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Reference M aterials

Phoenix Program OnlineLibrary

The Online Library is a Phoenix online support system, commonly referred to asthe OLL. It can
be used as an additiond reference source for all Phoenix modules and can guide a user through
the details of Phoenix gpplications. The OLL is launched directly from any data entry pand by
pressing the “F1” key. Userswith “Inquiry” access will see the PeopleSoft verson (nor+
customized) of the OLL. Users must be in a data entry pane to be able to use the customized
State of Georgia OLL as areference guide.

The Library contains links from every standard end-user pand in PeopleSoft applications. Users
can go directly to the OLL for detalled step-by-step ingtructions on using that pand or pand
group. Y ou can aso conduct basic and advanced queries and use associated "hat links” or *jump
links’ to reach information on related topics. Every procedure contains many of the following
choices.

Overview - Describes the process for the panel. May reference the Business Process
Timing - Describes when this particular pand is used

Key points - Describes important information about the pand you were working with
Input - Describes where the user would get information for this panel

Output - Describes the result of the information you entered in the pand

Navigation - Describes the pathway to get to the current panel

Panels - Describes the panelsin the pand group

Detailed directions - Describes step- by-step ingtructions on how to complete the pandl

Once the OLL is opened, you may toggle between your data entry panels and the OLL by usng
the“Tab” key. The OLL and the Phoenix pand will remain on the window taskbar located at the
bottom of your screen.

To perform aquery inthe OLL, use the following navigation to activate the query view pand.:

Search =
Query or Advanced Query =
Enter subject or item for search
Click Ok
To search for adifferent topic repeat the above steps.

Internet Path for Business Processes

The current path for the Purchasing processes through the Phoenix websiteis asfollows:
http://phoenix.gagta.com/
Sdect: Financids
Select: PO
Select: Business Processes




Select: The Business Process Topic Desired, e.g. PO-008
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A. Introduction

Requisitioning, Approving and Editing Items

Welcome to the Requigitioning, Approving and Editing Items section!  This section
contains the tools needed to learn al the concepts and proceduresinvolved in
Requigtioning, Approving and Editing Items.

Goal To acquire the skills and knowledge necessary to perform al procedures identified in
the Phoenix Program Purchasing Processes section of the online Library for
Requistioning, Approving and Editing Items.

Participant

Objectives At the end of this module you will be able to

1. Enter requisitions
2. Enter requigtion with multiple ditributions
3. Modify requigtions



April 2003

B. Business Process
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Activity Materials

W

LECTURE

GUIDE

e

HANDOUT

Relevant Business Processes:

ok wpnE

POQ005 — Requigition Amount Approva
PO006 — Requisition Chartfidd Approva

PO012 — Editing / Budget Checking — Requisitions, Purchase Orders

PO013 — PO Pogting — Requisitions and Purchase Orders
PO015 — Request for Quote — and PO from State Requisition
PO024 — Recondiligion — Requisitions and Purchase Orders
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C. Exercises

Exercise 1 - Enter arequisition

Scenario: Y our supervisor has given you arequest to purchase two 45-foot, 6-whed “low
boy” platform trailers, which cost $10,000 each. The recommended vendor is
Barnes Farm Machinery in Augtdl, Georgia. Your god isto verify that the vendor
exigs and enter the requigtion in Phoenix.

Step 1 Sdect: Go=>Adminiger Procurement=»Maintain Vendors

Expected The Maintain Vendors window displays.
Results:

Step 2 Sdect: Inquire=»Vendor Information= | dentifying I nformation

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:
SetlD: STATE
Short Vendor Name: BARNESFARM
Click: OK

Expected A ligt of matching vendorsis displayed.
Results:
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Exercise 1 (continued)

Step 4 Select BARNESFARM — 001
Click: SELECT
Expected The Identifying Information pane displays.
Results:
Step 5 Review the information to make sure thisis the correct vendor.
Click; _-2=2ten I to proceed to the Location pandl.
Expected The Location pand displays.
Results:
Step 6 Review the information to make sure thisis the correct vendor.
Expected The correct address displays.
Results:
Step 7 Sdect: Go=>»Administer Procurement=>» Requisition [tems
Expected The Requisition Items window displays.
Results:
Step 8 Sdlect: Use=>» Requistions=»Requisition Form=>Add
Expected A didog box displays.

Results:
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Exercise 1 (continued)

Step 9 Enter or sdlect the following:

Busness Unit: 42000
Requigtion ID: NEXT (Default vdue— Do not typein thisfield)

Click: OK

Expected The Requisition Form pane displays.

Results:

Step 10 Enter or sdect the following on the Requisition Form pand:
Req Date: Current System Date (Default value)
Status: Open (Default vaue)
Requedter: Student
Origin: 001

Expected Correct data entry

Results:

Step 11 Click; | Headerbetais | proceed to the Header Details pand.

Enter or sglect the following:

Open Contract: N
Send to Vendor: OFF (Default vdue)

Comments. Recommended vendor: Barnes Farm Machinery, Austell GA.
#0000000135, Location 001. Barnesfarm@aol.com
Agency Contact: Jane Doe, phone 404-555-1717.

Expected Correct data entry
Results:
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Exercise 1 (continued)

Step 12 Feq Defaults

Click: | to proceed to the Req Defaults pand.
Enter or sdlect the following:

State Requigtion: ON
Buyer: Buyer,State (Default value when State Requisition is ON)

ShipTo: PO_001001 (Default value)
Location: PO 001001 (Default value)
Due Date: Delivery Date (F4 caendar) current date + 2 months
GL Unit: 42000 (Default vaue)
Account: 720001

Fund: Al

Org: 4201100270

Program: 01

Sub-Cls 304

BY: Current Budget Y ear
Prj/Grt: 20105

Expected Correct data entry
Results:

Step 13 Click: _ReausiionFem | 4 ot i to the Reguisition Form pand!.

Enter or sdlect the fallowing:

Line1: Click the checkbox next to Line 1 ON
Quartity: 2

UOM: EA

Price: 10000.00

Category: 07078

Desc: Patform trailer

Expected Correct data entry
Results:
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Exercise 1 (continued)

Step 14 Click: _Eomments .. | 4 enter acomment for Line 1.

Enter or sdlect the following:

Send to Vendor ON
Commentsareac  Low boy, 45-foot, 6 whedls. Bid contains 2 pages of
gpecifications and drawings.

Click: to return to the Main Pand, Requisition Form.

Expected Correct data entry
Results:

Step 15 Click: HeaderDetais | 4 proceed to the Header Details pandl.
Click: El to save.

Click: torun the Edit Check process.

Expected The Edit Check processisinitiated. When it begins, you will recaive the following
Results: popup message:

Requisition 0000000003 E

Fequizition Edit process 515 haz been initiated. Push the
@ refresh button to check its progress. [5010,84)

Explain |

Note: The Requisition number and the Requisition Edit process number
may vary from the numbers shown here.




April 2003

PARTICIPANT GUIDE

Exercise 1 (continued)

Step 16 Click: OK to close the popup message.
Click: until the pandl is refreshed.
NOTE: If a“GL Journa Entry Processng” diaog box is displayed,
repeat above.
Expected Pandl is edited and refreshed. Post document indicator is“Y™ on the Header Details
Results: Panel. User is returned to the Requisition Form pandl.
Step 17 On the Requistion Form pand,
Enter or sdlect the following:
Status: Approved
Click: El to save.
Expected Correct data entry
Results:
Step 18 Click: _Me=a2erDetals | 4 vetiirn to the Header Details pand!.
Click: E’ to run the Budget Check process.
Expected The Budget Check processruns. When it isfinished, you will receive the following
Results: popup Message:;

PeopleCode Manager [Update) E

The Requizsition successfully met Budget Checking
requirements. Do you want the panel refreshed?

Mo Lancel E=plain
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Exercise 1 (continued)

Step 19 Click: i to close the popup message and refresh the pandl.

Expected Pandl is edited and refreshed. BCM Statusis“Vadid” on the Header Details Pandl.
Results:
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Exercise 1 (continued)

Check
Results

Step 20 Compare your Requisition Form pand to the panel shown below:

Requisition Items - Use - Requisitions

File Edit View Go Favorites Use Inquire Report Help
I EENE EEREEE R A2 A

Requisition Farm | Header Detailsl Feq Defaults I Acti\-’itiesl

Unit Requisition ID Req Date Status Origin
42000 0000000001 [07/16/2001 | [Approved =l oo =] Kit
Requester: ISludenl ﬂ Catalog |
Line Item / Category Quantity / Desc UOM ¢ ShipTo Price / Date Com
~ 1] ﬂ [ 2.0000] [EA j| 10000.00000 4|
|o7078 j |Platform Trailer |Po_oo1001 j |osr1672001 b

J

Line Details... [Line Defaults... Item... Schedule... Commenls...l mel 1 TDI

[FHTRNE |Fiequisition Form |&dd
[ 8 start| B Groupiiss .| ) Baploring .. | BY Mistosoft .. |39 Requisition ... ¥ FNIDEIE 517 am

Expected If the pandl matches:
Results:
1. Click the checkbox next to Line 1 ON.

2. CIid(Ml to display Line 1's comments.

If these dements do not match, review the steps and consult the Instructor.

Note: The Requisition ID may vary from the number shown here.

Note: The Req Date and Date may vary based on the current system date.
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Exercise 1 (continued)

Step 21 Compare your Line Comments pand for line 1 to the pand shown below:

Requisition Items - Use - Requisitions
File Edit View Go Favorites DUse Inguire Report Help

Blg(8lx| luH] Ble o= Sl=] @elo] *le]s2]

Unit: 42000 Req ID: ooooaoaood Requester: Student
Line: 1 Item: Platfiarm Trailer
Comment #: 1 Aszociated Document ;I
A - + fl
¥ Send to Vendor File Name: I I J m
Commentsz: Specs Nbr: I ﬂ
Law boy, 45 foot, B wheels. Bid contains 2 pages of specifications and drawings ;I

[FNTRNE |Lime Comrnents |&dd i

Expef:w I the pandl metches, dlick "2 ®%% | 15 continueto the Header Details panel.
esults:

If these elements do not match, review the steps and consult the Instructor.

Note: The Req ID may vary from the number shown here.




April 2003

Exercise 1 (continued)

PARTICIPANT GUIDE

Step 22 Compare your Header Details pand to the panel shown below:
Requisition [tems - Use - Requirsitions
File Edit View Go Favorites DUse Inguire Report Help
sl el@x| Eloel slel 5(E| 2= 2kel] # A2
Fequisition Form  Header Details | Req Defaultsl Activities I
Unit: 42000 Req ID: 0000000007
Tot Yalue: 20,000.00 Post Document: Ay Post Status: Mone
[~ Hold From Further Processing BCM Status: W alid -
IN_ Open Contract [¥/N): Accounting Date: IU?” 672001 ﬂ
) rAssociated Document ;I
Comment : 1 File Mame: I I ﬂ
[~ Send to Yendor
~Standard Comments
Std Type: I + C t 1D: I
Comments: yee J o
Recommended vendor, Barnes Farm Machinery, Austell Ga, #00000007135-001. Earnesfarmi@aal.comm -
Agency Contact: Jane Doe, phone 404-555-1717.
|[FNTRHE |Header Details |Update/Display A
Expected The panel matches. Congratulationd
Results:
If these dements do not match, review the steps and consult the Instructor.
Note: The Req ID may vary from the number shown here.
Step 23 click: Xlto closethe pandl.
Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 2 - Enter arequisition with multiple distributions

Scenario: Y our supervisor wants you to requisition 10 heavy-duty rotary mowers. A
recommended vendor is John Deere in Dublin, Georgia. List yoursdf asthe Agency
Contact. Each mower cost $4500.00 and the category is 07078. Y our god isto
enter the requigtion in Phoenix.

Step 1 Sdect: Go=>Adminiger Procurement=>» Requisition Items

Expected The Requigtion Itemswindow displays.
Results:

Step 2 Sdect: Use=>»Requistions=»Requisition Form=>Add

Expected A didog box digplays.
Results:

Step 3 Enter or sdect the following:

Business Unit: 42000
Requigtion ID: NEXT (Default vdue— Do not typein thisfield)

Click: OK

Expected The Requisition Form pane displays.

Results:
Step 4 Enter or select the following:
Req Date: Current System Date (Default value)
Status: Open (Default vadue)
Requester: Student
Origin: 001

Expected Correct data entry
Results:
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Exercise 2 (continued)

Step 5 Click; | Headerbetais | ) proceed to the Header Detalls pand.
Enter or sglect the following:

Open Contract: N
Send to Vendor: OFF (Default vdue)

Comments, Recommended vendor: John Deeare Dublin GA.. #5000001000-001.
Deeresguipment@mindspring.com
Agency Contact: John Doe, phone 404-555-1718.

Expected Correct data entry
Results:

Step 6 Req Defaults

Click: | to proceed to the Req Defaults pandl.
Enter or sdect the following:

State Requigtion: ON
Buyer: Buyer,State (Default value when State Requisition is ON)

ShipTo: PO_001001 (Default vaue)
Loction: PO _001001 (Default vaue)
Due Date: Ddlivery Date (F4)

GL Unit: 42000 (Default vaue)
Account: 720001

Fund: Al

Org: 4201100270

Program: 01

Sub-Cls. 304

BY: Current Budget Year
Prj/Grt: 20105

Expected Correct data entry
Results:
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Exercise 2 (continued)
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Step 7 Click: _PeistionFem | 4 o i to the Requisition Form pand.
Enter or select the falowing:
Linel: Click the checkbox next to Line 1 ON
Quantity: 10
UOM: EA
Price: 4500.00
Category: 07078
Desc: Rotary Mower
Expected Correct data entry
Results:
Step 8 Click: _Sehedule... | 1 gignlay scheduleinformation.
Sdlect AMT radio button
Expected Line 1's schedule information displays.
Results:
Step 9 Click: _Bistribute. . | 4, Gisniay distribution information.
Expected Line 1’ sdigtribution information displays.

Results:
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Exercise 2 (continued)

April 2003

Step 10 Place cursor in Location fidd of digribution line 1.
Click: El (Insert Row button) to insert arow.
Click in the Amount Field in Digribution Line 1:
Change Amount to 33750.00 (75% of total Requisition Amount)
Click in the Amount Fied in Digribution Line 2:
Enter the amount of 11250.00 (25% of totd Requisition Amount)
Click the checkbox for line 2: ON
Requisition Items - Use - Requisitions
File Edit Yiew Go Favorites DUse Inguire Report Help
el l#x| | sle ool @] Elel] el ]
Line: 1 Schedule: 1
| Dist Status Location Buantity Amount Open Amt |
Vi o [Po_oo1oo1 ﬂ 33750.00 33750.00 £
r 2 0 |PO_D01001 ﬂ 11250.00 1125000
Details.__ | Item Use._. |
[FNTRN1 | Distributioris |dd s
Expected Requigtion line 1, Digribution lines entered as 75% Federad Funds and 25% State
Results: Funds
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Exercise 2 (continued)

Step 11 Click: __Detils- | +5 enter distribution detail information for
Didribution Line 2.
Enter or Sdect the following:

Organization: 4203100201
SubClass: 301
Project: 20208

Requisition Ttems - Use - Requisitions

File Edit View Go Favorites Use Inquire Report Help

gle(@x| 2(=e| el cl=| 8] 2ikelo] #vel7]

eq ID: Requester: Student

S 1 Item: FlntaLMnM
<—f—ﬁm\5hip To: PO_00 001 Forestr |

L L_ Distrib: 2 A g Unit: [+2000 j I~ SpeedChart | ﬂ
Account:  [720001 | 8 Sub-Cls: fa3or 3

Fund: [sr 4 BudgetYear:  [2002 | 4

Org: [420310021 ﬂ Project/Grant: [20208 | ﬂ
Progam:  [01 4] Stat

BCH Status: F Org Budget Data Mot Found

|FNTRNE | Distr Deetails |Update/Display
[ #start| B croupwise .| B Explosing- . | B Microson .. || W Requisition: .. [BFNEDEDE 23am

Click: El to save.

