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Important Notice

Copyright

All intellectual property rights in this work belong to Zycus Inc. The information contained in this
work must not be reproduced or distributed to others in any form or by any means, electronic or
mechanical, for any purpose, without the prior permission of Zycus Inc., or used except as expressly
authorized in writing by Zycus Inc. Copyright © 2007-14 Zycus Inc. All Rights Reserved

Permitted Usage

This document contains proprietary information which is the property of Zycus Inc. and is furnished
for the sole purpose of the operation and the maintenance of products of Zycus Inc. No part of this
publication is to be used for any other purpose, and is not to be reproduced, copied, adapted,
disclosed, distributed, transmitted, stored in a retrieval system or translated into any human or
computer language, in any form, by any means, in whole or in part, without the prior express written
consent of Zycus Inc.

Trademarks
All company, brand, and product names are referenced for identification purposes only and may be
trademarks or registered trademarks that are the sole property of their respective owners.

Disclaimer

This guide has been validated and reviewed for accuracy. The instructions and descriptions it
contains are accurate for iSource. However, succeeding versions and guides are subject to change
without notice. Zycus Inc. assumes no liability for damages incurred directly or indirectly from errors,
omissions, or discrepancies between the software and the guide.

Contact Us
Visit us at www.zycus.com. For queries, contact technical support:

Email id: tech-support@zycus.com

US Toll free: +1-800-409-3507 | +1-866-363-6625

International Toll free: + 800-9928-7111 | + 800-9928-7000
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Chapter 1: About This Guide

1.1 Purpose

This user guide will enable the users of iSource to get acquainted with the application and use it
effectively for:

e Preparing responses

e Submitting responses

e Negotiating Pricing

e Participating in auctions

1.2 Layout

The layout of this user guide is designed in such a manner that it will give you a detailed step by step
explanation of all the functions you can do in iSource.

This user guide has been divided into the following chapters:

e Chapter 1: About This Guide - This chapter gives a description about the user guide and how
it is organized.

e Chapter 2: Welcome to iSource - This chapter gives an overview of the iSource application. It
also discusses the key features and benefits of iSource.

e Chapter 3: Getting Started - This chapter explains how iSource has been structured to
address different needs of a Strategic Sourcing Group such as viewing buyer queries,
preparing responses, submitting responses, and participating in auctions.

e Chapter 4: My Events- This chapter explains the functions of the My Events tab.

e Chapter 5: Responding to RFI/RFQ- This chapter explains how you can view buyer queries,
prepare responses, and submit responses.

e Chapter 6: Responding to Auctions- This chapter explains how you can view buyer queries,
prepare responses, submit responses, and participate in auctions.

e Chapter 7: eForums - This chapter explains how you can use eForums for resolving queries,
and getting information. It explains how to reply to a message and how to view a message.
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Chapter 2: Welcome to iSource

2.1 Introduction to iSource

Zycus iSource is the eSourcing module of Zycus Strategic Sourcing suite. Powered by latest web
technologies, Zycus iSource empowers the suppliers with simplicity, speed and power to execute
their complete sourcing process with absolute ease. With minimal training, you can prepare
response, submit response and participate in auctions.

2.2 Key Features of iSource

e REVAMPED and IMPROVISED user interface makes sourcing process flow more INTUITIVE.
e Web 2.0 Technology empowers increased USER ADOPTION resulting in SUSTAINED savings.
e Architecture is further modified to provide superior PERFORMANCE for sourcing events.

e CONNECTIVITY, ACCESS and online DATA TRANSFER is now more SECURED.

2.3 Key Benefits of iSource

e Zycus iSource can be delivered in Saa$S (Software as a service) mode in your corporate
premises.

e SaaS mode ensures organizations get started right away with MINIMAL INVESTMENT.
e Higher ROl and in NO TIME

e Low upfront cost- “NEAR ZERO” training cost and minimal commitment

e Comprehensive 24 x 5 Support including PHONE, EMAIL, and LIVE CHAT

e Enhanced COMMUNICATION and COLLABORATION through eForums
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Chapter 3: Getting Started

3.1 Introduction

Before you begin with responding to events, you need to become familiar with iSource application.
You can do this by:

e Understanding how iSource can be accessed.

e Familiarizing you with the concepts of events.

e Understanding how iSource is organized.

e Finding out how to set up your own preferences.
e Learning how to exit safely from iSource.

3.2 Accessing iSource

iSource is available in the Software as a Service (SaaS) mode. This makes it easier for you to access
iSource through your browser over the internet anytime & anywhere.

Initially, the buyer would register you by creating your profile in their eSourcing community. Once
your profile is created, you will receive an email along with details such as login credentials and URL
of the supplier portal.

Dear Carmen Morris,

Mike Carlszon would like to invite your company into their sourcing community for
consideration in future purchasing opportunities.

To wverify that yvou are succeszsfully able to access the community, please logon to

Link: https=://182.168.1.82/isource/login.htm

Uszername: CAEMEN
Password: farfran

PLEASE MNOTE that this email is to simply communicate that vyvour profile has been
succeszsfully created on the sourcing community.

A= and when the buyer would publish upcoming events, vou would be notified by a separate
email for the same.

Zycus CUSTCMER SUPPORT
If you need assistance for the use of our Zycus iSource application please contact Zycus
Customer Support by clicking the Customer Support link on

https://1982.168.1.82/isource.htm

Regards,
Customer Support Team
Zycus iSource
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I‘ Preserve your User Id and Password so that you can use it when you are invited for
sourcing events.

I‘ In case you face any problem in accessing the iSource supplier portal, please
contact Zycus Technical Support.

Once your profile is created, you will receive an email from the buyer inviting you to their sourcing
community for consideration in upcoming purchase opportunities. Along with the event details, you
will also get your username and URL link for the event in the email.

Dear Carmen Morris,

You have been invited by Mike Carlson to participate in the following Reqguest for Quote
using Zvycus iSource application.

RFQ Name: RFQ for MainfFrame Servers

Cpen Date/Time: 08/28/2012 11:10 AM GMT
Close Date/Time: 09%/01/2012 05:00 AM GMT

Sourcing Professional: Mike Carlson

Sourcing Professional Email: mike.carlson@isource.com
Your username is : CABMEN

Link for RFQ for MainfFrame Servers: https://192.168.1.82/isource/login.htm

For any guestion concerning this event, please use eforum on Zycus iSource application.
Zycus CUSTOMER SUPPORT

If you need assistance for the use of our Zycus iSource application please contact Zycus
Customer Support by clicking the Customer Support link on

https://192.168.1.82/isource.htm

Regards,
Customer Support Team
Zycus iSource

To access iSource:-
1. Open Internet Explorer/Mozilla Firefox browser.

o iSource is compatible only with Internet Explorer version 8 to 11 and Mozilla Firefox
version 19 to 23

2. Type the URL address of iSource in the address bar and press the ENTER key. The Login page is
displayed.
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*]
(' Source supplier portal

| l
| l

Remember Me Forgot Your Password?

Toll Free:

North America: ~ ONLINE
+1 B0D-409-3507 | +1 866-363-6625

International:

00-800-9928-7111 | 00-800-9928-7000

ZYCUS

PROCURE PERFORMANCE

3. Enter Username, Password, and click Login. The My Events page is displayed.

ZYCUS

T OF:03: 57 AM (PET)

Mama Crernaor Opan Dala Closa Date Typa Status Action
[ i f = Bidding In -
Auction for Metal Shests Amit Sharma 08/14/2002 08:01 AM  CEV16/2012 0704 AM | Awcticn 2 [ED enter Event
Progress
FO for SEEVER Amit Sharma OR/14/2002 03108 &M OEV14/2012 10000 AM | RFQ Closed ) View Event
BFO for Sarvers Amit Sharma O8/14/2002 01:28 AM | CBV1472002 10:00 AM | RFQ o feonen | @ view Event

Page| 1 |ofl

b

If you do not see the My Events page, but instead see the Login page again, please
.‘ verify the username and password you are entering and try again. The Username
et and Password fields are case sensitive. Even after trying few times if you are not
able to login then please contact Zycus Technical Support.
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3.3 Recovering Password

To recover your password:-

1. Click the Forgot Password? link on the login page. The following page is displayed.

2

Z S Ource supplier Portal

To reguest a new password, please enter your username and email
address registered with Zycus.

|
|
Csuomie [ cance

Toll Free:

North America: ~ ONLINE
+1 BO0-409-3507 | +1 866-363-6625

International:
00-800-9928-7111 | 00-800-3528-7000

ZYCUS

PROCURE PERFORMANCE

Best Experienced in Inte
Best viewe

2. Inthe Username and Email Address field, type your username and official email address
registered with Zycus respectively, and then click Submit. An email is sent to your email account
with your username and password.

o Forgot Password option will reset your original password and a new password will
be sent to your registered email id.

3.4 Changing Personal Details

To update personal details:-

1. Click the username in the upper-right corner of a page. The Profile Manager page is displayed.

Zycus™ Inc.: 103 Carnegie Centre, Suite 117, Princeton, NJ 08540, Tel: 609-799-5664, Fax: 609-799-6047 Page 11 of 68

WWW.ZyCUS.com © Zycus™ Inc. 2014



iSource User Manual for Suppliers - Version 14.07.1.0

=

ZYCUS

Pritish Nawathe Help +

PROCURE PERFORMANCE

Logout

. -,

01/18/2014 05:59:43 AM (GMT)

Company Information

First Name: * Pritish

Phone:

Addressi: *

State: * Others
User Preferences

| Change Password |

Time Zone: GMT

Nurnber Format: #ERH EREEE

| Submit | | Cancel

Middle Initial:

Fax:

Address2:

Zip: *

Base Language: English

USs Dollar

<[]

Currency:

Last Name: * Nawathe

Email: * pritish.nawathe@zycus.com

City: *

Country: =

MM/DDAYYYY

Date Format:

2. Under the Company Information section, enter contact information and address details.

3. Under the User Preferences section, select time zone and date format. Date and time along with
the selected time zone is displayed in the upper left corner of the application.

4. Select a currency from the Currency list. The data will be displayed in the selected currency.

5. Select a language from the Base Language list.

6. Select a number format from the Number Format list.

7. Click Submit to save your changes.

3.5 Changing Password

To change password:-

1. Click the Change Password link on the Profile Manager page to change password. The Change

Password screen is displayed.
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Enter your current password and then choose your new password.

Current Password :
MNew Password :

Confirm New Password :

DaeMiller, your password must be between 8-30 characters and contain both
letters and numbers. It cannot contain yvour user ID and must be different from
your current password.

| Change password | | Cancel |

2. Enter your current password in the Current Password field.
3. Enter a new password in the New Password field.

4. Enter your new password again in the Confirm New Password field, and then click Change
Password. The changes are saved and the password is changed.

3.6 Exiting from iSource

To safely exit from iSource
e C(Click the Logout link (top right hand corner). The Login page is displayed.

iSource has a default time out period of 3 hours per session. So, if your session
o remains inactive for more than 3 hours, the session will get expire and the user will
be automatically logged out of iSource.

iy Closing the browser window is not the appropriate method of exiting from iSource.
Always logout by clicking on the Logout link.

3.7 Help

The Help feature makes it easier for you to understand, get self-trained to use iSource with ease. The
Help option provides you with the toll free numbers, email id of the technical support team, to help
you resolve your queries or difficulties.

It also offers you access to user manuals which has been created to give you step by step
explanation of different event level activities. You also have access to the interactive self-training
module, which offers demonstration to understand various functionalities within the application.

Zycus™ Inc.: 103 Carnegie Centre, Suite 117, Princeton, NJ 08540, Tel: 609-799-5664, Fax: 609-799-6047 Page 13 of 68

WWW.ZYCUS.COm © Zycus™ Inc. 2014



iSource User Manual for Suppliers - Version 14.07.1.0

=

PROCURE PERFORMANCE

[]

Lastly, iSource Configuration Checklist is a document created to inform you of the system

requirement of this application. In case of doubts, or queries you can get in touch with the technical

support team which works 24 x 5 or email tech-support@zycus.com

To use the help option:-

1. Onthe My Events page, click Help.

Event List

01/18/2014 06:06:46 AM (GMT)

My Events

Pritish Nawathe QJEEIIE Logout
Contact Us

User Manual » PDF Version

Self Training Online Help

Live Chat

Name Owner Open Date Close Date Type Browser Configuration Checklist
Check Bandwidth
RFQ Event Amey Buyer 01/15/2014 05:33 PM 01/15/2014 07:30 PM RFQ TrogTes R —
Pagenfl
Description and Purpose of different Help options:
Options Description Purpose
Gives you information
like:
* North American Toll . o
To provide easy accessibility 24 X 5 to
Free number .
Contact Us . help you resolve your queries and
e International Toll free o
difficulties.
number
e Technical Support Email
* WebEx
Gives you information to . ) ) .
. . To give you a printer friendly version
PDF Version help you carry out various
. of the user manual.
User functions
Manual To provide the know how . .
. L To give you a user friendly HTML
Online Help to use the application .
. version of the user manual.
with ease.
. Helps you get trained on | To see the videos and get you self-
Self-Training . . .
using iSource software trained to use the application
To get connected to the live chat
) Help you to connect to . .
Live Chat . feature and get in touch with the
the live chat feature
tech-support team.
Gives you system To give the required configuration
Browser Configuration Checklist | configuration for using before you get started with the
iSource software application
To check the bandwidth of your
Helps you to check the . . .
) . internet connection and compare it
Check Bandwidth bandwidth of your ) i .
. ] with the pre-defined bandwidth
internet connection.
grades.
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3.8 Live Chat Feature

In case, you have problems with the application you can instantly chat with technical support team
and have your problems solved. The Live Chat feature of iSource gives users an option to chat with
the technical support team and is available 24 x 5 to help you solve your problems.

