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Ivalua Sourcing for Suppliers
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Participating in Souring RFx’s
This guide is for suppliers who want to participate in lvalua Sourcing RFx.

In Sourcing, suppliers can respond to RFls, RFQs and RFPs; communicate with buyers;
import and export RFx content; submit new, revised and alternate proposals.

This guide applies to:
e |valua Sourcing

Sourcing RFx Types

Ivalua Sourcing supports buyers to create and run RFx’s in which they exchange
business information with companies like yours. Depending on the type of information
Ivalua Sourcing buyers want to collect, they create different RFx types using lvalua
Sourcing.

Quick Bid
Buyer uses a Quick Bid to get proposals from suppliers, like RFQ.

Cost Breakdown - CBD
Buyer uses Cost Breakdown to compare the submitted prices from the participants with
a reference price.

Request for Information - RFI
Buyers use a Request for Information (RFI) to gather suppliers’ capabilities. Helps to
evaluate suppliers before RFP or RFQ.

Requests for Quotation - RFQ
Buyers use a Request for Proposal to get detailed proposals from suppliers. Used when
price is the primary factor.

Request for Proposal - RFP

Buyers use a Request for proposal (RFP) to create a questionnaire with sections, and/or
line items to collect pricing information. Buyers can weigh and grade participant
responses and create an overall score for each participant.

PM - Double envelope
Activates so called technical and financial envelops, this means that the participant
only can view one envelope at a time and submit one response, one by one.

Participating online
You participate in RFx by logging into Ivalua Sourcing.
Sourcing RFx statuses

e Open for Bidding — the RFx is open for bidding.
e OnHold-the RFxis on hold due to that the buyer is performing changes.



ivalua
S
e Proposals Available —the RFxis finished.
e Closed-Bid due date has passed.

What buyers can see about your RFx participation

Ivalua Sourcing logs the significant RFx activates performed by participants during an
RFx. Buyers can use RFx monitoring/Discussions to verify that users participated, to see
when number of logins, to see when they downloaded or uploaded documents. Ivalua
Sourcing logs the following participant related actions:

e Loggingin of the RFx.

e Sent messages in Discussions.

e |nvitation Acknowledgement.

e Submitting intention to participate in the event, WILL BID / Declined
Participation.

e Submitted Proposal.

The buyer cannot see the submitted response before the RFx end date.

Notifications sent automatically from Ivalua Sourcing
Ivalua Sourcing automatically generates notifications to inform you about the status of
an RFx.

For example:

e When a buyer publishes an RFx, the system automatically sends invitation email
to invited participants.

e If abuyer puton hold or cancels an RFx while in progress, the system
automatically sends participants email notifications. lvalua Sourcing sends
notifications as emails.

How to view your Sourcing RFx’s

Context

When a buyer invites a supplier to participate in an RFx (Request for
information/quote/proposal), an email notification is sent to the supplier contacts
selected by the buyer.

You can access an RFx in one of 3 ways:

« Emailinvitation to participate: click the link provided in the email message.

e Homepage: click the RFP in Progress counter to access the RFx list, and then
click the label of the RFx orits Editicon to openit.

« Main navigation: go to Sourcing > Manage Proposals to access the RFx list, and
then click the label of the RFx or its Edit icon to openit.
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At first, only the contacts selected as recipients by the buyer may access the RFx.
However, these contacts can later add colleagues to the RFx team, allowing them to
access and respond to the RFx.

Proposal Progress Status and Action to Perform

Actions to be performed
Acknowledge receipt

Prop. progress Status
Awaiting Acknowledgement

Visual cue

Conform intent to participate

Received Acknowledgement

Prepare response

New Proposal

Will Respond

In progress

Submit response

Submitted Proposal

(End of process)

Will not Respond
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Content of an RFx Folder

The request for quote/proposal folder includes the following tabs:

Tab Description
This tab displays the RFx general information and links to attachments,
questionnaire and / or quotation form, depending on the RFx type.

NDA (optional): When signing a non-disclosure agreement is required by the
buyer, you must sign and provide the document to the buyer before you can be
. invited to the RFx. Follow the instructions given to send the sighed document
Overview

to the buyer.

