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SOLICITATIONS — REQUEST FOR
PROPOSAL, INVITATION TO BID,

REQUESTS FOR QUOTES
OVERVIEW

To promote competition and ensure fair purchasing practices, The State of Oklahoma requires Request
for Quotes (RFQs) for Requisitions based on agency discretion. The RFQ process assists Buyers in
identifying which vendors carry the types of items requested. Once the vendors are identified, a RFQ is
dispatched to them and their responses recorded. Buyers can perform online analyses of the responses
and then generate Purchase Orders/Contracts based on awarded quantities. RFQ Lines can be awarded
to a single vendor or divided among multiple vendors.

NOTE: For ITB’s and RFP’s the State will use the RFQ process or the Strategic Sourcing process.

The RFQ process enables you to:
¢ Generate RFQs from requisitions or create them directly
e Specify groups of vendors to receive the RFQs
o Dispatch the RFQs
o Record your responses
e Perform online analysis
e Generate PO’s or Vendor Contracts based on awarded quantities
e Award each RFQ line to a single vendor or allocate a single line quantity to multiple vendors

You can establish one RFQ and dispatch it to as many vendors as needed. You can also send an RFQ to
a vendor that is not yet approved within the purchasing system, but the vendor must be approved before
you can award the RFQ to that vendor. Although the system allows the building of RFQs from scratch,
usually RFQs are created from Requisitions.

Purchasing — Solicitations (RFQ) Page 5 of 46
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The following diagram illustrates the flow of information and transactions involved in the RFQ process.

Optional

NOTE: Throughout this manual page shots are included to illustrate and describe the data fields that
must be entered for specific transactions. Not all pages or fields on a page will be explained. This manual
focuses on those pages and fields that are required for data entry for the State of Oklahoma.

STEP 1 — BUILD VENDOR QUOTE GROUPS (OPTIONAL)

OVERVIEW

Use the Vendor Quote Group to select any number of vendors from the Vendor Table and add them to a
Vendor Quote Group. PeopleSoft enables you to establish groups of vendors specific to particular items,
locations, or other criteria under a single vendor quote group ID. You can use these groups to
conveniently send your RFQs to the entire group or a subset of the group.

Follow the navigation below to add vendors to a Vendor Quote Group.

Navigation: Purchasing > Requests for Quotes > Vendor Group

ADD A NEW VALUE

Vendor Quote Groups are set up particular to Item Categories or other criteria deemed important or
unique to a purchase. They make using RFQs easier by having pre-set lists of vendors. The first step is
to define a new Quote Group ID.

Purchasing — Solicitations (RFQ) Page 6 of 46
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Enter a Set ID at the prompt or search for one by clicking the lookup Q icon. Enter a description for the
new Vendor Quote Group in the Create Group ID. This new Vendor Quote Group is now set up for

Click the il button, which will display the List of Vendors page.

If you have all ready created a Vendor Group you can select the vendor by clicking on the Find an
Existing Value tab. Enter the Group ID or Short Description then click the

search | putton.
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2 vendor Group - Microsoft Internet Cuplorer
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LIST OF VENDORS

Enter a description for the Vendor Group then enter the vendors to be included in the Quote Group. The

Search button Ql can be used to choose from the list of vendors currently set up in the system. To add
additional lines click the LI icon to add vendors to the Group.
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NOTE: Re- Capture List of Vendors screen shot to reflect Vendors Select by link.

The Vendor Lookup button % brings up a search criteria page that will provide a search of the vendor
file by criteria listed on this search page.

Al vendor Group - Microsoft Internet Enplorer
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Through the use of wild card (%), vendors can be found with only partial name entries, or vendors with
similar zip codes can be accessed. For example %Boise will find the vendor Boise Office Solutions.
Once the system lists these possible vendors, vendors can then be selected for the RFQ Quote Group.

After selecting the Vendors click the Ml button to add your vendors to the Quote Group.

After selecting the Vendors click the & save] button to save your Vendor Quote Group.
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VENDORS BY CATEGORY CODE

To search for vendors by category code click on the Vendor Select by SIC link located on the List of

Vendors page.

2 vendor Group - Microsoft Internet Cuplorer
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QK Cancel I

] Done:
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S Add o Favoriies S Sign out

Mew Window | Helo

NOTE: Re- Capture screen shot to reflect Vendors by Category.

Click the LI button to return to the List of Vendors page.

Purchasing — Solicitations (RFQ)

Category Code - In accordance with the category type you select, the system provides an appropriate list
of category codes. Select a code for the vendor based on the category code information you selected.
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STEP 2 — CREATE A REQUEST FOR QUOTE

OVERVIEW
Initiate the Request for Quote from this page. You can create it ad-hoc or copy from a requisition or

another RFQ. Requisitions must be budget checked and approved, not on hold, and not in processing for
sourcing at the moment of the copy attempt.

Follow the navigation below to add or view a RFQ.

Navigation: Purchasing > Requests for Quotes > Request Quotes:

/G Hequest Quotes - Microsolt Internet Lxplorer —|&]
Fle Edt View Fovorites Took  Help

dapsk - m - ([N | Dsesrch [airavorres Pmeds (3| S E A

Aekkess [ ] okaar. sabe, ok . QIEMPACIVEEfERP e /MANASE_NECLESTS_FOR_CUGTES. PO_RFGHS. 0L =] a0 | ks >

13 Woeklisl

@]

Request Quote

Judel 2 Mo Viahum:

Find i Exsling Vi

Business Unat: [F2000 4
RFG ID: NEXT

e | B 3 Mew valua

— — =

By default the Add a New Value tab is displayed. Click the il button to take you to the Request
for Quotes Header page.

NOTE: Auto numbering. To identify a RFQ the first 3 characters will represent the agency number
(Example 4520001).

Purchasing — Solicitations (RFQ) Page 11 of 46
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REQUEST FOR QUOTES HEADER PAGE

The header of an RFQ provides information that applies to the entire RFQ. Most RFQ header information
defaults in from the Requisition.

i Request Quotes - Microsolt Internet Lxplorer & x|
Fle Edt View Fovorites Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Frkkess [&] JTESry—— . QIEMPACIVEEfERP e /MANASE_NECLESTS_FOR_CUGTES. PO_RFGHS. 0L =] a0 | ks >

5 ) 13 Woeklisl
Miw Windos | Holg
Request Quotes
Busingss Und: 53000 RFQID: NEXT -
Fusquesst Dot [VPMERO0E ) *Status: Open 7] “tTm Open: [D21062003 T 29M

"Currency: “Origin: CF A conpal Pu oTm Cloge:

| B First [ 101 [B] Last

Fooaf alf =L W allall [ [common” & [+ = |

Golm  CopyFrom Dispatch History  Catalog Exhangs Rate Header Details  Dispateh vendor Ligt
Header Comments  Send Emall mem vendors  Line Comments Mare .. -
Bsew) Dty ) (FRatowst ) ElRstatedLiks) Birasd) |8 WelataBiaplar |
k] I 0 nternat

Request Date — This will default to the system (current) date.

