{ Create an RFx Response
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Procedure

1. Log in Magic

Purchase Orders

BE Supplier Self-Service Work Center
= The Supplier Self-Service Work Center is the central point for suppliers All
Y i accessing all their functionality. Use the Supplier Work Center by clicking on the s
appropriate links. New
Vendor Spend Application Changed
In Process
=7 RFxand Auctions Confirmed
EE; Partially Confirmed
= Rejected

Canceled by Customer

2. Click RFx and Auctions Ico

Active Queries

eRFxs
Without Category Assig

AN(23) Pubished (1) Ended (0) Complated (1
New Query (0

eRFxs - All

| = Hide Quick Criteria Maintenance

RFx Number: o To[ =
RFx Status: fi hod
My Responses From: =
Smart Number: [ ]
Agency - E— N ', B
Commodity e | =) To & s
Buyer: = I = I = »
View: | [Standard View] [¥] | /[ Creste R nse | | | Print Preview | || [ Refresh ][ Export4 |
| EventNumber RFx Number EventType  EventStats StartDate EndDate R Number R Status  Event Verson Response Vel
| 2180000298 | 1120-14-R-IFBD-00105-V01 | Invitation for Bid | Published 01/24/2014 | 02/04/2014 | 8000000028 Submittes j
7J 180000252 | 1130-14-R-IFBD-00101 Invitation for Bid | Published | 01/24/2014 | 02/04/2014 NoBid Created 1
| 1120-14-R-IFED-00100 Invitation for Bid | Published 01/23/2014 | 01/12/2015 No Bid Created | 1
J 1120-14-R-IFBD-00033 Invitation for Bid = Published 01/2272014 | 01/31/2014 No Bid Craated
i 2374-14-R-IFED-00058 Invitation for Bid | Published 01/2212014 | 02/07/2014 No Bid Created | 1
3374-14-R-IFBD-00057 Invitation for Bid | Published 01/22/2014 | 02/05/2014 No Bid Created | 1 ~
>
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3.

Enter RFx in the “RFx Number Field”

Create an RFx Response

Active Queries

eRFxs AN(23) Pubished (1) Ended (0) Completed (1)
Without Category Assignment New Query (0)

eRFxs - All

| = Hide Quick Criteria Maintenance

RFx Number: © [31860000251] | o[ >

RFxStatus: &

My Responses From: :E

Smart Number: [ ]

Agency: o1l 1) I = 4

Commodty: ° To 4

Buyer: ° 1.0 I = ) 2

[Aepty |[Cexr]

View: | [Standard View] =] | [ Create Response | | [ Display Event || Dispiay Response | | [ Frint Preview | || [Refresh |[ Export4 |

F. Event Number RFx Number Event Type Event Status Start Date End Date  Response Number Response Status Event Version Response Vet
21800002598 | 1130-14-R-IFBD-00105-V01 | Invitation for Bid = Published 01/24/2014 | 02/04/2014 | 8000000038 Submitted i
3180000252 | 1130-14-R-IFBD-00101 Invitation for Bid = Published 01/24/2014 | 02/04/2014 No Bid Created | 1
2180000231 | 1130-14-R-IFBD-00100 Invitation for Bid = Published 01/23/2014 | 01/1272015 No Bid Created 1
3180000283 1130-14-R-IFBD-00053 Invitation for Bid  Published 01/22/2014 | 01/31/2014 No Bid Created
3180000232 | 3374-14-R-IFBD-00058 Invitation for Bid = Published 01/22/2014 | 02/07/2014 No Bid Created 1
3180000281 3374-14-R-IFBD-00057 Invitation for Bid = Published 01/22/2014 | 02/05/2014 No Bid Created | 1 I

<l »!
4, Click Apply to apply the search criteria
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Create an RFx Response

5. Select RFx Number hyperlink

-
Betive Queries [
eRFxs All (1} Published (1) Ended {0} Completed {1}
Without Category Assignment Mew Qwerny [0)
eRFxs - All
v Show Quick Criteria Maintenance |
View: [ [Standard View] [=] | [ Creste Response | e | | [Frint Freview | || [ Refresh |[ Export 4
E. Ewent Numbsr  RFx Mumber Event Type Event Status  Start Date  End Date Reszp Mumber R Status Event Version Response Version
J 3160000251 1130-14-R-IFBD-00100 | Invitation for Bid | Published 01232014 | 011272015 Mo Bid Created i
-
4 vl
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Create an RFx Response

