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1.0 PURPOSE 

 

The purpose of this document is to provide a manual for the in-scope Accdcbhijk 

Procurement Outsourcing Services including a description of how to start using the 

services, any required inputs, any handoffs, and expected outputs. 
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2.0 AUDIENCE 

 
The audience for this document includes any Xyzzyxwvu employee(s), consultant(s), and 

contractor(s) who perform tasks in Xyzzyxwvu’s engagement with Accdcbhijk Sourcing 

Support. These employees typically are: 

 

• Category Management Teams 

• Sourcing Teams 

• Country Lead Teams 

• Offshore Team 

• Xyzzyxwvu’s Legal Team 
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3.0 OBJECTIVES 

3.1 LEADING PRACTICES  

 

Writing a Standard Operating Procedure document should include some leading 

learning and performance practices. 

Content is targeted to the performance of the procedures. Content is structured so that 

tactical, step-by-step task performance steps are provided and easily accessible for 

immediate execution of the process. 

Information that is beneficial but not essential to the step-by-step process performance 

is either not included or it is structured in the document to ensure that it does not 

obscure access to the step-by-step instructions. 

Necessary inputs to the process steps – forms, flowcharts, contact information or 

system access – need to be included or identified for easy access by the task 

performers. 

Beneficial information to enable New Hires, new personnel to the process, or 

experienced personnel in the process who have not performed the process may be 

included to help the performer to grow beyond tactical understanding as long as it does 

not obscure the primary visibility to the basic process performance. 

3.2 OBJECTIVES FOR THE STANDARD OPERATING PROCEDURE DOCUMENT 

 

As a result of Xyzzyxwvu’s request for an SOP, the Standard Operating Procedure 

Documentation: Xyzzyxwvu Engagement with Accdcbhijk Procurement Outsourcing 

Services document is designed to:  

 

• State where tasks appear in the overall applicable process(es). 

• Identify pre-requisites necessary to perform the required task(s). 

• Describe how to perform required tasks. 

• Describe how to access any Accdcbhijk application(s) to perform the appropriate 

task(s). 
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• Identify communication channels necessary to initiate, perform, or close out the 

appropriate task(s). 

• Identify support or escalation contacts to ensure the timely completion of the 

appropriate task(s). 

 

3.3 PERFORMANCE OBJECTIVES FOR THOSE USING THE STANDARD 

OPERATING PROCEDURE 

 

As a result of using the SOP, the user will be able to perform the following regarding the 

Xyzzyxwvu-Accdcbhijk Procurement Outsourcing Services processes: 

 

• Identify where to get information required to perform processes, including: 

- High-Level Process Description 

- System Access 

- Process Instructions 

- Process Forms 

- Process Flowcharts 

- Analytic Examples 

- Support Contacts 

- Glossary 

- Quick Reference Guide 

• Given required information from Xyzzyxwvu, accurately perform processes with 

use of the SOP Documentation. 

• With use of the SOP Document, describe at a high-level Xyzzyxwvu’s interaction 

with Accdcbhijk Outsourcing Procurement Services. 

• With use of the SOP Document, recognize where Xyzzyxwvu interacts in each 

applicable process 

• Independently obtain technical access or escalate technical issues. 
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4.0 PROCESS RESPONSIBILITIES 

4.1 PROCESS OVERVIEW 

Xyzzyxwvu International and Accdcbhijk have defined the following scope to 

Procurement responsibilities. 

4.1.1 CATEGORY SOURCING TEAM 

• Provide category advice 

• Support developing and updating category strategies 

• Support identifying sourcing opportunities 

• Plan and propose sourcing opportunities 

• Execute sourcing process 

4.1.2 CATEGORY MANAGEMENT TEAM 

• Analyze and forecast demand 

• Develop and maintain category strategies 

• Identify, prioritize and select sourcing opportunities 

• Provide sourcing opportunities 

• Monitor and evaluate spend compliance 

• Monitor and evaluate supplier relationships and performance 

• Conduct supplier meetings 

• Manage sourcing execution and delivery of related benefits  

4.1.3 ACCDCBHIJK PROCUREMENT OPERATIONS 

• Provide spend analytics 

• Provide market analysis reports  

• Deliver contract repository support  

• Develop category scorecards 

• Deliver supplier performance management support 

• Provide RFx, E-Auction and Spot Buy services 
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This high-level process follows a general flow depicted in the image below. Specific 

tasks and details will follow later in the document. 

 

 

 

 

 

 

 

 

 

 

 

 

  

Deliver 

supplier 

performance 

Deliver 

contract 

repository 

Deliver 

sourcing 

support 

Provide 

market 

analysis 

• Analyze and 
forecast 
demand 

• Develop and 
maintain 
category 
strategies 

• Identify, 

• Ex
ec
ute 
so
urc
ing 
pro
ce
ss 

• Mo
nit
or 
an
d 
ev
alu
ate 
sp
en
d 
co
mp
lia

Provide 

spend 

analytics 

Xyzzyxwvu 

Category 

Management 

Sourcing Team Xyzzyxwvu 

Category 

Management 

Accenture Procurement 

Operations 

• Provide 
category 
advice 

• Support 
developing 

Accenture Category 

Advisors 

• Pla
n 
an
d 
pro
po
se 
on 
so
urc
ing 
op
por
tun

Sourcing Team 

• Mo
nit
or 
an
d 
ev
alu
ate 
sp
en
d 
co
mp
lia

Xyzzyxwvu 

Category 

Management 



Xyzzyxwvu Engagement with MNOP  
Procurement Outsourcing Services 

V2r0  Section 4 | Page 3 

4.2 SYSTEM AND TOOL ACCESS 

In order to perform the required tasks in the Xyzzyxwvu-Accdcbhijk Procurement 

Outsourcing Services processes, Xyzzyxwvu personnel need to access the necessary 

tools, applications, and sites to perform those processes.  Some of the processes are 

Xyzzyxwvu tools, applications, and sites. Access and technical support for these tools 

applications, and sites is performed through Xyzzyxwvu. Others are Accdcbhijk tools, 

applications, and sites; access and technical support for these are performed through 

Accdcbhijk. 

4.2.1 REQUIRED XYZZYXWVU TOOLS AND APPLICATIONS 

 

• Xyzzyxwvu UAR 

• Xyzzyxwvu Email 

• Xyzzyxwvu Acorde Access 

• Zycus 

• SharePoint 

• Xyzzyxwvu Routing System 

 

4.2.2 REQUIRED ACCDCBHIJK TOOLS AND APPLICATIONS 

 

• Sourcing Work Request (SWR) Tool 

• Global Spend and Savings Tool (GSST) 

• Emptoris 

• Quadrem 

 

4.2.2.1 CONTACTING ACCDCBHIJK’S TECHNICAL SUPPORT 

 

Users can get technical support for system access by calling: 

1-800-672-6664 
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4.2.2.2 GAINING ACCESS TO SWR AND GSST 

 

To access SWR or GSST, Xyzzyxwvu personnel are directed to send an email with the 

requestor’s Name and contact details (including telephone number) requesting access 

to: 

angela.k.wells@Accdcbhijk.com 

 

4.2.2.3 SETTING UP VERIFICATION QUESTIONS 

 

Once the user has gained access to the Accdcbhijk system, she/he should create security 

verification questions to enable access in the event of log in problems. Failure to do this 

may result in escalation to Xyzzyxwvu and/or Accdcbhijk management for resolution or 

may result in delay in the performance of critical tasks. 

1. Access the Accdcbhijk MyAccess Website by going to: 

https://myaccess.Accdcbhijk.com/MyAccess/MyAccess

Main.asp 

2. Select the Set Up Verification Questions link in the left-

hand sidebar  

 

 

3. The user will be prompted to log in again. 

Note: that the Enterprise login and password are the same 

as your regular login and password. 

 

 

mailto:angela.k.wells@accenture.com
https://myaccess.accenture.com/MyAccess/MyAccessMain.asp
https://myaccess.accenture.com/MyAccess/MyAccessMain.asp
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4. Once the user has logged in, he/she will have the option of a number of security 

questions to answer. The user is requested to answer six questions. 

 

5. Click on the submit button at the bottom of the page to save your responses. 
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4.2.2.4 GAINING ACCESS TO EMPTORIS 

 

To access Emptoris, Xyzzyxwvu personnel should fill out the Xyzzyxwvu Supplier Buyer 

User Template (see Appendix A). Follow the instructions and send the template to: 

WFT.procurement.help@Accdcbhijk.com 

The “Buyer/User” tab includes the following fields below.  Note, the mandatory fields are 
indicated with an asterisk ‘*’ following it. 
 

• Role*  

• Business Unit  

• Title  

• First Name*  

• Family Name * 

• Login Name*  

• E-mail*  

• Work Phone Number*  

• Alternative Phone Number  

• Fax  

• Preferred Language*  

• Enable External  

• E-mail Notification  

• Time Zone*  

 

mailto:WFT.procurement.help@accenture.com
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4.2.2.5 GAINING ACCESS TO QUADREM 

 

To gain access to Quadrem, Xyzzyxwvu personnel are directed to send an email 

requesting access to: 

hau-sing.lee@Accdcbhijk.com 

  

mailto:hau-sing.lee@accenture.com
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4.3. SOURCING WORK REQUEST (SWR) 

 

4.3.1 CREATING A NEW SOURCING WORK REQUEST (SWR) 

 

1. To create a new Sourcing Work Request, the Category Manager must log into the 

Xyzzyxwvu Tracking and Request Site. 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password.  