Click to return to previous pand.

Click in gray scroll bar areato retrieve dl distribution lines.
Expected

Results: An additional sat of Chartfidd information is entered for distribution line 2.
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Exercise 2 (continued)

Step 12 Click to return to Requisition Form Pandl.

Expected

Results:

Step 13 Click: eaderDetals | 4 proceed to the Header Details panel.

Click: El to save.

Click: to run the Edit Check process.

Expected The Edit Check processisinitiated. When it begins, you will receive the following
Results: popup Message:

Requisition 0000000003

o

Fequizition Edit process 515 has been initiated. Push the
refresh button ta check its progress. [5010,84)

Explain |

Note: The Requistion number and the Requisition Edit process number
may vary from the numbers shown here.

Step 14 Click: OK to close the popup message.

Click: until the pandl is refreshed.

NOTE: If a“GL Journd Entry Processing” dialog box is displayed, repesat
Steps above .

Expected Pand is edited and refreshed. Post document indicator is“Y” on the Header Detalls
Results: Pand.
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Step 15 From the Requisition Form pand,
Enter or sdlect the following:
Status: Approved
Click: El to save.
Expected Correct data entry
Results:
Step 16 Click: =8 PEak | 4 retiirn to the Header Detils pane.
Click: E’ to run the Budget Check process.
Expected The Budget Check processruns. When it is finished, you will receive the following
Results: popuUpP Message:
The Requisition successfully met Budget Checking
requirements. Do you want the panel refreshed?
it Ho LCancel Explain
Step 17 | todosethe popup message and refresh the pand.
Expected The pand isrefreshed with avaid Budget Checking Status.

Results:
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Exercise 2 (continued)

Check
Results

Step 18 Compare your Requisition Form pand to the pane shown below:

Requisition Items - Use - Requisitions
File Edit View Go Favorites Use Inquire Report Help

gle@x| alaal slel 5= Sl&] 2ikelo] ®lvlle ]

Requisition Farm I Header Detailsl Feg Defaultsl Activitiesl

Unit Requizition ID  Heq Date Status Origin
42000 0000000002 Il]?ﬂ 672001 Igﬁw vl ||]|]1 vl Kit |
Requester: ISludenl j Catalog |
Line Item / Category Quantity / Desc UOM / ShipTo Price / Date Com
~ 1] 3] 10.0000] [EA S+ 450000000 4]
|07078 ﬂ |Rotary Mower |PO_001001 ﬂ |08/16/2001
Line Details... [Line Defaults... Item... Schedule... | Comments._.
[FNTRME |Rrequisition Form |&dd
[#start| B croupiise .| ) Exploing . | B Microsoft . || B Requisiion ... @ ENIDEDE 731 am |

EXpef:ed If the pandl matches, dlick IRESIRBSE 1 orvirye to the Heerler Details parndl.
esults.

If these elements do not match, review the steps and consult the Instructor.

Note: The Requisition ID may vary from the number shown here.

Note: The Req Date and Date may vary based on the current system date.
Note: The Description may vary depending on how you entered the
description from the scenario.
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Exercise 2 (continued)

Step 19 Compare your Header Details pand to the panel shown below:

Requisition [tems - Use - Requirsitions
File Edit View Go Favorites DUse Inguire Report Help

algl@lx| HlHE| sle 2lm| Sl=] Eel=] *le]sz]

Fequisition Form  Header Details | Req Defaultsl Activities I

Umt: 42000 ReqID: 0000000002

W alid
IN Open Contract [¥/N):

Tot Yalue: 45,000.00 Post Document: Ay Post Status: Mone

[ Hold From Further Processing BCM Status: -
Accounting Date: [07/16/2001 | |

rAgsociated Document

Comment #: 1 File Name: I I

o [

[~ Send to Yendor

~Standard Comments

Std Type: I ﬂ Comment I1D: I

Comments:

Recommended vendar, John Deere Dublin GaA, #5000007000-007. D eereequipment@mindzpring. com
Agency Contact: John Doe, phone 404-555-1718.

[FNTRRA |Header Details |Update/Display

Expected The pand matches. Congratulationd!
Results:

Note: The Req ID may vary from the number shown here.

comments from the scenario.

If these dements do not match, review the steps and consult the Instructor.

Note: The Comments may vary depending on how you entered the

Step 20 Click: ﬁlto close the pandl.

Expected The pand is closed. Proceed to the Summary and Review section.
Results:

Exercise completed.
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Exercise 3 - Modify an existing requisition

Scenario: Y our supervisor would like to make some changes to arequisition previoudy
entered. Specificdly, he would like you to (a) change the motor specifications for
the pontoon boats from 85 hp to 185 hp, and (b) replace the request for 100 kayaks
with arequest for five 24-foot boats ($30,000 each). The requisition has not yet
been budget checked. Your god isto modify the requisition in Phoenix.

Step 1 Sdect: Go=>Adminigter Procurement=>» Requisition Items

Expected The Requisition Items window displays.
Results:

Step 2 Sdlect: Use=>» Requistions=» Requisition Form=>» Update/Display

Expected A didog box displays.
Results:

Step 3 Enter or sdect the following:

Business Unit: 42000
Requigtion ID: 50000030X X

(Replace XX with the number assigned to you by your instructor)

Click: OK

Expected The Requisition Form pand displays.
Results:
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Exercise 3 (continued)

Step 4 Click the checkbox next to Line 1 ON.

Enter the following:

Desc: Pontoon boat, 185 hp
Expected Correct data entry
Results:
Step 5 Click the checkbox next to Line 2 ON.
Expected Thefiddsfor Line 2 are activated.
Results:
Step 6 Click: Bl (Delete Row button)
Expected The following didog box displays:
Results:

@ ’ Delete current row? (15,2)
Nao Explain

Step 7 Click: L to close the popup message and delete the current row.
Expected Thelineitem is ddeted.

Results:
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Exercise 3 (continued)
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Step 8 Click: El (Insert Row button) to insert arow.
Click the checkbox next to Line 3 ON.
Enter or sglect the following:
Quantity: 5
UOM: EA
Price: 30000.00
Category: 12021
Desc: Boat, 24-foot
ShipTo: PO_001001 (Default vaue)
Date: Ddivery Date (F4)
Expected Correct data entry
Results:
Step 9 Click: _Sehedule | 1, Gienlay schedule information.
Expected Line 3's schedule information displays.
Results:
Step 10 Click; _Distribute. . | display digtribution information.
Expected Line 3 sdigribution information displays.
Results:
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Exercise 3 (continued)

Step 11 Click: __Details...

to enter digribution detail information.

Enter or select the following:

Chrg Unit: 42000 (Default vaue)
Account: 720001

Fund: Al

Org: 4201100270
Program: 01

Sub-Cls 304

Budget Year: Current Budget Y ear
Project/Grant: 20105

Expected Correct data entry
Results:

Before proceeding, make sure your Distr Details pand matches the one shown below:

Requisition Items - Use - Requisitions

File Edit View Go Favorites Use Inguire Report Help

Ble@x| e e o= g8 el #lel22]|

Unit: 42000 Req ID: RO00002045 Requester: Student

Line: 3 Item: Boat, 24 foat

Schedule: 1 Ship To: PO_001001 Forestr |
Distrib: 1 Chrg Unit: I42l]l]l] ﬂ I= | SpeedChart I ﬂ

Account:  [720001  +| Sub-Cls: [30a 4

Fund: I Budget Year:  [2002  +

Org: [201100270 ﬂ Project/Grant: [20105 | ﬂ
Program: 01 |+ Stat:

BCM Status: ] Mot Budget Checked

[FHTRNE | Distr Dt ails |Update/Display
| A start| B CrovpWwise | B Baploring - | BY Mictosoft ||”Requ.isiﬁon @ ENIDEDE z28am
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Exercise 3 (continued)

Step 12 Click: to return to the Requisition Form pand.

Expected The Requisition Form pand displays.
Results:

Step 13 Click: _tomments .. | 4 enter acomment for Line 3.

Enter or sdect the following:

Send to Vendor: ON (Default vaue)
Commentsarea:  See attached specifications and drawings.

Click to return to Main Panel, Requisition Form pand.

Expected Correct data entry
Results:

Step 14 Click: 133Dt | 4, vetuurn to the Header Detils pand!.

Click: El to save.

Click: to run the Edit Check process.

Expected The Edit Check processisinitiated. When it begins, you will recaive the following
Results: popup message:

Requisition 0000000003 E

@ Fequizition Edit process 515 haz been initiated. Push the

refresh button ta check its progress. [5010,84)

E=plain |

Note: The Requisition number and the Requisition Edit process number
may vary from the numbers shown here.
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Exercise 3 (continued)

Step 15 Click: OK to close the popup message.

Click: until the pand is refreshed.

NOTE: If a“GL Journa Entry Processng’ diaog box is displayed,

repeat above.
Expected The Budget Check button is activated.
Results:
Step 16 From the Requisition Form pand,
Status: Approved
Click: El to save.

Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 17 Click: =8 PEak | 4 retiirn to the Header Details panel.
Click: E’ to run the Budget Check process.

Expected The Budget Check processruns. When it isfinished, you will recaive the following
Results: popuUpP Message:

The Requisition successfully met Budget Checking

requirements. Do you want the panel refreshed?

Ho LCancel Explain

Step 18 Click: L to close the popup message and refresh the pand.
Expected The pand is refreshed.

Results:
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Exercise 3 (continued)

Check
Results

Step 19 Click: neauisiienFem | 4\ o i to the Requisition Form pand!.

Expected The Requisition Form panel displays.
Results:

Step 20 Compare your Requisition Form pand to the pand shown below:

Requisition Items - Use - Requisitions
File Edit View Go Favorites Use Inquire Report Help

alel@x| Alaal slel DE| = @lkelo] wlelslr])

Requisition Farm I Header Detailsl Feq Defaultsl Activitiesl

Unit Requizition ID Req Date Status Origin
42000 5000002045  [07/16/2001 | [Approved = Joor =] Kit
Requester: ISludenl ﬂ Catalog |
Line Item / Category Quantity / Desc UOM / ShipTo Price / Date Com
o 1] ﬂ [ 5.0000] [EA ﬂ [ 10000.00000 =]
[12021 j |Pontoon boat, 185 hp |Po_oo1001 ﬂ 09/16/2001
i 3 ﬂ | 5.0000) [EA ﬂ 30000.00000
[12021 ﬂ |Boat. 24 foot |PO_o01001 ﬂ |03/16/2001

Line Details._. [Line Defaults... Item... Schedule... Eommenls...l mel 1 Tol 3

[FNTRME |Requisition Form |Update/Display
[ start| B Grovpwise .| B Exploring - .. | BY Microso .. |5 Requisition . ¥ NI DEZE s458u |

Expelctted If the panel matches, dickw to proceed to the Header Details pand.
esults:

If these dements do not match, review the steps and consult the Instructor.

Note: The Requistion ID may vary from the number shown here.

Note: The Req Date and Date may vary based on the current system date.
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Exercise 3 (continued)

Step 21 Compare your Header Detalls pand to the pand shown below:
Requisition [tems - Use - Requirsitions
File Edit View Go Favorites DUse Inguire Report Help
sl el@x| Eloel slel 5(E| 2= 2kel] # A2
Fequisition Form  Header Details | Req Defaultsl Activities I
Unit: 42000 Req ID: 5000002020
Tot Yalue: 130,000.00 Post Document: Ay Post Status: Mohe
[~ Hold From Further Processing BCM Status: Hat Chi'd — ___
IN_ Open Contract [¥/N): Accounting Date: IU?” 672001 ﬂ
) rAssociated Document ;I
Comment : 1 File Mame: I I ﬂ
[~ Send to Yendor
~Standard Comments
Std Type: I + C t 1D: I
Comments: ype J Smmemn
Recommended vendor Georgia Marine Supply, &tlanta Ga, Agency Contact: Jane Doe, phone 404-555-1717. -
[FNTRRA |Header Details |Update/Display A
Expected The pand matches. Congratulationd!
Results:
If these dements do not match, review the steps and consult the Instructor.
Note: The Req ID may vary from the number shown here.
Step 22 click: Xlto closethe pandl.
Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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D. Summary and Review

Activity Materials
W || | |
LECTURE GUIDE REVIEW

Objectivesreview:

1. Enter requisitions
2. Modify requidtions
3. Cancd requistions
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Managing Requests for Quotes

A. Introduction

Managing Requests for Quotes

Welcome to the Managing Requests for Quotes module! This module contains the
tools needed to learn &l the concepts and procedures involved in
Managing Requests for Quotes.

Goal To acquire the skills and knowledge necessary to perform al procedures identified in
the Phoenix Program Purchasing Processes section of the online Library for Managing
Requests for Quotes.

Participant
Objectives At the end of thismodule you will be able to

Creste an RFQ at the Agency leve
Distribute an RFQ

Create and print addendato an RFQ
Add additional vendorsto an RFQ
Enter responses to an RFQ

Award an RFQ

Cancel an RFQ and re-hid

Award a pre-bid

N A WDNE

PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-1
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B. Business Processes

PARTICIPANT GUIDE

Activity Materials
W H | | 2o
LECTURE GUIDE HANDOUT

Relevant Business Processes

gk owbdpE

2-2 SECTION 2: MANAGING REQUESTS FOR QUOTES

PO015 — Request for Quote- and PO from State Requisition
POO017 — Request for Quote- Agency

PO019 — Request for Quote- Cancel RFQ and Rebid
PO028 — Add Vendor to Bid Lisgt and Print RFQ

PO029 — Process Addendato RFQ's

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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C. Exercises

Exercise 1 - Enter an RFQ and select vendors

Scenario: Y our agency needs to order floor care products. Four vendors are associated with
NIGP code 48554 and 48555. One vendor is not associated with either NIGP code.
The items are not available from amandatory source. Your god isto enter the RFQ
and sdect the vendors in Phoenix.

Step 1 Sdect: Go=>»Administer Procurement=>» M anage Requests for Quotes

Expected The Manage Requests for Quotes window displays.
Results:

Step 2 Sdect: Use=» Request Quote=>»Header=>Add

Expected A didog box displays.
Results:

Step 3 Enter or sdect the following:

Business Unit: 42000
RFQ ID: NEXT (Default vdlue— Do not typein thisfield)

Click: OK

Expected The Header pand displays.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-3
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Exercise 1 (continued)

Step 4 Enter or sdlect the following:
Origin: 001
Buyer: Robert Forbes
Bid Rtrn Loc: PO_0000002
Bill Addrs PO_0000001 (Default value)
Req Date: Current System Date (Default vaue)
DtTm Open: Current System Date/Time (Default vaue)
DtTm Closed: Current System Date/Time + 1 month (Bids are Opened)
Status: Open (Default vaue)
Send To Vendor: ON
Std Type: BID, Tab over tothelD field,
ID: 0009

Tab into the Comment fidd: Insart a New Comment Row for comment 2.

