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eQuote Course Overview

Introduction

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

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

eQuote functions much like a punchout session in the NC E-Procurement System. Users will
punch out 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 a simulation.

Participants must follow along with the eQuote course material in order to progress through the
steps in the simulation. If the steps are not followed correctly, the user will not advance to the
next screen. Hints will be given if an incorrect click is made or when rolling over a text entry field.

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.

Course Topics

eQuote Process

Create an eQuote

Select eQuote Suppliers

View, Evaluate, and Award eQuote Responses

E R EE]
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Audience

1 Purchasing Agents
1 Purchasing Managers
1 Requisitioners with the ability to create eQuotes

Prerequisites

1 Knowledge of the NC Procurement Policies and Procedures
1 Basic eRequisitioning skills
1 Appropriate NC E-Procurement role

Course Objectives

After training, participants will be able to:

1 Initiate an eQuote

1 Search for and select suppliers

1 Evaluate supplier responses

1 Select items from supplier responses and add items to an eRequisition

Estimated Time

3 Hours

4/7/2015 eQuote 4
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eQuote Process Overview

Overview and Benefits

eQuote is a tool within NC E-Procurement that can be used to solicit and review quotes from
multiple suppliers for a good and/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:

1
f

f
f

The item is not listed on term contract and is less than your entity& delegation amount
The item is a high dollar or high volume term contract item under your entityé& 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:

4/7/2015

=A =4 =4 =4 -8 -89

= =4

Provides clear definitions of the desired item; can also add attachments

Ability to send one eQuote to as many different suppliers as desired

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 Historically Underutilized Businesses (HUBs) and local suppliers

eQuote 5
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eQuote Process

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

4/7/2015

: 4. Select Suppliers
3. Enter eQuote Details PP

o 5. Review and Submit eQuote
2. Create eRequisition

eQuote Process
1. Identify Need

8. Complete
eRequisition

6. Supplier Responds to
eQuote submission

7. Review responseand Select
Iltems.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
up to two electronic file attachments with a size of 1.5MB or less each, which can be used to
clarify the specified items or detail terms and conditions.

Select suppliers: Users can select suppliers by name or
Supplies.0 " a@d 3 level subcategories are also used to include more specific details in the

search criteria. In addition, users can search for suppliers based on whether they provide a

fRush Responseo(response within 4 hours). Once the suppliers are located, the user can

select all suppliers to receive the eQuote (it is recommended that the number of suppliers not

exceed 20, however, it is possible to include more than that). Only suppliers that have

agreed to the NC E-Procurement Terms of Use and elected to participate in eQuote on the

Vendor Registration site are displayed through 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& request.

eQuote 6
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Review response and select items to add to eRequisition: After a reasonable amount of
time, the user can review the status of the request and will be able to see the supplier
response and select items from that response.

Complete eRequisition: Once items have been selected or awarded from the supplier
responses, they are added as line items to the eRequisition.

Review Questions

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 new eRequisition.
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?

Key Summary Points

il

4/7/2015

eQuotes should be created if: 1) you cand find an item(s) on a term contract, 2) you need a
rush order, 3) you need to find three suppliers to provide competitive prices for an item,
and/or 4) the items you need are priced below the formal bid requirements, replacing the
more manual quoting process.

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 they wish, but 20 is the recommended maximum.

Suppliers can be selected through 2 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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Creating an eQuote

Overview

The first step to create an eQuote is to create an eRequisition. Once an eRequisition is created,
users will search for 6 e Q u @it 6epdu n ¢ hoo thet Gatalog Home page, and then click the

0 e Qu Bunehout Sitedlink. Contact your Security Administrator if you need eQuote
functionality but do not see the eQuote link in your search.

