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eQuote Introduction

NC E-Procurement @ Your Service is an online purchasing system that is
currently being used by North Carolina State Agencies, Universities, Community
Colleges, Local Education Authorities (LEAS), and local governments.

The instructor-led E-Procurement eQuote course helps participants understand
how to complete eQuote functions on NC E-Procurement @ Your Service. This
course instructs participants on how to create and award an eQuote.

eQuote functions much like a punchout session in the E-Procurement System.
Users will punchout to create an eQuote, using the eQuote functionality. Suppliers
are able to respond to these requests for quotes using the same system. Due to
functionality required to create and respond to an eQuote, we are unable to create a
real eQuote during training. As a result, this course will be conducted using HTML,
or website, pages.

Unfortunately, these HTML pages are not a real, dynamic environment. The user
cannot freely move around the screens. Participants must follow along with the
eQuote course material in order to progress through the steps in the HTML training
environment. If the steps are not followed correctly, the user will not be able to
access the next screen in the process.

In addition, please keep in mind that the dates, users, suppliers and scenarios used
in this material are for training purposes only. The information is included to
demonstrate system functionality. Please note that the dates may not be consistent
with the actual dates of your training and the user/supplier information may be
fictitious.

In order to assist both participants and instructors, the website address for each
page is provided above the screen shot throughout the eQuote training materials.
The website address will remain the same, however, the numbers at the end of the
address will increase, in sequence, from the first page to the last. If a user is
having difficulty progressing to the next step, the instructor can help by advancing
the number at the end of the URL address to the appropriate page.

Topic 1 eQuote Process

Topic 2 Create an eQuote

Topic 3 Selecting eQuote Suppliers
Topic 4 View and Evaluate Responses
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Purchasing Agents
Purchasing Managers
Requisitioners with ability to create eQuotes

Basic computer skills (using a keyboard and mouse)
Windows skills (ability to open, minimize and close windows)
Internet skills (using Netscape or Internet Explorer)
Knowledge of the NC Procurement Policies and Procedures
eRequisition Course

After training, participants will be able to:

= |nitiate an eQuote

= Search for and select suppliers

= Evaluate supplier responses

= Select items from supplier responses and add items to an eRequisition
3 hours

eQuote 4



N

Topic 1

Overview and
Benefits

9/18/2008

NC E-Procurement @ Your Service

E-Procurement eQuote
uUr service Instructor-Led Training
W negon-com -Instructor Guide-

eQuote Process Overview

eQuote is a tool within NC E-Procurement @ Your Service that can be used to
solicit and review quotes from multiple suppliers for a good or service. The tool is
used for open market purchases that do not require the creation of a Request for
Proposal (RFP) in the Interactive Purchasing System (IPS).

eQuote is recommended in the following situations:

The item is not listed on term contract and is less than your entity’s
delegation amount

The item is a high dollar or high volume term contract item under your
entity’s delegation amount

A rush order is needed (response within 4 hours)

Competitive quotes from 3 or more suppliers are needed

The benefits of eQuote are:

Provides clear definitions of the desired item; can also add attachments
Electronic processing - no paperwork, phone calls or faxes are necessary
Faster response time from suppliers

Responses from suppliers with exact items, substitutes, add-ons, and
alternatives

Ability to view a clear audit trail of your eQuotes

Responses can be tabulated to compare supplier responses and make
faster and easier decisions

Cost Savings

Clearly marked HUBs and local suppliers

Users with eQuote permissions are now able to create eQuotes specifically for a
service line item:

Enter the eQuote line item description and set ‘Qty’ to 1

Using the ‘Unit’ drop down menu, select either ‘Dollar’ or ‘Hour’ depending
on the type of service

Click the ‘Service’ radio button

Complete the remaining eQuote steps and click ‘Submit’

Note: ‘Dollar’ should be selected for non-blanket services. ‘Hour’ should
be selected for blanket services

eQuote 5



N

eQuote Process

9/18/2008

NC E-Procurement @ Your Service

E-Procurement eQuote
uUr service Instructor-Led Training
W negon-com -Instructor Guide-

The following diagram outlines the eQuote process. Each piece of the process is
described below the diagram.

4. Select Suppliers
3. Enter eQuote Details bp

5. Review and Submit eQuote

2. Create eRequisition

eQuote Process
1. Identify Need

6. Supplier Responds to

eQuote submission
8. Complete

Requisition
7. Review responseand Select
Items.to add-to eRequisition

Identify Need: Determine if it is appropriate to create an eQuote.
Create eRequisition: Begin the process of creating an eRequisition.

Enter eQuote details: The eQuote functionality provides you with the flexibility
to enter detailed product specifications in a format that can be viewed by
suppliers. There is ample space for additional specifications, and terms and
conditions, as well as the ability to include five electronic file attachments (in
Excel, PowerPoint, Word, WordPerfect, or Digital Photo files), which can be
used to clarify the specified items or detailed terms and conditions.

Select suppliers: Users can select suppliers by name or by category search,
such as “Office Supplies”. Your search criteria must also include 2" and 3"
level subcategories. In addition, users can search for suppliers based on
whether they provide a ‘Rush Response’ (response within 4 hours). Once the
suppliers are located, the user can select as many suppliers as desired to
receive the eQuote. Only suppliers that have agreed to the NC Terms and
Conditions in the Statewide Vendor Registration site are displayed in eQuote.

Review and submit eQuote: The next step is a confirmation of details and
suppliers. This stage includes sending the eQuote to the supplier.

Supplier responds to eQuote submission: Once the eQuote is submitted,
suppliers will respond with their prices and specifications for the received
eQuote. Each supplier can submit a price response, add items, make
substitutions, add alternates, and provide details and attachments to the buyer’s
request.

eQuote 6
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7. Review responses and select items to add to eRequisition: After the

requested eQuote due date, the user can review the status of the request, view
supplier responses and select items from the responses.

Complete requisition: Once items have been selected and awarded from the
supplier responses, they are added as line items onto the requisition.

Instructions:
Answer the following questions. Please feel free to review the contents of the
course and talk with classmates in order to determine the answers.

Questions:

1. What are the 8 stages of creating an eQuote?

2. True or False: The first step to create an eQuote is to create a hew requisition.
3. True or False: eQuotes do not leave a clear audit trail.

4. What are the two methods buyers can use to locate a supplier in eQuote?

eQuotes should be created if: 1) you can't find an item(s) on a term contract, 2)
you need a rush order, and/or 3) you need to find multiple suppliers to provide
competitive prices for an item.

eQuote allows suppliers to provide quicker response times.

A user only needs to create one eQuote for a desired item and can send it to as
many suppliers as necessary.

Suppliers can be selected through two methods in eQuote: 1) Search for a
specific supplier by name and 2) Search for a list of suppliers based on the
three tiered categories displayed.

eQuote 7
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Create an eQuote

Create an eQuote

The first step to create an eQuote is to create an eRequisition. Once an
eRequisition is created, users will click the “eQuote” button from the Add ltems
catalog page. Contact your Security Administrator if you need eQuote functionality
but do not see the eQuote button on the Add Items page.

The individual who creates the eQuote must also review and award the requested
item to the selected suppliers. If you need your supervisor or purchasing agent to
award it, it is recommended that you send the order information as a non-catalog
item to your supervisor and allow him/her to create the eQuote. The supervisor
should delete the existing non-catalog line item and add the item as an eQuote.

It is highly recommend that you gather all necessary information and finalize all
documentation prior to starting the eQuote. The E-Procurement System will
automatically log you out after 30 minutes of being idle. If this should happen, the
requisition is automatically saved; however, the eQuote information is only saved if
the user clicks the “Save As Draft” button. It is recommended that the user save
their work at the end of every eQuote page.

As you are walking through the steps to create an eQuote in the training
environment, please remember that the website address for each page is provided
above each screen shot. If a participant gets off track, advance the number at the
end of the website address to the appropriate page.

Create an eQuote

Your user name for this training course is Julie Batchelor. You are in need of
special high-resolution computer monitors and mounting cables. In checking the
available term contracts, you located several computer monitors, but none that
matched your specific need. You decide to create an eQuote.

One of the term contract suppliers, Monitor Warehouse, provided several different
monitors on contract. In your experience, you know that the contract supplier is
also a good eQuote candidate.

eQuote 8
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Walkthrough Create an eQuote
~ To Do .
Approve Requests u] Approve fiaceive
W atch Regquests 0
 Status
Composing 4 o /i/ E-Procurement
Submitted 1 o ﬁ 2
our service
Approved 3 WWW.NCgov.com
Returned [ ) Explore
~ Create
/" \‘\
rd
S o Create ©
~ Explore
=Y¥SLEM SS3IFCNEs
Sustem Searches | E-Procurement Resources
Catalogs
B wiew Term Contracts
Folders B User profile pdate Forms
~ Report B change Reguests and Mew Functionality
Standard Reports B custormer Service
= Receive Purchasing Sites of Interest
Purchase Grders b purchase & Contract
+ Reconcile P IT Procurement
B wendor Link
B HUB Office
B pegistered Wendor Search
B punchout Catalog Availability
State Sites of Interest
I Governor's Page
F nC @ vour Service Portal

1. Click the “eRequisition” link on the Shortcut Menu. The Add Title page displays.
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Procurement

d tur service \ m m m
wh
Kristin Melnyczuk Preferences Toggle Tips Toggle Currency
: o _m? PREO01612! Untitled eRequisition JUp—
eRequisition i 4 :
e Items:0  Total: $0.00USD ¢ [EE)ED
b B Addite
Add ltems 7 oemmTTmmEEEE —
4 - > N
Title: t Untitled eRequisition )
Checkout AN P
Pre-Encurnbrance Status: et Bncurcbered _ _ — - - - = -
On Behalf of: i monyueud 4
Delay Purchase Until; ? E
*Buying Entity! e @
Requisition Type: Under Delegation &

Transmit To Supplier?

* indicates required fiald

et = | Exit

2. Inthe “Title” field type, “High Resolution Computer Monitors eQuote”. Click the
“Next” button. The Add Items page displays.
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_begin.htm)

EProtur

R s ( D O D
Julie Batchelor Preferences Toggle Tips Toggle Currency
PR1135375: High Resolution Computer Monitors eQuote P
eRequisition i .
Items: 0 Total: $0.0002D i [ uste |
Rt _-
Add Thle H Additems
Add Items . - . q a
Add iterns to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout G [

Keywords:

Optinns Create Mon-Catalog Item

Favorites: | - Recent Choices - D

72,644 iterns found Wiew By: | Category [
AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (379) APPLIANCES, ELECTRICAL, CLOCKS (10976)
AGRICULTURAL EQUIPMENT AMD SUPPLIES (80) CHEMICALS (299) APPLIANCES (10068) ELECTRICAL EQUIPMENT (908)
BUILDING MATERIALS, MAINTENANCE (10635) CLOTHING & TEXTILE ITEMS (1405)
BUILDING MATERIALS (9762) JAMITORIAL SUPPLIES AND EQUIPMENT (454) CARPET AND FLOOR MAINTENAMCE AND MACHINES (690) CLOTHING AND APPAREL (614)
PAINT AMD PATNT MATERIALS (321) .. TEXTILE ITEMS (77)

FOOD & RELATED ITEMS (1771)

EDUCATIONAL & ATHLETIC EQUIPMENT, SUPPLIES (505) 160-00: BUTCHER SHOP AND MEAT PROCESSING EQUIPMENT (19) 165-00: CAFETERIA AND
EDUCATIQMAL EQUIFMENT AND SUPPLIES (505) KITCHEM EQUIPMENT, COMMERCTIAL (150) 240-00: CUTLERY, DISHES, FLATWARE, GLASSWARE

TRAYS, UTEMSILE, AND SUPPLIES (528)

FURNITURE (OFFICE, EDUCATIONAL AND HEALTH CARE) [15975)
415-00: FURNITURE: LABORATORY () 420-00: FURNITURE: CAFETERTA
CHAPEL, DORMITORY, HOUSEHOLD, LIBRARY, LOUNGE, SCHOOL (4672)

HIGHWAY CONSTRUCTION EQUIPMENT, GROUNDS (4205)
HIGHW &Y COMSTRUCTION EQUIPMENT AND SUPPLIES (4190) GROUNDS

MAINTENANCE/LANDSCAPE/PLATGROUND
425-00; FURNLTURE: OFFICE {11300) MAINTENANCEAANDSCARPE/PLATGROUND (15)
MEDICAL & LAB EQUIPMENT & SUPPLIES (9727)
MACHINES, TOOLS, MATERIAL HANDLING (4654)
MACHINES AND TOGLE (4635) MATERIAL HANDLING ECUIPMENT [19) DRUGS & MEDICINES (24) LABORATORY EQUIPMEMT AND SUPPLIES (§727) MEDICAL EQUIPMENT

AND SUPPLIES (3976)

OFFICE EQUIPMENT & SUPPLIES/PAPER/PRINTING (4155) 0IL & GAS (153)
QFFICE EQUIPMENT AMD SUPPLIES (34&6) PAPER AND PAPER TS
PRODUCTS/PLASTICS (441) PROMOTIONAL AND AWARD [TEMS (103) 405-00: FUEL, OIL, GREASE AND LUBRICANTS (153)

3. Click the “eQuote” button. The Add eQuote Shipping Details page displays.

9/18/2008 eQuote 11
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_1.htm)

Julie Batchelor

Preferences Toggle Tips Toggle Currency
PR1135375: High Resolution Computer Monitors equote
eRequisition h_:lg_:'
Items: 0 Total: $0.00USD
Add Tile Add eQuote Shipping Details
add Itemns Please select 3 Ship-To location for your eQuate, This Ship-Ta location will be displayed on the actual eQuote sent to the selected suppliers, Please note that the Ship-To location can not
e be changed ance the eQuate is submitted far supplier review,
Checkout - —
| Shipping - eutu£e1lmtems S~o -
~
Ship Ter 7 sz @ N
4 4 \\
Jliver To! Julie Batchelor \
7 \
\
7 MNeed-by Date: 7 i \
! \
| Shipping Method: | BEST waY [¥] '
I
1
\ *FOB Code: m [ ,’
\ l
\(Terms of Payment: | N30 [+] ,’
Al v
S ’
N 4
S e
S o
*indicates required el < o _ ____ - -

4. Inthe “Deliver To" field, enter “Julie Batchelor.”
5. In the “Shipping Method” field, enter “Best Way".
6. Inthe “FOB Code” field, enter “001”".

