RESOURCE FOR MICROSOFT SUPPLIERS

SupplierWeb Toolkit

Everything you need to set up your account, keep your profile
competitive, and respond to Microsoft bid requests.

Set up - Manage your profile - Get found - Bid and win work

NEW IN THIS EDITION: Sourcing Events — updates to the RFQ experience in SupplierWeb

Last updated: October 2026 - aka.ms/supplierwebtoolkit



IWeIcome to SupplierWeb

One place to manage your company info and act on what Microsoft needs. Four sections — jump to what you need.

1

Get started

Working with Microsoft

e Setup checklist

e Completing the Non-

Disclosure Agreement
NDA

 Sign in and sign-in help

e Personalized dashboard

 Self-serve help and the

Microsoft Finance
Assistant

Go to SupplierWeb: supplier.microsoft.com

2

Manage your account

Users and access

Profile

Contacts and contact
types

Enterprise resilience

Business classifications

Sustainability

CO+I Business Unit

Invoices: view, create,
export

3

Get found and win
work

Capability Attestation

4

Sourcing Events

and Skill Attestation

Roles and rates

Bulk upload

functionality

e How you're invited

«  Where to find bids in
SupplierWeb

* How to respond and the
timing - & NEW: 5 days
to prepare and submit
your quote

o After you submit

* Get ready checklist

Prepare: Confirm you can sign in to SupplierWeb, and keep contacts and

Microsoft SupplierWeb Toolkit - Contents

user access current so the right people receive and can respond to RFQs.


https://supplier.microsoft.com/
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How working with Microsoft fits together

Not every step applies to every supplier — it varies by circumstance, location, and partner.

1 Participate in an RFIl, RFP, or 2 Awarded business from 3 Contracting
RFQ Microsoft

4 Compliance reviews and 5 Account setup in Microsoft's 6 Data processing reviews and
assessments systems assessments

7 Receive signed SOW and/or 8 Deliver goods or services 9 Submit invoices and get paid

purchase order

* A signed NDA is required before any discussion of Microsoft business.
« Ongoing compliance and legal requirements may recur periodically or yearly, depending on the scope of work awarded.

» Payments are released according to payment terms once the invoice has been approved.

Microsoft SupplierWeb Toolkit - Get started
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IYour setup checklist

Things to do. Each one directly affects whether Microsoft can find you, contact you, and pay you.

1st time users: DO THIS NOW RECOMMENDED

o Sign in using the email address that received your invitation. ﬂ Take the guided tours and browse self-serve resources
e Complete onboarding activities if your account is new. e Customize your dashboard to show what matters most
| o to you
e Add authorized users — including at least one backup
admin. e Add the remaining contact types for ongoing
Admins must add a person as both a contact and a user communications

Q Add the critical contact types.

Primary, Business point of contact, Accounts receivable, SCoC

Why this matters for bidding / RFQs

Review business and diversity classifications.
Address any certification needs

Sourcing Event invitations are emailed to the contacts you
maintain in SupplierWeb. If those contacts are missing or

O 0 O

Attest to your capabilities and skills. out of date, you will not know you were invited — and the
Drives whether you appear in Microsoft's internal supplier searches response window is short.

Submit roles and hourly rates. Only users with an Admin, Profile manager, or Contributor
Required in certain categories role can open Sourcing Events and submit a bid.

Microsoft SupplierWeb Toolkit - Get started




Onboarding a new account EOm——

e ege . . ) & Dastooars SUT:D;L:::toowz Microsoft (1010)
For initial onboarding or setting up additional accounts . (2] | [t
R Dashboard 7
0 Open SupplierWeb from your invitation email, or go to C esoseion. — i
. . B cai Center invoice . .
supplier.microsoft.com i Welcome to Microsoft SupplierWeb
The contact on that email is automatically added as the admin user. O T
B Huckes We look forward to doing business with you. Please start the registration process by selecting ‘Get started’
9 After S|g ning in, ensure the co rrect onboa rding name © Requing | izgczﬁ:?;tnyour application within 30 calendar days of receiving the invitation email to avoid auto
. £ User Management -
and/or company is selected - See Dashboard page 2 s 9_
© sclect Get started — e e )
B Moot invoice | Setup Language and region ® complete
0 Complete required sections and acknowledgments, then S —
submit for review.(You'll be contacted if more info is
PO Terms O Not Started
needed). Supplicr Web > e Supplicr Regfl o
0 Supplier code of conduct O Not Started
Have this ready T Setup Language & Region | Contact Info b
+ Basic organization information : use your legal business registration name O Terms & Conditions Contact Information O Not Started
* Questionnaire details on conflict of interest, information security, and company (L ot e Questionnaire
size |
. . . . . A . O Questionnaire Questionnaire O Not Started
* Tax Profile: This can NOT be changed after submission as it will impact tax filing |
and reporting O Taxprofile Tax Profile
* Banking details: Admins and contributors can add up to five bank accounts. After (|3 Bank profiles Tax Info O Not Started
a bank account is created, its currency can NOT be changed Ban Profile
* The country on a supplier account can NOT be changed after creation—a new
country requires new onboarding. Suppliers can update other address details in 1

SupplierWeb if the country stays the same.
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I Completing the Non-Disclosure Agreement (NDA)

A mandatory step in onboarding, required for all suppliers.

