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Lesson: Manage Sourcing RFQs and Quotes

KEY TERMS

Key Term / Concept Definitions
Request for Quote(RFQ) A sourcing event created by GDLS in order to solicit price quotes
for specific items/servicesfrom suppliers
Additional information provided against the negotiation lines
Line Attributes for which the bidding is done,in order to differentiate from
other bidders
Define additional costs related to a negotiationline. Such costs
Cost Factors can include charges such as import duties / consulting / training
costs etc.

A bid / quote is the supplier’s response to the Request for Quote (RFQ) created by a GDLS
buyer.

You can only respond to the RFQs to which you have been invited.

Process overview of entering and submitting a bid/quote:

To successfully respond to any negotiation, you are required to follow the below steps:

Step # Description

1 Find negotiations in which to participate: The Negotiations home page is your
access point to all negotiations in which you can participate

2 View negotiation details before responding: Use the negotiation number under
Open Invitations to access Negotiation Summary which has all the relevant
information

3 Viewing notes and attachments: If the buyer needs to add additional information
apart from the typical negotiation information, they use the note text box or
attachments

4 Responding to a negotiation: Review the associated information, and accept the
terms and conditions. Respond with a suitable bid, and monitor the negotiation
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The Negotiations home page is your access point to all negotiations in which you can
participate. From the negotiation home page sourcing RFQs can be responded to the following
methods:

Using Spreadsheet (Offline)

Export: This method helps in responding to a negotiation by downloading the spreadsheet
and bidding or quoting offline

Import: This method involves importing responses using a spreadsheet. It is helpful if there
are many lines in a large negotiation

Entering Bid Online (Manual)

You can follow the process overview explained in the previous slide in order to respond to a
negotiation manually
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Method 1: Bid Response Using Spreadsheet (Offline)

You can submit a bid using this method by downloading a spreadsheet and bidding or quoting
offline. This method is often used when there are a large number of lines in the negotiation.

To submit a bid by downloading a spreadsheet and bidding or quoting offline:

1. Navigate to the Negotiations home page (Sourcing Supplier tab > Sourcing tab >
Sourcing Home Page tab), and select the desired negotiation number from the displayed
list of all negotiations

2.  Navigate to the Quote / Bid / Response by Spreadsheet page (Action menu tab> Create
Quote/Bid/Response option > Go option > Create Quote / Bid / Response page > Quote
/ Bid / Response by Spreadsheet page)

Hepoliatons
Hapolabiors * RFO 1253007
H Canced ViewRFO§ Ouoie By Speeadshest | Save Deafl  Continue
Tie Aglooimaln AFQ Tima Lefl 1 day 23 hours
Close Date 01-Sep- 2007 14
Header  Lines
Supplier Geapio Sereaces Cuole Valid Until  02-5ep-201T7
Supplied Site IRVIMG - BS00 M Royal Lans, Indng. T TR063-1880 LS -
Ouoie Currescy  USD Rederence Number
Price Precesion Ay Moile B0 Dy
Attachments
Al Aftachment...
Tite Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo pesalts found
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3. Select the spreadsheet format you wish to use and click Export:

a) XML Spreadsheet (Rich Style / Light-Weight)
b) Tab Delimited (Select which spreadsheet you wish to download requirement or line)

Create Quote 1752063; Quote By Spreadsheet (RFQ 125203T)

RFO Cwrmency  USD
Ducte Caimency  USD

Step 1:Export Spreadshest

2 TP Flichy shyle nchedes spreadshael ool bordas, which will couss T Ml s 5 grow signiicanty afler the ML e i sived in Microsall Eccel (TR
Formal o) KM Spesadsteet - fach Shile | i)

XML Spweadshat - Light Waight Styke [ xmil
L Uizl

4. Save the spreadsheet archive to your system at a desired location

5. From the archive, open the spreadsheet and fill in the details using the Help file included
in the archive. After filling the required details save the spreadsheet

