ATTACHMENT A

RFX RESPONSE IN MAGIC



' I'_{L 1) Create an RFx Response
["-L - "-[[; : Work Instruction

Transaction Code(s):

Purpose

Use this procedure to submit an RFx Response.

Trigger

Perform this procedure when your company would like to respond to a RFx invitation.
Menu Path

N/A

Transaction Code

Helpful Hints

Attachments should include blue print, Statement of work, Material list, or other informational
documents needed to help select an RFx response.

RFx Response is a bid to complete work or provide products to the State of Mississippi.
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Create an RFx Response

Work Instruction
Transaction Code(s):

Procedure

1. Start the transaction.

Work Center Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer

Supplier Self-Service Work Center

appropriate links.
Vendor Spend Application

RFx and Auctions

The Supplier Self-Service Work Center iz the central point for suppliers
accessing all their functionality. Use the Supplier Work Center by clicking on the

Purchase Orders
Al

New

Changed

In Process

Confirmed

Partialty Confirmed
Reijected

Canceled by Customer

2. Click RFx and Auctions Icon.

Active Queries

Active Queries

eRFus AlZ3) Published (1) Ended (0

Completed (1

Without Category Assignment New Cuany (0

eRFxs - All

| = Hage Quick Criteria Mantenance

RFx Number: @

RFx Status: 1=

My Responses From: l_
Smart Number: [

Agency: @ '—ﬁ'
Commedity: L O
Buyer: o B

E. Event Number RFx Number
1130-14-R-IFE0-0010%-v1
1130-14-R-FB0-00101
1130-14-R-IFED-00100

1130-14-R-IFBD-00033

Event Type

Invitation for Bid
Invitation for Bid
Invitation for Bid
Invitation for Bid

33T4-14-R-IFBD-00058 Invitation for Bid

3374-14-R-IFBD-0005T Invitation for Bid

View: | [Standard View] w ] | [ Create Response | | [ Display Eve

End Cate

Event Status  Start Cate

Published 0172472014 | 02/04/2014
Published QU24/2014 | 021042014
Published 01232014 | 01/12/20158
Published 01222014 | 0173172014
Published 01/22/2014 | 020772014
Published 01/22/2014 | 02/05:2014

| [Rafrst | Eor]

- =
F

n

Submitted

Ho Bid Created
No Bid Created
No Bid Created
No Bid Created
Mo Bid Created

Suatus  Event Version Fesponse Ve
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Create an RFx Response

L e, 1A 4 Work Instruction

Transaction Code(s):

3. As required, complete/review the following fields:
Field R/O/C Description
RFx Number: Required
Example:
3160000291
Active Queries
Active Queries
eRFas AN{3%) Published (1) Ended (0} Completed (1)
Without Category Assignment Mew Cuvery (0]
@RFas - Al
| = Hide Quick Criteria Maintenance
RFx Number: < [3180000257] | Tol &
RFx Status: [ T=l
My Responses From: -
Smart Number:
Agency: S I = ) [ Al @
Commadity: < ) To . P
Buryrer: < i Te i =
View: [Standard View] ¥ | [ C s¢ | | [ Display Event || Dis e JI[ Print Preview ||
F. Event Number RFx Number Event Type Event Status  Start Date End Date  Response Number Response Status  Event Version Response Ve
| 318000025 1130-14-R-IFED-00108-v01 | invitation for Bid = Published 01/24/2014 | 020472014 | B000000034 Submitted
1130-14-R-IFED-00101 Invitation for Bid | Published 01/24/2014 | 0270472014 Mo Bid Created 1
1130-14-R-IFED-00100 Invitation for Bid | Published 01232014 | 01112215 Mo Bid Created 1
1130-14-R-IFEC-D0052 Invitation for Bid | Published 01/22/2014 | 0173172014 Me Bid Created
3374-14-R-IFED-D005E Invitation for Bid = Published 017222014 | 02072014 Mo Bid Created 1
23T4-14-R-IFED-DDOET Invitation for Bid = Published 01/22/2014 | 02705:2014 Mo Bid Created 1 =
el I

4, Click Apply | ###% | to apply the search criteria.
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{ Create an RFx Response

Bective Gueries
eRFuxs Al{23) Publiched {1} Ended (0 Completed {1}

Without Category Assignment Mew Qusry (00

eRFxs - All

w Hide Quick Criteria Maintenance

Work Instruction
Transaction Code(s):

