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1.  From the Home Page, click on the notifications icon
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2.  Then, click on "Go to Full Work List".
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3. Select notification that invites you to participate in RFQ 
4. Click Open
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On the Top right you will have a "yes" or "no" option - select one to acknowledge your intent to participate
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6.  Click on the home page icon
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7. Click on "Sourcing Supplier"
8. Click on "Sourcing"
9. Click on "Sourcing Home Page"
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10.  Click on the "Negotiation Number", for example 41011
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11. From drop down box select "Create Quote" and click GO
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12.  From the Header tab, scroll down to review the requirements and select either "yes" or "no".
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13.  Click on "lines"
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From this point you may either quote by clicking "update" on each line or you may select "Quote By Spreadsheet"
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15. For the "update" option, enter price in the "Quote Price" field and then click "Apply" - repeat these steps for each line
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For the "Quote By Spreadsheet" option follow the steps:
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1. Select
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2. Select



sarleyk
Text Box
3. Click "open"
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4. Select
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5. A spreadsheet that looks like this will open up
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6. Select this tab
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7. On this tab you will enter your price for each line on the "Quote Price" field 
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9. Click here
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8. Once completed entering prices, click on "File", "save as" and ensure that the "Save as type" is as shown here.
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10. Select
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11.  Click "Browse"
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13.  Click "open"
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12. Select the document you saved on your drive.



sarleyk
Text Box

sarleyk
Text Box

sarleyk
Callout
14. Click "Import"
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15.  If upload is successful, system will take you back to "Header" section. From here, click "Lines" to verify all lines uploaded
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16. VERIFY!!!!
17. Click on Save Draft
18. Click on Continue
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19. Click on  if you want a copy
20. Lastly "Submit"
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