- Compramed Pabies Tamlt  Bais 5
o | i : f 5
1 WP o Dosricady + Bk I Y
- ~~
. &
i Dhicks Boness - P = | £ —
g 1
B Doy N w, WO FLOOY Resgeiiit 2ip 5
[T oy ———
o 1 4 SE R EE el = T
i R [T T -
Nenmeats i ] a " i 1 "] M o [

|| Autocreate RFQ

3 T O Torie: v Dpveees Laned ymbi

i Firman T, BT S04 Toyms AT, LASMIRA [

¥ W Ly §50 g SEAR-EE

] ST R T E LLT T T Pl

T oy Fryman deg Lo s ey

] v rw A

]

. Lines
v P |

1 e T‘F-.n— Ll_ln lhﬂ Hwh- l Frormeyas Daby o
| [T S e I TR o e ol =T ORI e

L

" Treremd Tew BHGAT B3E
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6. Re-navigate to Quote / Bid / Response by Spreadsheet page and select the spreadsheet
format you wish to import

7. Select the required spreadsheet to upload and click Import

[create Guote 1752063: Quote By Spreadsheet (RFQ 1252037) |

RFQ Cureacy  LISD
Dol Cuireacy  USD

Step 1:Export Spreadsheet
o TIP Fich style inchades speeadshesl coll ovoers, which wil cause e e soe o grow significanty afier e XML fle i saved in ioesofl Exoel (TM|
Formal o ML Sprestahest - Fich Shie iy
XL Spreadsheet - Liphl-Weight Styke [ xrmi)
Tab-Dolimied | 24)

Expoat

Step 2:import Spreadshest

Fmal o wim Sprassshes ( smi

Tabs-[pbemited | 11

File Tolmport  [CUsemischaudhen’Doy  Beowse

=T

8.  Verify the details, and select Continue option

Megolatssns
MegoRation =
Create Quote: 1752063 (RFQ 1252037) T () [ ;ﬂ:@nm '
T Audscraata AFQ T Left 1 day 23 howes
Close Date 01-Sep-2017 145433
Hoadey | L
Supplier  Gaapeo Sanices Cuole ‘Walid Uil 08 Sep-2007 &
Suppliesr Site IRYING - 5500 N Royal Lana, Indng, TX THMD-2489, U5 [RPEIEFA LY R,
Omcle Curtency S0 P it o ir Bt
Price Precision Sy Wit o Burger
Attachments
Add Anachment... |
Tiihe Type Description Category Last Updated By Last Updabed Uisanpe Uipdats Dielede
R rriults fund

FE =S " "Il "W 2Tl
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9. Select Submit option on the Review and Submit page to submit the bid

Create Quote 1752063: I*view and Submit (RFQ 1252037)

Cancel Back Validate Save Draft = Printable View

Header

Title Autocreate RFQ
Supplier Gexpro Services
Supplier Site IRVING
RFQ Currency USD
Quote Currency USD
Price Precision Any

Attachments

Title Type Description Category Last Updated By

No results found.

Lines
Quote Total (USD) 50,000.00
HeSdvm
Quote
Select Line Line ShipTo | St Target | "o 1y

Price  Price (USD)

GDLS -
1 Anniston
cLvPkzsxZkGLfyviv... - ANN -
105

) clvPkzsxZkGLAyviv...

100 Oun...

Time Left 1 day 23 hours
Close Date 01-Sep-2017 14:54:33

Quote Valid Until 05-Sep-2017
Reference Number
Note to Buyer

Last Updated Usage Update Delete

Target  Quote Line Need-By .
Quantity Quantity Total Date Fromisediiate

01-Oct-
2017
14:49:53
to 31-Oct-
2017
14:50:01

500 500 50,000.00 05-0ct-2017 00:00:00

10. The Bid Confirmation / Quote Confirmation / Response Confirmation page displays your

bid number

&, Confirmation

Cluote 1752063 for RFQ 1252037 (Autocreate RFQ) has been submitted.

Return to Sourcing Home Page
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Method 2: Bid Response Entering Bid Online (Manual)

The manual method is used to submit a bid / quote online ratherthan utilizing a spreadsheet to
import / export the negotiation lines and then responding offline.