DtTm Open — This date defaults to the current date and time. The date represents the date and time the
RFQ becomes open for vendor response. The date can be overridden.

DtTm Close — Input the closing date and time of the RFQ

Origin — Various codes used to describe the type of RFQ and/or how it was created and how it will be
routed. Choose from the following:

o AGY - Agency

e CAP — Construction and Properties

e CP - Central Purchasing

e LSG - Leasing

Reference — Defaults in from the Requisition number if an RFQ is created by copying from a Requisition.

Purchasing — Solicitations (RFQ) Page 12 of 46
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Status — Displays the status of the RFQ. RFQ’s will default in as an Open status. The RFQ cannot be
dispatched until it is approved. Choose from the following:

e Approved — RFQ is ready to be dispatched.

e Canceled — RFQ has been rejected.

e Closed — RFQ has been closed.

e On Hold - REF is pending.

e Open - RFQ is not ready to be dispatched.

REQUEST FOR QUOTES LINES

RFQ Lines identify the items and quantities to be quoted and provide item-specific information, such as
unit of measure, price, and shipping requirements. Additional lines (items) can be inserted on the page to
reflect the needs of the RFQ. As with the Header, most of the Line data defaults in from the Requisition.

First [4] 1ot 4 [M] Last
Line Info Mare Details =H
Sel Line ktem *Description Category UOM  Quantity Price Ship Via
¥ 1 [ooooodonoonoononnt Q) [PAPER, white printer = B SUPPLES  [cs [Q[28 [24.75000 | [BESTWAY @ [+.] =]

NOTE: The Item in the Line Info will be the commodity code. A list of valid values is available in a drop
down box next to the Category field. The Category field is the commodity code at the upper level and is
tied to the vendor registration.

Item — The box on the right will be the description of the item.
Category — A listing of valid values is available in a drop down box
UOM - Select the appropriate unit of measure from the drop down box
Price — When item ID is used this will default. The User can input this.

Quantity — Enter the quantity associated with the RFQ

Purchasing — Solicitations (RFQ) Page 13 of 46
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HEADER DETAILS

Clicking the Header Details link to access this page.

A request Puotes - Microsoft Internet Explorer
Fle Edt View Favnites Took  Help
dapsk - = o (D) [3) G| Disewch [airevorres Feds 3| S EH A

Aekkess [ ] okdaasf ke, ok F QIEMPLOYEE [ERRc/MANAGE_RECUESTS_FOR _QUOTES.PO_RFGS.GBL

o

13 Woeklisl

RFQ Header Details

Unil: 0000 RFQID: NEXT

Buayer: | I

Terms: o &)
“Rill Al nonan al

Currency: ust  Rate Type: ERRMT 2 Rata pate: [120812003 ()

QK Cancel I Refresh

RFQ ID — Defaults as NEXT. RFQ ID will be assigned when saved.

Buyer — Defaults from the Requisition information. Can be changed if needed.
Terms — Defaults from the Requisition information. Can be changed if needed.
Bill Addrs — Accounts Payable dept.

Rate Type — Defaults from the Requisition and the default value is “CRRNT”.

Rate Date — This date defaults to the current date and time. The date is used for currency conversions.

Verify the data and click the LI button to return the Request Quotes page.

Purchasing — Solicitations (RFQ) Page 14 of 46
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HEADER COMMENTS

Clicking the Header Comments link to access this page.

D Hequest Quotes - Microsolt Internet Lxplorer
Fle Edt View Favnites Took  Help

dapek - = - (D[] | Drsewch [airmveres @meds (3| 5 O E B

Akress [ okaasf stabe. ok, F QIEMPLOYEE [ERRc/MANAGE_RECUESTS_FOR _QUOTES.PO_RFGS.GBL

@]

13 Woeklisl

RFQ Header Comments

Unit: 53000 PFOND:  REXT

Al First (4 100 4 [ Last

=
|
[ Semitovendor [ Shown at Receigt [ Shown at Voucher
[rle Mame: File Extension: o
Standard Comments GoTo Sowee Fulch lbem Spiecs
QK Caneel I Refresh
& o Inemet

NOTE: The Send to Vendor check (v') box by default will be checked.

NOTE: When there are multiple comments, the system will display only the most recent comment.
' display indicates the number of comments available for
viewing. To view the remaining comments, either press the [ to go to the next comment or press
m to see all of the comments in the scroll area. To return to viewing only one line and its associated

schedules, press .

Active Only - Select to retrieve only active comments. You can retrieve only the comments that are

active by checking this box and pressing the Load Comments % icon.

Sort Method — Select one of the following:
e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
¢ Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select Ascending or Descending.
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- Click the Comment Sort icon to sort comments according to the selections you made in the Sort
Method and Sort Seq fields.

Comments — Enter free form comments.

% . Click the Load Comments icon to load existing comments into the comments text box. This button
appears only if existing comments are available.

Click the Load Comments button to retrieve the comments that exist for this contract. If comments
exist and have already been loaded, you will get the following message:

Cwerride existing comments? (10207 ,14)

Comments have been previoush [oaded, and have possibly
heenwarked on already.

Re-fetching the comments will override all the comments that

wou have warked on. However, any context that was previoushy

saved as a standard camments will still be saved after the transaction
is finished.

Fress OKto proceed, or
Fress Cancel to stop loading comments again.

Ol I Cancell

Click the Delete button B to deactivate a current comment. If you deactivated a comment by mistake,

press the % . This button is visible only if you deactivated a comment.

Send to Vendor — If the comments are to print on RFQ, PO, and Contracts and dispatched to the
vendors, then select this option. If the comments are for internal use only, leave the check box un-
checked.

Shown at Receipt — Select if the comments are to appear on the receipt documents.
Shown at Voucher — Select if the comments are to appear on the vouchers.

To add additional comments, click on the ll button in the upper riiht corner of the comment page.
When you have finished entering your comments, click the Ok button to return to the Request

Quotes form page.
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ASSOCIATED DOCUMENTS (FILE ATTACHMENTS)

Use the fields in this group box to attach files to your transaction. You can attach any type of file that you
have defined on the File Locations page. The file you want to attach must reside in the file directory
defined for the file type on the File Location page. The documents you choose to attach do not transmit
with the PO to the vendor.

File Name: File Extension: I %

Standard Comments GoTo Source Fetch lterm Specs

File Name - Enter the name of the file you want to attach. Include the drive and folder(s) with the file
name (c:/my documents/filename.doc).

File Extension - Enter the file extension (.doc, .xls, pdf, etc.).

@ - Click the Launch File icon to launch an attached file. You must enter a file name and extension in
the Associated Document fields before the system can launch the file.

Fetch Item Specs — To copy in item detailed specifications.

