P PARSONS

Supplier Registration Guide

Introduction

Parsons has selected the Ariba Network (AN) as our cloud-based commerce platform that enables buyers and suppliers
to form relationships and conduct business transactions online for activities across the end-to-end Procurement process.

Registration Overview

Step 1 - Receive invitation from Parsons to connect to Ariba.

Step 2 - Create an Ariba account or log in to an existing account.

Step 3 - Complete the Parsons Supplier Registration Questionnaire.

Step 4 - Supplier Questionnaire is reviewed and approved by Parsons (Note: Additional information may be requested).
Step 5 - Registration is complete.

After Registration is complete, Supplier maintains their own Supplier Record through Ariba.
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STEP 1 - RECEIVE INVITATION FROM PARSONS TO CONNECT TO ARIBA

Receive email invitation from Parsons to connect on the Ariba Network and create an account. Follow the link to begin
the registration process. This link will expire in 14 days, a new invitation will need to be sent. Periodic notification
reminders will be sent for action.

Example:
From: Williams, Rochelle <s4 0d3+PARSONS.Doc968998827 @ansmtp.ariba.com>
Sent: Wednesday, January 24, 2024 6:55 AM

To: Stefan Lopawicz <slopatiwicz@email.conl>
Subject: [External] - Invitation: Register to become a supplier with Parsons

P PARSONS

Register as a supplier with Parsons
Hello!

Williams, Rochelle has invited you to register to become a suppher with Parsons, Start by creating
an account with Anba Network. It's free,

Parsons uses Ariba Network to manage its sourang and procurement activities and to collaborate
with supphers. If Eutelsat America Corp already has an account with Anba Network, sign in with

your username and password,

Clack Here to create acco
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STEP 2 - CREATE AN ARIBA ACCOUNT OR LOG IN TO AN EXISTING ACCOUNT

Create an Ariba account or Login to your existing Ariba account. Note: Registering for an Ariba network account does not
mean you are registered with Parsons. This is a two-step process.

The screen will look like this:

SAP™ Arba Proposals and Questionnaires

Welcome, Sally Supplier

Have 3 question? Click here 10 see a Quick Stant gude

Sign up a3 2 suppler with Parsons Services Company - TEST on SAP Ariba

Parsons Secvices Company - TEST uses SAP ArRa 10 Manage procurement actvities

Create an SAP Ao Supplaer SCCOUNt 8nd MANADE YOUT 1ESPONSE 10 PrOCUrement aCtivities required by Parsons Services Company - TEST | Sgnup l

[rs—— K(mﬂ

About Ariba Network

The Aria Network is your entryway 10 all your AsDa seller SOlUTIONs. You Now have & single 10CAton 10 Manage Ml Of yOur Customer relationsNps and SUPPLer ACTVITeS regardiess Of wWhich ArDa SORSION YOour CUSIOMers are
wing. Once you have compieted the registration, you will be able %0

* Respond more eficiently 10 your QUSIOmer requests

* Work more Quickly with your customers in all stages of workfiow approval

o Strengthen your relationshps with Customens Lsing an Ariba Network solution

o Review Pending sourcng events for muliple Duyers with one login

* Apply your Company Profile across Arba Network, Arba Discovery and Ariba Sourcing activities

Moving 10 the Arba Network sliows you 10 10g 60 & single location 10 manage

o All your ArDa CUSIOmeY relationships

o All your event actions, tasks and Iansactions
* Your profile information

o Al your registration actvities

* Your COnact and user administrative tasks

Click on Sign up to Create an Ariba account OR Click on Login if you already have an account.
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*If you are creating a new Ariba account for your company entering the DUNS number is optional. (You will be asked to
input it on the Parsons registration but not needed to create an Ariba account.)

Company information @

DUNS number

S

Don't know your DUNS number?
Company (legal) name *

Enter company legal name

Country/Region *

United States [ USA] v

Address line 1 *

Address line 2

Address line 3

City *

STEP 3 - COMPLETE THE PARSONS SUPPLIER REGISTRATION QUESTIONNAIRE

Once you have an Ariba account and are in Ariba go to the Ariba Proposal and Questionnaire and Click on Supplier
Registration Questionnaire. Note: The link in the invitation email will take you directly to the Supplier Questionnaire.
Once questions are answered for the questionnaire select Submit Entire Response and this will move the registration
back to Parsons for review.