To submit responses online:
1. Navigate to the Negotiations home page, and select / search the desired negotiation

number form the displayed list of all negotiations

2.  Navigate to the Create Quote / Create Bid page (Navigation Summary page > Actions
menu > Create Quote / Create Bid option > Go option > Create Quote / Create Bid page)

Negotiations

Megotiations =  Acfive Negotiations = Create Quote: 1752082 (RFQ 1252036) =|
RFQ: 1252036

IActions Create Quote ﬂl Go

Title GDLS Manual RFC
Status  Active Open Date  29-Aug-2017 07:20:55
Time Left 122 days 19 hours Close Date 31-Dec-2017 07:15:47
Header Lines  Conirols
Buyer BRYANT, SAUNDRA Outcome Standard Purchase Order
Quote Style Blind Event Stryker MGS
Description

This demonstration shows how to create a RFQ manually.

Terms
Bill-To Address GDLS Payment Terms
Ship-To Address GDLS - Anniston - ANN - 105 Carrier
FOB Freight Terms FCA-Seller's Dock (Incoterms 2010}
Currency
RFQ Currency USD Price Precision Any
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Enter the following Header tab fields on the Create Quote / Create Bid page:

Quote Valid Until: Date till which your bid stands

Reference Number: Reference number for internal tracking

Note to Buyer: A small text note providing additional details

Attachments: If greater amount of details are to be provided attachments are used

Requirements: Specific requirements to respond to, if any

Negotiations

Negotiations =  Active Negotiations =

Create Quote: 1752062 (RFQ 1252036)

Title GDLS Manual RFQ

Supplier Gexpro Services

Quote Currency USD
Price Precision Any

Cancel ViewRFQ Quote By Spreadsheet Save Draft = Continue

Time Left 122 days 19 hours
Close Date 31-Dec-2017 07:15:47

Quote Valid Until  10-Jan-2018 fg

Attachments

Add Attachment... |

Title Type Description Category

No results found.

Last Updated By

Reference Number

(example: 30-Aug-2017)

Note to Buyer

Last Updated Usage Update Delete
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4. Select the Lines tab and populate the following fields (*to update/add to attribute lines,
click yellow pencil):

a. Quote: Dropdown has two options Yes / No. Default is No

b. Quote / Bid Price: Your price for one unit of the item / service

c. Bid Proxy Minimum: Applicable only to auction

d. Quote Quantity / Bid Quantity: Number of units on which you are quoting / bidding.

Review the field value

e. Promised Date: Date by which item / service is to be delivered

Hegolmahons E
Hegotabons = Achve Negoliabons =

Create Quote: 1752062 (RFQ 1252036) Cancel | ViwRFO | Quots By Sprosdstwot | Save Drant | Continas
|
Tithas & Mgy REG Tima Loft 122 days 10 Bouis B
Chose Date 31-D00-2017 07-15:47
RFG Caremcy LIS Ciiole Curfency USD
Price Precision &y m E
HE v ®
L Ship- Start Target Quote Target | Cmote .
Lina Toerm Hisn baee Updatn To Rank Price  Prics, Price Uit Guantity | Quantity Promissd Date  Quote
GOLE
| WwERENQUSAOKeMY . D1STOISINT2 0D ':“l;'.]:"‘r _:_'.l"jcm 00 JEs 5 5 s . Yeuw
s
D inacates more ninmaticn requested . Chck T Update icon

5.  Once all the information has been entered, click Continue to open the Review and Submit
page

6. If you do not wish to submit your response immediately, select Save Draft to save your
response information for a later session. Your draft will be assigned a number which you
can use later when accessing the draft for editing
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7. Complete the submission process by selecting Submit

8. The Bid Confirmation / Quote Confirmation / Response Confirmation page displays your
bid number

Megotiations
K

Create Quote 1752062: Review and Submit (RFQ 1252036) | [ | [ ;...n.m

Header E

Time  GDLS Mareal AFQ T Lt 122 days 19 houra
Chose Dt 31-Dec-20T 071547

RFQ Curency  USD Quots Valid Unail  10-Jan-2018
Cuitls Cuimendy  USD Rebaiinis Numbar
Price Pr

Artachments b Confirmation
Tie T Ol 1750062 bar RFG 12520568 (0LS Manal RFC) Bas Do subamitied E U
W results fond
P b Sois iy Foiss Fage
Lines
Ot Todsd (USD] 50000
He Wit T~
Quaobe Meed-
Ship.  Stam Targe Target  Quote  Line
Select Line Lime To Prs B Price: Uit o ity Cusntity Tolal By Promised Date
(IR ]] Date
=
- o] T8
o WwEsEROuSACKCMEL. WaEsENOUSACKAIY - ANN W00 Ea.. ] & 50000 fo10- N0-Jan-2018 1218
= Jan-
= 2018
orea