Go To Source - If the transaction's comments originated with another transaction, you may select this
link to view the originating source transaction. This option is available only if a source is available.

For example, if the PO was sourced from a requisition containing these comments, you can select this
link to view the originating requisition.
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STANDARD COMMENTS

Access the page by clicking on the Standard Comments link.

A Maintain Requisstions - Microsoft Internet Dxplorer —|&]
Fie Edt ew Fovnites Took  Hep

g+ = - (D[] A Dvearch airevorres eeds oF| N S FH B

sz [2) Haoe] bk y J_ITEMS RECUISTTICNS. GEL x| @eo ks ™
@) € workiist

Mew Window | Helg

“ainn: Cut and Paste

St Tyque: Al Comemenl Il o

EN Date: 1121 “Baties: e =

Description:

Shoet Duesc:

Comments:
=
/]

QK Cornud I Rufrih

] Done [l D inteenet

Action — Select only the Cut and Paste option:
e Cut and Paste — Will make the standard comments selected available on the comments page.
The standard comments may be modified, modifications on this page will not affect the original
standard comments.

Std Type — Select a Code. Click on the Lookup icon Ql and the Lookup STD Type page will be
displayed. Enter the search criteria to display a list of available standard comment types. Click on the
desired type to return to the standard comments page.

Comment ID - Select a standard comment ID. Click on the Comment ID Lookup icon qJ and the Lookup
Comment ID page is displayed. Enter the search criteria to display a list of available standard comment
ID’s. Click the _Look Up | button. Select the stand comments you desire. This will then take you back to the
standard comment page.

Click on the M button to return to the Header Comments. Then click on the LI button to
return to the Request Quotes page.
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ACTIVITIES

The activity page tracks any activities related to the RFQ the Buyer wishes to record. Each activity can
be assigned a due date and checked off when done.

From the Request Quotes page select Activities from the ... More ...drop down list.

*Go to: Copy From Dispatch History  Catalog Exchange Rate Header Dietails  Dispatch Vendor List
Header Comments ~ Send Email ltem Yendors  Line Comments I Mare .. =]
Mare
B save)  (ClRetum to Search) (45 HetinList) (= Edherity ) (2 Retresh ) 1 - Category Search Ebadd
2- Hierarchy

4 - Document Status

A request Puotes - Microsoft Internet Explorer

=8 x
Fie Edt  View Favorites Took  Help
e M e i e L - - e e e S
Frkkess [&] [Tg—— QIEMPACIVEEfERP e /MANASE_NECLESTS_FOR_CUGTES. PO_RFGHS. 0L =] a0 | ks >

e B b Favaries

Miw Windos | Holg
RFQ Activities

Unit: 58000 RFQ I NEXT

ok | [ Coreel | Retresh |

] forearscript:sbmitaction_main{document main, ‘#10Cancer); |
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DISPATCH VENDOR LIST

Click the Dispatch Vendor List link to display the RFQ Dispatch Vendor List page.

i Request Quotes - Microsolt Internet Lxplorer

_|8]x
Fle Edt View Favnites Took  Help
demad + = - D [H) QA Dewch airmones Geds F | S EEHE
Aekkess [ ] okasf stabe, ok.155:7201 prapiFsonEMPLOYVEE JERRc/MANAGE_RECUESTS_FOR_QUOTES, PO_RFOS.GEL =] a0 | ks >
i —_—
S Zign oL

&) e 13 voeklist e B b Favaries

RFQ Dispatch Vender List

Unit: 56000 PFQID: MNEXT

frenci

—— Cystomaa | Eind | ViewAll | 8 First (B 12002 (B Lagt
Sul Munder “Location  TuDispatch Short Vens Name  Name “Muthod

~ [oonooozais  alfEnE QR TOLL MEDIC-001 ZOLL MEDICAL CORPORATION  [Print =] ] =]
r [eeomsss  QlfFos 4@l ¢ MEDICAL CA-O01 MEDICAL CARE DEVELOPMENT [Print =] (+] =1

DispaichLines  Yendor Detalls vendor Logkug

aK ool | _atresh
] oone: I

o Internet

Quote Group ID — Select a vendor quote group ID to make the group the dispatch vendor list for the

RFQ. You can add or delete vendors from the list without affecting the original group from which you
created them.

Sel — Select the vendor for RFQ
To Dispatch — Select a vendor to dispatch for the RFQ.
Method — Select “Print” as the method to receive information from the vendor.

Identify the vendors by selecting the lookup vendor Ql icon. The Look Up Vendor page is displayed.
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Look UrP VENDOR

i Request Quotes - Microsolt Internet Lxplorer & x|
Fir Edt View Fonites Took  Hep
spss - o - Q) [E) Q| Doewrh Greverres Goeds 3D S EF
Aekkess [ ] ke stake, oh 155720 fprpFay YEFJFRRJc/MANAGE_RECUESTS_FOR_GUICTES, Py_RFOS. CRL =] a0 | ks >
- 3 Wiorkist S Add b o > Sign of
Biw Window | Hog =4
Look Up Vendor
Setik uouoy
Wendor It [begins witn =] [oonooozs
Short Veerdor Mamus: | bgins wilh =] | Q) —
Our Custoner Humber: [bagins with =] [ a
N 1 | btigines with =] | Q)
ookl | _ Clear Careel | Basic Lookup
Search Results
101000 28 200
Vendos 1) art e
QOO000I500 PORTER SAR-001  (nlankd PORTER SARGENT
DUOROIS0 HOVA BIOME-001  (Rlanky BOVA GIDMEDICAL
0000003502 MODUSORM-001  (Blank) MODHLIFOif
DUOROGIS03 DIDA-00T {lanky DD
QOUN0IS0E MARILOUT-001  {lankd MARILOL T GIOVANNUCT
DUODIOIES RG-001 (blanky G OOLDBERG GO NG
000000505 HNEW ENGLAN-O0D lankd HEW ENGLAND DIOLABS
NIOF507 COASTAL CO-001  {Rlanky L SONSULTANTS C

0000003508 KRONDE INC-O01  lankd KRONOE NG

K A LY ITH P
AMANNIE N BAEBENEAN i SN EBEINE B E =4

=0 © internat

Identify the vendors you want by entering the search criteria in the Look Up Vendor data fields. Click the
MI button and select your vendor. Repeat the process for adding additional vendors.

Select a vendor from the RFQ Dispatch Vendor List page by placing a check (v') next to the vendor.
Click the Dispatch Lines link to view the Select RFQ Lines For Vendor page.
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SELECT RFQ LINES FOR VENDOR

A request Puotes - Microsoft Internet Explorer

Fie Edt View Fovorites Took  Help

Sped - = - (D [D) A Dsewch [airmores Eweds | S E B

ks [8) oHaarf.state. ck.irs:

WEEJERFc/MANAGE_REQUESTS FOR_CUOTES. PO_RFOS.CRL

Select RFQ Lines For Vendar

Vamlor I 00ON0N3519 Location APDS

Cugtor
Dusicription  Quanisty
ouct Topi 1000000

Price
1000000

Medics! Lights 10.0000 400.00000

QK Cancel I Refresh

Select the line items to associate with the vendor you selected on the RFQ Dispatch Vendor List page.