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

2. In the left-hand sidebar, select Offshore Request Site. 

 

 

 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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Take a moment and review the site.  Note the left-hand sidebar, a welcome with 

your name, and actions at the drop down menu at the Welcome/Name. 

 

3. In the New drop down menu, select New Item.  

 

A new screen will open. 

In the new screen, a number of fields will be available for you to enter key project 

information (below).  

4. Enter the pertinent Sourcing Work Request information in the appropriate fields. 
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If you do not have the necessary information or are unclear about what to enter in a 

given field, contact your Xyzzyxwvu Country Lead. 

 

 

5. Continue adding additional details to the SWR as required. 

9 

1. Enter Project 

2. Enter Your Name. 

3. Enter e-Mail 

4. Enter GSST 

5. Enter GSST 
Project name. 
6. Select Criticality 

of the SWR 

7. Select Complexity 

of the SWR 

8. Check mark the 

appropriate “Region” 

9. 
Contra
ct 
Upload 
:  



Xyzzyxwvu Engagement with Accenture   
Procurement Outsourcing Services 

 

V2r0  Section 4 | Page 11 

 

 

 

6. Finish entering the required data for the SWR. 

7. Attach any pertinent documents as required. (See step 4, field 9 above.) 

IMPORTANT: the Offshore Team will be looking to the SWR for: 

a. An attached Contract Cover sheet. 

b. An attached Contract. 

c. An attached Rate Card. 

d. An attached Compliance Plan. 

8. Select OK to save the SWR request. 

10. If there is a delay in the 

start of the SWR, enter the 

future date on which the SWR 

11. Enter the date on which the 

project needs to be completed.  

12. Select appropriate 

category from drop down.  

13. Select appropriate “Sub 

Category” from drop down.  

14. Select appropriate 

“Project Service Request 

15. Fill/provide sufficient data 

required to perform the task.  
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When you have submitted your SWR request, you will not receive confirmation that it 

has been saved. To confirm the creation of your SWR, continue to the next section 

(Section 4.3.2 Confirming Creation of an SWR).
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4.3.2 CONFIRMING CREATION OF AN SWR 

 

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at: 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

2. In the left-hand sidebar, select Offshore Request Site. 

 

 

 

 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared


Xyzzyxwvu Engagement with Accenture   
Procurement Outsourcing Services 

 

V2r0  Section 4 | Page 14 

3. When you have accessed the Xyzzyxwvu Tracking and Request Site, scroll right to the 

end of the page. 

 

 

4. On the far right-hand side of the page, go to the View drop 

down menu and select All Projects. 
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5. At the Sourcing Request Site, you can potentially get 

status on SWRs in nine different stages of completion. 

However, note that stages only appear when there is an 

SWR at that stage of completion.   

1. New Requests 

2. Assigned (Requests) 

3. Requirements Kickoff Scheduled 

4. In Progress 

5. Submitted for Review 

6. Completed 

7. On-Hold 

8. Cancelled 

9. Rejected 

6. In this example, you are confirming a new request.  

Expand Request Status: 1. New Request by selecting the 

“+” in front of the selection you are making. 

 

7. If you created your SWR correctly, it will appear in the list. 
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4.3.3 EDITING A SOURCING WORK REQUEST 

 

If you have created an SWR and saved it, you can still edit it.  

 

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at:  

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

 

2. Again, in the left-hand sidebar, select Offshore Request 

Site in the left-hand sidebar. 

 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared


Xyzzyxwvu Engagement with Accenture   
Procurement Outsourcing Services 

 

V2r0  Section 4 | Page 17 

3. When you have accessed the Xyzzyxwvu Tracking and Request Site, scroll right to the 

end of the page. 

 

 

4. On the far right-hand side of the page, go to the View drop 

down menu and select All Projects. 
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5. At the Sourcing Request Site, you can get status on SWRs 

in nine different stages of completion: 

1. New Requests 

2. Assigned (Requests) 

3. Requirements Kickoff Scheduled 

4. In Progress 

5. Submitted for Review 

6. Completed 

7. On-Hold 

8. Cancelled 

9. Rejected 

Note: again, if there is no SWR at a particular Request Status 

stage of completion, the stage will not be displayed. 

 

6. Select the appropriate group where your SWR resides. In 

this example, we will be editing a new request.  

7. If you created your SWR correctly, it will appear in the list.  

8. Your SWR should be visible on the screen. Edit it by selecting Edit from the drop down 

menu in the field for the Request Name. 
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9. This is where a user would edit an existing SWR. 

10. When you have completed your change(s) (see [1] below), select OK [2] at the top- 

or bottom-right of the page to save your change(s).  

In the example shown, the Request Name has been changed from SOP-Practice 

SWR to SOP-Test SWR. 
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11. To verify that your change has been made to the SWR, 

the user may view the information on the Sourcing Request 

Site if the information is visible there [3]. (In the example 

here, the Request Name is visible on the site and the new 

Request Name is reflected.  

 

12. However, if the information is part of the SWR’s detailed 

information, again go to the drop down menu in the 

Request Name field.  

Select View [4]. 

 

 

13. Your change should be visible in the field where it was made. 
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4.3.4 CANCELLING A SOURCING WORK REQUEST 

 

Cancel is one of the optional statuses assigned to a Sourcing Work Request.  Changing 

an SWR’s status to cancel is an important option for the Category Manager.  It will cease 

progress on the project, WITHOUT deleting the SWR from the system. 

1. Go to 4.3.3 EDITING A SOURCING WORK REQUEST in this document. 

2. Follow steps 1 through 8 in the EDITING A SOURCING WORK REQUEST section. 

If your SWR is visible on the screen and you wish to edit the SWR information, access 

it by select the Edit from the drop down menu next to the SWR’s Request Name. 

3. The user should be at the page to edit an existing SWR. 

4. Go down six fields to the Request Status. 

Select 8. Cancelled. 
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5. Select OK at the top or bottom right-hand side of the page 

to save the change to the project status. 

 

 

6. You should be back at the Xyzzyxwvu Tracking and Request Site. Again, scroll right 

to the end of the page. 
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7. On the far right-hand side of the page, go to the View drop 

down menu and select All Projects. 

 

 

8.  Expand the Request Status: 8. Cancelled menu to 

confirm that your project was cancelled. 
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4.4 GLOBAL SPENDING AND SAVINGS TRACKER (GSST) 

The Global Spending and Savings Tracker (GSST) tool is used to track status of a project 

performance. 

In GSST, Xyzzyxwvu employees can perform a number of activities. 

• Add a new project to GSST 

• Edit multiple projects at once 

• Display view 

• Pull data into an Excel spreadsheet 

• Creating new fields and editing current fields within the GSST list 

• Creating a new view 

GSST Note: Xyzzyxwvu employees are only required to fill out the following eleven fields: 

1. Project Name 

2. Project Owner (Sourcing Owner) 

3. Project Business Owner (Business Owner/Stakeholder) 

4. Work Region 

5. Regional Project Percentages (based on total spend) 

6. Project Phase (When you are first entering the project, mark it “planned. When 

you are closing off the project on the GSST, mark it “completed.”) 

7. Sourcing Event Year – Planned 

8. Category for Project 

9. Planned Project Start Date 

10. Planned Project End Date 

11. Estimated Annualized spend 

4.4.1 ADDING A NEW PROJECT TO GSST 
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1. Log on to the Xyzzyxwvu Tracking and Request Site at:  

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

 

2. In the left-hand sidebar, select Global Spend and 

Savings Tracker in the left-hand sidebar. 

 

 

3. Once in the Global Spend and Savings Tracker (GSST) 

select New. 

 

  

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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4. Fill in all data fields possible. 

 

1. Required field

2. Required field

Required fieldRequired field4. Required field

3. Required field
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5. Required field

6. Required field

7. Required field

8. Required field
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9. Required field
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5. Select OK at the bottom right-hand part of the page to 

save your work. 
 

 

6. Upon selecting the OK button, you will be returned to the 

main Global Spend and Savings Tracker Site. Select the 

“+” in front of the Project Phase: option and your GSST 

project will be displayed. 

 

 

10. Required field
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4.4.2 EDITING AN INDIVIDUAL PROJECT 

 

If you need to make updates to a single project or would like to make updates to multiple 

project simultaneously, the user should use the Edit in Datasheet option. To access the 

Edit in Datasheet option, the user should follow the steps below. 

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at: 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

 

2. In the left-hand sidebar, select Global Spend and 

Savings Tracker. 

 

 

3. Once in the Global Spend and Savings Tracker (GSST), 

scroll to the right-hand side of the page. 