The individual who creates the eQuote must also review and award the purchase 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 NC E-Procurement System will automatically log you out after
30 minutes of being idle. If this should happen, the eRequisition is automatically saved.
However, the eQuote information is only saved if the user clicks the &Gave As Draftdbutton. Itis
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, please remember that the hints should
help guide you. There is also a 6 M e nbuttdn at the bottom of the screen that will return you to
the Main Menu. If stuck or off track, click 6 M e nandéselect the correct section.
Scenario
Your user name for t hi sertYdaareinneag ofcame T-Shets, bosh A Request
short sleeved and long sleeved, with a logo screen-printed on them. After checking the available
term contracts, you decide to do an eQuote.

One of the suppliers, NC Logowear, has provided several T-Shirt orders for you in the past. You
would like to compare their pricing with other suppliers.

4/7/2015 eQuote 8
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Walkthrough: Creating an eQuote & Adding Items

1. Click the ®&Requisitionélink in the Common ActionséPortlet, or click €reatebon the Menu Bar
and then select &Requisition.d

Home | Help - | Logout

NCE-Pmcnwmem ARIE AT

& T@your semicg Home Weicome Reguester Requester

Create  Sewrch  Manage  Preferences

S =" - P
Home Dashboard | Configure Tabs i Refrash Contant

Common Actions

D Date ¢ From Status Title Reguired Action

] o =~ <
! cRequisition 7 No tem=

SddreggMaintBnance

Usertaintenance = )
- Catzlog m ‘Welcome to NC E-Procurement @ Your Service!
... Manage -
Recsive ‘eRequisition Search Did you know you can check the availability of a vendor's punchout catalog?
Punchout catalog availability may be viewed by visiting
Reports Purchase Order Q http://eprocurement.nc.gov/Buver/Punchout Catalog Status.html
Pz Training resources for the NC E-Procurement system are available at:
http://eprocurement.nc gov/Training html
Recently Viewed User Profile
ot AddressMaintenance
More...

E-Procurement Resources

jis} Title Date + Status

INC E-Procurement Portal
N items

Customer Service

Punchout Catalog Availability
Registersd Wendor Search
[Training Resources

|&rchive - NC E-Procurement & Your

|Service
Purchasing Sites of Interest
Purchase & Contract
IT Procurement
[Term Contracts Link
‘endor Link

HUB Office

4/7/2015 eQuote 9
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2. Enter ®@Quotedin the search field.

3. Click the &Gearchoébutton to search for the eQuote site.

NCEAPmcnumunt ARIE A

@}mv senvice Home

B Creste  Search Manage Preferences

Supplier RQ18576849: Untitled Requisition

Home | Help = | Logout

M Items: 0 Total: £0.00000 USD

CLARCOR Air ... 268]
GREGORY POOLE ... (1152)
Koch Filter ... (7}

Add items to your requisition from the cataleg ar from your favarites groups, You can alsa enter details for non-catalog items,

Turf Equipment & ... (23] — “sz =TT e I’ RN
i . \ )
(1) t Search| Opti
ViON Corporatiol Catalog _ equote — . . It earc’ ians
show Al Supplier Part #:
Language

English (131837) Manufacturer Part #:

Favorites Contract ID:

- Recent Choices - »

Browse By: Categories | Suppliers

Create Non-Catalog Item

AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (2653)
AGRICULTURAL EQUIPMENT AND SUPPLIES (2225)
CHEMICALS [430)

APPLIANCES, ELECTRICAL, CLOCKS [14755) |
APPLIANCES (3279)
ELECTRICAL EQUIPMENT (1147€]

i
o

BUILDING MATERIALS, MAINTENANCE (3540)
BUILDING MATERIALS (3266)
JANITORIAL SUPPLIES AND EQUIPMENT (21]
BAINT AND PAINT MATERIALS (253)

i

{18

| MEDICAL & LAB EQUIPMENT & SUPPLIES (3203)
DRUGS & MEDICINES (33)

LABORATORY EQUIPMENT AND SUPPLIES (60)
MEDICAL EQUIPMENT AND SUPPLIES (3710)
OFFICE EQUIPMENT & SUPPLIES/PAPER/PRINTING (3406)

OFFICE EQUIPMENT AND SUPPLIES (3338)
PAPER AND PAPER PRODUCTS/PLASTICS (8]

OIL & GAS (114)
403-00: FUEL, OIL, GREASE AND LUBRICANTS [64]
720-00: PUMPING EQUIPMENT AND ACCESSORIES (50}

4/7/2015 eQuote
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4. The @Quote Punchout Sitedlink will appear in the green &upplier Punchout Catalog
Resourcesdbox. Click the link to punch out to the eQuote site.

