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Introduction To This Guide

At Optus, we value our suppliers and consider them to be a key part of
our operations. Our network of suppliers empowers us to deliver
innovative products and services, ensuring Australians remain connected
in today's digital landscape.

* This pack contains essential information on RFx events — what
to expect during the process and how to respond to an event.

OPTUS



= AcuBuy

Singtel ncs

RFx Process Overview

Before you begin, you would have received:

* An email invitation from the email address <no-
reply@acubuy.singtel.com> to participate in an
event

RFx Event Rounds What's Required?

Action: Respondin
° o * Depending on the nature of the RFx event,
suppliers may be required to provide specific
attachments and responses as part of the
proposal questionnaire. The questionnaire may

to Events

W include, but is not limited to topics such as:
. Work Health & Safety
. Sustainability

The timing can vary depending on the * Information & Cyber Security

nature of the event and the evaluation *  Statement of Compliance

process. We will provide updates as soon

as they become available.
W Important: Please be mindful that all RFx events have a
designated closing date and time, and responses must R

be submitted prior to expiry to be considered.

There may be multiple rounds of an RFx
Event within a single tender. As
necessary, you will be notified via email.

4 OPTUS



Responding to an RFx Event (Login)

Welcome to Singtel Group Procurement

This platform is designed to enhance our collaboration, streamline processes, and create a
seamless exchange of information throughout your whole Procurement journey with us.

Key features of our Procurement portal

+ Smart Sourcing: Streamline your procurement process with our smart sourcing capabilities.

AcuBuy Login

English ~ 9

2

Login Credentials

Search for contracts easily, find the right suppliers, and get the best price benchmarking. *

+ Real-time Collaboration: Foster seamless communication with suppliers and internal

stakeholders in real-time. Stay informed, make decisions faster, and keep your projects on track. »

+ Unified Dashboard: Gain a comprehensive view of your procurement activities through our

ciatfindd b KA mvdain bennle Ao PRI

s‘»|

[CAUTION: External email] Do not click links or open attachments unless you recognize
the sender and know the content is safe.

2a

Please use the following code to connect to the applicatior: 218731

This is an automatically generated e-mail, please do not reply

Click here to manage your notifications settings.

P SN I WD SO

AcuBuy Login

Acubuy Login”

Singtel Employee Login

NCS Employee Login

Ivalua Login

2 wf130@yahoo.com

Ivalua Password

Your verification code

N T |

Acubuy Password*

Forgot Your Password

Orders  Perfor

(including, but not limited to, any information, communications, software, images and sounds contained on or available
the Site) is provided by Singtel, its content providers and third party licensors. The intellectual property rights to or over
ents contained in each Site belong to Singtel, its content providers and/or third party licensors. All rights are reserved.

tents of the Site cannot be reproduced, modified, transferred, distributed, republished, downloaded, posted o transmitted
irm or by any means including but not limited to electronic, mechanical photocopying or recording without the prior
sermission of Singtel. Without prejudice to the foregoing. you agree that the material and content contained within or

- through the Site may not be used for commercial purposes or distributed commercially.

aral

ess to or use of the Site, as well as these Terms shall be governed by, and construed in accordance with Singapore laws
agree to submit to the exclusive jurisdiction of the Singapore courts.

failure to insist upon or enforce strict performance of any provision of these Terms shall not be construed as a waiver of
sision or right.

rt of these Terms is held to be unenforceable, the unenforceable part shall be given effect to the greatest extent possible
remainder will remain in full force and effect.

srms are for the benefit of Singtel and its directors, officers, employees, suppliers, licensors, agents, and any third party
providers to the Site. Each of these individuals o entities shall have the right to assert and enforce those provisions
>gainst you on its own behalf.

5 committed to ensuring that nt made available via this site is appropriate and not offensive. If you have any

5 over the content available| 2 site, please contact us here. We will endeavour to investigate all matters brought
‘tention. C

v 1accept the terms and conditions

Acknowledge Print
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Instructions start here:
You would have received:

* An email invitation from the email address
no-reply@acubuy.singtel.com to participate
in an event. The email is addressed from
Singtel Group Corporate Procurement.

