract section for more details)

Supplier Detail

Supplier Name
Report under

| Edit | [Delete| Clone || sharing || Supplier Spend Report | | Match | | Researcn

Woolridge Printers Ltd

Creditor Ref

3671
httpc/hwww. woolridgeprinters.com

Address  UNIT 5, RIVERSIDE 2 QUAY ROAD, BRUNEL Portal Account  Woalridge
INDUSTRIAL ESTATE, NEWTON ABBOT
PostCode  TQ12 4AD Primary Portal Contact  Sian Davies
Link to Google Map Map Email
¥ Supplier Trading Data
Region  South West Annual Tumover  £2,340,340
Location  Teignbridge Total Assets  £1,650,000
Ward Bushell Nbr of Employees 12
Local?  Local Size  c) Small
Local Proportion (%)  100% Sector  Private Sector
Local Potential Supplier Advanced Cloud Marketplace  MNone
Status
Total Estimated Contract Value  £190,000
¥ External Links
Company Reg Nbr 00666053 DUEDIL Link  View supplier on DUEDIL website
Charity Reg Nbr Charity Link
¥ Risk Assessment
Credit Risk Rating 1 Sanction check Pass
Dependency Risk 2% Anti-Bribery and Corruption  Pass
¥ Supplier Usage: Last FY
Annual Expenditure  £40 346 Used in Last 12 Months Flag F
Nbr Depts Using 2 Spend Range  d) £10k-£100k
Top Supplier v 4
¥ Contract Spend
Contract Spend: Total ~ £123 697 Contract Spend: Current FY  £5 393
Contract Spend: Last Calculated  10/04/2019 14:10 Contract Spend: Previous FY  £40 346

Description

Performance review are added/edited using this list

Details of the review can be uploaded as *an attachment.
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Attachments

File attachments of all types are supported. Simply click Attach File in the Notes and
Attachments section and follow the instructions. 1GB of file storage is supported and
additional storage can be purchased.

You can also upload Notes to record long textual records.

Automated Supplier Questionnaire

Questionnaires can be set up the same way project templates are being set up on
eSourcing. They can have multiple Requirement Sections and requirements of type text,
currency, picklist, etc. The engagement with the supplier is based on custom and
approved templates, which will be customised as per your requirements. This feature is
available for users that have access to the SRM Module. Once the questionnaire is being
issued, the supplier will be able to provide answers via the Supplier Portal.

You are able to select and schedule the questionnaire on the Supplier page, section
Automated Supplier Questionnaire Details.

¥ Automated Supplier Questionnaire Details /E
Supplier Questionnaire Project  Project Template: Supplier Questionnaire Supplier Questionnaire Email  Complete Supplier Questionnaire Email

Template Template

Supplier Questionnaire 28{03!20200—@ Supplier Questionnaire CC /.—E
Scheduled Date Owner
Supplier Questionnaire 12
Frequency, months

1 On this field, Select the type of questionnaire you would like the supplier to
complete from the drop-down list.

2 Enter the date when you would like the questionnaire to be issued to the
supplier.

3 Specify how often should the questionnaire be issued to the supplier in
months. With every issue, a new project will be added in section contracts
on the supplier page. If you would like it to be issued yearly, enter number
12.

4 Using the drop-down list, select the type of email template you would like to
be send to the supplier when the questionnaire is being issued.

5 By ticking this box, the owner of this record will be copied on the e-mail that is
being send out to the supplier.

Tip: questionnaires and e-mail templates can be added or modified. Please liaise with
your account manager to set up customised questionnaires and e-mail templates.

Depending on the type of questionnaire template you select, the system will generate a
Project in section contracts, onthe supplier page,in line with the chosen scheduie
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pates and Frequency as per image below. The system will name the project using the
name of the type of questionnaire has been issued, the name of the supplier and the date
when it has been sent to the suppliers.

beontracts New Contract Contracts Help (2
Action Confract Name Estimated Value Contract Usage Start Date  End Date Proximity Status (graphic)

Edit| Del Supplier Questionnaire - Woolridge Printers Ltd - 2018-07-06 F PROCUREMENT PROJECT
Edit| Del Photocopier maintenance £500,000.00 01/04/2012 01/04/2014
Edit| Del Printing services £153,000.00 [ 01/01/2013 15072018 @
Edit| Del Woolridge Stafionery Supplies £37,000.00 | 01/04/2014 01/09/2018

Contract KPIs

To set up Contract KPIs you will need access a Licence Type of Power User or above.