Acknowledgement (optional): When the buyer requires that you acknowledge
receipt of the RFx, you must acknowledge receipt and confirm or decline
participation in the RFx.

By default, the History tab lists the Canceled, In progress, and Submitted
History proposals for the current round. By adjusting the search filters, you can access
all proposals created on all the rounds in the RFx.

This tab together with the Items and Questionnaire tabs allows you to provide
the requested elements in your answer.

Proposal

Information / Info In this tab, you will more specifically provide basic information related to your
response, such as label, validity end date, and summary, as well as
attachments.
This space can be used to communicate with the team in charge of the RFx

Discussions (request for clarification, for example). Your communications with the Team in
charge of the RFx are not visible to the other participating suppliers.

ltems This is where you can provide your quote for the specific materials or services
listed.

Questionnaire ';i;;sr)i()sst:le buyer's questionnaire form that you must respond to as part of your

When the buyer sends out the RFx, they select one or more contacts from
known contacts who were initially invited to the RFx.

My Team
Depending on your needs, the My Team tab allows initially invited contacts to
define a working team by adding/removing users.

Before you can be invited to the RFx and submit responses

Signing and submitting the NDA to the responsible buyer
When the buyer requires you to sign a Non-Disclosure Agreement. You must provide a
sighed document before you can be invited to the RFx.

Reviewing the RFx before acknowledging participation
On the Overview tab, review the RFx General information and RFx Documents sections.

Review the Questionnaire and Items tabs as well.

If anything remains unclear, use the Discussions tab to ask for additional clarification.
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Acknowledging Receipt and Participation

This action may be required or optional. When itis required,

an Acknowledgement section is displayed on all tabs, and you must complete this step
before you can respond to the RFx.

Acknowledgement

To answer to this RFx, please acknowledge receipt

| acknowledge receipt of this RFx

1. Click the | acknowledge receipt of this RFx button. This will reveal a new set of
options whereby you can express whether you intend to participate or not:

a. Selectthe WILL BID option, if you think you will respond to the RFx.

b. Selectthe NO BID option, if you think you will not respond to the RFx. When
you click this option, an optional Reason field will allow you to indicate why
you cannot participate to the RFx.

Receipt acknowledged on 11/16/2021 7:06:09 PM (UTC+1)

To answer to this RFx, please confirm that you intend to bid

WILL BID: our intent is to respond to this RFx

NO BID: we will not be able to respond to this RFx

Submit

2. Click the Submit button.

Giving access to the RFx to other users from your company

When setting up the RFx, the buyer selects one or more contacts from your Supplier
Record and chooses one "main" contact. At the launch of the RFx, all selected contacts
will be notified and be granted access to the RFx.
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On your side, you can manage the team of users contributing to this RFx from the My
Team step of the RFx.

Sourcing Light Bulbs (BPM000274) - Lot : 1 / Round : 1 -

o I T T

t 13d 05h 16mn 315 . £ No proposal has been submitted
Unable to answer some questions of this RFx?
Get help from your colleagues!

sheagues and give tyem access Lo this RFx

nodify and submit your ansvser. They will only have access to this RFx

Select Contact

Create a new contact

Name Emmail

The My Team step allows you to perform the following:

Adding an existing contact

In the My Team tab, choose the contact you want to add from the Select contact drop-
down list (available only if there are existing contacts that can be added from your
supplier profile).

Unable to answer some questions of this RFx?
Get help from your colleagues!

Invite your colleagues and give them access to this RFx

You can choose from the contacts already identifhed on this portal, or easily create a new contact to invite a colleague
Mote:

All selected contacts can modity and submit your answer. They will only have access to this RFx.

New contact creation may require your buyer approval for account creation

Select Contact
| -

Dupuis Stéphane @ |

Create a new contact

) MName Email
BENNETT B )
1 Result(s) =}

Creating a new contact

On the My Team tab of the RFx, click Create a new contact and complete the form that
displays.