Send To Vendor: ON
Comments. SPECIAL DELIVERY INSTRUCTIONS:
Ddiveries must be made to the Recelving Department at the
back of Building A of the Adminigration Building. Contact
Mr. Herndon at (404) 555-6272 for any questions regarding
delivery of itemsto thisgte.

Expected Correct data entry
Results:

Step 5 Click: ™™ | to proceed to the Line pane.

Expected The Line pand displays.
Results:

2-4 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

April 2003

Step 6

Expected
Results:

Enter or sdlect the following:

Unlabeled field: Franklin Exce Hoor Finish (Thisisthefidd next to Item ID
drop-down.)

Category: 48554

UOM: DRM

Quantity: 8

Price; (Leavethisfidd empty)

Sched Date: Current System Date + 2 months / Optiona

LT Days. (Leavethisfidd empty)

Ship Via COMMON (Default vaue)

Ship To: PO_001001 (Default vaue)

FraghtTrm: DN (Default vaue)

Send to Vendor: ON

Comments area: With sedler.

Correct data entry

Manage Requests For Quotes - Use - Request Quote
File Edit Yiew Go Favorites Use Inguire Report Help

Blel@x| Flma| sl le| SE| @] *els7 |

Header Line | Achivity I

Category: |43554 ﬂ

Flaor Pali

SUEL IDHM ﬂ Drrums
Quantity: I 8

Ship Yia:  [COMMON #| Commen
Ship To:  [PO_001001 ﬂ Forestr

FreightTrm: IDN ﬂ Destn

| Unit: 42000  RFQID: 0000000002 Origin: 001 |
rLine Info .
Item 1D I ﬂ IFlaninn Excel Floor Finizh Line 1

with sealer.

-

Price: I 0 Gty iated D t _
Sched Date: I LT Days: I I I ﬂ
Comment Mbr: 1 v Send to Vendor Std Type/ID: I ﬂ I ﬂ ;I

[FNTRN

[Line

|Update.-"DispIay

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 1 (continued)

Step 7

Expected
Results:

Placethe cursor in afidd in the Line Info section of the pand.

Click: ﬂl (Insert Row button) to insert arow.
Enter or select the following:

Unlabeed fidd: Franklin FHloor Wax Stripper

Category: 48555

UOM: EA

Quartity: 12

Price: (Leavethisfidd empty)

Sched Date: Current System Date + 2 months/ Optional
LT Days. (Leavethisfidd empty)

Ship Via COMMON (Default vaue)

ShipTo: PO _001001 (Default vaue)

FreightTrm: DN (Default vaue)

Send To Vendor: ON

Comments No substitutions will be consdered for evauation. All
products must be quoted as specified. Only Franklin Foor
productswill be accepted.

Correct data entry

Step 8

Expected
Results:

Achivity

Click: | to proceed to the Activity panedl.

The Activity pand displays.

Step 9

Expected

Enter or sdect the following:

Comments; Floor Products
Post: OFF

Correct data entry

2-6 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
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Step 9 Enter or select the following:
Comments. Foor Products
Post: OFF
Results:
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-7
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Exercise 1 (continued)

Step 10 Click: Header

| to return to the Header pandl.

Expected The Header pand displays.
Results:

Step 11 Enter or sdect the following:
Status: Approved

Expected Correct data entry
Results:

Step 12 Click: El to save.

NOTE:  Record the RFQ ID number here (you will need it for Exercises 2 through

6):
Expected The new information is saved.
Results:
2-8 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 13 Sdect: Use=>»Vendor Association by NIGP=>
Vendor By NIGP=>»Update/Display

Expected The Vendor By NIGP pand for your RFQ displays.
Results:

step14 | click: M todisplay alist of vendors associated with the NIGP code.

Expected A list of vendors associated with the NIGP code is displayed in the Suppliers elevator
Results: bar region.

Step 15 Click the checkboxes next to the following vendors ON:

Impact Chemica Co.
Maintenance Equipment Co.
Sanco Products

Statesboro Janitoria

Expected The sdlected vendors are displayed in the Selected Vendors eevator bar region.
Results:

Step 16 Scroll: toline2,

Click: N to display aligt of vendors associated with the NIGP code 48555.

Note: The vendors listed are the same for both NIGP codes, it is not necessary to

make any further selection.
Expected The Vendor List pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-9
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Exercise 1 (continued)

Step 17 Click: M to proceed to the Vendor List panel.

Expected The Vendor List pand displays.

Results:

Step 18 Click: IE (Show Detail Entry button) next to Impact Chemical Co.’sVendor 1D

field to digplay information in the Vendor I nfo section of the pandl.

Enter or sdect the following:
Send To Address: 2
Tab out of the Send To Addressfield.

Expected Correct data entry

Results:

Before proceeding, make sure your Vendor List panel matches the one shown below:

Manage Requests For Quotes - Use - Yendor Association by NIGP [_ &[]
File Edit Wiew Go Favortes Use |nquire Bepot Help

slel@lx| el glel =i=] 2= 2] e lal]]

Wendor List | vendor By NIGF |

‘ Unit: 42000 RFQ ID: 0000000002 Origin: 001 |
Yendor 1D Dispatch Method =

@ 5000001007 ﬂ IMPACT CHEMICAL CO. Print |

[©.] [000001008  #|  MAINTENANCE EQUIPMENT CO Print -]

[ [soo0001008 8| sanco PRapUCTS Print - | -
@ 5000001010 ﬂ STATESBORO JANITORIAL Print | -
Yendor Info

5000001007 Send To Address: Zﬂ Contact: I ﬂ

555 Pepper Rid Phone

Atlanta

GA 30007 USA salos: [ 4]

Phone  404-555-1212 Fax Phone

[Vendor List |Update/Display

Note: The RFQ ID may vary from the value shown here.

2-10 secTion 2:
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Exercise 1 (continued)

Step 19 Click: E (Show Detall Entry button) next to Maintenance Equipment Co.’s Vendor
ID field to display information in the Vendor Info section of the pand.
Enter or select the following:
Send To Address: 1
Expected Correct data entry
Results:
Before proceeding, make sure your Vendor List panel matches the one shown below:
Manage Requests For Quotes - Use - Yendor Association by NIGP |_[5]x]
File Edit Wiew Go Favorites Use [nquie Heport Help
Blel@x| Ale| gel == G5 Elel] *lve sl ]
Vendor List | Vandar By NIGP |
‘ Unit: 42000 RFQ ID: 0000000002 Origin: 001 |
Yendor ID Dispatch Method =
[©.] [6000001007 |+ | iMPACT CHEMICAL O [Pint =]
[C.] [5000001008 |+  MAINTENANCE EQUIFMENT CO [Pint =]
[©] [soo0001009 ¢ senco PRODUCTS [Pint =] | -
=Y [5000001010 | +|  STATESBOROJANITORIAL [Pint =] <
¥endor Info
BOOOODIONE | Gend ToAddress: | 1] +| Contact: | 4
333 Abbey Fload Phane
Conyers
G4 30012 use, sales. [ 3
Phone 770-555-3333 Fax Phone
\Vendﬂr List |L|pdale.-’D\splay
Note: TheRFQ ID may vary from the value shown here.
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-11
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Exercise 1 (continued)

Step 20

Expected
Results:

Click: E (Show Detail Entry button) next to Sanco Products Vendor 1D fidd to
display information in the Vendor Info section of the pand.

Enter or select the following:
Send To Address: 1
Correct data entry

Before proceeding, make sure your Vendor List panel matches the one shown below:

Manage Requests For Quotes - Use - Yendor Association by NIGP |_[5]x]
File Edit Wiew Go Favorites Use [nquie Heport Help

Blel@x| aloE sel gm| 5] 2lel] e sl
Vendor List | Vandar By NIGP |

‘ Unit 42000  RFQID: 0000000002 Origin: 001 |
Yendor ID Dispatch Method =
[©.] [6000001007 |+ | iMPACT CHEMICAL O Print -
@ [5000001008 | |+|  MAINTENANCE EQUIPMENT CO Print -
[©] [soo0001009 ¢ senco PRODUCTS Print -]
=Y [5000001010 | +| sTATESBORD JAMITORIAL Print o | L

Yendor Info

5000001003 Send To Address: 1] ﬂ Contact: ﬂ

9091 Penny Lane Phone

Austel

GA 30168 usa Sales: 2
Phone 770-555-3434 Fax Phone

\Vendﬂr List |L|pdale.-’D\splay

Note: The RFQ ID may vary from the value shown here.

2-12 Ssection 2:
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Exercise 1 (continued)

April 2003

Step 21

Expected
Results:

Click: E (Show Detal Entry button) next to Statesboro Janitorid’s Vendor 1D
field to display information in the Vendor Info section of the pand.

Enter or select the following:
Send To Address: 1

Correct data entry

Before proceeding, make sure your Vendor List panel matches the one shown below:

Manage Requests For Quotes - Use - Yendor Association by NIGP |_[5]x]

File Edit Wiew Go Favorites Use [nquie Heport Help

Blel@x| Ale| gel == G5 Elel] *lve sl ]

Vendor List | Vandar By NIGP |

‘ Unit: 42000 RFQ ID: 0000000002 Origin: 001 |
Yendor ID Dispatch Method =

[©.] [6000001007 |+ | iMPACT CHEMICAL O Print -

@ [5000001008 | |+|  MAINTENANCE EQUIPMENT CO Print -

[©] [soo0001009 ¢ senco PRODUCTS Print -]

@ [5000001010 | +|  STATESBOROJANITORIAL Print = | 5
¥endor Info

5000001010 Send To Address: T‘ﬂ Contact: ﬂ

2 Days Ave Phone

Canallton

Ga 30117 173 L=z 3

Phone 770-555-4575 Fax FPhone

\Vendﬂr List |L|pdale.-’D\splay

Note: The RFQ ID may vary from the value shown here.

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 1 (continued)
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Step 22

Expected
Results:

Place the cursor in Stateshoro Janitoria’s Vendor 1D fidd.

Click: ﬂl (Insert Row button) to insert aline.
Enter or sdlect the following:
Vendor ID: 5000001011 (Phenix Supply)

Correct data entry

2-14 SecTion 2: MANAGING REQUESTS FOR QUOTES
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Exercise 1 (continued)

Step 23 Click: E next to Phenix Supply’s Vendor 1D fidd to digplay information in the
Vendor Info section of the pand.

Enter or select the following:
Send To Address: 1

Expected Correct data entry
Results:
Before proceeding, make sure your Vendor List panel matches the one shown below:

Manage Requests For Quotes - Use - Yendor Association by NIGP |_[5]x]
File Edit Wiew Go Favorites Use [nquie Heport Help

Blel@x| aloE sel gm| 5] 2lel] e sl
Vendor List | Vandar By NIGP |

‘ Unit 42000  RFQID: 0000000002 Origin: 001 |
Yendor ID Dispatch Method ;I
[C.] [6000001008 | +| MAINTENANCE EQUIFMENT CO Print -
[©.] [5uoo001005 |+ sanco FRODUCTS Print -
[©.] [5e000m1010 #| STATESBORD JANITORIAL Print -
=Y [5000001011 | +|  PHENE SLPFLY Print =

Yendor Info

5000001011 Send ToAddress: | 1 +| Contact: |

39 Red Balloan Elvd Phone

[Draltan

Gh 30722 s Sales: 2
Phone 7OGEE57575  Fax Phone

\Vendﬂr List |L|pdale.-’D\splay

Note: The RFQ ID may vary from the value shown here.

Step 24 Click: El to save.

Expected The new information is saved.
Results:

PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-15
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Exercise 1 (continued)

Check
Results
Step 25 Sdect: Use=» Request Quote=>» Header=» Update/Display
Expected The Header pand for your RFQ displays.
Results:
Step 26 Compare your Header panel to the pand shown below:
Manage Requests For Quotes - Use - Request Quote
File Edit Yiew Go Favorites Use Inguire Report Help
sle@x| lne| sl =@ 2= 2le2] 2z
Header | Line | activity |
‘ Unit: 42000 RFQ ID: 0000000002 ‘
Reference: I Req Date: Im
Origin: Il]l]1 ﬂ Faorestry Admin DitTm Open: Il]?.ﬂ 672001 1:46PM
Buyer: IHoheﬂ Forbes ﬂ DiTm Close: Im
Bid Rt Loc:  [P0_0000002 % o popieal Qunte Retuin I RFP [ SwWC
Bill Addrs: IPI]_I]I]I]I]I]I]1 ﬂ Status: Im vl
Phone: Georgia Foresty Commizsion
Fax: Macon GA 312020813
Comment Mbr: 1 V¥ Send to¥endor [ Addenda Std Type/ID: I ﬂ I ﬂ j
Al bidders shall state manufacturer and product bid, and enclose complete and detailed specifications with bid for all [ =
probduc:ts D'f‘f:lem% Thi_sn;sS rzﬂzé;eed even if quoting on the exact brand name specified. Failure to do so may cause bid'::
i P 5 LI
[FNTRNT [Header |Update/Display A
Expected If these elements do not match, review the steps and consult the Instructor.
Results:
Note: TheRFQ ID, Req Date, DtTm Open, and DtTm Close values may
vary from the values shown here.
. Li .
I the pand matches, click -~ | | 0 proceed to the Line pand.
2-16 SEcCTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

April 2003

Step 27 Compare your Line 1 pand to the panel shown below:

Manage Requests For Quotes - Use - Request (Juote

File Edit Yiew Go Faworites Use Inguire Report Help

dlgl@x| mael slel o= s @lelo] #lelvlz]

Header Line |Activity|

| Unit: 42000 RFQ 1D: Q00000002 Origin: 001

Line Info
Item 1D I ﬂ IFlaninn Excel Floor Finish Line 1
Category: |43554 ﬂ Floor Pali Ship ¥ia: ICUMMUN ﬂ Caommon
UOM: [DRM |+ Drums ShipTo:  [PO_001007T %] Forest
Quantity: I 8.0000 FreightTrm: IDN ﬂ Destn

Price: I 0 Gty A iated D t _

Sched Date: [09/14/2001 LT Days:[ I [ 4
Comment Mbr: 1 v Send to Yendor Std Type/ID: I ﬂ I ﬂ ;I

with sealer. |j

4] d 4
[FNTRH1 [Lie |Update/Display i
Expected If these eements do not match, review the steps and consult the Instructor.
Results:
Note: TheRFQ ID and Sched Date may vary from the values shown here.
If the pandl matches, use the elevator bar associated with the Line I nfo section of the
pand to display Line 2.

PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 28 Compare your Line 2 panel to the pand shown below:.
Manage Requests For Quotes - Use - Request (Juote

File Edit Yiew Go Faworites Use Inguire Report Help

dlgl@x| mael slel o= s @lelo] #lelvlz]

Header Line |Activity|

| Unit: 42000 RFQ 1D: 0000000002 Origin: 001

rLine Info
Item 1D I ﬂ IFlaninn Floor Wax Stripper Line 2
Category: |43555 ﬂ Floor Stri Ship ¥ia: ICUMMUN ﬂ Caommon
UOM: [EA s Each ShipTo:  [PO_001007T %] Forest
Quantity: I 12.0000 FreightTrm: IDN ﬂ Destn

Price: I 0 Gty A iated D t _
Sched Date: [09/14/2001 LT Days:[ I [ 4
Comment Mbr: 1 v Send to Yendor Std Type/ID: I ﬂ I ﬂ ;I
Mo substitutions will be considered for evaluation. All products must be quoted as specified. Only Franklin Floor |j
products will be accepted. j

[FNTRH1 [Lie |Update/Display i
Expected If these eements do not match, review the steps and consult the Instructor.
Results:
Note: The RFQ ID and Sched Date may vary from the values shown here.
. Aty | ..
If the panel matches, click ———_1 to proceed to the Activity pandl.

2-18 SEcTioN 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE April 2003
Exercise 1 (continued)
Step 29 Compare your Activity panel to the panel shown below:
Manage Requests For Quotes - Use - Request Quote M=l =
File Edit “iew Go Favoites Use Inguire Beport Help
Bla(@x| | slel =] gE8| 2le=] 2|
Headerl Line  Achivity |
| Unit: 42000  RFQID: 0000000002 Origin: 001 |
Post Due Date Comments ;I
CF Im Floor Products |j|
| sctivity |&dd s
Expected The panel maiches.
Results:
If these elements do not match, review the steps and consult the Instructor.
Note: The RFQ ID may vary from the number shown here.
Step 30 Click: ﬁltoclosethepenel.
Expected The pand is closed. Proceed to the next exercise.
Results:
Exercise completed.
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-19
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Exercise 2 - Print and distribute an RFQ

Scenario: Y ou have entered an RFQ for flooring materids, and now you must print it out and
digributeit. Your god isto accomplish these tasksin Phoenix.
Step 1 Sdect: Go=>Adminiger Procurement=>» M anage Requests for Quotes
Expected The Manage Requests for Quotes window displays.
Results:
Step 2 Select: Report=>RFQ Form=>Add
Expected A didog box displays.
Results:
Step 3 Enter or sdlect the following:
Run Control ID: RFQ DISPATCH
Click: OK
Expected The Run Parameters pand displays.
Results:
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Exercise 2 (continued)

Step 4 Enter or select the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1, step 12)
Manage FRequests For (Juotes - Repart - REC)Forn 1B} =]
Bl Eft Mow G Faolbs Les It Beort teb
gle®x| =88] sl =) 2= o] Helsl ||
RFq Foem |
Oparatos 10 JADAIS

Aun Control 10: AFE_FORM
Aepot Aeguest Farsnsbers -

Business Urat:  [12000 #| FrFur T.“i"." Irchad
AFQ 1D: O0anO00a00z e
Ao [ Thwbae [ I iHed

Vendos 1D; I — 3 e

B uper: | :J
Fau Cover Page: l—ﬂ

-RFE Vendoms lo Inchidse ———

Dt [ Divpateched
™ Test Dispatch I~ Print Heades Only I Prink Duplic st
[ Puint Capy [ Piirt Addsarila Only
FHRRCOD  |RFC Form UpdaeCisplay &

Click: & to display the Process Scheduler Reguest diialog box.

Expected The Process Scheduler Request dialog box displays.
Results:
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Step 5 Enter or sdlect the following:
Run Location: Click the Ser ver radio button ON
Sarver: Select PSUNX

Output Destination: Click the File radio button ON

Request for Quotes POS4005<  SOR Report

File/Printer: ftmp/ +P-d
Click: OK
Process Scheduler Request E
Operator ID: FMTRMZ28 Fun Contral ID: - RFQDISPATCH ‘
—RunLocation————————————————— [~ Output Destination
 Client 1 Server & File  © Printer ¢ window
Server: [{==NlNES File/Printer: I.-’tmp.f +P-d
—Run Date/Time: ———— 1~ Run Recurence Cancel |
Date: [11/20/2000 = [Bres =]
Tine: [01:21:00 PM_ [ ] Name:
Feset to current Date/Time | REE | G | [E(ete |
D escription I ame Process Tupe Descr

Expected NOTE: At thispoint inyour actud job, the RFQ will print out

Results:
Some optionsin production include the following:
1. Retrievethe RFQ Forms.
2. Méakeacopy of the RFQ Forms for the Purchasing file.
3. Email, Scan or Mail the RFQ Formsto the vendors.
Exercise completed.
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RETURN TO: Request for Quotation
Georgia Forestry Commission
P. O. Box 819 Request For Quote ID. Date Bid Closing Date/Time  Page
Macon, GA 31202-0819 42000-001-0000000002 _ 10/10/2000 _11/10/00 01:00:00 1
Buyer Buyer Phone
Robert Forbes
Vendor: 5000001007 Ship To: Georgia Forestry Commission
IMPACT CHEMICAL CO. Forestry Admin
222 Blue Jay Way 205 Buter Strest
Atlanta, GA 30009 Macon, GA 31020

404-555-1111

[ Line  Htem Description Quantty _UOM___ Brand & Model Unit Price Need Datq

The State of Georgla Standard Contract Terms and Conditions and the Request for Quote Instructions and Additional Terms &

Conditions are applicable to this Request for Quotation. They can be viewed at www.doas.state.ga.us Click on Procurement

and then on Georgia Contract Terms and Conditions or on Request for Quote Instructions and Additional Terms & Conditions.
TO BE COMPLETED BY VENDOR

1 DELIVERY WILL BE MADE IN THIS NUMBER OF CALENDAR DAYS AFTER RECEIPT OF ORDER
2 % DAYS CASH DISCOUNT. PAYMENT TERMS ARE NET 30 DAYS

3. NO BID FOR THIS SOLICITATION. PLEASE RETAIN ON BID LIST

4. PHONE NUMBER FAX NUMBER

5.NO BID REASON

>>>>>>>>>>>>>THE FOLLOWING STATEMENT MUST BE SIGNED PRIOR TO SUBMISSION FOR BID<<<<<<<<<<<<<
>>>>>>>>>>>>>>>FAILURE TO SIGN THIS STATEMENT WILL RENDER THIS BID INVALID<<<<<<<<<<<<<<<<

"I CERTIFY THAT THIS BID IS MADE WITHOUT PRIOR UNDERSTANDING, AGREEMENT, OR CONNECTION WITH ANY CORPORATION, FIRM OR PERSON
SUBMITTING A BID FOR THE SAME MATERIALS, SUPPLIES, OR EQUIPMENT, AND IS IN ALL RESPECTS FAIR AND WITHOUT COLLUSION OR FRAUD.
I UNDERSTAND THAT COLLUSIVE BIDDING IS A VIOLATION OF STATE AND FEDERAL LAW AND CAN RESULT IN FINES, PRISON SENTENCES,

AND CIVIL DAMAGE AWARDS. I AGREE TO ABIDE BY ALL CONDITIONS OF THIS BID, AND CERTIFY THAT I AM AUTHORIZED TO SIGN THIS

BID FOR THE BIDDER, (0.C.G.A.50-5-67). I FURTHER CERTIFY THAT THE PROVISIONS OF THE OFFICAL CODE OF GEORGIA ANNOTATED
45-10-21 ET. SEQ. HAVE NOT AND WILL NOT BE VIOLATED IN ANY RESPECT."

AUTHORIZED SIGNATURE DATE:

NAME (TYPED OR PRINTED) TOTAL BID:

Carefully read the attached instructions, terms and conditions. Failure to adhere to them may result in rejection of bid. All

bids must be typewritten or printed. If the original bid document is not used, all reference lines must be maintained.

All bidders shall state manufacturer and product bid, and enclose complete and detailed specifications with bid for all
products offered. This is required even if quoting on the exact brand name specified. Failure to do so may cause bid
to be considered non-responsive.

SPECIAL DELIVERY INSTRUCTIONS:
Deliveries must be made to the Receiving Department at the back of the Administartion Building, building A. Contact Mr.
Herndon at (404) 555-6272 for any questions regarding delivery of items to this site.

This is NOT AN ORDER All returned quotes and related documents must be identlfied with our request for Quote Number.
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RETURN TO: Request for Quotation
Georgia Forestry Commission
P. O. Box 819 Request For Quote ID. Date Bid Closing Date/Time  Page
Macon, GA 31202-0819 42000-001-0000000002 _ 10/10/2000__11/10/00 01:00:00 2
Buyer Buyer Phone
Robert Forbes
Vendor: 5000001007 Ship To: Georgia Forestry Commission
IMPACT CHEMICAL CO. Forestry Admin
222 Blue Jay Way 205 Butier Street
Atlanta, GA 30009 Macon, GA 31020
404-555-1111
Line  ltem Description Quantity UOM Brand & Model Unit Price Need Daj
1 48554 Franklin Excel Floor Finish 8.0000 DRM 12/11/2000

With sealer.

2 48555 Franklin Excel Wax Stripper- 12.0000 EA 12/11/2000

No substitutions will be considered for evaluation. All products must be quoted as specified. Only
Franklin Floor products will be accepted.

This is NOT AN ORDER All retumed quotes and related documents must be identified with our request for Quote Number.
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Exercise 3 - Create and print addendato an RFQ

Scenario: Y our agency manager has redized that more floor finish will be needed to complete the
refurbishment and would like you to add an addendum to the origina RFQ.
Specificaly, 10 drums of floor finish are required instead of 8. Y our god isto create
and print the addendum to the RFQ in Phoenix.

Step 1 Sdect: Go=>Adminiger Procurement=»M anage Requests for Quotes

Expected The Manage Requests for Quotes window displays.
Results:

Step 2 Sdect: Use=» Request Quote=>» Line=>» Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)
Click: OK

Expected The Line pand displaysfor Line Item 1.

Results:
Step 4 Change Line 1 to the fallowing:
Quantity: 10
Expected Correct data entry
Results:
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Exercise 3 (continued)

Step 5 Click: reader | to return to the Header pandl.
Click in the Comment fidld and dlick @I to insat arow.
Enter or sdect the following:
Send To Vendor: ON
Addenda: ON
Comment:(Today’ s date) - Addenda 1: Change quantity on Line 1 from 8 drumsto 10
drums.
Expected Correct data entry
Results:
Step 6 Click: El to save.
Expected The new information is saved.
Results:
Step 7 Sdlect: Report=>»RFQ Form=>»Update/Display
Expected A didog box displays.
Results:
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Exercise 3 (continued)

Step 8 Enter or sdlect the following:
Click: OK
Select: RFQ_DISPATCH

Expected The Run Parameters pand displays.

Results:
Step 9 Enter or select the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)
Print Addenda Only: ON
Manage Reguests For [Juobes - Repaork - IREC) Forne ;lglﬂ
Bie _Edt ‘_:ﬂaﬂ m Fevaritas  Lks 1I'-_:.l.ire Eaport I;Iatl
ele®x| =aa| sl slm| S(s] el #lelsl ||
AFG Farm |
O paration 10 JADAWS

Aur Caortred 10- AFG_FORH
HAepot Feguesi Posnebers

Business Ut [42000 4 HFllrsrlms 1Iu Inchade
L LA |
AFQ 1D N0 nnomo 2 S
S T hen e I ™ Held
Vondor ID: _:] ™ Fit | Fpzra
Buper: | 1._l
e -RFA Vemndms to Inchde———
Fau Cover Page: l—ﬂ .
-0l [ Divpatched
[ Test Dispatch [P ™ Print Duplicsts
I BintCopy (W Pl Adddnila O

FHPRCD  [RFCFom Update Cisplay

Click: ﬂl to display the Process Scheduler Request diaog box.

Expected The Process Scheduler Request didlog box displays.
Results:
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Exercise 3 (continued)

Step 10 Accept the following defaults:

Run Location: Click the Ser ver radio button ON
Server: Select PSUNX

Output Destination: Click the File radio button ON
Fle/Printer: ftmp/ +P-d(Printer ID)

Click: OK

Expected A copy of the Addendauis printed.
Results:

Exercise completed.
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RETURN TO: Request for Quotation
Georgia Forestry Commission ADDENDA
P. O. Box 819 Request For Quote ID. Date Bid Closing Date/Time  Page
Macon, GA 31202-0819 42000-001-0000000002 _ 10/10/2000  11/10/00 01:00:00 1
Buyer Buyer Phone
Robert Forbes
Vendor: 5000001007 Ship To: Georgia Forestry Commission
IMPACT CHEMICAL CO. Forestry Admin
222 Blue Jay Way 205 Butler Street
Atlanta, GA 30009 Macon, GA 31020

404-555-1111

| Line  ltem Description Quantity uoMm Brand & Mode! Unit Price Need Daté
The State of Georgia Standard Contract Terms and.Conditions and the Request for Quote Instructions and Additional Terms &
Conditions are applicable to this Request for Quotation. They can be viewed at www.doas.state.ga.us Click on Procurement
and then on Georgia Contract Terms and Conditions or on Request for Quote Instructions and Additional Terms & Conditions.

NOTE: A SIGNED ACKNOWLEDGEMENT OF THIS ADDENDUM SHOULD BE RECEIVED BY THIS OFFICE PRIOR TO THE DUE DATE AND HOUR OR SHOULD
BE ATTACHED TO YOUR BID RESPONSE. A SIGNATURE ON THIS ADDENDUM DOES NOT CONSTITUTE YOUR SIGNATURE ON THE ORIGINAL BID
DOCUMENT. THE ORIGINAL BID RESPONSE MUST ALSC BE SIGNED IN THE PROPER PLACES.

AUTHORIZED SIGNATURE DATE:

NAME (TYPED OR PRINTED)

THE FOLLOWING CHANGES ARE MADE TO THIS DOCUMENT AS FOLLOWS:

10/15/00 Addenda 1: Change quantity on Line 1 from 8 drums to 10 drums.

This is NOT AN ORDER All returned quotes and related documents must be identified with our request for Quote Number.
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Exercise 3 (continued)

Check
Results

Step 14 Sdect: Use=» Request Quote=>» Header=» Update/Display

Expected A didog box displays.
Results:

Step 15 Enter or sdect the following:

Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)

Click: OK

Expected The Header pand displays.
Results:
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Exercise 3 (continued)

April 2003

Step 16 Compare your Header pand to the pand shown below:

Manage Requests For Quotes - Use - Request (Juote
File Edit Yiew Go Faworites Use Inguire Report Help

dlgl@x| mael slel Bo| S5 @le2] #lelslz]]

Header | Line I Activityl

‘Unil: 42000 RFQ ID: 0000000002 ‘

Reference: I Req Date: Im

Origin: Wﬂ Forestry Admirn DtTm Open: lm
Buyer: IHoherl Forbes ﬂ DtTm Close: Im
Bid Rtrn Loc: Wﬂ G Central Quote Feturn ["'RFP [/ SWC

Bill Addrs: IPIII_I]I]I]I]I]I]1 j Status: Bpproved  Jd

Phone: Georgia Forestry Commizzion

Fax: Macon G 32020819

Comment Hbr: 1 ¥ SendtoVendor [ Addenda  Std Type/ID: I ﬂ I ﬂ j

products offered. This iz required even if quoting on the exact brand name specified.  Failure to do 20 may cause bid

All bidders shall state manufacturer and product bid, and encloze complete and detailed specifications with bid far all | =
to be considered non-responzive. -

=
Z

[FNTRH1 [Header |Update/Display

Expected If these eements do not match, review the steps and consult the Instructor.

