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Note to Proposers 

The language in Appendix E refers to “Energy Contract Managers” as “Bid Event Coordinator” 
and to “Proposers” as “Suppliers” (Bid Event Coordinator and Supplier are terms used by 
PowerAdvocate). 
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1.0 Electronic Procurement Plaform 

1.1 Sourcing Intelligence®, developed by PowerAdvocate® and referred hereto as 
the “PowerAdvocate Platform,” is the Electronic Procurement Platform that the 
Company has licensed and will utilize for the RFP process. 

1.2 There are no license fees, costs, or usage fees to Proposers for use of the 
PowerAdvocate Platform. 

1.3 Once the RFP event is opened and Proposers have registered, Proposers will have 
online access to general notices, RFP-related documents, and other 
communications via the PowerAdvocate Platform, and may begin to submit their 
Proposal(s). Proposals will be accepted only through the PowerAdvocate 
Platform. 

2.0 RFP Registration 

2.1 To access the RFP event, the Proposer must register as a “Supplier” on the 
PowerAdvocate Platform. If the Proposer chooses to submit more than one 
Proposal, the Proposer must register as a new “Supplier” on the PowerAdvocate 
Platform for each Proposal and each separate Proposal variation submitted. 

The number of Proposal variations a Proposer is allowed under one Proposal Fee 
is defined in Section 1.8.2 of the RFP. The number of registrations on the 
PowerAdvocate Platform does not dictate or impact the Proposal Fees that must 
be submitted. Please refer to Section 1.8.2 of the RFP for all instructions and 
requirements related to Proposal Fees. 

2.2 If a Proposer is already registered on the PowerAdvocate Platform, the Proposer 
may use their current login information to submit their first Proposal; any 
additional variations to that Proposal or a new Proposal will require the Proposer 
to register as a new “Supplier” on the PowerAdvocate Platform. 

2.3 Each registration will require a unique username, unique e-mail address, and 
unique Company name. Proposers that require multiple registrations to submit 
multiple Proposals or Proposal variations should use the Company name field to 
represent the Company name, Proposal number, and variation number (ex: 
CompanyP1V1). Proposers are asked to refer to the unique registration name 
when adhering to the naming conventions described in number 3.4 of this 
Appendix E. 

2.4 Proposers can register for an account on the PowerAdvocate Platform by clicking 
on the “Registration” button (located in the top right corner of the webpage) on 
the PowerAdvocate website at the following address: 

www.poweradvocate.com 
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2.5 The Proposer’s use of the PowerAdvocate Platform is governed by 
PowerAdvocate’s Terms of Use. By registering as a “Supplier” on the 
PowerAdvocate Platform, the Proposer acknowledges that the Proposer has read 
these Terms of Use and accepts and agrees that, each time the Proposer uses the 
PowerAdvocate Platform, the Proposer will be bound by the Terms of Use then 
accessible through the link(s) on the PowerAdvocate login page and attached for 
convenience in this Appendix E. 

2.6 Once a Proposer has successfully registered as a “Supplier” with PowerAdvocate, 
the Proposer shall request access to the subject RFP event from the Company 
Contact via e-mail through the RFP e-mail address set forth in Section 1.6 of the 
RFP. The e-mail request must list the Company name field (ex: CompanyP1V1), 
as applicable, under which the Proposer has registered with PowerAdvocate. If 
the Proposer has registered multiple accounts in accordance with 2.3 of this 
Appendix E, a separate e-mail request will be required from each unique e-mail to 
request access to the RFP. After the Bid Event Coordinator has added the 
Proposer to the event, the Proposer will receive an invitation to the RFP event at 
the registered e-mail account, and the Proposer will see the bid event on their 
dashboard upon logging into the PowerAdvocate Platform. Once the RFP event 
opens, the Proposer may begin submitting their Proposal(s). 

2.7 After registering and prior to the opening of the RFP, Proposers are encouraged to 
familiarize themselves with the PowerAdvocate Platform, including tabs, the 
dashboard, the messaging feature, the Sourcing Intelligence Quick Start for 
Suppliers, etc. Proposers should note that they will not be able to access any bid 
documents until the event officially opens. 