7. Inthe “Terms of Payment” field, enter “N30”.

Note: It is important to enter the correct information on this page. It will not be
modifiable at a later time.

8. Click the “Next” button at the bottom of the page to continue. The Create
eQuote page displays.

9/18/2008 eQuote 12
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_2.htm)

Close Punchout Catalog Shopping Session

8
X STER | sTER = sTer =
Create eQuote Q0 i oo (.. (a1 B me
Initiator Julie Batchelor, State of NC - Office ofthe State Contraller
Date Initiated Jan 1, 2008 12:00FPM
eQuote Title* High Resalution Computer Monitors eQuote

Your Requisition Number PR I6ITE Te~a

eQuote Response Due'_ '\ Manth
Entter & deadine for receiving ~ |
eGuote responses. This date
assumes by close of business
day unless rush response is
selected.

\
[ Day B2 vear B RuspResponse [ (Requests thatthe supplier responds within 4 business hours)
i

Ship To Address' Julie Batchelor, OSC - BUSINESS OFFICE 3512 BUSH STREET, Raleigh, NC 27609 |
FoB Dealmal_\uu_ ___________
Delivery Needed By '\KAonth Diay “Year ,\vevy [T (2 business days)

Enter the nurmber of ling iterns. You will e able to enter a full descrigtion of each line iter after clicking on Display.

|Supplier SKU ‘ ltem Description® , ~ . . |Qly |Unit
7 \

How many iterns would you like to d\sma\;\? 0
\

Note: The header for the eQuote pages contains a step-by-step guide through
the eQuote process. These numbered steps function similarly to the Shortcut
Menu in the E-Procurement System. The step that you are currently on is
highlighted by a grey-shaded number. We are currently on “Step One: Enter
eQuote Info”.

Note: The eQuote title will default to the requisition title but it is possible to
change the eQuote title, if needed.

9. Inthe “eQuote Response Due” field, enter “June 20, 2008".

Note: The “Response Due Date” field is required. It will default to six days from
the date the eQuote is created if the field is not populated. Please note that this
will not happen in the training environment.

Note: You can check the “Rush Response” checkbox to specify that you would
like to receive a response within 4 business hours. It is recommended that you
not check this box unless it is necessary — it may limit the number of responses
you receive.

10. In the “Delivery Needed By” field, enter “June 25, 2008”.

Note: You can check the “Rush Delivery” checkbox to indicate that you would
like the item to be delivered within two business days.

11. In the “How many items would you like to display” field, enter “1” and click on
the “Display” button to add an item to the eQuote. The Items section displays
an area to create an item line.

9/18/2008 eQuote 13
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_3.htm)

Julie Batchelor Close Punchout Catalog Shopping Session
Create eQuate g @EE. e
Overview
Initiator Julie Batchelor, State of NC - Office of the State Contraller
Date Initiated Jan 1, 2008 12:01PM
eQuote Title* High Resolution Computar Monitars eCuate

Your Requisition Number PR1135375

eQuote Response Due’ Manth D Day D Year D Rush Response [ (Reguests thatthe supplier responds within 4 business hours)
Erter a desdine for receiving

equote responses. This date
assumes by close of business
day unless rush response is

selected
Ship To Address’ Julie Batchelor, 984 Main Strest, Raleigh, NC 27603
FOB Destination
Delivery Needed By Month [ Day [ vear B RushDalivery I (2 buginess days)

Enteryour line item information below. The "Supplier SKU" field is optional. You may enter up to 400 characters in the description field. To add an itemn, click on Add ltem. To delete a line item, check the boxt and click on Delete.
Click on Finish Item Edits to save your information and view it without seralling

Supplier SKU Item Desguﬁmlr - ==y , 7ty \\Uml
S == - ~ T \
1s DENg Ss v [Each =
b \
N - i A e oo @Good
'\ | OService
’
N 7’
-~ e
0. R -
\ , - -

12. In the “Item Description* field, enter “15 inch computer monitor with at least
0.298 mm dot pitch and at least 1024 x 768 @ 75 Hz maximum resolution”.

Note: Be as specific as possible when describing the item. Include
manufacturer information and or any specifications you have. Add an
attachment if necessary to include all of the information.

Note: The Supplier SKU field can be used if the user knows the Supplier SKU
number for the product.

13. In the “Quantity” field, enter 20.

14. Click the “Add Item” button to enter another item description. A second item
description line displays.

9/18/2008 eQuote 14
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(URL for screenshot below: http://equote-training.ncqgov.com/equote_demo_4.htm)

Enter your line item infarmation below. The "Supplier SKU" field is optional. You may enter up to 400 characters in the description field. To add an item, click on Add Item. To
delete a line item, checkthe box and click on Delete. Click on Finish lterm Edits to save your information and wiew itwithout scrolling.

Supplier SKU Item Description* oty Unit
1 I 15 inch computer monitor with at least ﬂ IZD IEaCh j
0.295 mw dot pitch and at least 1024 x
7658 @ 75 HE waximum resolution.
|
——e—---TTTTT = =~ V2 -=
2 I - J\\\ |U \' IEaCh j
7 N 7
' \ N7
1
’
-
~~ ——j’

Specifications

Additional Information /ﬁ - J‘ -

Uze thiz space for product
specifications and ather
requirements. L s~ ___-
Substitute Products & ves O Mo
Wil you consider equal guality
zubsitute products?

15. In the second “Item Description” field, enter “Mounting cables to attach monitors
to computer. Cables should be fully molded, and allow the monitor to stretch up
to 15 feet away from the computer.”

16. In the “Quantity” field, enter 20.

17. Click the “Finish Item Edits” button.

18. In the “Additional Information” field, enter “Monitor must be color. Any brand is
acceptable. Request at least one year manufacturer limited warranty”

19. Scroll down the screen to the External and Internal Notes section. Note the
“Attachments” section. It is possible to attach two 1.5MB attachments.

9/18/2008 eQuote 15
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_5.htm)

[ SmE0n Up 0 5 TIEs, Wih & 526 o7
100k or less each.

s

Terms & Conditions The State of Morth Carolina Terms and Conditions (T&Cs) apply to this purchase. Click here [Statewide [T Procurement] for the T&Cs applicable
to purchases of infarmation technology. Click here [Purchase and Contract] for T&Cs applicable to all other purchases. Mo additional TECs that
may be attached to your response o the eQuote will be considered. You agree thatyour submission of an offer using your password protected
access tothis system constitutes an approved signature onyour offer. Please contact the purchaser ifvou have questions.

External Notes

Enter notes here. Motes will be sentto suppliers whenyou Submit the form.

Log Monotesentered

Notes e — .
g “
1
\\ j /’

Internal Notes

This log containg a history of notes exchanged within your organization and transactions relevant to this form,

Log Mo notes entered

Notes Cormpose ammtg s M Bigpayed. T T T —==a o _
Enter nates for members gf,yaur
organization here. S).lppliers
cannot view the Intergal Motes ,

Hstory. ~~o_ = e | |

20. In the “External Notes” field, enter “Please quote only high-quality monitors.
Please contact Julie Batchelor at 1-888-777-1111 if you have any questions
about this request”.

Note: External Notes are used to communicate information to the supplier. It is
important that you enter your name and phone number and/or email address so
the suppliers can contact you if they have any questions. If you do not enter
your contact information, it will not display on the eQuote. The contact
information we entered in the step above is for training purposes only.

21. In the “Internal Notes” field, enter “Monitors to be used for IT department”.

Note: Internal Notes are used to communicate information within your
organization. Suppliers will not see this information.

22. Click the “Continue” button at the bottom of the screen. The practice exercise
page displays.
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Create an eQuote

Instructions:

Using the scenario below, complete the practice exercise. You will be
practicing the steps you just learned to create a new eQuote. Use the “Answer
to Practice Exercise” steps following this section to help guide you through the
process in the HTML pages.

Scenario:

Your Training Department needs new ergonomic keyboards for the training
classrooms. You've bought from the SafetyFirst! Office Supplies contract
before, but don't see ergonomic keyboards on the contract. You decide to send
an eQuote for the keyboards since you need 50 of them. To meet the quoting
requirements in your College, you will need to quote at least three suppliers.

Be sure your eQuote title reflects what you are looking for. You only need to
display 1 line item, since you want all the same type of keyboards. In the
description field, make sure you are very clear so the supplier can give you an
accurate description and price.

Once you are finished with the Item Descriptions, Quantity and any other notes
you want to add to the eQuote, you see it is time for lunch! You don’t have time
to select your suppliers yet, so you save the eQuote as a draft.

Use the steps in the following section to complete the practice exercise.
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Practice Exercise - Create an eQuote

(URL for screenshot below: http://equote-training.ncqov.com/equote_demo_7.htm)

Preferences

Togale Tips

PR1135375: High Resolution Computer Monitors eQuote

eRequisition i i
Items: 0 Total: $0.0005D . [20ucte |
-
Add Tite E Additems
Add Iterns )
Add items to your requisition from the catalog or from your favorites groups, You ean also enter details for non-catalog items,
Checkout How To
Keywords: Create Non-Catalog Itemn
Favorites: | - Recent Chaices - [
72,644 items found Wiew By: | Category [
AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (379) APPLIANCES, ELECTRICAL, CLOCKS (10976}
AGRICULTURAL EQUIPMENT AND SUPPLIES (30) CHEMICALS (299) APPLIANCES (10068) ELECTRICAL EQUIPMENT (90&)
BUILDING MATERIALS, MAINTENANCE (10635} CLOTHING & TEXTILE ITEMS (1405)
BUILDING MATERIALS (9762) JANITORIAL SURPLIES AND EQUIPMENT (494) CARPET AND FLOGR MATNTENANCE AND MACHIMES (690) CLOTHING AND APPAREL (614)
PAINT AND PAINT MATERIALS (321) TEXTILE ITEMS (77)
FOOD & RELATED ITEMS (1771)
EDUCATIONAL & ATHLETIC EQUIPMENT, SUPPLIES (505) 160-00: BUTCHER SHOP AND MEAT PROCESSING EQUIPMENT (19) 165-00: CAFETERIA AND
EDUCATIONAL EQUIPMENT AND SUPPLIES (505) KITCHEN EQUIPMENT, COMMERCIAL (150} 240-00: CUTLERY, DISHES, FLATWARE, GLASSWARE
TRATS, UTENSILS, AND SUPPLIES (528)
FURNITURE (OFFICE, EDUCATIONAL AND HEALTH CARE) (15978) HIGHWAY CONSTRUCTION EQUIPMENT, GROUNDS (4205)
415-00: FURNITURE: LABORATORY (6) 420-00: FURNITURE: CAFETERIA
HIGHWAY COMSTRUCTION EQUIPMENT AWD SUPPLIES (4190) GROUNDS
CHAPEL, DORMITQRY, HOUSEHOLD, LIBRARY, LOUNGE, SCHOOL (4672) MAINTENANCE /L ANDSCAP E/FLAYGROUND (15)
425-00: FURNITURE: QFFICE (11300)
MEDICAL & LAB EQUIPMENT & SUPPLIES (9727)
MACHINES, TOOLS, MATERIAL HANDLING (4654} MEDICAL & LAB EQUIPMENT & SUPPLIES
MACHINES AND TOOLS (4635) MATERIAL HANDLING EQUIPMENT [19) DRUGS & MEDICINES (24) LABORATORY EQUIPMENT AMD SUPPLIES (5727) MEDICAL EQUIPMENT
AND SUPPLIES (3976)
OFFICE EQUIPMENT & SUPPLIES/PAPER/PRINTING (4155) DIL & GAS (153)
OFFICE EQUIPMENT AMD SUPPLIES (3488) PAPER AND PAPER FITEN e
PRODUCTS/PLASTICS (441) PROMOTIONAL AMD AWARD ITEMS (103) 405-00; FUEL, OII, GREASE AND LUBRICANTS (153)
H “ ” H 1
1. Click the “eQuote” button at the bottom of the page to initiate eQuote.
9/18/2008 eQuote 18


http://149.168.101.83/equote_demo_7.htm

NC E-Procurement @ Your Service

E-Procurement eQuote
Ur service Instructor-Led Training
www.ncgov.com -Instructor Guide-
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Come Y e YO g0

Julie Batchelor

eRequisition

Add Title
Add Items
Checkout

é)

Preferences Toggle Tips Toggle Currency

PR1135375: Ergonomic Keyboard

Items: 0 Total: $0.00USD
Add eQuote Shipping Details
Please select a Ship-To location for your eQuote. This Ship-Ta location will be displayed on the actual eQuote sent to the selected suppliers. Please note that the Ship-To location can not
be changed once the eQuoke T TUTHTHT oxsupplier review,
-7 .
Ld ~
Shipping —;’ AN
P \
ShipTa: W ake Technical Community Caollege hgceivmq Department £
/
\
E/‘élwer To: \
\

"Naed-hy Date:

:Sh\ppmg Method: BEST waY
\
*KOB Code: (Mo value)

\
*TE}Q‘IS of Payment: | (No value) ’
\

N v,
e ,
A -
b -

~
*indicates required field S~ < L L _ o=~ -~
4 ~

9/18/2008

Note: The “Ship To:” and “Deliver To" fields will default automatically based
upon your user profile information in the production E-Procurement System.
These fields can both be updated from this page, as needed.