Company Seffingsv  Testtesty  Feedback Helpw

Ariba Sourcing

50 back to Parsons-S Dashboard Desktop File Sync
N N . . N Time remaining
Console Doc1428343565 - Supplier Registration Questionnaire Cl—)
PP gl 4 days 23:36:49
Event Messages
Event Details All Content =¥
Response History
Response Team Name
¥ 1 General Supplier Information o
11 Allour suppliers are expected to comply with the Standards of Ethical Conduct for
v Event Contents Business Partners
and are vetted in accordance with our compliance policies and applicable regulatory
All Content requirements.
12 Isthis being by a supplier 2 O " Unspecified
1 General Supplier
-
nf 13 Full Legal Name | Ariba P2P Test Supplier |
2 Tax Information 1.4 Doing Business As ‘ ‘
Transaction 1.5 Country code (main and mobile telephone numbers) “ Unspecified +
Information -
1.6 Main telephone number *‘ ‘
4 Bank Information
1.7 Mobile telephone number ‘ ‘ -
Business Type < 3
Classi (*) indicates a required field

Vendor
6 ; I
Sustainabili... Submit Entire Response l Save draft ] I Compose Message l I Excel Import l
|
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If logging in from the Ariba website directly to gain access to the questionnaire you will need to click on where it says

Business Network and click the black triangle. And Click on Ariba Proposals & Questionnaires or you can use this link to
log into Ariba Proposals &Questionnaires Directly.

El! ,’ Business Network| * Standard Accol

SAP Business Network ]‘ .

SAP Business MNetwork Discovery

Ariba Proposals & Questionnaires

Ariba Contract Management

Once you are in Ariba Proposals & Questionnaires you are taken to the Home page, scroll down you will see Supplier
Registration Questionnaire. Here you may see RFP, Contract workspaces and Supplier Registration Questionnaire.

There are no matched postings.

Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an &
effort to ensure market integrity.

Home

Events

Title ID End Time } Event Type Participated

No items

Risk Assessments

Title ID End Time } Event Type

No items

Registration Questionnaires

Title D End Time | Status

¥ Status: Open (1)

I Supplier Registration Questionnaire I Doc1428343565 2/2512025 9:04 AM Invited

You will notice a Time remaining clock on the top right which will count down the timeframe you have to register.

. . . . . Time remeing
Console & Docl428343565 - Supplier Registration Questionnaire @

g ppler Registiation Q 4 dayshp328:14
Event Messages
Event Details All Content oy
Response History
Response Team Name f

v 1 General Supplier Information ;
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P PARSONS

You have 14 days to complete your registration, or the provided link will be invalid. A new link will need to be requested.

Pay special attention to the address format being requested in the registration. You must enter your Main address in 1.8
and if there is a different check remittance, choose Yes to 3.10 and then enter that address in 3.11.

+Showore
St ‘7| @

Streer 2 |7‘ ®

18 Suppler Main adress
Postal Code: ‘ ‘;:, Ur:"l ‘\E;

CountryRegian: ) ) o}
) | © saieprommcemegon: | (ovluet v| €

Examples of Correct Address Entry formats are shown below. Suite, Floor or Room number can be included on Street
field or can go into Street 2. Do not expand or use any other fields.

+Show More

Slreet | 12020 Sunrise Valley Drive | 0
SretZ | suie 110 | ©
Fostal Lode |T @ City: ™ | Reston | @
CountryRegion: | United States (US) v| @ StateProvinceRegion: | Virginia (V&) v ®

Entering PO Box information.

311 Remitance Address
| ®

Ciy: * | Marero

CountyRegor: ‘ — V‘ O P ®
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Pay special attention to the images by certain questions which provide detailed directions to assist with completion of the
questionnaire.