* For first time suppliers, an email will be sent
to guide you in setting up your credentials.

How To: Log into AcuBuy

Open aninternet browser and go to the

1 AcuBuy login page at https://singtel-
supplier.ivalua.app/page.aspx/en/usr/logi
n/ OR click the link provided in your
invitation email to access the site directly

Enter your AcuBuy Login and Password,
2 then click "Login”

Open your company email and copy
2a the 2FA (two-factor authentication)
code

Return to the AcuBuy platform,

2b paste the code into the Your
verification code box, and click the
‘Confirm code’ button.

To proceed, review and accept the
2c General Terms of Use by ticking the
checkbox at the bottom of the page

Click on the "Acknowledge" button

~=) Continue onto the next page
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Responding to an RFx Event (rind rFx)
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POJ ¢

Create Receipt

Create Invoice

UAT Amteem 38

Singtel

Filters RFx Status:

Proposal Progress

;e

Open for Bidding x

Awaiting Acknowledgment

General Info. Sourcing Contracts Catalogs Orders Inveicing Payments

Manage Proposals

Supplier Pc
Manage Auctions

Show public request for proposals

Onboarding Prog,. - Validations

Registration
Onboard Pending

v 2
M
There is no item requiring
your attention at the
moment.

Preparation
Gather Infarmation

Enrollment Rev.
Review Information

Active Supplier
Onboard Complete

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

Manage Proposals

RFx Status
Open for Bidding

Proposal Progress

[ I

On Hold Q-

Please remove the RFx status filter to list all RFx invited.

On Hold x

Sourcing Project 2 Lot# = RFx Name %+  RFx Status

Round # 4

BPM000887 1 RFx SupplierDemo Request Open for Bidding

A Q e Supplier Q.

Q, Search
RFP in Progress

©

Invoices

Go to page

©

A Q e Supplier Q.

Q, Search

Remaining Time % Begin (UTC+10) 4 End (UTC+10)

1d 07h 31min 26s 26/08/2025 02:00:00

28/08/2025 00:00:00

= AcuBuy

Singtel ncs

How to: Find an RFx Event

Click on “RFP in Progress”

3

By default, search filters are applied.
Remove them by clicking the 'x" to view all
events, including closed or approved
events

Click on the "RFx name" hyperlink to
access the event

4  Forum

i =

‘ﬂ Continue onto the next page
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Responding to an RFx Event (access rFx)

Trr— A O € swriea How to: Access an Open RFx

Singtel ncs General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

RFx SupplierDemo Request (BPM000887) - Lot : / Round : 1 Q Search . L ,
On the left side of the screen, click '>>>' to

expand the navigation bar

UAT Amieem a8

Singtel ncs General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

b0 IR+ RFx SupplierDemo Request (BPM000887) - Lot : / Round.:1 Q Search

7

In the 'Overview tab’, review all pre-

6 requisite questions and answer each by
selecting a value from the drop-down

Remaining time : 1d 07h 29min 555 - Ak No proposal has been submitted menu (YeS/NO)

To fully access the event, Tenderers are required to comply with all Tender prerequisites as set out in this section and click the “Save” button above. Answers 2 C li Ck "Sove" to p roceed
Please refer to the Terms and Conditions of Tender. Do you agree with the Terms and Conditions of Tender?

Please refer to the Singtel Group Supplier Code of Conduct. Are you able to comply with the expectations and requirements set forth in the Singtel Group Supplier Code of Cond| ct?

: n - B "
Click "l acknowledge receipt of this RFx
to proceed

Please refer to the Non-Disclosure Agreement. Do you accept the terms of the Non-Disclosure Agreement? 8

3 Record(s)

Please access and review the reference

Reference Links (Optus)
links as required

Please click on below link to access Optus Supplier Code of Conduct
Singtel Group Supplier Code of Conduct

Please click on the below button to download Terms and Conditions
Terms And Conditions
Please click on the button to download NDA Attachment

NDA Attachment

Acknowledgement

To answer to this RFx, please acknowledge.

