#""‘! KAISER PERMAMNENTE

Dnelink and Financial Systems

Job Aid

Update RFx/RFI Bid Response

Scenario: You need to edit a RFx or RFI event after submission.

Note: A RFx or RFI event can be edited after submission until the event end date/time.

Favorites = Main Menu~ |

Search Menu:
PR e PERANENTE.

OneLin ©
5] Supplier Portal Configuration L3
Top Menu Feati
3  Manage Events and Pig \j
O £1  Manage Contracts = Biding Homepage
View Events and Place Bids
The menu is no| I Services Procurement ! enis and Hlace Bios
Clickon Main M C1  eSettements B my Event Activiy
Highlights d Change My Password d Discussion Forums
Recently Used d My System Profile
now appear under the T ——— e
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access -
to the contents of
subfolders =

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Home

Add to Favorites

Sign out

“? Help

Step Action

1. Click the Main Menu button.

Iain Menu +
2. Click the Manage Events and Place Bids menu.
| 1  Manage Events and Place Bids L4
3. Click the View Events and Place Bids menu.

|E] View Events and Place Bids
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Favorites Main Menu + > Manage Events and Place Bids ~ > View Events and Place Bids
Home Add to Favorites Sign out
[a] PERMANCHTE.
OneLink
New Window | Help | Personalize Page | &
View Events and Place Bids \Welzome, Grace Hughes

User: Grace Hughes
Enter search criteria to locate an event for viewing or placing bids

Search Criteria

Use Savea Scorcn NN '
Event Results Should Include:
D Sell Event
Event Name W Purchase Event
Event Iype| V\ ] Request For Information
Event Status | |
Include Declined Invitations?
Search Clear Criteria
IManage Saved Searches Save Search Criteria Advanced Search Criteria
Search Results Personalize | = First ‘&' 1-30f
Event ID Event Name Format Type End Date Status
03500-0000000026 test attachment during analysis Sell RFx Pending Award Accepted Discuss
03500-0000000026 test attachment during analysis Sell RFx Pending Award Discuss
03500-0000000027 Food Distribution and Cafeteria Services Sell RFx 01/31/2018 03:52 AM PST Accepted Discuss

Step Action

4, Select the Event ID link for the event you wish to update.

Favorites = Main Menu « > Manage Events and Place Bids ~ > View Events and Place Bids
Home Add to Favorites Sign out
T WASER PERSOANENTE.
OneLink
New Window | Help | Personalize Page | I
Event Details Welcome, Grace Hughes

User: Grace Hughes

finformation On Inquiry Options Bidding Shortcuts: View Event Activity
“iew, Edit or Copy from Saved Bids

View Terms and Conditions

Event Name Food Distribution and Cafetena Senvices

Event ID 03500-0000000027
Event Format/Type Sell Event RFx

Event Round

Event Version
Event Start Date 12/14/2017 3:52AM PST
Event End Date: 0173172018 03:52 AM PST

Event Description:
Food Distribution and Cafeteria Services

Contact Elly P Ham Payment Terms:
Phone My Bids: 1 In-Process and Submitted
Email: Ganga.B.Adidamu@kp.org Edits to Submitted Bids Allowed
Online Discussion: Discuss Event in Forum Multiple Bids Mot Allowed
Live Chat Help:
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Step Action
5. Click the View, Edit or Copy from Saved Bids link.
Wiew, Edit or Copy from Saved Bids
Favorites ~ Main Menu ~ » Manage Events and Place Bids ~ > View Events and Place Bids
Home Add to Favorites Sign out
P SR PERMANEHTE.

OnelLink

View, Edit or copy from Saved Bids

Event Name Food Distribution and Cafeteria Services
03500-0000000027
RFx

Event 1D
Event Format/Type Sell Event

Event Start Date 12/14/2017 3:52AM PST

Welcome, Grace Hughes
User: Grace Hughes

Event Round 1

Event Version 1
Multiple Bids Mot Allowed

New Window | Help | Personalize Page | &

Event End Date: 01/31/2018 03:52 AM PST Currency: US Dollar

Bids [IEL First ‘4 10f1 &' Last
BidID Round Version Bid Status Event Status Bid Last Saved

1 1 1 Posted Posted 1211472017 423AM PST View/Edit Cancel
Return to Event Search

Step Action

6. Click the View/Edit link.
View/Edit
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Favorites + Main Menu > Manage Events and Place Bids~ > View Events and Place Bids

OneLink

+r Bid Required q,_* Ideal Response Required

General Questions Previous Questions 1-2 of 2 Next Questions

* Supplier will audit all freight bills to ensure compliance with pricing agreements from the carriers.

Response

¥ Are your fuel costs fixed or variable based on the National market?

Response|Variable

Step 2: Enter Line Bid Responses

Administrator.