Contract KPIs are a powerful feature for setting up Key Performance Indicators for
Suppliers to be benchmarked against on key contracts.

Contract KPls New Contract KPI Contract KPls Help (7
Action  Contract KPIRef KPICategory KPIDescription Review Period From  Review Period Up To KPI Overall Score KPI Out Of (Max. Overall Score) Review Dste  Reviewed By
Edit| Del KP1-00000 Quality Mumber of comedt proofs 0110112014 3122014 76 100 16012015 UK
Edit| Del KP-00001 Capacity Number processed permonth 010012014 322014 85 100 16012015 KTE

Contract KPIs can either be entered manually or, for large contracts with multiple KPIs
that require regular scoring (e.g. monthly), these can be completed in a Template
provided by Atamis Support ready for bulk loading via an Import Wizard.

There are two main configurations for KPI Records. It is possible to switch between
configurations, but Atamis recommends that both are not used simultaneously.

Home Dashboards Suppliers Departments Benefit Types Reports Libraries Content #

4— New Contract KP|

> Select Contract KPI Record Type

Select a record type for the new contract kpi. To skip this page in the future, change your record type settings on your personal setup page.

Select Contract KPl Record Type

Record Type of new record | Active v

Draft
Continue | |Canecel

Available Contract KPl Record Types

Record Type Name Description
Active Active KPI Criteria ready for scoring

Draft Draft KPI Criteria while scoring criteria are being defined
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Draft & Active Scoring

Draft KPIs allow the definition of the characteristics of the KPI, such as the Target Score,
Description, etc to be completed in advance. Draft KPIs are excluded from the KPI
reports and dashboards available on the Enhanced Contract Detail page.

Once a KPl is finalized, it is changed to ‘Active - Scoring’, which enables users to enter
regular dates and scores, but does not allow them to adjust the characteristics of the KPI
established during the Draft phase.

Home Dashboards  Suppliers Departments  Benefit Types Reports  Libraries Content 4

4 Contact KA Edit
> New Contract KPI

Contract KPI Edit Save | | Save & New | | Cancel

Information | = Required Information

comract - [oolridge Stationery Supp| Review Féricd From, | 1280092016 |
KPi Category | -None- v Raview Period Up Ta I [ 28M902016 |
KPI Description | Exclude from Totals?

Reviewed By Scaring Guidelines

Review Dute. [ 2002016 ] Supplier Completion Instructions

Scoring Parameters.
Best Possible Servioe Level Exnceeds Target: Incentive/Credit %
Target Servies Level Excesds Acceptable: Incentive/Credit %
Acceptable Service Level Exxceeds Minimum: Incentive Credit %
Manimum Service Level Biedow Minimum: Inoentive/Credit

Record Type  Draft

Active Scoring Only

This configuration allows the modification of all fields at all times, and all KPIs are
included in KPI summaries.
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Home Dashboards  Suppliers Departments  Benefit Types Reports  Libraries Content 4
— Contract KFI Edit Heip for this Page @
> New Contract KPI
Contract KPI Edit Save | | Save & New | Cancel
Information 1 = Requesd Infermation
Centract | Woolridge Stationery Supp €@ % Review Pericd From [ 290902016 ]
KPI Category | _None— v Fieview Period Up To [ 29092016 ]
KF1 Deseription I | Exclude from Totals?
Reviewed By Scoring Guidelines
re
PReview Date [ 29092016 ] Supplier Completion Instructicns
A
Record Type  Acive
Service Levels
Bost Possible Service Level Exceeds Target: Incenbva/Crediit %
Target Service Level Encecs Acceptable: Incentive Credit %
Accepiable Service Level Exoeesds Minimum: Incentivel Credit %
Minimuam Service Level Below Minimum: IncenbvelCredit %
Reverse Scale Applies (Low Score = Good)
Payment Details
Expenditure Transaction -\ Expenditure Amount jenter manually)
Actual Score
Actusl Service Level
Save Save & New  Cancel

The standard fields for KPIs are:

KPI Category (Quality, The area of performance which this KPI records
Customer Satisfaction,

Cost, Capacity,

Capability, etc)

KPI Description A more detailed description of the KPI

KPI Actual Score The score given for this particular KPI record
KPI Out of (Max. Maximum overall score (locked if Active-Scoring)

Overall Score)