RFx Number: < 3160000291 [ ] L
RFx Status: |:E|
MyResporsssFrom: | |¥|
Smart Number: | |
Agancy: e[ 1l [ Al &
Sommodity: ® I =
Buyer: 2 ) = | =4
‘ﬁel':l[Staridard View] |v| | | Create Resporsal | Display Event || Display Response | | Print Pla\'iawl | | Refresh || Export « |
E. Ewent Number RFx Number Event Type Event Status  Start Date  End Date Responss Numbsr Response Status  Ewent Wersion
J 3180000205 1130-14-R-|IFBO-00105-V01 | Invitation for Bid | Published 01/24/2014 | 02/04/2014 | BD0D0DDDIE ‘Submitted
J 2160000252 1120-14-R-IFEL-00101 Invitation for Bid | Published 01/24/2014 | 020472014 Mo Bid Created 1
J 3180000291 1130-14-R-|IFBO-00100 Invitation for Bid | Published 01/23/2014 | 01122015 Mo Bid Created 1
J 2160000282 1120-14-R-IFED-D0052 Inwitation for Bid | Published 017222014 | 01/3172014 Mo Bid Created
J 80000282 3374-14-R-IFBD-00058 Invitation for Bid | Published 01/22/2014 | 02072014 Mo Bid Crested 1
| 3180000281 3374-14-R-IFBO-0005T Invitation for Bid | Published 01/22/2014 | 02/05/2014 Mo Bid Created 1
4|
Active Queries
a
Active Queries T
eRFuxs AN[23) Publshed (1) Ended (0) Completed (1)
Without Category Assignment New 03
eRFas - All
. | w Hide Cuick Criteria Maintenance
RFx Number: < [31600002517 | L >
RFx Status: :3
MyResponsesFrom: | |*]
Smart Number: | |
Agency. o 1A ol Al P
Commetty: O S —
Buyer: < 1) = | =
WWSW View] =] | [ Create Response | | [ Display Event || Display Response | | | Print Preview | || [ Refresh |[ Exporta |
E. Event Number RFx Number Event Type Event Status  Start Cate End Date  Resp Humber R Status  Event Version Response Ve
3180000250 1130-14-R-IFBD-00105-V1 | Invitation for Bid | Published 01/24/2014 | 020472014 | 2000000038 Submitted 7
2180000252 1130-14-R-FBD-00101 Invitation for Bid | Published 01/24/2014 | 02/04/2014 No Bid Created 1
::‘ 3180000251 1130-14-R-IFED-00100 Invitation for Bid | Published QUZVN014 | (112208 No Bid Created 1
_l 2180000283 1130-14-R-IFBD-00033 Invitation for Bid | Published QUZ22014 | 0132014 No Bid Created
’J 3180000282 3374-14-R-IFBD-00053 Invitation for Bid | Published 01/22/2014 | 020772014 Mo Bid Created 1
| 16000028 1 33T4-14-R-IFBD-0005T Invitation for Bid | Published 01/22/2014 | 020572014 Mo Bid Created 1 e
4l | »l
+ Hide Quick Critena Mamtenance

5. Click Hide Quick Criteria Maintenance
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Create an RFx Response

) Work Instruction
Transaction Code(s):

Active Queries

Bctive Queries

eRFxs All(1} Published (1} Ended {0} Completed (1}
Without Category Assignment Mew Qwery [0}

eRFxs - All

['» Show Quick Critenia Maintenance |

View: | [Standard View] [#] ||| Create Responss |

- | | | Refresh ” Eneaill

E. Ewvent Numbsr RFx Numbsr Ewvent Type Event Status  Start Date  End Date Rezp Mumber R Status
J 3180000251 1130-14-R-IFBD-00100 | Invitstion for Bid | Published 01/23/2014 | 01122015 Wo Bid Created

1l

Event Version Responss Version

i

vl

s

|4

6. Click 3160000291 =1z0000251.
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> Work Instruction
Transaction Code(s):

Display RFx 3160000291

Create an RFx Response

Display RFx : 3160000291

Help
RFx Number 2160000291 Smart Number 1120-14-R-|IFED-00100 RFX Status Published RFx Start Date 01/23/2014 18:20:00 CST Remaining Time 328 Days (2:32:17
RFx Owner Mr. Sims Harman RFx Version Number 1 RFzx Version Type Active Version
[ Print Preview | | [Refresh | | [[Participate | [ Tentstive | [ Create F | [ Questions and Answers {0 | [Export |
RFX Information -~ ltems [ Motes and Attachments
| RFx Parameters | Questions | MNote and Attschments | Conditions | Payment
Time Zone: 5513 Bidder Submission Deadiine Date:12/31/2014
S B IS | (.0 Oy Bidder Submission Deadiine Time:[01:30:00 pm
Opening Date: * 01/10/2015 12:00:00 am
End of Binding Pericd:
Cumency: usD
w Partners and Delivery Information El
| Detaits |[ Add . |[ Send E-Mail |[ Call |[ Clear | Filter Settings
Function Numbsar Name Phone Number
= Reguester Sim= Harman 404-ET3-5122
= Location MSE DEPT FINANCE & ADMINISTRATION
| [Cincal | CedntPreview | | [Refresh | | [Participate | [ Tentative | [ Create F | [Questions and Answers (0 | [ Export |
FRPRERT O