Results:

vary from the values shown here.

Line I

Note: TheRFQ ID, Req Date, DtTm Open, and DtTm Close values may

If the panel matches for comment 1, click -~ 1 to proceed to the Line panedl.
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Exercise 3 (continued)

Step 17 Compare your Line 1 pand to the panel shown below:

Manage Requests For (Juotes - Use - Request (uote

File Edit Yiew Go Favorites Use Inquire Report Help

Ble@(x| jc(e| e o= S8 2l(o] #e]s]z]]

Header Line |Activity|

| Uit %00  RFQID:  0000DO0OO2 Origin: 001 (]|
-Line Info
-
Item 1D: I j IFlaninn E zcel Floor Finish Line 1
Category: [48554 3 Floor Poli Ship ¥ia:  [COMMON #|  Commen
uoM: [oRM 4] Drums Ship To:  [PO_001001 3| Forest
Quantity: I 10.0000 FreightTrm: ID N j Destn
Price: I [n] Oty Asszociated Document
Sched Date: [09/14/2001 LT Days: | | | ﬂ &)
Comment Mbr: 1 IV Send to Vendor Std Type/lD: I ﬂ I ﬂ ;I
with sealer. |j|
[FHTRN1 [Lire |Update/Display i

Expected The pand matches. Congratulations!
Results:

If these elements do not match, review the steps and consult the Instructor.

Note: The RFQ ID and Sched Date may vary from the values shown here.

Step 18 Click: ﬁlto close the pandl.

Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 4 - Add an additional vendor to an RFQ

Scenario: Mid State Paper Chemical has requested an opportunity to bid on the floor
refurbishment RFQ. Y our god isto add this vendor to the existing RFQ and then
dispatch the RFQ in Phoenix.

Step 1 Sdect: Go=>»Adminiger Procurement=>»M anage Requests for Quotes

Expected The Manage Requests for Quotes window displays.
Results:

Step 2 Select: Use=>»Vendor Association by NIGP=>Vendor List=»Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)
Click: OK

Expected The Vendor List pand displays.

Results:

Step 4 Place the cursor in Impact Chemicd Co.’s Vendor ID field.

Click: ﬂl (Insert Row button) to insert aline.

Enter or select the following:

Vendor ID: 5000001012 (Mid State Paper Chemica)
Expected Correct data entry
Results:
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Exercise 4 (continued)

Step 5

Expected
Results:

Click: 3’ (Show Detail Entry button) next to Mid State Paper Chemica’s Vendor
ID field to digplay information in the Vendor Info section of the pandl.

Enter or select the following:
Send To Address: 1
Correct data entry

Before proceeding, make sure your Vendor List panel matches the one shown below:

Manage Requests For Quotes - Use - Yendor Association by NIGP HE R
Eile Edit “iew Go Favorites Use [nquie Heport Help

Blel®(x| HlEE sel S| S5 Elel] Elelw]|
Vendor List | Vendar By NIGP |

‘ Unit 42000  RFQID: 0000000002 Origin: 001 |
Yendor ID Digpatch Method =
[5000001007 | +|  IMFACT CHEMICAL CO. Print -
[5000001012 3| MID STATE PAPER CHEMICAL Print -
[S00000T008 |+ MAINTENANGE EQUIPMENT €O Print =)
[So00001008 3| 5aNCD PRODUCTS Print | |7

Vendor Info

SI0000OIZ | Send ToAddress: [ 11 4] Contact: | 4]

9091 W alus Ave Phone

Atlanta

GA 30328 s Bale 2
Phone 404-555-1379 Fax Phone

\Vendur List |Updale.-’D\splay

Note: The RFQ ID may vary from the value shown here.

Step 6

Expected
Results:

Click: El to save.

The new information is saved.
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Exercise 4 (continued)

Step 7 Select: Report=>RFQ Form=>Update/Display

Expected A didog box displays.

Results:

Step 8 Enter or sdect the following:
Click: OK
Select: RFQ_DISPATCH

Expected The Run Parameters pand displays.
Results:
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Exercise 4 (continued)

Step 9 Enter or sdlect the following:
Business Unit: 42000

RFQ ID: (Enter the RFQ number from Exercise 1)
Vendor ID: 5000001012

Addenda Only: OFF

Manage Fequests For (uobes - Repart - IRFG) Form 1o =]
2 L e L L L

gle®x| ‘=gal Gwl cole| 2)=] o] wlelsl ||
ARG Fam |

Oparatos 1D JADAAS

Aun Combrod 10: RFG FORK
Aeport Aeguest Faansbers -

Business Ut [12000 & HFur T.“i”." Irvchudes
e IW [ Canceled
Fombate: [ T [T I Held

Wandor 1 [soooootoiz 4 I B fipen

Buper: | :J
Fay Cover Page: l_ﬂ

-RFE Vemdoms lo Inchds ———

~Diplione ™ Divpatched
I Test Dispatch [~ Print Heades Dnly I Frink Puplicobe
[ Puint Copy [ Puimt Auddsrila Onlp
FHPRCD  [PFC Ferm UpdseCispley

Click: ﬂl to display the Process Scheduler Request didog box.

Expected The Process Scheduler Request didog box displays.
Results:
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Exercise 4 (continued)

Step 10 Accept the following defaults:
Run Location: Click the Ser ver radio button ON
Sarver: Select PSUNX

Output Dedtingtion: Click the File radio button ON

File/Printer: ftmp/ +P-d
Click: OK
Expected A single copy of the RFQ is produced for the selected vendor.
Results:
Exercise completed.
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RETURN TO: Request for Quotation
Georgia Forestry Commission
P. O. Box 819 Request For Quote ID. Date Bid Closing Date/Time  Page
Macon, GA 31202-0819 42000-001-0000000002 _ 10/10/2000 _11/10/00 01:00:00 1
Buyer Buyer Phone
Robert Forbes
Vendor: 5000001012 Ship To:  Georgia Forestry Commission
MID STATE PAPER CHEMICAL Forestry Admin
9091 Walrus Ave 205 Butler Street
Atlanta, GA 30328 Macon, GA 31020

404-555-1379

[Line  item Description Quantty _UOM __ Brand & Model Unit Price Need Datg

The State of Georgia Standard Contract Terms and Conditions and the Request for Quote Instructions and Additional Terms &

Conditions are applicable to this Request for Quotation. They can be viewed at www.doas.state.ga.us Click on Procurement

and then on Georgia Contract Terms and Conditions or on Request for Quote Instructions and Additional Terms & Conditions.
TO BE COMPLETED BY VENDOR

2ho DELIVERY WILL BE MADE IN THIS NUMBER OF CALENDAR DAYS AFTER RECEIPT OF ORDER
2. % DAYS CASH DISCOUNT. PAYMENT TERMS ARE NET 30 DAYS

3. NO BID FOR THIS SOLICITATION. PLEASE RETAIN ON BID LIST

4. PHONE NUMBER FAX NUMBER

5.NO BID REASON

>>>>5>>>>>>>>THE FOLLOWING STATEMENT MUST BE SIGNED PRIOR TO SUBMISSION FOR BID<<<<<<<<<<<<<
>>>>>>>>>>>>>>>FAILURE TO SIGN THIS STATEMENT WILL RENDER THIS BID INVALID<<<<<<<<<<<<<<<<

"I CERTIFY THAT THIS BID IS MADE WITHOUT PRIOR UNDERSTANDING, AGREEMENT, OR CONNECTION WITH ANY CORPORATION, FIRM OR PERSON
SUBMITTING A BID FOR THE SAME MATERIALS, SUPPLIES, OR EQUIPMENT, AND IS IN ALL RESPECTS FAIR AND WITHOUT COLLUSION OR FRAUD.
I UNDERSTAND THAT COLLUSIVE BIDDING IS A VIOLATION OF STATE AND FEDERAL LAW AND CAN RESULT IN FINES, PRISON SENTENCES,

AND CIVIL DAMAGE AWARDS. I AGREE TO ABIDE BY ALL CONDITIONS OF THIS BID, AND CERTIFY THAT I AM AUTHORIZED TO SIGN THIS

BID FOR THE BIDDER, (0.C.G.A.50-5-67). I FURTHER CERTIFY THAT THE PROVISIONS OF THE OFFICAL CODE OF GEORGIA ANNOTATED
45-10-21 ET. SEQ. HAVE NOT AND WILL NOT BE VIOLATED IN ANY RESPECT."

AUTHORIZED SIGNATURE DATE:

NAME (TYPED OR PRINTED) TOTAL BID:

Carefully read the attached instructions, terms and conditions. Failure to adhere to them may result in rejection of bid. All

bids must be typewritten or printed. If the original bid document is not used, all reference lines must be maintained.

All bidders shall state manufacturer and product bid, and enclose complete and detailed specifications with bid for alt
products offered. This is required even if quoting on the exact brand name specified. Failure to do so may cause bid
to be considered non-responsive.

SPECIAL DELIVERY INSTRUCTIONS:
Deliveries must be made to the Receiving Department at the back of the Administartion Building, building A. Contact Mr.

Herndon at (404) 555-6272 for any questions regarding delivery of items to this site.

10/15/00 Addenda 1: Change quantity on Line 1 from 8 drums to 10 drums.

This is NOT AN ORDER All returned quotes and related documents must be identified with our request for Quote Number.
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RETURN TO: Request for Quotation
Georgia Forestry Commission
P. O. Box 819 Request For Quote ID. Date Bid Closing Date/Time  Page
Macon, GA 31202-0819 42000-001-0000000002  10/10/2000  11/10/00 01:00:00 2
Buyer Buyer Phone
Robert Forbes
Vendor: 5000001012 Ship To: Georgia Forestry Commission
MID STATE PAPER CHEMICAL Forestry Admin
9091 Walrus Ave 205 Butler Street
Atlanta, GA 30328 Macon, GA 31020

404-555-1379

Line  Item Description Quantity UOM Brand & Model Unit Price Need Dat4
1 48554 Franklin Excel Floor Finish 10.0000 DRM 12/11/2000

With sealer.

2 48555 Franklin Excel Wax Stripper - 12.0000 EA 12/11/2000

No substitutions will be considered for evaluation. All products must be quoted as specified. Only

Franklin Floor products will be accepted.

This is NOT AN ORDER All returned quotes and related documents must be identlfied with our request for Quote Number.
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Exercise 5 - Enter RFQ Responses

Scenario:  Your agency received three responses to the floor refurbishment RFQ within the
response time frame. The vendors who responded are Impact Chemica Co., Mid State
Paper Chemical, and Sanco Products. Y our goal isto enter these responsesin Phoenix.
Step 1 Select: Go=>Adminiger Procurement=>»M anage Requests for Quotes
Expected The Manage Requests for Quotes window displays.
Results:
Step 2 Sdect: Use=> Enter ResponsesHeader
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)
Click: OK
Click: Select
Expected The Header pand for Impact Chemical Co. displays.
Results:
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Exercise 5 (continued)

Step 4 Enter or sdlect the following:
DtTm Resp: Current System Date (Default vaue)
Terms. N30 (Default value)
Bill Addrs PO _0000001 (Default value)
Locetion: 2 (Default vaue)
Response Method: Click the Print radio button ON
Vendor Response: Click the Bid Response radio button ON
Expected Correct data entry
Results:
Before proceeding, make sure your Header pand matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses
File Eilit View Go Favorites Use Inguire Report Help
Bla(@x| BaE sel o= S 2kl #le ]
Header | Line | Comments |
Unit: 42000 Origin: am
RFQ 1D: 0000000002
Yendor 1D: 50000071007 IMPACT CHEMICAL CO.
Dtm Aoy, [0071572001 12007W | e
Tems: Wﬂ MNet 30 ' F::
Contact: l_j " Phone
Salespersn: I_ﬂ
Bill Addrs: IWﬂ Geargia Faresty Commizsion -Vendo-l R
P.0 Box 819 # Bid Response
Macon GA 312020819 (‘: :D gid
Location: I_Zﬂ 555 Pepper Rid - L:le ;?:““se
Allanta G 30007 ¢ Bid Rejected
[FNTRN1 |Header |Update/Display v
Note: TheRFQ ID and DtTm Resp may vary from the values shown here.
Step 5 Click: ™™ | to proceed to the Line pand for Line Item 1.
Expected The Line pand for Line Item 1 digplays.
Results:
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Exercise 5 (continued)

Step 6 Enter or sdlect the following:
Vendor Responded: ON
LT Days 5
Price: 359.99
Expected Correct data entry
Results:
Before proceeding, make sure your Line 1 pand matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses
File Edit Yiew Go Favorites Use Inguire Report Help
8la|@x| a|laE| ale zx| 2= @ o] #[ve|~]2] \
Headsr Line | Eommentsl
Unit: 42000 Origin: 001
RFQ ID: 0000000002
VYendor ID: 5000007007 IMPACT CHEMICAL CO.
Response Line —
Item 1D ¥ Vendor Responded Line 1 '
IFlaninn Excel Floor Finish
Brand/Model: I Schedule Date: Il]9!1432l]l]1
Packaging: I LT Dayps: |_5 |
Mig ID: I ﬂ Unit of Measure: IDHM ﬂ Dirumz
Ship Yia: ICUMMUN ﬂ Comman Quantity: I 10.0000
ShipTo:  [PO_001001 3| Forest Price: [ 359.99
FreightTrm: IDN ﬂ Destn Min Qty: I LI
[FNTRNT [Line |Update/Display A
Note: The RFQ ID and Schedule Date may vary from the values shown
here.
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Exercise 5 (continued)

Step 7 Use the devator bar to display Line Item 2.
Enter or sdlect the following:
Vendor Responded:  ON
LT Days 5
Price: 99.99
Expected Correct data entry
Results:
Before proceeding, make sure your Line 2 pand matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses
File Edit Yiew Go Favorites Use Inguire Report Help
alel@(x| Al slel == 25| 2lel] ezl
Header Line | Eommentsl
Unit: 42000 Origin: 001
RFQ 1D: 0000000002
VYendor ID: 5000007007 IMPACT CHEMICAL CO.
Resp Line ;I
Item 1D ¥ Vendor Responded Line 2
IFlaninn Floor W ax Stripper
Brand/Model: I Schedule Date: Il]9!1432l]l]1
Packaging: I LT Dayps: |_5
Mig ID: [ s Unit of Measure: [EA | #| Each
Ship Yia: ICUMMUN ﬂ Comman Quantity: I 12.0000
Ship To: [Po 001001 #| Forest Frice: [ 99.93000
FreightTrm: IDN ﬂ Destn Min Qty: I —
[FNTRNT [Line |Update/Display A
Note: The RFQ ID and Schedule Date may vary from the values shown
here.
Step 8 click: Bl tosve

Expected The new information is saved.
Results:
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Exercise 5 (continued)