9. If you want to print a copy of your response, select Printable View on the Review and
Submit page and save the form offline for printing
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Method 3: No Quote Response (Entire RFQ)

1. Select Acknowledge Participation from Actions Menu and Go

G s il oo tia iy = & Saarch o =
= R 1B04410

File Edit “View Favontes Took Help

Fomen » By,

Sourcing

Negotiations

Negotasons >

RFQ: 1804419
Actions  Acknowiedge Participation v: Go
Tila Eleciical Components
Siabus A =l Opan Date  17-Aug-2020 08:25:18
Tiene Lef 13 cays 14 hours cioss Date 31
Heamar | Lines | Contos

Duspilay Rank As  Wrvlose Cost Factors  Mono
Raonking  Price Onfy

Best Price Active
Description Line Item, Rev Category Unit Quantity Nesd-By From Meed-By To e Risgoases
COMNECTOR 1 COMMECTOR DISOGOENBISSA AOSG18  Each 28 -Aug-2020 002840 31.Aug-2020 06:28:40 Sealed Sealed
ADAPTER, %0 DEGREE 2ADAPTER, M) DEGREE ISOFJI50MI003-5 MISCMISC Each 13 31-Aug-2020 005346 31-Aug-H020 06:53:48 Sealed Sealed
el R L et T W 34018 MISE MISC Ench 1 BOOchH000 00000 30.0c8.2020 O0-00.00  Sealed Seaked
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2. Select response to participation question (No), enter Note to Buyer, and Apply

o
@O 2 it gedbs.com . ; : : ! ] » &/ Sewch P -
2 Adkrioraledge Participation
File Edit View Favorites Took Help L =l
— : P (551
= ACLE - # * fo) ) Logged In As Soszasunc  If) O o

Negotiabons

Megotations = RPQ: 1804410 >

Acknowledge Participation (RFQ 1804419) Cance]  Apply

Suppiier Sate__UTICA ’

Will your company participate? Yo

- He

Note to Buyst  Unable ko quole these dems. We ane not an
asthorized distnbuion for Fese productsl Please
keep v for future: elechical componend

it

Copyrght () 1968, 2017, Oracie andior its atilates, All ights resenasd

Py Stanement
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3. Select Negotiations tab to close RFQ

= L x
e 2 gfb.coem L Sk | B . . WA E

& Samrh o
# RFCE 1808410 =

Floe Edi ‘“ew Feortes Took Help

Souncing

Negotiabons

Hegot:

RFQ: 1804419

Actions  Acknowiedge Pa

Tithe Eleciical Components
Siatue  Ac

i | Lk Open Date  17-Aug-2000 082516

Timss Left 13 days 14 howr Close Date H-Aug-F0G0 00 00:00

Lines | L

Display Rank As  Win/Lose

Cost Factors  None
Ranking Price Only

f Bast Price Active
Descriplion Limne: M, Rev Category LUnit Quantity Meed-By From Need-By To (usD) Responses Time Left
GOMNECTOR TOR DMSSoaEMBISSA 50.5038  Each 28 IoAug-2020 062840 31Aug-2020 93840 Seaiod Sealed i “:" H
ADAPTER, ) DEGREE 2ADAPTER, 9 DE SOFJISOMIONES MISC MISC Each 13 -Aug-2020 06:53:48 31-Aug-2020 055346 Sealod Sealed
e =kt MBS MISCMISC Each 1 MOH2020 00,0000 30 00:00:00 Seasled Sealed
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Method 4: No Quote Response (Specific Lines of RFQ)

1. Select Create Quote from Actions menu and Go

e = 15t gefts.com A_HTMLAOA il . - . . -

= & Semch o -
» AP 1804219

Fie Edit View Favortes Took Help

Fiomet ~ By
Logged in As soszseunc O o

Saurcing

Msgotiatans

Negotations =

RFQ: 1804419
Actions  Greate Quote v] 6o
Tl Elechical Components
Simtus  Actve (Locked) Opsen Date 17 Aug-2000 0825 16
Time Left 13 days 14 hours Cioas Dats 11-AUG-Z00 00000
Headir | Lines | Contos

