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Getting Started

From the portal:
* Click “Login”, Note all fields flagged with an teisk (*) are required.

s:/ /sourcingtest.co.guilford.nc.us/Imdev /SourcingSupplier fcontroller servlet #:context.dataa - Microsoft Internet Explorer p _121x|

GUILFORD CounTy

PURCHASING DEPARTMENT

December 11 2007

Whe s Posted Strategic Sourcing

Welcome to Strategic Sourcing

H H You can browse sourcing events
L°g" |IReg|ster available for bidding. Login or Register

» Login to start bidding.

LAWS@N

username |
ey |

Login

If you don't have an account, click here to register.
If you forgot your password, click here to reset.

|
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* Click on Browse Open Sourcing Events to see\alllable bids
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What's Posted

sourcingtest. us /Imdey /SourcingSupplier, ? —go&sta -
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osoft Internet Explorer p = =1 5[
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er [logout]
Cecember 11 2007

Strategic Sourcing

Welcome to Strategic Sourcing

fou can browse sourcing events
available for bidding. Login or Register
to start bidding.

i

Selecting the Event

TS e

Welcome, ceil1211 Kerstetter  [Sign out]

COpen For Bid
Search Events
Bid History

b My Account
Help

g — N —
Reference |:| commodity Search ([ Use * Az Wildcard) l:l

Search | Clear

“Wersion

Mame Type Reterence Open Date Close Date = Status
Req to eve REQUEST Open
Sheriffs d... INFORRA.. Amendme...
purchass ... INFORMA,. Opan
Computer FORMAL F10-03-07 Open
Computer ... FORMAL ... F10-03-07 .. Open
Computer ... FORMAL ... F10-03-07 ... Qpen
Computer FORMAL F10-03-07 Open
Computer ... FORMAL ... F10-02-07 .. Open
Computer ... FORMAL ... F10-03-07 ... Qpen
Computer ... FORMAL ... F10-03-07 ... Open
Computer ... FORMAL ... F10-03-07 .. Open
Ceilstem... INFORRMA.. Qpen
Mz ltem.. INFORRA.. Open
Shay's lte... INFORMA.. Supplies Open
franks item... INFORRMA.. Qpen
bonnie INFORMA.. Open
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The system will display the list of ever@@pen for Bid.
Select the event you wish to bid on by double d@figlon it.

The system will open the Summary form for the deldevent.
You may view additional information about the evbewiclicking on each tab:
Questions, Terms and Conditions, Lines, Q And AuRuretc.
When ready to respond to the bid, clickR@spond Now

O

View the terms and conditions by clicking on therms and Conditionslink

If you are ready to enter your response, clicktttxe in front of 1 Accept The
Terms And Conditions For This Event”
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Click Continue

Last Updated 12/11/2007 Page 6



Supplier Responses Guide

Entering Line Responses

The system will display all the lines associatethwhis event. To respond:
Click theRespondhyperlink to the right of the line.

The system will open the line details form.
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Enter item information: Vendor Item Number, Deptian, Bid Quantity, UOM
Detail for clarification, Unit Price or No Charge Mo Bid. You may also include
any comments that will assist the buyer in consitien of your bid.

When finished, clicikContinue

The system will return to the summary form and yllisee the line status updated to

Edit Response
Continue to update other lines as needed. Whehéd, clickContinue

O
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Entering responses to Event Questions

-

Enter responses to any questions listed. You nsywgload any attachments
associated with the question by usingBnewse button to locate your

attachment.
When finished, clickContinue
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Adding an Attachment to your Response

O

Click theAdd button
The system will open the Attachments form.
Click theBrowse button to display files
Highlight file and clickOpen (this will attach the file)
Click Continue
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The system will display your attachment.
Click Continue
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Submit and Print Your Response

-

Click Submit to complete the event and send responses to tifer@County.
Use thePrint My Responsebutton to obtain a hard copy of your responses.
Click Doneto return to Open Events form.
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Registration Incomplete

If you do not registefor Commodity Codes, the system will display tlmessage when
you finish the registration process. You muststgifor Commodity Codes in order to
be notified of event opportunities related to yle of business. Please review the
manual_Modifying Your Responsés complete the Commodity Code registration.

Last Updated 12/11/2007 Page 14