2.8 Proposers may contact PowerAdvocate Support for help with registration or 
modification of registration if desired. Support is available from 8 AM to 8 PM 
Eastern Time (2 AM to 2 PM Hawai’i Standard Time when daylight savings is in 
effect) Monday to Friday, except for Holidays posted on the PowerAdvocate 
website, both by phone (857-453-5800) and by e-mail 
(support@poweradvocate.com). 

2.9 Contact information for PowerAdvocate Support can also be found on the bottom 
border of the PowerAdvocate website: 

www.poweradvocate.com 

3.0 RFP Submission Requirements 

3.1 An e-mail notification will be sent to all prospective Proposers via the messaging 
feature in the PowerAdvocate Platform when the event has been opened to receive 
Proposals. Proposals must be submitted through the PowerAdvocate Platform 
before 2:00 p.m. Hawai’i Standard Time on the date indicated in the Schedule in 
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Section 3.1 of the RFP.  It is the Proposer’s sole responsibility to ensure that its 
complete information has been submitted on time. The Proposal submission 
deadline via the PowerAdvocate Platform is an Eligibility Requirement as 
identified in Section 4.2 of the RFP. 

3.2 The Proposer may return and change the information on the datasheets as often as 
desired up until the bid event closes. Upon bid event close, the answers the 
Proposer has saved will be considered final. 

3.3 All Proposals must be prepared in accordance with the instructions, procedures 
and format specified in the RFP, including those instructions provided in 
Appendix B, and this Appendix E. 

3.4 Uploaded files must follow consistent naming conventions described herein. 
Names of electronic files uploaded to the PowerAdvocate Platform must include, 
in order, the Company name, Proposal number, variation number, section number 
as outlined in Appendix B, and description, for example: 
“CompanyP1V1_2.1_RequiredForms.pdf.” 

3.5 All responses to the RFP must be submitted in the English language. 

3.6 RFP questions that are not applicable to a specific Proposer, Proposal or Proposal 
variation must be clearly marked as “N/A” (Not Applicable), and the Proposer 
must provide a brief explanation for each item as marked. 

3.7 It is the Proposer’s sole responsibility to advise the Company Contact, as defined 
in Section 1.6 of the RFP, of conflicting requirements, ambiguities, omission of 
information, or the need for clarification prior to submitting a Proposal. 
Proposers are advised to allow time for the Company to respond to such requests, 
and also allow time to consider the Company’s response in the development of its 
Proposal. While the Company will endeavor to respond to questions or 
clarification requests, Proposers are advised that such requests submitted close to 
the Proposal due date may not allow the Company sufficient time to respond.  

3.8 The Company will not be responsible for technical problems that interfere with 
the upload or download of Proposal information. Support is available to answer 
technical questions about the PowerAdvocate Platform from 8 AM to 8 PM 
Eastern Time (2 AM to 2 PM Hawai’i Standard Time when daylight savings is in 
effect) Monday to Friday, except for Holidays posted on the PowerAdvocate 
website, both by phone (857-453-5800) and by e-mail 
(support@poweradvocate.com). 

3.9 Proposers are encouraged to start early, save data frequently and avoid waiting 
until the last minute to submit the required information. Proposers are allowed to 
revise information that has been previously submitted, as well as add, modify 
and/or delete documents any time before the event closes. There is no limit to the 
size of a file that can be uploaded, but larger files will take longer. Multiple files 
can also be compressed into a .zip archive for upload. 
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3.10 All questions or concerns regarding the RFP, while the RFP event is open, shall 
be submitted to the Company via the PowerAdvocate Messaging tab. Questions 
and concerns prior to RFP opening shall be submitted to the Company Contact via 
the contact information provided in Section 1.6 of the RFP. 

3.11 Questions regarding the PowerAdvocate Platform operation ONLY should be 
directed to: 

PowerAdvocate Support 

E-mail: support@poweradvocate.com 

Tel: 857-453-5800 

PowerAdvocate Support will only answer questions related to the operation and 
functionality of the PowerAdvocate Platform. Questions related to the RFP cannot 
be answered by PowerAdvocate Support. The Proposer should refer to Appendix 
B of this RFP for instructions related to the Proposal submission process.  Further 
questions related to the RFP can be submitted via the Messaging tab mentioned in 
3.10 of this Appendix E. 
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Sourcing Intelligence Quick Start for Suppliers 

PowerAdvocate® Sourcing Intelligence® enables suppliers to access buyer documents and submit 
documents over a web-based sourcing platform. 

