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Supplier: Respond to an RfX
HERRG: B2 REX FR R

General Requirements

—fREER
Pre-requisites:

B2

Prior to this document you will need to:

FEAE A SR 2 1, 7 2

Have access to the SCM STAR application

CL& %5 5 SCM STAR R4t

Have been invited to respond to an RfX within the SCM STAR application
CLA %5 ST SCM STAR R RIX (5 BARRBARM ) {EHEIR

Objectives:

HA%:

At the completion of this user guide you should know the topics:
TERIAEA T PR AR LU T WA

Access to “My RfX” section

BEN <My RfX” =75

Create an RfX Response

A% RIX [A] 5

Manage an RfX Response

L RIX [

Submit a Response to an RfX
PEAZ REX [ K

Manage Messages within an RfX
B RIX FEE

Unrestricted Version 1 1



SCM STAR User Guide

Siemens ASR 01sup / Respond to an RfX

Access my RfX
BEAFKH REX

Step Description Notes
b B TEfR
1 In the Navigation menu, browse to Sourcing, then click on

RFQs or RFIs to access My RFQs or My RFls.

S ffise s, 83 Sourcing WiH, 4RJ5 i RFQs
CHRANEAER” B <“RFIs {Z 235K . U713 my RFQs
“RAAN FIER” B my RFIs “ FAIME BiER 7.

|

(73 Dashboard
My Editable Assessments Quick

w Sourcing Projects ‘ = Standar

RFls Organisatio
1l My Organisation
RFQs » | MyRFQs
L

%Eﬁ File Sharing Auclions. My RFls

" ‘ My RFQs
ontracts
$8%s  User Management

My Contrac)

On the My RFQs/My RFIs page, you can view your response

status for the RfX.
7E ““My RFQs/my RFIs” T I, #&7] LLEE K RFX
[y [B] ZIRAS

Click on the RFQ/RFI Title to start managing your response.
s RFQ/RFI #rdll, DAJFARE BRI 5 .

My RFQs RFQs Open to All Suppliers
Fiter By: | Al RFQs Selecta gy v
Code  RFQTI Cotat RRQsmus L OTeng T O on [ St
1 q_256 S:g:‘g‘;ﬁsm a fender 146 i Running  SZ201GTZ00 g, E;s:;‘;"“se
2 254 ;‘;g(‘v,mois%"a:"";e' tender_144 i Running  JTTRO1B 1200, g;g:;‘:f’“se
Total 2 10 Page1of 1

There are 2 ways to create an RfX response in the
application:

TER G A IR 71281 REX (5] 4

- Online Response: the answers are provided directly online
in the application

AR ERG T AR LIREE R

- Offline Response: the answers are provided through a
specific Excel template

B R E R Excel BURGEALEE
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Create RfX Response: Online Response

Gl RFX BIE. fELHE

1 Click on the RFQ/RFI title to access the RfX. You will land in
the My Response area.

Rt RFQ/RFI bRl LA 1] RFX.  FHIHT 2 H 3k 21 My
Response “FRMIEIR >~ [X .

You can then review the set-up of the RfX.

HHREX IHE.

On the RfX Header: The RfX closing date is indicated

£ REX BObRAE b o7 REX AR H

Buyer Attachments: Buyers may upload general documents
for you to read. You can download them in the Buyer
Attachments area.

RIETT A ST AT Re 2 bAR —SE TR S [ (1) 8 LS
. #& W] LAE Buyer Attachments “ R 77 7 [X 383k
178

When ready, click ‘Create Response’ to start the process.

)G, i Create Response “BIE K >” LUE 3

[EIF=1
. RFQ: rfq_325 - Writing Instruments 2016 &1 Running
RFQ Details. Messages (Unread 0)
ettings (Buyer Attachments ( esponse | User Rights
Create Response
% View Response Index Only
» 1. i i i 2)
» 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Question Section
2. Notice the My Response Summary section. It helps you

keep track of your response progress based on the
mandatory questions answered. Depending on the RfX
structure, you might see only one, two or all three sections
of the Quality/Technical/Commercial Response Summary.
£ My Response Summary “REIEIZMHE> i, &
AT DARR A A U R H N R I . AR YE REX &S
1y, RETIFE BA R BE /B RV E R — A AR
A=A
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RFQ Details Messages (Unread 0}

Settings  Buyer Attachments (0) My Response | User Rights

Submit Response

y Response Summary

1 Qualification Response Missing mandatory responses (2)
2. Technical Response Missing mandatory responses (3)
3. Commercial Response Mandatory fields missing (4) Total Price (excluding optional sections) 0

% View Response Index Only

Scroll down and click on the ‘Edit Response’ button to edit
your response for each section.