0 Complete the NDA steps within new
supplier registration
This section appears only if the Microsoft requestor

. . . — &) We need your help! Learn mare
indicated you have no NDA in pIace. 5 Dashoard Supplier Wes  New Sepplier Registration Non-Disclosure Agreement (NDA)
oo Thi i i | he NDA
1 . is section is to complete the .
o Tell us whether you've already signed an 6 s ) ’
I o Non-Disclosure Agreement (NDA)
N DA @ Terms & Constons This section is to complete the NDA Current Status is _
I @ Not Started % Download
. 0 Comsctings CLaTent Status is
e If yes, provide the NDA number | ® s : Have you signed the NDA? (@) Yes () No
. . . ep ey e ' @ ten-Disclenare Agreament (NDA) — -
Your entry is validated; an error appears if it isn't e—l sk Eoym— e
CO rreCt. e | = Nerify Non-Disclosure Agreement Number *
O Tax Profie e 123456 |
Q If no, provide contact details for your L
authorized signer
. . . MNon-Disclosure Agreement (NDA)
This triggers an email to that person. i section s 10 ol the MO
Current Status is
. . . e -. m .'.-lnFI;PM}:'\-fFI.\.N"'lvr-!' . ;u.-un-- Signer Fall Mams *
An admln User Can Slgn the NDA Or aSS|gn Microncll Grnicigntiel Inirmpion. Infommption o coriel on Supgeritieh i i your insssl uog for inloneticrst pepoms ool Micosak diecisles 2l meemties, s or impied, 510 oy et o Sppievit, iciaig Iy | |
Lupplia Ligaar Emad Addieii ”
it to another contact in your company. 1 B
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I Sign in and sign-in help

© o to supplier.microsoft.com & Microsoft | Supplieriieb 1

e Sign in using your account setup email address.

Use the address on the To line of your invitation
email.

e Can't sign in? Select | need help to get self-service
troubleshooting from the Microsoft Finance Assistant.

<% Finance Assistant

Troubleshooting:

< Finance Assistant 1037 AM

Al-generated content may be incorrect

Welcome to SupplierWeb

with portal log-in issues—what problem are you experiencing?

* Access is by invitation from Microsoft or your account
. . Microsoft SupplierWeb is the centralized onboarding and account management tool for suppliers I need help signing in
admin. Contact your admin to request access (see doing bylIeRithiNicrosoft
"Manage users and their access").

message

What do | do if | don't know who my supplier admin is?

+ Confirm you're using the correct, authorized email and
been added as an authorized user.

* Ask your account admin to add you if you haven't been.

IMPORTANT:

* Microsoft security policy requires users to sign in at
least every 60 days.

/\ Important: As of October 12, 2026, users who previously accessed SupplierWeb using Alternate sign-in should now select Sign in

* Never share sign-in credentials — every user needs
their own account e_ Sign in ‘ Tk Alternate sign in

How may | help you today? ]

@

Using Azure AD

Using Non-Azure AD
Biisacy policy

0— & I need help!

A, Microsoft employees should use the 'l need help!' button on ProcureWeb. 4

« Don't switch sign-in methods — stick with what works.

Microsoft Confidential Privacy & Cookies Legal Notice
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Your dashboard

Where you land after sign-in — and where you'll see alerts about new bid opportunities

o Select the right account

Use the Supplier Name and Microsoft Company
lists — your selection changes the data shown.

P Purchase orders, invoices, payments...

£\ Microsolt Supgiier COVID-19 Confirmed Case Nezification Process March & 2020 (POF) Learn More

0_ Supplier Name Microsoft Company
9 Read announcements to stay informed =~ = [raseseeome upus sz | (eoson oo

to LifecCyce
, Dashboard 5
€© Search by payment, purchase order, or = ™ 5 )
inVOice number | e Payments (2) Purchase Orders (17) ‘EH I Tickets (4)

B Cail Center invoice

. 5 S e E—— > el 29 " | e
0 Use the header icons i 5m 2
3 Tickets Faied B Noz Paid )l

Sorting

310.1k 29 " Completed

Language, alerts and notifications, help and | lo
resources, feedback.

)

§ Reging % Finance Assistant ED = x
Invoices (49) Supplier Profile ; Sourcing Events & Surveys
. h . I £ User Management €%, Finance Assistant 11:41 AM
Edit your dashboard to rearrange tiles rament | Apooves | 2enaing View and s proie iformation A
p. Supplier Profile Created Invoices Approva: Microsoft Company (1190) new Hello, Thank you for using Microsoft's Finance Assistant. How

events

2 8 4 0 sviiiti lzl h;v you today?

2new
I 7 invoices Rejected geos ovents

16

B2 Sourcing Events

G Expand any tile for more detail

All company code events
Al geographies

Other Supplier Apps

1 1
0 Use 'l need help!’ from any page B Mesoninvos
Recycling Purchase Order Projections
= Supplier Compliance Po.. . .
Program Type Published On =t s B

Responsidie Recycle

Tip: Your Supplier ID appears next to the o
selected supplier name (for example, d

07400
0001112222). H it ready if d N =
. Have it ready if you nee
Microsoft Confidansal information. information 3nd comtent on Supplienies s for your internal us for informatiansl purpeses only. Microssh disciaims 3l wamanties exprassed or implied 35 1o the content on Suppherieb. induding the sccurscy of any forecasts prejections or pradictive satements Q_ m
support.
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Get help without waiting

Four self-serve options are built into every page

o Open Help for support and training
SupplierWeb £ Purchase orders, invoices, payments...

ceification Process March 8 2020 (POF) Learn More

@ Take a guided tour to learn common : R
Welcome to SupplierWeb
v I | Microsoft (1010) I
tasks
Would you like to take a tour? HEIP
. B % 2?2 A
o Use | need help! to ask a question
Payments (2) / Purck % Finance Assistant ED = X General Help
. . B Cail Center Invoice
o Create a support ticket if you need to 2 Get help
N e o I > & = i ] Create support ticket
In Progress » Finance Assistant 11:41 AM |
) . [ Give feedback
D3 Tickets b Al-generated content may be incorrect
lo Hello, Thank you for using Microsoft's Finance Assistant. How | wﬂe— Guided Tours
B invoices can | help you today?
@ e V. First time using SupplierWeb
. . ling ) .
Working with Payments
G u IdEd tOU rs worth ta kl ng ¥ i N Invoices (49) 7 Supp| & Surveys User Management
Payment Approved oerding View al Working with Purchase Orders
« First time using SupplierWeb A oo e e e pom Q| lede
16 28 4 w0 | Working with Invoice
E2 Sourcing Events Tickets
° User management | 1 nveices Rejeces | e | Supplier Profile
Other Supplier Apps ez | Supplier Profile Contact
1 1 - | | Supplier Profile Capability Attestation
°
S u p p | ier p rOfI |e Microsoft invoice i . ol Supplier Profile Skills Attestation
ecycling L ur
M M = S iier Ce i Po...
O Suppller pr0f||e Contact s Program Type Published On = C
. 5 oMo . Responsivie Recycle 2/42020 1
« Supplier profile capability attestation . - o
O T|Ckets Sesislod e ¥ How may T help you today? [] i
0/400
Microsoft Confidensal information. information and coatent on Supplieried is for your internal use for informational purposes only. Microsaoft i @ brivacy policy fany forecasts projections. or pradictive statements. @ I I help!
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SECTION 2

