S

How do I create an RFQ reeceee] |
(Request for Quote’s)?

The following panels will outline how a buyer will be able to create an RFQ (Request for
Quote).

Lodin 1.Login into the PeopleSoft Purchasing 7.5 system and prepare to
9 select a buyer for a specific requisition.

Create RFQ's ‘ [:> 2.When the buyer is required to create a Request for Quote prior to

sending the sub-contract to the vendor.
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Step 1: Login

» Launch the PeopleSoft Signon from the Novel Application launcher.
o Connection type “Oracle” (Defaulted)
o Database Name “FMSPRD” (Defaulted)
o Enter your login name. (UPPERCASE only)

o Password is your login name (lowercase only)

» Click “OK”

PeopleSoft Signon |

PeopleToolz 762
Copyright [2] 1988-1993 PeopleSaft, Ihe.

All rightz reserved.

Enter Signon |nfarmation Below:

Connection Type: I Oracle j
Databaze Mame: IFM SPRD

Operator 1D: [ PSPERDS]

Pazsword: I

k. I Set Pazawaord... | Cancel
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Step 2: Creating Request for Quotes (RFQ’s)

Setting up Vendor Quote Groups

Use the Vendor Quote Group panels to set up the vendor quote groups and establish groups of vendors specific to
particular items and locations.

Go

Administer Procurement
Manage Request for Quotes
Set Up Quote Group

Add

U J Uy

The Add — Vendor Quote Group panel displays.

Add -- Yendor Quote Group

Quote Group ID:I Cancel |

The business unit of LBNL will default in the field and you will be required to create a Quote Group ID unique
to this group of vendors.
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Specific Yendors
Spec Vends|

5 [P+ corrorar | fooooosanr
S [P evemes | foooovoszos
I A N
[~ [FrcocoroL | e

Add the name of all the vendors you want in this quote group, after entering each name click the F7 key or the
Add Row button, and continue until you’ve entered all the vendors required.

Once you’ve completed these panels, click the Save button.
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The Header panel provides information that applies to the entire RFQ. Some of this information defaults
from your Business Unit and Operator ID.

Go

Request Quote
Header
Add

ugduud

Administer Procurement
Manage Request for Quotes

The Add- Request Quote panel displays.

Add -- Hequest Quote

Busziness Unit: I ﬂ

RFQ ID: |NE><T

Cancel |

The business unit of LBNL will default into the field and let the RFQ ID default to NEXT.

Manage Requests For Quotes - Use - Request Quote

Fle Edt View Go Favortes Uss Procsss Inquis Rspot Help

glelglx| 0E sl == E5] £ kel] # ezl

Header | Comments | Line | activiy |

qrigin: ONL j

Unit:  LBNL RFQID:  NEXT
rHeader Info

Req Date: M Status: ,Open—Ll

Reference: I Currency: Iﬁj Wj

Rate Date: 07/03/2002
DtTm Close: l—

Cnline Eniry
DiTm Open: 0710372002 10:30AM
Buyer: I

Terms: S0DAY j Net 30
Bill Addrs: BILLTO j

Phone:

Fax:

UC Lawrence Berkeley Lab

CA 94701

50f12
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The buyer will have the option to either create a new RFQ or copy a requisition. When copying from a

requisition, push the Copy From Template

Enter Copy Cnitena

o

button, The Copy Criteria panel displays.

-Copy Template

Copy From: IHequisitiuns

Cancel

]|
_ Coeel_|

-Copy Criteria
Buziness Unit: LEML

Requisition ID:  [0000000103 ﬂ

¥ Copy all lines

Req Lines With: |RFQ Required

[

The link between the requisition and the RFQ will be shown on the RFQ.
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Once completed the copy the Header panel will look like this.

Manage Requests For Quotes - Use - Request Quote

@] )= mlel =] 2] Elel] #el]

061262002
From Req ID - 0000000103 W

07/03/2002
07/03/2002 10:46AM

JJBETTEN

Change the Status of the RFQ to Approve.

You will be able to add comments to the RFQ in the comments panel.

Manage Requests For Quotes - Use - Request Quate

Blelsx| wlEo] sl S| Sl=] Fel] #le]4]7 |
Header

w3 | Active Gnly:
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On the Line Panel you will be able to view the lines that were brought over from the original requisition.

@)
069-0150

Gnly 07/07/2002

You can edit any of this information on this panel.

Track activities related to an RFQ by entering them on the Activity panel.

=]
Once the information has been completed, click the Save button.
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Defining the Vendor List for an RFQ

You can choose the vendors for the RFQ from either the Vendor Group Quote List or the Item Supplier Quote
List. You can also use both panel groups to create your final vendor list. If you use Vendor Quote Groups, you
can add and delete as needed to create your final vendor list for an RFQ. Vendor Quote Groups are most useful if
you have a group of vendors you normally choose from for the purchase of specific commodities.

= Go

= Administer Procurement
= Manage Request for Quotes
= Use

= Vendor Group Quote List

The Vendor Group Quote List panel displays.