5. The eQuote punchout site will open on the &reate eQuotedpage.

Heme | Help = | Logout

NCE-Pmcurgmm ARIE A

£rvice Home

Search  Manage  Preferences

Y Ttems: 0 Total: 50,0000 USD

RQ18576849: Logo Shirts eQuote

Refine your results

Category Add items ta your requisition from the catalog or fram your faverites groups, You can also enter details for non-catzlog itzms,

Uncategorized Ttams (1)

st Catalog Fome
H ; H Creatz Non-Catalog Itam

Equote Punchout (1) Equote
Language Supplier Part 2

English (3]

Manufacturer Manufactursr Part =:
2Quote Punchout (1) am—

Favorites

Your szarch path: Catalog > “equate”
- Recant Choices - ¥

» Supplier Punchout Catalog Resources

" Equate Panehonk (1}
£ eQuote Punchout Sita Y
N S~ ——— - - i

Shorten View

2 fems fund Sort By: Belevance | rice | Mame  View: Detalls | Tuminglls

| Add to Cart| | Compare | #20 faertes

4/7/2015 eQuote 11
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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 NC E-Procurement System.
The step that you are currently on is highlighted by a grey-shaded number. We are currently on
&tep One: Enter eQuote Infod

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

6. Inthe ®&Quote Response Due6f i el d, sel ect AMay 8, 2015. 0

Note: The ®@Quote Response Duebfield is required. It will default to six days from the date the
eQuote is created if the field is not populated.

Note: You can check the RRush Responsedcheckbox to specify that you would like to receive a
response within four business hours. It is recommended that you not check this box unless it is
necessary i it may limit the number of responses you receive.

7. Inthe ®elivery Needed Bybfield, select iVlay 29, 2015.6

Note: You can check the &Rush Deliveryécheckbox to indicate that you would like the item to be
delivered within two business days.

8. Inthe dHow many items would you like to display?6field, e n t e and @liekd®n the ®isplayd
button to add an item(s) to the eQuote. The Items section displays an area to create an item line.

Help =

NCE-Pru_cuulnenl ARIBA*

our service
@ Welcome Requester Requester

Close Punchout Catalog Shapping Session

-
’ STER A STEP 3 ETER 3
Create eQuote { Wi, [ &t (3] Gk wo
~_~_—-
Overview
Initiator Requester Requester, State of NC - DEFARTMENT OF ADMINISTRATION
Date Initiated Apr3, 2015 11:08AM
efuote Title* Logo Shirts eQuote

Your Requisition Number ROIGHTEEA o o e o
= - s

eQuote Response Due*{ 3 - * 20
Enter 3 deadiing for recei\km ;Api § a -
eQuote responses, Thisdate | @~ — = — ———" "
azzumes by chozz of business

day unless rush responsz is.
sekected.

Ship To Address® Requester Requester, 123 Main St, Anytown, NC 27608

Faz Destination

——— -

=
DeliveryNeeded By | Movh v Day v Year ¥ pusn ey [ (2 business days)
~ - 1

~ —

Entar the number of line items. You will be able to enter & full desiption of each line item after clicking an Display.

Supplier 5KU ltem Deicripﬁo! ————— Qty* | Unit
7

How many items would you like to disgliy" 0

4/7/2015 eQuote 12



o

"(NCE-Procurement NC E-Procurement @ Your Service
eQuote
Instructor-Led Training

@ your service

9. Inthe dtem Descriptionéfield for the firstitem,e nt e r i M$hits, shont sl€eve, logo on left,
Navy Blue. 0

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.