. Header
Step 9 Click: —_—"1 to return to the Header pandl.
Expected The Header pand displays.
Results:
Step 10 Click: (Next In List button) to display header information for Maintenance
Equipment Co.
Expected The Header pand for Maintenance Equipment Co. displays.
Results:
Step 11 Veify the following:
Vendor ID: 5000001008 (Maintenance Equipment Co.)
Vendor Response: The No Response radio button is ON
Expected Correct data entry.
Results:
Before proceeding, make sure your panel matches the one shown below:
Manage Requests For (Juotes - Use - Enter Responses
File Edit Yiew Go Faworites Use Inguire Report Help
glel@x| aalel slel 5o S5 2lel2] #vlAlz]
Header | Lire | Eommentsl
Unit: 42000 Origin: oo
RFQ 1D: Q00000002
Yendor 1D: 5000001008 MAINTEMANCE EQUIPMENT CO.
I Dl;m Resp: |l]8!15;2l]l]1 12:00PM -H;sp;r_lse Method —
* Prnt
Terms: N30 3| weta  Fax
Contact: I_ﬂ " Phone
Salespersn: I_ﬂ
Bill Addrs: IPD_I]I]I]I]I]I]1| ﬂ Georgia Forestry Commizsion -Vendo_l e —
P O Box 319 " Bid Response
Macon G4 312020819 ; :0 gid
Location: |_1ﬂ 333 Abbey Road ' L:te E:i;;onse
" Bid Rejected
Conyers G 30012
[FNTRH1 [Header |Update /Display i
Note The RFQ ID and Schedule Date may vary from the value shown here.
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Exercise 5 (continued)

Step 12 Click: El to save.
Expected The following message box will display:
Results:
& Wwarhing -- You have not designated a wendor rezponze
Cancel | Explain |
Click OK. Theinformation is saved.
Step 13 Click: (Next In List button) to display header information for Sanco Products.
Expected The Header pand for Sanco Products displays.
Results:
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Exercise 5 (continued)

Step 14 Enter or sdlect the following:
DtTm Resp: Current System Date (Default vaue)
Terms. N30 (Default value)
Bill Addrs PO _0000001 (Default value)
Locetion: 1 (Default vaue)
Response Method: Click the Print radio button ON
Vendor Response: Click the Bid Response radio button ON
Expected Correct data entry
Results:
Before proceeding, make sure your Header pand matches the one shown below:
Manage Requests For (Juotes - Use - Enter Responses
File Edit Yiew Go Faworites Use Inguire Report Help
glel@x| aael elel 5o S5 @lelo] #elslz]
Header | Line I Eommentsl
Unit: 42000 Origin: oo
RFQ ID: 0000000002
Vendor ID: 5000001003 SANCO PRODUCTS
I Dl;m Resp: |l]8!15!2l]l]1 12:00PM -Fl;sp;r_lse Method —
*  Print
Terms: N30 3| Metan  Fax
Contact: l_ﬂ " Phone
Salezpersn: l_ﬂ
Bill Addrs: IPU_I]I]I]I]I]I]1 ﬂ Georgia Forestry Commizsion edoiesroncany
P O Box219 * Bid Response
Macon GA 312020813 (‘: :0 :id
Location: |_1ﬂ 3091 Penny Lane - L:le E:;mnse
" Bid Rejected
Austel G 30168
[FNTRH1 [Header |Update/Display i
Note: The RFQ ID and DtTm Resp may vary from the values shown here.
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-47

PROPRIETARY AND CONFIDENTIAL




April 2003

PARTICIPANT GUIDE

Exercise 5 (continued)

. Li . .
Step 15 Click: -2 | to proceed to the Line panel for Line Item 1.
Expected The Line pand for Line Item 1 diplays.
Results:
Step 16 Enter or sdect the following:
Vendor Responded: ON
LT Days 7
Price: 469.99
Expected Correct data entry
Results:
Before proceeding, make sure your Line 1 panel matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses
File Edii Yiew Go Faworites Use Inguire Report Help
alel@x| aalel slel 5l=| =] 2lel2] *elslz]
Header Line | Eommentsl
Unit: 42000 Origin: 001
RFQ ID: 0000000002
Vendor ID: 5000001003 SANCO PRODUCTS
Response Line —
Item ID: v Yendor Responded Line 1 -
|Flanklin Excel Floor Finizh
Brand/Model: I Schedule Date: Il]9!1432l]l]1
Packaging: I LT Daps: I_?' |
Mig ID: I ﬂ Unit of Measure: IDHM ﬂ Dirumsz
Ship Via: ICUMMUN ﬂ Camman Quantity: I 10.0000
ShipTo:  [PO_001001 3| Forest Price: [ 469.99
FreightTrm: IDN ﬂ Destn Min Qty: I LI
[FHTRNT |Line |Update/Display Y.
Note: The RFQ ID and Schedule Date may vary from the values shown
here.
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Exercise 5 (continued)

Step 17 Use the devator bar to display Line Item 2.
Enter or sdlect the following:
Vendor Responded: ON

LT Days 7
Price: 189.99

Expected Correct data entry
Results:
Before proceeding, make sure your Line 2 pandl matches the one shown below:

Manage Requests For Quotes - Use - Enter Responses
File Edit Yiew Go Favorites Use Inguire Report Help

g&|® x| EaE es == 25| 2[cl2) +|./|¢+|£|\

Headsr Line |E0mments|

Unit: 42000 Origin: 001
RFQ 1D: 0000000002
Yendor ID: 5000001009 SAMNCO PRODUCTS
Resp Line ;I
Item 1D ¥ Vendor Responded Line 2

IFlaninn Floor W ax Stripper

Brand/Model: I Schedule Date: Il]9!1 472001
Packaging: I LT Daps: I 7

Mig ID: l—ﬂ Unit of Measure: ITﬂ Each

Ship Yia: Wﬂ Comman Quantity: IW
Ship To: Wﬂ Farestr Price: IW
FreightTrm: IDN—ﬂ Destn Min Qty: I— —

[FNTRNT [Line |Update/Display

S

Note: The RFQ ID and Schedule Date may vary from the values shown
here.

Step 18 Click: El to save.

Expected The new information is saved.
Results:
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Exercise 5 (continued)

Step 19 Click: Header | to return to the Header pandl.

Expected The Header pand displays.
Results:

Step 20 Click: (Next In Ligt button) to display header information for Statesboro
Janitorid.

Expected The Header pand for Statesboro Janitorid displays.
Results:

Step 21 Veify the following:

Vendor ID: 5000001010 (Statesboro Janitorid)

Vendor Response: The No Response radio button is ON

Expected Correct data entry.

Results:
Before proceeding, make sure your panel matches the one shown below:
Manage Requests For (Juotes - Use - Enter Responses
File Edit Yiew Go Faworites Use Inguire Report Help
glel@x| aalel slel 5o S5 2lel2] #vlAlz]
Header | Line | Eommentsl
Unit: 42000 Origin: oo
RFQ ID: 0000000002
Yendor 1D: 5000001010 STATESBORO JAMITORIAL
DtTm Resp: |l]8!15;2l]l]1 12:00PM rResponze Method —
£+ Print
Terms: N30 3| weta  Fax
Contact: I ﬂ " Phone
Salespersn: I ﬂ
Bill Addrs: IPD_I]I]I]I]I]I]'I ﬂ Georgia Forestry Commizsion endeitesroticany
P O Box 319 " Bid Response
Macon GA 312020819 ; :0 gid
Location: I 1 ﬂ 8 Days Ave - L:te E:i;;onse
" Bid Rejected
Carrolltan GA 3017
[FNTRH1 [Header |Update /Display i
Note: The RFQ ID and Schedule Date may vary from the value shown here.
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Exercise 5 (continued)

Step 22 Click: El to save.

Expected The following message box will display:
Results:

: Wwarhing -- You have not designated a wendor rezponze

LCancel | Explain |

Click OK. The information is saved.

Step 23 Click: (Next In List button) to display header information for Phenix Supply.

Expected The Header panel for Phenix Supply displays.
Results:
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Exercise 5 (continued)

Step 24 Veify the falowing:
Vendor ID: 5000001011 (Phenix Supply)
Vendor Response: The No Response radio button is ON
Expected Correct data entry.
Results:
Before proceeding, make sure your panel matches the one shown below:
Manage Requests For (Juotes - Use - Enter Responses
File Edit Yiew Go Faworites Use Inguire Report Help
al@l@x| malel slel Bo| S5 @lelo] #lelslz]
Header | Line I Eommentsl
Unit: 42000 Origin: oo
RFQ ID: 0000000002
Vendor ID: 5000001011 PHENI SLUPFLY
Dl;m Resp: |l]8!15!2l]l]1 12:00PM Responze Method —
| Print
Terms: N30 3| Metan  Fax
Contact: l_ﬂ " Phone
Salezpersn: l_ﬂ
Bill Addrs: IPU_I]I]I]I]I]I]1| ﬂ Georgia Forestry Commizsion edoiesroncany
P O Box219 " Bid Response
Macon GA 312020813 ; :0 Fﬂ‘id
Location: |_1ﬂ 93 Red Balloon Blvd - L:le E:;mnse
" Bid Rejected
Daltan G 0722
[FNTRH1 [Header |Update/Display i
Note: The RFQ ID and Schedule Date may vary from the value shown here.
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Exercise 5 (continued)

Step 25 Click: El to save.

Expected The following message box will display:
Results:

: Wwarhing -- You have not designated a wendor rezponze

LCancel | Explain |

Click OK. The information is saved.

Step 26 Click: (Next In Ligt button) to display header information for Mid State Paper
Chemicdl.

Expected The Header pand for Mid State Paper Chemical displays.
Results:
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Step 27 Enter or sdlect the following:
DtTm Resp: Current System Date (Default vaue)
Terms. N30 (Default value)
Bill Addrs PO_0000001 (Default vaue)
Locetion: 1 (Default vaue)
Response Method: Click the Print radio button ON
Vendor Response: Click the Bid Response radio button ON
Expected Correct data entry
Results:

Before proceeding, make sure your Header panel matches the one shown below:

Manage Requests For (Juotes - Use - Enter Responses

File Edit Yiew Go Faworites Use Inguire Report Help
al@l@x| malel slel 5o S5 @lelo] #lelslz]
Headsr Line | Eommentsl
Unit: 42000 Origin: oo
RFQ 1D: 0000000002
Yendor ID: 5000001012 MID STATE PAPER CHEMICAL
Resp Line o~
Item 1D V¥ Vendor Responded Line 1 B
IFlaninn Excel Floor Finish
Brand/Model: I Schedule Date: Im
Packaging: I LT Daps: |_3 |
Mg ID: [ 4 Unit of Measure: [DRM | +| Dums
Ship Via: [commON | ﬂ Cammon Quantity: [ 1o.0000]
Ship To: lWﬂ Forestr Price: |—3429ﬂ
FreightTrm: IDN—ﬂ Destn Min Oty: I— LI
[FNTRH1 [Lie |Update/Display i

Note:

TheRFQ ID and DtTm Resp may vary from the values shown here.
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April 2003

Exercise 5 (continued)

. Li . .
Step 28 Click: -2 | to proceed to the Line panel for Line Item 1.
Expected The Line pand for Line Item 1 diplays.
Results:
Step 29 Enter or sdlect the following:
Vendor Responded:  ON
LT Days 3
Price: 342.99
Expected Correct data entry
Results:
Before proceeding, make sure your Line 1 panel matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses M= E
File Edit “iew Go Favaoites Usze Ingquire Beport Help
R ENEE NS EE Az A
Header Line | Eommentsl
Unit: 42000 Origin:. 001
RFQ ID: 0000000002
Yendor ID: 5000001012 MID STATE PAPER CHEMICAL
Resp Line —
Item 1D ¥ Vendor Responded Line 1 il
|Flanklin Excel Floor Finizh
Brand/Model: I Schedule Date: |12!11!2I]I]I]
Packaging: I LT Daps: |—3 |
Mig ID: I ﬂ Unit of Measure: IDHM ﬂ Drums
Ship Yia: ICUMMDN ﬂ Camman Quantity: I 10.0000
ShipTo:  [PO_001001 3] Forest Price: [ 342.99
FreightTrm: IDN ﬂ Destn Min Qty: I LI
[ |Line |Update/Display Y.
Note: The RFQ ID and Schedule Date may vary from the values shown
here.
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Exercise 5 (continued)

Step 30 Use the devator bar to display Line Item 2.
Enter or sdlect the following:
Vendor Responded: ON
LT Days 3
Price: 109.99
Expected Correct data entry
Results:
Before proceeding, make sure your Line 2 pand matches the one shown below:
Manage Requests For Quotes - Use - Enter Responses
File Edit Yiew Go Favorites Use Inguire Report Help
R EEEEEREE R Rz A
Header Line | Eommentsl
Unit: 42000 Origin: 001
RFQ ID: 0000000002
Vendor ID: 5000001012 MID STATE PAPER CHEMICAL
Resp Line -
Item 1D ¥ Vendor Responded Line 2
IFlaninn Floor W ax Stripper
Brand/Model: I Schedule Date: Il]9!1 472001
Packaging: I LT Dayps: |_3
Mg ID: [ s Unit of Measure: [EA | #| Each
Ship Yia: ICUMMUN ﬂ Comman Quantity: I 12.0000
ShipTo:  [PO_001001 3| Forest Price: [ 342.99
FreightTrm: IDN ﬂ Destn Min Qty: I —
[FNTRNT [Line |Update/Display A
Note: The RFQ ID and Schedule Date may vary from the values shown
here.
Step 31 Click: El to save.
Expected The new information is saved.
Results:
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Exercise 5 (continued)

Step 32 Sdect: Use=>»Analyssand Awards

Expected The Andyss & Awards pand for your RFQ displays.
Results:

Step 33 Compare your Andysis & Awards pand to the pane shown below:

Manage Requests For (Juotes - Use - Analysis & Awards

File Edit Yiew Go Faworites Use Inguire Report Help
SR R EE e EE SR Az
Analysis & dwards |
| Unit: 42000 RFQ 1D: 0000000002 Origin: 001 |
RFQ Line Info
1 Franklin Excel Flaor Firish SortBy:  [Unit Price =1
UDOM  Quantity Price Sched Dt LTD
Tot Awd: Flag: IQt_l,l VI
DRM 8.0000 094142001
it Ship To: pq_np101
~Award Quantity to Yendor ;I
@I 5000001012 MIDSTATERAL DRM 10.0000 34233000 039A114/2001 3
@I 5000001007 IMPACT CHEM-I DRM 10.0000 359.99000 09A14/2001 &
E“ 5000001003 sANCOPRODU M DRM 10,0000 469.93000 09/14/2000 7 z’
Line. Yendor/Award Comments Freight Terms
RFQ Line
- [N3U Net 30 DN Destn | LI
Al |
[FNTRH1 |&malysiz & Auards |Update /Display i

Expected The pand matches.

Results:
If these elements do not match, review the steps and consult the Instructor.
Notee The RFQ ID and Sched Date may vary from the values shown here.
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Exercise 5 (continued)

Step 34 Click: thodosethepanel.

Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 6 - Award an RFQ and Create Purchase Order

Scenario: Y ou have reviewed responses to the RFQ you created in Exercise 1 and have chosen
to award Line 1 to Mid State Paper Chemical and Line 2 to Impact Chemical Co.
Your god isto award the quote and create Purchase Ordersin Phoenix.

Step 1 Sdect: Go=>»Adminiger Procurement=>»M anage Requests for Quotes

Expected The Manage Requests for Quotes window displays.
Results:

Step 2 Sdect: Use=>»Analyssand Awards

Expected A didog box displays.