2. Inthe “Need by Date” field, enter “06/25/08".

3. Inthe “Shipping Method” field, enter “Best Way”.
4. Inthe “FOB Code” field, select “004".

5. Inthe “Terms of Payment", enter “H20".

6. Click the “Next” button at the bottom of the page to continue. The Create
eQuote page displays.
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Create eQuote

Close Punchout Catalog Shopping Session

STEF 3:

STEP 1 STEF
ENTER EQUOTE SELECT
INFO, SUPPLIERS

eQuote responses. This date
assumes by close of business
day unless rush response is

Qverview

Initiator Julie Batchelar, State of NC - Ofiice of the State Contraller

Date Initiated Jan 1, 2008 5:00PM

eQuote Title* Ergonomic Keyboard

Your Requisition Number PR1135375

eQuote Response Due' - = —Manﬁw g B;y_ 7l _Ye-ar- 7| "fh Response [ (Requests thatthe supplisr responds within 4 business hours)

Erter & deacling for recew\ﬁg\ u

selected
Ship To Address' Julie Batchelor, 399 Main Street, Raleigh, NC 27603
FOB DE—Sﬁﬂﬁt_iDﬂ __________
Delivery Needed By ~ .[ Mgnm __ 5 EJa_y_ d| :(e_?r_ v «u;h Delivery O (2 business days)

Enter the number of line items. You will be able to enter a full description of each line item after clicking on Display.

‘ Supplier SKU | Item Description..
-

|Qly‘ |um1

9. Inthe “eQuote Response Due” field, enter “June 20, 2008.”
10. In the “Delivery Needed By field, enter “June 25, 2008.”
11. In the “How many Items would you like to display” field, enter “1.”

12. Click the “Display” button to display the item description fields.
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Entaryour line [tam information below. The "Supplier GKL" flald s optional. You may enter up to 400 characters Inthe description feld. To add an ftam, click on Add ltem. To delete & line itam, check the hox and click on Delate.
Click on Finigh ftem Edits to save your infarmation and view itwithout scralling.

Supplier SKU Item Desl:riptjon»' """""""" - ,° H}T_V‘ =< Unit
1 - S S
1 EAC
D 4 \\ \ R — / = L)
' \ ---7 | ®Good
1 |
B X OService
7/
N d
~ .
< .
- P
- ER -
e
!
N P3 4

Specifications

Additional Information
Lz this space for product
specilications and cther
tetulements.

Substitute Products ® vee O No
Whill you consider acusl qualty
gubstitute products?

Attachments
To sttach a file, first click on the

Brovvse button and navigate vour | No attachrments

hard drive to select the file, Then,

”

13. In the “Item Description” field, enter “Ergonomic keyboards, gray in color”.
14. In the “Quantity” field, enter 50.

15. Click the “Finish ltem Edits” button.
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Specifications

Additional Information
Uz this space for product
specifications and cther ,’

requirements. \ B
~

Substitute Products ® ves O No
il you consider equal qualty
substiute products?

Attachments Mtan::h File
To attach & file, first click on the:
Browse hutton and navigate your | No attachments
hard drive to select the file. Then,
click the Attach button, You can
attach upto 2 files, with & size of
1.5MB o less gach.

Terms & Conditions The State of North Carolina Terms and Conditions (T&Cs) apply to this purchase. Click here [statewide 1T Procurement] for the T&Cs applicable to purchases

of information technology. Click here [Purchase and Contract] for Instructions for Quote and T&Cs applicable to all other purchases. Mo additional T&Cs that
may be attached to your response to the eQuote will be considered. You agree that your submission of an offer using your password protected access to
this system constitutes an approved signature on your offer. Please contact the purchaser if you have questions

External Notes
Enter nates here, Notes will be sentto suppliers when you Submmit the farm.

Log No notes entered

16. In the Additional Information field, enter “Ergonomic keyboards should be light
gray and IBM compatible to match the current computers.”

17. In the External Notes field, enter “Please quote only keyboards that are
available in gray.”
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External Notes

Enter notes here. Motes will be sentto suppliers when you Submit the form,
Log Mo notes entered
Notes

Internal Notes

This log contain a histaty of notes exnchanged within your ortianization and transaclions relevant to this form.

Log Mo noles entered
Notes Compore 7riteto be deglayed TTe~ll
Entes notes for merbets of e+ S
orgenizelion here. Supypfrs \
cannat v e e s N
History: N - ’
e ——

NG Terms and Condilions

18. In the Internal “Notes” field, enter “Keyboards to be used in training facility”.

19. Click the “Save As Draft” button at the bottom of the screen.

Key Summary Create an eQuote

Points
= Once the eRequisition containing the eQuote is submitted, approvers who
have access to your work can read internal and external notes.
= The supplier can only read external notes.
9/18/2008
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Select eQuote Suppliers

Select eQuote Suppliers
Users can search for eQuote suppliers by two different methods:

1. Search for a specific supplier(s):

The “Search for a Specific Supplier” method is helpful when you want to obtain a
quote from a specific supplier or suppliers. Users find the search by supplier
name helpful to locate and include vendors they work with regularly. The search
for a specific supplier requires you to know the name of the supplier you need.
Enter the name in the “Supplier Name” field and click the Search button. If no
data is available, it means that the supplier has not registered for eQuote or the
name has not been entered properly.

If you discover that a supplier is not available, you can invite a supplier to register
for eQuote using the “Invite Supplier” button. When you click the “Invite Supplier”
button, another window displays requesting information such as the Supplier
Name, Contact Name, Phone or Fax, or Email. The supplier will be contacted
about this eQuote and given information about registering for the NC E-
Procurement Service and participating in eQuote. Suppliers who are not
registered with NC E-Procurement Service and with eQuote will not be able to
respond to current bids. This includes those suppliers that have been invited to
register but have not completed the registration process.

Suppliers can also directly call the NC E-Procurement Help Desk at 1-888-211-
7440 and select Option “2” (Supplier). The Help Desk will assist the supplier with
the eQuote registration process.

2. Search for alist of suppliers:

The “Search for a List of Suppliers” is helpful when you do not know the suppliers
that offer the product you need. A search for a list of suppliers is performed by
selecting product characteristics from specific categories and subcategories. A
search by category is useful when you do not know the name of the supplier but
know the product you want to buy. This search also allows you to sort the
vendors in order to quickly locate HUB and local vendors. Searching by category
can provide a longer list of potential suppliers and ultimately, better pricing
options. You can execute several different searches to locate the suppliers by
using different search categories. Once the category and subcategory have been
selected, click on the “Search” button to view the list of suppliers.

It is important to remember to select the supplier(s) in order to add them to the list
to receive your eQuote request. You can send the same eQuote to as many
suppliers as needed.
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Scenario: Select Select eQuote Suppliers

eQuote

Suppliers This scenario begins where we left off in the last classroom walkthrough. You are
ready to add the suppliers to the eQuote that you created in the Topic 2
walkthrough for “High Resolution Monitors and their Cabling.” This scenario
builds on the walkthrough in the last topic. We are starting from the completed
eQuote information page and continuing to the second step of creating an
eQuote: selecting suppliers to receive the request for a quote.

Walkthrough Select eQuote Suppliers

(URL for screenshot below http://equote-training.ncgov.com/equote_demo_13.htm)

Close Punchout Catalog Shopping Session

Create eQuote [ e DL, E
Initiator Julie Batchelor, State of NC - Office ofthe State Contraller

Date Initiated Jun 14, 2008 1:30PM

eOuote Title* High Resolution Computer Monitors eQuote

Your Requisition Number PR1135375

e0uote Response Due' June D 20 D 2008 D Rush Response [ (Requests that the supplier responds within 4 business hours)

Erter & deading for receiving
eGuate responses. This date
assumes hy close of business
day urless rush response is

zelected
Ship To Address’ Julie Batchelor, 999 Main Street, Raleigh, NC 27603

FOB Destination

Delivery Needed By June 4 25 [||2008 B RushDelvery OO (2 business days)

Enter your line itern information below, The "Supplier SKL" field is optional. You may enter up to 400 characters in the description field. To add an itern, click on Add ltem. To delete = line itern, check the box and click on Delete.
Click on Finish tem Edits to save your information and view it without scrolling.

Supplier SKU Item Description’ aty' Unit

1 15 20 Each [~]
O inch computer monitor with at least 0.298 ® Good

nm dot piteh and at least

1024 x 765 B75 Hz maximum resolution. Must OsService

have front panel controls

and swivel/tilt capabilities.
2 Mounting cables to attach monitors to 20 Each D
| computer. Cables should be fully molded, & Good

and allow the monitor to strecch up to 15

O Senvice

feet away from the computer.

1. You have already completed the eQuote information fields. Scroll down the
page and click the “Continue” button to move to the Select Suppliers step.
The Select Suppliers page displays.

9/18/2008 eQuote 25


http://equote-training.ncgov.com/equote_demo_13.htm

NC E-Procurement @ Your Service

E-Procurement eQuote
Ur service Instructor-Led Training

www.ncgov.com -Instructor Guide-

(URL for screenshot below: _http://equote-training.ncgov.com/equote _demo_14.htm)

Close Punchout Catalog Shopping Session

Create eQuote: Select Suppliers (] & nzavore (PR (3]t e
Search for a Specific Supnlia-
Supplier Name* \’\ ,‘
F=m=-memmem----C e
1
AN , /|
Search for a List of Suppllers

Category Selection” Select a First Level categary *Required

Second Level Category'
e Selecta Second Level categony *Required [

Third Level Category’
Selecta Third Level category * Required £

Rush Response O

Supplier Search Results

Please select the suppliers that you would like to respond to your eQuote reguest by clicking in the check box. Click an Add to eQuate before clicking on Continue. You can alsa invite a supplier you don't see listed to join the
marketplace.

HUB ¢ 2| | County ¢

Name |

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one of the Search functions above, select one or more suppliers and add thern ta the list by clicking in the check box. Click on Add to eGuote
befare clicking on Continue. To remowe a supplier, click in the box to the left ofthe supplier's name and then click on Delete. To remove all selected suppliers fram this eQuate, click the Delste All button

Name | HUB City ‘ State

Rush Response County

Note: The steps on the header of the eQuote page now indicate that we are
n “Step 2: Select Suppliers”

2. Inthe “Supplier Name” field, enter “Monitor Warehouse.”

Note: This field is used to conduct a search by supplier name.

3. Click the “Search” button in the Search for a Specific Supplier section. The
Supplier record displays in the Supplier Search Results section.
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Rush Response ‘ O

Supplier Search Results

Please selectthe suppliers thatyou would like to respond to your eGuote request by clicking in the check box. Click on Add to eQuate before clicking on Continue. You can also invite a supplieryou don't see listed fo join the
marketplace.

Name %| HUB:| RushResponse®| City  <| | State<|| County?|
L~
N

1| Monitar Warehouse e L4 Wilmington | NG WE

L: ,’_ L Hanover

N
I

Displar 20 tems [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one ofthe Search functions above, select one or more suppliers and add therm to the list by clicking in the theck box. Click on Add to eQuate
hefore clicking on Continue. To rermave a supplier, click inthe boxto the eft ofthe supplier's name and then click on Delete. To rermave all selected suppliers from this eQuote, click the Delete Al button.

