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Chapter 1: Introduction

AnRFxis asourcing event that enables buyers to determine the suppliers’ capability to supply a product or a service,
and the price at which they can supplyit.

The term RFx canreferto any of the following:

= Requestfor Information (RFI): An RFl is sentto new or current suppliers to confirmtheir ability or willingness to
fulfill the organization’s requirement.

= Request for Proposal (RFP): An RFP is sent to suppliers who are found capable of fulfilling the requirement. It
asks forbusiness proposals from the suppliers and may request for additional information regarding the product
or service, or the processes followed by the supplier.

= Request for Quotation (RFQ): An RFQ invites qualifying suppliers to bid for the requirement and provide price
quotes.
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Chapter 2. Overview

On successful login, the Workspace home page is displayed as shown below:

BB TEST 1 SUPPLIER'S
5 WORKSPACE uar

MANAGE A CATALOG

Onthe Workspace home page, you can view all the RFxyou have been invited for either under the Task section orthe
Manage section.

Under the Task section, the documents are categorized and displayed according to the status. You can search for
and participate in the required RFx.

Under the Manage section, the documents are arranged accordingto the documenttypes. Scroll through the list of
cards to locate RFx, and on the RFx card, click the required RFx document.

Click Show All on the RFx card, to see a list of all the RFx that you have been invited for and the RFx that you have
been a part of, earlier.

You canalsosearch for an RFx using the search field on the Workspace home page.
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Chapter 3: Viewingthe RFxevent

Once the buyer organization has published a sourcing RFx event and invited you to it, you canaccess a Sourcing RFx
event from the Task or Manage section of the Workspace.

Following are the different statuses an RFx can have:

Status D escription
New The eventis yet to be accepted.
Guidelines Acknowledged You have accepted the Guidelines.

You have accepted the invitation to participate in the

Participation confirmed
event.

Response Submitted You have submitted your responses forthe event.

Response timeline has ended and the you have not
Event Closed submitted responses or taken any action from the
menu.

3.1 Guideline Acknowledgement

Once you follow the link provided in the email notification or after you click to open the event from the Workspace
home page, the RFx page is displayed. Based on the configuration selected by the buyer, initially you can only see
Guideline with an acknowledgement section. Itis only after you accept the Guideline, that you can access the rest of
the RFx event.
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v~ GUIDELINES PENDING ACCEPTANCE

[} Accept the guidelines listed in this section in order to participate in the event. Download all Guidelines

I Accept NDA - Basic NDA

v EVENT TIMELINES

Time Zone : India Standard Time (UTC+5:30) oG
Name Start Date & Time End Date & Time
Response Timeline 08/05/2019 4:00 PM 08/24/2019 12:00 AM

~ BUYER CONTACT INFORMATION (1)

Name Designation § Email Address Contact Number

CANCEL DECLINE INVITATION ACCEPT GUIDELINES

If you do not want to participate in the RFx event, you can decline invitation.
To decline invitation:

1) Click Decline invitation.
2) Click Yes onthe following confirmation pop-up.
The following Decline Event popup is displayed:

DECLINE EVENT

Reason
My organization does not agree with the terms & conditions/NDA/etc -

e - revmmnant b

7]
IT

[ﬂj=ﬂ

CANCEL DONE

3) Selectan appropriate reason fromthe drop-down. You can mention your comments in the respective comments
field.

4) Click theL—licon to upload any attachments.
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5) ClickDone.
6) Click Ok onthe following success pop-up.
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3.2 Viewing an RFx

Whenever there is a new invitation for an event from the buyer, that new event is displayed in Tasks section of
Workspace with status New.

The Event disappears from Tasks section as soon as you submit the responses; event completes or decline
participation.

On the RFx page, the timer section, on the upper right corner, depicts detailed information about event opening or
closing, in days and time. On firstaccess, an RFx page displayedis as shown below:

« {2 004626-APR2018 - 004626-APR2018 (NEW) Event opening in 7d5h53m10s | T8

~ GUIDELINES PENDING ACCEPTANCE Q

(i) Accept the guidelines listed in this section in order to participate in the event.
[ T Accept General Guidelines - Guideline1 ®

[ I Accept General Guidelines - guidelinel

~ BASIC DETAILS

Event Name

004626-Apr2018

Event Description

Event Type Event Currency

CANCEL

On first access to the RFx page, you can see the Guidelines Acceptance section in the top. Only
this section is active initially and you are required to read the guideline and other documents and
Note acceptitto gain access to the remaining sectionsin the RFx event.
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Chapter 4. Respondingto an RFx

An RFx page has the following sections:

= Guidelines Pending Acceptance

= BasicDetails
= Event Timelines

= Questionnaire
= ContractTerms

= Pricesheet
= Attachments
= Teammembers

4.1 Accepting the Guidelines

Based onthe configuration selected by the buyer, initially you can only see an Acceptancesection. Itis only afteryou
acceptthe Guideline, that you can access the rest of the RFx event.