‘ﬁ Continue onto the next page
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Responding to an RFx Event (acknowiedge RFx)

UAT Amiar 38

Singtel ncs General Info.  Sourcing  Contracts  Catalogs Orders  Invoicing  Payments N Q e Supplier Q. How to: Respond to Intention of Bid

RFx SupplierDemo Request (BPM000887) - Lot: / Round : 1

After clicking the acknowledgement,

9 confirm your intention to bid by selecting

one of the two available options, then
Please refer to the Terms and Conditions of Tender. Do you agree with the Terms and Conditions of Tender? Yes click 'Submit' to proceed

Please refer to the Singtel Group Supplier Code of Conduct. Are you able to comply with the expectations and requirements set forth in the Singtel Group Supplier Code of Conduct? Yes
Please refer to the Non-Disclosure Agreement. Do you accept the terms of the Non-Disclosure Agreement? Yes

3 Record(s)
tionnaire

Reference Links (Optus)

Please click on below link to access Optus Supplier Code of Conduct
Singtel Group Supplier Code of Conduct

Please click on the below button to download Terms and Conditions
| Terms And Conditions
Please click on the button to download NDA Attachment

om] NDA Attachment

Receipt acknowledged on 26/08/2025 16:31:56 (UTC+10)

To answer to this RFx, please confirm that you intend to bid.*
WILL BID: our intent is to respond to this RFx.

NO BID: we will not be able to respond to this RFx.

Submit

‘ﬂ Continue onto the next page




Responding to an RFx Event (Download RFx documents)

UAT Aeteae 28

Singtel

General Infa. Sourcing

Contracts

RFx SupplierDemo Reque

Catalogs Orders Invoicing Payments

00887)-Lot: /T and: 1
10

Q, Search

B Download all contents of this RFx | Validate & Submit Proposal Cancel Proposal

Remaining time : 1d 07h 27min 11s - &4 No proposal has been submitted

RFx General
Information

Code

BPMO0O0B87

RFx Name

RFx SupplierDemo Request
Lot #

Round #

1

Begin

26/08/2025 02:00:00
(UTC+10)

End

28/08/2025 00:00:00
(UTC+10)

Information
Description

Acknowledgement
26/08/2025 16:31:56
(UTC+10)

RFx Documents : Please click on the title hyperlink to read the respective instructions for each documents

Title
Tender Pack

1 Record(s)

Early Contract Documents

RFx Links

View Questionnaire
View Quotation Form

Reference Links

Please click on below link to access Singtel Group Supplier Code of Conduct:
Singtel Group Supplier Code of Conduct
Please click on the button to download Terms and Conditions of Tender

10 Att.
@

A Q 9 Supplier Q.

= AcuBuy

Singtel ncs

How to: Prepare Proposal

An intention to bid will create a new proposal.
Please ensure all mandatory sections are
completed prior to submission.

10

Click "Save" regularly while navigating
between different tabs to ensure your
progress is captured.

In the "Overview" tab, you will find RFx
document(s) provided by the Optus Team,
along with the General Information.

Important: Please be mindful of the time
stamps, particularly the "End"” of the
round. After the round ends, you will no
longer be able to amend or create a
proposal.

Important: Please be mindful of the time
zone.

Click on the "Download all contents of
this RFx" to download all documents or
click on the document title hyperlink to
download individual documents. Please
review all downloaded document(s)
carefully.

