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How to Complete an RFQ Sourcing Event Request

As a Supplier for Indiana University, you may be asked to bid on a sourcing event.
This document will take you through the steps to complete a Request for Quote

(RFQ).

1. You will receive an email invitation such as the example below. Click ‘Please
click the link to view the sourcing event'.

Event Request for Quote Christy - RFQ is now open for all participants.
Dear Supplier,

The following Request for Quote is now open.

Work Group : Purchasing

Event Number: RFQ-PUR-235-2019

Event Title: Christy - RFQ

Event Open Date: 3/25/2019 at 12:00 AM EDT
Event Close Date: 3/26/2019 at 3/26/2019 12:00 AM EDT

Issuing Company: Indiana University /

IPlease click the link to view the sourcing event

Thank You,
Indiana University

3/25/2019
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2. This will directed to your IU portal where you will enter your email and
password and then click Togin’.

INDIANA UNIVERSITY

FULFILLING the PROMISE

EMGLISH=

Welcome to the Indiana University supplier portal!

Thank you for doing business with us. Indiana University has made an
investment in redesigning our process for procuring goods and services.
Our improvements will touch each step from quote, purchase order,
delivery, and payment. Our implementation of JAGGAER, IU's electronic
procurement system, will allow IU to easily source and purchase products
and services. Our goal is to make it easier to do business with Indiana
University.

[fyou already have an account or are a registaraed supplier that has been
invited to do business with Indiana University, please log in with your
username and email address.

Registerad suppliers with active log in information will be able to:

» Upload and maintain valid contact, account and insurance
documentation

= Receive real time electronic delivery of purchase orders

= Opportunity to participate in electronic guote submission

= Quick and easy submission your invoices for payment from internet or
mobile device

= Review the status of payments

= Upload and update catalogs with current pricing

Important Registration Information

Please ensure that your legal name matches the legal name of the entity as listed on the
attached W-9.

s Please login to view the sourcing event.

Emall

towester@iu.edu




P Eﬂ BUY.IU
INDIANA UNIVERSITY

3. As asupplier, you will now start filling out the Sourcing Event. You will want to
click “Yes, I Intend to Bid’ in the upper right hand corner before you start
entering information. If you do not want to bid, just select “‘No Bid’ and you are
finished.

iﬂ Sourcing Sourcing Events Szarch Events w
This event closes in less than 11 hour(s) on 3/26/2019 at 3/26/2010 12-:00 AM EOT B cvent Schedule © Questions & Answers for this Event
test Summary Event Actions w | Histoy 7
1, Intent to Bid Not Set
——— - You must set your Intent to Bid to "Yes” to respond to this event

Evant Datails

es, | Intend to Bid JEET:IN]

Responss Status: Mot Started

ntent To Bid. Mot Set »
Sid Totak 0.00 USD Event Title test Time Zone EST - Eastemn Standard Time (EST)
Event Type Reguest for Quots Event Open Date 3/25/2019 12:00 AM EST
Summary
Event Mumber RFQ-PUR-238-2019 Event Close Date 3/26/2019 12:00 AM EST
Prerequisites
Currency uso Question Submission Close  3/26/2019
S Dat
Supplier Attachments v B _ e
Payment Terms -
Questions '
Items v Contacts
fyou need mors information on this avent, plaase contact:

Review & Submit

Tom Westerhof
Q & A Board towester@iuedu

My Exports and Imports

Description

REQUEST FOR A QUOTATION - THIS IS NOT AN ORDER

- Unless otherwise understood, there are no restrictions on the number of items or the gquantity that may be ordered.

test - Mo substitutes will be considered unless 3 complete description is given.
- The right iz reserved to reject any offer.
RFO-PUR-238-2014 y - Indiana University is a political subdivision of the State of Indiana and is not subject 10 any sales or use tax imposed

by the State of Indiana nor excise taxss imposed by the Federal Government.

- Indiana University is an Equal Opportunity Employer.

- We are a public entity subject to statutory disclosure requirements. All prohibitions against disclosure of a supplier's
Evant Detsils pricing, proprietary and confidential information submitted under this RFQ, shall be construed as permitting discosure
when required by the Indiana Open Records Act, Indiana Code Section | C 5-14-et s=q.

-Address packages exactly a3 instructed sbove. Place Purchaze Order Mumber on all package labzls.

Rezponse Status: Mot Started

Plazse quate identical item - no equivalents will be considered. *0R* Alternate itemns may be considered but must be at least comparable or equivalent. Pricing must
ntertTo S Mot Set & e el o and ending s 1y have previously subritiad = auste for this fam, 1u mast aubmt 3 news ane ar zanfrm that your angnsl b

Bid Total 0.00 UsD

Any quaestions must be submittad via the Quastion and Answer beard, Any communications with anyone outside of IU Purchasing may result in your bid being
dizqualified. Indizna University raserves the right to accapt or reject a propesal for 2ny reason and to conduct further nagatiations with any vender bafore the bid is
awarded to ensure the best value.