To acceptthe Guideline,

1) Click the Guideline name toread through the Guideline/NDA and then accept the Guideline. Selectthel Accept
Guideline checkbox.

~ GUIDELINES PENDING ACCEPTANCE

[ Accept the guidelines listed in this section in order to participate in the event. Download all Guidelines

I Accept NDA - Basic NDA

v~ EVENT TIMELINES

Time Zone : India Standard Time (UTC+5:30) oG
Name Start Date & Time End Date & Time
Response Timeline 08/05/2019 4:00 PM 08/24/2019 12:00 AM

~ BUYER CONTACT INFORMATION (1)

Name Designation Y Email Address Contact Number

CANCEL DECLINE INVITATION ACCEPT GUIDELINES

Once you acceptthe NDA/Guideline, the status of the event changes to Guidelines Acknowledged.
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2) Then, click the My organization wishes to participate in this event checkbox at the bottom and then, click the
Submit button at the bottom right corner.

My organization wishes to participate in this event CANCEL SUBMIT

3) Click Ok onthe subsequent success pop-up.

Once you submit the acceptance, the status of the event changes to Participation confirmed and the rest of the
sections become active.

{2 10100-JUN/2017 - RFX FOR IT HARDWARE & ... (PARTICIPATION CONFIRMED) Event closing in 11d 1h35m7s |

~ BASIC DETAILS o}

Evant Name
RFx for IT Hardware & Peripheral

EventDescription ]
This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the «
request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide. This is the request

for proposal for all IT requirements for GEP Worldwide. This is the request for proposal for all IT requirements for GEP Worldwide.

Event Type Eventlurrency [ )
Request for Proposal usp
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4.2 Basic details

The Basic Details section displaysthe basic information regarding the RFx event such as the event name, description,
type, currency, category, business unitand region.

+~ BASIC DETAILS

Event Name
Test Rfx Apr16

Event Description

Test Rfx Apr16

Event Type Event Currency Event Overview
Request for Proposal - UsD - -

Category™ Business Unit* Region™
Bidang P Group - PERTAMINA HEAD OFFICE Indonesia
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Atthe top-right corner, is the timer that indicates the time for the event to open and the closure time of response.

000164-APR2020 - TEST RFXAPR16 (NEW) Response closing in 1d 20h 34m 9s | [
v~ BASIC DETAILS vE
Event Name
Test Rfx Apr16
Event Description
Test Rfx Apr16
Event Type Event Currency Event Overview
Request for Proposal - usb -
Category™ Business Unit* Region*
Bidang P Group - PERTAMINA HEAD OFFICE Indonesia
~ EVENT TIMELINES

4.3 Event Timelines

The Event Timelines section displays the response timeline set by the buyer.

The Response timeline is the time frame within which you can respond to the buyer.

~ EVENT TIMELINES

Response Timeline ﬁ

:00am 12:00 pm 04:00 pm 08:00 pm [12:00am 04:00am 08:00am 12:00pm 04:00 pm 08:00 pm |[12:00am 04:00am 08:00a 12:00 pm 04:00 p
Wed 21 June

Mon 19 June Tue 20 June

4.4 Guidelines

The Guidelines section includes the guidelines provided by the buyer that you need to follow while responding to an
RFx.

Click the Guideline nameto view the details of the guidelines.
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=] PREVIEW - General terms GENERAL TERMS v 2

Guideline Title
General terms

Guideline Type Acknowledgment from supplier
General Guidelines Before participating in the event
Created By Last modified on

Jackson Jun 16, 2017 9:55:58 PM

This document, and any attachments thereto, regardless of form or medium, is intended only for
use by the addressee(s) and may contain legally privileged and/or confidential, copyrighted,
trademarked, patented or otherwise restricted information viewable by the intended recipient
only. If you are not the intended recipient of this document {or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any
dissemination, distribution, printing or copying of this document, and any attachment thereto, is
strictly prohibited and violation of this condition may infringe upon copyright, trademark, patent,
or other laws protecting proprietary and, or, intellectual property. In no event shall this document
be delivered to anyone other than the intended recipient or original sender and violation may be
considered a breach of law fully punishable by various domestic and international courts. If you
have received this document in error, please respond to the originator of this message or email
him/her at the address below and permanently delete and/or shred the original and any copies
and any electronic form this document, and any attachments thereto and do not disseminate
further.