‘ﬂ Continue onto the next page
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Responding to an RFx Event (Complete Questionnaire)

UAT Anie 34
Singtel GeneralInfo.  Sourcing  Contracts  Catalogs  Orders Invoicing Payments 2 ﬂ e Supplier Q. How to: Prepare Proposal

RFx SupplierDemo Request (BPM0Q0887) - Lot : / Round : 1 Q Search

B Download all contents of this RFx Validate & Submit Proposal Cancel Proposal

Click on the "Questionnaire” tab

11

Depending on the nature of the request,

12 different types of responses may be
required, such as free-text answers or
attachments. All mandatory questions are
indicated with a red “*".

Remaining time: 1d 07h 20min 55s - £, No proposal has been submitted

Qverview .
Terms and Conditions of Tender
Terms and Conditions
of Tender

Statement of Please refer to the attached terms and conditions of tender. Select “Yes" if you agree to the Please com pl ete the qu estionnaire. Move

Compliance
terms and conditions. If “No” or "Unspecified" is selected, you cannot proceed to download . s L u "

Work Health and and submit response to the RFP content. 13 between q uestions b)’ C“Cklng the NeXt
Safety button at the bottom of each question or
Environmental by selecting the next question directly
R under the "Overview".

Sustainability

Questionnaire

InfoSec and Cyber "Singtel Group Supplier Code of Conduct 14 Important: Ensure you click “Save" before

As a leading telecommunications organisation, the Singtel Group recognises that the social
and environmental performance of our business, our customers and our suppliers plays a
significant role in our long-term success. We are committed to understanding and minimizing
the social and environmental consequences of our business operations. This commitment
extends to the procurement of products and services.

‘While we recognise that our suppliers are independent entities, the business conduct and
actions of a supplier have the potential to reflect on the Singtel Group. Due to the nature of
our relationship with our suppliers, it is Singtel expectation that our suppliers will adhere to
the minimum standards as set out in the Singtel Group Supplier Code of Conduct (SCC). The
Singtel Group looks to collaborate with transparent, ethical, environmentally and socially
responsible suppliers.

The provisions of this Code of Conduct set forth the expectations of all suppliers with whom

the Singtel Group does business. Singtel expects that these principles apply to suppliers,
narent entities and subsidiarv or affiliate entities. as well as all athers with wham thev da

proceeding to capture your responses

Security Requirements

Answer”

Yes o -

‘ﬁ Continue onto the next page
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Responding to an RFx Event (amend Bidding Currency)

UAT Aebecm 38

Singtel

ncs

D 0w

A g 9 Supplier Q.

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

Q, Search

RFx SupplierDemo Request (BPM000887) - Lot: / Round : 1

i Download all contents of this RFx Validate & Submit Proposal Cancel Proposal

Remaining time : 1d 07h 15min 19s - 4 No proposal has been submitted

Export / Import

Download in Excel 2007-2010 format (xlsx) Drop here your quotation form (in Excel format)

6" Download in Excel 97-2003 format (xIs) 0] @ Click or Drag to add a file

Currency* Total

16 AUD Q- Total per currency

*Please check the currency and click SAVE before submitting

Keywords Q Search

Show unanswered items only

Supplier Response
Selected

Label & Qty = Deliv. date = Unit 5 Deliv. date Code = Type Total =

Supplier Required
Quote - Item

How to: Prepare Proposal

15 Click on the “ltem" tab

Currency

Important: Please verify the currency of
16 the bid. By default, it is set at "AUD"

To change the currency:

* Click on the dropdown to select the
desired currency

¢ Important: Click on "Save" to capture
this change

Decling

Mo

‘ﬂ Continue onto the next page
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Responding to an RFx Event (Upload Quote Documents)

UAT Amieen 38

Singtel General Info.  Sourcing  Contracts  Catalogs Orders  Invoicing  Payments A Q 9 Supplier Q. How to: Prepure Proposal

RFx SupplierDemo Request (BPMO000887) - Lot : / Round : 1 Q, Search Bid/ProposaI

B Download all contents of this RFx Validate & Submit Proposal Cancel Proposal

You are required to provide a response in
17 the Supplier Response section
Remaining time : 1d 07h 15min 195 - /4 No proposal has been submitted
As needed:

My Tearr . .
" Export / Import Enter a single quote in the
8| Download in Excel 2007-2010 format (xisx) Drop here your quotation form (in Excel format) 17a Price _free text box or '?C‘VQ It
{7 Download in Excel 97-2003 format (xIs) ® @ Click or Drag to add a file empty if lump sum price is not
required.