Click the LI button to return to the RFQ Dispatch Vendor List page. Repeat the process for any
additional vendors if required.
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VENDOR DETAILS

Click the Vendor Details link to view vendor detail information.

i Request Quotes - Microsolt Internet Lxplorer & x|

Fle Edt View Fovorites Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Aekkess [ ] ke, stabe, oh 175720 [prap Py EMPLOER JERRJT/MANAGE_RECUESTS_FOR_GUCTES, Py_RFOS. CRL =] a0 | ks >
ggs eur:h.q'n

=z anme 13 Wioskizl . i bo Favorias > 5ign out

Miw Windos | Holg
Vendor Details

vendor:  A000M3518 Location;  APDIS
Seguence Description:
¥ Send To [7al omering sendor Email i jegoliogzall com
I ocontat [ Cumfat Emmal I:
I salos Person | Saalizs Enmil 1:

Bdiress  Phone Inforrnation

QK Cancel I e

Click the LI button to return to the RFQ Dispatch Vendor List page. Click the LI button to
return to the Request Quotes page. Click the & save) button to save the RFQ.

Cory FROM

When the RFQ Header page is entered in the add mode, the copy link Copy From is available in the
lower left corner of the page. When the Copy From link is clicked, the first page displayed identifies the
source of the copy. While the system allows copying from existing Request For Quotes, you may also
copy from Requisitions. If you copy from a requisition, you can copy only those lines that require an RFQ
or all lines. You can limit the data that is copied or copy all data, depending on your criteria.
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Copy From Requisition

A request Puotes - Microsoft Internet Explorer

=8| x
Fle Edt View Fovnrtes Took  Help
Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Aekkess [ ] rTe—p——

&) e 13 voeklist e B b Favaries

QIEMPLOYEE [ERRc/MANAGE_RECUESTS_FOR _QUOTES.PO_RFGS.GBL =] a0 | ks >

=
b n O

Enter Copy Criteria
"Cogy From; Ine quisitions =

Businizss rit: S0000

"sedect Req Lines: |Red Unes -
"Gy Muethand: iride Exsting R =

| ¥ SpechicRequistion  [poooooonie @) [ specmecomramt| @)
I specific Buyer | I specitic Orign |
I specific Vendor | [ spectic Categor]
™ Exchaie Auto Source fam ™ Stackiess tem
I Inciude Inveritory ems O

QK Caneel I Refresh

o Internet

Copying from Requisitions requires that the Requisition be approved, not on hold, budget checked and is

not involved in another PO Build process. There are three options to choose from the Select Req Lines:
1. ReqLines

2. RFQ Not Required
3. RFQ Required

Select the appropriate option from the Select Req Lines field. Check (v') the Specific Requisition and
enter the Requisition number. Also, check (v') the Copy all Req/RFQ lines then select LI

NOTE: The Selection Criteria and Copy Criteria changes when the Copy From data field is changed. The
two values are Requisition and Request For Quotes
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Copy From Request For Quote

Microsoft Internet Explorer

A request Puotes -
Fle Edt Vew Fovnites  Took  Help
damek - = - D [# ] Dewch Gireorrss Geeds 3|0 S H §

e ] obnarsF. stabe. ok, QIE WP CYEE JETR e /MANRGE_MEQUESTS_FOR_QUOTES. PO _RFCS. G5

13 Woeklisl

Enter Copy Criteria

conyrom: | EETCEATETE— |

Businizss rit: S0000

"Setact Req Lines: | R70 Re
“Cogry Mutho:

waw: | aQ [ a

I Comy all ReqRIQ lines

QK Caneel I Refresh

|1 [ wnteenet

[@

If you know the RFQ ID enter it and check (v') the Copy all REQ/RFQ lines then click the M
button. If you do not know the RFQ ID select the lookup Q) icon and the Look Up RFQ ID screen is

displayed.

i Request Quotes - Microsolt Internet Lxplorer
Fir Edt View Fonites Took  Hep
Spek - S - D[ 4 Doewch Gifwere: Greda B S H B

e ] obnarsF. stabe. ok, QIE WP CYEE JETR e /MANRGE_MEQUESTS_FOR_QUOTES. PO _RFCS. G5

Look Up RFQ ID

Husingss Una: 59000
RFO 1D [begins witn =]

REQ Status: [= = K|
i [bugins wan =]
Duyer: [eeing with =][

Lok Lip Claar Cancel |E¢..-_Lw_uL'l: hup

2 e

|11 [ wnteenet
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Enter the appropriate information and click the Look Up button. The Select Lines to Copy page is
displayed. Select the RFQ from the Select Lines to Copy page and click the LI button.

A Request Quotes - Microsolt Internet Lxplorer
Fle Edt View Favnites Took  Help

dapsk - m - ([N | Dsesrch [airavorres Pmeds (3| S E A
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5 ) 13 Woeklisl e B b Favaries

Biw Windos | Huh
Select lines to capy

Business Unft: 58000 il

[LE*]

fem Quariity UO# Price Currency  Ship To
o557 30,0000 EA 10000000 USD 00000 0000000007 FOBDEST Portabée tollgts
r masro 1.0000 EA uso vuouo U0D0DDODDE  FOB DEST Eortable toiats
m g?gr 60-20 2.0000 €S 1245000 WSO 00000 0000000005 FOBDEST WRIST SUPPORTS for trping Cof
r mssTo 2.0000 EA 10000000 USD 00000 0000000004 FOBDEST Portabée tollets
{m 250.0000 HUN 1050000 USD S8030 U0D0DDODDZE  FOB DEST MAaLs
[ m} 250.0000 HUN 1050000 USD S8030 U0D0DDODDZE  FOB DEST -
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[m S0.0000 TON 10000000 USD 50020 0000000003 FOBDEST TACKS
(ml 5000000 EA 500000 uso S0020 0000000003 FOBDEST STRING
[m] Suoouo EA 500000 uso S8030 U0D0DDODDZE  FOB DEST STHING
{m SUoouo GAL 2500000 VUSD S8030 U0D0DDODDZE  FOB DEST EAINT
ok | [ coal | amesn |
] I 0 Iniernot

STEP 3 — DISPATCH A REQUEST FOR QUOTE

OVERVIEW

RFQs can be dispatched in several different ways. The following options are available:

1. Email
2. Fax

3. Phone
4. Print

Follow the navigation below to Dispatch a RFQ

Navigation: Purchasing > Requests for Quotes > Dispatch Quotes:

If you know the Run Control ID enter it in the dialog box below and click the 25 | putton.  Then
select the Run Control ID this will take you to the Dispatch Quote Forms page.
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A ispatch Quotes - Microsoft Internet Euplorer &8 x|
Fie Edt View Fovorites Took  Help

bk - o D) ] Dsewh Gireoeres @reds (3| D b B & -
Frkkess [&] [Tg—— QIEMPACYVEEJERP e /MANASE_RECRLESTS_FOR_QUOTES. REC PRINT.GEL =] a0 | ks >

Dispatch Quote Forms
Enter sy Information you have and click Search, Leave felds blankfor a list of all values,

{ Find ey Bt b\ Al i Bl Vitluie

Run Control 10k [begins with =] [

™ Case Sensive

Biswih chs | Basle Seanh [ Save Seanh Critera

Search Results

Jls0achQuote

Find an Bvisting Value | Add 2 Mow Yalug

If performing this process for the first time, users must create their own run control by selecting Add a

New Value tab. Enter a Run Control ID in all CAPS then select the

the Dispatch Quote Forms page.
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DiISPATCH QUOTE FORMS

Enter the Business Unit and RFQ ID of the RFQ to be dispatched. After your selection has been made,
click the "B52vel pution. Then click the R | button, which takes you to the Process Scheduler

Request page.

A ispatch Quotes - Microsoft Internet Luplorer

Fis Edt View Fovodtes Took  Help
depack - = - (D[ ] Prsewch airmorss Geeas F| D G H B
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PROCESS SCHEDULER REQUEST

A ispatch Quotes - Microsoft Internet Luplorer
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Set Server Name to “PSUNX” and select “RFQ Dispatch/Print. Click LI to run the Dispatch

process. The Process Scheduler Request page is displayed. Select the Process Monitor link. The
Process list page is displayed.

A ispatch Quotes - Microsoft Internet Luplorer & x|
Fle Edt View Favnites Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

s [& TRy ——

QIEMPLCVEE [ERRc[MANAGE_RECUESTS_FOR _QUOTES.RFC_PRINT.GRL

[ Process List | Serer List

e 10z [EHELRON G Tyque: [ “lrast:  [1 [Darz 7] _Retesn

server: | =] name: [ 2 instance: |
Fun Status: -

Instance Seq, Process Tne '—Eﬂﬁl’" User FunStates  Cetails

1062 SQR Repon PORFQO1 CHELSON 0211772003 1:50:36PM PST Sucress Dietalls

Gp batkto Dispsich Quots Forms

Bsew) Ewity )

Process List | Sereer Ligl

] Process Instance: 152

Click the FEEEN button to see the Run Status. When the Run Status shows Success click the Details

link to view the Parameters, Message Log, and View Log/Trace information.
displayed.

The Process Detail page is
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A ispatch Quotes - Microsoft Internet Euplorer
Fle Edt View Fovoites Took  Help
depack - = - (D[ ] Prsewch airmorss Geeas F| D G H B

e ] CIVEEERR e/ MANAGE_NECQUESTS_FOR_OUOTES. RFG_PRINT.GRL
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Dt Tirmue
Raquuesd Cresated Onc 020 92003 10:31:17TAM PST Parameters Trangfer
Run Amylima: Aflor: 0201 912003 10:30:1 7AM PST Messang Log
Degan Process M= 021 W2003 10:31:208M PET Batth Tirnings
Enled Process At 021 W2003 10:31:448M PET view LogTrace

QK Cornnd I

|0 Process stance: 1877

e Window | Hidy

Click the View Log/Trace link. The View Log/Trace page is displayed.

A ispatch Quotes - Microsoft Internet Euplorer
Fle Edt View Fovoites Took  Help
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Click the file name that has a .PDF extension to view the RFQ report (Example: porfq01 1878.PDF). The

following report is displayed.
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3 http://webdev.oklaosl.state.ok.us: 7031 /psreports /fstrg/787/porfqD1_1878.PDF - Microsoft Intel -0 5]
File Edit View Favorites Tools Help ﬁ
d=pack -~ = v at | @search [GFavorites @ivedn o4 | By S = 5 &

Address I@ hitp: ffwebde oklaosf stake. ok, us: 7031 psreports|fstrgf 767 jporfq0l _1 878, PDF ﬂ ﬁGn | Lirnks

Bsee-asgRoRE]|d <> res el - 000NEE R

[oa-T-8|E8-F  £-BL|H 5]

id
£ : B
H Request for Quotation
3 Derartment of Central Services Dispatch via Print
® DEPT OF CENTRAL SERVICES - NFORMATION S EFRdiG EEdmAliioN Date Buyer Page
2404 N LINCOLN WILL RODGERS BLD 53000 1 01/31/2003 Billv McMeans 1

r STE 10 Payment Terms DataTime Quote Open  Closing
0 CKLAHOMA CITY OK 73105 30 Dave 02/21/2003 10:30:00
T Urited States
2 Vendor: 0000000002 Ship To:  DEPT OF CENTRAL SERVICES -STATE LEASING
5 CORE SYSTEMS PLUS INC 2402 N LINCOLN WILL RODGERS BLDG e
= ATTN CHUCK ADAMS OR DOUG EVANS STE 112

8201 GLADE AVE OKLAHOMA CITY OK 73105

r CKLAHOMA CITY OK 73132-4272 Unitad States
" United States
- Bill Ta: DEPT OF CENTRAL SERVICES-GENTRAL PURCHASING DIVISION
z 2401 N LINGCLN WILL RODGERS BLDG
E STE112
3 COKLAHOMA CITY OK 73105

- United States
@ Line Item Description fg ID Mfq Item ID Quantity UOM Need Date
e 1 0207-60-83-010 WRIST SUPPORTS for 1z.0000 GS O1/24/2003
2 typing, Cotton/slastic
g construction Sz XS
& Freight Terms: FOB DEST Ship Via: COMMCN

Do not deliver after 5 p.m. .Deliveries will be accepted Monday thru Fridays, 8 AM o 5 PM only.
-]
(@] W i1z ¥ u Bsxtin O[H # 4] i
|&] bone ,_’_,_|° Internet v

You can print the report or view the report online. When finished viewing the report close the report by

closing the browser window. Click the Retum button from the View Log/Trace page to return to the

Process Detail page. Click the LI button to return to the Process List page. Click the Go back to
Dispatch Quote Forms link to return to the Dispatch Quote Forms.
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STEP 4 - ENTER VENDOR RESPONSES

OVERVIEW

Enter Vendors responses for analysis on the Enter Responses page shown below. This will simplify the
decision-making when determining the best vendor to award the quote. This page displays the Business
Unit, RFQ ID, and vendor ID according to selection criteria. Use this page to enter some general
information regarding a specific vendor’s response to the RFQ. This information is contained on the
Header Page.

Follow the navigation below to add or view a RFQ.