7. Click Participate | Farticipzt=. This step is required and notifies the SoMs your intent to

create a RFx response.

8. Click Create Response | Crests Response
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Transaction Co

Create RFx Response

Create an RFx Response
Work Instruction

de(s):

Create RFx Response Help
RFx Response Number S000000038 RFx Number 3180000251 Status In Process Submission Deadline 12/31/2014 13:30:00 C5T Opening Date 01/10v2015 00:00:00 CST
Remaining Time 338 Days 02:31:55 RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number Active Version RFx Version Number 1
“ Attribute Does the vendor accept the required contractual te is mandatory; maintain attribute value =
0 Attribute How long has your company been in business (Specif iz mandstory; maintsin attribute value -
[ Submitl [Read Only | [ Frint Preview | | [ Check || Export | [ Import | [ Questions and Answers (D) |
RFx Information - Items ¢ Motes and Attschments | Conditions | Summary | Tracking
| Basic Data | Questions | Motes and Attachments | Conditions | Payment
Event Parameters Pricing Arrangement
Validity Period: - Service and Delivery
o United States Dollar Pricing Armrangement:
Target Value of RFx Response: usD Status and Statistics
Created On: 01/27/2014 10:58:06 C5T
Crested By: Ms. Golden Eagle
Last Processed On: 01/27/2014 10:58:06 C5T
Last Processed By: Ms. Golden Eagle
w Fartners and Delivery Information =]
Details C. C Filter Settings
Function Numbsar Name Phone Mumber
= Location ME DEPT FINANCE & ADMINISTRATION
[Submit | [Close | | [Read Only | [ Print Preview | | [Gheck | [ Save | [Export | [ Import | [ Questions and Answers (0) |
9. Click Questions Bu=stiens to view the required buyer questions.
10. As required, complete/review the following fields:
Field R/O/C Description
How long has your Required
company been in
business (Specify in Example:
years): 7
11.  Click Yes = Y=
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Create an RFx Response

Work Instruction
Transaction Code(s):

Create RFx Response

Create RFx Response

Help
RFx Response Number S000000038 RFx Number 3180000251 Status In Process Submission Deadline 12/31/2014 13:30:00 C5T Opening Date 01/10v2015 00:00:00 CST
Remaining Time 338 Days 02:31:55 RFx Owner Mr. Sims Harman Target Value 0.00 USD RFx Response Version Number Active Version RFx Version Number 1
o Attribute Does the vendor accept the required contractual te is mandatory; maintain attribute value ﬂ
0 Attribute How long has your company been in business (Specif iz mandstory; maintsin attribute value ﬂ

|S||bmit| [Read Only | [ Frint Preview | | [Check || Export | [ Import | [ Questions and Answers (0] |

RFx Information - Items ©  Motes and Attschments | Conditions | Summary [  Tracking

|MMIW|MMAM|W|PM

Question Reply Comment
How long has your company been in business (Specify in years): * YR

Does the vendor accept the required contractual terms and conditions: * 3 Yes " No

[Submit | [Close | | [Read Only | [ Print Preview | | [Gheck | [ Save | [Export | [ Import | [ Questions and Answers (0) |

12. Click Notes and Attachments Meotes and Attschments

13. Click Items ltzms,
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Create an RFx Response

Work Instruction
Transaction Code(s):

Create RFx Response

Create RFx Response

RFx Response Number

RFx Number 2160000251 Status In Process
Target Value 0.00 USD

Submission Deadline 12/21/2014 13:30:00 CST
RFx Response Version Number Active Version

RFx Version NHumber 1

[Submit | [Close | | [Read Only | [ Print Preview | | [Gheck | [ Save | [Export | [ Import | [ Questions and Answers (0) |
RFx Information <" ltems ©  Notes and Attachments | Condions | Summary | Tracking
W ltem Qverview