Before a valid legally binding contract exists between Ascena and you regarding the provision of
the services described herein, the agreed upon terms and conditions negotiated must be reduced
to a definitive written agreement, which will require approval as to legal terms and conditions by

DONE

4.5 Team Members

The Team Members section displays the team members that you have added. It enables you to respond to invited
RFx event by collaborating with your team members.

Team members can be assigned below roles for any RFx event:
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= Primary Respondent: The primary point of contact from Supplier Organization, ideally means the entire RFx
response will be driven by this person. There can be only one Primary Respondent.

= Collaborator: Team member having rights equivalent to Primary Respondent. There can be multiple
collaborators involved in an RFx event

=  Viewer: Team memberhaving only view access to event

The above roles can be assigned or modified by the Event Author, Event Co-Author or by the Event
Admin from the Buyer Organization or by existing primary Respondent or Collaborator from the

Supplier Organization.
Note

To configure team members:

1) Click the ConfigureL— icon underthe Team Members section.

~ TEAM MEMBERS (1)

Mame t Viewer Collaberator Invitafion Status

Q‘p Sally Anderson Invited On 06/20/2018 2:56 AM

=

2) Selectthe desired role from the userrole drop-down listand click Done.

Edit - Prime Suppliers Q,
Mame & Contact ‘[‘L User's Role Updated By Email Sent On
Sally Anderson ;
Primary Responder Supplier 06/20/2018 2:56 AM =2
godirey.lobo@gep.com | 1234567 ry B2 pp =
Collaborator
Curt Ingram
globo@gep.com | 67672 678 Viewer
No Access CANCEL DONE
12
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You canthen view the added team members with the assigned roles in the team members section

~ TEAM MEMBERS (2)

Name T, Viewer Collaborator Invitation Status
LQ“;3 Sally Anderson Invited On 06/20/2018 2:56 AM
Curt Ingram O Invited On 06/22/2018 3:45 AM

4.6 Questionnaire

The Questionnaire section enables you to answer questions added by the buyer. Yourresponse to the questions may
determine your score when the RFx is evaluated.

4

To respond to the questions, under the Questionnaire section, click the edit icon against the respective
question.

The following Questionnaire page is displayed:

Title
IT Systems RFP - Site Service Requirements

Description

1)The supplier is expected to have inventory available in a 2-hour window for emergencies

2) The supplier is required to perform multiple deliveries instead of one consolidated delivery
3) The supplier is required to provide VMI services

CUSTOMER INFORMATION

0/100

0% bISARal - SAVE DONE
COMPLETENESS

You canrespondto any questions added by the buyer, in the space provided for each respective question.
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CUSTOMER INFORMATION

Q1. How many customers do you currently supply to? =

2/100

COMPANY INFORMATION

Q2. Please list your company's quality certifications

Your answer

PYMENT TERMS

Q3. Payment terms areNet 45 days. Do you comply?

14
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The completion indicator on the bottom left corner of the page indicates the completion status of your responsein
percentage.

COMPANY INFORMATION

Q 2. Please list your company's quality certifications

IS0 2000

PYMENT TERMS

Q 3. Payment terms areNet 45 days. Do you comply?

Yes v
1 009/ RESPONSE - SAVE DONE
O compLETENESS
= Click theFilter iconto apply filters on the list of questions.
= QUESTIONNAIRE 0 an I
e Mandatory
IT Systems RFP - Site Service Requirements
[ Non-mandatory
Description Answered
1)The supplier is expected to have inventory available in a 2-hour window far emergencies
2) The supplier is required to perform multiple deliveries instead of one consolidated delivery [ Non-Answered
3) The supplier is required to provide VMI services
[ pending-Mandatory
Q1. How many customers do you currently supply to? = RESET APPLY
30

Select the desired option(s) fromthe list and click Apply.
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Depending upon the type of questions configured by the buyer, the response type will vary.

4.6.1 Respondingto a Questionnaire Offline

To download a questionnaire:
1) From the Questionnaire section, open the desired questionnaire in edit mode.

+ QUESTIONNAIRES (2)

Questionnaire Name Last Madified by Last Modified On Questions Response Completion %
ABC - - 6 0.00%
DEF . - 6 0.00% /

-|;
2) Clickthe Download icon on the top-right corner of the questionnaire.

& RESPOND - ABC

Name

ABC

Description
eiruh giver uygeiru gh

Q1 Q17

Q2. Qz2?