Important! This new contact cannot log in to the application as is: login credentials need
to be generated first.
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Generating login credentials for a contact

Should a contact you select or create have no login (meaning no user account enabling
them to access the application), this will be indicated next to their name. Click

the Key icon to create the missing login: the contact will receive an email with the
necessary login credentials, and they will be granted access to the RFx.

® Name Email

Removing a contact
You can remove any contact by clicking their Delete icon, except the contact the buyer
has identified as their main contact (no Delete icon).

i) MName Email

Discuss with the buyer (clarifications, inquiries, etc

The Discussions tab allows you to exchange messages with the buyer in charge of the
RFx. These messages remain confidential and are only visible to you and the buyer.
Once sent, messages are logged in the list of exchanged messages.

Creating a message

1. Inthe RFx, display the Discussions tab
2. To send a question or a message to the buyer, click on Compose button
a message creation area is displayed.

¢ = Sourcing Light Bulbs (BPM000274) - Lot: 1 / Round : 1 ear a8

B Downiaad all conbents of this R faliiclate & Submit Propes: Cancel Froposal
=R ~ [ - IEE5E

Keywords Massage Type”
Advanced Search Clarlfication

Message Tvpe

9 Conpse

[ os [

Date

© Message History
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3. Fillin all the fields:
a. Selectthe message type (Clarification)
Enter a Subject/Title to the message

Select the Send To recipient(s) of the message
Enter your message

® o 0 T

To add attachments to your message, select them in your file explorer and

drop them to the drop zone, “Click or Drag to add file”.

4. When your message is ready, click on the Send button. The message is sent to
the selected recipients and saved in the message list

Reading a message
Unread messages are indicated in the Message column, 1/2 meaning that you have one
unread message out of two messages.

Keywords

Reset Advanced Search
Message Type Date
Compose o Message History
Subject Messages Last update (UTC+1) Original sender Last sender
Clarification Request 1/2 11/17/2021 11:52:30 AM S{JEB?ENNETT Armelle DELEST
1 Result(s) o

To read a message, click on it (the entire line is clickable). The Thread and its messages

are displayed.
< i Sourcing Light Bulbs (BPMOD0274) - Lot: 1/ Round : 1 a
= B Downioad allconterts of thisRFx | Validte & Submit Proposal
Rerm: time : 12d 13 0flmin 335 . £} No proposal has been submitted
Clarification Request Clarifcation 8
Keywords
Reset Advanced Search
=1 =l Fom — ~ne
Message Tyoe Duate e HLEl = =
Send To
ABB-BENNETT Boti, BENNETT Bat
Compase D Message History
Subject Messages  Last update [UTC+1) Original sander Last sandes

ob BENNETT

Armelle
DELEST

Resultl] - Fram Created On et

Send To

Resporssitbe (Sourcing Project]-DELEST Armel

Hilio,

[Site: mapiLegal mentions] Buryer dimn vE 148 € v 188 - Amneptance
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Replying To or Forwarding a Message

From Created On it i L
DELEST Armelle 11/17/2021 11:52:30 AM
Send To

ABB-BENMETT Bob, BENNETT Bob

Use the Reply, Reply all, and Forward icons:

- To reply to the sender of the message, click on the Reply icon.

- To reply to the sender of the message and to all recipients, click on the Reply allicon.
- To forward the message, click on the Forward icon.

If you choose Reply or Reply All, a new message creation area appears above the
received message. Use this area to write your answer (Message) and/or attach a file.
Click on Send to send your reply.

Clarification Request Clarification &

From
BENNETT Bob

Send To

> Responsible (Sourcing Project)-DELEST Armelle 0-

Click or Drag to add hles m m

From Created On halhulad
DELEST Armelle 11/17/2021 11:52:30 AM

Send To
ABB-BENNETT Bob, BENNETT Bob

From Created On halhlad
BEMNNMETT Bob 11/17/2021 11:51:01 AM
Send To

Responsible (Sourcing Project)-DELEST Armelle

Hello,
| have question relative to...

Regards.

If you choose Forward, the received message is displayed in edit mode, with yourself as
the sender.
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Select the recipient from the Send To drop-down list and click Send.