Results:

Step 3 Enter or sdect the following:
Business Unit: 42000
RFQ ID: (Enter the RFQ number from Exercise 1)
Click: OK

Expected The Andyss and Awards panel displays.
Results:
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Exercise 6 (continued)

Step 4 Enter thefollowing for Line 1
Award Quantity to Vendor:  Enter 10 in the field next to Vendor 5000001012
(MIDSTATEPA)
Expected Correct data entry
Results:
Before proceeding, make sure your Awards & Analysis pand for Line 1 matchesthe
one shown below:
Manage Requests For Quotes - Use - Analysis & Awards
File Edit Yiew Go Favorites Use Inguire Report Help
oL EENEEEREE S RS A A
Analysiz & dwards |
| Unit: 42000 RFQ 1D: Q00000002 Origin: 001 |
RFQ Line Info
1 Franklin Excel Flaor Firish Sort By [Unit Price =1
5 ) = UOM  Quantity Price Sched Dt LTD
Tot Awd: 10.0000 Flag: IQt_l,l l o o
Order Qty: 10.0000 Ship To: PO_001001
~Award Quantity to ¥Yendor ;I
I 10.0000 | 5000001012 MIDSTATERA-C DRk 10.0000 34293000 3
@I 5000001007 |MPACTCHEM4  DRM 10,0000 354.93000 5
E“ 5000001003 cANCOPRODU M DRM 10,0000 469.93000 7 z’
Line, Yendor/Award Comments Freight Terms
RFQ Line
- [ N30 Met 30 DM Destn | LI
il |
[FNTRNT |&nalysis & Awards |Update/Display 4
Note: The RFQ ID and Sched Date may vary from the values shown here.
Step 5 click: 8] tosave
Expected The award information for line 1 is saved.
Results:
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Exercise 6 (continued)

Step 6 Use the elevator bar to display information for Line 2.
Enter thefollowing for Line 2:
Award Quantity to Vendor:  Enter 12 in the field next to Vendor 5000001007
(IMPACTCHEM)
Expected Correct data entry
Results:
Before proceeding, make sure your Awards & Analyss pand for Line 2 matches the
one shown below:
Manage Requests For Quotes - Use - Analysis & Awards
File Edit Yiew Go Favorites Use Inguire Report Help
SRR EEE R EE R R Az A
Analyziz & Awards |
| Unit: 42000 RFQ ID: 0000000002 Origin: 001 |
RFQ Line Info r
2 Frarklin Floor ' ax Stripper Sort By: IU"il FPrice j'
5 ) = UOM  Quantity Price Sched Dt LTD
Tot Awd: 120000 Flag: [Oy ] ) 2000
Order Qty: 12.0000 Ship To: PO_001001
-Award Quantity to Yendor LI
| 12.0000 | 5000001007 IMPACTCHEMA  EA 12,0000 59.99000 5
[Q) 5000001003 saNCOPRODU M EA 120000 183.93000 7
E“ S0000MIDT2  MIpSTATERAL  EA 12,0000 342.33000 3 ZI
Line. Yendor/Award Comments—————————— Freight Terms
RFA Line
;l [ N30 Met 30 DM Destn |
il |
[FNTRNT |Analysis & Awards |Update/Display A
Note: The RFQ ID and Sched Date may vary from the values shown here.
Step 7 Click: El to save.
Expected The new information is saved.
Results:
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Exercise 6 (continued)

Step 8 To continue and create a Purchase Order,
Sdect: Use=>» Create PO

Expected Create PO pand displays.
Results:
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Exercise 6 (continued)

Step 9 Use the outside scrollbar to locate the awar ded vendor for line 1. Once the correct
vendor isidentified,

Enter or select the following in the PO/Contract Didribution section:

Account: 720001

Fund Code: Al

Organization: 4203100201

Program Code: 01

Sub-Cls 301

BY: Current Budget Y ear
Loc: PO_001001(Defauit)
Project/Grant: 20208

Click the “Copy to dl Lines’ checkbox.

Note: Y ou will recaive thisinformation diaog box upon clicking the “Copy to dl lines’

checkbox.
People Code Manager (Update)
Theze fields will be copied to all RFQ Lines for this Wendor's
@ Response, (10500,53)
LCancel Ex=plain
Click OK

Note Thisinformation isfor thefirst award, line 1. For chartfidd information
to display on each PO line, it isnecessary to click the“ Copy to all Lines’
checkbox.

CHARTFIELD INFORMATION MUST BE ENTERED ON PO LINE 1 FOR
EACH VENDOR THAT ISGETTING AN AWARD EVEN IF THIS
VENDOR WASN'T AWARDED PO LINE 1. ALSO, THE COPY TO ALL
LINESCHECKBOX MUST BE CHECKED ON PO LINE 1IN ORDER FOR
ALL CHARTFIELD INFORMATION TO BE DISTRIBUTED
THROUGHOUT ALL LINES OF THE PURCHASE ORDER.

Expected Correct data entry.
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Step 9 Use the outside scrollbar to locate the awar ded vendor for line 1. Once the correct
vendor isidentified,
Enter or select the following in the PO/Contract Didtribution section:
Account: 720001
Fund Code: Al
Organization: 4203100201
Program Code: 01
Sub-Cls 301
BY: Current Budget Y ear
Loc: PO_001001(Default)
Project/Grant: 20208
Click the“Copy to dl Lines’ checkbox.
Note: Y ou will recaive this information dialog box upon dlicking the “Copy to dl lines’
checkbox.
People Code Manager (Update)
Theze figlds will be copied to all BFEA Lines for thiz Yendor's
@ Response. (10500,53)
Cancel Explain
Click OK
Note: Thisinformation isfor thefirst award, line 1. For chartfied information
to display on each PO line, it isnecessary to click the“Copy to all Lines’
checkbox.
CHARTFIELD INFORMATION MUST BE ENTERED ON PO LINE 1 FOR
EACH VENDOR THAT ISGETTING AN AWARD EVEN IF THIS
VENDOR WASN'T AWARDED PO LINE 1. ALSO, THE COPY TO ALL
LINESCHECKBOX MUST BE CHECKED ON PO LINE 1IN ORDER FOR
ALL CHARTFIELD INFORMATION TO BE DISTRIBUTED
THROUGHOUT ALL LINES OF THE PURCHASE ORDER.
Results:
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Exercise 6 (continued)

Step 10

Expected
Results:

Click the Create checkbox ON for the awarded vendor.

Thefieddsin the PO/Contracts Distribution section of the Create PO panel activate.

Step 11

Expected
Results:

Click: El to save.

Use scroll bar to locate the next vendor awarded a bid.

The new information is saved.

Step 12

Expected
Results:

Compare your Create PO pand to the pand shown below:

Manage Requests For (QJuotes - Use - Create PO
File Edit Yiew Go Faworites Use Inguire Report Help

glel@x| mlael =E 50| S8 2lel2] #elslz]

Create PO I

| Unit: 42000 RFQ ID: 0000000002 Origin: 001 |

——— e —

Vendor: 50000010125 MID STATE PAPER CHEMICAL ) [Purchase Order <] 7 Gigaiet | =
PO Date: |06/25/2001 | 3] gooo——{Rabert Forbes #| g [001 8] e

—
rs

—' I3 ™~
< Line  Qty Award: Price: Order Qty UOM Order PO Gty = >
o

™~ 10.0000 342.33000 DRM Drums 10.0000
——

el Elag [ 1
t ==

Ship To: IPIII_I]I]1 o001 ﬂ

rPO{/Contract Distribution ;I —

tine: ! BU EL:IWﬂ Pom: ll]‘l—ﬂ PrifGrt: Wﬂ
Acct: lwﬂ Sub Cls: lrﬂ IV Copy to all Lines
Fund: lm—ﬂ BY: IW *| O
Org: ﬂ Loc: ﬂ z’ LI -

[FNTRH1 |Create PO |Update /Display i

Note: The Create box and the chartfields will be gray after clicking the saveicon.
The RFQ ID and Sched Date may vary from the values shown here.
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Exercise 6 (continued)

Step 13 For the next award the middle scroll bar will change which line displays, select line 2.
Use the outside scroll bar to locate the awar ded vendor for line 2. Once the correct
vendor isidentified, Go Back to Line 1.
Chartfidd information must be entered on PO Line 1 for each vendor that is
getting an award even if thisvendor wasn’'t awarded PO line 1. Also, the copy
to all lines checkbox must be checked on PO line 1 in order for all chartfidd
information to be distributed throughout all lines of the purchase order.
Enter or select the following in the PO/Contract Didtribution section:
BU GL: 42000
Account: 720001
Fund Code: Al
Organization: 4203100201
Program Code: 01
Sub-Cls 301
BY: Current Budget Year
Loc: PO _001001
Project/Grant: 20208
Click the “Create” checkbox
Thiswill activatethe“Copy to all Lines’ checkbox, Click this checkbox.
Note: Y ou will receive thisinformation dialog box upon clicking the “ Copy to al lines’ checkbox.
People Code Manager (Update) E |
Theze fields will be copied to all RFQ Lines for this Wendor's
@ Response. (10500/53]
LCancel Ex=plain
Click OK
Note: Thisinformation isfor the second award, line 2. For chartfied
information to display on each PO line, it isnecessary to click the “ Copy to all
Lines’ checkbox.
Expected Correct data entry.
Results:
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Exercise 6 (continued)

April 2003

Step 14 Compare your Create PO pand to the panel shown below:
Manage Requests For Quotes - Use - Create PO
File Edit Yiew Go Favorites Use Inguire Report Help
R ENEEEEEENEE EEa ]
Create PO I
| Unit: 42000 RFQ ID:’Dun_nnnnnm Origin: 001 |
Vendor: 5000001007 ( IMPACT CHEMICAL CO. 2 |Purchase Order 7| | Cieate | =
PO Date: |06/25/2000 3| pooo [Ro thes & igig- 1001 %] ep
Line  Qty Award: Price: Order Qty UDOM Order PO Qty =
<~ 1 359.93000 DRt Drums />
e — Franklir Exeel Fle Flag: lm ]
Ship To: [PO_001001 ]
-PIEI!I:onllacl Distribution ;I —
e ' puat[12000 &| pgp [0 *| pien [20208 3]
Acct: I?Zl]l]l]1 ﬂ Sub Cls: |3l]1 ﬂ ¥ Copy to all Lines
Fund: I.A‘I—j BY: IW ha LS
Org: j Loc: ﬂ ﬂ LI LI
[FNTRH1 |Create PO |Update/Display i
Expected Note: The chartfields for PO line 2, (Vendor: Impact Chemical), were entered on PO line 1 for Impact
. Chemica. The“ Copy to all lines” button made the chartfields default down to PO Line 2 for Impact
Results: )
Chemical:
Note: The RFQ ID and Sched Date may vary from the values shown here.
Step 15 click: Bl 10 sve
Note: Do not proceed until the ingtructor informs you that the PO Build Process has
been completed.
Expected The new information is saved.
Results:
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Exercise 6 (continued)

Step 16 Wait for the PO Build Process to run.
Expected The PO Build process runs.
Results:
Step 17 There are severa waysto view the newly created Purchase Orders,
Sdect: Go=>»Adminigter Procurement=>» Manage Purchase Orders
Expected The Manage Purchase Orders window displays.
Results:
Step 18 Sdlect: Use=>» Purchase Order=>» Lines2 Update/Display
Expected A didog box displays.
Results:
Step 19 Enter or select the following:
Business Unit: 42000
Buyer: Robert Forbes
Click: OK
Locate the RFQ ID in the PO Ref column by using the scroll bar and evator bar.
Select the correct purchase order by vendor.
Click: Select
Note: If award is split this process must be repeated for each awarded vendor.
Expected A list of purchase orders displays.
Results:
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Exercise 6 (continued)

Step 20 There are queries available to view this data,
Select: View=>» Navigator Display=>» Query

0PO033_PO’'s RFQ_XREF_by BU
Displays RFQ data for the entire Business Unit

0PO034_RFQ PO _XREF by RFQ
Specified RFQ record will display

Expected The query results display.
Results:

Step 21 Once your purchase order has been identified, from the Lines pand,

Click: to retrieve the purchase order line items.

Expected The purchase order’ s line items display.
Results:
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Exercise 6 (continued)

Step 22 Click: "% | {5 proceed to the Header panel.

Enter or sdlect the fallowing:

PO Type: Open Mkt
Expected Correct data entry
Results:
Step 23 TO VERIFY PREVIOUS SELECTIONS,

Click: _2efaults | {5 open the Purchase Order Defauilts dialog box.
Click: OK

Expected The Purchase Order Defaults didog box displays, verify chartfield information.
Results:

Step 24

Click: Y9 | {5 open the PO Vendor Information dialog box.

Expected The PO Vendor Information dialog box displays.
Results:
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Exercise 6 (continued)

Step 25 Click: E next to the Location field to display the vendor’s Location Detalls.
Click: OK
Expected Correct data entry
Results:
Step 26 Click: M atching
Expected A didog box displays.
Results:
Step 27 Enter or select the following:
Match Action: No Match
Match Rules: Accept the blank default
Click: OK
Expected Correct data entry
Results: Before proceeding, make sure your dialog box matches the one shown below:
I |
~Match Status
Mone Cancel |
rMatch Options
Match Action: Im vI
Match Rules: I ﬂ
7| Accrue Use Tax
Note: Until further notice “No Match” isthe recommended sel ection.
2-72 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE April 2003

Exercise 6 (continued)

Step 28 Click: "% | {5 proceed to the Header panel.
Click: El to save.

Click: to run the Edit Check process.

Expected The Edit Check processisinitiated. When it begins, you will receive the following
Results: popup Message:

Purchase Order 0000000003

o

PO Edit process 452 has been initiated. Puszh the refrezh
buttan to check its progress. [5010,84]

Explain |

Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.

Step 29 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed ouit.

NOTE: If a“GL Journa Entry Processing” diaog box is displayed, repest
this step until document postsasa ¥ .

Verify Pos Document: ¥

Expected The Post Document checkbox is selected and grayed out.
Results:

Step 30 Click: _APProve |0 otivate the BCM button.

Expected The PO Status Vaueis“Approved” and the Approve button is removed from the
Results: pand.
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Exercise 6 (continued)

Step 31 Click: E’ to run the Budget Check process.

Expected The Budget Check processruns. When it is finished, you will receive thefollowing
Results: popup Message:

PeopleCode Manager [Update]

The Purchaze Order successfully met Budget Checking
requirements. Do pou want the panel refreshed?

Mo LCancel

Step 32 Click: L to close the popup message and refresh the panel.

Expected The pand is refreshed.
Results:

Step 33 At thistime, the PO is at an approved and valid status and ready to be dispatched.
Digpatch: Purchase Order

Expected PO is successfully digpatched and printed.
Results:

Step 34 If additional awards were made and Purchase Orders created, they must be retrieved
from the update/display list and processed.

This RFQ has another award that must be completed.

Process: Purchase Order
(For assistance see steps 18 through 31.)

Expected PO is successfully retrieved, dispatched and printed.
Results:
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Exercise completed.
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Exercise 7 — Copy an RFQ, Cancel an RFQ

Scenario: Y ou may need to copy an RFQ for different bid opportunities. In addition, it may
become necessary to canced an RFQ. The following steps will provide a guide for these
two processes. Your god isto accomplish thistask in Phoenix.