Manage your account



I Manage users and their access

Only admin users can see or edit the user list

0 Open User Management from the navigation pane 0_

e Filter by Access Type

General SupplierWeb Access —OR- Invoice Management

e Add user* to create a new user

Q OR select an existing user to change their access

* Must be admin user to view or edit the user list

Roles - General SupplierWeb Access

« Admin: read/write plus user management (limit 3 per
supplier ID)

- Contributor: read/write to all profile, transaction, and
banking info

« Profile Manager: read/write to profile and sourcing
info, except invoice, tax, and banking

* Reader: read only
Roles - Invoice Management
« Admin: view/submit invoices and manage invoice users

« User: view and submit invoices

Microsoft SupplierWeb Toolkit - Manage your account

Dashboard

Recently Viewed Items

User Management

Payments

Manage users

Select a user from the list to review or change their access

You must have admin access to review or edit this list

X D]>|& B

Purchase Order Monthly...

=0

@

CE&S Invoices

Access Type

Purchase Orders

Life Cycle

Tickets

Filtered by: Clear all

Showing: 19 Users

B0 v =

Invoices a

Recycling

g @

Sourcing Events

53

Sustainability Resources

o°

Supplier Profile

User

Name or email

Name or email

Name or email

Name or email

Email

Email@companyaddress.com

Email@companyaddress.com

Email@companyaddress.com

Email@companyaddress.com

General
SupplierWeb Access

v

Invoice
Management

v
v

v

IMPORTANT

* Group email accounts aren't supported.

* You cannot change your own role or access — even as an admin.

Authentication is required: Security codes and verification, including 2-step authentication and

Microsoft Authenticator app.



https://support.microsoft.com/en-US/accounts-billing/manage/how-to-help-keep-your-microsoft-account-secure
https://support.microsoft.com/en-US/accounts-billing/security/how-to-use-two-step-verification-with-your-microsoft-account
https://support.microsoft.com/en-US/accounts-billing/security/how-to-use-two-step-verification-with-your-microsoft-account
https://support.microsoft.com/en-US/accounts-billing/security/how-to-use-two-step-verification-with-your-microsoft-account
https://support.microsoft.com/en-US/authenticator/about-microsoft-authenticator

IWhat else to know about users

Six things to be aware of

Two access types The user list is admin-only Changes take a few minutes
General SupplierWeb Access covers If you can't see it, create a support Adds, edits, and removals typically
most features. Invoice Management ticket through Help and ask who your appear in 1-2 minutes and can take up
covers submitting invoices, checking admin is. to 10.

status, and downloading copies.

New users get an email No group mailboxes Two-factor authentication is
Invitation Each user needs a valid individual required

They must claim their identity before email account — a corporate account New users complete 2FA/MFA setup
they can sign in. The admin who made is preferred. as part of gaining access.

the change is copied.

. Important: To ensure business continuity, assign at least two admins to each supplier account and access type -
General and Invoice Management.

Microsoft SupplierWeb Toolkit - Manage your account




I Profile: basic information

Must be an admin, contributor, or profile manager to edit

Open Supplier Profile from the navigation
pane or dashboard

Select Edit to update name, DBA, address, or
DUNS

Scroll for more profile details
Edit industry types using the section link
Add countries under Manage key geographies

Add or edit awards with Add award and the
edit/delete icons

Good to know

* Supplier offerings shown here come from your
capability attestations — edit them on the
Capability attestation page, not here.

» Supplier Type is for business-specific use and
won't apply to every supplier.

Microsoft SupplierWeb Toolkit - Manage your account

TEST SUPPLIER NAME
B8 Dashboard

i 0001010101 @ Active
3o LifeCycle

£ 1010 - MICROSOFT - United States & &% Test Supplier Name
B Payments

Basic information Contacts Compliance Resilience Business Classification

E2  Purchase Order Monthly...

Basic information

B Call Center Invoice

) Purchase Orders Legal entity name

Doing business as

3 Tickets
UVP name Employee count
&2 invoices =
& s @ TEST SUPPLIER NAME
Recycli Dashboard
A : £ 0001010101 @ Active
A User Management bo Life Cycle -
£51010 - MICROSOFT - United States ~ © &% Test Supplier Name
B payments
Supplier Profile Basic information Contacts Compliance Resilience Business Classification
£~ Purchase Order Monthly...

B Sourcing Events
B call Center Invoice

Other Supplier Apps @ Purchase Orders
83 Tickets

B Microsoft Invoice
B Invoices

i=  Supplier Compliance Pc
@ Recycling
A User Management
Sa supplier Profile
[@ Sourcing Events

Other Supplier Apps

B Microsoft Invoice

i=  Supplier Compliance Por...

Purchasing information

Capability Attestation

D-U-N-s C

Social media

Supplier capabilities

Back-office Services: Finance, Ops & Procurement  Project Based Consulting Services

Industry types
Addresses
Address type Address

Key Geographies

Country Cities
Awards
Award Title Awarding Entity Date Awarded Valid Till

Purchasing information

Award Link Description

Capability Attestation

o O

v Y [ o

SP SSPA Small Diverse
Business

Ultimate parent Bank & Tax profiles

> S

Revenue (in USD)

Website

o O
© ©

S o ©
MSP SSPA  Small Diverse
Business

Ultimate parent Bank & Tax profiles

Z Edit

e— Manage key geographies

‘3—__@‘ Add Award

Uploads Action

5
]

Skill At

-

W“«




Profile: contacts

Keeping contacts current is what makes sure bid invitations and compliance notices reach you

0 Open Contacts from Supplier Profile

(2]
o

Select Add Contact to create an entry

Delete with the trash icon
Or select a row to activate the delete button.