Message Type®
Clarification 0-

From
BENNETT Bob

Subject”
Clarifiication Request

Send To

(Buyer's response)

@ Click or Drag to add files m

:




Preparing a response/Proposal

Creating a new response

1. Inthe RFx, display the Proposal Information (Info) tab.
< “ r Lab Supplies (BPM0O00206) - Lot: 1/ Round: 1

time ; Buyer has not set a bid due date. f} Current proposal has not been submitted

Acknowledgement Supplier Documents

ion acknowledged on 8/23/2023 at 12:26 PM

General Information

Label*
Proposal # 1

Validity End

Description

= - o

19

1. Give a name to your proposal (field)

2. Enterthe proposalvalidity and date

3. Enter a Description

4. Click the Save button, Your proposal is now created.

Youn can now start entering information in the proposal:

a. Quoting
b. Attaching documents to your response
c. Responding to the Questionnaire

You can also close the RFx at any time and re-open it later and resume completing it;

just make sure you save any data you entered.

Other actions you may perform:
e Cancelling a Proposal
e Viewingthe Response/Proposal History

ivalua
-
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Quoting

You can directly enter your prices in the items tab or upload an MS Excel file instead.
1. Inthe RFx, display the Items tab

T

2.In the currency drop down list, select the currency to use.

3. Foreach item, fillin the open fields.

There can be multiple response grids to address different types of items.
4. Click in the Save button. The total amount is calculated automatically.

Quoting Offline (MS Excel)
1. Inthe RFx, display the Items tab, display the Items tab.
2. Click on the Download in Excel format and open the downloaded file.

The Excel file the Excel file includes several tabs (Excel sheets):

e Instructions: contains instructions how to use the file, we recommend you
read this tab very careful.

e Response grid: the file includes one tab per response grid.

A B C D E F G 1 | |

r a r 4
1 M Type code Bl tem B order B peliv. date Bl unit price B aty Bl Amount Bl peliv. date 1 Bl unit [§
2 s Required Item |item 1 1| 10/16/2015 630 50 31500 5/5/2014{Each

» 12 |Required item |item 2 2| 10/16/2015 50 100| 5000| 5/5/2014|Each

3. In each for (grid), fillin the blank fields.
4. Save the Excel file to a location of your choice.

5. Once the form is filled, uploaded to lvalua. To do this, select the file in your explorer
and drop it in the Export/Import section in the upper right part of the Items tab.



£ PV I ] Lab Supplies (BPMO00204) - Lot: 1/ Round : 1 Seanch B

EE3 B Downlasd ol conterts af this RFs | Viidati & Subnit Proposal

Export { Import

Do hese your quotation form (in Excel format]|
() Downin ad in Excel 2007-2010 format (alsx) p . -

&1 Dcwenlo s in Exrel $7-3003 format xls) Click o7 Drag

ncy Total
usn 9~ Tealil prur furrniicy

Keywards

Attaching documents to your response
1. In the RFx, display the Proposal information (Info) tab

ivalua
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< D Sourcing Light Bulbs (BPM000274) - Lot: 1 / Round : 1 are

Remaining time : 12d 0Fh 33min 265 - f§ No proposal has been submitte
Proposal Information

Acknowledgement Supplier Documents

Submission acknowledged on 11/16/2021 at 7-06 PM
Click or Drag to add files

General Information

Label*
Proposal ¥ 1

Validity End

Description

[

[i v}

2. Use the Supplier Documents section to add attachments.

Supplier Documents

Once attached, documents are listed in the Supplier Documents section.

Supplier Documents

z Click or Drag to add files

ga| Document.pd! &

Responding to the Questionnaire
If the buyer has attached a questionnaire to the RFx (RFI and RFP only), it will be
available on the Questionnaire tab.
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You can respond to a questionnaire directly from the Questionnaire tab or via
an MS Excel file.

Responding Online
1. In the RFx, display the Questionnaire tab.