Navigation: Purchasing > Requests for Quotes > Maintain Responses:

 Maantain Hesponses - Microsoft Internet Explorer & x|
Fle Edt View Fovorites Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Aekkess [ ] TRy —— . QIEMPACYEEfERP e /MANASE_RECRLESTS_FOR_QUOTES. REC_RESPONSE GEL =] a0 | ks >

13 Woeklisl

Enter Responses
Erer amy Inforrnation you have and elick Search, Lesve felds blankTor 3 list of all values,

{ Find am Easisling Vel 'y

Busingss Uné; "I 52000

RO 0 [eeqing witn =]
Wendor 1% [tegine witn =] [
Vendor Location: [beqins with =] [

Search Ciear | Busic Swach (B Sive Swanch Criturria

Search Results

2L e e

Business LUnil BFQ 1D Vendor I Vendor Location |

0000 QOQGDA0002 09R00MA02T fi
SR DOOMINN002 0OB000ONZE 001
0000 QOQGDA00ET 090000002 0
SR DINN0N 00B000001E 001 —

Enter the Business Unit, and or RFQ ID number or enter the Business Unit and click the ﬂl
button. The Search Results are displayed. Select the Vendor ID or RFQ ID for which a response is to be
entered. This will take you to the Maintain Responses page.
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MAINTAIN RESPONSES
Gl Masntain Responses - Microsoft Internet Explorer =18 x
Fie Edt  View Favorites Took  Help
pek - = - ([0 O Disewch [aifmeres @weds |0 S E B
Aekkess [ ] okaar. sabe, ok . QIEMPACYEEfERP e /MANASE_RECRLESTS_FOR_QUOTES. REC_RESPONSE GEL =] a0 | ks >

13 Woeklisl

Maintain Responses

Business Unit: 55000 RFQ Dz
Vanlor: aOnOmnoSs Hame: HUNSHINE INOUSTRIES Location: ARTUMORE
DtimRespc  [VIUE00 SIFM Termg: [0 G ‘currency: VS0 pajlar

Bspnded Rem D Rescription Bin Oty Quantty UOM  Price BeaPrice BedCurr DueDate Lead Tines
F DMssT Partabile bilets [ 20000 20000 EA annnnan 1000000 LISD NFETON
Document Stalus  Exchange Bate  Besponse Hesder Delolls  Besponse Commaents Sund Ernail
B save) (CRelun be Bearots] (4B HentinList) [+ Folbwtity (2 Reteesh )
4l i

] oone: |1 [ wnteener

On the Line Info tab the RFQ Response lines are used to enter information about each RFQ line to which
the vendor responded.

DtTm Resp — Defaults to the current date and time. Enter actual time if different.

Terms - Defaults from the RFQ header and is the payment terms of the vendor response. Information
can be changed if needed.

Currency - The currency of the vendor response.

Responded — If selected this will indicate the vendor has responded and the RFQ can be awarded.
Once the checkbox is activated the fields in the scroll area can be populated with data. If the RFQ has
been awarded this field will not be available for selection.

Item ID — The Commodity Code. The description will be displayed in the field to the right.

Price - Enter the price the vendor has quoted for the item.

Req Price — Displays the requisition price for the item. This field will only be populated if the line item
was copied from a requisition.

Lead Time — Enter the number or days the vendor requires for lead-time on orders for this item and
quantity if applicable.
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Min Qty - If the vendor stated orders would be limited to a certain quantity, enter that quantity into the
field.

UOM — The unit of measure used for ordering this item from the vendor.

More Details Tab — You can enter vendor item detail and manufacturer’s item detail information on the
More Details. You also can enter Ship Via, Ship To, and Freight Terms

NOTE: When entering Vendor responses be sure to check (v') the Responded checkbox on the Line Info
tab.

RESPONSE COMMENTS PAGE

This page is used to note any vendor comments, or to provide comments the Buyer may have regarding
the vendor’s response. Access this page by clicking the Response Comments link. Enter the information
in the Comment Text field. If additional comments are required click the LI button. When finished click

the M button.

A Maintain Responses - Microsoft Internet Explorer —|&]
Fle Edt View Fovorites Took  Help

dapsk - m - ([N | Dsesrch [airavorres Pmeds (3| S E A

Aekkess [ ] okaar. sabe, ok . QIEMPACYEEfERP e /MANASE_RECRLESTS_FOR_QUOTES. REC_RESPONSE GEL =] a0 | ks >

@]

Comments

Unit; S2000 RFQ ID; apannannnd
Vendor:  0000MO0S4 Location: ARDMORE

Response Comments
Comment Ny Comment Text

1 [ 2 EE]
Ok Caneel | _Refresh

— — =
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RESPONSE HEADER DETAILS PAGE

This page is used to note contact and sales details. Access this page by clicking the Response Header
Details link.

 Maantain Hesponses - Microsoft Internet Explorer & x|
Fle Edt View Fovoiites Took  Help

St o @D A Bt e et 3] D BB &

s [& TRy ——

o

QIEMPLOYEE [ERRc[MANAGE_RECUESTS_FOR _QUOTES.RFC_RESPONSE G5 =] a0 | ks >

R Header Details
Uiz S0000 RFQ I 000000004
Viendor: 0000000058 Locatiorn:  AROMORE
Hasponss Methol: (—
Comact: al
[ pe——— al
"0l Addrs: 00000 Al Buino aggress  Location: 19 aggrese

QK Cancel I Refresh

] Done:

Response Method - Select the manner in which the response was received. Values are:

e EDX

e Fax

e Phone
e Print

When finished click the 95| button.
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STEP 5 - AWARD THE RFQ TO A VENDOR
OVERVIEW

The system provides an on-line analysis tool of vendor responses to RFQs. The Analysis and Awards
page displays the RFQ Lines one at a time and lists all the vendors from whom quotes have been entered

for each Line item. The page allows the lines to be sorted by Vendor, Location, UOM, Price, Due Date,
Lead Time, and Terms.

Follow the navigation below to add or view a RFQ.
Navigation: Purchasing > Requests for Quotes > Award Quotes:

ANALYZE QUOTE

A Award Quotes - Microsoft Intemet Luplorer

bl stabe. ok,

18]
Fle Edt View Fovortes Tooks  Help

St e o DA A Dewch Gairmerrss Breeds 3| B EH A

Aekkess [

QIEMPLOYEE [ERRc[MANAGE_RECUESTS_FOR _QUOTES. RFC_AWARDS. GRL =] e

13 Woeklisl

Analyze Quate | LCraals FOMConiract

Businesss Unil: 50000 AFQID 0000000004 currency Codes USD
Aweaard Lisst af Muervs 1 Vel al

List of s to Award Fing | View Al First (€ 1001 [ Last
Lime: T DEsciglion UGM Guantity Price Cure D Dt Lesad Time Terms: Frosight Trm
1 015570 Ponable tollets EA 20000 100.00000 USD 0206/2003 k)