Currency Total

i i
Please check the currency and click SAVE before submittin; Download the "Prlcmg
Keywords =3l - 17b  Schedule” template and

Show unanswered items only Comp|ete the price SChedUIe

template as required.

17

Supplier Response

Then, upload the completed
s etocted 17¢  pricing schedule in the
"Supplier Quote” section.
Order =  Label # Qty # Deliv.date = Unit = Deliv.date = Code = Type &  Price & Declin Attach any additional
: attachments/files in the
4 Qe - " No “Supplier Quote” Section if

1 Record(s) required.

17a 17b 17c 18  'mportant: Click on "Save”

Type = Price % Total & Decline = Template & Supplier Quote

Required

o o - {1 Pricing Sehedule.docx ® & Click or Drag to add a file

‘ﬁ Continue onto the next page
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Responding to an RFx Event (vaiidate & submit)

i UAT Nt 28

Singtel General Info.  Sourcing  Contracts  Catalogs Orders  Inwoicing  Payments A Q e SupplierQ. = e How to: Submit Your Proposql

RFx SupplierDemo Request (BPM000887) - Lot : / Round : 1 Search

Ly T, g Please review alldetails before submitting your
e : proposal including but not limited to the

BID/Proposal & Currency.

Overview
Info

Discussions Remaining time : 1d 07h 11min 15s - 44 No proposal has been submitted

Submitting Your Proposal

History

My Team Export / Ir*zo
Questionnaire @) Download in Exd| Doyou rea"y want to submit your proposal? re your quotation form (in Excel format) To submit your prOpOSGl, ﬁrst click "Sove",
8] Download in Ex¢) & Click or Drag to add a file 19 then click "Validate & Submit Proposol"

Once an offer is submitted, it cannot be modified. You will only be able to create a new one.

Currency* 1/ 1items have been filled.

AUD « 9/ 9 questions have been filled. . . .
« & document(s) have been attached to the proposal. (Questionnaires) NOte- Once an Offer IS SmeIttedl it
Please check the | .

Total number of attached documents: & cannot be modified. You will only be able
to replace the proposal or create an

additional proposal.
=3

Keywords

To confirm your submission, review the
20 summary, ensure the quantity of item,
para .
Singtel General Info. Sourcing Contracts Catalogs Orders Invoicing Payments i 3 qUeSthnS Ond dOCUmentS are CorreCt'
then click “Submit My proposal”.

RFx SupplierDemo Request (BPM000887) - Lot : / Round : 1 Q, Search

Create a new proposal = Other Actions ~

Once submitted, you will be automatically
directed to the Info tab. Look out for the
information banner as confirmation of
® Your proposal has been successfully submitted. Buyers have been notified. Access History to view all submitted proposals. .
Bid Submitted on 26/08/2025 16:48:59 your submitted approval.

Also, please expect a submission

Remaining time : 1d 07h 10min 59s .
acknowledgment emuail.

Acknowledgement

Submission acknowledged on 26/08/2025 at 16:31 '* Continue onto the next page

General Information




Responding to an RFx Event (Add/Replace Proposal)

UAT Antuan 24

Singtel

My Team

" UAT A

Singtel

ncs

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

A Q e Supplier Q.

RFx SupplierDemo Request (BPM000887) - Lot : / Round : 1 Q Search

23 21

© Bid Submitted on 26/08/2025 16:48:59

Remaining time : 1d 07h 04min 34s.

General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

A g 9 Supplier Q.