< D 1 Sourcing Light Bulbs (BPMO000274) - Lot : 1/ Round : 1 a8
t 2 e t
Owerview Overview
Supplicr
Ovganization Arswered by
BENNETT Bab
Comodity
DIR- C
Answer Questionnaire
& Dovmload in Exced 2007-2010 format (xdsx)
@' Download in Excel 97-2003 format (xs)
- Access Questionnaire oR p -
[Site magliLegal mentions] Buyer demo vB.168 © vB.168 - Acceptance

2. Click the Access Questionnaire button (1) to access the first section/tab of the
questionnaire tabs (2) to navigate from section to section.

< T W, Sourcing Light Bulbs (EPMO0O00274) - Lot: 1/ Round : 1 =

Rer tirme ; 1 ! 115 - fi No progosal " t
Overview Overview
eral information 12718 Supplier
AEB
Questicnnaire Organization Answered by
Manufact BENNETT Bob
Er
Commadity
DHR - Direct

Answer Questionnaire

@' Download in Exced 2007-2010 format (xisx)
@ | Download in Excel 97-2003 format (xis)

[Site magliLegal mentions]

Buyer dema v8.168 © vB. 164 - Acceptance

3. Complete the questionnaire.

4. Save.



Responding Offline (MS Excel)
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On the Questionnaire tab, click the link Download in Excel format and open the

downloaded file.

The Excel file includes several tabs:

a) instructions contain guidance on how to use the file.

b) One tab per questionnaire section.

1. Ineach questionnaire section tab, fill in the blank fields (fields with a gray
background are non-editable).

2. Save the completed Excel file to your Ivalua RFx proposal by dragging it from your
File Explorer and dropping it onto the dedicated drop zone, “Click or Drag to add

file”.

G e 0D mm -

[Site mapjiLegal mentions]

4 o I Sourcing Light Bulbs (BPM0O00274) - Lot: 1 / Round : 1

A o proposal ha

Overview
Supplier

Organization Answered by

Commodity
DR - [

Answer Questionnaire

m
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A summary of questionnaire items updated is displayed.

| Review and Confirm Excel Import g mxX

4y Items Updated

Itemn SLImI'I'IF!I’Y 45 'tems Debeted
Quality
Security
Company Financials

3. Review and click Confirm.
If any questionnaire item has the Upload attachments? Column set to Yes, the
window Questions awaiting Attachments window is displayed.

Questions Awaiting Attachments : Sourcing Light Bulbs 8 =X

Quality

Do you have a quality system?

Attachment

Has your quality system been subjected to an assessment / certification or approval / audit
by an accredited body independent of your company ?

Attachment

Environment

Hawve authorization thresholds been exceeded, or are you subject to authorization?

Answer

ag t | a file 4

4. Foreach questionnaire item, drag the corresponding file from your File Explorer
and drop it onto the dedicated drop zone, “Click or Drag to add file”.

5. Click Continue.
The questionnaire answers and attachments are imported into the online
questionnaire.

Cancelling a Proposal

1. Click on the Cancel Proposal button.
A message is displayed, inviting you to confirm your request.
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2. Click OK. The response is now cancelled.

Submitting your Response/Proposal

Validating and Submitting a Response/Proposal

Once your proposalis finalized (that is, item quotation form and questionnaire (if
included in the request) are completed, you can submit your proposal to the buyer.

1. Click the Validate & submit Proposal button.
A message is displayed. It presents an overview of completed items.

Do you really want to submit your proposal?

Once an offer Is submitted, it cannot be modified. You will only be able Lo create a new one
1/ 1 items have been hiled
« 25/ 48 questions have been filled

« 1 documentl(s) have bes¢

o 3 documentis) have L

« Total number of attached documents: 4

= s

Review these elements before submitting your response, since a submitted response is
no longer editable.

2. Click the Submit your proposal button.
A message confirms that your proposal has been taken into account.

@ Your proposal has been successfully submitted. Buyers have been notified. Access History to view all submitted proposals b i
© Bid Submitted on 11/18/2021 3:10:40 PM
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Viewing the Response/Proposal History

Each RFx folder includes a History tab. All the responses created under this folder are

logged in the History tab, regardless of their status. By default, only proposals from the

current round with an In progress or Submitted status are displayed. By adjusting the
search filters, you can access all proposals created on all the rounds of the RFx.