To chat with technical support

1. On the header menu, go to Help link and click on the “Live Chat”. On clicking the Live Chat link, a
connection will be established with Live Chat component. Until the connection is established a
loader sign would be shown.

Pritish Nawathe
Contact Us
User Manual b

Self Training

Connecting...

Browser Configuration Checklist

Check Bandwidth

2. Once the connection is successfully established the link will get changed to Start Chat along with
a green circle.

Pritish Nawathe WEELRS

Contact Us
User Manual b

Self Training

|Start Chat & |

Browser Configuration Checklist

- Check Bandwidth

3. On clicking the Start Chat option, the live chat window will open as shown below.
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& Chat Window - Windows Internet Explorer EI@

£ | https://server.iad.liveperson.net/hc/91289041/ Tcrmd=file8&file=visitorWants ToCl ﬂ

Live Chat by

Email Addreszs *

Phone Mumber *

How may
| help
you?

This live chat is
(M) McAfee SECURE

TESTED 31-JuLy

Required items indicated with *. Start Chat
el

€D Internet | Protected Mode: OFf Y ov HI10% -

4. Enter your official email address and phone number and click on Start Chat. Instantly, a technical
support executive will join you via chat wherein you can mention the problem/issue you are

facing within the application.

3.9 Check Bandwidth

The Check Bandwidth feature is for the users to check if their internet bandwidth is sufficient for
optimum iSource performance and will help in determining if poor internet bandwidth is the root

cause for slow iSource performance.

Pritish Nawathe

Contact Us
User Manual b
Self Training

Live Chat

Browser Configuration Checklist

Check Bandwidth

To check your internet bandwidth:
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1. Click on Help link > Check Bandwidth. A dialog box will be displayed where you will get to know
IP address, bandwidth rating and speed.

Check Bandwidth

IP Address: 152.168.1.187
Date and Time: 13/01/2014 12:34:31 (IST)
Bandwidth Rating: Moderate

1.36 mbps

IR T 4 BUEREFSFSS |

Poor Moderate Good

*mbps : mega bits per second

Retry | OK |

The bandwidth grades are as follows:
e Poor - less than 1 mbps (megabits per second)

e Moderate - 1-5 mbps

e Good - greater than 5 mbps

Zycus™ Inc.: 103 Carnegie Centre, Suite 117, Princeton, NJ 08540, Tel: 609-799-5664, Fax: 609-799-6047

WWW.ZYCUS.COM

Page 17 of 68

© zycus™ Inc. 2014



i

|5

iSource User Manual for Suppliers - Version 14.07.1.0 S N o

Chapter 4: My Events

4.1 Introduction

When you log into iSource as a supplier/vendor, you are directed to the My Events page. On the My
Events page, you can see the list of all the events you are invited for. The events can be RFI (Request
for Information), RFQ (Request for Quotation) and Auctions for which the vendor has been invited to
participate in.

For each event, you can view the event names, type of the event, start and end date, along with its
status in the document list section. You can select any event and either bid or submit details,

depending on the nature of the event. The My Events page is displayed as shown.

zvcus Sean M Help » Logout

T =N

07/17/2014 03:14:50 PM (GMT)

Event List

Event ID Hame Owner Open Date Close Date Type Invite Type Status Action
1210020070 Test paused Event Broadcast  Neha Nawlakhe 07/15/2014 06:15 AM 07/15/2014 07:30 AM RFQ Sroadcasted Closed @ View Event
1210020066 Sanity on build 14.07.1.0 Neha Nawlakhe 07/16/2014 05:59 AM 07/17/2014 10:30 AM RFQ Broadcasted gf:;::;:un n E} Enter Event
. im0 s as P . . sidding In
1210019898 Auction for Steel Neha Nawlakhe 05/15/2014 04:48 PM 06/26/2014 08:14 PM Auction Invited [ Enter Event
Progress &,
. 159014 03k P . . Bidding In
1210019888 Auction for nuts Neha Nawlakhe 05/15/2014 03:43 PM 06/26/2014 08:14 PM Auction Invited Progress &, [E2 Enter Event
A c/15/9014 ' 12619014 . Auct Bidding In
1210019881 Auction for Leqgal Services Neha Nawlakhe 05/15/2014 11:14 AM 06/26/2014 08:14 PM Auction Invited E} Enter Event
Progress &,
- . A 14 ean a fme . . Bidding In
121001966 Test Auc Neha Nawlakhe 03/27/2014 11:48 AM 06/26/2014 08:14 PM Auction Invited [ Enter Event
Progress &,

Pags of 1

Copyright ® 2014 Zycus Inc. emPowered by ZYCUS

Open Event is open for suppliers to submit their response.

Paused Event is paused and will not be available to the suppliers for some time.
Closed Event is closed and responses cannot be submitted anymore.

Event Reopen A closed event is reopened and responses can be submitted for this event.

Event Reopen

Closed A reopened event is closed and responses cannot be submitted anymore.

Negotiation in

Progress A negotiated bid has been sent for approval by the buyer.

Negotiated Price

Accepted/Rejected The supplier has accepted or rejected the negotiated bid sent by the buyer.

Negotiation Closed | The buyer has closed the negotiation stage.

Bidding In Progress | Bidding for auction event has started and is in progress.
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Bidding Reconciliation for the auction event is open. Bid Reconciliation is done
after the auction event is closed.

Bid Reco Open

Bid Reco Closed Bidding Reconciliation for the auction event is closed.

At the time of publishing an event, the buyer can set the number of days the event
should be visible to the supplier. After being listed for the number of days specified
by the buyer, the event will be removed from the list of events on Event List page.

4.2 Enter Event

To enter an event:-

ZYCUS SeanM Help v Logout

.-

07/17/2014 03:14:50 PM (GMT)

Event List
Event ID Hame Owner Open Date Close Date Type Tnvite Type Status Action
1210020070 Test paused Event Broadcast  Neha Nawlakhe 07/15/2014 06:15 AM 07/15/2014 07:30 AM RFQ Broadcasted Closed @ view Event

Negotiation 1
1210020066 Sanitv on build 14.07.1.0 Neha Nawlakhe 07/16/2014 05:59 AM 07/17/2014 10:30 AM RFOQ Sroadcasted Pfug;r:ss'm " [ Enter Event
. e ian1s pa.s e an1s ome1a _— Bidding In
1210019898 Auction for Steel Neha Nawlakhe 05/15/2014 04:49 PM 0/26/2014 08:14 PM Auction Invited crogee &, [ Enter Event
n cryc/ . . o6/ . . F— Bidding In
1210019888 Auction for nuts Neha Mawlakhe 05/15/2014 03:43 PM 06/26/2014 08:14 PM Auction Invited E;» Enter Event
SUENERTOrIUEE Progress &,
. e a0t i an e i e 1 , Bidding 1n
1210019881 Auction for Leqal Services Neha Nawlakhe 05/15/2014 11:14 AM 06/26/2014 08:14 PM Auction Invited crogress &, [T Enter Event
S . i io01s 11.e6 8 e /o0ns a1 , Bidding In
1210019657 Test Auc Neha Nawlakhe 03/27/2014 11:49 AM 06/26/2014 08:14 PM Auction Invited [ Enter Event
Progress &,
Page of 1

Copyright © 2014 Zycus Inc. emPowered by ZYCUS

1. Click L& Enter Event for the desired corresponding RFI/RFQ event. The Confirm Participation
page is displayed.
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ZYCUS

DESOTII01Y 04:14:38 &M [PST)

Time Refmanng
far Event 1o Chose

1 Day 05:07:43

You are hera: My Evends = Confem Parbcpaton

() Supplier Checklist RFQ for Computers
To e tcipation sccapt

ﬂ G o eForum o1

nfem par L Terms i 8

“3  Confirm Participation
@ Torms and Condificns HEatws Action

T garborn parts e st ol

T el ot & 3,

— s e Liags Tarmi bred Conditsng ol Mo Action Takoen Yet O accept € Reject W Dowrload
L Prepare Response
Preview (Ot k W

\j Submit Response

RFQ Summary

Slatus: (ypen

Oypan Data: 08/06/2002 04223 AM
Closs Date; 00/08 3012 0930 AM
Crmmeinr: D Clova

Costact: B14- 6634065

Cegnraght © 2000 Pyeud Ine.

amnpuvdred By
i

PROCURE PERFORMANCE

2. To go back to Event List page, click on My Events tab.

-
Best

Practice

Please do not use the BACK & FORWARD button of your browser while navigating
through iSource as this may lead to loss of information which cannot be retrieved

later.
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Chapter 5: Responding to RFI/RFQ

5.1 Introduction

When a buyer sends a request for quotation or request for information, the event is listed and can
be accessed from the My Events page. You can view and study the RFQ or RFI, view buyer queries,
preparing responses, and submit responses.

The buyer can make changes in the RFI/RFQ on-the-fly, which means that at any
time buyer can pause the event and then republish it. You will get a notification via
an email when the event is paused as well as republished.

Robart Tackatt Help «» Logout

ZYCUsS

DESOTI201T 04014238 Akl (PET)

far Evient t

You are hera: My Everds = Conlfem Patopaten 1 Day ns:n?':'u
() Supplier Checklist RFQ for Computers
T canlem parcpaten acoept al Terms and Conds; 14

B Go o aFanum

o Confirm Participation
T conbim partpetag sotd ol
T S Sonnrcn Lingh Tarms sl Conditions Mo Action Takoen Yet G‘ Accept m Reject & Dawrilaad

Prepare Response

Tarms and Canditicns SEafms Actian

Preview (O

Subimit Fesponse

RFQ Summary

Slatus: e

Ohpan Daba! 08067002 4223 AM
Close Date; 00 212 09 AM
Ormmior: Daven v

Comtact: B14- G063 4055

ampawsrad by Cogryrghtt © 2008 Zycus Inc.

On the left pane you will find a Supplier Checklist. The checklist will help you to navigate and to
track events.

Responding to RFI/RFQ is a three step procedure:

e Step I: Confirm Participation
e Step ll: Prepare Response
e Step lll: Submit Response

Let’s have a look at each step in detail.
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5.2 Step I: Confirm Participation

On the Confirm Participation page, you can view, accept, and reject the terms and conditions set for
the event. Other than Terms & Conditions, you can view additional files related to the event such as
company level terms and conditions, product description or system requirement etc. In order to
proceed with the event, it is mandatory for you to accept the Terms & Conditions and confirm your
participation for the event.

5.2.1 Terms and Conditions

Terms and Conditions Status Action

iSowce Usage Terms and Conditions.rtf No Action Taken Yet @ Accept m Reject ¥ Download

1. On Confirm Participation page, under Terms and Conditions section, click on = Download to
view/download the Terms and Conditions set by the buyer for the event.

&
2. Clickon W Accept to accept the Terms and Conditions. The following message is displayed.

Information

Terms and Conditions have been Accepted.

oKk |
Once you have accepted the Terms and Conditions, the Accept and Reject options

are disabled.

3. Click on X Reject to reject the Terms and Conditions. The Terms and Conditions Rejection
Comments dialog box is displayed.

FMaximum 2000 characters allowed 2000 Characters remaining

Reject Cancel
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o In this dialog box, you have to provide reason/comments for rejection and then click
on Reject to reject the Terms and Conditions.

o Once you have rejected the Terms and Conditions, an email is sent to the Buyer
along with the reason for rejection as specified by you.

o If you do not accept the terms and conditions and try to move further in the
checklist, the following message will be displayed.

Information

Please confirm participation to proceed with the event.

0K

5.2.2 Other Attachments

After accepting the Terms and Conditions, you can go through the reference documents/other
attachments sent by the buyer related to the RFx event.