Step 1 To copy an exiding RFQ,

Sdect: Go=>»Adminiger Procurement=»M anage Requests for Quotes=>
Sdect: Use=»Request Quote»Header=>Add

Expected A didog box displays.

Results:

Step 2 Enter or select the following:
Business Unit: 42000
RFQ ID: NEXT (Default vdue— Do not typein thisfield)
Click: OK

Expected The Header pand displays.
Results:

Step 3 Click: 121 (Copy From Template button)
Note: Thisoption isonly available on anew header panel (RFQ ID: NEXT.)

Expected The Use Copy Template dialog box displays.
Results:
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Exercise 7 (continued)

Step 4 Enter or sdlect the following:
Copy From: Request For Quotes
Enter Copy Critena
Copy From: | st |
Click: OK
Expected Correct data entry
Results:
Step 5 Enter or sdect the following:
Busness Unit: 42000
RFQID: 50000010X X
(Replace XX with the number assigned to you by your instructor)
Enter Copy Critena
Business Unit: 42000  +| ol |
RFQ ID: I 4
Click: OK
Expected Correct data entry
Results:
Step 6 Click: "™ | to proceed to the Line pane.

Expected The Line pand displays.
Results:
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Exercise 7 (continued)

Step 7 Enter or sdlect the following:
Sched Date: Current System Date + 2 months

Expected Correct data entry
Results:

Step 8 Achivity

Click: | to proceed to the Activity pand.

Expected The Activity pand displays.
Results:

Step 9 Enter or select the following:

Comments. N/A
Post: OFF

Expected Correct data entry
Results:

Step 10 Click: Header

| to return to the Header pandl.

Enter Bid Rtn Loc: PO_0000001

The dates must be changed to show the following:

Req Date: Current Date

*Tab to the DtTm Close Field*

DtTmCloss  Current Date + 1 Month, (and time) 1:00PM

DTTM OPEN: CURRENT DATE (AND TIME)1:00PM
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Step 10 Click: Header

| to return to the Header pand.

Enter Bid Rtn Loc: PO_0000001

The dates must be changed to show the following:

Req Date: Current Date

*Tab tothe DtTm Close Field*

DtTmCloss  Current Date + 1 Month, (and time) 1:00PM

DTTM OPEN: CURRENT DATE (AND TIME)1:00PM

Expected The Header pand displays.
Results:
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Exercise 7 (continued)

Step 11 Enter or sdlect the following:
Status: Approved

Expected Correct data entry
Results:

Step 12 Click: El to save.

Expected The new information is saved and anew RFQ ID is generated.
Results:

NOTE: Fromthis point on, you would process the RFQ as described in Exercise 1, beginning
with Step 16.

Step 13 If necessary, Click: thodosethepanel.

To cancel an RFQ,

Sdect: Go=>Adminiger Procurement=» M anage Requests for Quotes

Expected The Manage Requests for Quotes window displays.
Results:

Step 14 Sdect: Use=» Request Quote=» Header=>» Update/Display

Expected A didog box displays.
Results:
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Exercise 7 (continued)

Step 15 Enter or sdlect the following:
Business Unit: 42000
RFQ ID: 50000010X X
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected The Header pand displays.
Results:
Step 16 Enter or sdect the following:
Status: Canceled
Insert acomment stating reason for cancellation and the date of cancedllation.
Expected Correct data entry
Results:
Step 17 click: Bl 10 sve
Expected The new information is saved.
Results:
Step 18 Click: ﬁltodosethepawel.
Expected The pand is closed.
Results:
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Exercise 7 (continued)

Check
Results

Step 19 Compare your Header pand to the pane shown below:

Manage Requests For Quotes - Use - Request Quote M= E
File Edit “iew Go Favortes Use |nguire Feport Help

SR EEEEEE N SR A )

Header | Line I Activityl

‘ Unit: 42000 RFQ ID: 0000000002 ‘

Reference: IHEhid RFQ 500000102 Req Date: Il]5!2l]!1 999

Origin: Wﬂ Forestry &dmin DtTm Open: Im
Buyer: IHDhEIl Forbes ﬂ DtTm Cloze: Im
Bid Run Loc:  [PO_000000T | g Conaliing I REP ™ sWC
Bill Addrs:  [PO_0000001 | +| Status: [Approved =]

Phone: Georgia Forestry Commission

Fax: Macon GA 32020819

Comment Mbr: 1 [” SendtoVendor [ Addenda 5td TypefID: I ﬂ I ﬂ =
|Header | Add s

Expected If these dements do not match, review the steps and consult the Instructor.

Results:

Note: TheRFQ ID, Req Date, DtTm Open, and DtTm Close values may
vary from the values shown here.

If the panel matches, dlick Rl 1 proceed to the Line panel.
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Step 20

Expected
Results:

Compare your Line pand to the panel shown below:

Manage Requests For Quotes - Uze - Request Quote
File Edit “iew Go Favortes Use Inquire Beport Help

[ [O] %]

dle@x| e sl o= B8] & lel] #els ]|

Header Line |Activity|

| Unit: 42000 RFQ ID: 0000000002 Fiebid RFD 5000001064 Origin: 001
Line Info
Item 1D: I ﬂ IHechinger's ¥alue Latex Paint Line 1

Category: Wﬂ Paints, Pr Ship ¥ia: Wﬂ Common
UOM: Wﬂ Drums Ship To: Wj

Quantity: IW FreightTrm: IDN—j Destn
Price: l— Associated Documen! 13

Sched Date: IU?!ZI].H 999 | LT Days: I I

=3

Comment Nbr: 1 ¥ Send to Vendor Std Type/ID: I

Ao A

Color green. Mo substitutions will be accepted.

| Line [ &dd

Ezlzl

If these elements do not match, review the steps and consult the Instructor.

Note: The RFQ ID and Sched Date may vary from the values shown here.

If the panel matches, click M to proceed to the Activity pand.
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April 2003

Exercise 7 (continued)

Step 21

Expected
Results:

Compare your Activity panel to the panel shown below:

Manage Requests For Quotes - Use - Request Quote [_ (O] x]
File Edit “iew Go Favortes Use Inquire Beport Help

sle(@x| e sl o= B8] & lel] #ell ]|

Header I Line  Activity |

|Unit: 42000 RFQ ID: 0000000002 Fiebid RFD 5000001064 Origin: 001 |

Post  Due Date Comments LI

r Il]1 /0141902 e |j

= [ &dd

&

If the panel matches:

Clickﬁlto close the pand.

Select Use=» Request Quote=>» H eader=>» Update/Display.

Enter or select Business Unit 42000.

Enter or select the RFQ 50000010XX (replace XX with the number assigned
to you by your instructor)

5. Click OK to display Header panel for the RFQ you canceled.

E RS o

If these elements do not match, review the steps and consult the Instructor.

Note: The RFQ 1D may vary from the number shown here.
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Exercise 7 (continued)

Step 22 Compare your Header pand to the pand shown below:

Manage Requests For Quotes - Use - Request Quote [_ (O] x]
File Edit “iew Go Favortes Use Inquire Beport Help

sle(@x| e sl e 2= @ lel] #e ||

Header | Line | Activity |

‘Unil: 42000  RFRQ ID: 5000007001 ‘

Reference: I Req Date: Im

Origin: Wj Forestry &dmin DtTm Open: Im
Buyer: IHDhEIl Forbes ﬂ DtTm Cloze: Im
Bid Rt Loc:  [P0_0000001  #| § Coriral Biling I"'RFP [ swC

Bill Addrs: IPU_I]I]I]I]I]I]1 j Status: ICanceIed VI
Phone: Georgia Forestry Commission

Fax: Macon GA 32020819

Comment Mbr: 1 [” SendtoVendor [ Addenda 5td TypefID: I ﬂ I =

ke

| Header | Update/Display

&

Expected The pand matches. Congratulations!
Results:

If these elements do not match, review the steps and consult the Instructor.

Note: TheRFQ ID, Req Date, DtTm Open, and DtTm Close values may
vary from the values shown here.

Step 23 Click: ﬁltodosethepawel.

Expected The pand is closed. Proceed to the next exercise.
Results:

Exercise completed.

2-86 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE

April 2003

Exercise 8 — Preparing an RFQ with “Blank” vendor selected

Scenario: Y ou are entering an RFQ that will be posted on the bid registry. It is necessary to print
one RFQ copy for this purpose. To dispatch this document it is required to select at
least one vendor.

Step 1 Sdect: Go=>»Adminiger Procurement=>»M anage Requests for Quotes
Expected The Manage Requests for Quotes window displays.
Results:
Step 2 Sdect: Use=» Request Quote=»Header=>Add
Expected A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
RFQID: NEXT (Default vdue— Do not typein thisfield)
Click: OK
Expected The Header pand displays.
Results:
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Step 4 Enter or sdlect the following:
Origin: 001
Buyer: Becky Rowlett
Bid Rtrn Loc: PO_0000002
Bill Addrs PO_0000001 (Default vaue)
Req Date: Current Sysem Date (Default vaue)
DtTm Open: Current System Date/Time (Default vaue)
DtTm Closed: Current System Date/Time + 1 month (Bids are Opened)
Status: Open (Default vaue)
Expected Correct data entry
Results:
Step 5 Click: =™ | to proceed to the Line pand!.
Expected The Line pand displays.
Results:
Step 6 Enter or sdect the following:
Unlabded fidd: Uniforms
Category: 20086
UOM: EA
Quantity: 412
Price: (Leavethisfidd empty)
Sched Date: Optiond
LT Days. (Leave thisfidd empty)
Ship Via COMMON (Default vaue)
Ship To: PO_001001 (Default vaue)
FraghtTrm: DN (Default vaue)
Send to Vendor: ON
Comments area: Syle XYZ, Color: Blue
Expected Correct data entry
Results:
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Step 7 Click: Ao | to proceed to the Activity pand.
Expected The Activity pand displays.
Results:
Step 8 Enter or sdect the following:
Comments  N/A
Post: OFF
Expected Correct data entry
Results:
Step 9 Click: Header | to return to the Header pand.
Expected The Header pand displays.
Results:
Step 10 Enter or select the following:
Status: Approved
Expected Correct data entry
Results:
Step 11 click: Bl 10 sve
NOTE:  Record the RFQ ID number here:
Expected The new information is saved.
Results:
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Exer cise 8 (continued)

Step 12 Sdect: Use=>Vendor Association by NIGP=>
Vendor By NIGP=>»Update/Display
Expected The Vendor By NIGP pand for your RFQ displays.
Results:
Step13 | click: [ to display alist of vendors associated with the NIGP code.
In our example only one vendor displays, the new “Blank” vendor which has been
added to dl NIGP codes in production. The name format alows this vendor to display
first for dl NIGP codes.
Ref: PO News #93 — Printing RFQ with Blank VVendor
Expected Vendors associated with the NIGP code are displayed in the Suppliers elevator bar
Results: region.
Step 14 Click the checkbox next to the following vendor:
.Name
mu v ixsnizistin i [ .5}
B EE New . Go Fpaordes Lhe Ingue Bepot bHep
Big|#x ol rim| Biw| mic| S| Sjelo] *le|wle ]
v Lt Wenchs B HEF |
Wheud= OO0 AFQ M CODONICTT: Chigise 011
== ™
Gul:n:'l"endm ]
=3
g:"ﬁz Gmall  Minoy  Looak :J
= Harn
3
o . liaw D Vendo Found
FTEH] Marcie By HIEF Lipedsk fCizplae
Click: El to save.
Expected The selected supplier is displayed in the Selected Vendors elevator bar region.
Results:
PHOENIX - STATE OF GEORGIA SECTION 2 :MANAGING REQUESTS FOR QUOTES 2-91

PROPRIETARY AND CONFIDENTIAL




April 2003 PARTICIPANT GUIDE

2-92 SECTION 2: MANAGING REQUESTS FOR QUOTES PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE April 2003

Exer cise 8 (continued)

. Yerndor List .
Step 15 Click: 1 to proceed to the Vendor List pand.
The RFQ_BLANK vendor isthe only vendor selected.
Manage Remmsts Foruntes - Dse - st =100 =i
Bl Bt Mow G0 Fadiltes ke [nasd Reot b
Bie|®x| Dim| e sio] Sl Sfo]s | el |
enddor Lt | venci By MK |
Uspl: 220000 AFQ R OO Origise 0071
Vendo |0 Drispatoh et |
= T ) Frima B
Vien o Infe E'
AFBLANE | Send Te Addess: (D & Contact: | %]
oz FPhane
FEI or B Wra 10 - i I_:J
Plvire: Fan Phone
FTRRT MerdaLisk Ucdst el

Since we only want to print a copy for the bid registry we can dispatch this document
with one vendor selected.

Expected The Vendor List pand displays.
Results:

Step 16 Sdect: Report=>RFQ Form=>Update/Display

Expected A didog box displays.

Results:

Step 17 Enter or sdect the following:
Run Control 1D: RFQ_DISPATCH
Click: OK

Expected The Run Parameters pand displays.
Results:
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Exer cise 8 (continued)

Step 18 Enter or sdlect the following:

Busness Unit: 42000
RFQ ID: (RFQ number from step 11)
Vendor ID: RFQ _BLANK

Note: The Vendor ID is optiona because it was the only vendor selected for this RFQ.
el

Ble Edi Maw o' Favorbes Lie Inguina Baport Bl

gle® x| =] Glal mj=| 2= skl ] wlelsl ||

AFQ Fam I
Oparatos 10: FHTRNZE
Aun Contrad 10 RFL} DISPATCH
HAepot Aeguest Faansbers
Biesinees Uil [42000 ﬂ FFF'E Stokusss lo Inchede
S el
AF@ 1D 0o o2 SR
o o Thaate: [ ™ Hetd
W ek I [FiFo_BLARE _:l ™ Pt (Tpen
Buper: | +|
v Caeis B J £ AFE Yemdos 1o frchuds
L1} = e l— -+
D piane: B0 [ Dirpatched
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click: B 1o display the Process Scheduler Request didlog box.

Expected The Process Scheduler Request dialog box displays.
Results:

Step 19 The following items should be selected :

Run Location: Click the Ser ver radio button ON
Server: Select PSUNX

Output Dedtination:  Click the File radio button ON
FHle/Printer: ftmp/ +P-d(Printer 1D)

Click: OK

Expected At this point your RFQ will print out with blanks a the top.
Results:
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Exercise completed.
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D. Summary and Review

April 2003

Activity

W

LECTURE

Materials

[EA:

GUIDE

ek

REVIEW

Objectives Review:

Discuss the following questions:

©COoNoOO~WDNE

N UAWDNER

Create an RFQ at the Agency leve

Digtribute an RFQ

Create and print addendato an RFQ
Add additional vendorsto an RFQ
Enter responses to an RFQ

Award an RFQ

Cancel an RFQ and re-hid
Create and print a Blank Vendor RFQ

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

What is a Request for Quote (RFQ)?

Can you copy information from another RFQ?

If you are having difficulty awarding an RFQ, what may be causing the problem?

Do vendors have to be active and approved before you can dispatch an RFQ to them?
What are the different dispatch methods you can use to send an RFQ?

How is an RFQ dispatched?
Can you award the RFQ to multiple vendors?

What happens to the information when you create a PO or contract during the award process?
Can you copy arequidtion to an RFQ?
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