6. ClickParticipate. This step is required and notifies the SoMs your
intent to create a RFx response

7. Click Create Response

Display RFx : 3160000291 Help
RFx Number 2180000251 Smart Number 1130-14-R-IFBD-00100 RFX Status Fublished RFx Start Date 012372014 16:30:00 CST Remaining Time 338 Days 02:32:17
RFx Owner Mr. Sims Harman RFx Version Number 1 RFx Version Type Active Version
[ Print Preview | | [Refresh | | [[Participate | [ Tentstive | [ Create F | [ Questions and Answers {0 | [Export |
RFX Information - ltem= [ Motes and Attachments
| RFx Parameters | Questions | Mote and Attachments | Conditions | Payment
Time Zone: 5 Bidder Submission Deadline Date]12/31/2014
S B IS | (.0 Oy Bidder Submission Deadiine Time:[01:30:00 pm
Opening Date: * 01102015 || 12:00:00 am
End of Binding Period:
Cumency: usD
w Partners and Delivery Information ]
| Detsils |[ Add < |[ Send E-Msil |[ Call |[ Clear | Filter Sattings
Function Numbsar Name Phone Number
= Reguester Sims Harman 404-5T9-9122
= Location MSE DEPT FINANCE & ADMINISTRATION
| [inzal | [Erin Preview | | [Refrech | | [Participate | [ Tentative | [Create F | [ Questions and Answers (0 | [ Export |
PPN
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8. Click Questions tab to view the required buyer questions.
9. As required, complete/review the question fields

Create RFx Response Help

RFx Response Number E000000028 RFx Number 2180000251 Status In Process Submission Deadline 12/21/2014 12:20:00 C8T Opening Date 01/10/2015 00:00:00 C5T
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

g Attribute Does the vendor accept the required contractusl te is mandstory; maintsin attribute value | ﬂ

I Attribute How long has your company been in business (Specif is mandstory: maintain atribute value | =

[Submit | [Chose | | [Read Only | [Frint Freview | | [Check | [ Save | [ Export | [ Import | [ Questions and Answers (0] |

/ﬁ"mf Nmm#mmkmmk&nml Tlad(mg|

| Basic Data | | Motes and | C | Payment
Event Parameters Pricing Arrangement
Ve et [— — EeE
Pricing Asr; nt:
Curency: United States Dollar ricing Aangement, ||
Ceiling Amount:
Target Value of RFx Response: usD 3 s and Statistics
Created On: 01/27/2014 10:58:08 C5T
Created By: |Ms. Golden Eagle ]

Last Processed On: 01/27/2014 10:58:06 C5T

Last Processed By: | Ms. Golden Eagle ]

| Details |[ Send E-Msil |[ Call || Clear | Filter Sattings
Function Number Name Phens Number
= Location MS DEFT FINANGE & ADMINISTRATION

Submit | [Clos= | | [Resd Only | [Print Preview | | [Check | [Save | [Export | [Import | [Questions and Answers (0] |
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10. Click Yes

Create RFx Response Help
RFx Response Number S000000035 RFx Number 3180000251 Status In Process Submission Deadline 12/31/2014 13:30:00 C5T Opening Date 01/10/2015 00:00:00 C5T
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
o Attribute How long has your company been in business (Specif iz mandstory; maintsin attribute value j
[R==d Only | [ Print Preview | | [Check | [ Save | [Export | [ Import | [ Questions and Answers (0] |
—
,mmm'|mlnmmawm|'wm|'&mmm'nm|
Basic Data | i | Motes and | Condith | Payment
Question Reply Comment
How llong has your company been in business (Specify in years): * YR
Does the vendor sccept the required contractual terms and conditions: * @ Yes (T No

[Read Only | [ Print Freview | | [Check | [ Save | [Export | [ Import | [ Questions and Answers (0) |
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c Create an RFx Response
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11. Click Items tab

Create RFx Response

RFx Response Number G000000035 RFx Number 2180000231 Status. In Process Submission Deadline 12/21/2014 12:20:00 C5T Opening Date 01/10/2015 00:00:00 CST Remaining Tir
Target Value 0.00 USD RFx Response Version Number Active Version RFx Version Number 1

[Submit | [Clese | | [Resd Only | [Frint Preview] | [Chieck | [ Save | [[Export | [Tmport | [Gusstions and Answers (0] |

et AR s | ot | sy | |

-

[ Detaits || Add New . | Copy | Paste |[ Delete | | | Calculate Value |
Description  Variant  Item Type  Product ID Product Category  Product Categony D ript quired Qusntity Quantity Unit Price Cumency Price Per  Total Vah
etails
|— . pd abrasive Material 00514 Abrasives Clothfiber 2 ZEA 000 USD 1 0.
-
— 1 — =]
TR >