Display Rank As  Win/lose Cost Factors.  kone

Ranking Price Only

Lines

HoW@

Description Line Hem, Rev Category Unit Quantity Meed-By From  Need-By To OestPrice  Active Time Left

(UsD) Responses
18 e 4

CONNECTOR | CONNECTOR DISIEKBASSH 50.0038  Each 26 1-Aug-2020 DG 28:AD 31-Aug 2020 097840 Sealed Sealed e
ADAPTER, 90 DEGREE  2ADAPTER, 90 DEGREE SOFJISOMINS-S MISCMISC Each 13 I1-AUG-2020 DG53:46 31-ALG-2020 05346 Semied Seaied 13 days 14
i T AIMETER e L MISC MISC Each 1 OG220 D00000 30002020 00000  Seaed sraied o
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2.  Enter Quote Valid Until, Requirements (may need to scroll down the page), and select
Lines tab

]

= Create Chuole 2390106 [RFO

gedbcom AT " : e X 4G = C | Seeech [« I8

Fio Edit iew Favorites Took Help = ipnwen v g
Sourcing * ﬂ ... Logged In As SOSZM-UTIC a (IJ
Negatiations
Negolations > FFCC 1804418 >
Create Quote: 2390106 (RFQ 1804419) Cance| View RFG  Guote By Spreadsheet  Save Draft  Gontinue
T Eleciical Componcnts Tima Left 13 days 13 hours
Closs Date H1-Aug-2000 00:00:00
Header | Liw
Bupplier  Supgiie I'uwu Valid Until  01-Sep-2021 A I
Supplier $ite  UTICA - 36500 Unca Road, Utica, MI 46082, U3 Raference Numbsr
Guots CuwTency  USD Hote to Buyer
Price Preciston Ay

Attachments

Add Afachment
Tithe Type Description Category Last Updated By Last Updated Usage Update Delete
MO IESUES. Found
Requirements

A& 0
Expand Al | Cotapss Al
Target ia
Focus Title Qucts Valug
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3. Indicate which lines to quote or no quote and proceed to complete quote form - select
Update link to create quote

e 3 test guts.com t ¢ 1 - = O Seawch o -

& Crete Chuote 2300706 (RFCQ

Fie Edi View Favortes fook Help x Wy t v By

— S [
= L Jourcing ﬁ * ﬂ ‘ Logged i As S05236.UTC a (_I_J
Negatiabons
Neogotations > RFQ- 1804498 >
Create Quote: 2390106 (RFQ 1804419) Cancel View RFQ | Guobe By Spreadsheet  Save Draft  Gontinue

Title Elecirical Comporaris Time Left 13 days 173 howrs

Close Date 31-Aug-2020 00:00:00
Header | Lines

RFQ Currency USD Quote Currency  USD

Price Precision  Any

HeSa-5

Line Hem Humber Rank  Start Price Target Price Quode Price Unit  Targef Quantity Quofe Quantity Promised Date  [Quote
TCORNECTOR @ [ 2 LR C  Sealed Each = @ [ Yes[v]
2ADAPTER. 80 DEGRE.. @  iSOF/1SMI00LS SOC  Seaed Eacn 1 2 | ne ¥

ISPLITTING ADAPTER @ 248515 G Seaind Each 1 s [ ne =]

@ indicates more nformation requested. Gic Ihe: Updgate: con
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4. Enter Quote Price, Quote Quantity, Promised Date, any Required Attribute and Apply

- o ®
e & test gells.com ) i v § ] = O Ssach =l

> Create Chuote 2390 106: Line .