List of Vendors who Responded
[ Linelnfu | e Debsls | Tk

Wendor Location  Short W Hame On; fward LOM Price oo Onianty

FODDEST

Due Date  Lead Time Terms Frelght Trm

D00DO0005E ARDMORE ELINSHINE 0000  EA 9000000 USD 20000  OXOB2003 30 FOBDEST
Total Oty Awarded 30000 Onler Eitye 20000

Jncurnent Stats

B save) (CiRelun be Beasts) Fltwity ) (2 Retvash
Analyze Guote | Creste POIonrac

) =1
€l

The Buyer should scroll though each line and award amounts to vendors. To award the entire RFQ to
one vendor enter a value in the Award List of Iltems to Vendor field. Comments may be entered in the

More Details tab. Once each Line has been fully awarded, the Buyer must then go to Create PO /
Contract.
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STEP 6 - AWARD PURCHASE ORDER/CONTRACT

CREATE PO/CONTRACT

A Award Quotes - Microsoft Intemet Luplorer —|&]
Fle Edt View Fovorites Took  Help

pek - = - ([0 O Disewch [aifmeres @weds |0 S E B

Aekkess [ ] okaar. sabe, ok . QIEMPACYEETERP e /MANASE_RECLESTS_FOR_CUCTES RFC_AWARDS. CBL =] a0 | ks >

13 Woeklisl

Analze Quots | Creata POComMract

Business Uni; SHODO RFQ ID: nooanoon s
List of Vendors who Responded m Wiirwe

Viendon: 0000000054 ARDMORE Cmteney: S0 *Crisate Form Type: |EITEECEDER ™| [ Crili:

PO Date: PO Type: enersl 2] Dispatch Mathos|

spTe: [PO0G0 | Mach Action: [F5n038 2] O 7

Location: =] Match Rule;  [51AMDAR I Tax Exempt Flag

.,; MEXT Bunger: A Betty Caims Exempt i
Cugstomiz | Firud | View Al | First (0] 1 ce 4 [H] Last

S8l Line  Hem Degeription omyg Oreered PO Ony oy At “Digaribnse sy

ri 015570 Pontable tollets _|= [ 20000 2.0000 20000 oy

B save) (CiRetum o Searon) Fltmity ) (2 Reresh |

Anahze Gunte | Greste POMContrse

— — =

The Buyer can see the results of the award for each vendor. Once the Buyer is satisfied with the award,
they need to check the Sel checkbox for each vendor that has been awarded quantities.

N MiFurchase Order
The Create Form Type: option should be set to Purchase Order and the

Create checkbox should be checked (v'). The purchase orders and contracts you create here are placed
in the PO staging area, waiting to be generated through the PO Build background process. The contracts
you create here and the contract release defaults for the request for quote business unit are generated
automatically after you save the data from this page.

Once saved, a PO can be created from this RFQ using the PO Calc, PO Create and PO Dispatch process
(see Training Manual Purchasing P110) for purchase orders.

NOTE: If the award is going to a contract change the Create Form Type to Contract Response Currency.
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OVERVIEW

A responses by Vendor - Microsoft Internet Explorer

Fle Edt View Fovnrtes Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Inquire on all the requests for quotes sent to a specific vendor.

STEP 7 - INQUIRING ON RFQ (RESPONSE BY VENDOR)

Follow the navigation below to review all the responses submitted by a specific vendor.

Aekkess [ ] okdaasf ke, ok QIEMPLOYEE [ERRc[MANAGE_RECUESTS_FOR _QUOTES.RESP_BY_WWDR.GAL

Respenses By Vendor
Erer amy Inforrnation you have and click Search, Lesve felds blankTor 3 list of all values,

{ Find am Easisling Vel 'y

Business Unet; = [Feoon
Vendor I0: [veging wan =] a
Vendor Location:  [beginz win =] [ fe1]
Short Ventor Name: [begins win =]

Search Ciear | Busic Swach (B Sive Swanch Criturria

] Done:

13 Woeklisl

vendor you will be taken to the Response by Vendor page.

Purchasing — Solicitations (RFQ)

Navigation: Purchasing > Requests for Quotes > Review RFQ Information > Responses by Vendor:

Enter the Vendor ID or select the ﬂl button to select the appropriate vendor. After selecting the
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RESPONSE BY VENDOR

A responses by Vendor - Microsoft Internet Euplon

Fle Edt View Fovorites Took  Help

Spsk - = - (D [D) A Dsewch [armeres Bwede B S E B

s [& TRy ——

QIEMPLOYEE [ERRc[MANAGE_RECUESTS_FOR _QUOTES.RESP_BY_WWDR.GAL

B

| Response By Vendor |

Unit: 53000  Vendor X 0000000002 041

CORE EYSTEME PLUS INC
Vendor Response | ewall | 3 First [ 101 [H Last
S8l REQID PfO Reference moﬂg e Cume & Ti Coml
Froen Req |- - :
= oonopoppor (PR IRREE P usD UED
Addrezs Phong

Response Comments Dietslls
Rt o Suarch ) |48 Hatin List | 1 Folbtiry )

When the desired RFQ ID is displayed and selected, click on the Details link to display the line
information for that RFQ ID.

Of the three inquiries, Responses By Vendor is probably the most useful. The other two inquiries are:
Quotes By Vendor and Vendors By Quote.
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QUOTES BY VENDOR

Follow the navigation below to review all Quotes by Vendor.

Navigation: Purchasing > Requests for Quotes > Review RFQ Information > Quotes by Vendor:

A Yuotes by Vendor - Microsoft Internet Enplorer _ 18] %
Fle Edt View Fovoiites Took  Help

emak - = - D[ ] Disewch aireverres Geds (3| D S G B

Aekkess [ ] TRy ——

QIEMPLOYEE [ERRc[MANAGE_MECUESTS_FOR_QUOTES. RFC_BY_VNOR.GRL

Al Quates

Unit: SR000

Werndor: 0000000002 Name: CORF BYETEME PLUS INC

C i | Find | Vi
S8l BEQID Bafarence Status  Method [(ImDisp  SendTo

CONTAGT Name Sales Comact
Froan Rug ID MI003  GLADE AVE
P 0000900001 pangponntz ¥ Pt 234nM TORE

Adregs Phong
Header Detalls Cietallg
Ci Febum e Seaveh | Tty )

Dizpstch History  Lastlodstes  Header Comenerts

f

90 internot

In order to view the hyper links at the bottom of the page you must first check (v') the checkbox at the left
of the line item.