12. Click Details button
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Create an RFx Response

13. Items Data tab: As required, complete/review the following fields: Price, Quantity,
Delivery Days, Supplier Product Number

[»

-mlmmmlwlmlemiMmyimm

Period of -1
Extemal Manufscturer: | |

Net v
Acceptance at Origin: O

| Details || Add . |[ Send E-Mail || Call |[ Clear |

\dentificati
Ty

[Product Category: 00514 Clothfiber
Product 1D: [ ]
Description: |abrasive |

United States Dollar
[
— P

0.00] USD Per: | 1|ea

Function ‘Number Name Fhone Numb

* Requester Sims Harman 404-579-9122
| [Resd Oy | [Frnt Frevien | | [Check | [Save] [Export | [Import | [ Gusstions and Arsmers (0] | E
<] »
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14. Click Notes and Attachments tab

[»

-mlmmmlwlmlemiMmyimmm

MNotes and Attachments

AIITELE Cumency: United States Dollar

ttem Type: Reguirad Quanty: EA ssch

Product Category: [00514 | Abrasives Clothfiber ELLTRE EISTILE [EA ] each

Product 1D [ | Price: 2500| USD Per: 1] EA
Description: |abrasive | T s

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

Supplier Product Number: | 123_sbo_8 | AT A I O

T Status and Statistics
e L L 750
Extemal Manufscturer: | |
Net v
Acceptance at Origin O

| Detaits || &dd « || Send E-Mail || Call |[ Clear |

Function Numbsr Name Phone Numbs
* Requester Sims Harman 404-579-9122
| [Rese Only | [Frint Freview | | [Check | [Save ] [Export ] [Tmport] [Questions and Arswer= (0] ] =l
4| »

15. Click Bidder's Remarks, if applicable

Line Number Description  Variant  Item Type Product 1D Product Category = Product Category Description  Required Quantity = Submitted Quantity Unit  Price  Curmency = Price Per  Total Value o

|mmhinmﬁmu_ﬁyumlcuﬁﬁmulmiemmineimyimmm

c Descinth

Bidder's Remarks “Empty-
Purchszers Remarks “Empty-
| Justifieation Empty-
[Aad |[ Edit Description |[ versioning « || Delete [ Create Frofile |
Category Description File Nams Version Processor Checked Out Type Size (KB)

The table does not contain any data
H|

| [Re=d Only | [Frint Preview | | [Check | [Save | [Export | [import | [ Cusstions and Answers (0] ] -
-] vl |
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16. If applicable, enter bidder’s remarks

Add Bidder's Remarks =E

Bidder's Remarks: |

17. Click OK
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18. Click Add Attachment

S
=

|| Purchasers Remarks

?
1

The tsble doss not contsin any data
H|

| [Rez8 only | [Print Preview | | [Gheck | [Save] [Export | [Tmport | [(Gusstons and Arswers (0] |
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Create an RFx Response
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Add Attachment, if applicable

Here, you can uplead a file and attach it to the selected tam

File: ” ” Browse... |

Drescription: | |

[R] [Cores'

19. Click Browse

20. Choose File to Upload

21. Click Open

Here, you can uplead a file and attach it to the selected tem

Fille: |E:'I.Llser“s'l.admin'l.DocumE“;ll_E,m.,gﬁ..:._ o]

Description: | |

[K] [Conce |

22. Add description

23. Click OK
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24. Click Check
25. Click Submit

| [Fezdorly | [Prnt Preview | | [555K] [Save | [Export ] [Tmport | [Guestions and Answers (01 |
e —— =
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Create an RFx Response

26. Select Close

RFx Response Number S000000022 RFx Number 2160000221 Status Submitted Submission Deadline 12/31/2014 13:30:00 CET Openirg 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] [Close | | [Print Preview | | [Refresh| | [Withdraw | [Excport | [ Questions and Answers (0} |

RFx Information Motes and Attschments ‘Conditions Summarny Tracking

[ Detaits || Add New . | ||| Copy |[ Faste |[ Delete | | [ Calcuiate Valus | |
Line Mumber Description  Variant Item Type Product D Product Category  Product Category Description  Riequired Quantity  Submitted Quantity  Unit Price Currency Price Per  Total Valy

|mmhimmﬁmu_ﬁymlcuﬁﬁmulmiemmimmimm

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