Create a Bid for a
Request for Information/Quotation

Purpose

A vendor will use this procedure to create a bid in response to a Request for
Information or Quotation (RFx).

Trigger

Perform this procedure when submitting a bid.

Prerequisites

« Vendor has been registered as a Southwest One vendor
« An RFx has been created and is currently active
» Vendor has been added to the RFx as a Bidder

Procedure

1. Start the bid processing transaction by logging in to the Supplier Portal with ID
and password, then selecting the ‘My Services’ tab.

Process Bids
Find Bid Invitations and Auctions

Number of Document lame Statuz

I |

Proceszed by s

= =

Start| Extended Search

Tip: Chooze a =ymbol in the navigation column or navigate to the bid overview by choosing the bid number

Humber HName Trans. Tvpe Start Bate End Date Bid Status Action
1000000126 | Computers Req for Quote Clossd 10252008 15:16:00 10/20/2008 11:00:00 | Mo Bid Created &, ﬂ E_\'
1000000135 Computers Req for Quote. Closed 1042802008 15:00:00 10520/2008 11:00:00 | No Bid Creatsd i, ﬂ _G;i
1000000088 Bid inv with price Reg for Quote_Open 10/31/2008. No Bid Created E| (it
1000000083 Computer SWON Auction 01 1302008 12:00:00 10/30/2008 14:00:00 Mo Bid Created &, F o »
1000000081 | Computers SWON Auction 01 1002008 12:00:00 10/20/2008 13:00:00 Mo Bid Created i 2
1000000072 Bid for Test Req for Info_Open 02202008 12:40:00 1042172008 No Bid Created i, E| (G
Legend: % Dizplay Bid [' Create Bid %Eiz;iay Auction W Change Bid ] Delete Bid

2. Click the Action button £ for the relevant RFx.
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Back to Initial Sereen

Tip: (1) You can enter values directly in the tables and press Submit button o the top, of you can go fo the detals of each item by clicking the ftem number or defai
ieon and then submit your bid.

8 oo T |G'Hi3Per
“*‘"g isplay item deta

Back tD Initial Seresn

4. As required, complete/review the following fields:

Vendor Product Number (Example: 12345)
Price (Example: 1500)
Delivery Time (Duration) (Example: 10)

5. Click the General Data tab control B,
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Process Bid

Back to Initial Screen

6. Click the link 2irbuss,

Process Bid

Back to Initial Screen

e I.ll
DO YOU AGREE TO OUR TERMS AND CONDITIONS (SEE ATTACHED) | C ves © o 5 NoReply

7. Click Yes radio button © == to confirm the Terms and Conditions.

8. Click the link niommaton from Furciazsr to view a copy of the Terms and Conditions
(Example).

PURCHG1 10/23/2008 15:15:42

9. Click the Description link —==2 =0t
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Do you want to open or save this file?

Mame: Terms and Conditions.doc
Type: Microsoft Word Document, 23.5KE
From: swodvsapecch.southwestone, local

Open Save | Cancel I

¥ Aways ask before opening this type of file

-

harm your computer. f you do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potertially
save this file. VWhat's the risk?

10.Click the Save button il

Savein: ||E:‘|I'U11,rDuc:uments j L gﬁ 9 [l

= My Music
My Pictures

My Videos
W Specification Sheet

File rame: I ems and Conditions ﬂ

Save astyps: I Microsaft Word Documert j

11.Select the folder and click the Save button .
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Download Camplete

v .FM3s %% 20and 36 20Conditions. doc from swodvsapeccs.southwestone, locz

EENEEEEENEENNENEEENNEEENENEEENENEENENENEEER
Downloaded: 23.5KB in 1=ec

Download to: C:\Docu...\Terms and Conditions.doc

Transfer rate; 23.5KB/Sec

[T Close this diglog box when download complstes

Open | Cpen Folder | Close I

12.Click the Close button .

Process Bid
[Submit] [Dekete | [check] [Refresh | [Download | [ Upload | [ Dutput Preview Back to Initial Screen

Req for Quote_Closed: Name Computers Humber 10000001325

Bazic Data | Aftributes |ilnfnrmatiun from Purchaser![ Wy Hotes | PadnerDelivery Address

Check the information in your bid. You can also add yourewn notes.
Te'ﬂi;_.
To Display / Edit the Texts, Chonse the Appropriate Text Type

Text Type Text Preview {60 Charz.)
Tendering text ||
Purchasers Remarks

13.Click the link » 2i== to enter comments or attach additional documentation.
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Basic Data | Affributes

| Information from Purchaser :'il-i:,f Nutear%? Partner/Delivery Address

Check the information in your-bid. You can ‘alzo-add your own notes.

Texts
Bidder's Remarks

Attachments

See Atteched Document

4]

Upload a Document:

Dezcription IEpecificatiun

Path |

Add

No Documents Available

14. As required, complete/review the following fields:

Bidder's Remarks (Example: See attached document)
Description (Example: Specification)
Path (Navigate your way to the document you wish to upload)

Lok in: ||D My Documents

[ M A s

2]

=My Music

o My Pictures

My Videos
Specification Sheet
W Terms and Conditions

File name: I

=
F

Files of type: f A Files )

15. Click Specification Sheet list item ®lseecification shest (Example document).

16.Click the Open button .
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Attachments

Upipad a Document:

Desgcription ISpeciﬂcatmn

Path IC:\.Dccumeme and Settingsinjenkinz' | Browse. . |

No Documents Avallable

16.Click the Add button ““¢ to upload the document to the bid.

Process Bid

| Submit | | I}elet5| | Check| | Refrezh | | Download | | Upload | | Output Preview

Req for Quote_Closed: Name Computsrs Mumber 1000000138

o

Back to Initial Screen

Basic Data | Aftnbutes | information from Purchaser || My Hclc—s: Parner/Delivery Addrass

Check the informiation in your bid. You can alzo add your own notes:
Texts

Bidders Remarks

17.Click the Submit button =

L] E Bid Computers submitted
L3

18.Click the OK button .

Result

The vendor has successfully created a bid!
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1wt to finish your entry.