Under View, select Project View. 
 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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4. Find your project by expanding each Project Phase by 

selecting the ‘+’ icon. 

 

 

5. Find your project by name and find the drop down menu 

associated with that project to the right of the project 

name. Select Edit Item. 

 

6. Make your update(s) in the appropriate fields and select OK at the top or bottom of 

the page. 

7. You can confirm your change has been made in one of two ways. 

8. Some of the GSST data is visible in the view displayed on the main Global Spend 

and Savings Tracker Site (see [1] below). 
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9. However, if the edit was made to a field that is not displayed on the main page, you 

can select the drop down menu next to the project name and select View (see [2] 

below).  The fields in the GSST project will be displayed. 
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4.4.3 EDITING MULTIPLE PROJECTS SIMULTANEOUSLY 

 

If the user needs to make updates to a single project or to multiple projects, he/she can 

choose to use the Edit in Datasheet option. The Edit in Datasheet provides access to all 

project data in a quick-and-easy to use spreadsheet. 

To access the Edit in Datasheet option . . .  

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at: 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_P

ortal/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and 

Request Site. 

 

2. In the left-hand sidebar, select Global Spend and 

Savings Tracker. 

 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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3. Once in the Global Spend and Savings Tracker 

(GSST) select Action, then Edit in Datasheet. 

 

4. Make your changes in the datasheet.  

 

5. Editing project data in a datasheet does not require selecting a Save or OK 

button. The user simply makes the change in the data cell.  Once the data cell is 

deselected, the new data is retained by GSST. 
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4.4.4 PULLING DATA INTO AN EXCEL SPREADSHEET 

 

You can pull any information from the GSST into an Excel spreadsheet.   

 

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at: 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

2. In the left-hand sidebar, select Global Spend and 

Savings Tracker. 

 

3. Once in the Global Spend and Savings Tracker (GSST) 

select Action, then select Export to Spreadsheet. 

4. Save the spreadsheet to your hard drive. 

 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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4.4.5 Cancelling Projects in the Global Spend and Savings Tracker 
 

1. If you have logged off the Xyzzyxwvu Tracking and Request Site, log back on at: 

a. https://ts1usa.Accdcbhijk.com/sites/Xyzzyxwvu_Port

al/default.aspx?PageView=Shared 

b. Select your username in the drop down menu and 

enter your password. 

Note: first-time login attempts will require the user to 

manually enter the path and a forward slash 

(uppercase DIR and ‘\’) and their user name: (e.g., 

DIR\user_name). 

 

c. You will go to the Xyzzyxwvu Tracking and Request 

Site. 

 

2. In the left-hand sidebar, select Global Spend and 

Savings Tracker. 

 

3. Find your project by expanding each Project Phase by 

selecting the ‘+’ icon. 

 
 

 

4. Find your project by name and select the drop down menu associated with that project 

to the right of the project name. Select Edit Item. 

https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
https://ts1usa.accenture.com/sites/Weatherford_Portal/default.aspx?PageView=Shared
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When the editable fields appear (below), scroll down [1] until you find the Project Phase 

Field [2].  
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5. Go to the drop down menu and select Project Cancelled [2] above. 

 

6. IMPORTANT: In the Comments field, document the reason for the project 

cancellation [3]. 

7. Select the OK button at the top or bottom right-hand 

portion of the page. 

 

8. When you select OK, you will be returned to the main 

Global Spend and Savings Tracking Site. Expand the 

Project Phase: Project Cancelled list by selecting the “+” 

in front of it.   

Note: the Project Phase: Project Cancelled list is often 

long.  If you do not see your project listed among the 

other cancelled projects, note the More . . . link to go to 

the second page of the list. 

Your cancelled project should be found in the list. 
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4.5 SPEND ANALYSIS 

Spend analysis is the pre-work required to support sourcing events and/or category 

management. It includes data download from Zycus, segregation of spend, analysis of 

the spend patterns, and the generation of the spend report for specific categories or 

suppliers. 

Please refer to Appendix B for the Spend Analysis Process Flow or the 

Xyzzyxwvu-Accdcbhijk Procurement Outsourcing Services SharePoint site to 

review the specific Xyzzyxwvu tasks in the process. 

4.5.1 PRE-WORK IN SPEND ANALYSIS 

 

The Offshore Team will require the following inputs during the Spend Analysis Process. 

1. Sourcing Work Request (SWR) 

2. The additional inputs can be added into the comments field on the SWR (see 4.3.1, 

Step 8, Field 16). 

• The number of months/years required for the Spend Analysis. 

• Any Specific Xyzzyxwvu Location or Business Unit 

• Any specific requirements or comments 

The Offshore Team will contact the Category Manager for clarification or missing data if 

necessary. In addition, a meeting can be scheduled to assist in clarification.

4.5.2 THE CATEGORY MANAGER’S ROLE IN SPEND ANALYSIS 
 

The Category Manager plays a support role in the Spend Analysis Process.  As shown 

below, the majority of the process is performed by the Offshore Team. 
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1. The Category Manager initiates the process by submitting the Sourcing Work 

Request. 

2. The SWR should include requirement details in the comment section. If required a 

meeting may be scheduled to gain clarification. 

3. The Offshore Spend Analyst provides the Spend Analysis Report to the Category 

Manager. There is a meeting scheduled by the Offshore Team to review the output 

with the Category Manager.  

a. If the data DOES meet the requirements of the project, the Category Manager 

accepts the output with the Sourcing Analyst by sending a confirmation email. 

b. If the data does NOT meet the requirements of the project, the Sourcing Analyst 

is informed of the gaps.  The Sourcing Analyst and the Offshore Lead interact 

and resolve any gaps and resubmit the data for another review. 

4. The Category Manager provides a response to the CSAT, and the SWR is closed. 
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4.6 MARKET ANALYSIS 

The Market Analysis Process provides market analytics to support sourcing events and 

category management. It includes the study of market size and trends, growth rate, 

market segmentation, and top vendor profiling. In addition, the Market Analysis will 

define current Market conditions specific to Xyzzyxwvu. 

Please refer to Appendix B for the Market Analysis Process Flow or the 

Xyzzyxwvu-Accdcbhijk Procurement Outsourcing Services SharePoint site to 

review the specific Xyzzyxwvu tasks in the process.  

4.6.1 PRE-WORK FOR MARKET ANALYSIS 
 

The Offshore Team will require the following inputs during the Market Analysis Process. 

1. Sourcing Work Request 

2. The additional inputs can be added into the comments field on the SWR (see 

4.3.1, Step 8, Field 16). 

• Requirements According to Market Location 

• Any Additional Market Requirements or Comments 

If there are any questions, the Offshore Team will respond to the Category Manager for 

clarification. A kickoff call can be scheduled to gain clarification. 

 

4.6.2 THE CATEGORY MANAGER’S ROLE IN MARKET ANALYSIS 

 

The Category Manager plays a support role in the Market Analysis Process.  As shown 

below, the majority of the process is performed by the Offshore Team. 
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1. The Category Manager initiates the process by submitting the Sourcing Work 

Request. 

2. The Market Analysis Process for the Category Manager begins when the 

Category Manager is invited to a meeting called by the Sourcing Analyst to 

review the Market Analysis data.   

a. If the data DOES meet the requirements of the project, the Category 

Manager accepts the output from the Sourcing Analyst by sending a 

confirmation email. 

b. If the data does NOT meet the requirements of the project, the Sourcing 

Analyst is informed of the gaps.  The Sourcing Analyst and the Offshore 

Lead interact and resolve any gaps and resubmit the data for another 

review. 

3. The Category Manager provides a response to the CSAT, and the SWR is closed.  
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4.7 ELECTRONIC REQUEST FOR X (ERFX) 

ERFx is the process used to solicit a bid from multiple suppliers. This can include a 

request for a proposal (RFP), request for quotation (RFQ) or request for information 

(RFI).  

Please refer to Appendix B for the eRFx Process Flow or the Xyzzyxwvu-

Accdcbhijk Procurement Outsourcing Services SharePoint site to review the 

specific Xyzzyxwvu tasks in the process.  Also, please refer to Appendix D for a 

description of high-level roles and responsible in eRFx Process 

4.7.1 PRE-WORK FOR ERFX 
 

The Offshore Team will require the following inputs to initiate the eRFX Process: 

1. Sourcing Work Request  

a. Supplier(s) Name 

b. Supplier(s) Contact Details 

c. Category Details 

d. Project Plan 

2. Type of activity: 

a. eRFx 

b. E-Auction 

Note: The Category Manager can choose from either of the activities mentioned 

above 

3. Non-Disclosure Agreement  

4. Scorer and Stakeholder Details 

5. Questions to be scored and their ranking methodology 

6. Pricing Template 

7. Event-Specific Scope document 

The required inputs can be added into the Comments field on the SWR (see 4.3.1, Step 
8, Field 16). 
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4.7.2 THE CATEGORY MANAGERS’ ROLE IN THE ERFX PROCESS 
 

1. The Category Manager initiates the eRFx process by raising an SWR.  

(See 4.3.1 Creating a New Sourcing Work Request in this document.)          