RFx SupplierDemo Request (BPM00Q0887) - Lot : / Round : 1 Q, Search

Validate & Submit Proposal = Other Actions =

Remaining time : 1d 07h 03min 5%s - & Current proposal has not been submitted

Acknowledgement

Submission acknowledged on 26/08/2025 at 16:31

General Information
Label *
Proposal # 2

Answer type

@ Alternate proposal
O Replace existing proposal

Replaced proposal

Description

= AcuBuy
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How to: Create Another Proposal

There is the function to create another proposal.
Please use this functionality as needed such as:
*  To submit an alternate proposal
*  To submit a replacement for an
existing proposal

21 Click "Create a new proposal” to start a
new proposal

This will open the Info tab. Create a Label

22  and select the applicable Answer Type.

Note: If you are replacing an existing
proposal, select the proposal to be
replaced in the “Replaced Proposal”
section

Important: Click Save to capture the
23  progress

Proceed to complete the Questionnaire
and provide your quote in the Item section
following the same process as with the
previous submission

End of Process
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Viewing Your Submissions

paTA

Singtel ncs Sourcing Contracts Catalogs Orders Invoicing Payments A g e Supplier Q. How to: View Your 5ubmitted Proposal

¢ @ {T SLIDD“EI’ P Manage Proposals Q, Search
Manage Auctions To navigate to the homepage, click on the

Show public request for proposals 1 -1
Onboarding Prog. - Validations Go to page top left corper Iogg. This is also the
@ default log in landing page

v Registration 0 P
Onboard Pending | \/ I in Progress

There is no b . » To view RFx events, go to the top index
Preparation ere is no item requiring H " NNl
Cather Information your attention at the bar and click “Sourcing” > “Manage

moment. Proposals”
m V Enrollment Rev.

Create Receipt

Create Invoice Review Information Invoices

By default, search filters are applied.
Remove them by clicking the “x" to view

all events, including closed or approved
@ events

Active Supplier
Onboard Complete

Contracts

Click on the "RFx name" hyperlink to
3 access the event

UAT At 2a
Singtel General Info. Sourcing Contracts Catalogs Orders Invoicing Payments

Manage Proposals

Proposal Progress RFx Status m Reser

- Open for Bidding On Hold Qo -

Please remove the RFx status filter to list all RFx invited.

Filters RFxStatus: Open for Bidding ®*  On Hold x

Proposal Progress Sourcing Project RFx Name %+ RFx Status Remaining Time % Begin (UTC+10) 4 End (UTC+10) 4  Forum
ra @ Submitted Proposal BPMO00887 RFx SupplierDemo Request Open for Bidding 0d 11h 57min 11s 26/08/2025 02:00:00 28/08/2025 00:00:00 ’ﬁ

1 Record(s) E -

‘ﬂ Continue onto the next page
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Viewing Your Submissions

UAT Auts a8

Singtel General Info.  Sou Contracts  Catalogs  Orders Inv Payments ier R. How to: View Your submitted Proposal

RFx SupplierDemo Request (BPMO00887) - Lot : / Round : 1 Q Search
On the left navigation tab, click "History”

4 o view your Requests. Here you can see

Submitted and In progress proposals.

©® Bid Submitted on 27/08/2025 11:55:45

Remaining time : 0d 11h 56min 335 To access a proposal, click on the

5 Proposal Name hyperlink to view:
Status
In progress Submitted . |nf0
Requests e |tem
RFx SupplierDemo Request 1 . QUeStiOnnGire
Requests “  Proposal # Status # Questionnaire Progress Submitted (UTC+10) 2 Note:

5

RFx SupplierDemo Reguc_. -1 Proposal # 1 | Submitted 33% 27/08/2025 11:55:45

*  You can only view Proposals with an In
Progress or Submitted Status

1 Record(s)

Supplier Registered5's proposal *  You only edit Proposals with an “In Progress”
Status provided the event has not ended

@ RFP RFx SupplierDemo Request - 1 (Open for Bidding)

