Respond to RFQ/RFI

O Time to Completion: 6 minutes

You will learn how to respond to Request for Quotation(RFQ)/Request for
Information(RFI).
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Step1

Select Supplier Portal.

Good morning, David Welch

Supplier Portal Procurement Tools Others

=N

Supplier Portal Timecard

Things to Finish

3 weeks ago

Assigned to Me FYl
Document
1 (Purchase Order)
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Step 2

Select View Active Negotiations.

iew Active Negotiations)

© Copyrighted material; Intended only for licensed users.



Step 3

In the Negotiation field, type N10000066.

2l

ia..

** Negotiation ‘ |

ks Title‘ |
** Negotiation Close By ‘ m/d/yy e |

w ¥ Forn Freeze |m| Detach Wra| Accept Terms Acknowledge Participation Create Response
g Negotiation Til
itle Type Re
4
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Step 4

Select Search.

Time Zone Central Standard Time

[ Manage Watchlist | Saved Search | Open Invitations V‘

** At least one is required
** Invitation Received

Response Submitted

Megotiation Open Since ‘ m/diyy iy
| Search H Reset H Save... l
Close Date Your Will Unread \View Response
Responses Participate Messages PDF Spreadshee
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Step 5

In the Search Results table, select N10000066 .

{ A

® Note
A supplier must acknowledge participation before being able to access
documents and bid on events.

N10000066
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Step 6

Select Create Response.

NP < @

Time Zone Central Standard Time
Open Date 6/1/23 B:31 AM
Close Date 6/30/23 8:27 AM

meren

Proposal (RFP)

for

“Q/RFI
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Step 7

In the Response Valid Until field, type 07/31/23 11:59 PM.

m/dfyy h:mm a
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Step 8

View Overview.

If applicable, edit or add any other fields.

Title Demo for Supplier Portal
Close Date 7/31/23 1:28 PM

Gen...

Supplier OTTC DEMO TEST SUPPLIER
Supplier site  Q0STLOUIS
Negotiation Currency USD
Response Currency USD

Price Precision 2 Decimals Maximum

Response Valid Until | m/d/yy h:mm a i

4 Contract Terrr

4 Variable @
Provide values for the listed variables. The values you enter are automatically populated in the contract terms.
View » Formai Freeze Wrap View | Pending variables
Name Description

No data to display.

4 Deliverable

Actions v View v Forn Freeze Wrap
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Step 9

Select Next.

®

Review

=) N N - () (5 0

Last Saved 7/3/23 1:10 PM
Time Zone Central Standard Time

Time Remaining 28 Days

Response Type @) Primary

s
i

) Alternate

Reference Number

Note to Buyer

Attachments None ==
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Step 10

In the Number of years in business field, type 10.

“4Amerer

®

Overview

Create Response (Quote 5003): Requir... @

Time Remaining 28 Days

Section 1. General Infor...

* 1. MNumber of vears in business

* o Average Annual Revenue

* 3 Please describe your company's organization and structure

* 4. Provide a full listing of your company’s subsidiaries

Response Attachments None <

5. Please list the number of employees in your company.

6. Does your company have operations outside of the US?
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Step 11

In the Average Annual Revenue field, type 1,000,000.00.
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Step 12

In the Please describe your company's organization and structure field, type test.
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Step 13

In the Provide a full listing of your company’s subsidiaries field, type test.
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Step 14

In the Please list the number of employees in your company. field, type 100.
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Step 15

Select the Yes checkbox.
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Step 16

In the Please list the percentage of your company’'s employees and contingent
laborers field, type 60.
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Step 17

View Section drop-down.

You must answer the questions in each Requirements section.

®

Review

0 ) S O O ) 0 )

Last Saved 7/3/23 1:25 PM
Time Zone Central Standard Time

Close Date 7/31/23 1:28 PM

Section 1. General Information s | p
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Step 18

Select Next.

®

Review

0 ) S O () D 0 )

Last Saved 7/3/23 1:25 PM
Time Zone Central Standard Time

Close Date 7/31/23 1:28 PM

Section 1. General Information ~ | p
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Step 19

View Response.

Review the information within the Overview section of the response.

Gen...

Supplier OTTC DEMO TEST SUPPLIER
Supplier site  00STLOUIS
Negotiation Currency USD
Response Currency UUSD
Price Precision 2 Decimals Maximum
Response Valid until 7/31/23 11:59 PM

4 Contract Termr

4 Variable @

Provide values for the listed variables. The values you enter are automatically populated in the contract terms.

View » Formal | Freeze . Wrap View |Pending variablesw

Name Description

No data to display.

4 Deliverable
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Step 20

Select Requirements.

“4Amerer

®

Overview

Review Response: Quote ... @

Currency = US Dollar

Title Demo for Supplier Portal
Close Date 7/31/23 1:28 PM

Overview |Requirements

Gen...

Supplier OTTC DEMO TEST SUPPLIER
Supplier site  Q0STLOUIS
Negotiation Currency USD
Response Currency |JSD
Price Precision 2 Decimals Maximum
Response Valid Until 7/31/23 11:59 PM

4 Contract Termr

4 Variable @
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Step 21

View Requirements.

Review the information within the Requirements section of the response.

Section 1. General Infor...

* 1. MNumber of years in business

10
* o Average Annual Revenue

1,000,000
* 3 Please describe your company's organization and structure

test

* 4. Provide a full listing of your company’s subsidiaries

test

* 5 Please list the number of employees in your company.

100

* . Does your company have operations outside of the US?
(@) a.Yes
1 b.No

* 7. Please list the percentage of your company's employees and contingent laborers

60
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Step 22

Select Submit.

Review

Last Saved 7/3/23 1:28 PM
Time Zone Central Standard Time

Time Remaining 27 Days 23 Hours

Section 1. General Information s | p
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Step 23

Select OK.

Title Demo for Supplier Portal

Status Active
[& Confirmation x

lemaining 27

The response 5003 to negotiation N10000161 was
submitted.

N2
“ Ameren

Request for Proposal (RFP)
for
Demo for Supplier Portal
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Step 24

Select Home.

gr e
0 T | )

Time Zone Central Standard Time

Open Date 6/1/23 8:31 AM
Close Date 6/30/23 8:27 AM

meren

Proposal (RFP)

for

“Q/RFI
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