2. To identify the output of the project the Category Manager should identify the 

suppliers and the purpose of the project. The Category Manager could think about 

the following questions to help determine the objective of the project: 

• Is there a Compliance Plan for this supplier?  

• Is the Sourcing Project a part of the GSST identified projects? 

• In which region is the support extended by the supplier: 

US/Canada/Mexico/Global? 

• Is the contract terminating and a renegotiation scheduled for the supplier? 

3.  Next, the Category Manager is invited to a Project Kickoff Meeting by the Offshore 

Team. The Category Manager introduces the project and explains the project plan 

and details to the Offshore Team  

4. Following the Kick-Off Meeting, the Category Manager along with the Off Shore Team 

will facilitate the Emptoris eRFx training to the Scorer group. 

 

5.  The Offshore Team begins to process the request and issue the eRFx to the candidate 

supplier via Emptoris. If the supplier has questions they can post them on Emptoris. 

The Off Shore Team will consolidate these queries and the Category Manager will 

respond with the necessary explanations/answers regarding the eRFx.  

 

6.  After receiving the response to the eRFx, the Category Manager, together with the 

Offshore Team, facilitates and conducts an evaluation of the responses in Emptoris. 

 

7.  Once the analysis is complete, the Sourcing Analyst shares with the Category 

Manager the Scorecard and sets up a review meeting. The Category Manager 

validates the analysis to ensure that the output meets the requirements of the project. 

Refer to point 3 for the strategy that the Category Manager had developed. In an event 

that there is an e-Auction to be conducted, the Category Manager along with the 

Sourcing Analyst shall discuss the following: 

 

a. Base Price – Initial Bid/RFP Price 

b. Finalized list of Supplier(s) for the bidding 
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c. Event timelines and bidding rules of conduct 

d. Event lot size(s) – Event strategy 

 

8. Prepare an event and conduct training to the supplier(s). Conduct the event and 

present the analysis. 

9. The Category Manager will determine the next steps for the Level 1/Level 2 supplier, 

award the contract, and confirm event closure. 
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4.8 CONTRACT ADMINISTRATION 

The Category Manager performs two key functions in the Contract Administration 

Process:  

• Contract Upload 

• Contract Termination 

4.8.1 PRE-WORK FOR CONTRACT UPLOAD  
 

In order for the Category Manager(s) to perform their role in the Contract Administration 

process, she/he will be requested to provide key inputs in the Contract Upload Process.  

Below is a list of things required to perform the Contract Upload Process. 

• Sourcing Work Request 

• Scanned Copy of the Signed Contract (.pdf format) 

• Contract Cover Sheet (required information communicated on the Cover Sheet 

are described below (see 4.8.3 The Contract Cover Sheet). 
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4.8.2 THE CATEGORY MANAGER’S ROLE IN CONTRACT UPLOAD 

 

The Category Manager plays a support role in the Contract Administration Process.  As 

shown below, the Category Manager completes the Contract Cover Sheet (see 4.8.3) 

and provides a copy of the signed contract (see 4.3.1, Step 4, Field 9 on how to attach 

documents to the Sourcing Work Request. 

 

If the Offshore Team finds that there are data inaccuracies or missing data, the 

Category Manager is contacted to provide the missing information.  There can be a 

series of interactions between the Offshore Team and the Category Manager in this 

context.  

Once the contract is uploaded and the status is changed to “Active” the SWR is closed. 
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4.8.3 THE CONTRACT COVER SHEET 

 

The Category Manager is responsible for filling out the Contract Cover Sheet.  As can be 

seen below, the Contract Cover Sheet is a simple form (copy attached in Appendix A) 

with mandatory fields clearly marked. The Contract Cover Sheet also has a tab of 

instructions that can be referenced when filling out the form. When complete, the form is 

attached as a document with the Sourcing Work Request (see 4.3.1, Step 4, Field 9) 

 

When complete, save the cover sheet on your hard drive and remember the location. You 

will need to attach it to the SWR. (See 4.3.1, Step 4, Field 9.) 
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4.8.4 THE CATEGORY MANAGER’S ROLE IN TERMINATION OF A CONTRACT IN EMPTORIS  

 

The Category Manager has a small but significant role in the Contract Termination 

Process.   

 

 

 

When the contract is due for termination, Emptoris shall automatically inform the 

Category Manager and buyer via an auto email (see field 26 in the Contract Cover 

Sheet [4.8.3 above]). In addition to this, the Offshore Team shall also publish a Contract 

Termination Report and send it to the Category Manager and the Country Leads by the 

fifth working day of every month for their review. 

• The Category Manager is notified that the contract is to be terminated. 

• The Category Manager is asked to review the Termination Report to confirm 

contract termination. 

Based on the confirmation from the Category Manager(s), the contracts are terminated 

or extended, and Emptoris will automatically terminate the contract on the termination 

date. 
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If there is a new termination date, please follow the contract upload process (above). 

4.8.4.1 EVERGREEN CONTRACTS 
 

Annually, the Category Manager is contacted to review a list of Evergreen Contracts. 

The Category Manager reviews the list of contracts and identifies the contract as Active 

or Inactive. Based on the confirmation from the Category Manager, the Offshore Team 

will terminate the contract or extend the Contract Termination date in Emptoris. 
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4.9 SUPPLIER PERFORMANCE MANAGEMENT 

Supplier Performance Management (SPM) is a structured framework for supplier 

analysis, problem identification, and resolution tracking of overall performance, including 

price compliance, savings compliance, and spends compliance.  

Please refer to Appendix B for the SPM Process Flow or the Xyzzyxwvu-

Accdcbhijk Procurement Outsourcing Services SharePoint site to review the 

specific Xyzzyxwvu tasks in the process.  Also, please refer to Appendix D for a 

description of the high-level roles and responsible in the Supplier Performance 

Management Process. 

4.9.1 PRE-WORK FOR SPM 

 

The Offshore Team will require the following inputs to initiate the Supplier Performance 

Management Process. 

1. Type of SPM  

a. Price Variance Analysis 

b. Spend Compliance 

c. Contract Compliance 

d. Savings Analysis 

e. CSAT survey 

Note: The Category Manager can choose from any of these options or a 

combination of the above. 

2. Supplier(s) Contact Details 

3. Target Audience List (CSAT only) 

4. CSAT Questionnaire: List of questions to be used to understand the likely inputs 

from the user/buyer (CSAT Only) 

The required inputs can be added into the Comments field on the SWR (see 4.3.1, Step 

8, Field 16). 

The Offshore Team will contact the Category Manager for clarification or missing data if 

necessary.  In addition, a meeting can be scheduled to assist in obtaining the 

clarification or missing data. 
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4.9.2 THE CATEGORY MANAGERS’ ROLE IN THE SUPPLIER PERFORMANCE MANAGEMENT 

PROCESS 

(The Category Manager is directed to Appendix B to view the SPM Process Flow.  

Numbers referenced below will refer to the task numbers in the process flow.) 

1. The Category Manager initiates the SPM process by raising an SWR (see 4.3.1 

Creating a New Sourcing Work Request in this document). 

2. To identify the output of the SPM Project the Category Manager should identify the 

supplier and the purpose of the project. 

3. Next, the Category Manager and supplier are invited to a Project Kickoff meeting by 

the Offshore Team. The Category Manager introduces the supplier to the Offshore 

Team and explains the SPM process and activities to the supplier. Step 5 is also when 

the Data Collection Template (DCT) shall be discussed with the supplier.  

It is in the best interest of the Category Manager to give attention to the requirements 

and schedule even at this early stage of the process. The Category Manager will be 

included on all communications with the supplier so they are informed of the progress 

and issues of the project. In addition, a weekly SPM Status Review meeting is held 

with the Category Managers and Country Leads. 

3. Following the kick-off meeting between the SPM Analyst and the supplier, the next 

task that the Category Manager performs is receiving, reviewing, and approving the 

list of questions in the CSAT questionnaire (step 7.2 below) – (CSAT only).  

4. Once approved, the SPM Analyst will release the CSAT Survey (step 7.3) to the 

target audience. 

5. During this period of time, data is provided by the supplier to the SPM Analyst. If the 

data received from the supplier is incomplete or incorrect, the SPM Analyst will make 

attempts to gather additional or correct data.  However, if the SPM Analyst is unable 

to obtain such data, the issue will be referred to the Category Manager for 

resolution.  (See step 10a). 

 

6. Once the analysis is complete (steps 11 and 12, not shown), the SPM Analyst 

shares with the Category Manager the Scorecard and sets up a review meeting 

(step 13). The Category Manager validates the Scorecard to ensure that the 

Scorecard meets the requirements of the project (step 13a).   
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7. The Category Manager uses the accepted Scorecard as a communication device to 

share results to the project’s stakeholders.  Any outstanding issues are recorded, 

which the Category Manager communicates to the supplier (step 17). 

8. The supplier then creates an Action Plan to resolve the outstanding issues (step 18, 

not shown. See full process flow in Appendix B).   