. Answer type
Proposal Information
Alternate proposal

Label
Proposal # 1

Replaced proposal

Description

End of Process




Discussion Function

General Info. Sourcing Orders Inve g Payments

Sourcing EventA (BPM000589) - Lot : / Round : 1

B Download all contents of this RFx Validate & Submit Proposal Cancel Proposal

Remaining time : 31d 07h 51min 53s - £, No proposal has been submitted

Advanced Search

nnaire

Compose D Message History

Subject 2 Messages Last update (UTC+10) 4 Original sender ¢ Last sender %

Message to Optus 0/1 29/09/2025 15:07:20

Message from Optus - Example # 0/1 29/09/2025 14:58:42

Advanced Search

Compose D Message History

Subject +  Messages Last update (UTC+10) ¢ Original sender 4 Last sender %

Message to Optus 0/1 29/0%9/2025 15:07:20|

Message from Optus - Example A 0/1 29/09/2025 14:58:42

2 Record(s)

Q, Search

Message from Optus - Example A

2b

Created On

29/09/2025 14:58:42

Send To

Message from Optus - Example A Content

Message Type*

Message
From

Subject®

Send To

2c

6] @ Click or Drag to add files

=3 =0

= AcuBuy
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How to: Use the Discussion Function

This discussion function is the primary way to
receive updates from Optus and to send queries
to Optus regarding the RFx event.

View and Respond to a Message

You will receive an email notification when there
are new messages to view in the Discussion tab.

To view a message from Optus in the RFx
1 event:

1a Navigate to the Discussion tab
1b Click on the message subject

If required, to reply to a

1c message, select "Reply” or
"Reply all". Compose your
message and click on “Send"”

Send a Message

2 To send a message to Optus:
2a Click on "Compose”

Add a subject, select the
recipients in “Send To", compose

2b your message in the free text
box, add any additional
documents

2c Click on “Send”

End of Process
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Invite Additional Business Contact

UAT Amteem 24

Singtel ncs General Info.  Sourcing  Contracts  Catalogs Orders  Invoicing  Payments A Q 9 Supplier Q. HOW to: Invite Additional Business contucts

This functionality allows you to invite addition
business contacts to respond to the tender.

< " ¥ TenderDemo Request1 (BPM000886) - Lot : / Round : 1 Q, Search

Inside the RFX event, click on the "My

Remaining time : 2d 08h 3%min 36s - £, Current proposal has not been submitted 1 Teamn ta b

Unable to answer some questions of this RFx?
Get help from your colleagues!

Where applicable, you can Select an

Invite your colleagues and give them access to this RFx.
You can choose from the contacts already identified on this portal, or easily create a new contact to invite a colleague. 2 eXiSti n g ContCl Ct th Gt iS a | rea d), Iln ked tO
Note: Supplier Contact Management the Supplier GCCOUnt
All selected contacts can modify and submit your answer. They will only have access to this RFx. m
New contact creation may require your buyer approval for account creation
Login Information O R
2 Identity
Select Contact ) e s e To create a new contact, Click “"Create a
Create a new contact Supplier contact email address'  Position (@ Internal Identifier new contact”. This will open a pop up.
- Complete all the mandatory fields as
. ist of languages .
©  Neme Employee Email English marked with a red “*"
@ QE Suppl supplier22@qge.com.au Phone . " "
Click on "Save & Close

1 Record(s) Phone © = Adda picture

Select Contact Address

or
| - ] Create a new contact Address Label
QE Supplier22
QE Supplier33 Employee Email

Supplier New .
supplier22@ge.com.au

1 Record(s)

‘ﬁ Continue onto the next page
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Invite Additional Business Contact
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simgtel nes GeneralInfo. ~ Sourcing  Contracts ~ Catalogs ~ Orders  Invoicing  Payments A O € swiera. - How to: Invite Additional Business Contacts

D 1y TenderDemo Request1 (BPMO000886) - Lot : / Round : 1 Search

For every contact added in this step, click
Invitation to log in 3 on the password icon next to the name of
the contact. This will trigger a pop up

Overview

Discussions .
Invite a contact Click "Send Message"” to invite the
Login 4 contact to the RFx event

supplier22@qe.com.au

History

My Team

Item First Name
Supplier QE
Employee Email Note: Invited business contacts will need to
supplier22@ge.com.au create login credentials to access the RFx event.
Subject Instructions will be sent to the provided email.