Lines in This Event 2
2

Your Total Line Pricing 241,475.0000 USD

Lines Responded To

Hide Line Detail

e Bid Required Line Comments/Files

Event Commenis and Attachments

Home Add to Favorites Sign out

Add Comments or Attachments

Add Comments or Attachments

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event

Lines Personalize | & First ‘4’ Previous Lines 1-2 of 2 Next Lines
Line Item 1D Description Unit gz‘;';f;;e“ Eﬂ:;ﬁt': pourUnitBid | yogig  pour Total Bid
1 Food Distribution EA 450000  45.0000| [1345.000000 [0  60,525.0000 USD Bid o
2 Cafeteria Services EA 550000 56.0000| [3290.000000 O o000 g ]

At any pointin the bid response process you may save an in-progress bid and resume completion at 1ater time. When your bid response is complete, submit for consideration.

Step Action
7. Perform the required updates. In this example, we will update the General Questions,
attachments, and pricing.
8. Update responses to General Questions.
Page 4
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General Questions Previous Questions 1-2 of 2 Next Questions

¥ Supplier will audit all freight bills to ensure compliance with pricing agreements from the carriers.

| Response[Yes V| |

Add Comments or Attachments

¥ Are your fuel costs fixed or variable basaed on the National market?

Response|fixed Add Comments or Attachments

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may reguire your bid in order for consideration by the Event
Administrator.
Lines in This Event 2
Lines Responded To 2
Your Total Line Pricing 241,475.0000 USD

Hide Line Detail

¢ Bid Required (2 Line Comments/Files
Lines Personalize | ] First ‘4’ Previous Lines 1-2 of 2 Next Lines
Line Item 1D Description Unit gﬁg'r‘:ft‘;ed é‘;‘;;g@g Your UnitBid o gig  your Total Bid
1 Food Distribution EA 45 0000 45 0000/ | 1345 000000 O 60,525 0000 USD  Bid O
2 Cafeteria Services EA s5.0000( 55,0000 3280000000, [0 [B99900000 g )

Event Comments and Attachments

At any point in the bid response process you may save an in-progress bid and resume completion at later time. 'When your bid response is complete, submit for consideration.

Favorites | Iain Menu » Manage Events and Place Bids » > View Events and Place Bids
Home Add to Favorites Sign out
P4 st PERMANGHTE.
OneLink
¥ Bid Required ¥ deal Response Required

Step Action

9. Update Your Unit Bid Price

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may reguire your bid in order for consideration by the Event
Administrator.
Lines in This Event 2
Lines Responded To 2
Your Total Line Pricing 241,575.0000 USD
Hide Line Detail

¢ Bid Required Line Comments/Files

Lines Personalize | ] First ‘4’ Previous Lines 1-2 of 2 Next Lines
Line Item 1D Description Unit gfg'rﬁ;ed éﬁ:;gﬁg Your UnitBid | ogig  Your Total Bid
1 Food Distribution EA 450000 45.0000/|1335.000000 O]  60075.0000 USD Bid O
2 Cafeteria Services 550000 55.0000||3300.000000 O 2520 g ®]

Event Comments and Attachments

At any point in the bid response process you may save an in-progress bid and resume completion at later time_ \When your bid response is complete, submit for consideration
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Step Action

10.

Click Event Comments and Attachments link.

Event Comments and Attachments

Favorites = | Main Menu + > Manage Events and Place Bids » » View Evenis and Place Bids
| Event Comments and Attachments
14 e
7
+* B]SSDD Event ID 0000000027 Event Round: 1 Event Version: 1
Ger
* Echments (2 Personalize | (2 First ‘4’ 1-30f3 ‘&' Last
Attachment Description View
| Questionnarie.docx BID_Submission_Questionnarie View
* n_and_Cafeteria_Services.xml Event Bid Package View
n_and_Cafeteria_Services pdf Event Details View
hments (2 Personalize | D] First ‘&) 1of1
Attachment Description Upload View
| Questionnarie_Response.docx Bid Questions Response Upload View Add New Aftachments
Ste,
Step Action
11. Click the Delete button to delete the existing attachment.
Delete
I
- Event Comments and Attachments
_o Help
' ’
*8 3500 Event ID 0000000027 Event Round: 1 Event Version: 1
Gen
* hchments (7 Personalize | 22 First ‘4 1-30f3 ‘&' Last
Attachment Description View
| Questionnarie docx BID_Submission_Questionnarie View
Y _and_Cafeteria_Services.xml Event Bid Package View
n_and_Cafeleria_Services. pdf Event Details View
hments (7 Personalize | | First ‘4 10f1
Delete Confirmation
| Questionnarie_Response.docx Add New Atfachments  Delele
Ste Delete current/selected rows from this page? The delete will occur when the transaction is
Thi saved
Ad
mments (7

ad attached file, enter your responses an

Cancel

UTUET T TECT

Step

Action

12.