Summary \

Prerequisites

Supplier Attachments v

This block is referred to as the “Wizard”. The Wizard will guide
you through the process. Open each category and enter the
ftems + || required information. If the category is green, this indicates
Review 8 Submit that you have completed it or there is no required
information and you can move on to the next category by

Q & A Boara clicking ‘next’ or by clicking on the next category in the

My Exports and Imports Wizard. You can also go directly to a category by clicking on it
in the Wizard.

Questions v
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4. Assume that you clicked “Yes, I Intend to Bid’'. This next screen shot will
appear.

Tom Westerhof = |

FULFILLING the PR

® Sourd Sourcing Every
® Sourcing Sourcing Eve:

This event § O Questions & Answers for this Event

lease provide the price per unit and an estimat
test

buyer in the comments for each item.

Suert Actions w  History | 7

jce will be calculated when progress is saved. Additional information cag . &

Go to Prerequisites >

vent Details
Response Stat

! Prerequisites Required to Enter Bid

Yeur e coarmmlate mr
DU MUSt L0 ; = L

Intent To Sid:
Bid Total:

Summary

Prerequisites
Fiedds | Collapsz AN Additional ltem Fislds
Supplier Attachmen?

e alilag

Questions
Items Regquested Delivery Unit Price (USD) Total Price (USD) Estimated Delivery
Review & Submit
iy fyyy

Q & A Board Comment 4

/
BT T TG 1000 characters ramaining

* Required e [ nex> |

5. Check the boxes certifying that you agree to the terms. You have now
completed the Prerequisites and can click ‘Save Progress’ to save to complete
later or click ‘Next’ to proceed to the next Wizard item. Notice that the green
arrow has appeared indicating that you have completed Prerequisites.

6. The next category is Supplier Attachments. This is not required, but if you have
an attachment supplier quote forms, warranty documents, etc., you can click
the box and add it. Notice the green mark beside Supplier Attachment
indicating that this is optional.

7. Questions is also optional (indicated by the green checkmark). However if you
have the information, you are encouraged to complete it.
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Event Details

Rezpomnss Status: Mot Started
ntent To Bid: Yes &

Bid Totak 0.00 V5D
Summary

Prereq

Supplier Attachments

Questions

Items

Review & Subrnit

O & A Board

My Exports and Impaorts

LS N N N

Questions
Pleass review and respond 1o the guestions below. You may save progress at any time.

miport Options w | | Export Questions

On This Page
Group 1 (2)
2: Complete this section if material will ship via Common Carrier (3)
Group 1
1.1
v
12

fyou chose "Freight Prepaid & Added Amount’, enter Amount here

i
T

2: Complete this section if material will ship via Common Carrier
2.1

Point of crigin and zip cod

2.2

Weight

N Required
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8. Next, you will move on to Items. This is where you will enter your bid
information such as price, expected delivery date, comments, etc. You can also
click on the “Respond to item” button to provide your bid information. Note
that any item with a “star” next to it requires a response.

test Items tions w | History 7
Plzase provide the price per unit and an estimated delivery date. The total price will be calculated when progress iz saved. Additional information can be expressed to the
N . buyer in the comments for each item.
Event Datails
Responsz Statuz: Mot Started mport Options w | | Export [tems
ntent To Bid: Yes
Bid Totak 0.00 USD Product Line Items (1)
Summary Go To | Al Groups ¥ | | Expand All Additional kem Fields | Collapse All Additional Item Fields
Prerequisites v
(1-10of1 items)
Supplier Attachments v
p . ltem Name, Description, Requested Unit Price Total Price
Questions v # Etc Qty UOM  Delivery (UsSD) (UsD} Estimated Delivery
P widget maker 1 Each - - 3 Respond to ltem
Items v
rmm,/d;
Review & Submit !
Comment:
000 characters remaining
0 & A Board 1000 characters remaining
- Total Price (USD 0.00
My Exports and Imports ¢ !
Total for Product ltems 0.00 USD
Total for Service ltems 0.00 USD
Grand Total for Bid 0.00 UsD
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9. The last field in the Wizard is to Review and Submit. Click the Certification box.
You will notice that the Wizard categories are all green so you have completed
the Sourcing Request. You can now click ‘Submit Response’.

test Review & Submit Event Actions w | History 2
Plzasze review and submit your response after all errors have been cleared. You will still be able to come back to the event and edit your response until the event iz
closed.

nt Dat

Rezponze Status:  Draft

T TR Yes All sections are now complete, and you may submit your bid below.

Sid Total 0.00 USD
Section

Summary Summary
Frerequisites

Prerequisites s
Supplier Attachments

Supplier Attachments v
Questions

Questions v

ltems v

Certification
Review 8 Submit

certify that tfement and information in this response are trus and
ertity t t
Q & A Board

My Exports and Imports

=dge and belief. \

€ Previgus Submit Response