To confirm participation:

1. Click ™ Download to download the document sent by the buyer.

— - . RFQ for Computers
Supplier Checklist . .
u To confirm participation accept all Terms and Conditions. S, GO0 Form (0 Now)
Genlib Pa.rl.:il:i.pation Terms and Conditions Status Action
To confirm participation accept all
R ETins iSource Usage Terms and Conditions.tf  Accepted +F Download
Prepare Response Other Attachments Size Uploaded On Action
Submit Response Product Regquirement.docx 12 KB 08/08/2012 03:32 AM
Page of 1
RFX Preview ) Show Preview
RFQ Summary —_—
| Confirm Participation
Status: Open e
2. The File download dialog box opens when you click View.
3. Click Open to view the document or Save to save the document.
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5.2.3 REX Preview

After going through the reference documents, you can have a preview of the RFx event. This will
help you to get an overview of pricing, non-pricing questions in the RFx event and proceed to
confirm their participation for the event accordingly.

To preview RFx:

1. On Confirm Participation page, under RFX Preview section, click on . Show Preview

2. Click on ® to expand a particular section and view its contents. Click on (=) to close that section.

=
U Supplier Checklist RFQ for ccmPUters £ Go to eForum (0 New)
To confirm participation accept all Terms and Conditions. —_
Confirm Participation = .
Terms and Conditions Status Action
To confirm participation accept all
\CBETIETITE iSource Usage Terms and Conditions.ritf  Acceptad +F Download
Prepare Response Other Attachments Size Uploaded On Action
Submit Response Product Requirement.docx 12 KB 08/08/2012 03:32 AM + Download
Page of 1
RFX Preview

_. Hide Preview

RFQ Summary No. of Sections : 2

Status: Open Section 1 Lot for Personal Computers

Open Date: 08/06/2012 04:23 AM *G1.1 Lot for Personal Computers (Items 20) Question Type: Lot

Close Date: 08/08/2012 10:30 AM Section 2 Company Information

Owner: Davis Oliver Q2.1 Name of the Company

Question Type: Text
Contact: §14-663-4065

Q2.2 Company History
Q2.3 Annual Turn Over

Q2.4 Public Listed

Question Type: Text
Question Type: Text

Question Type: Yes/No

Confirm Participation

5.2.4 Confirm Participation

After accepting the Terms and Conditions, going through other attachments/reference documents
sent by the buyer and getting a preview of the event, you can finally confirm your participation for

the event and proceed to next step in the Supplier Checklist.

To confirm participation:

1. On Confirm Participation page, click on'

Zycus™ Inc.: 103 Carnegie Centre, Suite 117, Princeton, NJ 08540, Tel: 609-799-5664, Fax: 609-799-6047
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Information

l Participation Confirmed Successfully.

oKk

You can confirm participation only after accepting the Terms and Conditions set by
the buyer.

c

If you do not confirm participation and try to move further in the checklist, the
following message will be displayed.

e

Information

Please confirm participation to proceed with the event.

oK |

Once you have confirmed your participation for the event, Step I: Confirm
o Participation is completed and you will be automatically redirected to Step Il:
Prepare Responses

o Confirm Participation wijll get changed to a' Confirm Participation when you
confirm participation for the event.
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5.3 Step II: Prepare Responses

When you receive a request for quotation or information, you can prepare responses in many ways
which are mentioned in this section. You can prepare responses by clicking Prepare Response, or by
clicking the section or group name link in the RFQ/RFI.

To prepare response:-

Once you have confirmed your participation for the event you will be automatically redirected to the

Prepare Response page.

ZYCUS
OA/00 2012 D6:31:53 AM (PST) Teme Femmaming
Vou ane here: My Everts » Prepane Response for E\:r; E:':f;é';w
= RFQ for Computers
(=) supptier Checklist Q P B e
Pregare resgonses for all the sectons i the event L

ﬂ Confirm Participation
W Al questions{s) snswered Optional quastion(s) not snswersd i Mandstory questions(s) not snswered

) Prepare Response i 1.0 Lot for Personal Computers Completion Status : (01 (Mandatory), =
Frepars teapsnnes ot sl e Stabas ; OPEN 0¥ (ptional]) Bid Mot Started BRI B0,
aeiney e gvent Type : PFriong Bidding : Lot Lewel
) Submit Response - .
- P 2.0 Company Information Completion Status : 00 (Mandatory),
Status : OPEN 0f4 (Dptianal Frapars Rasponsd
Type : Question
RFQ Summary Goto Submi Fusponse. |
Status: Open
Open Dates G870/ 3013 G4: 35 AM
Close Date; CRMSID012 11:00 &AM

Drarmers Dawng Olreer

Conlact: §14-663-4065

Copyright & 2008 Tyous fne

arrgewarsd by
i

1. On Prepare Response page, you can prepare response section wise. To prepare response for a
particular section, click on | PrePare REsponse | ¢4 that section or click the section name link.
The RFx editor page is displayed.
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My Events  Help = Live Chat = Logout
Event Close Date Time: 08/09/2012 11:00 AM (PST)

B RFQ : RFQ for Computers

@ Export E‘ Import @ Print Attachments (1)

Bidding Currency: US Dollar - g\ G0 to eForum (0 New)

Decimal Precision:3
Important: Kindly export the draft again in case the event has been paused and republished to fill the responses via excel import

(*) Mandatory Questions Showing:  All Questions * | Go

& 1.0 Lot for Per ...

. 2.0 Company Inf ...
Mandstery {0/1) Optional {0/0)

Mendstory {0/0) Opticnsl (0/4)

2.1 Name of the Company

Cdt Add Comments

2000 Character Limit - You have used 0| Characters

m

2.2 Company History

€4t Add Comments

2000 Character Limit - You have used 0 | characters

2.3 Annual Turn Over

Cdt add Comments

2000 Character Limit - You have used 0| Characters

2.4 Public Listed

Select «

4 Backto Top | Save | | Goto SubmitResponse |

Q]Eackto Prepare Response * | Go

What you are seeing above is a section with typical non-pricing questions. In such section, you have
to answer questions asked by the buyer. There can be different type of question such as:

e Simple Text/Numeric Type

e Yes/No

e Single Choice

e  Multiple Choice

e Tabular

e Comments (Information given by the buyer)

e Attachment (for this type of question, you have to upload attachment/document requested
by the buyer)

Questions marked with * are mandatory.

e

o If there is a minimum and maximum value range defined by the buyer for a numeric
question, then your answer must be within the specified range.

‘ Please do not use the BACK & FORWARD button of your browser while navigating
|B t through iSource as this may lead to loss of information which cannot be retrieved
Pragiice later.
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2. Click the “4k Add Comments jcon to enter your comments for a particular question. The Supplier
Comments dialog box is displayed.

Supplier Comments x

¥Yendor: IEM

Question : Nane of the Conpany

*Maxirnum 2000 characters allowed

(2000 characters remaining)

Save Zlose

3. Enter your comments and click Save.
4. Once you have entered responses for a section, click on" """, This would save the section

with all the information which you have added so far. Once the responses are saved, following
message is displayed.

Information
I Section saved successfully.

ok |

l‘ If you are preparing your response within the tool itself, then you have to save your
sest  responses for each section individually.

Practice
iSource has a default time out period of 3 hours per session. So, if your session

o remains inactive for more than 3 hours, the session will get expire and the user will
be automatically logged out of iSource.

It is advisable to the user to save your responses from time to time so that in case
l‘ your session reaches the time out period and gets expired, there is no impact on
et your responses as any unsaved changes will be not be saved and needs to be
submitted again.
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| Goto Submit Response

5. After the responses have been prepared and saved, click on . You are

directed to Submit Response page.

i

.« Prepare Response wjll get changed to &4 pPrepare Response after you have
answered all the questions in all the sections.

.+ Prepare Response wil| get changed to' ' ' Prepare Response jn case optional
questions are not answered. But you can still proceed with submitting your response.

5.3.1 Response Signalling System

While preparing the responses, now you can come to know if you have completed the responses for
the section or not with the help of Response Signalling System. There are 3 signals that would be
displayed to you namely red, yellow and green.

B RFQ : RFQ for Computers

@ Export @ Import @ Print Attachments (1)

My Events Help v Live Chat + Logout
Event Close Date Time: 08/10/2012 10:00 AM (PST)

Bidding Currency: US Dollar

c“‘:\ Go to eForum (0 New )
Decimal Precision:3

Important: Kindly export the draft again in case the event has been paused and republished to fill the responses via excel import

(*) Mandatory Questions Showing:  All Questions

NEGE] Description

e This signal indicates that there are mandatory questions in the section that
are not yet answered.

Once you have answered all the mandatory questions and clicked on Save,
the signal would turn to YELLOW in case there are optional questions in that
section that are not yet answered.

Once you have answered all the questions in the section (mandatory as well
as optional) and clicked on Save, the signal would turn to GREEN.

w 1.0 Lot for Per ...
Mandatory {1/1) Optional (0/0)

2.0 Company Inf ...
v {0/0) Opticnal (0/4)

3.0 Section 3
v (0/1) Opticnal {0/0)

PROCURE PERFORMANCE

This signal indicates that the section consists of optional/non-mandatory
guestions that are not yet answered (but you can still submit your
responses).

Once you have answered all the mandatory questions and clicked on Save,
the signal would turn to YELLOW in case there are optional questions in that
section that are not yet answered.

Once you have answered all the questions in the section (mandatory as well
as optional) and clicked on Save, the signal would turn to GREEN.

This signal indicates that all the questions in the section are answered and is
ready for submission to the buyer.

If the section contains only comments, even then that section would be
marked GREEN.
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Apart from Response Signalling System, now you can also get to view the number of mandatory

Joptional questions there are in each section. Once you have answered the questions and saved

that section, the number of mandatory/optional questions will get updated to show you how many

more mandatory/optional questions are yet to be answered for that section.

For better understanding let’s consider the following scenario:

Scenario 1: All Questions are Mandatory

State ‘ Signal Will be For Example
On Default Red & 1.0 Company Inf ...
Mandatory {0/4) Optional {00}
. Red (all but one mandato
Click on Save (all but v & 1.0 Company Inf ...
question is still not answered) Mandstory (3/4) Optional (0/0)
. Green (all the questions are
Click on Save ( q W 1.0 Company Inf ...
answered) Mandatory {4,/4) Optional (00}

Scenario 2: Few Questions are Mandatory

State

On Default

| Signal Will be

Red

For Example

& 1.0 Company Inf ...
Mandatory (0,/1) Optional {0/4)

Click on Save (after answering all
the mandatory questions)

Yellow (optional questions
are not yet answered)

~ 1.0 Company Inf ...
Mandatory {1/1) Optional {0/4)

Click on Save (after answering all
the optional questions)

Green

W 1.0 Company Inf ...
Mandatory (1,/1) Optional (<4}

Scenario 3: All questions are Optional/Non-mandatory

State ‘ Signal Will be For Example

On Default Yellow = 1.0 Company Inf ...

hMandatory (0/0) Optional {0,/4}

Click on Save (after answerin

( : g Yellow - 1.0 Company Inf ...

few questions) Mandstory (0/0) Optional (2/4)
Click on Save (after' answering all Green W 1.0 Company Inf ...

the questions) Mandatory (0/0) Optional {4/4)
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5.3.2 Export to Microsoft Word

Users can use this functionality to export the RFx event into a word document in order to get an
understandable, readable and a printer friendly version of the event. This will help you to collect
responses by getting the RFx reviewed by other members in your organization.

To view RFx questions in Microsoft Word:-

ﬂ RFQ : RFQ for Computers My fvents Halp » Uve Chat w  Logout

Event Close Date Time: 08/05/2012 11:00 aM (PST)

: Atachments (1)

A GotoeForum (& New)

Important: ¥Xindly export the draft again in case the event has been paused and republished 16 fill the respenses via axce

@ 1.0 Lot for Per .. 2.0 Company Inf ...

1. Click Print. The File Download dialog box is displayed.

File Download @

Do you want to open or save this file?

o MName: SupplierResponsePrint87655.doc
= Type: Microsoft Office Word 97 - 2003 Document, 44.0KB
From: 192.168.1.103

[ Open J[ Save J[ Cancel ]

harm your computer. If you do nat trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
- save this file. What's the risk?