Click the Header Details link to view the RFQ Header Details By Vendor.
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RFQ HEADER DETAILS BY VENDOR

i puotes by Vendor - Microsoft Internet Enplorer

RFQ Header Details By Vendor

Unil:  £0000  RFQID: 000000001

Rafarence:  From Ruq ID- 0000000012 Fag Date: ai1zOn3
Origin: OHL O Line DI Oparc 021212003 10.308M
Bugs: Bilty MeMeans HTm Clinsa:
Terms: 0 Currency: USD CRRNT
Bil Addrs: 00000 Status: Approved
Phums:
Fa:
aK Carand
] fone

_|8]
Fe Edt Viw Fovndtes Took  Hep |
bk - o D) ] Dsewh Gireoeres @reds (3| D b B & -
Aekkess [ ] okaarf state.oh. QMR CIYEE[ERA e /MANASE_RECUESTS_FOR_QUOTES.REC_BY_VHOR GEL =] a0 | ks >

RFQ Header Details will allow you to view additional information regarding the RFQ by vendor. Select the

LI button to return to the All Quotes Inquiry page.

Click the Details link to view the RFQ Lines Details By Vendor page.

Purchasing — Solicitations (RFQ)
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RFQ LINE DETAILS BY VENDOR

i puotes by Vendor - Microsoft Internet Enplorer

Fle Edt View Fovorites Took  Help

I8l
(s - o - (D [ | Qsewch Gireverres @weds (| D O 015 B : ..
P |ﬂ [T p—— o) CVEE JEReR e MANAGE_MEGUESTS_FOR_OUNTES.RFCL_BY_VHNOR.GRL j G0 | Links

RFQ Line Details By Vendeor

Unét: 52000

FHQ I 0000000an1

Shurl Luzad
Sel Line  fem D Description Catenory Desciiption Quardity UOM  Short Desc REQ Price Due Date Tinr:
02076085 ; QI0T-60- WRIST
ET SUPPORTS fur bping, Gt ! ] ; :
= b WRIET SUPBORTS fus bping & e 120000 CE  GABE 1245000 0172472003
Ling Curnmuril Higrsste
aK Caneal |
] fone

RFQ Line Details will allow you to view the RFQ line information regarding the vendor. Select the
LI button to return to the All Quotes Inquiry page.

Follow the navigation below to review Vendors By Quote.

Navigation: Purchasing > Requests for Quotes > Review RFQ Information > Vendors by Quote:

Purchasing — Solicitations (RFQ)
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VENDORS BY QUOTE

Fle Edt  View Favnrtes Took  Help

Sapak - = D [D) A Doewch [Girevemes @meds o#| e G = 5 &

Frkkess [&] rTRrgr—— VNP CIVEE JERP e/ MANAGE_NECUESTS_FOR_(UOTES. YNDR_BY_RFCL.GEL =] oo | ks *
e Window | Hidy
WVenders By Quote

Enter sy Information you have and click Search, Leave felds blankfor a list of all values,

{ Find am Easisling Vel 'y

Business Unat: [© 7] [Feoon

RO 0 [beging wan =]
RFQ Heterance:[oegin win ] [
Duyer: [beging wan =]
I Case Sensiive

Search | | Ciear | Hasic Hoarh g Save Soarch Gitena

|1 oone

Enter the RFQ ID or select the ﬂl button to select the appropriate RFQ ID. After selecting the
RFQ ID you will be taken to the All Vendors page.

ALL VENDORS

Fle Edt  View Favnrtes Took  Help

Sapak - = D [D) A Doewch [Girevemes @meds o#| e G = 5 &

Frkkess [&] rTRrgr—— VNP CIVEE JERP e/ MANAGE_NECUESTS_FOR_(UOTES. YNDR_BY_RFCL.GEL =] oo | ks *
e Window | Hidy
[ A vantors

Unit: 52000 RFQ D

Fiom Rieq 10 4

Sel Wendor 0 erwior

Location  Medhost Comact Sales Contact DT Disn
-~ FHILLIF VAN (i Fralriilk ]

F 00OpO0NaDT  ACHIFVEMENT PRODUCTS INC oot Print BOGYEN T4TEM
oy o 0172172003

[T O0ODUODODE  THE GREEN CO INC o1 Print T4TEM
o . JERRY 0272003

[ 0000000009  DALE ROGERS TRAINING CENTER 001 Print WERDINGTON 2 4TEW

Dizpateh Histony LagiLipdated Addregs Fhong

(01 Rt o Sasech) |48 Huxt in List | |18 Prewions inList] o TRuity |

|1 oone
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EMAIL NOTIFICATIONS

Ednatity button — This button is available on many pages. It transfers you to the following page where
you can send e-mail or worklist notification to individuals regarding information or questions about the
page you are on. The send notification will provide a link to the PeopleSoft page you are on.

SEND NOTIFICATIONS DETAILS

i Request Quotes - Microsolt Internet Lxplorer =8 x|
Fle Edt View Fovorites Took  Help

Spek - = - D[N QA Doeach Gureverres Freds 3| S EHF

Frkkess [&] JTESry—— QIEMPACIVEEfERP e /MANASE_NECLESTS_FOR_CUGTES. PO_RFGHS. 0L =] a0 | ks >

e B b Favaries

13 Woeklisl

Send Notification

+ mithod of the send

Lagkun Fesiplent Dedvery Options

T |oew_=alrns@ncs.s:al.e okus il
RBLE il
Priovty: | 2-Med =]
Subject:  [HFG Guestan :I
Temnplate:  [iynriciow Motification a
Text:
Frionty. %NobficationPricnty
e e =
Message  [Enter your message nere =]
=
Click Ok to send this notfication and exit this page. Click Cancel 10 exit this page without sending a notification.
Click Apphy to gand this notscation and ramain on this page. —
a8 Careel | Aoty
) oo |1 T sowernet

TO:/ CC: / BCC: — Enter the e-mail addresses of the individuals.
Priority — Select the priority level: Low, Medium or High.
Template — DO NOT CHANGE

Message — Type in your message.
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SEND NOTIFICATIONS DELIVERY OPTIONS

Press the Delivery Options link and select whether you want this message to go to the recipient’s Worklist
or E-mail.

i Maantain Hequisitions - Microsoft Internet Luplorer
Fle Edt View Fovoiites Took  Help

St o @D A Bt e et 3] D BB &

s [& TRy ——

QIEMPLCYEE [ERR i [REQLUITSTTION_ITEMS AFCUISTTIONS. GRL =] a0 | ks >

Send Netification

Delivery Options

] forearscript:sbmitaction_main{document main, ‘#10Cancer); |l |

Click the LI button to return to the Send Notification Detail page. Click the LI button to
send the email and return to the original PeopleSoft page you were viewing.
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EXERCISES

The following exercises are designed to review your understanding of the material contained in this
manual. Please use the values provided in the exercise. The answers will be reviewed during class.

EXERCISE — 1 (COPY REQUISITION TO CREATE RFQ)

EXERCISE — 2 (CoPY FROM REQUISITION, ENTER RESPONSES AND
AWARD TO SINGLE VENDOR)

EXERCISE — 3 (CREATE DIRECT RFQ)
EXERCISE — 4 (CREATE DIRECT RFQ, ENTER RESPONSES)

EXERCISE — 5 (CREATE DIRECT RFQ, AWARD TO MULTIPLE
VENDORS)
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