Rush Response

Name | HUB County

City ‘ State

Mo Data Available

Delete All

Iters 1-0 of 0

Continug

MC Terms and Conditions

4. Scroll down the page and click the check box located next to the supplier
name.

5. Click the “Add to eQuote” button in the Supplier Search Results box.

Note: This adds the supplier to the list of recipients for this eQuote. This list
is displayed in the “Suppliers Selected for eQuote” section.

6. Click the “Return to Search” button at the bottom of the screen. The supplier
search fields display.
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Julie Batchelor

Supplier Name'

Close Punchout Catalog Shopping Session

Search for a Specific Supplier

Category Selection’

Second Level Category'

Third Level Category*

Search for a List of Suppliers

Selecta First Level cateqgory *Reguired 4 1

Selecta Second Level cateory *Recuired

- -~

Selecta Third Level categany ™ Requi(ed \l
va

Rush Response

. —

marketalace.

Supplier Search Results

Flease selectthe suppliers that yau would like to respond to yaur eGuate request by clicking in the check box. Click on Add to eQuote before clicking on Continue. You can also invite 2 supplieryau dont see listed to join the

Name

S| |HUBZ| | RushResponse &| | City <] | State$| County?|

MonitorWarehouse
[] |Monitorarenouse

4 4 Wilmington | NG Hew

Hanawer

9/18/2008

7. Inthe “Category Selection” field, select “Information Technology Broadcasting
and Telecommunications.”

Note: The “Search for a List of Suppliers” section is used to search by
product type for additional suppliers to add to the eQuote. It is recommended
that you add several suppliers for the best price options.

8. Inthe “Second Level Category” field, select “Computers Equipment and
Accessories.”

9. Inthe “Third Level Category” field, select “Computer Displays.”

Note: You must select first, second, and third level categories before
searching for the supplier.

. Click the “Search” button in the Search for a List of Suppliers box. Your
search results display. Scroll down the screen to review the search results in
the “Supplier Search Results” section.
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Supplier Search Results

Please select the suppliers that you would like to respond to your eQuote reguest by clicking inthe check box. Click on Add to eQuote befare clicking on Caontinue. You can also invite a supplier you don't see listed to join the
matketnlace.

—_ ~

Name 4| |HUE Rl\‘sh Response S| | City  &| | State $| | Connty
\ \
. N 4 v N
[] | TechCity =l Raleigh MG Wyake
b S, | Kelly's Computers e . Raleigh MG Wiake
ormputer Superstare aple ennein
0 [ ter 5 Al i hiapl 0] H
PE Grove
N
1 1, Monitors Plus Y e San cA Sar
— J Francisco Francisco
Add To eQuote Invite Supplier
ltems 1-4 of 4. Page 1 [ jof1 Display: 20 iterns

Suppliers Selected for eQuote

Suppliets selected t receive this eQuote are listed below. To add a supplier, use one ofthe Search functions above, select one or maore suppliers and add them to the list by clicking in the theck box, Click on Add to eQuote
before clicking on Continue. To remove & supplier, tlick inthe boxto the left of the supplier's name and then click on Delete. To remove all selected suppliers from this eQuote, click the Delete All button.

Namee HUB Rush Response | City State County

[ | Maonitor wiarehouse v v Wilmington NG New Hanover

Celete All

lterns 1 0f 1

Save As Draft

Return To Search

NG Tertns and Conditions

Note: Supplier search results display in a column format. The columns
contain the following information: suppliers’ name, whether they are a HUB
vendor, whether they offer rush responses, and the supplier’s City, State and
County. Users can sort by these columns by clicking the up and down
arrows, located next to the column heading.

10. Sort by the HUB indicator by clicking on the up and down arrows next to
“HUB” column.

11. Click the “Monitors Plus” link to view the supplier information page.
Note: This information page is also called a marketing page. The suppliers
create it when they set up their eQuote account.

12. Click the “Close” button to close out the supplier information screen.

13. Place a checkmark in the checkbox next to “Kelly’s Computers” and “Monitors
Plus” to select the suppliers.

14. Click the “Add to eQuote” button to add Kelly’'s Computers and Monitors Plus
to the list of suppliers for this eQuote. Kelly’'s Computers and Monitors Plus
display in the “Suppliers Selected for eQuote” section.

9/18/2008 eQuote 29


http://equote-training.ncgov.com/equote_demo_17.htm

NC E-Procurement @ Your Service
E-Procurement eQuote
Ur service Instructor-Led Training

www.ncgov.com -Instructor Guide-

(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_19.htm)

Supplier Search Results

Please select the suppliers that you would like to respond to your eQuote request by clicking in the check bo. Click on Add to eQuote befare clicking on Continue. You can also invite a supplier you don't see listed to join the
marketplace

Name S| |HUB S| RushResponses| | City °| State<| County &)
[] | Kelly's Computers 4 & Ralgigh o] Wiake
n Computer Superstore &4 Maple MM Hennepin
Grove
0 Manitors Plug Y San Ch San
Francisco Francisco
] |Techcity e Raleigh NG ‘Wiake

Display. 20items [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one ofthe Search functions above, select one or more suppliers and add them to the list by clicking in the check box. Click on Add to eQuote
hefare clicking on Continue. To remove a supplier, click in the hox to the left ofthe supplier's name and then click on Delete. To remove all selected suppliers from this eGuote, click the Delete Al button

Name HUB Rush Response | City State County
a Monitor Warehouse e e Wilmingtan NG Mew Hanower
[ | Kellys Computers v K Ralgigh NC Wiake
[] | Monitors Plus v Jan Francisco CA Gan Francigco
ltemns 1-3 of 3

Return To Search [l Save As Draft

MC Terms and Conditions

15. Click the “Invite Supplier” button under “Supplier Search Results” to invite a
supplier who is not yet registered in the system. The Invite Suppliers to Join
the North Carolina E-Procurement Service page displays.

Note: The invite supplier functionality should be used when a supplier cannot
be located using the eQuote supplier search methods. Invited suppliers
cannot respond to an existing, or current, eQuote. Suppliers can only

respond to eQuotes once they have completed the eQuote registration
process.
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Invite Suppliers To Join the North Carolina E-Procurement Service

Ifyou have a supplierwha is nat currently registered to receive eQuates, please tell us ahout your supplier using the form below. The supplierwill be contacted with information about
enralling in the NC E-Procurement Semna-aﬁd—paﬂmiﬁaungj_ngauote. Please supply avalid email address in addition to the other required infarmation.

" 2 ~
Supplier Name L7 ~o
4 N

-
ContactName' ,” AN

’ \

e v
Phone* ] \
1 ]

FAX \
(Optional)‘\ ’

N
E-mail Address R .
(*Required) S J -7

Copyright @ 2003. All Rights Reserved.

16. In the “Supplier Name” field, enter “Bob’s Technology Service”.
17. In the “Contact Name” field, enter “Bob Evans”.

18. In the “Phone” field, enter “555-555-1212".

19. In the “Fax” field, enter “555-555-1213".

Note: Although the fax field says “optional”, the user must enter data into the
phone field or the fax field.

20. In the” E-mail Address” field, enter “bob.evans@bobtech.com”.

21. Click the “Submit” button at the bottom of the screen to close this window and
return to the eQuote.
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Supplier Search Results

Please selectthe suppliers that vou would like to respond to your eQuote request by clicking in the check box. Click on Add to eQuote before clicking on Continue. You can also invite a supplier you don't see listed to
join the marketplace

Name 5| 'HUBZ| | RushResponse ¢| | City ¢| | State%| | County £|

[ | kelys Computers v v Raleigh | NC Wake

al Computer Superstore Ce Maple MK Hennepin
Grove

0 Monitors Flus v San CA San
Frantisco Francisco
[] |TechcCiy & Raleigh NC WWake
Invite Supplier
fterms 1-4 of 4 Page 1 L]of 1 Display: | 20 tems [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one ofthe Search functions ahove, select one or maore suppliers and add them ta the list by clicking in the check box. Click on Add to
eQuote before clicking on Continue. To remove a supplier, click in the boxto the left ofthe supplier's name and then click on Delete. To remaove all selected suppliers from this eQuate, click the Delete All button,

Name HUB Rush Response | City State County
onitor Warehouse ilmington e Hanover
Monitor tiaref v v Wilmingt MHC Mew H:

[ |kelys Computers L 4 Raleigh MG Yiake
onitors Flus an Francisco an Francisco
Monitors P v SanF CA SanF

Items 1-3 of 3

Return To

22. Click the “Continue” button at the bottom of the screen to proceed to the
eQuote confirmation screen.
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Create eQuote - Review and Submit (1) & avore (2] ET (3] &bk oo

SUFFLIERS SUBMIT

Please review your work to make sure all ofthe information is correct and then click on Submit at the bottor ofthis page. To make changes, click on Edit

Initiator Julie Batchelor, State of NC - Office ofthe State Cantraller
Date Initiated Jun 15, 2008 1:35PM
eQuote Title High Resolution Computer Monitors eQuote

Your Requisition Number PR1135375

eQuote Response Due June 20, 2008

Ship To Address 409 Main Street

Raleigh WG 27603

FOB Destination

Delivery Needed By June 25, 2008

Supplier SKU Item Description Oty Unit Classification
15 inch computer monitar with at least 0.298 mm dot pitch and at least 1024 x 20 Each Good
168 @75 Hz maxrmurn resolution, Must have front panel contrals and ewpveldilt

23. View the eQuote confirmation screen and click on “Submit” button at the
bottom of the screen to send the eQuote to the three suppliers.
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Selecting eQuote Suppliers

Instructions

Using the scenario below, complete the practice exercise. You will be
practicing the steps you just learned to add suppliers to an eQuote. Use the
“Answer to Practice Exercise” steps following this section to help guide you
through the process in the HTML pages.

Scenario

In order to complete this practice exercise, we are going to return to the
practice exercise scenario from Topic 2 for ergonomic keyboards. In the
previous practice exercise, we added the item to the eQuote. In this practice
exercise, we need to add the suppliers to the eQuote.

First, conduct a search by name for Safety First! then add the supplier to your
eQuote. Next, conduct a search by category for Information Technology
Broadcasting and Telecommunications, with sub-category searches for
Computer Equipment & Accessories and Computer Data Input Devices. Once
you have executed this search, add Tech City and Computer Superstore to the
eQuote. You should now have a total of 3 suppliers on the eQuote.

Once you have your list of suppliers, view the confirmation details screen and
submit the eQuote.

Use the steps in the following section to complete the practice exercise.
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Practice .
Exercise (URL for screenshot below: http://equote-training.ncgov.com/equote_demo_22.htm)

Julie Batchelor Close Punchout Catalog Shopping Session

Create eQuote: Select Supplers (g nEZ

Search for a Specific Supplier

Supplier Name* r N

Search for a List of Suppliers

Category Selection’ Select a First Level cateqony *Recuired ¥

Second Level Category* ]
= Selecta Second Level categony *Required D

Third Level Category’
Selecta Third Level category* Required [

Rush Response O

Supplier Search Results

\

1. Inthe “Supplier Name” field, enter “Safety First!”.

2. Click the “Search” button. The Search for a List of Suppliers page displays.
Scroll down the page to view the supplier in the “Supplier Search Results”
section.
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Search for a Specific Supplier

Supplier Name*

Search for a List of Suppliers
Category Selection® Select a First Level category *Required [+

Second Level Category*
dony Selecta Second Level categony *Required [

Third Level Category’
Selecta Third Level category * Required [

Rush Response F

Supplier Search Results

Please selectthe suppliers that you would like to respond fo your eQuote request by clicking in the check box Click on Add to eCiuote before clicking on Continue. ou can alsa invite a supplier you
dont see listed to jain the marketplace.

— J Name 5| HUBZ| | RushResponse | City 5| State S| | County %)
Eafaty First! Office Supnliers & Detroit | Ml Wayne

-
-/

7/
Pt?arﬁaﬂn o T."Fage 1 [Jof1 Display: | 20 ftems [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuate are listed below. To add a supplier, use one of the Search functions above, select one or more suppliers and add them to the list by clicking in the check box.

3. Click the checkbox next to your supplier selection.

4. Click the “Add to eQuote” button in the Supplier Search Results box. The
supplier is added to the “Supplier Selected for eQuote” section.