Edit with the pencil icon /

Use the provided links for contacts
marked Uneditable

Edited in SupplierWeb:

Primary, Legal, Cybersecurity, SCoC Compliance,
Sustainability Compliance, Diversity, Enterprise Resilience,
Resource Manager, Contract Signatory

Edited via links:

Accounts Receivable, SSPA Compliance

Not all contacts get access to SupplierWeb.

Use the Access, Role, and Type columns to identify who
has access. Grant access by adding the contact in User
Management. Contacts may have multiple types, and
each type can be assigned to multiple contacts.

Microsoft SupplierWeb Toolkit - Manage your account

TEST SUPPLIER NAME

00NN @ u

B 1010 - MICROSOFT - United States

€2 Test Suppher Name

Basic information Contacts

Contacts o
(© Most contacts are managed on this pagd] For Accounts Receivable and Business/PO contacts gohere. For SSPA contacts go here I—e
e—l A, Add Contact I| @ Delete

[=] Name and Title  Email Phone number  Fax SupplierWeb Access SupplierWeb Role

Compliance Code of Conduct Business Classification Purchasing information Ultimate parent Capability Attestation Skill Attestation Bank & Tax profiles

Contact type Company cod... MS Business...  Program type

Sustainability L]

System

(] - - Sustainability - - - -
= - - - - ' — V ) ‘ )
& - _ _ - i e — “ i V .

Sourcing

Signatory

Resource

Manager

stain

Last modified

© © © ©

ssssss

Industry Solutions Delivery

Actions

/A Important: Suppliers are expected to maintain current contact information and conduct an

annual review to verify that all designated contacts remain accurate and up to date.
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Contact types and what each is used for

Types marked * are critical — set these first.

% Primary
Supplier relationship management (SRM) related communications

% Business point of contact
Purchase order (PO) communications

% Accounts receivable
Tax, invoice, and remittance communications

% Compliance - SCoC
Supplier Code of Conduct communications

Sourcing
Sourcing Events, includes bidding RFQs

Compliance - SSPA
Supplier Security and Privacy Assurance
Diversity-related communications

Cybersecurity
Incident response for data security issues

Sourcing Event notifications go to the Primary, Sourcing, Resource Manager, Contract Signatory, and Business contact types — all of them, if several people are listed.

‘ Compliance - Diversity

Microsoft SupplierWeb Toolkit - Manage your account

Legal
Legal communications

Sustainability
Sustainability communications

Enterprise resilience
Business continuity and disaster recovery of services to Microsoft

Resource manager
Microsoft Consulting Services (MCS) suppliers — supplier resource manager

Contract signatory
MCS suppliers — signatory for MCS contracts

ECIF Contract Signatory
End-Customer Investment Funding (ECIF) contract signatory

ECIF Admin
ECIF administrators with portfolio-level access to ECIF projects

ECIF Collaborators
Reserved for future use

11



Enterprise resilience

Visible only to enrolled suppliers. Formerly known as EBCM.

0 Open Resilience from Supplier Profile if it's

. TEST SUPPLIER NAME & Edit Profile o
avalla ble to you i# 0001010101 @ Active MSP Un|
If your organization isn't enrolled, the page won't appear. ‘
5 1010 - MICROSOFT - United States & & Test Supplier Name
e CheCk yOU r enrollment status and dates Basic information Contacts Compliance Resilience Business Classification Purchasing information Ultimate parent Bank & Tax profiles Microsoft Consulting Service
A due date shows for assessments in progress or
scheduled. 6
Resilience
e Review questionnaire responses
. . Enrollment status Enrollment date Anniversary date
Responses can't be edited once the assessment status is. _— —9 S RS0
Complete.
Assessment status Assessment due date Assessment review date
Add or read comments at the bottom to talk to Compiated " oeh e
the Microsoft review team
Assessment

At Microsoft we recognize that the unexpected can and does occur - from simple situations to major outages. This assessment provides insights into your company's resilience capability {
Microsoft despite unexpected challenges.

. . . . . Comments
The assessment gives Microsoft insight into your °—
Add a comment
company's ability to keep delivering services : -
. . e— Resilience & Continuity e your coments here
through unexpected disruption — from small
incidents to major Outages 1. Does your company have a Business Continuity and/or Disaster Recovery |
Yes Comments History
No [@3-December-2821 (UTC) : Supplier]

Provided required answers and resubmitting

Add at least one Enterprise Resilience contact so

[©3-December-2021 (UTC) : Resilience Manager]

) . . " & | need help!
2. Does your company have a written Business Continuity or ResilienceStane . . .. ____ . _____ .

your organization can be invited to submit or

update responses.

Microsoft SupplierWeb Toolkit - Manage your account 13



Business classifications

US-based accounts only

Open Business classification from Supplier
Profile

Review the status of existing classifications

Answer the Small Business question
Required

Add Minority Owned Business classifications as
appropriate

Upload your certification document and details

Review or add comments at the end of the
questionnaire

Save your changes, or Submit when complete

Why we ask

The US Government requires Microsoft to collect
accurate supplier self-attestation of business size
before an initial award, and annual re-attestation
from US-based small business suppliers.

Microsoft SupplierWeb Toolkit - Manage your account

0—

o—

TEST SUPPLIER NAME
0001010101 @ Active Q0 0 ©
MsP SsPA  Smal
. Busir
£ 1001 - Microsoft Federal - United States +2 € www.website.com £ Test Supplier Name
Basicinformation  Contacts  Compliance  Resilience | Business Classification | Purchasing information  Ultimate parent  Capability Attestation  Skill Attestation  Bank & Tax profiles
Business Classification
Small business Diverse supplier Diversity classifications
No Yes Women Minority Owned Business
2.1s your med, operatad ethnic minorities?
® ves
Questionnaire D No
Select the appropriate minority classification *
Small Business
1. Does your business meet the small business size standards defined by the SBA.gov? *
(@) Yes (Small Business)
() Mo (Large Business)
Select the appropriate MBE certification
Centifeste
et a certifcaion s
MAICS code (Enter 6 digit code. Multiple codes can be entered as comma separated values)* 2 g oo
Croose W o foseconn = sty oo
Soppi
Response
Anniversary date
Comments
‘Commants Histary
) . . . o . [12-hugust-2821 (UTE) © Supplier]
[) Under 15 US.C. 645(d), any persan who misrepresents its status shall (1) be punished by a fine, imprisonment or bath; (2) be subject to administrati} o
-
Business Act. By submission of the foregoing certifications, | am attesting to the accuracy of the information contained in all sections herein. Supplier furt witin
Supplier's termination. If at any time any representative of the Supplier's organization learns that the responses provided herein were erroneous when su
certifications ediately and submit via Suppl; *
Add a comment
Select any applicable small business classification.
Select a certification Upload certificate Certifying Agency *
GChoose... [ - | Choosefile  No file chosen
[ ]