2. Click Save to save the file to a desired location. Click Open to view the file in Microsoft Word.
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ﬂ -5 5 SupplierResponsePrint87655[1].doc [Compatibility Mode] - Microsoft Word el =l
gd varec—
[ Home I Insert Page Layout References Mailings Review View @
"%_'1‘ b S e . £ Find ~
 Times New Roman 12 A A |- I[3 || EE ﬂ@ 4aBbCeI AaBb( | AaBbCl | & e
Paste B I U ~abe x, % Aa~ 33’ ‘ == E E|l= - Emphasis  Headingl | fTNormal |- Change R
s g Aa~| dleal= sl e P 9 T Styles~ || g Select~
1,0.i,vbﬁa(d '?.‘ L Font )| Paragraph ’; Styles 5| Editing

‘ 1.0 Qualitative Information

Please provide all answers

1.1 Single Choice (Mandatory):
Are you ISO 9001 certified?
Options = Yes, No

1.2 Single Choice (Mandatory):
i £ fice?
Options = US, Europe, Asia
1.3 Multi Choice (Mandatory):

Regional Offices

Options = US, Europe, Asia

1.4 Numeric:
Number of Employees

1.5 Table (Mandatory):
Type Question Text over here

Page:20f4 | Words: 201 | <& |

5.3.3 Preparing Responses Offline

iSource allows the user to export the non-pricing questions to Microsoft Excel 2007 format (.xIsx) to
prepare response offline in the Excel file itself, and once the responses are prepared, the same Excel

file can be imported back into iSource. All the prepared responses will be uploaded
the tool.

To Export RFx to Excel:-

E RFQ : 1610016603 | RFQ for Computers

@ Export @ Import @ Print | 3 Attachments (0)

My Events
Event Close Date Time: 01/15/2014 11:10 AM (GMT)

& displayed in

Help » Logout

Bidding Currency: |East Caribbean Dollar :

Decimal Precision:0

Important: Kindly export the draft again in case the event has been paused and republizshed to fill the rezponses via excel import.

P :] ¥ 1.0 Type Sectio ... ,:: 5
. Mandstory (0f0) Opticnal {0/3)

(*) Mandatory Questions

A Goto eForum (0 lew)

Showing: [ATquesiors <] (Go

1. Click Export. The File Download dialog box is displayed.

2. Click Save to save the file to a desired location. Click Open to view the file in Microsoft Excel.
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| ] - Q| - 1610016605_SupplierResponseExportl8029.xlsx - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat [ 0 =
& ana 0 A S== @ = - B | g=lnset- | Z - Agp

l;aste - B 5 u fn Jty -_\\ == _ = ; _1; - oy oy | %000 C-:ni[_i'fnal F-;ﬁ:ft _Cdjlj f‘ petete E' S{n‘: & F[ﬁ&

- ¥ - — ‘ - 0 - : o Formatting - as Table = Styles EjFormatv 7 Filter - Select

Clipboard = Font Alignment Mumber Styles Cells Editing

Al - (- & D v
B C D E F G H 1 J K I
Number Label Type Response Response  Comments (8

1 Option
1.0 Type Section Name over

2 here
11 Type Question Text over here Multi Choice 1 “No

3 Choice

1 Choice 2 Mo A

5 Choice 3 No 3
1.2 Type Question Text over here Attachm )

6 ent
1.3 Type Question Text over here Attachm )

7 ent

8

3 L3

10

11

12

13

14

15

16

17

18

15

20

21 -

H 4 » M| 1 Type Section_Name_over_here ~ %] [T4 [ il ] v [1

Reagy | B3 | [EEERITAC e ——

o This option will export only non-pricing questions in .xIsx format. To export Item

Table please refer Export & Importing Item Table

o The exported excel file will be named in the following convention ‘RFQ-

number_SupplierResponseExport’.

To Import RFx from Excel:-

& RFQ : RFQ for Computers My fvents Halp » Lve Chat »  Logout
™ exvcn & Pt 5 — Event Close Date Time: 08/09/2012 11:00 AM (PST)
Bidding Currency US Dollar - s GO 10 eFOrum (3 hew )
;r;u;n;(anl:--' y export the draft 8gain in <ase the evert has been paused and republished 1o Fll the respenses via axcal impors

| Mancatory [0/1) Cption

@ 1.0 Lot for Per ..

1. Click Import. The Import existing Excel document dialog box is displayed.

Import existing Excel document

FPress Browse to search an existing excel docurment and then press Upload

[ Browse. .. ][ Upload ]
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2. Click on Browse to locate the file, and once the file is located, click on Upload to upload the
excel file in iSource.

o
-

This option is used only to upload the excel document and fill responses for non-
pricing questions only.

While preparing your responses offline (in Excel), please make sure that you prepare

responses for all the sections and then you import the excel file back into iSource.

-

uploading the correct file.

5.3.4 Export & Importing Item Table

At the time of importing the excel file back into iSource, please make sure you are

This feature is useful in order to export the item table in Excel format and get it reviewed from

others and also to facilitate to review of responses. It can be also used in order to have a copy of the

item table to take others input before filling in the details. Users can export the Item Table to

Microsoft Excel 2007 format (.xlIsx) to prepare response offline in the Excel file itself, and once the

responses are prepared, the same Excel file can be imported back into iSource.

To Export Item Table to Excel:-

Pem Irformalan

ARtschmant(s)

W 1.0 Lot for Ser ..,

™ Export To Exoe

e 2.0 Company Inf .,

fherm Doscripbsn

HED HOO 3.5

Frocasss

Heybaard

™| Impaet From Bxcal

Irerm Speceaten

Size
alus LD

F4N rpm

CUsRn Cobuaining

Chemcriphcn

Valus

Hafd Chalkl Sata..

Basehng Coss [LUS Dallar] L

Targat Price

1. Fora Lot/Pricing Question, click Export. The File Download dialog box is displayed.

2. Click Save to save the file to a desired location. Click Open to view the file in Microsoft Excel.
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Xl 9- -

a@o @ R

Insert Page Layout Formulas View ASAP Utilities Acrobat el
[ Caon = ﬁ E Selnsert - E - %r ﬂ
Q} - o = a‘k Delete = m - ]
e g | B 1 : - v (8 S | | - S :;7::.‘
Clipboard MNumber [P Styles Cells Editing
HB v
4 A | B | c | D E [ F G =
a |z| Ttem ﬁ)rmﬂtiﬂn E‘ E Ttem ﬁ(i‘ﬁ(ﬂliﬂn E CuslnBCnllgl
Attribute Brand
i Attachment(s) Item No. Item Name Item Description
Value uoM Value

W 4 v M| Ttem ~¥3
Ready | P

To Import Item Table from Excel:

After filling your responses in the above exported excel document, import the same document back
into the tool. All the responses will be uploaded and displayed in the tool.

J*I .1»;::::&& | i 2.0 Company Inf ... I,ﬁ;l

[*] Mandsiory Questons Showing!  All Quastiona - | G

[ 1.1 Lok for Servers

{0 Completad / 30 Total lvemis) )

[l ng Cost [T Ficed Cost

iz
Astachenant(e) Paen Mo. | Item Wama _I'blmm Valus i _'nln Tmﬂrm _lh
0 Fels) e Mol HED HOD 3.5 1d24 38 Hard Dhalk Sata... 3,500,000 Ba
0. Filels) Baen Moz | Manitor r— |22 [t [ | 3,500.000 B
.ﬂ_ﬂﬁﬂ -mm..: .P\mm .Prm .1.5 .Ghn: -ﬁm 'J.m.m .ll-
0 fels) -mm .Hl-pm .K&yb-bll'd .Iﬂi .H.l.-pl- -Hll-r'bﬂl! .J.SDJ.DM -b
2.fals) Mam oS | CO-ham co-ram [ 2ax rpm | 4 roen Blustnts.. | 3,304.000 &
4 = | ]
ﬂmmmlﬂmmml Shewing ltems LeaS ol 20 w4 [1 | b W
1. Click Import. The Import existing Excel document dialog box is displayed.
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Import existing Excel document

|| Browse... |

Cancel

2. Click on Browse to locate the file, and once the file is located, click on Upload to upload the
excel file in iSource.

.‘ At the time of importing the excel file back into iSource, please make sure you are
sest  Uploading the correct file.

Practice

o In case you have imported excel file with no responses filled in it, the system will give
following error:

Information b4

l The group total price for the Item Table you are trying to import is zero.

e If you are using Microsoft Office 2007 or higher make sure you save the file

before importing.

o In case you have imported excel file with half-filled responses, the system will give
following error:

Information

Item table saved with warnings

TS

o You can import and save responses of a partially filled Item Table, but you cannot
submit partial responses.
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5.4 Step II1: Submit Responses

After you have prepared responses, you can submit responses to the buyers.

To submit responses:-

PROCURE PERFORMANCE

1. Click Submit Responses on the Supplier Checklist. The Supplier Submit Responses page is

displayed.

ZYCUS

OR/147201 2 03:29:08 AM (PST)
You sre here: My Everts > Submit Responss

(5] supplier Checklist
o

Confirm Participation

Stalus: Open

Open Dates 0871473012 03104 AM

Close Date: 0571472012 10000 AM
Ormmer: Davis Clreer

Contact: 814-060-4041

artdavarad by
1 J

RFQ for SERVERS

Subm

W All questions(s] answened

) Prepare Response W 1.0Lotfor Servers
Statuws : OPEM
d Submit Responsa Type : Priong Bidding : Lot Lewvel
Szt renconaes of sl wctoow ©
the Fweat
W 2.0 Compary Inlarmation
Status : DPEN
Tyipe : Qusstnn
RFQ Summiary

® respontes of Al sectiond m the event

Cptional question{s) not answered i Mandatory questons(s) not answered

Completion Status ; (1)1 (Mandatory],
0 (Dpbonal)) Bid Ready for Subdmssicd

Group Total Price : 3000000 US Dallar

Completion Stalus 3 00 (Mandatory),
a/4 (Optiona

Temne Resmaring
far Event te Close
06 29:49

AL Gotowforum (o ew)

Prepae Response

Frepae Response

Copymght & 2009 Zyous Dnc

2. Click Submit Response. The following message is displayed.

Information

Fesponses submitted successfully.

oK

o
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Confirmation

Please save the following sections before submitting:
1. Lot for Servers

2. Company Information
Press OK to edit pages missing mandatory data or
Cancel to stay on this page

| OK | Cancel

i

|5

PROCURE PERFORMANCE

o If you have left any section consisting of only optional questions, you will be informed

about the same but you can still click on OK and submit your response.

Confirmation
You have not completed following sections.
4 Additional Details
Click OK to submit the responses.

| OK | Cancel

5.5 Recall Response

Suppliers can recall their submitted response only for events having event status as Open. This

option is valid for RFl and RFQ type of events only. After the response for a particular event has been

submitted the ‘Submit Response’ button will be replaced by the ‘Recall Response’ button.

neha nawlkahe Help + Logout

My Events

05/22/2014 02:15:29 PM (GMT) Time Remaining for

You are here: My Events = Submit Response

Submit responses of all sections in the event.
a Confirm Participation

Status: Event Reopen

Open Date: 05/22/2014 12:35 PM

Close Date: 05/29/2014 07:30 PM

Event Reopen to Close

= . . RFI
[:j Supplier Checklist A Goto eForum (0 New)

. All questions(s) answered (¥ Optional question(s) not answered . Mandatory questions(s) not answered

a View Responses @ 1.0 Type Section Name over here Completion Status : (0/0 -
Status : Event Reopen Start (Mandatory), 3/3 (Optional)) View Response
; Type : Question Submitted 05/22/2014 02:02 PM
a Submit Response
i]';b:\:t;{sp""ses phal=ech=hs . 2.0 Type Section Name over here Completion Status : (0/0 -
’ Status : Event Reopen Start (Mandatory), 4/4 (Optional)) View Response
Type : Question Submitted 05/22/2014 02:02 PM
. 3.0 commet Completion Status : (0/0 -
RFI 5ummary Status : Event Reopen Start (Mandatory), 0/0 (Optional)) View Response
Type : Comment Submitted 05/22/2014 02:02 PM

|Hecnllle5ponse|

7 Days

After clicking on the Recall Response, users have to manually resubmit the response before the

event closes for it to count. The Event Owner will be notified about the response recall action

through email.
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To recall responses:-
1. After you have submitted your response for a particular event, the ‘Submit Response’ button
will be replaced by the ‘Recall Response’ button.

neha nawlkahe Help v Logout

My Events

05/22/2014 02:15:29 PM (GMT) Time Remaining for
Event Reopen to Close
7 Days

You are here: My Events = Submit Response

RFI

=
[Ej Supplier Checklist
Submit responses of all sections in the event.