Manage Requests For Quates - Use - Vendor Group Quote List
File Edit Wiew Go Favo focess Ingquie Repot  Help

Use  Proce
Bl #|#x| e =) [SIEEEINE S +~'~/+L|

FIFQ Vendor List |

‘ Unit: LBHL RFQ 1D: 0000000001 From Req D - 0000000103 ‘
rInclude =
Quote Group ID: j j
=
Vendor ID Location Dispatch Method
B I j I j Phone -
~Vendor Info
Send To Address: 0 j Contact: j
Sales: j
=]
[ [ [RFQ Yendor List [Update/Display
ghsta| & F3 5) i 81 @) || FSroo [P ma.. | BMana | Z3unil | 23 uni | [Elhion | #How | §Foio | &% Secu [[N=Z@E 111321
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To begin your vendor list, you can select one (or more) Vendor Quote Groups. The system loads the vendors of
the group(s) you specify, and this group becomes all or part of the vendor list for the RFQ. You can add to or
delete from this RFQ vendor list without affecting the Quote Group from which you loaded them.

Manage Requests For Quates - Use - Yendor Group Quate List

File Edt View Go Favoites Use Process Inguie Fepot Help

- [5]x]

alg@x| e EE ool |8l Skelo] Ee bl

RFU Yandor List |

RFQ ID:

‘ Unit: LENL 0000000001

From Req |10 - 0000000103

rInclud

Quote Group ID:

SPECIFICS j

Specific Vendors

Vendor ID Location

Dispatch Method

0000008209 j

\

|000001 2794

o

[ooooo1s917 j

ABELE ENGINEERING Phone -
j APTAGROUP. INC. Phone v
j A &N CORPORATION Phone e

Vendor Info

|
|
=

|

=]

Send To Address: 0 j

\
Contact: I— j

Sales: l_ﬂ

st | & F3 5 4 ) || E3irbos..| [ Ma.. | Bbana.|

|RFQ Vendor List

[ [
Z3uri..| 23 o, | [ElMicre..] ElHaw .| BlFolio..| 8 5ecu.

|Update/Display

[[N=B@®E 111920

The dispatch method will
default from the business unit.
Should the vendor have a
specific dispatch method, the
field will be open for editing.

If you click on the Mag Class icon E you will be able to view specific detail information on that vendo

Manage Requests For Quates - Use - Yendor Group Quate List

File Edt View Go Favoites Use Process Inguie Fepot Help

alE@x| e EE mo| EE Skelo] Ele bl

RFU Yandor List |

RFQ ID:

‘ Unit: LENL 0000000001

From Req |10 - 0000000103

rInclud

Quote Group ID:

SPECIFICS j

Specific Vendors

Vendor ID Location

Dispatet Method

[ooo0008209 j [1

B [o000012794 j i

[ooooo1s917 l [

ABELE ENGINEERING hone j
j APTAGROUP, INC. Phone -
j A &N CORP Phone e

yﬂﬁ)r Info

=]

707 SW19TH AVENUE

/ -
0000015917 Send To Address: (I +

Contact: I— j

WILLISTON
FL 32696 UsA ales: j
(=]
[ [ |RFQ Wendar List [Update/Display
HAstarnt || &R L || F3Inbos.. — Mana.] T3umi..| T3 uni.. | [ Micro..| EHow . | BEFalic .| g Gecu.

Upon completion of selecting your quote vendors click the Save E button.

[[N=B@®E 111720
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Entering RFQ Responses

As you receive vendors' responses to your RFQ’s use the Enter Responses panel group to enter them into the
database for analysis, and eventually award Purchase Orders or Contracts based on that analysis. Select the RFQ
to which the vendor responded. Select from the displayed list of vendors to whom the RFQ was dispatched.

Go

Administer Procurement
Manage Request for Quotes
Use

Enter Responses

Header

Update/Display

R R VR

The Enter Responses Header panel displays.

Update/Display -- Enter Responses

Busziness Unit: ILBNL ﬂ Ok

il

RFQ 1D: II]I]I]I]I]I]I]I]I]1 ﬂ Cancel
Yendor 1D: I ﬂ Search
Yendor Lucatiun:l ﬂ i I
I it |RF& 10 |**endor | Lacation

000007 2734 1
LEML Q0o00aoaad 0aooom 537 1
LEBML 0000000001 0ao00021 750 1

When you’ve selected the RFQ number and click on the Search button, only those Vendors that were assigned to
the RFQ.

Complete the entire panel including the response method. Go to the Line tab and enter the information about
pricing and delivery.
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Manage Requests For Quotes - Use - Enter Responses - (O] x|
File Edit “iew Go Favortes Use Process [nguire Beport Help

Ble(@x| B8] slel @(=| 25 olelo]| +le[A B

Header Line | Comments |

Unit: CHFO
RFQ ID: 0000000007 Fram Feq ID - 0000000032
Vendor |D: 0000000004 1 AD-TECH MEDICAL INSTRUMENT CORPORATION
-Responze Line =
Item ID: |1l]l]l]l]l]l]2 6ndul Responded Line 1
[SLEEPCHAIR =%

¥nd Itm 1D: I Schedule Date: I—

¥ndr Catlg: I LT Daps: I_

Mig ID: I—ﬂ Unit of Measure: Irj Each
Ship Yia: Wﬂ Carmmaon Car Quantity: W
Ship To: [0w 4| DESOTORCE  Price [
Freight Tm: [DESTFA  s| DEST.FA Min Qty: [ ZI

[ |[F575Q4A2 |Line |Update/Displa

Check the Vendor Responded box, this action will open the fields for data. Complete the panel with all
necessary information.

NOTE: Because the original requisition was created into a purchase order through the PO Build process,
this information is for record only.

Upon receipt of this information, the buyer will determine which vendor should be awarded the purchase and
update the purchase order already created in the system.

Once all the information is entered click the Save EI button.
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