Important: Misrepresentation may result in offboarding from Microsoft supplier programs,

termination of funded awards, and civil or criminal penalties imposed by the United States

Government.
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Sustainability resources

Available to suppliers engaged in Microsoft's Procurement Sustainability program

o Open Sustainability Resources from the
dashboard tile or navigation pane

e Browse trainings, webinars, and guidance
documents

9 Open a section to review or download
resources

Microsoft is committed to becoming
carbon negative by 2030 and welcomes
suppliers on that journey. These
resources support compliance with the
sustainability requirements in the Supplier
Code of Conduct.

Make sure your Sustainability Compliance
contact is correct, so you receive these
communications.

Microsoft SupplierWeb Toolkit - Manage your account

SupplierWeb

Dashboard
Recently Viewed Items
User Management

Payments

CE&S Invoices
Purchase Orders
Life Cycle
Tickets

Invoices

Recycling

Sustainability Resources

Purchase Order Monthly...

& We need your help! Learn more

Supplier Name

Microsoft Company

| Test Supplier Name (0001110011)

VI | United States (1010)

Dashboard ¢

Payments (2)

Paid

I 2

In Progress

lo

Failed

1o

e eol@ @ 0 » 2 WK 0 = @ H

Sustainability Resources

o°

Supplier Profile

Fa  Supplier Tax and Bank pr...

Other Supplier Apps

B Microsoft Invoice

Sustainability Resources

EE Greenhouse gas (GHG) emissions

Q Energy efficiency

L2
-’O‘- Renewable energy procurement
1

Invoices (49)

Supplier Profile

Select an option to learn more

Q Eneray effciency
Using e energ

od Renewable energy procurement
“9X Switching 1o renewstle energy sou n 25 s0lar andt wind i

Program resources
B important pros formatio

= Sunolier Comnliance Por..

Currency USD

Purchase Order Projections Show all

| & Greenhouse gas (GHG) emissions.
Mesnsing and reparting GHG emiasions Such as carbon dic

suppont s

s ohen the fastest way to reduce emissions: these train

Tickets (0)

Show all

Sourcing Events & Surveys

© | need help!
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I CO+1 Business Unit Qualification & Annual Re-screening

Cloud Operations + Innovation

G Open Business classification TEST SUPPLIER NAME
from Supplier Profile ot S oo ?

(1] CO+I business unit L. o » A _
q ualification is th e p rocess Basic information Contacts Compliance Code of Conduct Business Classification CO_-! Purchasing information Ultimate parent Capability Attestation Skill Antestation Rates Bulk Upload Data
by WhICh an a|ready CO+1 Questionnaire .
O n boa rd ed Su pp Iier m ust This section contains additional details about your business, financial accounts and details on Environment, Health and Safety (if applicable)
meet additional qualification
criteria to do business with
Microsoft's Cloud
Operations + Innovation
(CO+I) business group.

MNICROSOFT - Urnvted States

e Select the CO+l tab in the profile
* Complete and submit the
questionnaire

For support contact the CO+|
Supplier Assurance Team.

Microsoft SupplierWeb Toolkit - Manage your account
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Invoice management

o Open Invoices from the navigation pane

= Supplier Name Microsoft Company
or dashboard e | Test Supplier (0001112222) ‘ |MICROSOFT(1010)
. . ife Cycle 1 X ee all Invoice! —0
© Allinvoices are shown by default B o Invoices (49) =Rz
B Payments

kY

Payment Approved Pending Invoices
. ; i _G,

9 FI Ite r by Statu S Purchase Order Monthy... Created Invoices Approval Rejected
Call Center Invoice 1 6 2 8 4 1

Payment created - Approved - Pending approval - B
Re_JeCted @ Purchase Orders i .
? Showing: All Invoices (49) 5
. . . 3 Tickets
o How to Smelt invoices: Supplier Invoice Invoice Due Invoice Mi“f’”ﬁ Purchase Rejection
. . & Invoices Number Invoice Status  Invoice Date Date Amount  Currency Invoice Order Number  Reason
1. fﬁleCtdcreatedISVOIces g PurChas.e or.‘der’ 5] Recycling — Payment Created 2018-10-27 2018-11-28 151499  EUR  e—  e— N/A
n dr n r n r more Invol .
N ag a op o e.? .O N olces | — Approved 2018-10-27 2018-11-28 109354  EUR | — I N
2. Under Document classification, select the E e agene
. — Rejected 2018-10-27 2018-11-28 99045  EUR — — test to reject a in...
document type, then select Continue. S supplier profil _
3. Review the extracted invoice details, upload e — i weeer e s T S
supporting documents, then select Submit. — Payment Created  2018-11-04 2018-12-06 145736  EUR  — I VA
4.  Select Calculate tax, then select Next. - — Foomed P s Ve ae E—
. . A — Payment Created 2018-11-04 2018-12-06 141189  EUR — N/A
Note: Some countries reql:“re Compllance ERLa L — Payment Crested  2018-11-04 2018-12-06 141189 EUR  — I VA
documents and statutory fields. = supplorComplanceor: pu— P —— ————

G Export your invoice list to a CSV file

Invoice Management is a separate access type. If you can't see invoices, ask your admin to grant it under User Management.

