Procurement Self-Service Supplier Portal Guide External Suppliers

RESPOND TO REQUEST FOR QUOTE

Follow the steps to create a response to an RFQ.

From your Workday homepage:

1. Click on View All Apps.
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Q search

It's Thursday, June 30, 2022

Hello There

Timely Suggestions

Here's where you'll get updates on your active items

2. Select Request for Quotes.
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3. The Request for Quotes page will open, select Create Response to a RFQ.

— ~

= w Q search & =] c
4 Request for Quotes

Request for Quates

Spend Category  Commedity Code  Start Date On or After More (3) z

Open RFQs by Type e Search

1 Search for AFQs

(@ Respond

Create Respense to 3 RFQ

Find Request for Quotes (RFQ) for Supplier Contact &
Request for Start
P RFQ Type Company BuyerContaet AL End Datel
RFO-000054 - Request For Mayor and City 0252 0225/
Office Desk (10} | Quote Council of 11:50 AM 1200 PM
Baltimore
0
fiaquest For Guote
RFO-000057- | RequestFor Mayor and City 030772022 03r20/20
Office Fumiture | Quete Council of 1200 PM 1230 PM
B cout BPD Batimore
Count 1 RFO000058-  InwiationtoBid  Mayer sad City 03/09/2022 | 03/09/20
Demnaiiton Council of 1045 AM 11:30 AM

Batimore

4. The Create Request for Quote (RFQ) Response for Supplier Contact box will appear. Click on the search prompt box.
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Create Request for Quote (RFQ) Response for Supplier Contact
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5. Alist of available RFQs will appear. Select your RFQ.
6. Click OK.

Create Request for Quote (RFQ) Response for Supplier Contact

Request for Quote * | Bearch

RFQ-000075 - PORTALTESTRFQ

( Cancel )

7. Click on the Enter Line Responses tab.

Create Response to RFQ: PORTALTESTRFQ (RFQ-000075)

818
L]

Time Left RFQ Respanse Line Total
22 Minites  (empty

* Document Information *“ Shipping Information

Response Date D&/30/202211:37 PM

Shipping Terms =
GMT-05:00 Eastern Time (New York) Shipping Method =
Recorded By Dell Contact
Shipping Instructions
Response Memo p
RFQ Information Instructions Enter Line Responses Erter Bid Requirement Responses Add Attachments
Company Mayor and City Council of Baltimore StartDate  06/28/2022 12:00 AM
RFQ Type Request For Quate EndDate  O7/01/2022 1200 AM
Currency usp

Time Zone  GMT-05:00 Eastern Time (New York)

Buyer Contact  Michelle King (007942)

E Michele King@baltimorecity. gov
Memo see specification on size and color must match existing fumiture

Terms and Conditions  attach URL for T&C for ‘informal

(_ Save for Later )( Cancel _:I
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Confirm amount for Response Quantity.
Enter a Response Price.

Create Response to RFQ: PORTALTESTRFQ (RFQ-000075) ¢

Time Left RFQ Response Line Total

22Minutes  (empty)
~ Document Information *~ Shipping Information
Response Date 06/30/2022 11:37 PM Shipping Terms: = |
GMT-05:00 Eastern Time (New York) Shipping Method = |
Recorded By Dell Contact
Shipping Instructions
Response Memo p
RFQ Information Instructions Enter Line Respanses Enter Bid Requirement Responses Add Artachments
« 80 =
1 Line Response
Ne Bid 0O Attachments
Line 1
Drop files here
Item Deseription empty
o
Response Item Description |
[ selectmies )
Spend Category 0640402 - Office Supplies A /
Unit of Measure Each
Quantity 'I 0 |
10 requeated
Price I 0.00 I
Total 000

Save for Later )f' Cancel )
; R

Click Submit.
Result: Your Response to the Request for Quote has been submitted.
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