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SUPPLIER PORTAL USER GUIDE
Submitting a Bid

Abstract

This job aide will show you how to submit a bid to a Request for an Event.

PPL Supplier Enablement Team
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Overview

Infor serves as the modern solution for work management, contract, and invoice processing. This
document is intended to provide you with a step-by-step guidance on how submit a bid to a Request
for an Event.

By reading this document at its entirety you will be able to:

- Submit a bid

Submitting a Bid
1. Enter the Username and Password and click the Sign On button.
The Supplier Portal page displays.

™ SignOut () = Supplier Portal

Train‘ing User

Profile Quick Links Links And Attachments
New Supplier Registration Guide
Supplier Portal BB 2-TRACK SOLUTIONS LLC ® signout i
Home Contact: Training User O Contact Us
Events Phone: +1999-839.3049 a P gxi;;ing Supplier Registration
nstructions uide
My Responses Emall: téstig W m
Evaluations
+ Contracts adi
ress: i
Event Metric . .
OiderManagement Update Supplier Info Guide
Registration Status: ~Complete
ge Notices
em Proposals
Performance Message Dialog Needing A Response Item Proposals

My Account C, please advise the required quantities for each of the four types of cabinets.

Thanks. =
Me: And Dialog

!
Original Message: Dialog for Event: 226-0 - C8 monitoring device
No Items Proposed
Please see the initial question list from PAR for RFP-7062
Original Message: Dialog for Event: 138-1 - RFP 7062 - MACR 69 - Phase 2 Construction - T-Line

Please see the initial question list from PAR for RFP-7063
Original Message: Dialog for Event: 139-0 - RFP 7063 - MACR 69 - Phase 2 Construction - Substation

2. Click Messages and Dialog.
The Messages and Dialog page appears. Note: If you don’t see the left menu, click the three-
line menu toggle in the top-left corner.

w sgow o5 - = MessagesAnd Dialog

werame,

Training User Inbex  Trash  OpenMessagesWith Dialog  Historical Messages

5 priority status  Title Dialog Contact Attac....
Supplier Portal

MNormal Unread  You have been selected to make a Best and Final Offer

MHormal Unread B een amended

1 #231 s or will be available for response

Pr v reation Date/Time
Normal  Unread  3/15/20222:00:58 PM
Originating Company  Originating Event

2041 w1

eemes A X Iialy You have been selected ta make a Best and Final Offer on Event: 237 - test; Respond via Supplier Portal - My Responses - Unsubmitted Best And Final Responses.
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3. Select the event.
Details about the Event display and buttons appear above the list of Events.

A E & cen — Messages And Dialog

Welcsme,
Training User Inbox  Trash  Open Messages With Dialog

Historical Messages

MarkAsDeleted  StartADialog  View Event
Supplier Portal B cCreation Date/Time Priority Status  Title ialog Contact Attac..
0 s Normal Unread  You have bien selected to make a Best and Final Offer
Home 0 al unr
5 a Normal
O Normal 35 been amended
2/10/2022 1:49:08 PM Normal Unread Bidding opportunity: Event #£231 is or will be available for response
Bidding opportunity: Event #231 is or will be available for response
womsl e 302w uaeowe
Originating Cc Originating Event
2041 3
Messages And Dialog Event: 231- Transformes eated that matches a commodity code you selected. Event has a preview date of , an open date of February 28, 20 56:19 AM EST, and a close date of March 28, 2022 8:56:23 AM EDT,
Log in to the supplier portal to review or respond to this event.
4. Click Mark as Read.
This will notify the Buyer that you have seen the Event.
5. Click Events.
The Events page displays.
— Events Q

Browse Open Events Search All Events Events With Plan Holders

Open Events Q [ View Event Start A Dialog
supplier Portal Category  SubCate... Type Open Date Close Date Currency
3.15 WalkMe Event
Home RFP usp
Event:282-0

Management

10 v
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6. Double-click on the Event.
The Event Summary page displays

L Sgnout & e — Event 282-0 Summary PrintEvent  Create Supplier Message And Dialog