‘g Go to eForum (0 New)

° Confirm Participation
. All guestions(s) answered (¥ Optional question(s) not answered . Mandatory gquestions(s) not answered

o View Responses ® 1.0 Type Section Name over here Completion Status : (0/0 S
Status : Event Reopen Start (Mandatory), 3/3 (Optional)) | View Response |

Type : Question Submitted 05/22/2014 02:02 PM

a Submit Response

;?zfe;?p""“"' e . 2.0 Type Section Name over here Completion Status : (0/0 S
Status : Event Reopen Start (Mandatory), 4/4 (Optional)) | View Response |

Type : Question Submitted 05/22/2014 02:02 PM
. 3.0 commet Completion Status : (0/0 S
RFI Summary Status : Event Reopen Start (Mandatory), 0/0 (Optional)) | View Response |

Type : Comment Submitted 05/22/2014 02:02 PM

Status: Event Reopen

Open Date: 05/22/2014 12:35 PM
Close Date: 05/29/2014 07:30 PM I

2. Click on Recall Response. The following alert notification will be displayed.

Information
l Your submission will be recalled and you will have to manually re-submit the response before
= event closes. Also, an email notification will be sentto PUMeha Nawlakhe ( puneha@zycus.com )

' Doyouwantto continue?

| Yes| No

3. Click Yes to continue. The Recall Response Reason dialog box will be displayed.

Recall Response Reason X

Fleasze enter a reason for recalling your response : *

Enter a reason for recalling vour response

You have used 0 out of 4000 characters.

4. Enter the reason for recalling your response and click on Recall.
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5. Clicking on the ‘Recall’ button will refresh the page and re-direct suppliers to the responses page
where they can edit responses.

neha nawlkahe Help =

My Events

AM (GMT) Time Remaining for
You are here: My Events > Submit Response Event Reopen to Close
6 Days
[% Supplier Checklist RFI
= PP! 5’3 Go to eForum (0 New)

Submit responses of all sections in the event.

a Confirm Participation ) . . .
.AII questions(s) answered (¥ Optional question(s) not answered . Mandatory questions(s) not answered

¢ Prepare Response @ 1.0 Type Section Name over here Completion Status : 0/0
Status : Event Reopen Start (Mandatory), 3/3 (Optional) Prepare Response

: Type : Question
V] Submit Response

Submi responses of all sections in . = .y
helevent . 2.0 Type Section Name over here Completion Status : 0/0

Status : Event Reopen Start (Mandatory), 4/4 (Optional) Prepare Response
Type : Question

. 3.0 commet Completion Status : Nothing to
RFI Summary Status - Event Reopen Start Complete View Response
Type : Comment

Status: Event Reopen

Open Date: 05/22/2014 12:35 PM S —
Re-Submit Response
Close Date: 05/25/2014 07:30 PM |

All responses will be retained as they were at the time of submission. Also the ‘Recall Response’
button will be replaced with ‘Re-Submit Response’.

5.6 Negotiated Pricing

For events where buyer chooses to conduct negotiation before finalizing the bids, on the supplier
portal a new section called “Approve negotiated Pricing” will be visible under the Supplier Checklist
wherein the supplier can review and approve/reject the Negotiated Pricing accordingly.

Suhani.l B Help v Logout

01/08/2014 11:22:44 AM (GMT)

Negotiation Open

You are here: My Events > Approve Negotiated Pricing

(5] supplier Checklist RFQ for TMX Logistics £ Gotoeroum 0
Review and approve Negotiated Pricing. A Gbles)
a Confirm Participation B Round 1 SaEfiTn
Status: n
{7 View Responses o .
Original Bid value (UsSD) :  10,444.00000 Buyer Name: Amey Buyer 2
. Negotiated Bid Value (USD) :7,444.00000 Date of Modification: 01/08/2014 11:16 AM
a Submit Response
% Change in Bid Value: -28.72463

.4/ Approve Negotiated
Pricing
Review and approve Negofiated
Pricing

& Original Bids

Original Bid Value (USD) :  10,444.00000 Buyer Name: Amey Buyer
RFQ Summary Negotiated Bid Value (USD) : 10,444.00000 Date of Modification:

% Change in Bid Value: 0.00000
Status: Negotiation Open

Open Date: 01/08/2014 07:11 AM

Close Date: 01/08/2014 07:56 AM

Owner: Amey Buyer

Contact: 9773554763
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So before analyzing and awarding the event, buyer can negotiate the pricing with the supplier which
will help the buyers to negotiate a better deal with the suppliers.

Under the “Approve negotiated Pricing” section, user can get to view the Original Bid Value,
Negotiated Bid Value and % Change in Bid Value for each and every phase of negotiation.

Once buyer chooses to conduct negotiation, you will receive an email from the buyer inviting you to
review the negotiated pricing and provide your approval for the same. In the email, along with the
event details, you will also get your username and URL link for the event in the email.

Dear Carmen Morris,

In response to your submission, Mike ] Richardson has sent edited pricing for your review and
approval.

Please log into iSource and provide your response at the earliest.

Details:

From — Mike ] Richardson

Sourcing Professional: Mike

Sourcing Professional Email: mike@zycus.com

RFQ Name: RFQ for TMX Logistics

Round: 1
Your username is: MIKESS153
Link for BFg for TMX Logistics:

https://isourcega.zycus.net/isource/supplierSide/supplierStaticPage..pfm?pagebhoction=negoti
ationSectionsresponderDocumentID=18339sdocID=17050

Zycus TECHNICAL SUPFCRT

If you need assistance for the use of our Zycus iSource application please contact Zycus
Technical Support by clicking the Technical Support link on
https://isourceqga.zycus.net/isource/login.htm.

Regards,
Technical Support Team
Zycus iSource

Once you login to the supplier portal, on My Events page, the RFQ event for which the buyer wants
to negotiate pricing will listed with the status “Negotiation in Process”

Name Owner Open Date Close Date Type Status Action
RFQ for TMX Logistics Mike 01/18/2014 10:46 AM | 01/18/2014 10:50 AM | RFQ Negotiation In | F= enter Event

Progress

Click on enter event to enter the event and view the negotiated pricing. Once you have entered the
event, you can:

e Export Pricing Details: Export pricing details to view pricing for items in item table,
e Approve: Approve the negotiated pricing.
e Reject: Reject the negotiated pricing.
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5.6.1 Export Negotiated Pricing

To view the negotiated pricing:

1.

You are here: My Eveots » Approve Negotiated Priong

> Negotiat
Submit Response

Approve Negotiated
Pricing

Feaview and spprove Negotated
Priceg

O 0 0C

RFQ Summary

Status: Negotiation Open

Open Date: 0170/
Close Date: 0L/07/2014 0
Owner: Reynold Buyer

Contact:

Click on Actions > Export Details

D Supplier Checklist Fvent RFQ 1.3 ;
0 Confirm Participation £3 Round 1
Statum: |
View Responses Original 8id Value (INR): )

ed Bid Yalue (INR):

e Change in Bid Value: 86.79

3 Original Bids

Buyer Name:

Date of Modification:

Negeotiation Open

£ Goto eForum o rew)

Actions »
v Approve
Rey
X reject
= Export Datals
Actans ~

2.
shown in the below image.

In the downloaded file refer the Summary worksheet for further details on negotiated pricing as

EHD- - = 16623_Round_L_Neha_Nawlakhe_Neha.dsx & Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
A37 -0 S | @
A B (3 D E F o P Q b
1 1. Negotiation Export Summary | W
2 1 Event ID: NA
2 2 Event Name: Iteration 73 Event One
4 3 Event Type: RFQ
5 4 Export forround: 1
6 5 Supplier Name: Neha Nawlakhe
7 6 Export Date and Tir 2014/01/02 06:37 PM
3 7 Exported by User:  Amey Buyer
9 2. Currency of supplier response at the time of original bid submission: GBP
10 |3. Currency applicable to responses being prepared in this excel workbook:
11 Canadian Dollar
12 4. Instructions
13 |A.Select the currency applicable to all responses in this excel workbook from the drop down under point number 3 in this sheet. The drop down lists currencie
14 |B.Go to individual worksheet for editing response to one pricing table at a time
15 C.Edit/update the response for individual line item by scrolling to individual line items A
16 |D.Save the excel sheet, import it back into iSource and send for supplier approval I
17 |5. Lot Summary
Old Lot Total in New Lot Total in
Lot Number Lot Name
18 GBP CAD
. 1.3 (1) Lot1 1,72,500.000 1,72,500.000
= 2.1(2) Lot2 90,000.000 90,000.000
= 3.1(3) Lot3 1,70,000.000 1,70,000.000
= 4.1 (a) Lot4 2,10,000.000 2,10,000.000
23
24 Total 6,42,500.000 6,42,500.000
25
26 L
27
28 =
4 4 v M| Summary 1.3 Lot 1 o 2.1lot2 . 3.1lot3 (NN M ||
Ready | 3 | ||E|E| 100% (= ¥
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3. Inthe downloaded file refer the Section worksheet for further details on negotiated baseline
cost for items in the item table as shown in the below image.
FE9-~-|= e 16623 Round 1 Neha Nawlskhe Nehaisx - Microsoft Excel | o |6 [
Home Insert Page Layout Formulas Data Review View Acrobat 2 e = @ 2R
A37 - E| I+
4 A [ 8 | c [ D E F | & | w | ] J K =
a E| Item@fnrmatinn IZ| = Baseline = lz‘DemandIﬂfurmal'Er = Inf?)rri:ni:g = Total Cost = B
UNIT COST
2| Attachment(s) |Ttem No.| Ttem Name DEIC‘::"ED o | Targeterice | Price Type | Estoty aQty uoM Total Cost
Value

3.1 Lot3

5.6.2 Approve Negotiated Pricing

To approve the negotiated value:

You are here: My Eveots > Approve Negotiated Pricing

(5 supplier Checklist EventRFQ 1.3
Review and approve Negotated Priang.
& contirm Participation R
Statum: Pendng
o e Original 8id Value (INR): 31,111.00 Buyer Name: Rev
” 2 8, o 3 01/0
° Submit Response Negotiated Bid Yalue (INR) $8,111.00 Date of Modification: 1/
“o Change in Bid Value: 86.79
2 Approve Negotiated
Pricing Original Bids
Favew and sppeove Negoteted
Priceg
RFQ Summary

Status: Negotiation Open

Open Date: 01/07/2014 02133 PM
gl;u Date: 01/07;22141:;;»0
Owner: Reynold Burer

Contact: -

[ Expors Doatails

Actions ~
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1. Click on Actions > Approve. The Supplier Action dialog box will be displayed.

Supplier Action X

Please enter the comment for acceptance of negotiated price:

You have used 0 out of 2000 characters.
Tip: You can attach additional document here:

No File Selected Browse Upload

2. Inthe Supplier Action dialog box, enter comments for acceptance of negotiated price and click

on Accept. User can also attach documents to support their reason for acceptance of negotiated
price.

When the supplier Approves/Rejects a price the checklist label of "Accept Negotiation
o Pricing" will get changed to "View Negotiation Pricing" until another negotiated
prices comes to supplier for approval or rejection.

l‘ Suppliers can use the comment box to attach alternative pricing that is acceptable
sest  to them.

Practice

Pritish Nawathe Help » Logout

My Events

01/18/2014 10:34:24 AM (GMT) Negotiation Open
You are here: My Events > View Negotiated Pricing

l% Supplier Checklist RFQ Event £ cotoer .
Review and approve Negotiated Pricing. 5 Go to eForum (D MNew)

a Confirm Participation B Round 1 Actions

Status: Approved (01/18/2014 10:26 AM)
View Responses
é P Original Bid Value (ARS): 58,000.00 Buyer Name: Ameay Buyer
. Negotiated Bid Value (ARS): 41,000.00 Date of Modification: 01/17/2014 04:29 PM
a Submit Response

% Change in Bid Value: 29.31

a View Negotiated Pricing

Review and approve Negofiated
Pricing

Original Bids Actions ~

3. User can click on the = View Comment icon to view the comments that were added by the
user while accepting the negotiated pricing.
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Supplier Cemments

Status: Approved
Date:01/18/2014 10:26:27 AM
Comment:

I accept the negotiated pricing sent to me.

All the comments will be in chronological order, with the latest being on top along with date and

time stamp as per the user profile format for all comments.