10. Inthe &tyof i el d, enter fA25. 0

11. In the dtem Descriptiondf i el d f or t he s e c o n-8hirts, torysieeveelogd anr
left, Navy Blue.o

12. Inthe Qtyéf i el d, enter A30. 0

13. Click on the AAdd Item®button to enter another item description. A third item description line
displays.

Help =
NCE-Prnﬁcmemenl ARIB A*
(@your service welcoms Requester Reguester

Close Punchout Catzlog Shopping Session

Create eQuote [0 &in'covere . (B
Overview

Initiator Requester Requester, State of NC - DEPARTMENT OF ADMINISTRATION

Date Initiated Apr 2, 2015 11:08AM

=Quote Title* Logo Shirs eQuote

Your Requisitien Number RQ18578849

ﬂgﬁa:;‘:ﬂﬁ,ﬁmu May v & v 20157  RuhResponss (Requests that the supplier responds within 4 business hours)
Quote responses. This date
assumes by close of business
day unless rush response is

ssiected, |
Ship To Address* Requester Requaster, 122 Main St., Anytown, NC 27802
FoB Destination
rrmliEEE May v 2 v 2015 T g Delivery (2 business days)

Enter your line item information below. The "Supplier SKU™ field is optional. You may enter up to 400 characters in the desaription field. To add an item, dlick on Add ltem. To delete a line item, cheds the box and dlick on Delete. Glick on Finish Item Edits to

save your information and view it without scrolling
-

e o -
Supplier SKU Hoen Tosoription® B=R < ay \\Hnit
-7 nEy (
1 7’ - 0 / Ezch -
( \' SN~
. , @ Good
~ - Senice
iR = =
(2E N D G S 0 E=ch -
~ - - i
@ Good
PR > Senvice

4/7/2015 eQuote 13
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14. In the third dtem Description6f i el d ,L oggrot éOre sfi gn. 0

15. Inthe @tyo6f i el d, enter #Al1.0

16. In the dJnitddrop-down menu, set the Unit of Measure to ®ollar.6

17. Select the &ervicebdradio button to select the appropriate item type.

Note: When submitting an eQuote request for a service, the dJnitéfield must be set to dollardand
the @tyobfield should be d.6 When the eQuote is awarded, the system will automatically set the
appropriate &@Qty,6d@rice,6and dJnit of Measurebfields on the eRequisition. Do not complete the

@upplier SKUbfield for a service item.

Note: If you wish to have shipping charges included in the eQuote, you can add them to the request
as a separate service line item.

18. Click d~inish Iltem Edits6to save the item information.
19. Inthe6 Addi ti onal flineflodr,maetnitoenrd6 AShi rds must be 100% colf

20. Notethe 6 At t a c h seetiont K i§ possible to attach two 1.5MB attachments, i.e., a logo for
the shirts.

Help =
NCE-P@uument ARIBA*

(@your service

Welcome Requester Requester

Close Punchout Catalog Shopping Session

~

Enter your line item information below. The "Supplier SKU™ field is optional. You may enter up to 400 characters in the desaription field. To add an item, click on Add ltem. To delete a ling item, chedk the box and dlidk on Delete. Clidk on Finish tem Edits to
save your informaticn and view it without saolling.

Supplier SKU Item Description* aty* Unit

1 Medium T-Shirts, short sleeve, logo on 4 5 Each -
left, Navy Blue

@ Good
Service
2 Medium T-3hirts, long sleeve, logo om 4 30 Each M
left, Navy Blue

@ Good

=
Additional Information # ar
Use this space for prouct
specifications and othan o o
rqiEmets. S~ _ ==~

Substitute Products @
Will you consider equal quality Ve o
substitute products?

4/7/2015 eQuote 14
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21. In the &xternal Noteséf i e | d ,Pleasedordact atfb55-1234 if you have any questions about
the logo. o

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.