9. The Category Manager reviews the supplier’s action plan and agrees to it (step 20). 

10. The Category Manager owns the relationship with the project’s stakeholder(s).  

Communication of the Action Plan to the stakeholder(s) (step 21) is performed by 

the Category Manager. 

11. The Category Manager should note that resolution from the Action Plan is not 

tracked beyond the SPM process flow. The Category Manager is responsible for the 

Xyzzyxwvu-supplier relationship, and he/she should work with the supplier for the 

successful completion of the Action Plan. 

12. The Category Manager will be notified to complete a Customer Satisfaction Survey 

for the project completion (steps 21-22). This is to provide feedback to the Offshore 

Team on their performance on this project 

Note: this survey should not be confused with the CSAT survey issues in steps 7.1-

7.3. 

13. The Category Manager provides his/her response to the feedback CSAT, and the 

SWR is closed. 
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APPENDIX A 

Process Forms 

The following forms are necessary for Xyzzyxwvu employees, consultants, or 

contractors to perform for Xyzzyxwvu in support of Accdcbhijk Procurement Outsourcing 

Services. 

• Contract Cover Sheet, v7; Appendix A, Page 2 

• Xyzzyxwvu Supplier Buyer User Template; Appendix A, Page 3 

• Opportunity Assessment; Appendix A, Page 4  
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CONTRACT COVER SHEET, V7 

Access file here: 

Microsoft Office 
Excel 97-2003 Worksheet
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XYZZYXWVU SUPPLIER BUYER USER TEMPLATE 

Access file here: 

   

Microsoft Office 
Excel 97-2003 Worksheet

 

Note: The fields in the Xyzzyxwvu Supplier Buyer User Template are reproduced below.  

However, it is recommended that you access the standard form on the Xyzzyxwvu-

Accdcbhijk Sharepoint site. 

BUYER/USER SETUP TEMPLATE 

All Red Fields Mandatory 

    

          

Note:  This worksheet should be completed by Category or Business Unit Leads 

 

When you are undertaking a sourcing exercise and you need to add a new buyer user, please 

complete the following information.  

Role Business Unit Title First Name Family Name 

          

     

Login Name E-mail Work Phone Number 

      

     

Alternative Phone Number Fax Preferred Language 

      

     

Enable External E-mail Notification Time Zone 
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OPPORTUNITY ASSESSMENT FORM 

Access file here: 

  

Microsoft Office 
Excel 97-2003 Worksheet

 

1. OPPORTUNITY OVERVIEW 

Date:  

Project Name:  

Detailed Objectives and 

Scope of Project: 

 

Category:  

Sub-Category:  

Accdcbhijk Procurement 

Project Lead 

 

Xyzzyxwvu Business 

Owner: 

 

Xyzzyxwvu Project Owner:  

Geographical Scope:  

2. CONFLICT OF INTEREST CHECK 

Does Xyzzyxwvu have any 

known conflict of interest 

with any known suppliers for 

this commodity? (If so 

please detail) 

 

3. HISTORICAL DATA 

Annual Spend:  

Annual Spend Description:  

Current Specifications and 

Processes: 

 

Any known risks or issues 

with Spend Data? 

 

4. SAVINGS METHODOLOGY 

Estimated Savings per 

annum % 

 

Savings Detail  Savings 

Type 

 Cost Type  

Outline the methodology to 

determine the Projected 

Savings and/or Other 

Benefits 
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5. TIMELINES & RESOURCES 

Estimated length of Project  

Required Completion Date  

Xyzzyxwvu Procurement 

Recourse Required 

 

6. AGREED OUTPUTS 

Please Highlight any 

Agreed upon Outputs for 

Project 

Work Plan 

External 

Industry 

Supplier 

Profile 

Sourcing 

Strategy 

Supplier 

Evaluation 

Matrix 

Benefits 

and 

Savings 

Document 

Category 

Mgt. 

Transition 

Plan 

Detailed 

Spend 

Data 

TCO Model RFI 
Scoring 

Report 
Storyboard Other:  

As-Is 

Process 

Flow 

Baseline 

Document 
RFQ 

Negotiation 

Plan 

Project 

Implement-

ation / 

Transition 

Plan 

Other:  

Internal 

Category 

Profile 

To-Be 

Process 

Flow 

RFP 

Sourcing 

Recom-

mendation 

Contract 

Compli-

ance 

Other:  

7. ADVANTAGES OF INITIATIVE 

Briefly outline some of the 

main advantages for the 

undertaking of this project 

      

8. ISSUES 

Outline any issues 

surrounding the project that 

could impact upon the 

delivery of the projected 

savings 

      

9. REVIEW & APPROVALS 

 SIGNATURE DATE 

Xyzzyxwvu Director Global 

Indirect Procurement Lead 

  

Xyzzyxwvu Country Indirect 

Procurement Lead 

  

Xyzzyxwvu Business Owner   

Accdcbhijk Sourcing Lead   
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APPENDIX B – PROCESS FLOWCHARTS 
Flowchart Access 

• Sourcing Work Request Process Map Adobe Acrobat 
Document

 

• Spend Analysis Process Map Adobe Acrobat 
Document

 

• Market Analysis Process Map Adobe Acrobat 
Document

 

• eRFx Process Map Adobe Acrobat 
Document

 

• Contract Administration: Contract Upload 

Process Map Adobe Acrobat 
Document

 

• Contract Administration: Contract 

Termination Process Map Adobe Acrobat 
Document

 

• Supplier Performance Management Process 

Map Adobe Acrobat 
Document
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SOURCING WORKING 

REQUEST, VERSION 

1.0 
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SPEND ANALYSIS, VERSION 1.1 
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MARKET ANALYSIS – VERSION 1.1 

 



 

Appendix B V2r0 Page 5 

ERFX PROCESS MAP: PART I - VERSION 1.1 
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ERFX PROCESS MAP: PART II - VERSION 1.1 
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CONTRACT ADMINISTRATION – EMPTORIS UPLOAD/UPDATE – VERSION 1.1 
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CONTRACT TERMINATION PROCESS MAP – VERSION 1.1 
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SUPPLIER PERFORMANCE MANAGEMENT PROCESS MAP: PART I – VERSION 1.1 
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SUPPLIER PERFORMANCE MANAGEMENT PROCESS MAP: PART II – VERSION 

1.1 
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APPENDIX C – ANALYTIC EXAMPLES 

 
• Contract Summary Report; Appendix C, Page 2 

• Example: Spend Analysis by Region, August 2010; Appendix C, Page 3 

• Example: Spend Analysis - Business Rate Card Refresh; April, 2010; Appendix C, 

Page 8 

• Example: Spend Analysis – Marketing and Advertising Category Spend Overview; 

Appendix C, Page 16 

• Example: Spend Analysis – October 21, 2009; August 2010; Appendix C, Page 25 

• Example: Market – Global Furniture Market Analysis; Appendix C, Page 33 

• Example: Supplier Performance Management – Outplace Services: January 16, 

2009; Appendix C, page 62 

• Example: Supplier Performance Management – Business Review Meeting, May 

24, 2011; Appendix C, Page 99 

• Example: Scorecard - Category (Fleet), 2011, Page 129 

• Example: Scorecard – Country Overview, 2011, Page 141 
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CONTRACT SUMMARY REPORT 

 

Summary Tab 

 15-Jun 8-Jun 

Status Total No. of 
Contracts 

Total No. of 
Contracts 

Active 153 151 

Cancelled 138 132 

Expired 54 53 

Under 
Review 

40 40 

Grand Total 385 376 
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Contracts to Expire Tab 

Status Active

Sr # Contract Name Termination Date Business Unit contact Region Type

1 LOG-FT-FedEx-0810.1 08-Aug-2011 Richard Fortier US Fixed Term

2 TS-FA-AVIS-RENT A CAR-1108 14-Jun-2011 Cindy McSwain US Framework Agreement

3 TS-MA-HRG-0607 01-Jul-2011 Cindy McSwain US Master Agreement

4 F&RE-FT-MARIA DEL ROCIO CARDENAS-0709 01-Jul-2011 GABRIEL GONZALEZ MX Fixed Term

5 FM-FT-DISTRIBUIDORA DE COMBUSTIBLES-0709 29-Jul-2011 GABRIEL GONZALEZ MX Fixed Term

6 FM-FT-ENERGETICOS CENTRIFUGADOS DEL-080931-Jul-2011 GABRIEL GONZALEZ MX Fixed Term

7 FM-FT-REFINADOS DEL GOLFO-0709 12-Jul-2011 GABRIEL GONZALEZ MX Fixed Term

8 TS-MA-United Airlines-0810_Version2 31-Aug-2011 Cindy McSwain GB Master Agreement

9 T&N-EL-GE VFS Canada Limited-0608 19-Jun-2011 Norman Hendry CA Equipment Lease

10 T&N-EL-GE VFS Canada Limited-0708_Version2 06-Jul-2011 Norman Hendry CA Equipment Lease

11 T&N-EL-GE VFS Canada Limited-0808.1.1 14-Aug-2011 Norman Hendry CA Equipment Lease  

Rebate Tab  

Contract Name

Supplier

Category 

Manager
Region Rebate

Contract 

Effective

Frequency 

of Rebate 

(s)