0% RESPONSE -
COMPLETENESS

CANCEL SAVE m

The questionnaire is downloadedin the form of MS Excel.
2)  You canthen go ahead and respondto the questions in the MS Excel itself.

16
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4.6.2 Uploading the Questionnaire Response

1) Once you have responded to the Questionnaire in the MS Excel, click the Upload- icon on the top-right
corner.

< [ RESPOND - ABC

Name

ABC

Description
eiruh giver uygeiru gh

Q1. Q17

Q2. Q27

0. RESPONSE -
0 /6 COMPLETENESS

CANCEL SAVE m

2) Dragand drop or upload the MS Excel file on the subsequent pop-up and click Close.

I3 Attachments

Drag and drop file here OR UPLOAD DOCUMENTS
Supported file formats: ds, xlsx
Limited to file(s) of 10MB each.
Maximum 1 files can be uploaded at a time.

CLOSE

You canview the uploaded file in the Upload/Download Log. Also, the response is updated on the Ul.
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You needto refresh the page once, to view the response on the Ul .

Click the Upload/Download lo icontoview the list of uploaded or downloaded Questionnaires.

< El RESPOND - ABC

Name

ABC

Description
eiruh giuer uygeiru gh

Q1. Q12

Q2. Q22

0y, RESPONSE -
O ﬂ) COMPLETENESS

CANCEL SAVE m

The Upload/Download Log page is displayed as below:

& B UPLOAD/DOWNLOAD LOG (3)

Request For File Status File Requested On File Created On Document Mame Error Log
Questionnaire Upload Complete 4/19/2018 15:47:52 PM 4/19/2018 15:47:53 PM

Questionnaire Upload Complete 4/19/2018 15:47:22 PM 4/19/2018 15:47:23 PM

Questionnaire Download Complete 4/19/2018 15:21:21 PM 4/19/2018 15:21:22 PM ABC.xlsx

The log displays the file requestedfor, File status, File requestedon, File created on, the document name and error
log if any.

Similarly, you can go ahead and respond offline to other questionnaires as well.
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4.7 Price Sheets

A price sheetincludes alist of items specified by the buyer. As a supplier, you can provide a quotation for the required
items.

To view the price sheets, underthe Price Sheets section, click the Price sheetname.

Price Sheet Name
Exhibit C Material Prices

Price Sheet Type

Materials -

Price Sheet Description

Pipes
Total rows: 4
B Om W
A B c D E F G H I
1 |*Intent to Bid “Item Name *Item Number *Wolume | *Unit *Price Per Unit... | Total Price *addtional type  |Long text
2 Yes INS 8 80 C93 0.00 type 01 View
3 |Yes INg 9 0 Q24 0.00 type 02 View
4 Yes IN10 10 100 CcT 0.00 type 03 View

The columns and rows in the price sheet are non-editable.
By default, the Intent to Bid field for each line item is set to Yes. This means you wantto bid forthe line item.

Fill in your quotation/details in the Price per unit column.

E W W
A B c D E F G H I
1 |*Intent to Bid *ltem Name “Item Number *Volume | *Unit *Price Per Unit... | Total Price *addtional type  Long text
2 |Yes INB 8 80 c93 0.00 type 01 View
3 |Yes INS 9 90 Q24 0.00 type 02 View
4 Yes IN10 10 100 CT 0.00 type 03 View
5 0.00

In case you do not want to bid for the item, select No from the dropdown under the Intent to Bid column.

19

Copyright© 2016 GEP. Allrights reserved


https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide

in €O f
SMART ., ,GEP

@RFX USER MANUAL

=
A h 4 B C D E F G H |

1 |*Intent to Bid “Item Name *Item Number “Volume *Unit *Price Per Unit.__ | Total Price *addtional type  |Long text

2 = INg ] 80 ce3 0.00 type 01 View

3 Yes IN9 g 90 Q24 0.00 type 02 View

4 Yes N0 10 100 cT 0.00 type 03 View

5 Yes 0.00

| No |

4.71 Actions

You can performthe following actions on the price sheet that are available on the top-right corner of the Price sheet:

Action D escription
Freeze/Unfreeze Freeze/Unfreeze rows/columns.
Show/Hide columns Filter the required data.

4.7.2 Downloading a Price Sheet

You can download a Price sheetin the MS Excel format.

To download a Price sheet:

1) Inthe Price sheet section, open the required Price sheetin Edit mode.

1
2) Clickthe Download icon on the top-right corner of the Price sheet.