5. Click the “Return to Search” button at the bottom of the page. The Step 2:
Select Suppliers page displays.
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Julie Batchelor

Close Punchout Catalog Shopping Session

Search for a Specific Supplier

Supplier Name*

Search for a List of Suppliers

— - ; [
Category Selection Select a First Lewvel category *Required N B
PR
Second Level Category' / M
2L Selecta Second Level categony *Required \ "
N
Third Level Category” . — N
Selecta Third Lewvel category ™ Requirgd [
pa
Rush Response O =7 LoTTTTS
7

Supplier Search Results

Flease selectthe suppliers that you would like to respond ta your eQuote request by clicking in the check hox. Click on Add to eQuote befare clicking on Continue. You can also invite a supplier you
dan't see listed to join the marketplace

Name 2] |HUB 2| | Rush Response %| | City %| | State £| Coumty 2|
O Safety Firsil Cfiice Supplies b Detraoit ] Wayne
Invite Supplier
lterns 1-1af 1. Page 1 []of 1 Display: | 20 iterns [
6. Click the “Category Selection” field drop-down arrow and select the option
“Information Technology Broadcasting and Telecommunications.”
7. Click the “Second Level Category” field drop-down arrow and select
“Computer Equipment and Accessories.”
8. Click the “Third Level Category” field drop-down arrow and select “Computer
Data Input Devices.”
9. Click the “Search” button in the “Search for a List of Suppliers” section. The

search results display.
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Supplier Search Results

Please selectthe suppliers that vou would like to respand to your eQuote request by clicking in the check box Click on Add to eQuate before clicking an Continue. You can also invite a supplier you
don't see listed to join the marketplace

Name ¢| |HUB ¢| | Rush Response | | City | | State | | County %]

- = ~, | Computer Superstore L Maple MM Hennepin

|‘—' Grave:

':“ S, | Tech City i Raleigh | NG \hiake
[] |Ed's Computer -——— i Charlotte | NC Mecklenburg
m 7 S

~ ”
ltems 13 of 3. PagE + mrvFi= ~ Display:| 20 iterns [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one ofthe Search functions ahove, select ane or mare suppliers and add them to the list by clicking in the check box.
Click on Add to eGuote hefore clicking on Gontinue. To remove a supplier, click in the box to the left of the supplier's name and then click on Delete. To remove all selected suppliers from this eQuote,
click the Delete All bution.

Name HUB Rush Response | City State County

a Safety Firstl Office Supplies i Detrait hl Wiayne

Delete All

lterms 1-10f 1

Return To Searc! Save As Draft

10. Place a checkmark in the checkbox next to “Tech City” and “Computer
Superstore”.

11. Click the “Add To eQuote” button to add “Tech City” and “Computer
Superstore” to the eQuote. The selected suppliers display in the “Suppliers
Selected for eQuote” section, located at the bottom of the page.
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_26.htm)

Supplier Search Results

Please selectthe suppliers thatyou would like to respond to your eQuate request by clicking in the check bax Click on Add to eQuote befare clicking on Continue. You can alsa invite a supplieryou
don't see listed 1o join the marketplace

Name %] |HUB 2| RushResponse<| City °| | State?|| Coumty 2|
Comnputer Superstare L4 Maple (01 Hennepin
Grove
Tech City o Raleigh NC Wake
] Ed's Camputers & Charlotte MC Mecklenburg

Add To eQuote supplier

ltems 1-3 of 3. Page 1 [1]of 1 Display. 20items [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one ofthe Search functions above, select one or mare suppliers and add them to the list by clicking in the check baox.
Click on Add to eQuote before clicking on Cantinue. To remove a supplier, click in the boxto the left of the supplier's name and then click on Delete. To remave all selected suppliers from this eGuote,
click the Delete All bution

Name HUB Rush Response | City State County
al Safety Firstl Office Supplies i Detrait Il Wayne
] Computer Superstore L Maple Grove [} Hennepin
] Tech City =4 Raleigh MC VWake

ltems 1-3 of 3

Return To &

12. Click the “Continue” button at the bottom of the screen to proceed to the
eQuote confirmation screen.
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Create eQuote -

Flease review yourwork to make sure all of the infarmation is correct and then click on Submit at the bottom of this page. To make changes, click on Edit.

Revi d Submit e BE i
2t ravoTe Ei EEBed ano
eview and submi i E B

Overview

Initiator Julie Batchelor, State of MC - Office of the State Contraller
Date Initiated June 15, 2008 5:30PM

eQuote Title Ergonomic Keyhoards

Your Requisition Number

PREZATI

eQuote Response Due

June 20,2008

Ship To Address 9949 Main Street
Raleigh NC 27603

FOB Destination

Delivery Needed By June 25, 2008

submission of an offer using your password protected access to this system constitutes an approved signature on your offer. Please
contact the purchaser if you have questions.

Selected Supplier(s)

Safety First! Office Supplies, Cormputer Superstore, Tech City

External Notes

Notes

|

Internal Notes

Log Mo notes entered
Notes
Emmmy e
13. Review the eQuote confirmation page and click the “Submit” button at the
bottom of the screen to send the eQuote to the three suppliers.

9/18/2008

eQuote 40


http://149.168.101.83/equote_demo_27.htm

N

Optional
Summary
Exercise

9/18/2008

NC E-Procurement @ Your Service

E-Procurement eQuote
Ur service Instructor-Led Training
www.negov.com -Instructor Guide-

Optional Summary Exercise

If you do not wish to complete the optional exercise, enter the following URL in
your web browser and proceed to Topic 4 of this training document:

http://equote-training.ncgov.com/equote _demo 41.htm

Instructions

Using the scenario below, perform the exercise. Please feel free to consult the
contents of the course as well as classmates if you need help completing the
exercise.

Scenario (Create eQuote and Select Suppliers)

You are looking for new LCD projectors that you need by August 25th, for the
conference rooms. You need a response to this eQuote by August 20th.

There are 6 conference rooms that need new projectors. You see that Office Mart
sells other types of Projectors on their contracts, so you think they may have LCD
projectors as well. Create a title that reflects the item you need. Select an FOB
code of “004” and “H20” for terms of payment. Add an item description to the
eQuote.

When you reach the “Select Supplier” screen, conduct a search for Office Mart,
since you think they may have the projectors you are looking for. When the
search results display, add Office Mart to your eQuote. Continue searching by
category using “Printing and Photographic and Audio and Visual Equipment and
Supplies” as the category and “Audio Visual Presentation and Composing
Equipment” and “Projectors and Supplies” as the subcategories.

View the supplier search results. Select Mary’s School Supplies and Office.com
and add them to your eQuote. Your eQuote will be sent to 4 different suppliers,
continue onto the next screen, and submit your eQuote.

eQuote 41


http://149.168.101.83/equote_demo_41.htm

NC E-Procurement @ Your Service
E-Procurement eQuote
Ur service Instructor-Led Training

www.ncgov.com -Instructor Guide-

Answer to Optional Summary Exercise
Optional o
Summary (URL for screenshot below: http://equote-training.ncgov.com/equote_demo_29.htm )
Exercise

L ( =

Julie Batchelor Preferences Toggle Tips Toggle Currency
Reauisiti . PR1135375: LCD Projectors eQuote L7 e
[—— T Items: 0 Total: $0.00USD B l:l@
Add Tile E Additems
e add itemns to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout How To

Keywords;

2ptions Create Mon-Catalog Item

Favorites: | - Recent Choices - [

72,644 itemns found view By: | Category [

AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (379) APPLIANCES, ELECTRICAL, CLOCKS (10976)
AGRICULTURAL EQUIPMENT AND SUFPLIES (80) CHEMICALS (299) APPLIAMCES (10068) ELECTRICAL EQUIPMENT {908)
BUILDING MATERIALS, MAINTENANCE (10635) CLOTHING & TEXTILE ITEMS (1405)
BUILDIMG MATERIALS (9762) JANITORIAL SUPPLIES AND CARPET AMND FLOOR MATNTEMANCE AND MACHIMES (690) CLOTHING AND
EQUIPMENT (494) PAINT AND PAINT MATERIALS (321) ... APPAREL (614) TEXTILE ITEMS (77)
FOOD & RELATED ITEMS (1771)
EDUCATIONAL & ATHLETIC EQUIPMENT, SUPPLIES (505) 160-00: BUTCHER SHOP AND MEAT PROCESSING EQUIPMENT (19) 165-00:
EDUCATIONAL EQUIPMEMT AMD SUPPLIES (505) CAFETERIA AWD KITCHEN EQUIPMENT, COMMERCIAL (150) 240-00: CUTLERY

DISHES, FLATWARE, GLASSWARE, TRAYS, UTENSILS, AND SUPPLIES (528)

FURNITURE (OFFICE, EDUCATIONAL AND HEALTH

CARE) (15978) HIGHWAY CONSTRUCTION EQUIPMENT, GROUNDS (4205)
415-00: FURNITURE: LABQRATORY (6) 420-00: FURNITURE: HIGHW&T CONSTRUCTION EQUIPMENT AND SUPPLIES (4190) GROUNDS

CAFETERIA, CHAPEL, DORMITORY, HOUSEHOLD, LIBRARY, LOUNGE MAINTEMANCE/AANDSCAPE/FLATGROUND (15)
SCHOOL (4672) 425-00: FURNITURE: OFFICE {11300}

MACHINES, TOOLS, MATERIAL HANDLING (4654) MEDICAL & LAB EQUIPMENT & SUPPLIES (9727)
MACHINES AND TOOLS (4635) MATERIAL HANDLING DRUGS & MEDICINES {24) LABORATORY EQUIPMENT AND SUPPLIES (5727)
ECUIPMENT {19} MEDICAL EQUIPMENT AND SUPPLIES (3976)
OFFICE EQUIPMENT & SUPPLIES /PAPER/PRINTING (4155}
OFFICE EQUIFMENT AND SUPFLIES (3456) PAPER AND PAPER DIL & GAS (153)
PRODUCTS/ELASTICS (441) PROMOTIOMAL AND AWARD 405-00: FUEL, OIL, GREASE AND LUBRICANTS (153)
ITEMS (1030 ..
SERVICES (CONTRACTUAL & CONSULTANT) (3811)
POLICE & SAFETY EQUIPMENT (317) 915-00: COMMUNICATIONS AND MEDI& RELATED SERWICES (6) 91&-00:
DO TCE ECTERENT (TR LFETY ECLTOMERT (241% CORSINTING SEOUTCES (8Y 92000 DATA PEOCE IhIC CORDITED ARE

1. Click the “eQuote” button at the top or bottom of the page to initiate eQuote.
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(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_30.htm)

E:Proturement

Preferences Toggle Tips Toggle Currency

PR1135375: LCD Projectors eQuate

< Previous || Mext >

Items: 0 Total: $0.00USD
0 nd Title Add eQuote Shipping Details
Iz add Items Please select a Ship-Tn4o st T MArysuesaQuote, This Ship-To location will be displayed on the actual eQuote sent to the selected suppliers. Please note that the
I Ship-To locatjos T T sayote is submitted for supplier review,
e ~ ~
k1 Checkout < B
shipdi ~
’
\
’ T
Debug Info /’ Ship To: \\
1 Deliver Ta: ‘\

Need-by Date:
Shipping Method:
“ 0B Code: (Mo value) ’

\\ erms of Payment: | (Mo value) ,

N
N P
A -
~ -
~ -
~ -

~
* indicates reqm'reg M - _ _ _ -~

2. Inthe “Ship To" field, enter “State of North Carolina.”
3. Inthe “Deliver To” field, enter “Julie Batchelor.”

4. Inthe “Need by Date” field, enter “August 25, 2008.”
5. In the “Shipping Method” field, enter “Best Way".

6. Inthe “FOB Code” field, enter “004".

7. Inthe “Terms of Payment”, enter “H20".

8. Click the “Next” button at the bottom of the screen to continue.
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,V EProcurement
= ur service
vew scam son

Iulie Batchelor Close Punchout Catalog Shopping Session
STER 4 sTER = sTER 2
Create eQuote Wl e ED L ETEHAD
Initiator Julie Batchelor, State of NG - Office of the State Controller
Date Initiated Aug 15, 2008 1:58PM

eQuote Title' : 1o Projectars eQuote

Your Requisition Number PR1135375

eQuote Response Due' = ™ 1 Day [ vear
Erter & deading for receiving ~
eGuote responses. This date
assumes by close of business
day unless rush response is

selected.
Ship To Address’ Julie Batchelor, 999 Main Street, Raleigh, NC 27603
FOB ’D’egtmation -------- -
Delivery Needed By I\\ tonth Day o | vear [, JRush Delvery O (2 business days)

|~ -

Enter the number of line items. You will be able to enter a full description of each line iter after clicking on Display.

‘ Supplier SKU ‘ ftem Description’ — o | oy’ | Unit

~ _ - ~
z,

1
Huowi many items would you like to displa?lﬂ\ _oN

9. Inthe “eQuote Title” field, enter “LCD Projectors eQuote”.

10. In the “eQuote Response Due” field, enter “August 20, 2008".
11. In the “Delivery Needed By” field, enter “August 25, 2008".