KPI Weighting This allows you to give each KPI a weighting relative to other
KPIs

Target Score The target score for the supplier

Acceptable Target The acceptable score for the supplier

Score

Review Period From The date from which this KPI will be used. (If KPI scheduling
is in use, this is the earliest date for which KPIs will be
generated)
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Review Period To The date until which this KPI will be used. (If KPI scheduling
is in use, this is the latest date for which KPIs will be
generated)

Review Date The date on which this KPI should be reviewed

Reviewed By The user responsible for completing the KPI

Exclude from Totals If this KPI should not be included in the standard Atamis KPI
reports and dashboards

Simple Workflow Rules can be applied by your System Administrator to set automated
reminders (email and pop-up) to users required to score KPIs.

Manually Scheduling KPIs

If KPI scheduling is enabled, the KPI page will also feature two buttons, ‘Schedule’ and
‘Unschedule’.

Click Schedule to create a sequence of KPI records, based on the Review Period From
and Review Period To fields. These will retain the characteristics of the original KP],
save that the Review Period and Completion dates will be generated according to the
specified frequency and dates.

Home Dashboards Suppliers w Departments  BenefitTypes Reports  Libraries Content

4 Contract WPY Edit Heip for this Page @
> New Contract KPI

Contract KPI Edit Save | | Save & New| |Cancel
e | = Fisqured information
convact - [Woolridge Statinery Supp <) Review Peiod From I o]
KP1 Cawgory | ~None— ~l RevewFeriod upto | | 129092015 ]
ot el Exclude from Totals?
o Scoring Guidelines
Review Date | 1 2002016 1 Supplier Completion Instructions

Scoring Parameters
Best Possible Service Level Exceeds Target: Incentive/Credit %
Target Servics Lovel

Acceptable Service Level Exceeds Minimum: Incentive/Credit 3%

Minimum Servios Level Below Minimum: Incentive/Credit %

System Information

Record Type  Draft

Save  Save & New|  Cancel

Once KPIs have been created, clicking Unschedule will remove incomplete KPIs.

Automatically Scheduling KPIs using Automated Contract
Periodic Activity
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This feature is not part of the default layout of the contract page, therefore you will
have to request for it to the added on.

You are able to select and schedule the periodic activity on the contract page, section
Automated Periodic Activity.

¥ Automated Periodic Activity

./ 1
Project Template: Periodic Activity

Periodic Activity Project

Template
Periodic Activity Scheduled 074102018 =— 2
Date
Periodic Activity Frequency 3o 3
{months)

1 From the drop-down list, select the Periodic Activity Template

2 Enter the date when the first activity should be issued.

3 Specify how often should the be issued in months. With every issue, a set of
activities will be created on the Contract page. If you would like it to be issued
yearly, enter number 12.

On the Scheduled date, the system will create a series of Activities to be completed
based on the template chosen. The date on the periodic Activity Scheduled Date
will update to the next schedule date based on the frequency of months you’ve entered.

Contractor KPI Self-Scoring

A secure Portal account can be assigned to individuals at key Suppliers to enable self-
scoring of Contract KPIs. These users can be included in the Workflow Rules. Contractor
Users see a simplified view of the Contract Page for entering scores:

Home Dashboards Suppliers Departments Benefit Types Reports  Libraries Content  +

4] Contract KPV
> KPI-00164

= Back ta List: Custom Object Definitions

Contract KPI Detail
Contract
KP| Category
WP1 Dosoription
Reviewes By
Review Date
Record Type

* Service Levels

Beest Possible Service Level
Target Service Level
Acceptable Service Level
Minimum Service Level
Reverse Scabe Applies (Low Score = Good)

* Payment Details
Expenditure Transachion
Expenditure Amount from Transaction

Edit | Dalete

Wookidge Statonery Suppies
Customer Satisfaction
How satisfled were we with the service

15092016
Active [Change]

100000000
80.000000
60.000000
50.000000

£0.00

Clone | Schedule | | Unschedule
Supplier
Review Period From
Roview Period Up To
Eciude from Totals?
Searing Guidelines

Supplier Completion Instructions

Erceeds Target: Incentive/Credit %
Exceeds Acceptable: Incentive/Credit %
Excoods Minimum: Incentive/Crodit %
Bitlow Minamusm: Inoenfive/Credit %

Expenditure Amount fenter manual iy)