22. In the dnternal Notesoéf i e | d ,Shirésmotbeused for Summer conferences. 0

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

23. Click the Continuedbutton at the bottom of the screen. The practice exercise page displays.

Specifications

Additional Information Shirts must be 1008 =otton| -
Use this space for product

specifications and other 3
requirements.

Subsitute Products. @
Wil you consider equal quaity Yes [ He
substitute products?

Attachments Attach File
Browse button and navigate Mo attachments
your hard diive to select the
file. Then, click the Attach
button. You can attach up to 2
files, with a size of 1.5MB or
less each.

Terms & Conditions The Stste of North Carolina Terms snd Conditions (TACs) apply to this purchase. Click here [Statewide IT for the T&Cs applicable to purchases of technolagy. Click here [Purchase and Contradi] for
Instructions for Quote and TACs applicable to all ather purchases. No additional T&Cs that may be attached fa your respanse to the eQuote will be considered. You agree that your submission of an offer using your password
protected scosss to this system constitutes an approved signature on your offer. Plesse cantact the purchaser if you have questions

External Notes

Enter nates here. Notes will be sent o suppliers when you Submit the form

Log Nonotesentersd L . 0 0 . _
- = == =~
Hotes = -
( ) E
S S - - L4 ~
— = el
Internal Notes
This log contains a history of nates within your and relevant to this form.
Log Ho notes entered
Hotes L Comple TTof o be deplayed.. T T = =
Enter notes for members of ™
‘your organization here. Sugpliers )
cannot view the Intemal Notes. 4
-~ -
Histary. Bl I S I -

4/7/2015 eQuote 15
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Practice Exercise Adding Items

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 following section to help guide you through the
process.

Scenario:

Your Training Department needs new Monitors for the computer lab. You&e purchased from A/V
Solutions before and want to try them again. You decide to send an eQuote for the monitors
since you need 10 of them. To meet the quoting requirements in your organization, you will need
guotes from at least three suppliers.

Be sure your eQuote title reflects what you are looking for. You need to display 2 line items since

you will also need the cords to hook up your new monitors. In the description field, make sure
you are very clear so the supplier can give you an accurate description and price.

4/7/2015 eQuote 16



o
4 N C E-Procurement

@ your service

NC E-Procurement @ Your Service

eQuote

Instructor-Led Training

Practice: Adding ltems

1. Inthe green &Gupplier Punchout Catalog Resourcesébox, click the @Quote Punchout Sited
link to punch out to the eQuote site.

2. The eQuote punchout site will open on the &Create eQuotedpage.

NCE-Pmcnramsm ARLS A

@vour service

[ Creaste Search

Refine your results

Categary

Supplier
Equote Punchout (1)
Language

Englizh (3}
Manufacturer
eQuote Punchour (1
Favorites

- Recent Choices -

Uncategorized Itams (1)

-

Manage

Recent  Preferances

RQ18576352: Untitled Requisition

VI Items: 0 Total: £0.00000 USD

Hame | Help - | Logout

Add items to your requisition from the catalog or from your faverites graups, You can also enter details for non-catalog items.

Catalog Home
=quore

Supplier Part =:
Manufacturer Part =:

Contract ID:

Search| Options

Create Non-Catalag Item

Veur smarch path: Catsleg » “mguste”

# supplier Punchout Catalog Resources

~ Gauets PLrThollt (T8 ~
?  oQuote Punchout Site N
~ -

\

Add to Cart| | Compare | **
Bernoulli's Equation Demonstrator Option
$3,204.35 USD
Quy: 1

] Add to Cart| #et

Bernoulli's Equation Apparatus Option for H-6910- ...
$3,025.40 USD
Qry: 1

[} Add to Cart| se2t0

Add to Cart | Compare | =

Can't find what you are locking for? Create a pon-cataleg item.