12. In the “How many items would you like to display” field, enter “1”.

13. Click the “Display” button to create a line item in the eQuote.
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Julie Batchelor

Create eQuote

Close Punchout Catalog Shopping Session

STEP =:
REUIEW AND
SUBMIT

STEP 1: STEF 2:
ENTER EQUOTE SELECT
INFo. SUFFLIERS

Enter & deadline for receiving
eGuote responses. This date
assumes by close of business
day unless rush response is
selected

Initiator Julie Batchelor, State of NC - Office afthe State Contraller

Date Initiated Aug 15, 2008 2:00PM

eQuote Title* LCD Projectars eQuote

Your Requisition Number PR1135374

eQuote Response Due’ August 20 B4 | 2008 B RushResponse [ (Requests thatthe supplier responds within 4 business hours)

Ship To Address’ Julie Batchelor, 398 Main Street, Raleigh, NC 27603
FOB Diestination
Delivery Needed By August |25 2 | 2008 B RushDelvery I (2 business days)

Enter your line itern inforrnation below. The "Supplier SKU" field is optional. You may enter up to 400 characters in the description field. To add an item, click on Add ern. To delete a line item, check the
box and click on Delete. Click on Finish Itern Edits to save your information and view it without scrolling.

Supplier SKU

emDescriptier= =~ ~ -~ ==_ - L7 0 T~ Uit
- S v Each [V]
M .___-"| ®@cood
/ O Service

9/18/2008

. In the “Item Description” field, enter “LCD Projector to fit on mobile carts with
surface area of 24"x24”. Must project with highest quality resolution and up to
20" distance.”

15. In the Quantity field, type in “6”".

16. Click the “Finish ltem Edits” button.
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click the Aftach button. You can
attach wp to 2 files, with & size of
1.5MB ar less each

Terms & Conditions The State of Morth Carolina Terms and Conditions (T&Cs) apply to this purchase. Click here [Statewida IT Pracurement] for the T&Cs
applicable to purchases of information technology. Click here [Purchase and Contract] for Instructions for Quote and T&Cs applicable to all
other purchases. Mo additional T&Cs that may be attached to your response to the eQuote will be considersd. You agree that your
submission of an offer using your password protected access to this system constitutes an approved signature on your offer. Please
contact the purchaser if you have questions.

Enter notes here. Motes will be sent to suppliers when you Submitthe form

Log |N0 notes entered
e ———— _—
Notes ”la*’ ~~~\
, N
< 1
S o _ L’
LS ~ -
———— = e ———

This log contains a history of notes exchanged within your organization and transactions relevant to this farm

Log Mo notes entered
Notes Compoas by i -
Enter notes for members of ygue= =S
organization here. Suppjers b
cannot view the Internal Nptes 1
History ~ o -’
=~ ——
o ==

MC Terms and Conditions

17. Scroll down to the “External Notes” field and enter “Please quote only high-
quality LCD’s".

Note: It is helpful to enter your name and your phone number and/or your
email for the suppliers to contact you if they have any questions.

18. In the “Internal Notes” field, enter “LCD to be used in 6 conference rooms.”

19. Click the “Continue” button.
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Julie Batchelor Close Punchout Catalog Shopping Session

Create eQuote: Select Suppliers (1] eiten'zavere (2]t ECiei o

Search for a Specific Supplier

Supplier Name* 4 ~

Search for a List of Suppliers

Category Selection’ Selecta First Level categony *Required V]

Second Level Category’
b Selecta Second Level category *Required D

Third Level Category'
Selecta Third Level categony* Required [

Rush Response O

Supplier Search Results
Flease selectthe suppliers that you would like to respand to your eQuote request by clicking in the check box. Click on Add to eQuote hefore clicking on Continue. You can also invite a suppliervou dont |

20. In the” Supplier Name” field, enter “Office Mart”.

21. Click the “Search” button. The search results display.
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ETE0t @ Second Level caleqory  Fequied [

Third Level Category*
Select a Third Level categony * Feguired [

Rush Response O

Supplier Search Results

Please select the suppliers that you would like to respond to your eQuate request by clicking in the check box. Click on Add to eQucte befare clicking on Continue. You can also invite 2 supplier you don't
see listed to join the marketplace

1 ~ Name S| |HUBZ| | RushResponse 2| | City £| State S| | County |
’ v
! 1| Office ar L4 L4 Raleigh | NG Wake
\ e
o 7 =
< T

Itemsi-ToF 1. Page 1 []of 1 Display: 20 items [

Suppliers Selected for eQuote

Suppliers gelected {o receive this eQuote are listed below. To add a supplier, use one of the Search functions above, select one or more suppliers and add them to the list by clicking in the check box,
Click on Add to eGuote hefore clicking on Gontinue. To remaove a supplier, click in the box to the eft ofthe supplier's name and then click on Delete. To remave all selected suppliers from this eQuate,
click the Delete All button

| Name ‘ HUB ‘ Rush Response | City ‘ State | County

Mo Data Available

Delete all

lterns 1-0 of 0

7
)
;

MC Terms and Conditions

22. Scroll down to the “Supplier Search Results” section and click on the check
box next to “Office Mart” to select the supplier.

23. Click the “Add To eQuote” button.

24. Click the “Return To Search” button. The Select Suppliers page displays.
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/V E:Procurement
= “? our service

WUW1EA0Y.E0N

Julie Batchelar Close Punchout Catalog Shopping Session

Create eQuote: Select Suppliers (1] eirn'sanore 2]y (3] 2 e

Search for a Specific Supplier

Supplier Name*

Search for a List of Suppliers

iy €2 ) . >
CategorySelection” "~~~ eloct afiyg Level cateqory *Fequired - B---
SecondLevel CategoIy - - ~+=—-———~- - """ " T T T T T T T T T S e s e s e e
e” e Selecta Second Level categon “Required T
Thimmeatggmy'_::]:::II::=—‘=' ----------- =====:2222700 }
<__ _ || Selecta Third Level category ™ Required -
Rush Response O

Supplier Search Results

Please selectthe suppliers that you would like to respond to vour eQuote request by clicking in the check box. Click on Add to e@uote befare clicking on Continue. You can also invite a supplier you dont ‘
po listed tn inin the markethlars

25. In the “Category Selection” field, select “Printing and Photographic and Audio
and Visual Equipment and Supplies.”

26. In the “Second Level Category” field, select “Audio and Visual Presentation
and Composing Equipment.”

27. In the “Third Level Category” field, select “Projectors and Supplies.”

28. Click the “Search” button in the “Search for a List of Suppliers” section. The
search results display.
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| ]

Supplier Search Results

Please selectthe suppliers that youwould like to respond to your eQuote request by clicking in the check box Click on Add to eGuote before clicking on Continue. You can also invite a supplier you don't
see listed to join the marketplace.

L Name S| |HUBZ| RushResponse®| City & |State | | County <]
\\ . .
1 | Mary's School Supplies e L Raleigh NG WWake
ra
[ al ACNWE Office L Goldshoro [\ [ VWayne
‘, Office.cagr — — o _ v Austin T | Ridgehoro
AN =

W \, Invite Supplier

7/
ltems 1-3 of 3~ Rage_1__ of4

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use one of the Search functions abaove, select one or more suppliers and add them to the list by clicking in the check box.
Click on Add to eQuote befare clicking on Continue. To remaove a supplier, click in the box {o the left of the supplier's name and then click on Delete. To remave all selected suppliers from this eduote,
click the Delete All button.

Display: | 20 items D

Name HUB Rush Response | City State County
[] | Office Mart v v Raleigh NG Wake
Delete all

lterms 1 of 1

Return To Search S s

MNC Terms and Conditions

29. Place a checkmark in the checkbox next to “Mary’s School Supplies” and
“Office.com.”

30. Click the “Add To eQuote” button to add “Mary’s School Supplies” and
“Office.com” to the eQuote. The selected suppliers display in the “Suppliers
Selected for eQuote” section of the page.
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Supplier Search Results

Please select the suppliers that you would like o respand to your eduote request by clicking inthe check box. Click on Add to eQuote befora clicking on Continue. You can also invite a supplier you dont
see listed to join the marketplace

Name ¢/ |HUBZ| | RushResponse | City % State&||County %
[] | Many's School Supplies & e Raleigh MG Wake
[] | ACME Office & Goldshoro | NC ‘Wayne

[] | Ofice.com v

Austin TH Ridgehara

Add To eQuote

e Supplier

ltems 1-30f 3. Page 1 | [of 1 Display:| 20items [

Suppliers Selected for eQuote

Suppliers selected to receive this eQuote are listed below. To add a supplier, use ane of the Search functions above, select ane or mare suppliers and add them ta the list by clicking inthe check box

Click on Add to eQuote hefore clicking on Continue. To remave a supplier, click inthe box o the left of the supplier's name and then click on Delete. To remove all selected suppliers from this eGuote,
click the Delete All button.

Name HUB Rush Response | City State County
Office Mart 4 e Raleigh NG Wake
Many's School Supplies 4 e Raleigh NG Wake
Office.cam e Austin TH Ridgebara
all

Items 1-3 of 3

Return T

NC Terms and Conditions

31. Click the “Continue” button to proceed to the eQuote confirmation screen.
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Julie Batchelor

Create eQuote - Review and Submit (1] Eiee"cavore (R (3] 5 o

Please review vourwork o make sure all of the information is carrect and then click on Submit atthe bottom of this page. To make changes, click on Edit.

Close Punchout Catalog Shopping Session

Initiator Julie Batchelor, State of NG - Office of the State Controller
Date Initiated August 15, 2008 2:10FM
eQuote Title LGD Projectors eGuote

Your Requisition Number

PR1135375

eQuote Response Due

August 20, 2008

Ship To Address 999 Main Street
Raleigh NC 27603
FOB Destination

Delivery Needed By

August 25 2008

Supplier SKU Item Description Oty Unit Classification
LCD Projector to fit on mobile carts with surface area of 24"x24". Must projectwith | 6 Each Good
hichest guality resolution and up to 20 distance

Mo notes entered

Key Summary
Points

9/18/2008

32. View the eQuote confirmation screen and click the “Submit” button to send

the eQuote to the three suppliers.

Users can search for a supplier by name or by using the category and sub-
category search by product type.

From a category, sub-category, and third category of suppliers, the user can
retrieve a listing of suppliers from which to select the eQuote recipients.

Users must select the suppliers they wish to receive the eQuote and click the
“Add to eQuote” button.
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View and Evaluate eQuote Responses

View and Evaluate eQuote Responses

Once the eQuote has been created and submitted, suppliers can begin
responding electronically to your request. Users can view the suppliers’
responses by re-opening the eRequisition that contains the eQuote line item.

In order to review the status of your eQuote, open the requisition and click the
Edit button. The Line Item Details page displays, allowing the user to view the
number of suppliers that have currently responded to the eQuote. The “Refresh”
button at the top right corner of the page allows the user to see the latest number
of responses.

Once the status indicates that a response has arrived, it is easy to access and
review the supplier’s information. Simply click on the line item description to
display a summary of all suppliers’ responses. For more detailed response
information, users can review each supplier’s response individually by clicking the
“View” button next to the supplier's name. A detailed response page displays
information including an overview, supplier contract, items, response details, and
external and internal history.

Suppliers are able to use symbols in their responses to convey more information
about their products. The screen shot below contains the symbols you will see
when reviewing suppliers’ responses.

1 Additional Response Information \¥¥ Terms and Conditions

+ Add On Products g FHon-Cherrpickable

"3 Alternative [tem
@ Include Attachments

Although many of these icons are self explanatory, a few may be new to you:

e The Non-Cherrypickable icon means that the items described in the
eQuote are only available at the price quoted if all of the items are
purchased. Individual items cannot be “cherry picked”, or purchased
separately.

e A Substitution occurs when the supplier does not quote the item you
requested, but instead offers a similar but different item. The number of
substitutions is indicated on the eQuote response page in the “Number of
Substitutions” column (not shown here). Substitutions are also noted by
a blue “Sub” link when a user tabulates the supplier responses.

e An Alternative Item icon displays when the supplier quotes the item you
requested, and offers a similar item as an alternate choice.
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When evaluating the supplier responses, it is important to check if the price
guoted includes shipping costs. View the “Shipping” column on the eQuote
response page to see if the price includes the shipping costs. You can sort the
supplier response columns by shipping to easily determine which suppliers have
included shipping in their costs. In order to see more information about the
shipping cost, click on the “View” button and review the details in the supplier's
response. You can also sort the columns by price to see which supplier provided
the lowest price on the item.

eQuote contains a tabulate feature which allows users to tabulate and view all
suppliers’ prices by item with a click of a button. The tabulate feature makes it
easy for users to review and compare prices.

We will walk through the steps to view and evaluate eQuote responses in this
topic.

View and Evaluate eQuote Responses

A few days ago, you created an eQuote for furniture. You want to review and
evaluate the supplier responses. Tabulate the responses in order to locate the
best price.

