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Sourcing Intelligence Quick Start for Suppliers

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 to view the event’s
Status tab Navigation bar
Click to view Events Buyer filter

oL R

Event Dashboard Company Filter: |l Companes 2 Fill-In Data Sheets
Event Msg Open Close &%‘:""‘“':zfs Do‘i'l’";i‘:“s Commercial Technical Pricing
T awaiian Elocitc Compatios " i P S | | 4
Buying entity I |
Click numbers to No datasheet
view event tabs available
Number of unread/total messages Datasheet
Click to view the event’s Messaging tab available

e 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.

e To return to the Dashboard, click Dashboard in the navigation bar at the top of the window.

e An event will not appear on your Dashboard until you have been added as a participant.
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Downloading Bid Packages

All of the Buyer’s bid package documents (if any) 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.

Status ECEIEERERIREN 2. Upload Documents | 3. Commercial Data | 4. Technical Data | 5. Pricing Data Messaging

Addenda
Document Description Issue Date RefID File Name File Size Download

[ Pre Bid Test Doc 0115/18 Pre_Bid_Test_Doc_docx 11.63KB

e You can access the Bid sub-tab after the event opens. You can access Buyer documents before
the event is opened from the Pre-Bid sub-tab, if the Buyer utilizes this feature.
e To view or download a document, click the file name.
o 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.

Status 1. Download Documents (EMUCEERISEEIEERER 3. Commercial Data | 4. Technical Data | 5. Pricing Data Messaging

Upload Bid Proposal

Document Type * Reference D

(Select from List)
Select File(s) Location Selected File(s)
[ Choose File | Nofile chosen [ Submit Document |

Bid Submissions

e Do not upload any files to the Pre-Bid tab.
e To upload a document to the Bid tab:
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.
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Datasheets

Datasheets (3. Commercial Data, 4. Technical Data, 5. Pricing Data) will not be used in this RFP event.
All Proposal information will be uploaded for submission through the 2. Upload Documents tab.
Buttons/tabs are grayed out if the event is not using a particular type of datasheet.

i Upload Documents )

1. Download Documents EROGT) YW EINIGIGEI 4. Technical Data | 5. Pricing Data | Messaging

IEXSET Your information can be changed after it is saved. If you leave this page without saving it first, you will lose all unsaved data

Communicating with the Bid Event Coordinator /Company Contact

Suppliers should use Email to contact the Bid Event Coordinator /Company Contact while the bid event is
open. In these CBRE RFPs, PowerAdvocate Messaging will not be used.

Getting More Information

e Click Help on the navigation bar to display online help.
Dashboard Profile Company  Help Logouwt

e Supplier documentation can be downloaded from the online help system.
e Call PowerAdvocate Support at 857-453-5800 (Mon-Fri, 8 a.m. to 8 p.m. Eastern Time) or e-mail
support@poweradvocate.com.
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