Supplier: Hampden Engineering Corporatio

Supplier Part =: H-6510-10
Term Contract: 3244
Availzble in: 90 Day(s)

Bernoulli's Equation Demonstrator Option

Supplier: Hampden Engineering Corporatio

Supplier Part #: H-6510-12-10
Term Contract: 3244
Availzble in: 90 Day(s)

Bernoulli's Equation Apparatus Option for H-65310-124

oy BRkwance | encz

oz

Shorten View

- Detatis | Tumonws

4/7/2015

eQuote

17



o

':(NCE-Procurement NC E-Procurement @ Your Service

@your service eQuote
Instructor-Led Training

3. Inthe6eQuot ef iTdltd,edenter ALCD Computer Monitors eQuot
4. Inthe @Quote Response Duebfield, selecti Apr i | .100, 2015

5. Inthe ®elivery Needed Bybfield, selecti May 1, 02015

6. Inthe dHow many items would you like to display?6f i el d, . @nt er @2

7. Click on the @isplayébutton to display the item description fields.

Help ~
NCE-Fru_cmernenl ARIBA

our 5envice
@ Welcome Requester Requester

Close Punchout Catalog Shopping Session

Create eQuote (] it cavore () ik we

Overview

Initiator Requester Requester, State of NC - DEPARTMENT OF ADMINISTRATION
Date Initiated Apr 3, 2015 2:32PM
eQuote Title*

LCD Computer Monitors eQuate

Your Requisition Number RQ18578852

- -
5 ~

ngax:dﬁm:lﬁwm\ ﬂpli _ _' _5' — '_ 4£15_'_ Es"lj;z:"lsa | {Requests that the supplier responds within 4 business hours)

eQuate respanses. This date

assumes by chose of business

day unless rush response i

selected.

Ship To Address* Requester Requester, 123 Main 5t Anytown, NC 27809
FOB £

Destination

-

N
5 Dedivery i} (2 business days)

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

Supplier 5KU ltem Description® Qty* | Unit
- ==
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8. Inthe dtem Descriptionéfield for the first item, enter LCD Monitor, 20 inch, HDMI input. 0
9. Inthe®tydéf i el d, .eOnt er A 10

10. In the dtem Description6field for the second item, enter fHDMI cable, 12 foot. o

11. Inthe &tyof i el d, .ednt er A 10

12. Click the &inish Item Edits6button.

=
sTER 4 sTEP 2 sTER 3
Create sQuote Wl it e @ik, (2] SRl
Overview
Initiator Requester Requester, State of NC - DEFARTMENT OF ADMINISTRATION
Date Initiated Apr3, 2015 2:32PM
eQuote Title* LCD Computer Menitors eQuote

Your Requisition Number RQ18578852

eQuote Response Due* v {0 * W5 T
Enter 3 deadline for receiving Aprd 1 25
eQuote responses. This date

assumes by close of business

Rush Respanse [0 {Requests that the supplier responds within 4 business hours)

day unless rush response is
selected, |
Ship To Address* Requester Requester, 123 Main St Anytown, NC 27608
FOB Destination
Delivery Needed By May T 1 v 5T A Delivery [ (2 business days)

Enter your line item infermation below. The "Supplier SKU™ field is optional. You may enter up to 400 characters in the desoiption field. To edd an item, clidk en Add ltem. To delete a line item, chedk the box and dlick on Delete. Click on Finish Item Edits to
save your information and view it without scrolling

Supplier SKU Item Description* Gty* Unit
= m—— - ’/ =S
- ~ ] 1
4 0O T <o e Each -
7 N ~—-
1 \ @ Good
\ B 4 -
~ 7 () Service
L — B S
S =
200 T T N 0 Y Eaeh v
l, \‘ Sl
\ P @ Good
S - - W O senice
Pl - S -
| e -
~ _
Specifications
Additional Infermation ~
Use this space for product
specifications and other -
requirsments.
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13. In the Additional Information6f i e | d ,Must betatderto afijust the height of the monitor. ©

14. In the &xternal Notesof i e | d ,Pleasenanlg quotdiHDMI cables available in black. Contact at
555-555-1234 with any questions. 0

Specifications

Additional Information = T ~<
Uze thiz spane[ol product N
specifications aqg other - 7’
mquilemen‘s.\ S~—____ __a- -
Substitute Products @
Will you consider equal quality
substitute products?

