RFQ TO PO
After bids have been received, enter ALL responses.

You will need the vendor number. If you do not have the number in the file, go to:

Navigation: Vendors, Vendor SetUp/Maintenance, Vendor Information, Search by:
Short Vendor Name or
Old FEI Number: Click on look-up icon at “Our Customer Number”, Enter FEI Number
at “Old Vendor Number”, Click Search.

Go to Maintain Responses:
Navigation: Purchasing, Request for Quotes, Maintain Responses
Enter RFQ number under “Find an Existing Value” tab.

Verify vendor numbers (vendors that responded to bid) are in the list. If not, you will have to enter the vendor
in the RFQ:

Navigation: Purchasing, Request for Quotes, Request Quotes

Change Status to “Open” and click “Save”.

Click on “Dispatch Vendor List”, Click the “add” icon and add vendor number and location:
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Click OK.
Change Status to “Approved”. Click Save.

Go back to “Maintain Responses”, Find an Existing Value, enter RFQ.
Click on the vendor for which you wish to enter a response.

Check the “Rspnded” column and enter price. Enter any other information applicable.
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Click Save. (You must save after each vendor).

Either click “Next in List” to go to next vendor or if vendors are scattered throughout the list (under Find an
Existing Value), click “Return to Search” and click on next applicable vendor.

After all responses have been entered, award quote:

Navigation: Purchasing, Request for Quotes, Award Quotes
It should automatically pull up the Award Quotes for the Quote you are awarding. If not, enter RFQ number in
“Find An Existing Value” tab.

Under “Analyze Quote” tab, enter responses either by:

1. Line item;

2. All to one Vendor
If awarding all to one vendor, enter vendor number in “Award List of Items to Vendor”
Click Save.



If awarding by line item, enter quantity awarded for the particular vendor(s) in each line. When awarding by
line item, do not save until you have completed the total award (in other words, do not save after each line item

or after each vendor).
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Tab. This will bring up the message regarding creating an item/vendor/uom relationship. If it doesn’t, it may
already have the relationship created from previous awards.
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Click OK.

Go to next line and enter quantity awarded for vendor(s).
Tab. If receive vendor/item/uom message, click OK.

Once you have completed the award, click Save.

Go to “Create PO/Contract” tab.

All vendors will appear for each line (even if not awarded in the “Analyze Quote” page).

Scroll to awarded vendor — awarded lines will appear under “List of Items to Award” with an awarded amount
under “Qty Award”.

“Create Form Type” will be Purchase Order.

Check “Create” box.
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Verify Ship To, Location, Origin, and Buyer.

If RFQ was copied from Requisition, you shouldn’t have to worry about the Distribution. If it was a Direct

RFQ and Distribution information was not entered, you must select the awarded line by checking the “Sel” box
and click “Distribution”. Enter a valid distribution line. You will have to do this for each awarded line.

Once you have awarded all vendors, click Save. Do NOT save after each vendor.

Go to Sourcing Workbench:

Navigation: Purchasing, Purchase Orders, Build/Source POs, Sourcing Workbench.
Enter Business Unit and Requisition Number
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Click OK.

Verify Staging Status is “Staged”.
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Go to PO Calc:

Navigation: Purchasing, Purchase Orders, Build/Source POs, PO Calculation
Find an Existing Run Control ID (if none, click on Add a New Value and create ID)

Under “Run Control Tab”

Enter Buyer name as listed in Sourcing Workbench

Enter Consolidation Method “V”

Enter Origin — must be same as in “Create PO/Contract” page.
Check box for “Pre-Approve Vendor”
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Go to “Select Criteria Tab”
Enter Business Unit “From” and “To”

Setld of “00000” and mark all boxes under “Sourcing Method” and “R” in “Accumulate Level”
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Click Save.

Click Run

Server Name is PSUNX
Select box “PO Calculations” with Type of “Web” and Format of “TXT”
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Click OK.

Note Process Instance Number and click on Process Monitor.
Click Refresh until Run Status is “Success”
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Go to Sourcing Workbench (Purchasing, Purchase Orders, Build/Source POs, Sourcing Workbench)
Verify Stage Status is “Ready”
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Go to PO Create
Navigation: Purchasing, Purchase Orders, Build/Source POs, PO Creation
Find an Existing Run Control ID, if none, create one under Add a New Value

Enter Business Unit “From” and “To” and Enter Buyer
Check “”Calculate PO Line Numbers” and “Allow Dispatch when Appr”
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Click Save.
Click Run.

Server Name is PSUNX
Check “Create Purchase Orders” with Type of “Web” and Format of “TXT”
Click OK

Note Process Instance Number and Click on Process Monitor.
Click Refresh until Run Status is “Success”

Go back to Sourcing Workbench (Purchasing, Purchase Orders, Build/Source POs, Sourcing Workbench)

Stage Status should be “Completed”. Scroll to the right and click on PO number (blue hyperlink)



/] Sourcing Workbench - Microsoft Internet Explorer _18]x]

File Edit View Favorites Toaols Help |

= Back - = - @ ot | @Search [ Favorites @Media 8 | %v =h -

Address I@ http:/ fwebdew, oklaosf state, ok, us: 7201 /pspFsqa/EMPLOYEE/ERP/c/MAMAGE_PURCHASE_ORDERS.PO_SRC_AMALYSIS, GBL j ﬁGO Links **

PeopleSoft.

Home
=
Mew Window | Help
Selected ltems

Customize | Find | View & | B8 First [ 1 of 1

Selected ltems Y Stage Info

Bequisition Purchase

Sel Instance Sty Status Unit Buver VendorID Loc lem Setid Hem ID Description D Order
1 [ 225170 Completed 58000  Billy McMeans 0000013189 0002 00000 04256210005 Structural polyethylene mop by 5200000177 5209000210
Selection Criteria Selected tem Details

E Save ElNotify ‘:fRefresh

Kl | o
|@ Done l_l_’_|0 Inkernet
§j5tart|“ & o xp |J @lsec...| @isa..| 81pen... | ETpen... | Emai... | Elreq..| Bwe... | @lrre.. |[&sou... |2 &4 ND 154 am

This will take you to your PO for changes and additions.

After changes/additions are made, click save and click the green arrow button to change PO Status from “Open”
to “Pend Appr” and Budget Check. Go to Approve Amounts and Approve.
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