The History tab allows you to track your bid’s status.

£ T Sourcing Light Bulbs (BPM000274) - Lot : 1 / Round : 1

I T s

m

Status

Cancelled In progress Submitted O- Reset
Requests
Sourcing Light Bulbs 1 [ =
Requests Proposal Status Proposal Progress Questionnaire Progress Submitted (UTC+1) Total
Sourcing Light Bul u L 1 2 ¥

Buyer demo vB.168 © vB.1568 - Acceptance

To open a proposal from the History tab, click its name.

Buyers’acknowledgement of Receipt

When creating the RFx, the buyer may have planned to acknowledge receipt of your
answer. When this is the case, the message that is displayed during the submission of
your response will say so:

© Your proposal has been successfully submitted. Buyers have been notified. They will acknowledge receipt of the proposal
A

Access History to view all submitted proposals

On the History tab, when the buyer has acknowledged receipt of your reply, this is
indicated by the green checkmarkicon in the Acknowledged column:

Requests Proposal Status Proposal Progress Questionnaire Progress Submitted (UTC+2) Total Acknowledged

Lab Supplies -1 Pr ysal # ¢ Submitted 75 0 8/24/2023 3:37:24 PM  57,390,000.00 USD Q

1 Record(s) O

You can display the acknowledgment date by hovering the mouse pointer over the icon.

Submitting Alternate or Replacement Response/Proposals

You can submit multiple responses on the same lot/round. If you want to create a new
response when you already have validated at least one response, you must specify
whether the new response is a new alternative to existing proposals or if it replaces a
response.

1. Openyour proposal and display the proposal Info tab.



2. Click on the Create a new proposal button.

3. InAnswer type, specifyifitis an alternative answer to existing responses or if it
replaces an earlier response (specify what response from the drop-down list).
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Lab Supplies (BPM000206) - Lot: 1 / Round : 1

= Other Actions -

Questionnaire

Acknowledgement

Submission acknowledged on 8/23/202

bid due date- f) Current proposal has not been submitted

Supplier Documents

Click or Drag to add fles

d My Te .
ST General Information

Label*

Proposal # 2

Answer type

Alternate proposal
®Replace existing proposal

Replaced proposal*

Walidity End

Description

4. Build yourresponse:
a) Quote items
b) Answer Questionnaires
c) Add attachments

5. Click the Save button.
Creating a New Response/Proposal Based on your Previous One

You can create a new response by duplicating a previous response (submitted
responses only).

During duplication, all data is included: general information, quotation form (filled),
questionnaire answers and attachments. The data can then be modified.

To duplicate your last submitted bid, click the Other Actions > Copy last submitted
proposal button.

To duplicate any bid:
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1. Click the Other Actions > Copy an existing proposal button.

The List of proposals window is displayed. It provides a list of responses that you
can duplicate. By default, the list is filtered to show submitted responses of the
current round; you can change filters to show responses from other rounds and
responses in other statuses. You can view these responses by clicking their
label.

List of proposals =X

Requests Status

Lab Supplies 1 0- Submitted 0- m Reset

Filters Requests: Lab Supplies 1 Status: Submitted

Requests Proposal Status Proposal Progress Questionnaire Progress Submitted (UTC+2) Total Acknowledged

Submitted 5 &4 L8002 e

5 : ) y + B/24/2023 3:37:24  57.390,000.00
Lab Supp 3 Submitted 0 : oM 5D @

2. Select the response to duplicate by clicking its icon. A message is displayed,
inviting you to confirm your request.

A new response is created, containing the copied response elements.
3. Click on the OK button.
4. Make the changes you wish.

5. Click the Save button.

List of Sourcing RFx/Proposals

Accessing Sourcing RFx/Proposals
To access all the sourcing RFx you have been invited to participate in (Requests for
Information/Quote/Proposal), go to Sourcing > Manage Proposals.