Training User 3.15 WalkMe Event Event Information | Lines

Use to submit a bid
Response Progress

7 [

3/15/2022 12:00:20 PM

Supplier Portal
Home
0of1

3/22/2022 11:52:05 AM

Rules

7. Click on the Respond Now button.
The Event Response page displays.

L — Event#282-0

SignOut 1 -

Training User O EventResponse Event Response

Supplier Portal

sponse

Submit Response

No Bid Selection

[ 1 do not want to bid on this event

8. Click the | accept the terms and conditions for this event, and | confirm that | am authorized
to accept these terms and conditions and submit bids for my company checkbox.
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9. Click Next.
The Event Line Responses tab displays.

v signout £ - = Event #282-0

Welcome,

Training User

3 EventResponse

Event Line Responses

o Event Line

Supplier Portal Line Responses

Response
Attachments

[ oascipton | vendortem | Loa uan.. | Besporse.-

1 1000000034 test 5 0 EA 0.000000 0.00

) Submit Response

Messages And Dialog

10. Select a line item.
11. Click Maintain Line Response Detail button.
Line Response tab displays.

v Signout 5 -o- = Event 282-0 - 3.15 WalkMe Event

Wakome,
Training User O Line Response Line Response 16

~ Line Respanse Quantity Jni Measure Commedity Cods

5 SUmmany 5 EA 10-101 - TEST CATEGORY, TEST 1
Supplier Portal

Ship To Address

Home usA Lehigh Warehouse Allentown PA 181049332

Enter Line 1 Response Information

12 [ =

or [ ]NoBid

12. Enter your User ID in the Vendor Item field.

13. Enter the delivery date in the Delivery Date field

14. Enter the quantity value in the Quantity Field. (this should be step 15)
15. Enter the unit price in the Unit Price field. (this should be step 14)
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16. Click Next
The Line Response Summary page displays. The message “Create Completed Successfully.

Sourcing Event Line Response Created.” briefly appears.

= Event 282-0 - 3.15 WalkMe Event

SignOut ¢

Previous

Line Response Summary

~ Line Response
Summary

Supplier Portal Line# Ite ’
1 1000000034 test

Home
17

+ Performance
My Account

™ d Dialog

17. Click Finish.
You are returned to the Event Line Responses tab.

— Event#282-0

LU Sign Out

Training User Event Line Responses

Previous Next

o Event Line
" Responses
Supplier Portal Line Responses [ Maintain Line Response Details

Description | Vendor ltem LineQuan... ' Response... | UnitofMe... Unit Price | DeliveryDate | Extended ...
1 EA 20.000000 | 4/4/2022 2000

Response

Attachments B 1000000034 test TRAN1234

Submit Response
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18. Click Next
Question Responses page appears.

sgrowt ¢ - | = Eventi#282-0

UL Event Response Response Attachments Previous -

EventLine
Responses
Supplier Portal Attachments Create

)y Response [ ] Attachment Title Attachment
Attachments

Home

Submit Response

No Data Available
Item P
Performance
My Account

ind

19. Click Next.
Responses Attachments page displays

sgrowt ¢ - | = Eventi#282-0

Training User

Response Attachments Previous

Supplier Portal Attachments Create

) Response [ ] Attachment Title Attachment
~ Attachments

Submit Response

No Data Available

Performance
My Account

ind
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20. Click Next.
Submit Response displays.

= Event #2820

SignOut ()

Previous

Event Response Submit Response

o] 21

for award, your response must be submitted by March 22, 2022 11:52:05 AM EDT

IMPORTANT- if you intend to submit the response, please click the submit button
O Submit Response

Contracts

Order Management

+ M

21. Click Print My Response to view a PDF. Close the PDF
22. Click Submit

signout — Messages And Dialog

Inbox  Trash  Open Messages With Dialog  Historical Messages

Mark As Unread Mark As Deleted Start A Dialog View Event

Dialog Contact Attac..

Creation Date/Time & Priotity Status  Title

Supplier Portal

2/18/2022 8:20:59 PM Normal Read | Event: 231 has been amended

Home 2/10/2022 1:50:57 PM MNormal Unread  Event: 231 has been amended

Unread  Bidding opportunity: Event 4231 is or will be available for respanse

Contra