20
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< RESPOND - bg NORMAL

Price Sheet Name
P51 Normal

Price Sheet Type

Materials

Price Sheet Description

Total rows: 3

A B c D E F G

1 “Intent to Bid *ltem Name *ltem Number *Wolume “Unit *Price Per Unit... | Total Price

2 |Yes CPU1 2 4 C93: 1 /squar.. 0.00

a Ves= CR? a 5 94 - 1 ner mi nnn

3)  AnMS Excel version of the price sheetis downloaded.
4) You canthen go ahead and respondto the line items in the MS Excel.

g You needto first create a Price Sheet on the Ul. You cannot add, edit or delete columns in the
downloaded MS Excel Price Sheet.

Note

4.7.3 Uploading a Price Sheet

1) Onceyouhave respondedtothe Price Sheets in the MS Excel, click the UploacE icon on the top-right corner
of the Price Sheet to upload your response.
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& RESPOND -

PS1 NORMAL

Price Sheet Name

PS1 Normal

Price Sheet Type

Materials

Price Sheet Description

BERE
A B [+ D E F G
1 *Intent to Bid *ltem Name *Iltem Number *Volume *Unit *Price Per Unit... |Total Price
2 Yes CPUA 2 4 C93:1/squar... |USD 12.00 48.00
2 Yes (=l a & 94 - 1 ner mi 1SN 34 0N 170 00

|

You can view the uploaded file in the Upload/Download Log.

Click the Upload/Download lo icontoview the list of uploaded or downloaded Price Sheets.

& RESPOND -

PS1 NORMAL

Price Sheet Name

PS1 Normal

Price Sheet Type

Materials

Price Sheet Description

H R E
A B C D E F G
1 *Intent to Bid *ltem Name “ltem Number “Volume “Unit *Price Per Unit... |Total Price
2 |Yes ICPUA1 2 4 C93:1/squar.. 0.00
2 IYes CPLIZ 3 o rad -1 ner mi n nn

|
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The uploaded and downloaded files are displayed on the subsequent upload/download log page as shown below:

< T UPLOAD/DOWNLOAD LOG (3)

Request For File Status File Requested On File Created On Document Name Error Log

Price Sheet Upload Complete 4/16/2018 00:16:04 AM 4/16/2018 00:16:05 AM
Price Sheet Download Complete 4/16/2018 00:15:35 AM 4/16/2018 00:15:36 AM 003821-Mar2018 - Pricesheet.xlsx -
Price Sheet Download Complete 4/16/2018 00:15:28 AM 4/16/2018 00:15:30 AM 003821-Mar2018 - Pricesheet.xlsx -

Theresponseis also updated on the UI.

. You needto refresh the page once, to view the response on the Ul .

Note

The log displays the file requested for, File status, File requested on, File created on, the document name and error
log if any.

4.8 Attachments

The Attachments section displays all the attachments and support documents added by the buyer. The attachments
added by the buyer are displayed under the Buyer tab. You can also add your own attachments. The attachments
added by you are displayed underthe Supplertab.

Performthe following steps to view the attachments:
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1) Inthe Attachments section, underthe Buyer tab, click the attachment name to view the attachment provided by

the buyer.
~ ATTACHMENTS (1)
BUYER SUPPLIER
0O ‘ame?, File size View Comments
O ActivityCode .docx 43.0KB =
: =1 . .
2) For each attachment, click the Comment icon to view the comments provided by the buyer.
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Using the group discussion forum, you can view and take part in various discussion topics that are created by the
buyer, as well as create your own topics.

»
@ Any topics thatyou create are visible only to the buyer.

The group discussion forumbecomes active only afterthe eventis published and you have confirmed participation.

[0}
To openthe discussion forum, click the Discussion Forum- icon, displayed next to the event timer.

& DISCUSSION FORUM - TEST RFX APR16 g &1 &)
v 000164-Apr2020 (Default) 000164-Apr2020 (Default) V4
SUPPLIER MEMBERS Test 1 Supplier ...
Vv 000164-Apr2020 (Default)
“E Jimmy Dmello test created this discussion on 16/04/2020 17:59
w-|B I US iz =|lg s = = FE | Font - | size - 82
0z POST

You canview andrespondto the discussions that the buyer may have initiated in the discussion forum. You can start
a discussiononce the eventis published.

To view and create your own topic:

Click the . icon, next to the timer, on the RFx page.

To add a new discussion:

Click the Add New Discussion icon.
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DISCUSSION FORUM - TEST RFX APR16

v 000164-Apr2020 (Default) 000164-Apr2020 (Default) 2

SUPPLIER MEMBERS Test 1 Supplier ...
Vv 000164-Apr2020 (Default)

g Jimmy Dmello test created this discussion on 16/04/2020 17:59

E@;lE‘Font - | Size v‘==

#w-|B I U S| = :=

03 POST
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b) Provide a title and description for the discussion, in the respective fields. Select members.