The Manage Proposals page is displayed.
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{ D Manage Proposals
Keywardls Propusal Progress RFx Status
Qpen for Bidding ©On Hold 8- m Resat
Fitters RFx Status: Open for Bidding Cin Hakd
Propasal Pragress = Sourcing Project = Lat# = Round# = RFaMame = RFxStatus  Remaining Time Begin [UTC+1) = End {UTC+) = My Bid My Rank | Best Bid
Progre MOO0244 TScrdces Openfor L, oo 0o oo o0 UsD . .
7 | Progress BPMDO024 1 1 P Bicking 11d 07h 1 5min 30s 0.00USD na, L
# b BPMOOO230 1 Fibr Optic Qg for 154d 15h 15min 345 2.207,500.00 LISD na. na
Proposa Cables - RFF Bidding
’ ® Submitied B — Cptic Open for 1474 15h A% 2 47154202 5 507 50000 ST . .
s 2 BPAO00227 1 T 147d 15h 15min 34= Sty 2,207,500.00 USD na. na
5 @ Submitted R, Open for Buryer has not set 3 5
APMODZ22 2 46,000.00 US a
# RPADOG 1 1 Frarili A My P elate 144,00000 LSD n n
E we yer has not set oo
7’ : BPMOO0213 1 1 t Openfor  Buyerhas notseta Mo end date 59,00 EUR na na
. Bisding il e date
5 Resy

Forum
g

g

By default, the list of sourcing events is filtered on events that are either Open for
Bidding or On Hold.

Becoming familiar with the interface
The Manage Proposals page presents the list of sourcing events you are invited to

participate in. These sourcing events can Requests for Information, Requests for Quote,

or Requests for Proposal, which are collectively designated as "RFx").

< D Manage Proposals
Keywards Proposal Progress RFx Status
Open for Bidding ©n Hold o- Resat
Filters RFx Status: Open for Bidding On Hold
Proposal Progress Sourcing Project Lot # Round # RFx Name RFx Status Remaining Time Bagin (UTC+1) End (UTC+1) My Bid My Rank Best Bid
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By default, the list displays the sourcing events that are open for bidding (those for
which you can submit a response) or on hold (events that the buyer in charge has
temporarily paused to make changes). Use the Search Filters area to search for
sourcing RFx/Proposals.

The list of Requests provides the following information:


https://project.ivalua.com/page/ctn/doc/help/en/rfx-response-submission.html#searching-for-a-sourcing-event-proposal-136356
https://project.ivalua.com/page/ctn/doc/help/en/rfx-response-submission.html#searching-for-a-sourcing-event-proposal-136356
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4 Opens the RFx round

Propasal
Progress

Progress stage of your most recent response/proposal for the sourcing event
Sourcing Praject  Sourcing Project code
Lot # Lot number
Round # Round number
Name of the sourcing event
RFx Name If the buyer has filled in a more detailed description, the icon (1) will appear next to the event name; hover over this

icon to display the description.

Current status of the sourcing event:

* Open for bidding:You can prepare and submit proposals
RFx Status * 0On Hold : You cannot open this event because the buyer in charge has temporarily paused it to make changes. A
tooltip provides details.
* C(losed: The event has reached its end date/time and is no longer open for bidding.

Remaining Time  Time left before the bidding period closes

Begin / End Begin and End dates of RFx specified by the buyer

My bid Your last bid's amount

My rank Your rank among the suppliers who were invited to bid

Best bid Best bid among the bids of all the suppliers who were invited to bid
Forum g+ Direct access to the message board dedicated to the RFx

Searching for a Sourcing RFx/proposal
The upper part of the Manage Proposals page contains search filters that allow you to
easily find a given RFx or a set of RFx that meet specific criteria.

1. Define your search criteria. You can filter the list on:
o Keywords: Enter a string of characters to search.
e Proposal Progress: Allows you to display only the sourcing events where
your proposals are at the selected progress stages.
e RFx Status: Allows you to display only the sourcing events that are in the
selected statuses.
2. Click Search to apply the selected filters.

The corresponding sourcing events and associated proposals are displayed.

To restore the default filters, click Reset.