The status for the event on My Events page will get changed to “Negotiation Accepted”

RFQ Event Mike

01/15/2014 05:33 PM

Negotiation

01/15/2014 07:30 PM Accepted

RFQ

[E2 View Event

5.6.3 Reject Negotiated Pricing

To reject the negotiated value:

ZYCUS

BLAT/2044 02:40.44 PH (GMT)

You are here: My Evaots > Approve Negotiated Pricng

(5] supplier Checklist EventRFQ 1.3
" w and approve Negoty
&2 Confirm Participation £3 Round 1
Statue: |
Q view Responses Original 8id Value (INR):
2 Negotiated Bid Yalue (INR):
& Submit Response
“o Change in Bid Value:

& ::;:;:;t Negotiated 3 Original Bids

Foeview and spprove Negoteted

Pricvg
RFQ Summary
Status: Negotiation Open
Open Date: 01/07/2014 02/33 PM
Close Date: 01/07/2014 02:3% PM
Owner: RBeynold Buyer
Contact:

Date of Modification:

£ Goto eForum o rew)

Buyer Name: Reyr

Negotiation Open

Actions »
v Approve
X mesect
. al
Actongs v

1. Click on Actions > Reject. The Supplier Action dialog box will be displayed.
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Supplier Action X

Please enter a comment confirming your rejection of negotiated price.:

You have used 0 out of 2000 characters.
Tip: You can attach additional document here:

Mo File Selected Browse Upload

Cancel

2. Inthe Supplier Action dialog box, enter comments for rejection of negotiated price and click on
Reject. User can also attach documents to support their reason for rejection of negotiated price.

i Suppliers can use the comment box to attach alternative pricing that is acceptable
sest  to them.

Practice

When the supplier Approves/Rejects a price the checklist label of "Accept Negotiation
o Pricing" will get changed to "View Negotiation Pricing" until another negotiated
prices comes to supplier for approval or rejection.

3. User canclick on the = View Comment icon to view the comments that were added by the
user while rejecting the negotiated pricing.

Supplier Comments X

Status: Rejected
Date:01/18/2014 11:20:17 AM
Comment:

Price cannot be changed for the required guantity.

All the comments will be in chronological order, with the latest being on top along with date and
time stamp as per the user profile format for all comments. The status for the event on My Events
page will get changed to “Negotiation Rejected”

RFQ for TMX Logistics Mikee 01/18/2014 10:46 AM | 01/18/2014 10:50 AM | RFQ gfji{‘_'fé‘f‘" & Enter Event

Even if the user has rejected the negotiated pricing, user will be able to Accept the
negotiated pricing until the buyer closes the negotiation.
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5.7 Changes on the Fly

iSource comes with the “Changes on the Fly” feature that allows the buyer to make changes to the
event, even after the event has been published to the suppliers. The published event has to be first
paused to make the necessary changes.

The event owner will be able to make the following changes to the paused event:

e Add/ edit / delete questions / sections /items in the draft

e Add/ delete the event level attachments

e Edit the event settings like type of auctions, type of responses, date and time settings, bid
guardian and auction rules (minimum bid decrement, tie prevention rules) etc.

Once the buyer publishes the changes, a system generated email is sent to all the suppliers
informing them of the changes. The suppliers can then login and start preparing their responses
again.

5.7.1 Pausing an Event

When a buyer pauses a published event, a message appears on the top of the screen at the buyer’s
side as follows:

ZYCUS

OW/I4/2013 04:49:50 AM (PST) This event will be paused, please save your work Tene Remasrung
tor f )y Pause

You are here: My Lyerts » Prepare Response o

0:04:48
D Supplier Checklist RFQ"O" S.ERVVER’S : A GotoeForum (2 haw)

'@ Confirm Participation
W Al guestons(s) ansmered Optionad guestion(s) not answered 0 Mandatory questions(s) not answered
! Prepare Response 1.0 4 Completion Status - (1/1 (Mandatory
o tional 1 o 4 > Propae Rewponse
Prepare tesponses for ol e Stotus : OPEN ptional)) Bl Ready for Submessson
e =t Type : Pricing Bidding : Lot Levs Group Total Price
kP S— e s ompany Informator Completion Status : (
Status : OPEN 4 | Prepaa Response
Type r
RFQ Summary =

Status: Open

Open Date

Close Date: 08/ 14/20
Owner; /

Contact: 814663404

amgovered by Copyrght © 2009 Zycus Inc
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o The message will inform you that the event will be paused at a scheduled time and
the time remaining for the event to pause will also be displayed.

5.7.2 Supplier’s view for a paused event

When you login to iSource during a paused event, you will see the following:

LYCUS

DASEAFP01 2 04155105 AM (F5T)
Ewveint List
Hama Crenaer Open Dala Chowe Dale Twpe Stlalus Actbon
RFG for SERVIRS Amit Sharma OOFEAST0LZ DI:04 AN OBI4SI01Z 10000 AM | RFG Paused & Enber Evert

Pags | 1 |afz

The status of the event will be shown as Paused and you won’t be allowed to make any changes to
the event during the paused time.

5.7.3 Republishing an Event

When the buyer republishes an event and makes any modification in the questions or adds any new

-
guestion, then [ B is displayed adjacent to the question if it is changed/modified, and e+ is
displayed adjacent to any new question that is added.

Initially, you will get a [ 8 notification for a section on the Prepare Response page itself, indicating
that some changes are made to that particular section.

2.0 Company Information Completion Status : 0/0 (Mandatory),
Status : OPEN 0/5 (Cptional)
Type : Question

Prepare Response | | L1

This icon is displayed in case some
changes are made to the section.

And on the RFx editor page, you will get notification for each new/modified question in each section
as shown in the below image:
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Wl RF(} @ RFQ) for SERVERS

(T export BT wmport (=5 Print | [25 astachenonts i)

Bidding Currency;  US Dollar =

Ceesimel Pregageca; 3

w 1.0 Lot for Ser ..

| hiamdntory (11} Sptanal (040

« 2.0 Company Inf ...

| Marany (00 Optinal 12

(™) Mandabory Cuestions

2.1 Mame of the Company

i Company Details

2.3 Compasry Expenence & Completed Projects

2.4 Anrugad Turn Oreer

- Back to  Prepare Response - | G

Impartant: Kindly expart tha draft again in Cage e avert has Bsen pavsed and rapublished ta |

My Events FHelp + Live Chat =  Logoot
Ewant Closa Dala Tima: G8/14/2013 10:00 AW [PST)

L Go o aForum (2 )

thay regpsnied via excel impant

Showing: Al Questiang - Ga

e Add Comments

5y

This icon is displayed if
the question is modified

[==r T 0 T

etk

This icon is displayed if
a new questicn is added

o Backte Tep | Gawe Goio Ssbmit Response

5.7.4 Supplier’s view for a re-published event

Buyer can pause an event, make the necessary changes and then republish the event. Only after the
event is re-published, the suppliers can have access to the event.

e The supplier responses would be retained even after republishing the event

e Both the buyer and the supplier would be able to identify the changes with the help of icons

e There will be icons against all the questions that have been added or modified
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Ll RFOQ @ RFQ for SERVERS My Events Felp = Live Chat =  Logoet
Ewent Closn Data Thma: 0871472012 10:00 aM (PET)

(T export BT wmport (=5 Print | [25 astachenonts i)

Bidding Cumency; | US Dollar = A Goto aborum (2 s
Cecmal Preoisacn; 3
Important: Kirdly gepart the draft again in cape e gverd kas been paused snd republished ta Gl the responies wa excel impart
w 1.0 Lot for Ser .. w 2.0 Company Inf .
| Mnntatony [1/1) Sptional (10 | [T ———
(™) Mandabcry Questions Showing: Al Questiang - | Ga

2.1 Mame of the Company

Coe Add Commeris

i Company Details

This icon is displayed if
the question is modified

[==r T 0 T

=%
2.3 Compasry Expenence & Completed Projects

This icon is displayed if
a new questicn is added

Commesrds

2.4 Anrugad Turn Oreer

Tsadcr_g Prepare Responss = | G & Back o Top I S i B G0l Submit Responss J

e Responses will be retained, but they would have to be resubmitted once the event is
republished by the buyer

e Responses for question type such as single choice or multi-choice will be deleted, if any of
the options are changed or deleted

e Responses for a table type question will also be deleted if the table type question is modified

e Responses for an Item Table will not be retained if the Item Table is modified

Zycus™ Inc.: 103 Carnegie Centre, Suite 117, Princeton, NJ 08540, Tel: 609-799-5664, Fax: 609-799-6047 Page 50 of 68

WWW.ZyCUS.com © Zycus™ Inc. 2014




iSource User Manual for Suppliers - Version 14.07.1.0 S N o

[]

Chapter 6: Responding to Auction

6.1 Introduction

When a buyer sends a bidding request for an auction, an auction event is listed on the My Events
page. You can reply to the auction event by viewing terms and conditions, buyer queries, preparing
responses, submitting responses, and participating in the auction.

To enter an event:-

1. Pick the Auction you want to join, and then click on Enter Event.

SeanM Help v Logout

. - 4 @0 9 @@ OO

/2014 03:14:50 PM (GMT)

Event List
Event ID Hame Owner Open Date Close Date Type Tnvite Type Status Action
1210020070 Test paused Event Broadcast  Neha Nawlakhe 07/15/2014 06:15 AM 07/15/2014 07:30 AM RFQ Broadcasted Closed @ view Event

Negotiation 1

1210020066 Sanity on build 14.07.1.0 Neha Nawlakhe 07/16/2014 05:53 AM 07/17/2014 10:30 AM RFQ Sroadcasted Pfug;r:ss'm " [ Enter Event
) Bidding In

1210019898 Auction for Steel Neha Nawlakhe 05/15/2014 04:49 PM 06/26/2014 08:14 PM Auction Invited rrogress &, [ Enter Event
. Bidding In

1210019888 Auction for nuts Neha Nawlakhe 05/15/2014 03:43 PM 06/26/2014 08:14 PM Auction Invited Progress K E} Enter Event
Bidding In

1210019881 Auction for Leqal Services Neha Nawlakhe 05/15/2014 11:14 AM 06/26/2014 08:14 PM Auction Invited orogress &, L Enter Event
~ R ) Bidding In

1210019657 Test Auc Neha Nawlakhe 03/27/2014 11:49 AM 06/26/2014 08:14 PM Auction Invited Sroges &, [ Enter Event

Page of 1

Copyright © 2014 Zycus Inc. emPowered by ZYCUS

2. The List of Terms and Conditions page is displayed.
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TOR/14/3012 08:07:11 AM (PST)

You are here: My Events > Confirm Participation

00:27:40

D supplier Checklist Auction for Metal Sheets
To confirm participation accept all Terms and Conditions, B colosionm
- P o
9. Confirm Paeticieation Terms and Conditions Status Action
To confirm partcoaten accept ol
il b o Source Usage Terms and Conditens.tf  No Action Taken Yet @ accept @rejea & Download

(7 Prepore Response
Preview

Ld Submit Response
& Join Bidding
Auction Summary

Status: Open

NON-PRICING TIMINGS

Open Date: 08/14/2012 08:01 AM
Close Date: 08714/2012 09:00 AM
PRICING TIMINGS

Open Thme: 00/14/2012 06:01 AM

Start Time: 08/14/2012 05:05

On the left pane you will find a Supplier Checklist. The checklist helps the supplier for easy

navigation and to track events.
Responding to an Auction is a four/five step procedure:

e Step I: Confirm Participation

e Step ll: Prepare Response

e Step lll: Submit Response (Optional)
e Step IV: Join Bidding

Let’s have a look at each step in detail.

6.2 Step I: Confirm Participation

To know more about confirming participation, please refer to Step |: Confirm Participation

6.3 Step II: Prepare Response

To know more about preparing responses, please refer to Step Il: Prepare Response
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6.4 Step III: Submit Response (Optional

In most of the auction, this step is optional as this step is meant for submitting responses to Non-
pricing Questions and auctions mostly consists of Pricing Questions only.

In case, if there are any non-pricing questions in the auction, this step will be available in the
supplier checklist and you have to submit the response for those non-pricing questions in this step.
And if the auction consists of only pricing question, then this step will not be available in the
checklist to the Supplier.

& Start date/time and Close date/time for non-pricing question can be different to that
of the auction. So please make sure you that you check the schedule first and prepare
your responses accordingly.

You can answer the pricing question in the Step Il: Prepare Response and directly go to the next step
i.e. Step IV: Join Bidding.

Responses entered in the Step Il: Prepare Response step are automatically carry forwarded to the
Step IV: Join Bidding.