Rebate 

due date

MRO-MA-Motion-0111_Version2 Motion Industries Jose Garcia US 3% on total spend 1-Jan-11 Annual 1-Jan-12

MRO-MA-Airgas-1110_Version2 Airgas Jose Garcia US 5% welding/safety, 10% other 30-Nov-10 Bi-Annual 31-May-11

MRO-MA-MSC-0211 MSC Jose Garcia US Incremental spend from last year, tiered payout 1-Feb-11 Annual 1-Feb-12

MRO-MA-DGI-0411 DGI Jose Garcia US 1% up to $2.5M, 2% over $2.5M 4-Apr-11 Annual 3-Apr-12

MRO-MA-Wayne-0111_Version2.1 Wayne Enterprise Edeniz Hernandez US >$500K = 1%, >$1M =2% 28-Jan-11 Annual 28-Jan-12

IT-SP-Dell-0610_Version2 Dell Albert Shen GB

Threshold of WFT annual Spend with Dell: $2,500,000 – 

Incentive: 2.50% 1-Jun-10 Annual 31-May-11

U/E-FT-TXU Energy Retail Company-1210.1 Texas Utilities Jose Garcia US $50K Energy Program Efficiency rebate by 12/31/11 31-Dec-10 Annual 31-Dec-11

MRO-FA-G&K Services-0607 G&K Direct Purchase Edeniz Hernandez US >$250K tiered payout TBD Quarterly

F&RE-MA-OfficeMax-1010_Version2 Office Max  Edeniz  US

 1% rebate of the total amount of net sales if average order 

size is over$275 1-Sep-10  Annual 1-Sep-11

T&N-FT-AT&T Mobility-0310_Version2.1 AT&T Cellular  Edeniz  US

 Retention bonus $75 per active line completed within a year 

of signed contract 1-Mar-10  Annual 1-Mar-11

MRO-MA-Commercial Solutions-0910 Commercial Solutions Cheryll Cruz Canada

T&N-MA-Telus Communications-0607.1 Telus Wireless Jeff Hunter Canada

WIP - To be included in the main 

report 

Contract Name

Supplier

Category 

Manager
Region

Rebate

Contract 

Effective

Frequency 

of Rebate 

(s)

Rebate 

due date
Fuel? US

Lonestar  Edeniz US  1% bonus paid quarterly on 515/520 gross sales TBD  Annual

Double-click above to enlarge 
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Raw Data Tab 

Note: the Raw Data Tab has been divided into four sections for easy viewing. 

 

 

Raw Data Tab continued on next page 
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Raw Data Tab continued 
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Pivot Tab 
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EXAMPLE: SPEND ANALYSIS BY REGION, AUGUST 2010 
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EXAMPLE: SPEND ANALYSIS – BUSINESS RATE CARD REFRESH, APRIL, 2010 
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EXAMPLE: SPEND ANALYSIS – MARKETING AND ADVERTISING CATEGORY 

SPEND OVERVIEW 
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EXAMPLE: SPEND ANALYSIS, 21ST OCTOBER 2009 
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EXAMPLE: MARKET ANALYSIS – GLOBAL FURNITURE MARKET 
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EXAMPLE: SUPPLIER PERFORMANCE MANAGEMENT – OUTPLACE SERVICES 
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EXAMPLE: SUPPLIER PERFORMANCE MANAGEMENT: BUSINESS REVIEW 

MEETING – DELL (USA) 
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EXAMPLE: XYZZYXWVU SOURCING STORYBOARD 
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EXAMPLE: SCORE CARD - COUNTRY OVERVIEW 

 

 

 

 



 

Appendix C V2r0 Page 130 
 

 

 

 

  



 

Appendix C V2r0 Page 131 
 

EXAMPLE: SCORECARD - CATEGORY (FLEET) 

Note: On a quarterly basis, a scorecard is run for Canada, the U.S., and Mexico 
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APPENDIX D  

SCOPE OF SERVICES, V1.1  

Note: the Scope of Services is also referred to as Schedule A and as the Statement of 

Work. 

Second, the scope of services was published with an extra table rows.  To conserve 

space, this version of the Scope of Services has had these rows removed.  As a result, 

the page numbers in the document below will not correspond to the copy of the real 

document found on the Xyzzyxwvu Support Site. 

Introduction 

This Schedule, together with all attachments hereto, comprises the Procurement 

Schedule A to the Master Services Agreement (the “Agreement”) and shall be deemed 

incorporated therein.  In the event of a conflict between this Schedule and the Agreement 

with respect to the subject matter of this Schedule, this Schedule shall govern.  

Capitalized terms used but not defined in this Schedule shall have the meanings ascribed 

to them in the Agreement or other Schedules.  Section references in this Schedule shall 

be deemed to refer to the sections of this Schedule, unless otherwise specified. 

Accdcbhijk will provide to Xyzzyxwvu the Services specified in this Procurement Schedule 

A (Statement of Work) in accordance with the Procurement Service Levels set forth in 

Schedule D (Service Levels).   

The types of files and data which shall comprise Xyzzyxwvu Personal Data and which 

shall be accessed and processed by Accdcbhijk under Procurement Schedule A 

(Statement of Work) shall be determined during the Transition and shall be mutually 

agreed to by the Parties and set forth in an Attachment to this Procurement Schedule A 

(Statement of Work). 

The solution assumptions applicable with regard to the Services provided pursuant to this 

Procurement Schedule A (Statement of Work) are set forth in Attachment A-3 (Solution 

Assumption) and shall apply in accordance with Attachment A-3 (Solution Assumption). 

Accdcbhijk’s performance of the Services in accordance with the requirements of this 

Schedule A Procurement Statement of Work and the Agreement is conditioned upon 

Xyzzyxwvu and Accdcbhijk each performing their respective roles and responsibilities as 

described in the Agreement, this Schedule A (Procurement Statement of Work) and in 

the related SOW attachments.  Any adjustments to this Statement of Work and related 

attachments, Service Levels, Service Charges and elements of this Agreement. 
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Attachments 

Each Party agrees that it will comply with each of the following Attachments, which are 

incorporated into this Schedule A, Procurement Statement of Work, by this reference: 

Attachment A1 – Support Countries 

Accdcbhijk Procurement BPO Services 

Overall High-Level Scope 

The Services provided under this Schedule A (Procurement Statement of Work) consists 

of the following five (5) general categories as set forth in greater detail in the 

responsibilities matrix set forth below: 

Sourcing Support 

Procurement Operations 

Spend covers indirect and general MRO categories such as contracted or contingent 

labor, human resources services, information technology, telecommunications and 

networks, travel services, facilities and real estate, professional services, marketing 

services, utilities/energy, fleet management and maintenance, repair and operations. 

Details of the spend are referenced in Attachment C-3. 

Spend in the above categories will be sourced in project or sourcing waves. Commercial 

arrangements surrounding the spend sourcing and savings are provided under Schedule 

J, Fundamental Assumptions.   

Addressable spend was estimated and baselined as show on Attachment C-3. 

Xyzzyxwvu will provide at least $492M of addressable spend.   

Xyzzyxwvu to provide exclusive rights to source and manage with Xyzzyxwvu for all 

Categories and referenced in Attachment C-3. 

 

Xyzzyxwvu locations include United States, Mexico, and Canada and as depicted in 

Attachment A1. (Note: upon mutual agreement, spend from other countries will be 

included in sourcing waves) 

As of the applicable Services commencement date Accdcbhijk will provide resources in 

the United States, Mexico, and Canada and required back office services in India. 

Accdcbhijk will provide resources in additional countries through the Change Control 

Process.   
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Language support to include English (for U.S., Canada and Mexico).Technology for 

Sourcing (eRFx; Emptoris), Contract Management (Emptoris), Buyer Portal and Spot Buy 

are provided by Accdcbhijk.  Xyzzyxwvu will provide Accdcbhijk access and licenses for 

ERP (JDE, SAP) and Spend Analysis (Zycus). Accdcbhijk will require access (24 x 7) to 

both Xyzzyxwvu applications to perform the service.  

The above are the current Accdcbhijk and Xyzzyxwvu technologies, both companies 

reserve the right to change technology as long as the same features and data meets 

service requirements listed in this Schedule A, statement of work, and Schedule D, SLA. 

Service Description  

Category Management Services further optimizes the business outcomes of sourcing through demand 

management and supplier performance management as set forth in the roles and responsibilities matrix 

below.   

Roles and Responsibilities  

The following outlines the roles and responsibilities of Accdcbhijk and Xyzzyxwvu regarding Category 

Management.  

Category Management Roles and Responsibilities Matrix 

  Responsibility Accdcbhijk Xyzzyxwvu 

    

Supplier Performance Management   

Collect and Analyze Supplier Performance Data   

  Identified suppliers are those mutually agreed in accordance with the jointly 

developed Management Plan.  Provide to Accdcbhijk any identified supplier 

performance data.   

 X 

 The Category Managers will populate and release an SWR to the Offshore 

team. The SWR will outline the estimated start and end date and the relevant 

contract information related to the supplier. 