Click the OK button.
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Favorites ‘ Main Menu -+ > Manage Events and Place Bids~ > View Events and Place Bids

" | Ewvent Comments and Attachments
RNSER|

Help
+8 Business Unit 03500 Event ID 0000000027 Event Round: 1 Event Version: 1
Attachments
Ge
* View Event Attachments (2 Personalize | £ First ‘4’ 1-30f3 '»' Last
Attached File Attachment Description View
BID_Submissicn_Questionnarie.docx BID_Submission_Cuestionnarie View
b4 Food_Distribution_and_Cafeteria_Services_ xmi Event Bid Package View
Food_Distribution_and_Cafeteria_Services.pdf Event Details View

Add New Attachments (2 Personalize | [E First ‘4’ 1 of 1

Attached File Attachment Description Upload View

=0 Add New Attachments  Delete
Ste,

Step Action
13. Click the Upload button to upload a new file.
Upload
Favorites ‘ Nain Menu v > Manage Events and Place Bids» > View Events and Place Bids
‘ Event Comments and Attachments
P s
ni Help
*8 Business Unit 03500 Event ID 0000000027 Event Round: 1 Event Version: 1
Attachments
Gen
% View Event Attachments (7 Persanalize | (2 First ‘4 1-30f3 &/ Last
Attached File Attachment Description View
BID_Submission_Questionnarie.docx BID_Submission_Questionnarie View
b4 Food_Distribution_and_Cafeteria_Services.xml Event Bid Package View
Food_Distribution_and_Cafeteria_Services pdf Event Details View
Add New Attachments (7 Personalize | @ First ‘& 1of1
Attached File Aftachment File Attachment
Help jitachments |Delete
Ste
Thi oo ments \WBOXSVR\Kaiser\Strategic Sourcing_Supplier Contra. Browse... |
Aadn Upload | | Cancel
View Event Comments (7 of 1 ‘&) Last
Please download attached file, enter your res| (1]

Step Action

14. Browse and Select the appropriate file.
15. Click the Upload button.
Upload
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Event Comments and Attachments
o View Event Attachments (2 Personalize | First ‘47 1-30f3 (& Last
~| Attached File Attachment Description View
%8
5 BID_Submissien_Questionnarie.docx BID_Submission_Questionnarie View
er|
% Food_Distribution_and_Cafeteria_Services xml Event Bid Package View
Food_Distribution_and_Cafeteria_Services.pdf Event Details View
Add New Attachments (2 Personalize |
* Attached File Attachment Description Upload View
BID_Submission_Questionnarie_Response.docx View Add New Atial
Comments
View Event Comments (7 First ‘& 1of1 &) Last
Ste Please download attached file, enter your responses and upload it back 'l
Thi
Adr
Hidg
+rBi{ ~dd New Comments (2
Lin: Please find attached the file with our responses | Ea]
Line
Step Action
16. Enter an attachment description in the Attachment Description field, and any

supporting comments in the Add New Comments field.

17. Click the OK button.
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Home Add to Favorites Sign out
P KNSER PERMANENTE.
OneLink
¢ Supplier will audit all fraight bills to ensure compliance with pricing agreements from the carriers
Response Add Comments or Attachments
¢ Are your fuel costs fixed or variable based on the National market?
Response|fxed = Add Comments or Atiachments

Step 2: Enter Line Bid Responses

This event contains ene or more individual lines that await your bid respense. Some or all lines may require your bid in order for consideration by the Event

Administrator

Lines in This Event 2
Lines Responded To 2
Your Total Line Pricing 241,575.0000 USD

Hide Line Detail
Y Bid Required (@ Line Comments/Files

Lines Personalize | First ‘4’ Previous Lines 1-2 of 2 Next Lines

- a Requested Your Bid Your Unit Bid = Your Total Bid
Line Item 1D Description Unit Quantity Quantity Price No Bid Price
1 Food Distribution EA 45.0000 45.0000| 1335.000000 | 60,075.0000 USD Bid Q
2 Cafeteria Services EA 550000 55 0000 [3300.000000 O [J’gfa"' oo Bid [}
Event Comments and Aftachments
At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.
Submit Bid Save for Later Validate Entries
Return to Bid Search
Step Action
18. Click the Submit Bid button.
Submit Bid
Home Add to Favorites Sign out

T ALSER PERMANENTE.

OnelLink

Bid Confirmation

YYour bid has been successfully submitted.

BidID 1 Bid Date 12/14/2017 4:49:46AM PST
Event ID 0000000027 Food Distribution and Cafeteria Services
Event Format Sell Event Round 1 Version 1
Start Date 12/14/2017 3:52AM PST End Date 01/31/2012 03:52 AM

Your Total Price 241 575.00 USD

New Window | Help | Personalize Page |

Step Action

19. Click the OK button.

20. Congratulations! You have successfully updated bid response.
End of Procedure.
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