Custornize Page | E6t Luyout | Printsbie View | Help for this

Woolridge Printers Lid
01082016
01082016

% satisfaction kevel

e @

No records to display

w Actual Score
Actual Seevics Level Servies Level Band  Failed to Meet Minimum Level
Incentive/Credit Amount  £0.00 Service Level Flag
Service Level Score
Crested By Terry Shaw, 29092018 11:48 Last Modified By Tesry Shaw, 20/09/2016 11:48
Contract KPI Ref  KP1-00164
Edit  Delete Clone Schedule  Unschedule
Notes & Anachments New Note | Attach File Hotes & Attachments Help (2
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Supplier Risk Management

Supplier Risk Segmentation can be implemented for Atamis SRM clients. Owing to the
custom nature of supplier risk criteria, this feature requires customisation. A sample

configuration is provided below:

* Supplier and Risk Management
Dramer

Supplier Manager

Risk and Segmentation Date

Generate New Periodic Activity Now

John Kemp [Change]
John Kemp
041012016

w Section A: Initial Checks
A1 Passed Sanction Check?
AZ Passed Antl-Brbery & Comuption?
AZ DEB Risk Rating
A4 Curment Ratio »= 1:1

Yes
Yes
c2
No

w Section B: Pre-Segmentation Filter

B4 Anticipated Annual Spemnd
B2 Developing/ Supplying SoftwarePR
B3 Access to Sites, Systems & Data

600,000
Yes
Sites Only (Unascornad)

¥ Section C: Supplier Segmentation (additional factors)

€1 Likelihosd of Failing Obligations
€2 Impact of Failure

€3 Cost of Switching Suppliers

C4 How Long to Switch Supplier

Unlikely
Severa
E£100k 10 £250k
6 to 9 months

* Dispensation
DispensationWaiver Agreed
Dispensated Activities

* Supplier Segmentation Approval

Supplier/Procurement Manager

No
Deapartment 1; Department 3; Dapartment 4

Atamis SRM uses these custom risk criteria to determine supplier risk segmentation
(e.g. High, Medium & Low) based on your required scoring algorithm. To implement this
feature please request a Template for Supplier Risk Segmentation from
support@atamis.co.uk. The formulae you complete in this Excel spreadsheet will be

converted for use in Atamis SRM.

Periodic Activity

Depending on the risk segmentation resulting from the criteria above, Atamis SRM
generates a series of recurring tasks. Each task is allocated to the supplier Owner who
will receive system and email alerts at the designated time interval. For more
information on how tasks and events can be used in Atamis, see the Tasks and Events

section.

To implement this feature please request a Template for Supplier Periodic Activity from

support@atamis.co.uk.

SRM Reports and Dashboards

For a full list of Supplier Reports, run the report “List of Reports” and add a filter for

Folder Equals “Suppliers”.
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Atamis offers two additional services for Local Authorities and similar organisations.
Atamis Local Potential and Atamis Care Quality are detailed below. For more

information, please contact support@atamis.co.uk.
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Atamis LP - Local Potential

Introduction to Local Potential

Atamis Local Potential allows local authorities to analyse spend within their local area
and identify opportunities to increase expenditure to local suppliers and to stimulate
local economic growth.

Atamis imports all registered suppliers in the local area into the system and provides
tools to identify types of non-local spend which local suppliers might be able to fulfil.
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The Local Potential Dashboard

The Local Potential Dashboard is accessed via the Dashboards Tab, or the link for Local
Potential in the Custom Reports & Dashboards section of the Homepage.

Suppliers Contracts Categories Departments CostCentres SystemMapping Rules Expenditure  Reports 4
= Go to Dashboard List
89 Local Potential 4 1 2 I 3 l