All Content

]
B

Name 1
¥ 1 General Supplier Information
L1 Allour supplers
and an
™[ vnspectiea v
e (main and mobile telephon nuambers) [ unspeotea v
fain telzphons nurmber [ |
17 Mobile telephone number | ‘
+Shomore
s | |@
sz | ©
18  Suppie Main address
Pl ot | @ | |@
vy
CoumyReGOn: [ (oo value) v| @ seprovincamsgon: | (ol v| @
tch 3
pliance. process eficency and collaboration with ous supplers. As part o this niaive, we are encouraging our supslers (o send and receive iransactional documents
ue:
<
‘ew business opporuriies through visiilty t other buying organizations en the Ariba Network. Pl the URL below for further details
< Accounts Payables documents, such as Purchase Orders, Ordes Cor [ unspectied v/|
¥ 2 TaxInformation
21 Are you an indvidual 2 sole proprisor, or  singie-mermber LLC? [ unspectied v/|
3 Transaction Information
31 E  purchase o [ |
[ nspeciies vl
*[ unspectied v/|

1.4 Leave blank if your company does not have a DBA name. See NOTE below if your Payee name is different.

" ,
1.3 Full Legal Name | Ariba P2P Test Supplier |

Il.tl Doing Business As I | |

A completed W-9 for US suppliers must be attached if you select False for question 2.1. Your Full Legal Name and Doing
Business As (DBA) should match your W-9 information provided.

NOTE: The name of the business Parsons is going to pay (payee) must be reflected either in 1.3 or if anything is in 1.4
that is the default that will be used.

2.1 Are you an individual, a sole proprietor, or a single-member LLC? * Only select True if the answer is yes. These
entities are not currently able to register through Ariba. Contact your Parsons POC for further details.

2.6 Enter your applicable tax numbers.

2.7 Attach only a completed W-9 for a US business. Other tax documentation can be attached for a Canadian business.
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¥ 2 Tax Information

7
I 2.1 Are you an individual, a sole proprietor, or a single-member LLC? I False W |

P PARSONS

Country/Region | United States (US)

2.6 Tax number(s)
Tax Name Tax Type

USA: Employer ID Number  Qrganization

2.7 Please attach official supporting documentation that supports the tax information 0]
provided

Attach a file %

Tax Number

3.7 Only select Check or ACH as your preferred remittance. Do not choose Wire or Virtual payment for remittance type on

the questionnaire as those options will become available in the future.

Paper Check — Available for In - Country
Fayments

ACH/EFT — Available for In - Country
Fayments

Foreign Wire Transfers — Use for Cross
Country Border Payments

¥ 3 Transaction Information

3.1 E-mail address for purchase orders

3.2 E-mail address for accounts receivable

*
I 3.7 Identify Your Preferred Remittance Method () I [A] - ACH %
- *
3.10 Do you have a different Remittance address from your Main address? (i) [C] - Check
+ | 141-AcH

3.12 Do you accept Credit Card payments?
[W] - Wire Transfer

3.13 Are you a publicly traded company? [V] - Virtual Payment

3.15 CAGE CODE |

3.16 DUNSID |

3.17 Unique Entity Identification (UEI) |

3.18 Commodities #(select a value) [select]
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Name t

¥ Bank Information #1 Delete

* I Bank Type: | No Choice | I

Country/Regjon: ‘(WVEMEJ v ‘

lBank Name: I ‘ |

Bank Branch: ‘ |

Street ‘ |

> | |

State/Province/Region: ‘ |

Bank account information

Postal Code ‘ |

Account Holder Name ‘ |

| Bank Key/ABA Routing Number I‘ |
I Accuuﬂtl\umberl ‘ |

IBAN Number. ‘ |

SWIFT Code ‘ |

Bank Control Key ‘m

Please attach a voided check or signed letter from bank dated within the past 60 days confirming bank information. Attach a file %

l Add an additional Bank Information ] (*) indicates a required field

Note: Swift code is only needed if selecting wire transfer in 3.7

For ACH remittance, attach a signed letter from your bank with the account details OR a voided check to validate the
Bank information in section 4.1.
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STEP 4 - SUPPLIER QUESTIONNAIRE IS REVIEWED AND APPROVED BY PARSONS

You will receive automatic notifications from the system, however, periodically monitor your registration by logging into
your Ariba account until completion, Supplier Registration Questionnaire will show Pending Approval while with Parsons in
review.

Registration status:
e Pending Approval - Not registered yet.

e Pending Resubmission - Requires modifications from the supplier (You will receive notification emails to
action)

o Registered - Registration complete.

e Registration Denied - Registration cannot be continued you will receive an email with details.

Pending Resubmission reflects the need for more information or corrections to your questionnaire or attachments. You
may receive email notifications to take action, please complete those actions timely when emails are received. When
you go into your Ariba account you will see the Pending Resubmission Status for the Supplier Questionnaire.

STEP 5

Once you are Registered by Parsons through the Ariba Network you can now maintain your supplier data directly with
Parsons.