Log in access to Singtel Group Procurement AcuBuy

or
- Create a new contact

Instructions end here.

Name Employee Email
[ QE Supplier supplier22@ge.com.au
] QE Supplier22 (No login) supplier22@ge.com.au
[ QE Supplier33 (No login) supplier33@ge.com.au

3 Recordi(s)

End of Process




What to Expect Next
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Following submission of a response, the RFx process will proceed
through evaluation, review, and approval stages.

The duration of this process will vary according to the complexity and
requirements of the event. Notification of outcome is not subject to a
fixed timeframe.

Submission of a response does not constitute an offer and does not
guarantee award or the formation of a contract. We acknowledge and
appreciate the time and effort suppliers invest in participating in RFx
events.

@ We will provide updates as soon as they become available.

= AcuBuy

OPTUS



Frequently Asked Questions - RFx Specific

21

= AcuBuy

Singtel nes

| want to delete a proposal that | have submitted. What should | do?

You cannot delete a submitted proposal. However, you can submit a new proposal at any time (before the designated closing time of the RFx event) to replace
your existing submission. Multiple proposals can also be submitted if required.

Is there a time frame to respond to an RFx Event?

Please be mindful that all RFx events have a designated closing date and time, and responses must be submitted prior to expiry to be considered. The invitation
email includes these details, and the remaining time can also be viewed within the event page and in the overview section.

When will | be notified of the RFx Event outcome?

The duration of this process will vary according to the complexity and requirements of the event. Notification of outcome isnot subject to a fixed timeframe.

How will | be notified of the outcome?

Updates will be provided as soon as they become available. Please keep an eye out for updates from your business contact as well.

Can |l invite a colleague to respond to the RFX event?

As required, there is the functionality to invite additional colleagues to respond to the tender. Please refer to the "“Invite Additional Business Contact” section of
this pack.

For RFx event specific assistance, please use the "Discussion Function” as outlined in this pack to contact the event manager/ coordinator.
For further assistance, please send an email to suppliers@optus.com.au.

OPTUS
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Frequently Asked Questions — General/ Account

*  Whatis AcuBuy and lvalua?

AcuBuy is an eProcurement Platform (lvalua), supporting efficient and accurate purchasing processes. AcuBuy is the Optus procurement platform powered by
Ivalua as the dedicated supplier platform. AcuBuy is a cloud-based platform that centralises and simplifies procurement activities.

* Isthere any cost for registering with lvalua for an AcuBuy account?
As an Optus supplier, there are no costs associated to registering with lvalua to use the AcuBuy platform.

*  Where do | find my login credentials for the AcuBuy Account?

For your login username, all suppliers are sent an introductory email with the subject "Login To AcuBuy" containing your original username, which is typically your
email address. You will then need to create a strong password following the instructions in the email to login/set up your account.

. | have forgotten my password

If you have forgotten your login password, please navigate to the AcuBuy login page, click on "Forgot Your Password" and follow the prompts to reset your
password.

For RFx event specific assistance, please use the "Discussion Function” as outlined in this pack to contact the event manager/ coordinator.
For further assistance, please send an email to suppliers@optus.com.au.

OPTUS
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Where to go for support?

The contact team would differ depending on the support areas required:

o The Optus Suppliers Portal is a great place to start for additional resources and guidance

o If you are participating in an RFX event, please reach out to the event manager/coordinator via the Discussions tool as outlined here

o If you wish to contact an Optus representative, please send an email to suppliers@optus.com.au

. OPTUS


https://www.optus.com.au/about/corporate/suppliers
mailto:suppliers@optus.com.au
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