Discussion Name *

Topic Name

O] Buyer participants have been automatically added to this discussion.

SUPPLIER MEMBERS(0/1)
Contact Name Role View Post Admin
Test 1 Supplier Pertamina )
a jimmy.dmello@gep.com Primary v v v
CANCEL SAVE
c) Click Save.
27
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Chapter 6: Performing Actions

Inthis section, you will learn about the different actions that you can perform to an existing RFx.

6.1.1 Accepting Event Participation

Even though you have declined to participate in an RFx event, you still have a chance to participate again until the
response timeline is open.

1) Clickthe Actionsﬂ icon onthe top-right corner of the RFx eventand then click A ccept Invitation.

& 000164-APR2020 - TEST RFX APR16 (INVITATION DECLINED) Response closing in 1d 20h

hvitation to participate in event was declined by Test 1 Supplier Pertamina on 04/30/2020 1:20 PM Download Summary
Change Ownershi
~ BASIC DETAILS ¢ .
Event Name Download Discussions
Test Rfx Apr16 "
Event Description
Test Rfx Apr16 I ®
Event Type Event Currency Event Overview
Request for Proposal - uUsD - - L 4
‘Category™ Business Unit* Region*
Bidang P Group - PERTAMINA HEAD OFFICE Indonesia
CANCEL

2) Click Yes onthe following confirmation pop-up.
3) Click Ok onthe Success pop-up.

6.1.2 Downloading Event Summary

The Download Summary option under the Actions menu helps you download the Event summary in the MS Word
format.

To download the event summary:

1) Clickthe Actionsﬂ icon on the top-right corner of the event page and then click D ownload Summary fromthe
options.
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& 000164-APR2020 - TEST RFX APR16 (INVITATION DECLINED) Response closing in 1d 20h Accept Invitation

hvitation to participate in event was declined by Test 1 Supplier Pertamina on 04/30/2020 1:20 PM Download Summary

v~ BASIC DETAILS Change Ownership

Download Discussions

Event Name
Test Rfx Apr16
Event Description
Test Rfx Apri6 °
Event Type Event Currency Event Overview
Request for Proposal usD - [ ]
Category” Business Unit® Region™
Bidang P Group - PERTAMINA HEAD OFFICE Indonesia
CANCEL

The eventthen gets downloaded in the MS Word format.

The Change Ownership option allows you to assign other contact from your organization as a Primary responder. So,
the team-member can then respond to the Price Sheets and Questionnaires.

To change ownership:

Click the Actionsn icon on the top-right corner of the RFx event and then click Change Ownership.

& 000164-APR2020 - TEST RFX APR16 (INVITATION DECLINED) Response closing in 1d 20h Accept Invitation

Download Summary

Change Ownership

Download Discussions

hvitation to participate in event was declined by Test 1 Supplier Pertamina on 04/30/2020 1:20 PM

v~ BASIC DETAILS

Event Name
Test Rfx Apr16

Event Description
Test Rfx Apr16 I
<

On the subsequent pop-up, select the contact you wish to make as a Primary Responder and click Done.
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Edit - Test Supplier 101 Q ®

Name & Contact TL User's Role Updated By Email Sent On

Test 1 Supplier Pertamina
jimmy.dmello@gep.com | 12345

Primary Responder v Buyer 04/16/2020 6:11 PM F_C‘)

CANCEL DONE

Click Y es onthe confirmation pop-up.

The new contact that you selected now becomes the Primary Responder who now has access and can respond to
the RFx event.

An Email notification will be sent to the previous responderand to the New Primary Responder. Also, the buyer will
be notified about the change through Email.

You can view logs of all the uploaded/downloaded files. All the files that you upload/download from the
Questionnaires or Price sheet section, for the RFx event are displayed, thus saving your time to navigate to various
sectionto fetchthefile.

To view the log:

Click the Upload/Download Log icon on the upper-right corner of the RFx event page.

& 000164-APR2020 - TEST RFX APR16 (INVITATION DECLINED) Response closing in 1d 20h 3m 17s | &

nvitation to participate in event was declined by Test 1 Supplier Pertamina on 04/30/2020 1:20 PM

v BASIC DETAILS vE
Event Name (o]
Test Rfx Apr16

Event Description
Test Rfx Apr16 I
<

Event Type Event Currency Event Overview
Request for Proposal usD - [ ]

Category* Business Unit* Region*

Bidang P Group - PERTAMINA HEAD OFFICE Indonesia

CANCEL
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6.1.5 Downloading Event Summary

The Download Summary option under the Actions menu helps you download a consolidated zip file containing the
summary of the event, guidelines, price sheets, and questionnaires.