An email will be sent to you of your registration:

[EXTERNAL] Approved: Supplier registration with Parsons

Ariba Administrator <no-reply@ansmtp.ariba.com:
To Hoppe, Diane [Us-U5]
'Z:i:} Click here to download pictures, Ta help protect your privacy, Qutlook prevented automatic download of some pictures in this message,

Registration with Parsons.

Congratulations! Parsons has approved your supplier registration. Polar Air Conditioning Services, LLC has now been included in the supplier database of Parsons.

You will be notified when next steps of the supplier onbearding process reguire your attention.

If you ever need to update your supplier data, log into your Ariba account and go to Supplier Registration Questionnaire
and hit Revise Response. Ensure that you maintain an accurate email address in order to receive any notifications. This
will kick off the registration process to update your submitted data.

Parsons will require periodic updates of your data to ensure current information is in the system. If you receive a request
to review your data, please action the request. If you don’t update your data, your supplier registration may be de-
activated, and you will not be able to transact business with Parsons until reactivation occurs.
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Revising Supplier Registration Information

Example of an email notice that you may receive requesting additional information:

[EXTERNAL] Action needed: Provide additional registration information to Parsons

Ariba Administrator <no-reply@ansmtp.ariba.com:
To @ Hoppe, Diane [US-US]

@ Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

Additional registration information needed.

Parsons reviewed your registration infermation and needs the additional information described in the comments below.

Comments:

TRANSACTION RESULT: FAILED

ADDRESS
RESULT: FAILED

Supplier Remittance Address
Parkway Augtin TX 78735 US

- Confirmed with missing secondary information; address is valid but it also needs a secondary number {apartment, suite, etc.).

- Missing secondary number (apartment, suite, etc.)

To provide the additional information that Parsons needs, Click Here [parsons.sourcing3.ariba.com] to go to the registration questionnaire.

To Revise your registration/response log into Ariba Proposals &Questionnaires

E! ¥ Ariba Proposals and Questionnaires -

SAP Ariba

Supplier Login

LJs.er Mame

Password

Login

Forgot Username or Password

Next, select the “Supplier Registration Questionnaire” under Registration Questionnaires.

P PARSONS
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There are no matched postings.
Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an %
effort to ensure market integrity.

Home
Events
Title D End Time } Event Type Participated
No items
Risk Assessments =
Title D End Time Event Type
No items
Registration Questionnaires
Title D End Time | Status
¥ Status: Open (1)
I Supplier Registration Questionnaire I Doc1428343565 212512025 9:04 AM Invited

At the top of the questionnaire, select “Revise Response”. After you land on the next screen, select “Submit” at the top
right or bottom right-hand side of the screen. If you need to make any edits or updates, you may also do so before re-
submitting your questionnaire.

< Go back to Parsons-S Dashboard De I

Doc1325866492 - Supplier Registration Questionnaire @ fime remanne

Console 4 days 23:57:38

Event Messages You have submitted a response for this event. Thank you for participating.
Event Details
Response History

Response Team

v Event Contents

All Content ¥
All Content

Name 1
, General Supplier ¥ 1 General Supplier Information 2

Inf.. '

11 All our suppliers are expected to comply with the Standards of Ethical Conduct for Business Partners
and are vetted in accordance with our compliance policies and applicable regulatory requirements.

2 Tax Information
12 Isthis being by a supplier representative? Yes
g Transaction 15 Full Legal Name zdcfhb
Information
1.6 Doing Business As
4 Bank Information
1.7 Country code (main and mobile telephone numbers) us
E‘fi”e“ Type 1.8 Main telephone number 7323290500 -
assi..
‘ »
Vendor

5 Sustainabilt. Compose Message

Select Submit Entire Response at bottom of page and this will move the regjstration back to Parsons for review.

< Go back to Parsons-5 Dashboard De:

Console Doc1325866492 - Supplier Registration Questionnaire CI—) zm;;::grg_:

Event Messages

Event Details All Content
Response History
Response Team Name 1

¥ 1 General Supplier Information

1.1 All our suppliers are expected to comply with the Standards of Ethical
Conduct for Business Partners

and are vetted in accordance with our compliance policies and applicable
All Content regulatory requirements.

v Event Contents

1.2 Isthis being by a supplier repr ive? "| Yes ~
General Supplier f—
Inf.

*
15 Full Legal Name | zdcfhb ‘

N

Tax Information 16 Doing Business As ‘ |

*

Transaction e
Information

w

() indicates a required field

Bank Information
T i [ Rewoadlasteic | [ savearat | [ ComposeMessage | [ Excelimport
Business Type

Classi..