Microsoft SupplierWeb Toolkit - Manage your account 19
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Capability Attestation

This is the single biggest driver of whether Microsoft finds you when we're looking for a supplier

o Open Capability Attestation from

. . TEST SUPPLIER NAME
Suppller PrOflle H0001010101 @ Restricted o A ® ©
MSP Unabletoload Small  Diverse
ssPAdata  Business
% 1010 - Microsoft - United States +5 &% Test Supplier Name
o Choose a category group and category, Basicinformation  Contacts  Compliance  Business Classification Purchasing information Ultimate parent  Capability Attestation  Skill Attestation  Bank & Tax profiles  Rates  Bulk Upload Data
or search by name e_ Catagory group whasar  Catogory |_|—° e | |
O Search for capabilities
| Technical Services W Technical Development Functional —» Export Capability
hat is this? and i
Use What is this? and Attestation _ , i
(D) Make sure to save the data you've entered periodically. X Show capability description  Attestation definitions
—

definitions for hel
P o

Application Development Beginning H Growing H Performing ‘
g se

Software

weering services to build applications. Management of development environment and process including resolution of

0 Attest to your experience level for each
capability
Beginning, Growing, or Performing — the default
is 'Does not perform’.

Does Not Perform Beginning H Growing H Performing ‘

Does Not Perform
e Processing Does Not Perform \ Beginning
P de bots, call center v nd

Beginning H Growing H Performing ‘

Growing

\ Performing

o Save progress voopoemesovem B [ i | [ oo | petomio |
Entries appear as Supplier offerings on your basic e T e e e
|nformation ta b. Web Development & Test \ Beginning H Growing H Performing ‘

Software engineering services for web technologies.

Microsoft uses Ca pa b|||ty data to match Su pphers and content an SupplierWeb is for your internal use for informational purposes only. Micrasoft disclaims all warranties, expressed or implied, as to the content on SupplierWeb, including the accuracy of any forecasts, projections, or predictive statements.
to business needs. Complete, current data makes
an RFP or RFQ invitation more likely.

How this supports you

Tip: Use bulk upload to make many updates at once — see the bulk upload page.
Microsoft SupplierWeb Toolkit - Get found and win work 14




I Capability attestation: the rules

Read this before you attest.

How the information is used Attestation isn't mandatory —
but it costs you

Microsoft uses capability attestations If every capability is left at the default

to identify and recommend suppliers ‘Does not perform’, your company is

for RFPs and RFQs, and to make your likely to be overlooked for

capabilities visible in internal searches. opportunities.

Attestations apply per supplier This replaced the old

ID certification exercise

If you trade with Microsoft under The previous process was manual,

several supplier accounts, complete annual, and limited to a subset of

the attestations for each. If one suppliers. You can now manage

account covers several locations, capabilities directly, as often as you

reflect all of them. need.

Microsoft SupplierWeb Toolkit - Get found and win work

In-house capabilities only

Attest only to services performed or
delivered by your own employees. Do
not attest to the capabilities of
subcontractors or affiliates.

Microsoft runs on trust

Overstating your capabilities can put
your company at risk of removal from
a category.

15



Skill Attestation

Microsoft uses skills as a secondary search filter. Skills are not tied to a category.

Open Skill Attestation from Supplier Profile

TEST SUPPLIER NAME

# 0001010101 @ Restricted

[ 1010 - Microsoft - United States +5

& Test Supplier Name

Ultimate parent

Choose a skill group from the page tabs
Functional, Industry, Competitor knowledge, or

Programming

(2 B
©—

Basic information Contacts Comphance Business Classification Purchasing information
Functional  Industry  Competitor Knowledge Programming Languages + Export Skills

Skill domain Skill subdomain

2 ACEAI Al Innovation/Data science

Select a skill domain and subdomain

Use Attestation definitions for guidance

Rate your company's level for each skill
Default is ‘None'

THE FOUR SKILL AREAS

Save progress

* Functional — technical skills and proficiencies across
disciplines

Employee count O

9

(D) Make sure to save the data you've entered periodically.

Git

Databricks, Synapse, HDInsights, Azure Notebooks / Jupyter, DSVM / Linux V

Business Analysl
siness Analys

Cﬂgmllve Services, Azure swm Knnwledge Mmmg Custom Cﬂmpulsr Vision

Azure Search, Knowledge Mining, Custom Computer

Da(a Modelmg {Ir\dusuy etc)
ustry, etc

MLFlow, KubEl‘Dw Tensurflcw Fairleamn
MLFlow, Kubeflow, Tensorflow, Fai

Python, R

ume-;xandmg of Industrialized Toolkits (Spacy, OpenniLF)
derstanding of Industrialized Taolkits (Spacy, OpenNLP]

————-———

(6 =

« Industry — expertise across verticals such as financial

services, manufacturing, retail, healthcare

« Competitor knowledge — third-party software and cloud

solutions None

« Programming languages — industry-standard languages

topic

Microsoft SupplierWeb Toolkit - Get found and win work

No awareness or
knowledge of the

THE FIVE SKILL LEVELS

Foundational

Initial understanding,
limited or no customer
exposure

AML, Databricks, Synapse, HDInsights, Azure Notebooks / Jupyter, DSVM / Linux VM, ACI/AKS, Docker, ADO,

M, ACI/AKS, Docker, ADO, Git

Data science, Dal.a Enqmcermg Machine ll'arnmg :chrcsslun C\us[crmg cmss.r.caumwcmmm

Intermediate

Used in customer
environments, not yet
regularly or with
repeated success

Capability Attestation

Bank & Tax profiles

Skill Attestation

Advanced

Fully trained and
competent,

demonstrated repeated

success, used regularly

Rates Bulk Upload Data

| I [ |[ s | o ||
[ore | [t

Intermediate ‘

oty || memedite || cpnes |[ vt |
| Introductory | | Intermediate I | Experienced | | Expert I
Introductory | | Intermediate | | Experienced | | Expert |
lnlmduclnry | | Intermediate I | Experienced | | Expert I

| Introductory || Intermediate || Experienced || Expert

@ I need help!

Expert

Acknowledged leader,

multiple complex
implementations,

coaches others 16



Roles and hourly rates

Rate cards are required in certain categories if you've attested to capabilities there

o Open Rates from Supplier Profile

0 Select the country location and category

A list of roles appears based on the category.