 X 

  For Identified suppliers, collect and analyze supplier performance data. 

Include spend baseline and trending information based on supplier 

commodity and spend information. 

X  



 

Appendix D V2r0 Page 4 
 

  Responsibility Accdcbhijk Xyzzyxwvu 

  Through the SWR process respond to ad-hoc and scheduled requirements 

to provide data to support supplier performance reviews, Xyzzyxwvu 

contract renegotiation meetings, tactical and strategic sourcing events or 

any other procurement activity as deemed necessary.   

X  

  Collect operational feedback from Xyzzyxwvu with frequent interaction with 

the identified suppliers. 

X  

Evaluate Supplier Relationships and Performance   

  Complete and publish supplier performance scorecards for Identified 

suppliers. 

X  

  Review supplier Performance Management Program scope and Identify 

opportunities for improvement. 

 X 

Conduct Supplier Performance Meeting   

  Set up and conduct supplier Performance review meetings for Identified 

suppliers.  

 X 

  Participate in supplier performance review meetings for Identified suppliers 

as determined by the Category Manager. 

X X 

  Verify designated supplier Xyzzyxwvu account representatives.  X 

  Work with Category Manager to educate suppliers on Xyzzyxwvu policies, 

industry best practices, and identified issues. 

X  

  Discuss supplier performance with supplier and Xyzzyxwvu spend owner as 

necessary. 

 X 

  Identify known supplier non-compliance with the agreed upon terms and 

conditions within the negotiated Xyzzyxwvu master agreement. 

X  

Monitor Supplier Relationships & Performance   

  Monitor follow up actions from supplier Performance review meetings for 

identified suppliers. 

 X 

  Develop Supplier action plan and add to the SPM Scorecard X X 

  Counsel suppliers who miss their performance targets (applies only to 

Identified suppliers).  

 X 
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  Responsibility Accdcbhijk Xyzzyxwvu 

  Regularly review supplier Performance Management Program with key 

stakeholders and make adjustments as necessary (applies only to Identified 

suppliers). 

 X 

  As needed, jointly work with Category Manager to review quarterly metrics 

with supplier and Xyzzyxwvu. 

X X 

 Upon completion of all the SPM activities, a CSAT survey will be completed 

and submitted to the Offshore team. This is the final step in the process and 

closes the SWR. 

 X 

 

Sourcing Support 

Service Description 

For the categories in-scope as defined in Section 2.1(b) of this Statement of Work, Sourcing Support 

Service identifies sourcing opportunities and market trends through spend and market analysis, and 

endeavoring to deliver the best price available in a supply market by creating competition between 

suppliers through eAuctions and spot buys as set forth in the roles and responsibilities matrix below. 

Roles and Responsibilities  

The following outlines the roles and responsibilities of Xyzzyxwvu and Accdcbhijk regarding Sourcing 

Support. 

All requests for Sourcing Support must be initiated using a Sourcing Work Request 

(SWR). 

Sourcing Support Roles and Responsibilities Matrix 

  

Responsibility Accdcbhijk Xyzzyxwvu 

  

Spend Analytics   

Gather and cleanse data   

  Provide latest 12 month detailed spend data and ongoing spend data 

through the Zycus tool.   

 X 

  Validate and reconcile spend data on Zycus  X 

  Prepare and load data monthly according to reporting requirements.  X 
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Responsibility Accdcbhijk Xyzzyxwvu 

  

  Group vendors and identify commodity group leveraging the 

Xyzzyxwvu provided spend data from the Xyzzyxwvu spend Analysis 

tool (i.e. Zycus) 

 X 

Generate Reports   

 The Category Managers will populate and release an SWR to the 

Offshore team. The SWR will outline the estimated start and end date 

and the relevant contract information related to the supplier. 

 X 

 Category manager will outline the data report requirements including 

time frame for analysis 

 X 

  Generate reports from Zycus of spend on specified basis. X  

Analyze reports and summarize analysis   

  Facilitate meetings with spend owners on a periodic basis to 

understand Xyzzyxwvu procurement concerns, review upcoming and 

in-flight projects and requests and reinforce the business area's use 

of Xyzzyxwvu Services.  Xyzzyxwvu maintains spend owner 

relationships. 

 X 

  Provide Xyzzyxwvu category specific subject matter experts to 

develop sourcing plan and category strategy. 

 X 

  Develop and provide a  Xyzzyxwvu  Sourcing Plan, and savings 

targets to Accdcbhijk. 

 X 

  Analyze Xyzzyxwvu spend volume and provide Spend Analytic as 

outlined in the SWR. 

X  

  Work with Xyzzyxwvu stakeholders to develop updated Category-

specific baselines of addressable spend. 

 X 

Market Analysis   

Supply Analysis   

 The Category Managers will populate and release an SWR to the 

Offshore team. The SWR will outline the estimated start and end date 

and the relevant contract information related to the supplier. 

 X 

  Analyze the supply market and industry trends. X  

  Utilizing recent and accurate information (including Xyzzyxwvu-

internal, Accdcbhijk-internal, multi-Xyzzyxwvu-based grouped data, 

X  
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Responsibility Accdcbhijk Xyzzyxwvu 

  

and other industry and/or professional association and/or academic 

information sources), support the Xyzzyxwvu and/or Accdcbhijk 

Category Manager in developing the Sourcing Strategy, which may 

include requests for support in: 

a) Conducting external market research 

b) Developing the Xyzzyxwvu’s internal change strategy 

c) Understanding the category financial baseline 

Industry Analysis   

 Utilizing recent and accurate information (including Xyzzyxwvu-

internal, Accdcbhijk-internal, multi-Xyzzyxwvu-based grouped data, 

and other industry and/or professional association and/or academic 

information sources), complete requests for Sourcing Support from 

Xyzzyxwvu and/or Category Manager, which may include request for: 

a) Industry Profiling (supply Markey complexity, financials, 

trends/dynamics, best practice) 

b) Category requirements (demand, specifications, TCO) 

c) Key supplier research (capabilities, market position, financials) 

X  

Summarize Analysis   

 Develop analysis summary and provide to Xyzzyxwvu. X  

Spot Buy   

Analyze spot buy requirements   

 Recommend spot buy thresholds.  X 

 The Category Managers will populate and release an SWR to the 

Offshore team. The SWR will outline the estimated start and end date 

and the relevant contract information related to the supplier. 

 X 

 Help determine spot buy thresholds.  Communicate spot buy policy to 

end users. 

 X 

  Submit request for product/services to Accdcbhijk with detailed 

requirements and/or statement of work using Accdcbhijk Spot Buy 

Request Form. 

 X 

  Review and analysis of requirements for Spot Buy qualification.  

Formal acceptance within the Spot Buy scope based on requirements 

analysis.   

X  
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Responsibility Accdcbhijk Xyzzyxwvu 

  

  Review and clarify request information.  Collaboration with requester 

regarding requisition:  requirements, potential suppliers, time frame, 

legal implications, delivery requirements, and pricing. 

X  

  Development Xyzzyxwvu Master Services Agreement, Statements Of 

Work (SOW) containing detailed user requirements and supplier 

expectations. 

 X 

  Perform analysis of pre-existing documentation (if available), 

Purchase Order or pcard history, pricing agreements (if applicable) 

and other such supplier data which will be utilized in sourcing 

strategy. 

 X 

  Determine Spot Buy Level/Classification (to identify appropriate spot 

buy approach strategy). 

X  

  Determine approach, such as competitive bidding or limited sourcing, 

establishing strategy and selection of low cost or best value proposal 

based upon agreed spot buy criteria. 

X X 

  Schedule appropriate resource(s) to manage request based on 

deliverable requirements, time frame, and prioritization of the request. 

X  

  Collaborate with Spend Managers to verify alignment with broader 

strategy, inclusive of establishing supplier agreements with suppliers 

meeting Xyzzyxwvu requirements.  

 X 

Identify suppliers   

 Pre-identify potential suppliers provided within request to Spot Buy 

team during requirements review and clarification step. 

 X 

  Identify potential suppliers based on the requirements provided by 

Xyzzyxwvu and based on the standard spot buy process.   

X  

  Pre-Qualify suppliers based on prior experience and performance in 

the category, financial strengths/ratings, and ability to meet or provide 

current requirements.  

X  

  If required, enable supplier(s) if not active/enabled within the Spot 

Buy Sourcing technology in order to solicit bid through the tool. 

X  

Obtain competitive bids   

 Manage all communications between supplier and requester 

regarding solicitation and requirements. 

X  
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Responsibility Accdcbhijk Xyzzyxwvu 

  

  Handle all clarification and supplier inquiries regarding Spot Buy.  

Verify all suppliers are provided the same information and clarification 

required to respond to the Spot Buy.  

X  

  Analysis and review of supplier(s) Spot Buy responses based on 

developed rating matrix and bid analysis strategy and techniques.  

Verify Xyzzyxwvu requirements are appropriately satisfied within each 

supplier response.    

X  

  Provide Accdcbhijk with support and timely feedback on clarifications 

from Accdcbhijk based on agreed upon timelines. 