Attachments

To attach a file, first click on the
Browse button and navigate | No sttachments
your hard drive to select the
file. Then, click the Attach

button. Yeu can attach up to 2
files, with 2 sze of 1.5MB or

less each.

Terms & Conditions The Stete of Nerth Cerolina Terms and Conditions [T&Cs) apply to this purchase. Click here [Statewide T Procurement] for the T&Cs applicable to purchases of information technelogy. Click here [Purchese and Confradf] for
Instructions for Quote and T&Cs applicable to all other purcheses. No 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 acoess to this system constitutes en approved signsture on your offer. Please contadt the purchaser if you have questions,

»

External Notes

Enter notes hese. Notes will be sent to suppliers when you Submit the form

Log No notes entered
= —— =

Notes o T~
( AY
/

~ -
S~ o = — - -
— i
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15. In the dnternal Notesof i e | d ,Morgtorstaee for cdhmputer lab. o
16. Click on the ontinuebbutton at the bottom of the screen.

Note: If youde not ready to add suppliers, click the Gave As Draftébutton to keep any changes
made to the eQuote.

Terms & Conditions The State of North Carcling Terms and Conditions [T&Cs) apply to this purchase. Click here [Statewide IT Procurement] for the T&Cs applicablz to purchases of information technology. Click here [Purchase end Contradf] for
Instructions for Quote and T&Cs applicable to all other purchases, No edditional 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. Pleese contact the purchaser if you have questions.

*

External Notes

Enter notes here. Notes will be sent to suppliers when you Submit the form.
Log Ne notes entered

lotes. »

Internal Notes

This log cantains & histary of notes exchanged within your organization end transections relevant to this farm.

Log Ne nates entered
Notes ’an'.pose aTolﬁoE-:EpL;y-a: ____ - -
Enter notes for members o 2|~
2 Iz N
‘your organization here, Srpphers \
cannot viea the Intemal Hlotes - 7
History. ~ e
~ - -

7
~ -_—

Terms of Use

Key Summary Points

1 Once the eRequisition containing the eQuote is submitted, approvers who have access to your
work can read internal and external notes.

1 The supplier can only read external notes.
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Selecting eQuote Suppliers

Overview
Users can search for eQuote suppliers by two different methods:

Search for a specific supplier(s):

The ASearch for a Specific Supplierd method is helpf
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 Gupplier Namedfield and click the &Gearchdbutton.

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 dnvite Supplierébutton. When you click the dnvite Supplierbébutton, 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 NC E-
Procurement and participating in eQuote. Suppliers who are not registered with NC E-Procurement
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 call the NC E-Procurement Help Desk at 1-888-211-7 440 and sel ect Opti
(vendor). The Help Desk will assist the supplier with the eQuote registration process.

Search for alist of suppliers:

The fiSearch for a List of Suppliersoprocess 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 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 two
subcategories have been selected, click on the &Gearchébutton 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 a maximum of twenty suppliers at one time.

Scenario

This scenario begins where we left off in the last classroom walkthrough. You are ready to add

the suppliers to the eQuote that ylLogoShirtseQudtee-d i n t he
5/8/15.0 This scenar i o Ughintheallasttapio. We lare startiagl frent ther o

completed eQuote information page and continuing to the second step of creating an eQuote:

selecting suppliers to receive the request for a quote.
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Walkthrough: Selecting Suppliers

1. You have already completed the eQuote information fields and have scrolled down the page and
clicked the &ontinuedbutton to move to the Select Suppliers step. The &elect Suppliersdpage
displays.
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