To download the event summary:

1) Clickthe Actionsﬂ icon onthe top-right corner of the event page and then click D ownload Summary fromthe
options.

= 000164-APR2020 - TEST RFX APR16 (INVITATION DECLINED) Response closing in 1d 20h

Accept Invitation

hvitation to participate in event was declined by Test 1 Supplier Pertamina on 04/30/2020 1:20 PM I Downlead Summary I
Change Ownershi
+ BASIC DETAILS ¢ °
Event Name Download Discussions
Test Rfx Apr16 "
Event Description
Test Rfx Apri6 I °
Event Type Event Currency Event Overview
Request for Proposal - usD - ®
Category* Business Unit* Region*
Bidang P Group - PERTAMINA HEAD OFFICE Indonesia
CANCEL

The eventthen gets downloaded in the zip file that contains the guidelines, price sheets, questionnaires and the event
summary.
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Chapter 7. Submitting a Response

Afterviewing all the required details on the RFx and responding to the questionnaires and price sheets, as applicable,
you can submit your responses tothe buyer.

Click the Submit Response button on the bottom right corner of the RFx page to submit your response.

v BASIC DETAILS

<
10

Event Name
Test Rfx Apr16

Event Description
Test Rfx Apr16

Event Type Event Currency Event Overview I
Request for Proposal - usb - -

Category* Business Unit* Region*

Bidang P Group - PERTAMINA HEAD OFFICE Indonesia

v EVENT TIMELINES

[ Highlight Missing Mandatory Fields CANCEL SUBMIT RESPONSE

Oncetheresponse is submitted, the status of event changes to Response Submitted.
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Chapter 8: Withdrawing Response

You can withdraw your submitted responses in a sourcing event, for revision or correction. The revised responses
canthen be resubmitted until the Response timeline is active.

To withdraw responses:

1) Click the Withdraw Responses button at the bottom-right corner of the desired RFx event.

&« 000164-APR2020 - TEST RFX APR16 (RESPONSE SUBMITTED) Response closing in 1d 19h 54m 53s | (& =l

Responses were submitted by Test 1 Supplier Pertamina on 04/30/2020 1:33 PM.

v BASIC DETAILS

<
1

Event Name
Test Rfx Apr16

Event Description

Test Rfx Apr16 I
Event Type Event Currency Event Overview

Request for Proposal - usb -

Category™ Business Unit* Region*

Bidang P Group - PERTAMINA HEAD OFFICE Indonesia

CANCEL WITHDRAW RESPONSES

2) Click Yes onthe subsequent pop-up.
3)  Mention the reason or comments of withdrawing your response in the field provided.
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=l Comments

I want to modify my re5p0n5e.|
29/400 03

CANCEL POST

4) Click Post.

&

You canalsoupload an attachment by clicking the Attachmen icon.
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Chapter 9: Participatingin a Public RFx

Public RFx is an RFx event that can be accessed by Suppliers on a publicly available website. All Suppliers can
participate in this event. For suppliers who already have a SMART by GEP account, can directly login and participate
in the event. The suppliers who do not have a SMART by GEP account needtofirst registerto participate in the public

RFx event.

You, as a supplier can view the Public RFx event on a public website page as shown below:

Help Login  Register

h Y
47 PERTAMINA

[E PUBLIC BID SITE

ACTIVE EVENTS (5) CLOSED EVENTS (10)

Saturday is working - 3
Comact © Hitesh Kasturi [Email : hitesh kasturi@gep.com [Star | 1212017 72400 AM |End © 1182018 72413 AM

Saturday is working - 4
Contact © Hitesh Kasturi [Emall : hitesh.kasturi@gep.com [Stan | 1212017 7:.5:00 AM |End : 1312018 T:53:13 AM

1st Dec Public RFx regression-2
Contact - Hitesh Kasturi [Email : hitesh kasturi@gep.com [Start : 1212017 2:22-00 PM |End : 1192018 2:22:17 PM

000497-Dec2017
Contact : Hitesh Kasturi [Email - hitash kasturi@gep.com [Start | 12112017 6:00:00 PM |End : 1162018 6:00:30 PM

1st Dec Public RFx regression-2
Contact - Hitesh Kasturi [Email : hitesh kasturi@gep.com |Start | 1152018 7.03:.00 PM [End : 2232018 7.03.17 PM

The Public RFx page displays a list of Active and closed RFx events. The RFx events whose Response time is about
to start or is already started is listed under the Active RFx events. The RFx events whose Response time is already
closedare listed under the closed RFx events.
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9.1 Creating a SMART by GEP account and participating

If you do not have a SMART by GEP account, you need to firstregister and create an account.