Opening Date 01/10v2015 00:00:00 CST Remaining Tir

-

[IDeEE)| | Add New = | | [ Copy | Faste |[ Delete | ||| Calculate Valuz |

Description  Variant  ltem Type  Product 1D

Product Category  Product Category Description  Required Quantity  Submitted Quantity Unit  Price  Currency  Price Per
abrasive Matarial D0 Abrasives Clothfiber 2

2 EA 0.00 USD 1

Total Vah

|4

14.  Click Details button (2=l
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! RBAGSE @R Create an RFx Response
[LL%-[C Work Instruction

Transaction Code(s):

Create RFx Response

Details for item abrasive

Item Data Questions. Motes and Attschments Fayment ‘Conditions Table Extensions Deliveny ‘Subcontracting
W Basic Data
Identification Currency: United States Dollar
Item Type: Material Required Quantity: Z| EA =ach
Froduct Category: 00514 Abrasives Clothfiber SIS EA | each
Product ID: Price: [ 0.00] USD Per: | i|ea
Description: abrasive Delivery Days: 000
Item Variant Description:  Original Item Mot to Excesd Price: n|
Not Separately Priced:
Supplier Product Number: | EEE O
Manufzcturer Part Number: Status and Statistics
FEE e T : ‘Guaranteed Minimwm Amount; 0.00
External Manufacturer:
Net value: 0.00
Acceptance at Origin: I
Acceptance at Origin in RFx: [
w Partners and Delivery Information
Function Number Name Phone Numb
* Requester Sims Harman 404-579-9122

[ Read Only | [ Print Preview | | [ Check || Export | [ Import | [ Questions and Answers (0]

4

15. As required, complete/review the following fields:
Field R/O/C Description

Price: Required
Example:
2500
Delivery Days: Required
Example:
10
Supplier Product Required
Number:
Example:
123 _abc 9
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Create an RFx Response

Work Instruction
Transaction Code(s):

| NAGIE,

Create RFx Response

_—mlmmammlwlc«ﬁmlemiMmyimm

MNotes and Attachments

Identification —
Ty Reguired Quaniy: [ 2feA=mn

Product Category: (00814 | Abrasives Clothfiber ELLTRE EISTILE [ Z[EA Jesn

Froduct ID: [ ] Frice: [ 2200] usD Per: | 1]ea
Description: | abrasive | Defivery Days:

Item Variant Description:  Original Item Mot to Excesd Frice: i

‘Supplier Product Number:  [123_abc 3

PartMumber: [ | Status and Statistics
e — — R —
Extenal Manufactorer. | |
Net value:
Acosptance at g [

| Details || Add . |[ Send E-Mail || Call |[ Clear |
Function Number Name Phomne Mumbs

+  Requester

| [Resd Oy | [Frnt Frevien | | [Check | [Save] [Export | [Import | [ Gusstions and Arswers (0] |

4l

|»

16. Click Notes and Attachments tab ~ Motes and Attachments

Published on 1/23/2015 LOG820_CREATE_BID_RESPONSE.udc Page 11 of 18



Create an RFx Response

Work Instruction
Transaction Code(s):

Create RFx Response

Line Mumber Description Variant [tem Type Product ID Product Category  Product Category Description  Reguired Quantity  Submitted Quantity Uit Price Cumency Price Per Total Value
- ﬁlj abrasive Materis| Abrasives Clothfiber 2 2 EA 250000 USD 1 5,000.00
Details for item abrasive
Item Data Questions. Payment ‘Conditions Table Extensions Delivery ‘Subcontracting
w Notes
Category Description
RFxiAuction Tesxt -Empty-
B Empty-
Empty-
Empty-
W Attachments
[ Add Attachment |[ Edit Description |[ Versioning « |[ Delete |[ Create Profile
Category Description File Nams Version Processor Checked Out Type Size (KB)
E The table does not contain any data
[[Read Only | [ Print Freview | | [Check | [ Save | [ Export | [ Import | [ Questions and Answers (D) | -
o e | »
H H ' Bidder's Remarks
17.  Click Bidder's Remarks =2='= f=n=rs
H v
Add Bidder's Remarks
Add Bidder's Remarks = E

Bidder's Remarks: |

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

Field R/O/C Description
Bidder's Remarks: Required
Example:
We can deliver products with in 10 days
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Create an RFx Response

Work Instruction
Transaction Code(s):