Logging In 
1. Launch a web browser and go to www.poweradvocate.com. 
2. Click the orange Login button. 
3. Enter your account User Name and Password (both are case-sensitive) and click Login. 
4. Click the Events tab if it is not already displayed. 

Dashboard 
Your Dashboard lists the events you have been invited to. A line divides currently accessible events from 
others. 

 Click an event name to view its Status tab, which displays a summary of your activity and key event 
dates. To view specific details of an event, click the buttons 1-5 to view the corresponding tab. 

 To return to the Dashboard, click Dashboard in the navigation bar at the top of the window. 
 An event will not appear on your Dashboard until you have been added as a participant.  

1 
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2 of 4 Sourcing Intelligence Quick Start for Suppliers 

Downloading Bid Packages 
All of the buyer’s bid package documents, including specifications and engineering drawings, are 
centrally stored on the PowerAdvocate Platform. To view bid documents, click “1” on your Dashboard or 
on the 1. Download Documents tab from within the event. 

 You can access the Bid sub-tab after the bid opens. You can access buyer documents before the 
event from a Pre-Bid sub-tab if the buyer enables Pre-Bid submittal. Do not upload any files to 
the Pre-Bid tab. 

 To view or download a document, click the file name.  
 To download multiple documents: 

1. Select the checkbox in the Download column for each document you wish to download. 
or click Select All. 

2. Click Download Selected Files. 

Uploading Documents 
To upload your documents, click “2” on your Dashboard, or on the 2. Upload Documents tab from 
within the event. 

 To upload a document: 
1. Specify a Document Type (Reference ID can be left blank). 
2. Click Choose File, navigate to and select the document, and then click Open; multiple 

files can also be compressed into one .zip file for upload. 
3. Click Submit Document. 

2 
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3 of 4 Sourcing Intelligence Quick Start for Suppliers 

Completing Datasheets 
In addition to uploading your documents to the 2. Upload Documents tab, many buyers will request that 
you fill out one or more datasheets as part of your response. To view the event datasheets, click 3,4,5 on 
your Dashboard or on the 3. Commercial, 4. Technical, or 5. Pricing tabs from within the event. 
Buttons/tabs are grayed out (e.g., 4) if the buyer did not create a particular type of datasheet. 

 Complete the datasheets over the course of the Bid Open period; datasheets may have multiple-
sub-tabs. 

 Click Save Data often to avoid data loss. Once the bid closes, saved data is automatically 
submitted to the buyer. 

 To view a printer-friendly version of a datasheet, click “Printable.” 

Communicating with the Bid Event Coordinator  
(Company Contact) 

Buyer companies should use the PowerAdvocate Messaging tool to contact the Bid Event Coordinator 
(BEC) while the bid event is open. 

PowerAdvocate Messaging 
To send a message to the BEC, go to the Messaging tab and click Create New Message. To read or reply 
to a message from the BEC, click the message subject.  

 You can send messages to the BEC and buyer team; replies are sent to the supplier team and the 
buyer team. 

 Supplier teams cannot message each other or see other supplier teams’ correspondence with the 
buyer team. 

 You can receive external e-mail notifications of new PowerAdvocate messages by selecting 
“Yes” to “send email notifications?” in the Messaging tab. 

3 
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4 of 4 Sourcing Intelligence Quick Start for Suppliers 

Getting More Information 
 Click Help on the navigation bar to display online help. 

 Supplier documentation can be downloaded from the online help system. 
 Call PowerAdvocate Support at 857-453-5800 (Mon-Fri, 8 AM to 8 PM Eastern Time) or e-mail 

support@poweradvocate.com. 

February 2018 

Copyright 2011-2018 Power Advocate, Inc.   PowerAdvocate   Support: 857.453.5800 
CONFIDENTIAL  This document and its contents 179 Lincoln Street Fax: 857.453.5656 
are the confidential property of PowerAdvocate, Inc. Boston, MA 02111 USA E-mail: support@poweradvocate.com 
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