&

@

Vendor
Sustainabilit...

@
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FAQ

1.Where do | get help?

For Ariba Support help, use the Seach bar in Ariba on the right to enter questions to get to the FAQs or you can click
Support at the bottom to get to the Ariba Help center.

= @[@] ~w

o
e,

Help Center

Contact Administrator

a, Inc. adminig _ ﬁ

w Help Center Contact us

Home Learning

1. Start here to find your answer.

How can we help you?| Q

Need expedited assistance for an open event ending within 60 minutes? Take these steps
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If you cannot find helpful resources with your issue, follow these steps to create a case with Ariba for additional help.

Home Learning Contact us

1. Start here to find your answer.

| contact ariba I X | Q |

2. Browse below for our Al-based recommendations*

How do | add a new user to my company's SAP Business Network supplier account? FAQ
How do | add new users to my company’'s SAP Business Network supplier account? How can | ®

create a sub-user? If you are the account administrator, you can add users with the following... Feb 7, 2025

How do | contact my buyer? FAQ

How do | contact my buyer? You can contact your buyer in two ways after signing in to your ®

Business Metwork supplier account. 1. By instant message . 2. Using the contact information... Sep 24, 2024

How do | change the administrator user in my SAP Business Network supplier account? FAQ
Hew do | change the administrator user in my SAP Business Network supplier account? ®
Depending on what access you have, use any of the following procedures to change your... Feb 23, 2024
How do | create a project and connection on SAP Integration Suite, managed gateway
for spend management and SAP Business Network? ® FAQ
How do | create a project and connection on SAP Integration Suite, managed gateway for Mar 18, 2024
spend management and SAP Business Network (Previously known as SAP Integration Suite,...
How do | change or update my email address or username in my supplier account? FAQ
| need to change or update my email address, username, or name on my SAP Business ®
Jan 10, 2025

MNetwork supplier account. The user name refers to a person who is no longer part of the staff...

*Powered by SAP Incident Solution Matching

3. Choose from the options below to continue.

What do you need help with?

‘ Can't find what you're looking for?

If you need to contact Parsons, contact your POC at Parsons directly.

2. What if | can’t find my Ariba Invitation email in my inbox?

Confirm with your Parsons POC, typically a Buyer or Subcontract Administrator (SCA) that an invitation was sent. If
confirmed that the invitation was sent, inquire with your IT department to ensure emails can be received from email
domain: ansmtp.ariba.com. Please note this email sometimes ends up in the spam folder. Invitations emails are valid for
14 days.
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3. What if the Ariba Invitation email went to the wrong email address?

Contact your Parsons POC and provide the correct email address. The internal supplier team will issue a new invite to the
new POC.

4. What if | encounter an expired link error when | “Click Here” in the Invitation Email?

First try clearing your web browser cache and cookies, closing out the browser and then opening a new browser session. -
If the issue persists, contact your Parsons POC to send a new link.

5. What if I'm signed into the Ariba Network, but | cannot see/access the Supplier Registration Questionnaire?

Ensure that you have followed the instructions to navigate to Ariba Proposals And Questionnaires. If you still cannot see
the Questionnaire, contact your Parsons POC to check if the ANID on your side matches the ANID on the Parsons side.

6. What is an ANID?

Ariba Network ID: it's the ID number for a company’s profile on the Ariba Network (not the same as user ID). Multiple user
IDs can be created under a company’s ANID.

7. What if | need more time to complete the Supplier Registration Questionnaire?
Contact your Parsons POC to request the extension. They will coordinate with the internal supplier team.
8. What if Ariba will not let me save the Supplier Registration Questionnaire?

Ensure there are no data validation errors (some fields may require specific formatting). If there are errors, try going to a
different section or addressing the errors, and then saving again.

9. How do | add users to my Ariba Network account?

https://support.ariba.com/item/view/193412

10. How do | merge/consolidate Ariba accounts from other customers?

https://support.ariba.com/Iltem/view/181922

13. How do | access my company’s Ariba Account after the administrator has left the company? -
https://support.ariba.com/item/view/192807
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