 X 

Finalize Supplier Selection   

 Receive proposals from supplier(s) and provide Pricing/Proposal 

Analysis. 

X  

  Develop negotiation strategy and negotiation team (if required).  Hold 

pre-negotiation session(s) to prepare team members for strategy and 

define roles of each team member.    

 X 

  Negotiate terms and conditions as well as pricing with selected 

supplier.  Verify best pricing and terms and conditions for 

requirements are met for Xyzzyxwvu. 

 X 

  Support negotiations and resolve issues as escalated by Accdcbhijk 

in timely manner. 

 X 

  Document Spot Buy results, to include cost savings (if applicable) or 

mitigated risks.   

X  

  Make final decision:  Approve and forward to Accdcbhijk validated 

savings and final supplier selection approval in accordance with the 

agreed timeframe. 

 X 

  Track savings achieved from Spot Buy event per agreed savings 

tracking mechanisms. 

X  

  Enable suppliers as necessary within Accdcbhijk guidelines and e-

procurement software tools  

X  

  Send notification to supplier of selection through the tool. X  

Auction Services   

Identify and Evaluate Opportunity   
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Responsibility Accdcbhijk Xyzzyxwvu 

  

  Proactively determine whether an auction approach will be utilized in 

relation to a given procurement project and document in project 

business case. 

X  

Develop eAuction Strategy and Plan   

 Request Accdcbhijk's facilitation of electronic Auction through SWR 

process. 

 X 

  Facilitate and administer the auction event, including definition of the 

event strategy within the agreed timeline (e.g. lot structure, bidding 

rules, timelines, bid decrements), configuration of the auction 

facilitation tool with all required data, communication with suppliers, 

etc. 

X  

  Approve eAuction Strategy and Plan.  X 

eAuction Setup   

 For approved projects, provide access to an auction facilitation tool to 

enable execution of the auction.  Maintain user set up, training and 

other requirements per defined user guide. 

X  

Identify and Enable suppliers   

 Maintain communications with in-scope bidders/suppliers throughout 

the auction event. 

X  

Manage eAuction event   

 Manage live Auction Event. X  

Summarize eAuction results   

 Provide summary report of Auction Event results. X  

  Review and approve Auction Event summary report within 2 business 

days or such other turnaround time as mutually agreed.  Auction 

Event Summary Report consist of Auction background and lot 

summary, bid summary, detailed bids per lot and bid graphs. 

 X 

Contract Administration   

Provide Contract/Framework   

 Determine legal and Xyzzyxwvu requirements for PO and Contracts 

by country / legal entity. 

 X 
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Responsibility Accdcbhijk Xyzzyxwvu 

  

  Provide Xyzzyxwvu standard contract templates to enable Accdcbhijk 

to perform its services.  This would include: Standard Xyzzyxwvu 

terms and condition templates, preferred structures for pricing 

schedules, preferred payment and delivery terms. Also develop a 

process to provide written updates to supplier if items have changed 

that may impact supplier's processes. 

 X 

  Review Xyzzyxwvu provided requirements and provide feedback / 

areas for improvement. 

X  

Enable Contract in Repository   

 Define contract signature / execution authorization hierarchy as well 

as provide timely written updates when applicable. 

X  

  Sign/execute/approve all contracts within 3 business days or such 

other turnaround time as is mutually agreed. 

 X 

  Confirm Contract Management database process and data templates 

/ standards adhere with Accdcbhijk standard formats. 

X  

  Approve and follow defined process and data templates / standards. 

Raise an SWR and complete contract cover sheet and submit scan 

image of contract. 

 X 

  Prepare and submit all contract documents for retention based on 

agreed upon retention policies including scanned copy of the contract 

in agreed format and accurate completion of all agreed contract data 

fields in a contract cover sheet within agreed upon turnaround time. 

 X 

  Receive and log contracts sent to Contract Management function for 

upload to database from Xyzzyxwvu. 

X  

  Load contract documentation into contract management system 

based on agreed required fields. 

X  

  Approve contract record in contract management system.  X 

Retain Contracts in Repository   

 Implement quality control process to maintain contracts in Contract 

Management database.  Escalate to Xyzzyxwvu procurement team in 

case of material issues / errors.  (Note:  Applies to Accdcbhijk 

standard process for contract maintenance / retention assumes 

Accdcbhijk receives a scanned copy of the contract and a cover sheet 

via email not the original contract document.  Accdcbhijk standard 

X  
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Responsibility Accdcbhijk Xyzzyxwvu 

  

processes do not assume storage / archiving of original Xyzzyxwvu 

contract documents). 

  Implement quality control process to maintain contracts in Contract 

Management database.  Escalate to Xyzzyxwvu procurement team in 

case of material issues / errors.  (Note:  Applies to non standard 

Accdcbhijk process for contract maintenance / retention. Assumes 

Accdcbhijk receives an electronic copy of the contract and a cover 

sheet not the original contract document.  Accdcbhijk standard 

processes do not assume storage / archiving of original Xyzzyxwvu 

contract documents) 

X  

  Run regular report to identify supplier contracts up for renewal.  

Submit report to agreed point of contact for action. 

X  

  Archive /store original physical contract documents per established 

archiving policy. 

 X 

  For supplier contract amendments, update existing documentation 

with newly received documentation. 

X  

Administer & Retrieve Contracts   

 Per agreed review schedule based on type of supplier and contract, 

review existing contracts for:  

- compliance with agreed terms and conditions 

- opportunities for improvement / consolidation 

 X 

  Support spend managers in their contract review process to enable 

supplier / contract consolidation. 

 X 

  Respond to queries and requests regarding for existing contract 

details from authorized requestors. 

X  

 

Attachments  

Attachment A1 – Support Countries 

Need to reword this to outline the Procurement Ops role only Accdcbhijk will leverage its 

offshore delivery including Bangalore, India to support the delivery of services covered 

by this SOW. Additionally one Onshore Procurement Operations Lead will support from 

North America. 
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Accdcbhijk will deliver Services to Xyzzyxwvu in accordance with the table below 

outlining the services, locations served, languages, delivery locations and applicable 

volumes: 

Accdcbhijk 

Service 

Xyzzyxwvu 

Location 

 

Language 

Accdcbhijk Delivery 

Location and Hours 

of Support 

 

Volumes  

Back Office 

Sourcing 

Support 

US, Canada 

and Mexico  

English 

 

Bangalore - M-F 8-

5PM GMT-7 (US CST)  

Agree on a monthly basis 

the capacity plan for 

Offshore team for the 

following three to six 

months. 

 Not applicable 

Ad hoc 

projects 

US, Canada 

and Mexico 

English TBD by project To be mutually agreed to by 

Accdcbhijk and Xyzzyxwvu 

and supported by change 

order process. 

Back Office -  

Spot Buy 

US English Bangalore - M-F 8-

5PM GMT-7 (US CST) 

 Agree on a monthly basis 

the capacity plan for 

Offshore team for the 

following three to six 

months. 

Canada English Bangalore - M-F 8-

5PM GMT-7 (US CST) 
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APPENDIX E – SUPPORT CONTACTS 

 

Emptoris Access:  

Email: WFT.Procurement.Help@Accdcbhijk.com 

Global Spend and Savings Tracker (GSST) – accessed through the Xyzzyxwvu Tracking 

and Trading Site Access: 

Email: ANGELA.K.WELLS@ACCDCBHIJK.COM 

Sourcing Work Request (SWR) – accessed through the Xyzzyxwvu Tracking and 

Trading Site Access: 

Email: ANGELA.K.WELLS@ACCDCBHIJK.COM 

Zycus Access:  

Email:  Aliza.Rudy@Xyzzyxwvu.com and carbon copy (CC) 

Kevin.Breen@Xyzzyxwvu.com 

 

mailto:WFT.Procurement.Help@accenture.com
mailto:angela.k.wells@accenture.com
mailto:angela.k.wells@accenture.com
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APPENDIX F – GLOSSARY 

 

eRFx: See electronic Request for X. 

Electronic Request for X: The process used to solicit a bid from multiple suppliers. This 

can include a request for information (RFI), request for a proposal (RFP), or request for 

quotation (RFQ). 

Global Spend and Savings Tracker (GSST): The application used to outline sourcing 

projects. 

GSST: See “Global Spend and Savings Tracker”  

Onshore Coordinator: See “Accdcbhijk Onshore Coordinator” 

Procurement Outsourcing Team: 

Quadrem: The application used in the Spot Buy process. 

RFI: Request for Information. See also eRFx. 

RFP: Request for Proposal. See also eRFx. 

RFQ: Request for Quotation. See also eRFx. 

RFX: Request for x. See also eRFx. 

Sourcing Work Request (SWR): The Sourcing Work Request (SWR) is an online 

request form that is used to initiate every activity performed by the Procurement 

Outsourcing Team.  

SPM: See “Supplier Performance Management”  

Supplier Performance Management (SPM): A structured framework for analysis and 

problem identification and resolution of a suppliers overall performance, including price 

compliance, savings compliance, spend compliance.  

SWR: See “Sourcing Work Request”  

 