S

@, Find a dashboard... / - Edit | Clone LY. | As of 23 Augest 2000w 3012
Local Potential Analyss spend and numbers of supplers used Last FY Lecal Potential supplers sourced from Companies House.
Hote that the Category anajfSis is based on the Default Category of the Suppiier, i the spend diassification.
Local Spend Analysis Local Potential Achieved Local Potential Analysis
Analysis of Non-Local Spend
Proportion of Spend on Local Suppliers % of All Local Potential Suppliers Used
Local Spend Lol Suppbers
£5.0M 160
45 m
£48M 242
33M 92
18.07% 0.9% e IE
Envonmental Servces 21 &0
Proportion of Spend on Local Suppliers. Progs of Local Potential Hisman Resousoes £19M 48
Proportion of spend on Local Supplers Last FY, Proportion (by number) of af locally regiztered W 21TM 154
based on supplers where iocation i known Companies House suppliers used last FY
Utites £1.3M 4
Breakdown by Category Level © Breakdown by Category Level 1 Soctal Communty Care Supples £1.1M 20
Proportion of Spend Proportion of Local  £Sendces
Category Level 1 on Local Supplers Defaull Cateqory Level 1 Potential SUpplets Ciaani Janiorial £1.0M 18
£ats & Lessine Services . l Sports & Playground Equpment £544K o
Builing Constiuction B3 Acts 6 Leisure Senices B itaniensnce
Materaly Buidng Constructon B Eoucaice £527K 45
Catering §8  Materal Buiding Construction Materials £392K 244
Cemetery & Cremtorum B coeng B raciess Services 382K 202
Cleaning & Janitorial B cemetery 5 Crematorium B Housno Management £348K 84
Ciothing B Ceaning & Jantorial B peamnsseen £310K 3
Consutancy B3 clothing = Staionery £280K 2
Demestic Goods B consmany Leqal Services 277K 5
Education n Domestic Goods E Consutancy 191K 312
Envronmental Senices ‘ Edusaton B sveers Tamc uanacemens £137K 0
Eacilifies & Management Environmental Senaces . Furniure & Soft Furmishings £109K 16
“onikes B Eacites & Management | | Mai Services £TIK 0
Emancal Servees . Servees g Domsscome o o
p— | B - Galerng £48K 142

1 The Local Spend Analysis section provides a summary of the proportion of
spend which is with Local Organisations. This is displayed as an overall value,
and a breakdown for each Category.

2 The Local Potential Achieved section shows the percentage of Local Suppliers
with which you have expenditure. Again, this is displayed as an overall value,
and broken down by Category:.

3 The Local Potential Analysis section compares the value of non-local spend,
and provides the number of local suppliers within that Category area which
might be able to provide the same goods or services.
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The Local Potential Supplier Page

Supplier Detail
Supplier Name The name of Supplier, as it appears on Companies House
Address & Postcode The registered address and postcode of the supplier.
Region, Location and These fields are set automatically by Atamis, based on the
Ward Address and Postcode information.

Company Reg Number  The Company Reg Number of the supplier

DUEDIL Link Duedil is an external service provider, free to register with,
that provides useful financial, shareholder and classification
data. Credit Reports and Company Accounts can also be
accessed but require fees. The link will only appear when the
Company Reg Nbr is entered.

Description The SIC Code and SIC Description which the supplier as the
best summary of the goods or services that they provide

Default Category The category in your chosen category structure which best
matches the SIC given by the supplier.

Local Potential This indicates whether you are already using the supplier.
Supplier Used? Atamis matches between the supplier information you
provide and the supplier information on Companies House in
order to make the match

Supplier Trading Data

Size If you have requested UK Company Size/Sector Data
Services from Atamis, the Company Size field is derived from
the number of employees, annual turnover and total assets
figures retrieved from Companies House and by applying an
algorithm based on the EU definition of an SME.

Atamis data services also identify the category of Individuals
using matching algorithms against a database of common
first names, last names and titles. This algorithm also takes
into account common trading terms so, for example, “John



http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/index_en.htm
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Sector

Smith Solicitors” and “Peter Davies Building Contractors
Ltd” would not be flagged as Individuals.

A field called SME? is used in Atamis SA, which is derived
from the Size and Sector fields and contains one of three
values:

SME
Not SME
Public Sector/Not Known

Reports and dashboards that indicate the Proportion of
spend with SMEs use the formula:

(SME spend) / (SME spend + Not SME spend) *100%

There are four possible values for this field: Private Sector,
Public Sector, Third Sector and Not known. Atamis derives
this data from either: Companies House data (the legal type
of the business), a database of Charities, manual research of
supplier websites or client updates via ProSpend
Communities.


http://www.atamis.co.uk/sitedata/docs/ProSpend_Community.pdf
http://www.atamis.co.uk/sitedata/docs/ProSpend_Community.pdf
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Atamis CQ - Care Quality

Introduction to Care Quality

You will require the Care Quality upgrade in order to use the following fields and
features.

The Atamis Care Quality Service enables a Local Authority to monitor the effectiveness
and performance of its adult care providers. It incorporates up-to-date performance
data from the Care Quality Commission directly into Atamis supplier profiles.