Fle Edi iew Favorites Took Help 2 Bipwern v By

Negatiabons
Create Quote 2380106: Line 1 (RFQ 1804419) Line 2: ADAPTER, %0 DEGREE w| Go  Cancsl SaveDraft  Agply
Description  COMMECTOR Close Date 31-AUQ-2020 D0-00:00
Hem Number [ Queie Currency L
Umit  E. Rank
Ship-Te G
2020 02840
5685 Promésed Diabe  31-A00-2020 057840 ®
=
Quote Cuantrty -]
Attributes
HT et
Gioup Antsibute “Aizibaite Type Target Value Qudte Vilus
R
Ganens Diosers: the feen Poquine an EUGCT Requred Erter Yes of Mo
T e Tireee (in weeks) Required *
Ganans Enginesning Changa Optiong
Coatuet Oihar Ddverable Charge Option
Ganara Ot Mo Ditssarabie Changs Optiona o
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5.

e 3

To complete Quote select Continue

terst gpalis.coem

e Cacte: 2390106 (RFQ

e Edt “ew Favorites Tools Help

Megotiabiona

Mogotations > FPO: 1804410 >

Price Precishon  Any

RFQ Currency USD

Create Quote: 2390106 (RFQ 1804413)

Tile  Elecirical Cormgee

Sourcing

Cance] ViewRFQ  Guote By Spreadzhest

Time Left 13 darys 13 fiow
Close Date 31-Aug-2020 (

1

Quots Currency  USD

o

Save Draft  Continue

Rank  Start Price Targei Price Quofe Price Unit  Target Quantity CQuote Quantity Promised Date  Quote

Ho a8

Line Hem Humber Update Ship-To

1 CONNECTOR @ xR BISSA F GOLS - Siedng - COC  Sealed
ZADAPTER, 90 DEGRE... @  IS0F/150M 10005 S Bedied
ASPUTTING ADAPTER.. @ 348916 G Gemied
@ inticates move informaton eqUesiEd Gick he Update con

S688 Ench F-] 2
Each 1
Eact 1

WA 2D T

Yos| v
L] Mo | W

W Mo [
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6. To submit quote select Submit

o - e

= Create Quote 2350106 Revie

Filg Edi View Fawodtes Took Help

= ORALCLE sourcing

Foment - By,

Negotiations

Megolalions > RFOQ: 1804415 »

Create Quote 2390106: Review and Submit (RFQ 1804419)

Header
Tle  Electical Components.
Suppiier Suppler
Supplier Sfie  UTICA
RFQ Currency UED

Guicte Currency  LSD

Price Pracithon Any
Attachments
Title: e Descnphion
B0 Pealts dourd

Requirements

[ .
AT A e
Show AN Details | Hige Al Detais

Details Section

3 Country of We

Pemormance
» End User Cortificain

£

Category

Last Updated By

Cance] Back Validate Save Draft  Printable View | Submit

Guote Valid Until  11-Sep.
Reference Mumb=ss
Bots to Busyer

Last Updatid Lrage Update Dlate
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7.  Select Return to Sourcing Home Page link

% Crete Chacle 2390006 Revie

Flo Edit Miew Favorites Took Holp £ Honert + Eyg

Wegotations = PO 1804410 =

Create Quote 2390106: Review and Submit (RFQ 1804419) Cancel Back  Validats SaveOraft  Printable View  Submit
Header
Tt  Elecrical Componests Time Left 13 danys 13 howss
Supplier  Supplier Cloge Date 31-Aug-2000 00-00:00
Supplier Sie  UTICA =

Lac Lol s L 3, Confirmation

TR Quote 20108 lor RFQ 1804418 (Elecical Comgonents) has been submitied,

Price Pracision  Acy
Atacholents Rty s Sourcing Horme Pac '
Title Type D Categary Lant upetatee By Last e Usage Update Delete
M eesais rd
Requirements
H2FE08y0v
Show AD Dt | Hide A Detas
Details Section

| Country of Work Perlarmance

| ] End User Corificate
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Questions?

e The Negotiations home page is your access point to all negotiations in which you can
participate

e Cost factors identify additional costs associated with a line which need to be negotiated in
addition to the line price

e Line attributes provide extra information about a negotiation line and these can help set
your response apart from the competition

e |f you want to submit your bid at a later date you can use the Save Draft option to enable
editing and submission later

e Terms and Conditions are an important part of any bidding process and need to be
reviewed, where applicable before you can proceed further

Getting Help

In the event that you have questions regarding Sourcing and Creating / Managing bids, please
contact your GDLS buyer.
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Revision History

Revision # Date Revision Description

0 2019 Initial release to align with upgrade from
Oracle 11.0 to Oracle 12.2

1 11/30/2021 Updates by iSupplier Manual Project

Team
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