To know more about preparing response, please refer to Step Ill: Submit Response
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6.5 Step IV: Join Bidding

PROCURE PERFORMANCE

Once you click on Join Bidding, you will be redirected to the live auction page. You can increase or
reduce the bids depending upon the type of auction. The ranking option helps you to keep a watch
on the lowest or the highest bids. Once the bidding for a one lot ends, bidding for the next lot starts

after a Latency Period (time interval) set by the buyer.
To join bidding:-

ZYCUS

QAMLAM200T 09:10:40 AM (PET)
You are here: My Everts > Submit Response

() supplier Checklist Auction for Metal Sheets
a Confirm Participation

& Prepore Response W 2.0 Company Information
Status : CLOSED
ﬂ Submit Responss Type : Cudshon

Sebed rgnpongey for ol Bha nos
BAICiNg Bectons in e event

o Bisding

Auction Summary

Status: Open

NON-PRICING TIMINGS
Open Dates 08/ 14/3012 0801 AM
Close Date: 085142012 09:00 AM
PRICING TIMINGS

Open Time: 0RI4/2012 08:01 AM
Start Time: 00/ 14/2002 00:05 &AM
Closs Time: Ha

Dwmers Ami Sharmma

Conlact: 814-5663-406%

ampevarad by
[

Submt rédpanses for sl the non-pRong Secticnd o the avent
o All questions({s]) snswered Cpimonal gueshon(s) not answered ﬁ- Mandatory queshons(s]) not answered

Completion Stalus : Subrmitted
0471472012 08:11 AM

Temne Remaning
far Auction o
Close
02:01:32

A Gobo eforum i hew)

Viw Rerponsg

Copymight (© 2009 Tyous Dne

1. Click on Join Bidding in the Supplier Checklist section. The Auction page is displayed.
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6.5.1 Line Item Bidding

If the bidding is at Item Level (Line Item Bidding), the following page will appear:

T "<+ et s

g 08/17/2012 07:43:00 PM Bidding on Lot A has beon extended. 2 ntM-e for Tume Remaning

Bdding on Lot A has been extended. 00:00:01:30

remacing for lot ta cose
Current Lot F Badding on Lot A has been extended. 2 m.na:m remmning for lot to cese.
View Al Nerts ’ \

1.0Lot s Type : Forward Auction Buyer : Davis oav«l z
Groug Total: 6,200.00 U i Auction Type Auction Clock
ble
is Event Status |

Status: EXTENDE

201084 Cost 11 Fixed Cost Item Table
Group Total: 6,200.00 USD
Status: YET TO START Do Jnfocmeties, , faliem Seecliostion §LENn ok
<Atrdvte Desc.> <Custom Cowmn Der
Next LO‘ Antachment(s) lem No. Ttem Name Item Descnpton valve UM Value
0 Nels) 1 Nirma Washng Powder s Percent Flastic Packaging
0 Nle(s) 2 Tide Washng Powder » Percent Plastc Packaging
0 fie(s) b ] Anel Woshing Powder % Percent Plastic Packaging
0 fle(s) 4 (= Bathng Soep 7 Percent Pogper Box
. - ' (N
© Please scrof honzontally 1o veew the comglete ftem Table Showing ltems 1o dof 4 = o LI
I Progress Graoh
Best Bid Amount : 6,200,00 Suppler Progress Graph

My Bid Amount : 6,200.00
Bid Increment : 500,00 USD

Current Rank: 1

Bid Amount: ¢ 200.00

(in US Dottar) ’ [
Calcoulate o
2403 Pm RS R ]
Bid Difference 8 Ben 64 ® Wy 04 J
—
My First Bid; N 6,200.00 Last Refresh Time - 08/17/2012 07:43:03 PM™ (I1ST)
My Latest Ind 6,200.00 Bidding at: [tem Lavel(d tems)
% Difference: 0.00
W Back To Section Listng Ph:.r._.‘g[h -.141.:(,.."

From this page, you will come to know the:-
Type of the auction which can be either:

e Reverse Auction

e Forward Auction

e Dutch Auction

Status of the event which can be either:
Yet to Start

Bidding In Progress

Extended

Stopped

Closed
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And the bidding type which can be either:

e Item Level (Not available in case of Dutch Auction)
e Lot Level

For Line Item bidding, total group price of line items will be considered for the auction.

PROCURE PERFORMANCE

For Line Item bidding, price values have to be entered for each line item. The bid amount at the lot

level is calculated automatically.

i
o

2. Enter your bid amount and click on Submit to submit the bid.

provision for Line Item Bidding in Dutch Auction.

20 line items.

During the auction, you can change the prices of every item within the lot. However, for multiple

Line Item bidding is available only in Forward and Reverse Auction. There is no

unit/fixed prices, you can change (increase or decrease) any of the pricing elements.

6.5.2 Lot Level Bidding

If bidding is at Lot Level, the following page would appear:

& Lot and Item Auction

'y

0

08:52:00 PN Sidding for Lot A has stanted. Lot clasing 1 120 minutels).
47:00 PM Bidding on Lot A has closed, Bidding for Lot A wil start in S minute(s)
08:45:00 PM Bidding on Lot A has been extanded, 2 minute(s) remaining for iot 8o close

1.0 Lot A Type : Forward Auction
Group Total: 6,200.00 USD

Status: CLOSED Best Bid Amount : 6,200.00
2010t 4 My Bid Amount : 6,200.00

Group Total: 6,200.00 USD

Status: STARTED

Bid Increment : 500,00 USD

Current Rank: 1 gl Make Me Rank 1

My Events Help v Logout

Time Remainng

00:01:40:44
Veew All Alarts

Buyer : Davis Oliver

Supplier Progress Graph

(#)o12-5849-85

o Back To Section Listing

Bid Amount: 6,200.00
(n US Dokar) 3 oM 9:13 oM
Submit Bid R
. o)
My First Bid 6,200.00 Last Refresh Time : 08/17/2012 09:10:41 PM (IST)
My Latest Bud 6,200.00 Bidding at: Lot Level(d Items
% Difference: 0.00

Line item bidding will occur only for lots having a single item table and a maximum of
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o For Lot Level bidding, you have to provide price at lot level only.

o The bidding for the next lot starts after the bidding for the previous lot closes. This is
called Sequential Lots.
To submit bids:-

1. Onthe Auction page, click Submit Bid.

Information

| Bid Submitted successfully.

- OK |

2. The “Bid Submitted Successfully” message is displayed.

3. For Item Level bidding, you can increase/decrease value for each line item. The bid value is
calculated automatically. For Lot Level bidding you can increase or decrease the bid and click
Submit Bid.

4. Click Make Me Rank 1 to automatically enter the lowest bid amount in the New Bid Amount
field, and then click Submit Bid.

o Make Me Rank 1 option is NOT available for Line Item bidding.

Best Bid Amount : 6,700.00 Supplier Progress Graph
My Bid Amount : 6,700.00
Bid Increment : 500.00 USD

Current Rank: 1 iﬁ( Make Me Rank 1

Bid Amount: 6, 700 . 00 2/18/12 219012 8/20/12

(in US Dollar) 9:02 PM 12:34 PM

Submit Bid -

M Best Bid My Bid

5. The status of the bidding changes to Closed after the auction is closed by the buyer.
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& Lot and Item Auction My Events Help w

Logout n
08/20/2012 12:34:20 PM Bidding on Lot A has closed, Auction
08/20/2012 12:32:34 PM Auction clock was STARTED Closed
08/20/2012 12:32:02 PM Auction clock was STOFPEO
Yeow All Alerts
1.0Lot A Type : Forward Auction Buyer : Davis Oliver (#)o12-5849-85
Group Total: 6,200.00 USD
Status: CLOSED Best Bid Amount : 6,700.00 Supplier Progress Groph 2
200t A My Bid Amount : 6,700.00
HOUP TN 000 USD Bid Increment : 500.00 USD
Status: CLOSED
Current Rank: 1 gl Make Me Rank 1
o~
Bid Amount: 6,700.00 ez a2 s20n2
(n US Dokar) 8,00 PM 12034 oM
SubmitBid
ne I
My First Bid 6,200.00 Last Refresh Time : 08/20/2012 12:34:23 PM (I5T)
My Latest 8 6,700.00 Bidding at: Lot Laveld Items)
% Difference: 8.06
¢ Back To Section Listing | |

6.6 Know your Bid Status

6.6.1 By Graph

In case of an auction, the “Know your Bid Status” feature will provide a graphical view to the
supplier, showing them movement of their bid compared to the movement of the auction. Rest of
information visible to the suppliers would be as per the setting made by buyer.

Best Bid Amount : 2,900.00 Supplier Progress Graph
My Bid Amount : 2,900.00
Bid Decrement : 500.00 USD

L S
Bid Amount: 2 900.00
(in Indian Rupee) ————
. SubmitBid
B:58 AM 9r 34 AM

B Best Bid H My Bid

The main objective of the graph is that in case the buyer has selected not to show best bid
(low/high) and rank, the supplier won’t be able see the best bid (low/high) and rank but he can
recognize the best bid from the graph.
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The supplier can see the difference between his bid and the best bid through the lines on the graph,
without getting any pricing related information. This would help the supplier to know whether he is
the best bidder or not.

When you submit a bid, on the graph, you will be able to see whether your bid is moving closer to
the best bid or not. When another supplier submits a bid better than the current best bid, the graph
would change and he would be able to see only a line on the graph tending towards the movement
of the auction, indicating that his bid is currently the best bid of the auction.

6.6.2 By Range

As an alternative to displaying your exact rank, buyer can choose to indicate your position in the
auction in form of a range. Based on the buyer defined criteria and real time incoming bids from
various suppliers, you will be able to view your position in the auction in form of changing status
messages. Please refer to below screenshots for examples of various status messages indicating your
position in the auction.

In case of the live auction shown below, the status message is changing in real time, based on
continuous bid submissions by the supplier, to indicate the supplier’s position in the auction.

1. With a bid of 94, supplier is not in the leading 8 bidders.

&8 Functional Training_Shail My Events  Help v  Logout
0S/28/2014 12:26:02 PM Bidding on Type Secticn Name cver hare has been extended. 2 minute(s - Time Remaning
s < 00:00:00:01
A ' 03 » v " )
0S n Tvoe Sechon Name over here has been extended. 2 minutels Tagno=2ne
L0 Entes Lot Name Type : Reverse Auction Buyer : Neha Nawlakhe () Contact Not Avallable
EXTENDED " Supplier Progress Graph

Not in Leading8

Maximum Starting 8id : 100

My Bid Amount : 94

Bii Decrement : 1 INR

Bid Amount: 94

1 INGAN Ky

Submit Bid -

o Bid status will be updated in real time based on bids received from other suppliers.

2. With a bid of 92, supplier is not in the leading 5 bidders.
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L0 Enter Lot Hame
Group Total: 200 INR

Status: EXTENDED

|:| PROCURE PERFORMANCE

Type : Reverse Auction Buyer : Meha Nawlakhe () Contact Not Available

Supplier Progress Graph
¢ dafingd crtena your

tanding +
Mot in Leading 5 S I
Maximum Starting Bid : 100 I
My Bid Amount : 92 l‘ N
Bid Decrement : 1 TNR . .
- ERCEA) 1108 AN
Bid Amount: 97
(in Inckan Rupes) =

3. With a bid of 90, supplier is in the leading 5 bidders.

1.0 Enter Lot Name
Group Total: 200 INR
Status: EXTENDED

Type : Reverse Auction Buyer : Neha Nawlakhe ((7) Contact Not Available

Based on all received bids and buyer defined criteria your
current standing is

In Leading 5 Bidders

Supplier Progress Graph

Details
Maximum Starting Bid : 100
My Bid Amount : | 92 N
Bid Decrement : 1 INR
10:00 11:00
= 9148 AM 11146 AM
Bid Amount: 90 &
(in Indian Rupee)

M Best Bid M My Bid

- SubmitBid |

4. With a bid of 89, supplier is in the leading 3 bidders.

1.0 Enter Lot Name
Group Total: 200 INR
Status: EXTENDED

Type : Reverse Auction

Buyer : Neha Nawlakhe ((7) Contact Not Available

Based on all received bids and buyer defined criteria your
current standing is

In Leading 3 Bidders

Supplier Progress Graph

Details
Maximum Starting Bid : 100
My Bid Amount : | 92 N
Bid Decrement : 1 INR
10:00 11:00
= 9148 AM 11146 AM
Bid Amount: 89 &
(in Indian Rupee)

M Best Bid M My Bid

- SubmitBid |

5. With a bid of 86, supplier is the leading bidder.
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[]

1.0 Enter Lot Name Type : Reverse Auction Buyer : Neha Nawlakhe () Contact Not Available

Group Total: 200 INR

tus: EXTENDED Sk SRS T VA SN (T PSS Supplier Progress Graph

Leading Bidder

LiZ RS )

Maximum Starting Bid : 100 Thia indicates Yeur &
based on new ine
Manding to ‘Lesding

werent STanding in the avction and will change real time
ing Dide, SADMA COmpantive Beds Lo IMEAove yOur Currant

My Bid Amount : 100,

Bid Decrement : 1 INR

Bid Amount: 100

(n Intan Rupee)

Submit Bid ’ 8 Best 9 B Ny Eig

Information related to the best bid and position in an auction would be visible to the

supplier as per the settings made by the buyer. This information will be visible under
the Details link as shown in the above screenshot.