Atamis imports all Care Organisations within the Local Area, and automatically links
them to your Suppliers based on the Name, Post Code, and Company Reg number.
Clicking Care Organisation on any Supplier Detail page will display the Care
Organisation page. There are two types of Care Organisation;

e Locations - the sites at which services are provided
e Providers - the owner or operator of the care home

The Care Quality Dashboard

The Care Quality Dashboard is accessed via the Dashboards Tab, or the Reports &
Dashboards section of the Homepage. This dashboard is a tool that allows for a detailed
comparison between any Care Organisations which are already being used, and those
which are available in the local area.
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™o Care Quality

Q, Find a dashboard.. b

Edit|| Clone || Refresh ¥ | As of 23

L o - -

—

4

| ‘Spend with Care Organisations

Care Org Spend by Ward & COC Rating
s
Eii o
£0.00 J ﬂf
SHILLL

PFrevious FY lofal spend on Care Homes within ssch Ward by COC Overal
rating

Care Orgs Used with Inadequate CQC Ratings

Suppber Name Sum of Annual iture
£49K
Rakwigh Place ETGK

h Care Orgs Used in the last £Y with one or more CQC rating of inadequate’

b Trend Analysis

‘Average CQC Ratings
B0 -
Jon
;‘D'S'
f
i FY 2014 ; Fr 2015 ! Fr 2016
Date
Care Organisation Used?
BUsed B Mot Lsed

A A e an® adimn den Pnan Pama e e mah e

Care Orgs Used Last FY

MAwg CQC Score for Care Orgs in Use

60.13%
Average Oversll Score

Average Overall CQC Rafing for Care Crganisations
where payments have been made i the last FY

Nbr of Care Orgs Used by COC Rating
Fel

W sdeustn
= Good

Number of Care Organisations used in the last FY at
each COC Cveral rating

Number of Beds Used, by Ward

Local Care Orgs NOT Used Last FY

Avg CQC Score for Care Orgs NOT In Use

%

61.56%
Average Dwerall Score

Average Overal CGC Rating for Local Care
G ons where N have been made

pay

in the last FY

Nbr of Care Orgs NOT Used by CQC Rating

Number of Local Care Organvsations NOT used n
the last FY of each COC Overal rating

Number of Beds NOT Used, by Ward

The top-left area provides a summary of Care Organisations which are
currently in use, with their CQC ratings, including ratings of inadequate.

The Trend Analysis section at the bottom-left provides high-level trend data,
comparing the Care Organisations in use with the ones which are not.

The central area shows, in more detail, the latest ratings of the Care
Organisations which you have made payments to in the last financial year. It
provides a breakdown of the number of beds available in each.

The right column shows, in detail, the latest ratings of Care Organisation
which are not in use. It also provides a breakdown of the number of unused

beds available in each.



3 ATAMIS

The Care Organisation Page

Supplier Detail Section

Supplier Name

The name of the care organisation

Address & Postcode

The address and postcode of the organisation

Region, Location and
Ward

These fields are set automatically by Atamis, based on the
Address and Postcode information.

Report Under The Provider which operates the Location in question
Creditor Ref The CQC Reference of the organisation

Website The website of the organisation

Care Quality Link Alink to the CQC profile for the organisation. Includes the

results of the latest inspection

Rating Section

Safe, Effective, Caring,
Responsive, Well-Led

These scores are a measure of how Care Organisation is
deemed to be performing in different areas. They are based
on the latest inspection carried out by the CQC

Overall

The overall score awarded to the Care Organisation by the
CQC at the last inspection.
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Provider Detail Section

For Care Locations, the Provider Detail Section shows details on the Provider which
operates the Care Location

Provider Website The website of the provider which operates a care Location

Provider Care Quality @ Alink to the CQC profile for the Provider.

Link

Provider Overall The overall score awarded to the Provider at the last
inspection

Charity Link A Link to the Charities Commission website appears when the

Charity Reg Nbr is entered

Service Section

The fields in the Supplier Usage Last FY are calculated by the system using the supplier’s
previous financial year spend data. If you would like these fields to use a different 12
month period (for example the current FY so far) please contact Atamis Support and
this will be adjusted for you.

Brand If the Care Organisation also trades under a different name, it
will be included here
Type/Sector The main area in which an Organisation provides services
Service Types A summary of the types of service which the Organisation
offers
Specialism/Services Specialisms of the Care Organisation
Number of Beds The total number of beds which the Care Organisation has
N
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