€© Enter the hourly rate for each role and

level you support
Leave a field blank if you have no resource at that level.

o Save your changes
Saved rates are binding for the fiscal year and
cannot be edited.

When you can submit

New rate information can be submitted between
April and June each year for the coming fiscal
year. Microsoft's fiscal year runs 1 July — 30 June.

Rate submissions do not replace or supersede
pricing in an existing rate card addendum or
Statement of Work.

Microsoft SupplierWeb Toolkit - Get found and win work

STANDARD ROLE LEVELS

Level 1 Level 2 Level 3 Level 4 Level 5

Junior - 1-3 yrs Mid - 3-5 yrs Senior - 5-10 yrs, can Lead - 10-15 yrs, can Expert / mentor -
manage a small team manage a large team 15+ yrs

Microsoft deliberately excludes certain levels for some roles in the rate assessment.

CATEGORIES THAT REQUIRE A RATE CARD

Events Creative and production - Demand generation and sponsorship sales - Logistics and
management - Tools, registration and technical services - Venues, site selection, food
and beverage

Marketing Market research - Marketing services - Retail services - Video production services

Professional services Back-office: finance, ops, procurement - Learning - Consulting and advisory - Telesales
- Enterprise Services (MCS and Premier) — restricted

Technical services Content services - Data management and analytics - Datacenter ops, physical security,
critical environment - Hardware development lifecycle - Service engineering (DevOps)
- Technical development - Test and lab operations

Other ECIF — restricted category

Microsoft uses these rates to determine not-to-exceed pricing and may use them as a
baseline for a multi-year rate card addendum. 17



I Bulk upload

The fastest way to update capabilities, skills, and rates at scale.

Open Bulk Upload Data from Supplier Profile

TEST SUPPLIER NAME
0001010101 @ Restricted o

Under Capability, select Download
ca pabilities.xlsx £ 1010 - Microsoft - United States +5

Contacts Compliance Business Classification Purchasing information Ultimate parent Capability Attestation Skill Attestation Bank & Tax profiles Rates Bulk Upload Data

Complete and save your copy of the template

Select Upload Capabilities Excel and follow : 6

Please download a copy of the capability template and use that to upload your capability

the prompts i
@ Download Capabilities.xisx Upload Capabilities Excel )

Repeat for Skills and Rates using each

g
5
g

3
E
3
S

template .

File Home Insert Draw Pagelayout Formulas Data Review View I Comments

CategoryGroup - Category - Capability - Response
Contractor and Temporary Services Agency Temps Agency Temps
DO not Cha nge the template COI u m ns 3 Data Center Services-Site Security & Safety XYZ
Event Creative & Production AV, Lighting Design & Related Equipment
. 5 Event Creative & Production Captioning & Presentation Support
or fo rm at. Ad d yo ur d ata an d noth N g 6 Event Creative & Production Event Creative
7 Event Creative & Production Furnishing and Decorating services
. . 8 Event Creative & Production Production Labor
e I Se — a n a |te red te m p | ate WI I I fa I | to 9 Event Creative & Production Talent & Paid Speakers
0 Event Creative & Production Technical Production Management
Event Demand Generation & Sponsorship Sales ~ Demand Generation
u p I O a d . 2 Event Demand Generation & Sponsorship Sales  Sponsor & Exhibitor Sales
P4

del-ins loaded successfully

Microsoft SupplierWeb Toolkit - Get found and win work 18



I SECTION 4 - NEW

Sourcing Events functionality

Suppliers may be invited to participate in Request for Quotes (RFQs). Here's where

you'll find your request for quote, how to respond, key timelines, and what
happens after you submit.

* Watch a demo!



https://cdn-dynmedia-1.microsoft.com/is/content/microsoftcorp/Sourcing-Events-Supplier-Experience_video_en-us

STEP 1 - THE INVITATION

How you'll know you've been invited

Microsoft defines project scope, timing, and budget.

A Watch for this email

Sender: Microsoft Sourcing Notifications
srcngprd@microsoft.com

It tells you your company has been selected to participate
in an RFQ and gives the response deadline. Reminder
emails may follow if the buyer switched them on.

Who receives it

Every email address for these SupplierWeb contact types:

Primary

Sourcing

Business point of contact
Resource Manager
Contract Signatory

Microsoft SupplierWeb Toolkit - Sourcing Events functionality

You've been selected to participate in a Microsoft RFQ for Digital Marketing Services Project for Performance-Driven Campaign Execution I8
Inbox x

lmcmsoit ing Notifications UAT <srenguat@microsoft.coms l 222PM(Shoursage) Yr @ &
=¥ Microsoft Procurement

Participate in the RFx for Digital Marketing Services Project for Performance-Driven Campaign Execution
|

Congratulations! You have been selected to participate in the RFx for Digital Marketing Services Project for Performance-Driven Campaign Execution. This RFx aims te assess your capabilities in delivering services to Microsoft. Qur goal is to
identify the supplier that can provide the best value. We look forward to reviewing your proposal and appreciate your interest in partnering with us.

You can review project details by going to your project dashbeard.

Note: If you're not the correct contact for this RFx within your company, work with your SupplierWeb portal administrator to reassign to the correct contact. The current list of administrators that we have recorded include:

Privacy Statement

Microsoft Corporation, One Microsoft Way, Redmond, WA 38052 USA

B Microsoft

Before anything else

» Confirm you can sign in to SupplierWeb.
» Confirm your contact types are updated and accurate.