6.7 Alert Messages

When a buyer stops an auction, a message is sent in your Alert box. You cannot submit any bid
during this time. Once the buyer re-starts the auction, you can bid again. The auction time increases

for the duration it was stopped. An Alert is displayed in your Alert box which indicates that the
auction has resumed

See Image Below:

&l Lot and Item Auction

My Events  Help »  Logout

DEF2OS2002 12:34:20 PH Bidding on Lot A has closed ALcion
CBS20/2012 12:32:34 PH Auction clock was STARTED Closied
DR20/2012 12:32:02 PH Auction clock was STOPFLED

e & iljerts

e Buyer can set bidding rules while posting an auction like minimum start bid or low bid,
minimum decrement or increment amount depending on the auction. You will get a
message asking to either bid higher or lower than the amount.

*  Buyer can reschedule auction time, date and duration. An alert message is sent in the Alert
box, giving the re-scheduled time in minutes.

See Image Below:

&l Lot and Item Auction

My Events  Help »  Logeut

DEF2OF200F 12:34:20 PH Bidding on Lok A has closed, ALcon
CBS20/2012 12:32:34 PH Auction clock was STARTED Closed

G8/20/2012 12:32:02 PH Auction clock was STOPFED I_I
':' o & ﬂ': 3:
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6.8 Bid Reconciliation

Once the auction gets over, buyer has the option to reconcile the bids or proceed to the analyze
phase. The buyer can ask the suppliers for bid reconciliation values once the auction is over. Bid
reconciliation is done for Lot Level Bidding events wherein the suppliers can change the value of the
items within the lot to match the value of the lot with the bid value.

While entering the reconciled bids, you cannot exceed your minimum bid value (in
case of reverse auction)/ maximum bid value (in case of forward auction).

To submit your reconciled bids:-

1. On My Events page, for an auction event, the Status column will inform you about the open
reconciliation bid.

ZYCUS Sean M Help v Logout
07/17/2014 03:14:50 PM (GMT)
Event List
Event ID Hame Owner Open Date Close Date Type Invite Type Status Action
1210020070 Test psused Event Broadcast Neha Nawlakhe 07/15/2014 06:15 AM 07/15/2014 07:30 AM RFQ Broadcasted Closed -3 View Event
N tiati I
1210020066 Sanitv on build 14.07.1.0 Neha Nawlakhe 07/16/2014 05:53 AM 07/17/2014 10:30 AM RFOQ Sroadcasted Pfug;r:ss'm " [ Enter Event
) I P ) Bidding In
1210019898 Auction for Steel Neha Nawlakhe 05/15/2014 04:49 PM 0/26/2014 08:14 PM Auction Invited crogress &, [ Enter Event
R s . . e R . R Bidding In
1210019888 Auction for nuts Neha Nawlakhe 05/15/2014 03:43 PM 06/26/2014 08:14 PM Auction Invited E} Enter Event
SUEHER O NUEE Progress &,
. e a0t i an e i e 1 , Bidding In
1210019881 Auction for Leqal Services Neha Nawlakhe 05/15/2014 11:14 AM 06/26/2014 08:14 PM Auction Invited orogros @, I8 Enter Event
S . a2 iania 1tiae n e o et , Bidding In
1210019657 Test Auc Neha Nawlakhe 03/27/2014 11:49 AM 06/26/2014 08:14 PM Auction Invited [ Enter Event
Progress &,
Page of 1

Copyright © 2014 Zycus Inc. emPowered by ZYCUS

2. Click Enter Event. The Confirm Participation page is displayed.
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DR/ 20200 01:51:43 PH (I5T)

[C] supplier Checklist
va Confirm Participation
Terma 5ad Condtons

Wiew Responsies

&) Bid Summary
L Bid Reconciliation
Auction Summary
Status: Bid Reco Dpen

PRICING TIMINGS

12 0414

Start Tieme: 0

To condrm particication sccept ol

Open Tinne: O8M17/2012 D4:38 FM

Clage Tisne: DR/20/2002 12:34 PH

You ane hare: My Events = Conflemn Partesination

Lot & |tem Auction

To confirm participation sccept all Temms

Terms and Conditions

iSource Usage Terms and Conddsns.rif

Dher Attachments

Mo reconds found.

RFX Proviow

T Remaring for
Bid Reconchatsan

o Close
02:07:45
and Canditicns. i == Gl
Status Action
Accepbid ] %] & Download
Sire Uploaded On Action
Page 1 |ofl
Show Preview
| G0 1o View Response

3. Under Supplier Checklist, click Bid Reconciliation. The event details are displayed.

o Bid Reconciliation feature is only available for bidding at Lot Level.

0B8/20/2012 03:44:54 P (15T)

Time Remainng for

You are here: My Everts > 8id Reconclistion Bed Reconakation
to Close
00:14:27
Lot & Item Auction
(5] supptier Checklist ‘ » £ 6ot eForum (@ hew)
Prepare Reconched bids for all prong sechons
&9 Confirm Participation
o View Responses 10LlctA Group Total Price : 6,200.00 US Dollar -
Type : Forward Auction Completion Status : Bid Submtted View Response
o Bid Summary Status : BID RECO OPEN 8id Reco Time Detalls
Bidding : ftem Level Start : 08/20/2012 01:44 PM
C : 08/20/2012 04:00 PN
& Bid Roconcillation S IAVARLE SN
Frepare Reccoched tids for o) - AR AN "
20Llct A Group Total Price : 6,200.00 US Dollar
secton S
= - Type : Forward Auction Completion Status : Bid Reconal Prepare Raspocse
Status : BID RECO OPEN Incomplats
: Bidding : Lot Leved Bid Reco Time Details :
Auction Summary Start : 08/20/2012 01:44 PM
Status: Bid Reco Open Close : 08/20/2012 04:00 PM
PRICING TIMINGS
4. Click Prepare Response. The Lot details are displayed.
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|
J

w &
<
y \{:Q.

. ! 4 '
CUS

[]

Logout [

B Auction @ Lot & [tem Auction My Events  Help
-1 3 Bid Reco Closka Date Time -0020/2012 05:41 P (1
ET erport BT Jimpont b riet | [ atachimants (0 me T e !
Bidding Currency:  US Dollar - $ Gy b U (2 B |
Cecimad Precson; 2
Impartant: Kindly axport tha dralt aga Lada tha event hat been phuidd and reg g 5 Fill tha AeEponBes via axcal iMoo
W 1.0 Lot A W 2.0 Lot A
J Miarciagors (11} Spticnal (G5 Mansatony (17'1) Opticnas {0/
(™) Mandatory Qusstions Showing: Al Gt r LG
=2.1 Lot A
{ & Completed / 4 Totsl lnemds) ) Enter the
Jcroup votal erica : 6,200.00] I.uumqn walse : 6.Tl:t.j:|| Revised Values
Uit Cost Fimesd Cioest
w Coste [US Dollar] Segmantation Croup Damand Informatsn Pricing [nfgrmation Total Cost
Uit Coal Dage. =
Srice Categary Bussnass Unit Prica Type Eat Oty Ry LA Yalue {<Umit Cost Dasc...
Mo Category Se... | Mo Business Un... | Bullc 45 Units 1000 450,00
My Cabegory Se... | Mo Buminess Un.. Bullc 50 urls 20,00 1,000, 00
Mo Category Se... | Mo Business Un.., | Bulk [ Units 20,00 1,550,00
Mo Cabegory Se... | Mo Business Un...  Bullc 70 wrsks 4000 2,800.00
. —
fEmen Exzel :If_=}lmpwt Freen Escel Showing Thems Lo dof & W 4 |1 o
‘9 Back to  Bid Recondhiation *  Ga A Back to Top § i r 0o Bad Sumamary
‘ "
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T

5.
equal to the least bid value of the auction.

While entering the reconciled bids, you cannot exceed your minimum bid value (in
case of reverse auction)/ maximum bid value (in case of forward auction).

The group total cost as per the reconciled values gets calculated real time as and
when you enter the bid values.

i

In the Pricing Information column, enter the revised values. The total cost can be less than or

6. Click Save. The confirmation box is displayed and reconciled bids are saved and submitted to the

buyer.

Information

Bid Reconciliation details saved successfully.

oKk |

7. Click OK. The revised bid is sent to the buyer.
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Chapter 7: eForums

7.1 Introduction

eForums is a feature which allows you to communicate with buyers. It provides you with a platform
for discussion to resolve your queries or doubts, ask for additional information. There are three
types of eForums namely:

* Private
*  Public
* Information Only

In case of a public discussion all the invited parties can view and respond to messages.

7.2 eForum Message Alert

Whenever the buyer posts a new message in the eForum, supplier will get an email alert on their
registered email id where the supplier can click on the link provided in the email and go to the
eForum page.

Dear David Miller,

L new message has been posted for the event RFQ for Main Frame Servers on the following
eForum:

eForum Name : RFQ for Main Frame Servers / Public Discussion

To access the eForum, please go to

https://192.168.1.82/izsource/eforumn/forunlisting. j2p?docID=13097&returnTo=confirmParticipat
ion&éreturnUrl=14386

Your username : DAVID4&£415

TECHNICAL SUPPORT

For contact information and assistance with the use of our Zycus iSource application
please contact our Technical Support by clicking the Technical Support link on
https://192.168.1.82/isource/login. htm

7.3 Accessing eForums

" GotoeForum (0 Mew)

You can access eForum by clicking the eForum = link. The eForum link is available

throughout the application on all the pages.

o The eForum link is available only after you accept the Terms and Conditions on the
Confirm Participation page.

To access eForums:-
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1. Click on /& Sewsfonmotew | 11 aForum page is displayed.

Finedin Zidaan  Help v Lagout

DB/20V2012 05:47:37 PM (IST)

You sre hare; Sechion Lt > Lt of eforum

Ewind Mamse: First Event after FEQ for ITR 48 Edit Matilication

eForum Mame Description Type Hessage

ir.03 afcnam Public Dhsoussenn 3

A list of all the eForum names, description and its type is displayed.

2. Click Edit Notification to edit the notification that is sent to the buyer when you respond to the
buyer’s message.

Edit Motification

@ Email N
When Buyer Posts a Message - mat Tow

") Email Once In A Day

7' Mo Email
When Supplier Responds to a Message @ Email Now

7' Email Once In A Day

Save Cancel

7.4 Adding and Replying Messages

You can participate in the discussion by posting message. It also allows you to add new messages; in
case you want to initiate a new conversation.

To add a message to an eForum:-

1. On the eForum page, select the eForum you want to reply to. An eForum page is displayed with
the details.
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zvcus Zinedin Zidaan  Help + Logout

S -,

OB/20/2012 O5:49:23 PM (IST)

You are herer Section Lest > Ligt of efgrym > eForum
eForum Hame : 1203 Type 1 Public Disoussion
Drescriplion eFarum Dwate Created = DE7I7/2012 03:04 PM
Croated By : Ay Karglkoar
+ Ewpamd All (=) Collapse All Back to eForum List | New Message
HMessage List
1 Bayer Posted on QRFLTAI012 03005 PH Reply
‘Whaks up guys.... how 5 new suppler sede. 1S Tt promosing??

2. Click New Message. The New Message pop up is displayed.

New Message

Message -

Cancel

3. Inthe Message field, enter text.

4. Click Post. If the eForum type is Public Discussion, the message is sent to the buyer for their
approval to post the message. Once the buyer approves it, the message is posted in the eForum.

Message from webpage @

l; Your message has been sent for approval

o For a Public eForum, message posted by you will be visible only to the buyer. Once
the buyer approves your message, it is posted in the eForum and is visible to all.

o For a Private eForum all your replies to a message or any new message do not
require buyer approval and get directly posted on the eForum page.

To reply to a message on eForum:-

1. On the eForum page, click on the eForum name. An eForum page is displayed with the details.
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OR/TAF2012 05:45:23 PH (I5T)
You are bere: Section Ligt = Lot of sforem > efcorum
eForum Mams: 1203 Typa : Bukhis Cistusaion
Dhescriplion : efgrum Date Crested ;  CA17/3012 03:04 PH
Created By | Arrey EBreaas
# Expamd All Collapue All Back to aForam List | New Hessage
Message List
1 Baryer Fostesd o QOSL 7/ D017 £0:05 FH Rephy
WRSES UP QUYS-...how 1S mew Suppher Side......S it promosing??

2. Click Reply. The Reply To page is displayed.

Respond To

Original Message Text Hello folks....how is the new supplier side

Message |

[ Pust] Cancel

3. Inthe Message field, enter text.

4. Click Post. The posted message is sent for approval to the buyer. A Message from webpage
dialog box is displayed.

Message frormn webpage @

; lé Your message has been sent for approval

5. Click OK.

You can view your Reply to a message below the message. For e.g. If you have replied to a message
with serial number 1, your reply will be numbered as 1.1, 1.2 so on. If you reply to message 1.2, your
reply will be numbered as 1.2.1.
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