Add Bidder's Remarks

Add Bidder's Remarks

Bidder's Remarks: [We can defiver products with in 10 days |

19.  Click OK [2%],

Create RFx Response

Line Mumber Description  Variant  [tem Type Product 1D Product Category  Product Category Description  Required Quantity  Submitted Quantity  Unit Price  Cumency Price Per  Total Value o
|—. @IE  abasive Material 00514 Abrasives Clothfiber 2 2EA 250000 USD 1 5000 |

Immi&ﬁm_wlmlTﬂminwiw

Category Description
J RFs/uction Text Empty-
N We can deliver products with in 10 days
J Purchsser's Remarks -Empty-

Justification Empty-

[{Add Attachment || Edit Description |[ Varsioning « |[ Delete ][ Create Frofile |

Category Description File Nams Version Processor Checked Out
Eﬂ\etabledmmwmainawdata

| [ResdOnly | [Print Preview | | [Gheok | [Save | [Export | [Tmport | [Questions and Answers (0] |
—=_]

20.  Click Add Attachment [#82 Attshment |

[«]
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Create an RFx Response

Work Instruction
Transaction Code(s):

Add Attachment
Here, you can uplead a file and attach it to the selected tem
File: ” ” Browss... |

21.  Click [ 2rmws=.. |

Choose File to Upload

@ CrooseFie 1 Upiood N |

OO?@ b Libraries » Documents » w | ¢ ||| Search Documents P|

COrganize - Mew folder * [ @
| B admin Documents library . S
i -android Includes: 2 locations frange By:  Tolder
| AppData o
5 Contacts ) LOGE20_GHAMGE_RFx_RESPOMSE %
i Desktop R ., LOGE20_CREATE_BID_RESPOMSE
5. Downloads ) LOGE20_QUESTION
5] Dropbox £ | LOGBOO_SUP_REG
i Favorites ., LOGE00_SUPPLIER_REG
L Google Drive ) LOG_SUS_OWN_DATA
P Links ) LOG_SUS_CHAMGE_COMPANY_INFO Il
| My Document: ., LOG_SUS_FIMND_USER
W My Music . Mobogenie |
=| My Pictures ., Optimizer Pro
|| My Videos il | AVGOD 3
File name: | - |AllFiles ¢ -
[ Open ] ’ Cancel ]
— —

22.  Click Page down =

23.  Click Booklxsx
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Create an RFx Response

Work Instruction
Transaction Code(s):

24.  Click Open .

Add Attachment

Add Attachment =B
Herz, you can upload a file and attach it to the selected item
File: |E:'I.U5er5'l.admin'l.Docu mdlﬂml,l‘!-q:u_ .l
Drescription: | |
[=]
25. As required, complete/review the following fields:
Field R/O/C Description
Description: Required
Example:
Product List
26. Click OK | =%
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Create an RFx Response

Work Instruction
Transaction Code(s):

Create RFx Response

Line Number Description  Variant  Item Type Product 1D nmm|nmmm Required Quantity Submitted Quantity Unit  Frice mmu;|nmna mu;lz

mmim_wlmlrﬂzmimim

Clear
Category
RFx/Auction Text

141

[ Desoron ][ Versoning a | Dokt || Cresi= roie |

5_————5_—

| [Rez8 only | [Print Previen | | [HEEK] [Save] [Export | [Import | [ Gusstons and Answers (0) |
| —

27.  Click Check [Chesk],
28.  Click Submit [2umit]

$
Flle]
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Create an RFx Response

Work Instruction
Transaction Code(s):

End of simulation.

RFx Response Number 6000000038 RFx Number 2180000231 Status Submitted Submission Deadline 12/21/2014 12:20:00 5T Opening Date 01/10/2015 00:00:00 CST Remaining Time
Target Value 0.00 USD RFx Response Version Number Active Version RFx Version Number 1

RFlef-pensemmslhﬁmed|

[Edit] [Chose | | [Frint Preview | | [Refresh | | [Withdraw | [ Export | [ Questions and Answers (0] |

/RFxTnfomlaﬁnn- mmmmmrmimmkﬁwuq

[ Detaits || Add New . ||[[ Copy |[Paste [ Delete | | [ Calculate Value ||

Line Number Description  Variant Item Type  Product ID Product Category ~ Product Category Description  Required Quantity  Submitted Quantity Unit  Price  Cumency Price Per  Total Valy

|mmhimmﬁmu_ﬁymlcuﬁﬁmulmiemmimmimm

29. End of simulation.

Published on 1/23/2015 LOG820_CREATE_BID_RESPONSE.udc Page 17 of 18



Create an RFx Response

Work Instruction
Transaction Code(s):

Result

You have successfully submitted an RFx response to the State of Mississippi.
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