1) Click Register onthe Public website page.

W . .
47 PERTAMINA (ua7) Help Login Register

< PUBLIC BID SITE

You canthen see a Primary Registration Form.

Primary Registration Form Language English -

Basic Details

Account Credentials

Username * o
User Email
Passwaord” Password strength:  Too short

Caonfirm Password”

Company Information

Legal Company Name *

Doing Businass As

Company Website

Headquarter” Select Country .

Address Line 1~

Address Line 2

City”

State/Province

2) Enter all the details in the Primary Registration Form and click Submit.
3) You willthen receive an email notification to activate your account.
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Dear John jackson,

Thank you for filling the Registration form. Before we can activate your account one last step must
be taken to start using GEP Smart.

In order to activate your account, please visit this URL:

Click here

Please note-you must complete this last step in order to use the GEP Smart account. You will only need to visit this URL once.

Regards,

GEP

4) Click onthe link provided in the Email to activate your account.

You canthen view the following success page.

Congratulations!!!

You have successfully activated your account.

Mow you can log on to SMART by GEF to get some great benefits which will help you grow your business
further.

Click Here to login

Thanks,
SMART by GEP Team

Supporting you from United 5tates, Asia and Europe

Phone:

Us: =] 732 428 1573
Europe: +42 022 558 6501
Asia: +91 22 6137 2148
Australia: +61 285 181 514
UK +44 203 478 6123

Email: support@gep.com

Powerd by GEP | @ GEP 2013. All right=s reserved | TermsoflUse | EBrivacy Statement

5) Click the Click Here link tologin and participate in the event.
6) Onceyou have logged in, Click Manage.
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7) Scrollto find the RFx card and click the Show All button at the bottom of the card
On the subsequent Manage-RFx page you can see alist of RFx events.

2) Click the eventin which you wishto participate.
You canthen see a Confirmation pop-up, click Yes.

(?) CONFIRMATION

This is a public bidding event. Are you sure you want to participate in it?

9) You canthen go ahead and respondto the RFx like a Regular RFx as explained in the earlier chapters

The public RFx will be accessible to all contacts from your organization, once they log into their
Smart by GEP account. This means any contact from your organization can participate in the

Vot public RFx by answering the confirmation question shown above.

9.2 Using an existing SMART by GEP account

1) Ifyou have a SMART by GEP account, click Login on the public website page.

2) Enteryour id and password and click Login.

3) Click Manage.

4) Scrollto find the RFx card and click the Show All button at the bottom of the card.

On the subsequent Manage-RFx page you can see alist of RFx events.

5) Click the eventin which you wish to participate.
6) You canthen view and respondto the RFx like a regular RFx as explained in the earlier chapters.

38

Copyright © 2016 GEP. Allrights reserved


https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide

inEO f!

About SMART by GEP

GEP helps global enterprises operate more efficiently and effectively, gain competitive advantage, boost profitability,
and maximize business and shareholdervalue.

Fresh thinking, innovative products, unrivaled domain and subject expertise, and smart, passionate people - this is
how GEP creates and delivers unified business solutions of unprecedented scale, power and effectiveness.

With 14 offices and operations centers in Europe, Asia and the Americas, Clark, New Jersey-based GEP helps
enterprises worldwide realize their strategic, operational and financial objectives.

Recently named Best Supplier at the EPIC Procurement Excellence Awards, GEP is frequently honored as an innovator
and leading provider of source-to-pay procurement software by top industry and technology analysts, such as
Forrester, Gartner, Spend Matters, Paystream and Ardent Partners. GEP also earns top honors in consulting and
managed services from the industry’s leading research firms, professional associations and journals, including
Everest Group on its PEAK Matrices of Procurement Services Providers and Supply Chain Services Providers;
NelsonHall on its NEAT Matrix of Global Procurement BPO Service Providers; HfS in its Blueprint Report on
Procurement-as-a-Service; and ALM Intelligence inits Vanguard Reports on both Procurement Consulting and Supply
Chain Consulting.

To learn more about our comprehensive range of strategic and managed services, please visit www.gep.com. For
more about SMART by GEP, our cloud-native, unified source-to-pay platform, please visit www.smartbygep.com.
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