* Confirm the people who will respond have Admin, Profile
manager, or Contributor access.

v Watch a demo!
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STEP 2 - FIND

Where to find the RFQ (request for quote) in SupplierWeb

SupplierWab

0 Sign in at Supplier micrOSOft com = Starting October 7th. we are launching a new internal work scope app for ECIF (End Customer Investment Fund) suppliers. If you deliver ECIF projects, update your rate card as the app will use this information for project costing. &
= = B Dashboard D New cybersecurity contact requirement - Microsoft now requires all suppliers to designate two cybersecurity points of contact. Add these new contacts in the Contacts section of your Supplier Profile to ensure compliance
B e Supplier Name Microsoft Company
- ‘ Microsoft (1010)
9 On the Dashboard page, select the £ i | e
. A 5 Dashboard ~
supplier account that was invited
B ceas invoices
. Payments Show al CE&S Invoices (0) Purchase Orders (1) Show all Tickets (0)
If your business has more than one O Rosamcions
: e Sorry ran into a problem. moad Sorty, we ran into a problem.
. o Life Cycle B . Currently, there are no supplier - —
account, this matters — the event only . e s e M - emto el s
O Tickets Sive s you feel like this is an error, please let us Give feedback to us
H H equest with status code 500 know S
appears under the invited account. B o
¥ Reqyding = CASO
N - 7 g® 2 Sourcing Events - -
Select the SourC|ng Events tlle On the A Supplier Profie Invoices how all Recycling &— Sourcing Events Show all Supplier Profile
fa Supplier Profile Sorry, we ran into a problem. View or edit your profile information
page - . Tel this problem to help us fix i " s e Z:m Your Tasks (6)
Fa supplier Tax and Bank pr. Give feedback to us .
fa Supplier Profile Contact .. Error: Request failed with status code 401 Al company code evants 2’_'
] . r A3 caoormolia
a All Sourcing Events’ screen: s S - o
Sort by Event Status and events marked s sppie o

B Microsoft Invoice

Open for response with Event Type =
RFQ are ready for bids.

= supplier Complianc

Supgliar NamsSuppliar ld) Gisography

@  Report Data Incider
@  Tier 2 Suppher Sper |;" Suppier | Al Geographiss

e Select the event you were invited to All Sourcing Events (10)

Eunil Suppler 1d Gamgraphy Dup°_ Fusnil atatiie Respuninen dlage Respaindar C.>-.°_ Fuant typs | Diiteairs
Ca n It See 1 Sou rcing Eventsl ? e_l'au Engagerment - Corsuling Serdoes I LTSS Invhes et - A Jonad hor nespocse o respse .:- - .-_.. __\_, HE
BOOROGIETE d - temied sl supplis alkwkoom ag il 4

You need an Admin, Profile ma nager, or AR IR LS T IRt ta el 1)
Contributor role. Your account admin can W:esc M5 INVCICETEST DMLY [DO02050274) - Urited States DogRDzaETE Jrited Tanes ®Compiete N pos BB B S .- [
assign it under User Management. '

U0 P - S INVOICESTES T DMLY [DOU20SU274) - Urited Stabes DO020GTE Urvtasd St * g Sutmmiuiead e 150 B s
1010
S RFC] - BAS INWDICETEST ALY [DOOINS0A74] - India (105 DOOROS0TA el 2003-06.07 & Diruad fror reposus Submised mursingu pplmreetif orinskea 15 Ausuiting Culzs
e ; °
Microsoft SupplierWeb Toolkit - Sourcing Events functionality . — T . . . . . o
<0 AFC] - M5 INWCICFSTEST O0LY [DO0ZNS0274] - Canada (1075] (2050074 Caracls ST & Compists ismized hwatahiye-Qgmeilzzm T e



https://aka.ms/supplierweb

STEP 3 - SUBMIT YOUR BID

How to respond — and how long you have

0 Accept the Bidders Agreement 0 Review the project summary e Build your response
You can't proceed without it. By Open and download the Provide your pricing detail and
accepting, you attest that you're summary: scope of services, your execution plan for the
authorized to negotiate and legally milestones and dates, and the deliverables and answer the
bind your company to the terms and budget range, if the buyer shared buyer's questions.
pricing in your proposal, and that you it. Check any attachments.

will not act contrary to its terms.

° Ask questions on the Project Message Board e Submit before the deadline
Post questions to the Microsoft project manager. The You'll get a confirmation email. If it doesn't arrive, check
board is anonymized — you can see other suppliers' that your submission went through.
questions and answers, plus messages from the project
manager.

I. YOUR RESPONSE WINDOW: Day 0 invitation — 2-7 business days to respond (default is 5 days; always follow the RFQ
deadline) — Microsoft evaluation and award decision timeline may vary based on business needs. Award decisions are
communicated before the engagement start date.

Microsoft SupplierWeb Toolkit - Sourcing Events functionality
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I STEP 4 - WHAT HAPPENS NEXT

After you submit

Proposal review Decision shared SOW finalized Purchase order created
Microsoft reviews submitted You'll be notified If selected, review the If selected, deliver
proposals and may follow up with whether your company ~ SOW and confirm the against the purchase
questions on the message board. was selected. milestones, dates, order and invoice
Suppliers can also message buyers and amounts match through SupplierWeb.
there anytime before they submit a your proposal,

proposal.

If a project is cancelled -

If Microsoft cancels the RFQ, all invited suppliers are notified automatically.

Microsoft SupplierWeb Toolkit - Sourcing Events functionality 32




I CHECKLIST

Prepare for a sourcing event / RFQ (Request for Quote)

Things to do.

Confirm at least one Primary, Sourcing, Business, Resource Manager, or
Contract Signatory contact is listed — and correct

Confirm the right people have Admin, Profile manager, or Contributor
access — TIP: Keep two admins per supplier account

Add srengprd@microsoft.com to your safe senders so invitations don't
go to junk

Check you can open Sourcing Events under every supplier account you
have

Complete your capability, skill, and rate attestations so you're shortlisted
in the first place

Agree internally who prices a bid, who approves it, and who submits it

Microsoft SupplierWeb Toolkit - Sourcing Events functionality

Where to get help

Sign in and use the ? icon or 'l need
help!" on any page
Create a support ticket through help

Can't sign in at all: email
askp2p@microsoft.com

This toolkit: aka.ms/supplierwebtoolkit

Remember

Bidding show as RFQ in Sourcing Events

You typically have 5 days to respond —
always check the deadline on the event

The message board is your direct line
for communication

Contact Types determine who receives
notifications. SupplierWeb Roles
determine who can access and respond

to RFQs. 33
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THANK YOU

Questions?

Use the ? icon or the I need help! button on any SupplierWeb page.
Can't sign in? Email askp2p@microsoft.com (external suppliers only).

This toolkit: aka.ms/supplierwebtoolkit

© Microsoft Corporation. All rights reserved.
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