Note: This walkthrough is not a continuation of a previous scenario from this
course. This scenario begins with the requisition open. At this point the user has
already located and opened the requisition containing the eQuote.
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Walkthrough View and Evaluate eQuote Response

(URL: http://equote-training.ncgov.com/equote _demo_41.htm)

C o Y veio IO ovou)

Preferences Toggle Tips Toggle Currency

PR1135375: Office Furniture

Py A ~
Requisition o N =
Items: 2 Total: §3,793.73USD <
S~ _ - -
il 2ad i E] checkout
(4 Add Ttems . P
T Review your requisition, make changes as necessary, and submit the request for approval.
£l Checkout How To
JSummary “X_approval Flaw \
Debug Info

Title: Office Furniture
Pre-Encurnbrance Status: Mot Encumbered

On Behalf Of:
Delay Purchase Until: 7 m

*Buying Entity:

Transmit To Supplier?

Line Ttems (2}

Hide Details "

Oty Unit Price Tax Dther Amount
D 1 E‘ 3M Data Projector 7630AY, 800x600 resolution, ... 1

[ No. Type Description

gach $3,793.73USD $0.00USD $0.00USD $3,793.73USD
Supplier: 3M Company

3M Data Projector 76304V, 800x600 resolution, 16.7M colors, 700 AMSI Lum,
Location: 3M Company UHB lamp, 5 |b weight, manual zoom
Commodity Code: 580-61 - Projectors, Overhe...

&

[} z Office Furniture

z each 40,00USD  $0.000SD $0.00USD $0.00USD
eQuote Status: Subritted - 0 of 5 Responses Received Office Furniture

Supplier:

Location:

Comrmodity Code: Equote

[Ee] [Cop] [Befe] | [mdd ere]

1. Note the number of supplier responses located next to the “eQuote Status”.

2. Click the “Refresh” button view how many responses you have received. The
“eQuote Status” is refreshed.
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PR1135375: Office Furniture
eRequisition 'tl_:l_l_?
Items: z Total: $3,793.73U5D
4dd Tite E] checkout
Add Items . . .
Review wour requisition, make changes as necessary, and submit the request for approval,
Checkout How To
JSummary N, Approval Flow A
Debug Info
Title: Office Furniture
Pre-Encumbrance Status; Mot Encumbersd
On Behalf Of:
Delay Purchase Until: ? i)
#*Buying Entity:
Transmit To Supplier?
Line Ttems (2} Hide Details [
|:| No. Type Description Oty Unit Price Tax other Amount
] 1 E 3M Data Projector 7630AY, 800x600 resolution, ... 1 each $3,793.73U50 40.00USD $0.00USD $3,793.73USD

3M Data Projector 76304V, 800x600 resolution, 16.7M calors, 700 ANSI Lum,

Contract ID: 8804
UHB larnp, 5 Ib weight, manual zoom

Supplier: 3M Cormpany
Location: 3M Cornoagy

Commagdiey Tode: T “Reojectors, Overhe...

o ltl ,‘ 2 gach $0.00USD $0.00USD $0.00USD $0.00USD
\\ _______ ST T T Tl
»:\_____,' ‘\,
eQuote S%aeusksubmitted - 5 of 5 Responses Receiyed~ Office Furniture
Suppliern T T T s emmmm—---— T
Location:

Commodity Code: Equote

[E50] (o] [Eotee] | [ em]

Note: Notice that the eQuote Status field lists 5 of 5 responses.

3.  Click the eRequisition title, “Office Furniture”, to view responses. The
eQuote responses display on the Response Summary page.
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Initiator Julie Batchelor, State of NG - Office ofthe State Controller
eduote Title Office Furniture
Date Sent June 15, 2008
Respanse Due June 20, 2008

eQuote Respenses

The syrmbals below refer to information suppliers included in their responses. Click on View to look at the response. Tabulate your eCuotes by clicking in the check box and then click on Tabulate
Selected. You may add a checked response to eRequisition where applicable

Mate: A Substitution occurs when the supplier does not quote the itern you requested, but instead offers a different item. An Alternate occurs when the supplier quotes the itern you requested, and offers
a similar item as an alternate chaice

1 Additional Respanse Information |'="_': Terms and Conditions 'i Alternate [lem
+ Add On Producis 3 Maon-Cherrypickable ﬂ] Include Attachments
View J Supplier Name Received ems Number of Details Shipping Price of Requested
espanes 4 4] R To ¢ ftutions 4| | and Substitute tems 4
B H | el H H H
|' Mary's Office Supplies June 18, 2008 1:30pm Fof 3 1of 3 Included 54,423 64
D 7
NS — - =
Office Mart June 19, 2008 2:45pm Declined
|
Office Products Unlimited June 18, 2008 10:30am | 3a0f 3 Oof 3 i motincluded | §4,495.00
O
Futniture Warehause June 18, 2008 5:30pm Jaf 3 Oaf 3 'g Included $4480.00
O
Office Superstare June 19 2008 12:30pm | 3of 3 1of 3 Motincluded | §4171.00
O

Minclude Atternates in tabulation

Note: The eQuote Responses section contains a summary of the supplier
responses. The eQuote Responses page displays: the date received,
number of items responded to, number of substitutions, details, shipping
information and the price quoted for the item by supplier.

4.  Click the “View” button next to “Mary’s Office Supplies” to view the entire
response from Mary’s Office Supplies.
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Grand Total ~ §4423.64

Response Details

eQuote Expires Mo Date Specified

Additional Reponse Info

Shipping Method

FOB Destination
Buyer Attachments Mo attachments
Supplier Attachments Mo attachments

External Notes History

This log containg your notes ta all suppliers paricipating in the eQuote and nates sentta you by this supplier

Log | Mo nates entered

Internal Notes History

This log containg a history of notes exchanged within your arganization and transactions relevant to this farm.

Log June 14, 2008 1:10PM Julie Batchelor: eQuote sentto supplier(s)

Notes
Enter notes for members of your
organization here. Suppliers
canndt vigw the Internal Motes
History

5.  Review the fields on the Response Details page.

6.  Click the “Return To Summary” button at the bottom of the screen to go
back to the Response Summary screen. The “Response Summary” page
displays.
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eQuote Responses

The symbols below refer to information suppliers included in their responses. Click on View to look at the response. Tabulate vour eGuotes by clicking in the check box and then click on Tabulate
Selected. You may add a checked response to eRequisition where applicable.

Maote: A Substitution occurs when the supplier does not gquote the item vou requested, but instead offers a different iterm. An Alternate occurs when the supplier quotes the item you reguested, and offers
a girnilar item as an aternate choice.

1 addiianal Respanse Information 1% Temns and Conditions '; Alternate Hem
+ Add On Praducts B Non-Cherrypickable @ Include Atachments
View Supplier Name Received tems Number of Details Shipping Price of Requested
Response Bl 4| R To M| iturti H| M| and Substitute tems B
hary's Office Supplies June 18, 2008 1:30pm 3of 3 1aof 3 Included 5442364
Office Mart June 19, 2008 Z:45pm Declined
Office Products Unlimited June 18,2008 10:30am |30l 3 Oaf 3 i Motincluded | §4 485.00
Furniture Wiarehouse June 18, 2008 5:30pm Jof 3 Oof 3 'a Included §4480.00
Office Superstare June 19, 200812:30pm | 3of 2 1of 2 Motincluded | $4171.00
\
[
N ’
S - —=-L

/N

o Nnclude Alternates in tabulation

Add To eRequisition

7.  Click the checkboxes next to all supplier responses except for the declined
response.

8.  Click the “Tabulate Selected” button to tabulate supplier responses. The
tabulated responses display.
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y#@znnml!ml‘nl

Julie Batchelor Close Punchout Catalog Shopping Session

eQuote Response Tabulation

Description

Initiator Julie Batchelor, State of NG - Office of the State Controller
eQuote Title Office Furniture

Date Sent June 15, 2008

Response Due June 20, 2008

To select an item, click in the box to the left of the price. You may then add the item(s) to eReguisition where applicable. Click View to look at the supplier eGuote response individually. Click the sub and alt
links next to the itern price to see the supplier's item description. Note: A Substitution occurs when the supplier does not quote the item you reguested, but instead offers a different iterm. An Alternate occurs
when the supplier quates the itern you requested and offers a similar itern as an alternate choice

View Supplier Name 2| | Shipping | ltems 1 -3 of 3
Response -
File Cabinets, steel, Hon, { - _ 2/ Wilano Euro Collection Shelving Units  =| | Sensible Seating Series High Back .. =/
putty, 4 drawer, legal 6 Each 10 Each
5Each
Mary's Office Supplies Included [ $199.00 O $1UE_44’ b \, O g2ra00
Office Products Notincluded O §189.00 [ $125.00 O g280.00
Unlimited
Furniture Warehouse | Included [ 19900 O s12240 O g2r5.00
Office Superstore Matincluded [ $169.00 I $131.00 [ §254.00 Sub

Return To Previous Add To eRequisition Printable Versio

Note: Tabulating the suppliers’ responses allows the user to see the price
quoted for each item by supplier name.

Note: You can use the up and down arrows to sort the columns by price.

9. Click the “Sub” link in the first row to view the substitute line item from the
supplier, Mary’s Office Supplies. The substitution description displays.

Note: Substitutions will always be noted with the “Sub” link. This allows the
user to distinguish prices by actual item and substituted item.
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Description

SKU 458445

Description | 500 Class Off-Surface Universal Steel Shelf Radius-comered accessories fully compatible with open-nlan systems. Customize worksnaces while maintaining continuity throughout the office.
Manufacturer's lifeime guarantee. Supports binders and hooks. Raised end-taps serve as hookends, Maximum recommended load 85 s, 11dx 21120, 21 length

Quantity |6

Unit Each

Unit Price | 106.44

Copyright ©2003. All Rights Reserved. S~

10. Review the substitution description.

11. Click the “Close” button to return to the Line Item Tabulation screen.
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Julie Batchelor Close Punchout Catalog Shopping Session

eQuote Response Tabulation
Description

Initiator Julie Batchelor, State of NG - Office of the State Controller
eduote Title Office Furniture
Date Sent June 15,2008
Response Due June 20, 2008

To selectan itern, click in the hox to the left of the price. You may then add the item(g) to eRequisition where applicahble. Click View to look at the supplier eQuote response individually. Click the sub and alt

links next to the item price to see the supplier's itern description. Note: A Substitution occurs when the supplier does not guote the itern you requested, butinstead offers a different itern. An Alternate occurs
when the supplier quotes the item you reguested and offers a similar item as an alternate choice.

View Supplier Name 2| | Shipping | ltems 1 -3 of 3
Response
File Cabinets, steel, Hon, 2| Milano Euro Collection Shelving Units  ©| | Sensible Seating Series High Back ... *|
putty, 4 drawer, legal 6 Each 10 Each
5Each .
-
Mary's Office Supplies Included [ s1a9.00 F106 44 \| [ g279.00
/
Office Products Mot included D $189.00 D 5 #Ar - D&?B&UQ
Unlirnited A7 e
1 S
Furniture Warehouse Included \ ’
N JRRELN R O s12250 R $275.uu, ,
[ view | Office Superstara Mot included ) $16000 ) [ s131.00
N pa

Return To Previous

12. Check the item checkboxes to award the eQuote as follows:
- Item 1 to Office Superstore
- Item 2 to Mary’s Office Supplies
- Item 3 to Furniture Warehouse

13. Click the “Add to eRequisition” button at the bottom of the screen to add
these items to the eRequisition. The requisition Line Item Details page
displays.
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- ~<
4 \,

ey

T lemsi4 Totak $5,027.57 USD < ero JSHERRNE i ||
\ ’
~ -

Add Title E Checkout e
Add Ttems . P
—— Review your requisition, make changes as necessary, and submit the request for appraval.
Checkout HowTo
JSummary . Approwal Flow
Title: Office Furniture
Pre-Encurnbrance Status: Mot Encumbered
©n Behalf Of:
Delay Purchase Untils 7 i
*Buying Entity:
Transmit To Supplier?
Line Items (41 Hide Details
No. Type Description Qty Unit Price Tax Other Amount
[ 1 [El  5M Dats Projector 76304Y, B00x600 resolution, ... 1 each $3,793.73USD $0.00USD $0.00USD  §3,793.73USD
Contract ID: 3M Data Projector 7630AN, 8002600 resolution, 16.7M colors, 700 ANSI Lum,
Supplier: 3M Company UHE lamp, 5 Ib weight, manual zoom

Location: 3M Company
Commodity Code: 880-61 - Projectors, Overhe...

z 845.00 UsSD
O = File Cabinets, steel, Hon, putty, 4 drawer... 5 cach $160.00 USD $0.00USD $0.00USD T

eQuote Status: Awarded File Cabinets, stesl, Hon, putty, 4 drawer...
HUB
Supplier: Office Superstore

Location: Office Superstore
Comradity Code: OFFICE:FURMITURE

O s 500 Class Off-Surfacs Universal Stesl Shelf Radius-cormersd... 6 each FIPHHUSD oy nnisn gnoousc g638.64 USD
eQuote Status: Awarded 500 Class Off-Surface Universal Steel Shelf Radius-cornered accessories fully
Supplier: Mary's Office Supplies compatible with ope-plan systems. Customize workspaces while maintaining
Location: Mary's Office Supplies continuity throughaout the office. Manufacturer's lifetime guarantee. Supports
Commodity Code: OFFICE:FURMITURE binders and books. Raised end-caps serve as bookends, Maximum

recommended load 55 Ibs. 11d x 2-1/2h. 2 ft. Length

Note: Notice you have now returned to the original requisition and the items
you selected in the eQuote are displayed as line items on the requisition.

14. Review the eQuote line items.

Note: Itis important to update the commodity code and contract ID
information, if applicable, for eQuote items. Users can update this
information by clicking on the “Edit” button for each line item.

15. Click the “Submit” button at the top or bottom of the screen to complete the
requisition.
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View and Evaluate eQuote Responses

Instructions:

Using the scenario below, complete the practice exercise. You will be practicing
the steps you just learned to view and evaluate eQuote responses. Use the
“Answer to Practice Exercise” steps following this section to help guide you
through the process in the HTML pages.

Scenario

A few days ago, you started an eRequisition for various cleaning supplies. You
chose some items from existing contracts and sent an eQuote request to
suppliers. You have now received responses from the 4 suppliers and are ready
to review them.

View and tabulate the responses (except the one in which the supplier declined).
Be sure to review the details of the substitute item. Select the lowest priced items
and view the awarded supplier and items in the eRequisition.

Use the steps in the following section to complete the practice exercise.
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Answer to View and Evaluate eQuote Response
Practice o
Exercise (URL for screenshot below: http://equote-training.ncgov.com/equote_demo_49.htm)

Julie Batchelor

Preferences Toggle Tips Toggle Currency
PR1135375: Cleaning Supplies
eRequisition T T o
Items: 2 Total: $10.73UsD
Add Title B Checkout
Add Iterns . a .
Review your requisition, make changes as necessary, and submit the request for approwval.
Checkout How To
JSummary N approval Flow \
Debug Info

Title: Cleaning Supplies
Pre-Encumnbrance Status: Mot Encumbered

On Behalf Of:

Delay Purchase Until: 7 [z:2g]

*Buying Entity:

Transmit To Supplier?

Line Items (2) Hide Details

D No. Type Description Oty Unit Price Tax Other Amount

O 1 [E woniter Cleaning wipes... 1 gach $10,73USD $0.00USD $0.00USD  $10.73USD

Supplier: 3M Corpany
Lacation: 3M Cornpany
Commodity Code: OFFICE:CLEANING

Monitor Cleaning Wipes for all types of monitars

’
F 2 \\ ’/‘ 2 gach $0.00USD $0.00USD $0.00USD  $0.00USD
e T T ~q
eQuote Status: (fqumitted - 4 of 4 Responses Received _ 2 Cleaning Supplies
Supplier: T e e e === —"
Lacation:

Commodity Code: Eguote

!
1. Click the eRequisition title, “Cleaning Supplies”, to view responses.

Note: Under the title of the line item, the eQuote status indicates that 4 of 4
responses received.
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eQuote Response Summary

Description

Initiator Julie Batchelor, State of NC - Office ofthe State Controller
eQuote Title Cleaning Supplies
Date Sent June 15, 2008

Response Due

June 20,2008

.
1 Additional Response Information

+ Add On Products

(Za Terms and Condiions

B MNan-Cherrypickable

'ﬁ Alternate lterm

ml Include Attachments

eQuote Responses
The symbals below refer to infarmation suppliers included in their responses. Click an View 1o look atthe response. Tabulate your eQuates by clicking in the check box and then click on Tabulate
Selected. You may add a checked response to eReguisition where applicable.

MNaote: A Substitution occurs when the supplier does not quote the itern vou requested, but instead offers a different item. An Alternate occurs when the supplier quotes the item you requested, and offers
a similar itern as an alternate choice.

View Supplier Name Received Items Humber of Details Shipping Price of Requested
,Rasmusq M| M R To H Htuti M H and Substitute ltems Bl
—
’\ Jack Sprat Cleaning June 19, 2008 1:30pm Jof 3 Tof 3 Included §400.00
Or=----1
Maintenance Superstore June 19, 2008 2:45pm Declined
"]
EEZ | Ofiice Products Uniimited June 18,2008 10:30am | 3af 3 Daf 3 i Motincluded | $400.00
"]
EIZ | holesale Maintenance June 18,2008 5:30pm | 3of 3 Dof 3 w Included $400.00
"

Include Alternates in tabulation

9/18/2008

2.

Click the “View” button next to “Jack Sprat Cleaning” to view the entire
supplier response. The Review eQuote Response page displays.

eQuote

66


http://equote-training.ncgov.com/equote_demo_50.htm

E-Procureme'nt NC E-Procurement @ Your Service
ur service eQuote

www.ncgov.com Lo
Instructor-Led Training

(URL for screenshot below: http://equote-training.ncgov.com/equote_demo_51.htm)

Response Details

eCote Expires Mo Date Specified

Additional Reponse Info

Shipping Method

FOB Cestination
Buyer Attachments Mo attachments
Supplier Attachments o attachments

External Notes History

This log contains your notes to all suppliers participating in the eGuote and notes sentto you by this supplier.

Log | Mo notes entered

Internal Notes History

This log contains a history of notes exchanged within your organization and transactions relevant to this form

Log June 14, 2008 2:40PM Julie Batchelor: eCuote sentto supplier(s)

Notes
Enter notes for members of your
arganization here. Suppliers
cannat vigw the Internal Motes
Histary.

3. Review the supplier response fields.

4, Click the “Return To Summary” button at the bottom of the screen. The
Response Summary screen displays.
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eQuote Response Summary
Description
Initiator Julie Batchelor, State of NC - Office ofthe State Cantroller

eQuate Title Cleaning Supplies
Date Sent June 15,2008
Response Due June 20, 2008

eQuote Responses

The syrmbols below refer to information suppliers included in their responses. Click on Yiew to look atthe response. Tabulate your eGuuotes by clicking in the check hox and then click on Tabulate

Selected. You may add a checked response to eRequisition where applicable

Iote: A Substitution oceurs when the supplier does not quote the itern you reguested, but instead offers 3 different item. An Aternate occurs when the supplier guotes the iter you requested, and offers

a sirmilar iterm as an altermate choice.
.

1 additional Response Information Terms and Conditions '; Alternate lterm
+ Add On Products 3 Mon-Cherrypickable @ Include Attachments
View Supplier Name Received ftems Number of Details Shipping Price of Requested
Response B o] | Resy To | itutions | ¢| | and Substitute ftems |
’-‘\m Jack Sprat Cleaning June 19, 2008 1:30pm Gof 3 1of 3 Included $400.00

Maintenance Suparstore June 19, 2008 2:45pm Declined
1
-~ S\ | Office Products Unlimited June 18, 2008 10:30am | 3of 3 of 3 i Motincluded | $400.00
U
/
.- i\m Wholesale Mairtenance Jurie 18, 2008 5:30pm 3of 3 Oof 3 'a' Included $400.00

Yinclude Alternates in tabulation

5. Click the checkboxes next to all supplier responses except for the declined
response.

6. Click the “Tabulate Selected” button to tabulate supplier responses.
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Julie Batchelor Close Punchout Catalog Shopping Session

eQuote Response Tabulation

Description

Initiator Julie Batchelor, State of NG - Office of the State Controller
eQuote Title Cleaning Supplies

Date Sent June 15, 2008

Response Due June 20, 2008

To select anitem, click in the box to the left of the price. You may then add the itern(s) to eRequisition where applicable. Click View to look atthe supplier eQuate response individually. Click the sub and alt
links next to the itemn price to see the supplier's item description. Mote: A Substitution occurs when the supplier does not quote the item you requested, butinstead offers a differentitem. An Alternate occurs
when the supplier guotes the item you requested and offers a similar item as an alternate choice.

View Supplier Name ¢! | Shipping ¢ ltems 1-3 of 3
Response
Paint thinner, 5 gal. 4| | Ajax CleanerDegreaser, 10 gal. ¢| | Simple Green, 5 gal. 8|
50 Each 100 Each 100 Each
Jack Sprat Cleaning Included O s425.00 O $325_gg’—\\ O
S $944 00
Office Products Motincluded ] [ ss00.00 [ $a73.00
Unlimited $41700
Whalesale Maintenance | Included O [ g77a.00 [ ee0.00
$398.00
Return To Pre Add To eRequisition Printable
7. Click the “Sub” link to view the substitute line item for Jack Sprat Cleaning.

The substitute description display.
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Deseription

SKU 548631

Description | All-Pumase Industrial DegreasenCleanet Strang vet safe. Remaves ail, lubricants, arime from washable surfaces. Ringes easily. Can be diluted for light o super heavy tleaning. Far
pressure washing and steam cleaning, maintenance, food processing and preparation, parts washing. Exempt from OSHA and EPA requirements for special handling or personal pratection
for hazardous materials, Biodegradahle, 10 gal.

Cuantity | 100

Uniit Each

Unit Price | §7.23

Copyright ©2003. All Rights Reserved.

8. Review the substitute information.

9. Click the “Close” button to return to the Line Item Tabulation screen.
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Julie Batchelor

Close Punchout Catalog Shopping Session

eQuote Response Tabulation

Description

Initiator Julie Batchelor, State of NC - Office ofthe State Controller
eCuote Title Cleaning Supplies

Date Sent June 15, 2008

Response Due June 20, 2008

To select an itern, click in the box to the |eft of the price. You may then add the itemis) to eRequisition where applicable. Click View to look at the supplier eduate response individually. Click the sub and alt

links next to the itern price to see the supplier's item description. Note: A Substitution occurs when the supplier does not quote the itern you requested, but instead offers a different itemn. An Alternate occurs
when the supplier quotes the item you requested and offers a similar item as an alternate choice.

View Supplier Name %! | Shipping M| tems 1 -3 of 3
Response
Paint thinner, 5 gal. 2| | Ajax CleanerDegreaser, 10 gal. ¢ | Simple Green, 5 gal. 8|
50 Each 100 Each 100 Each
Jack Sprat Cleaning Included [ ga25.00 ". NI s}as_nu Sub O0
$944 00
[ view | Office Products Notincluded O [ sao0.00 [ se73.00
Unlimited $417.00
‘Wholesale Maintenance | Included \:' I \,‘ F $778.00 \ : ) -:—ﬁ%ﬂ.ﬂﬂ
$398.00 1-._

Return To Previou§

Printable Wersion

10. Check the item checkboxes to award the eQuote as follows:
- Item 1 to Wholesale Maintenance
- Item 2 to Jack Sprat Cleaning
- Item 3 to Wholesale Maintenance
11. Click the “Add to eRequisition” button to return these items to the original

eRequisition. The View Line Items page displays.
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Julie Batchelor Preferences Toggle Tips Toggle Currency

PR1135375: Cleaning Supplies ‘ v

eRequisition
Items: 4 Total: $1,997.73 USD

)
ﬂ
f
B

Add Title E] checkout

Add Ttems

Review your reguisition, make changes as necessary, and submit the request for approwal,

Checkout How To

J Summary % Appraoval Flow A

Title: Cleaning Supplies
Pre-Encumnbrance Status: Mot Encumbered

on Behalf Of:
Delay Purchase Until: 7 [122]

*Buying Entity:

Transmit To Supplier?

Line Items (4) Hide Details *

No. Type Description Qty Unit Price Tax Dther Amount

O 1 E Monitor Cleaning Wipes, .. 1 each $10.73USD $0.00USD $0.00USD $10.73USD

Supplier: 3M Company Manitor Cleaning Wipes for all types of computer monitors

Location: 3M Company

Commodity Code: OFFICE: CLEANING

$393.00
usp

o
=g

O 2 Paint Thinner, 5 gal. 50 ea $7.96 USD $0.00USD  $0.00USD

eQuote Status: Awarded Paint Thinner, 5 gal.
Supplier: Whaolesale Maintenance

Location: wholesale Maintenance

Comrmodity Code: OFFICE:CLEAMING

$7.23 USD $723.00

O 3 All-Purpose Industrial Degreaser/Cleaner.., 100 gach 5

40,0000 $0.00USD

e0unte Statys: Swarded all-Purnnse Tndistrial Deareaser/Cleansr Stronn vet safe, Bemoves oil

12. Review the eQuote line items that are now added on the requisition.

Note: Once you have added the eQuote line item, it is important to add
commodity code and contract ID information, if applicable, to the requisition for
each line item. Click the Edit button located next to the line item to update these
fields.

13.  Click the “Submit” button at the top or bottom of the page to complete the
eRequisition.
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Key Summary View and Evaluate eQuote Response
Points

= To access supplier responses to an eQuote, the user must locate and open the
eRequisition containing the eQuote. The user must click the “Edit” button to
view the responses.

= |tis possible to view the number of responses returned from the suppliers
without going into the eQuote. To view the number of responses, click the
“Refresh” button at the top or bottom of the page.

= The tabulate feature allows users to easily compare prices across each item.

= Substitutes are tabulated the same way as exact item matches.
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