In] T ¥R 5 JF s 7 Edit Response ““4miB BN 7 14 4H DL 9w 45
FAE R

v i d i 2)

_>[} Edit response

1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Question Section

» 1.2 Additional Attachments Area

_> (3 Edit response

2. Technical Response (questions: 3 )

2.1 Types of Pens - Question Section

» 2.2 Supply - Question Section

23 Accreditation - Question Section

} 2.4 Additional Attachments Area

_> (% Edit response

+ 3. Commercial Response (Line Items: 4, Questions: 0)

Provide responses to all the mandatory questions (indicated
by red asterisk).

HEEAHBIHET RaBES).

To ensure all mandatory questions are answered and the
responses provided are in compliance with the format
required, click Validate Response. The system will check the
responses and show you the results.

ORI AT L SHIR B (2 R FF S % UK, 1 il
Validate Response ““H MR " FRGiK: H Bl =l 5
S s RSN 45

T Save and Retum |& Save and Continue X Cancel
5 ﬁ [ Validate response

2. Technical R ( P 3)

2.1 Types of Pens - Question Section

Question  Description Response

Mesage fom webpage 6 gx
ol
211 11 * Can you supply any addil {1 Allmandatory ks have ben populted. P easerememer tosave .
|
2.2 Supply - Question Section
< :
Question  Description sponse
22% @34 * Can you specify your on time delivery percentage? 98 L/

2.3 Accreditation - Question Section

Question Description Response

23F @1 * Are you part of the National Staticnery Guild? Yes E

Please remember to save your
responses. Click on ‘Save and
Continue’ to save. If you want to
access the other sections of the
RfX, click on ‘Save and Return’ to
return to the My Response page.
From there, you can open and
respond to questions in the other
sections.

555 00 il < < RAE IR L)
RAFFTE S S . & Vi REX
ey, et < <RE
FHIRIE” DL [A] F) My
Response “FHIEISE > ¥l ,
MIAREL, AT DLAT I 5 1ml 25 H
BRI )R
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Create RfX Response: Offline Response

S RIX R . HLRHE

If you wish to respond to the RfX offline, you can download
the questionnaire in Excel format, complete it offline, then
import the file to populate the online RfX with your answers.
BN S RIX I, R8T E T2 Excel A% AT [R] B &A% IEHS
HIELF . K5 H %I E STHHE online REX T3
1. After clicking Create Response, you will see the
Export/Import Response option on the upper right
corner of the page.
#iilf Create Response ““BIRZEIK " J5, A
F ##% Export/Import Response <</ S AFIE >
eI,
2. Click Export/Import Response.
A ik Export/Import Response “< S /SN EIH "
oo

|+ Back To List

fif Delete Response

RFQ: rfg_325 - Writing Instruments 2016

Project: tender_107 - Stationery Project 2016 (John Smith)
Closing Date: 09/23/2016 12-:00:00 PM

Hﬂ Export/lmport Response

= Printable View

Response Last Submitted On: Mot Submitted Yet

RFQ Details Messages (Unread 0)

Setlings  Buyer Aftachments (0) = My Response = User Rights

Submit Response

Click ‘Download’ to download the questionnaire in Excel
format.

it ““Download T#,”” LA T4 Excel # 1 [H1 52 3%
%o

|= Back to Response

( Help To Create & Import Your Response

This screen allows you to download an Excel containing the RFQ ire. You may use the to compile your RFQ response
Once you have completed the spreadsheet you should retumn to this screen and import the spreadsheet in order to populate the online questionnaire.

Select File to Impori Browse. [_g Import Excel & Download ‘

If you have any questions
regarding the types of questions
and how to work with the excel
guestionnaire, you can click on
‘Help To Create & Import Your
Response’ to get detailed
instructions.

D1 RSt ) 50 A AR R ] fef
H excel FIE RH&A 5,
Al LA “HBh” LR
YRR .

Follow the instructions and complete all the mandatory
questions (color coded yellow).

UL SE A L IE T (FRig s ).
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—_—m_—_—
[ o T 3 3 I 3 H [ 1 [ s K
NOTE: PLEASE DO NOT ADD OR REMOVE ANY WORKSHEETS, CELLS, ROWS OR COLUMNS FROM THE EXCEL RESPONSE SPREADSHEET, OR EDIT ANY FORMULAE
RFQ Response Questionnaire for: rlq_325
COLOUR LEGEND
Response Optional
Response Mandatory
| During Import.

Q Information

d Qualification Envelope |
[ 1.READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RE SPONSE

bote [Note Details
fi i [Response Type __|Respanse Guide
1.1.17  |[CONFIRMATION |Please confirm that you have read and  |Yes/No Value Select the applicable ffYes
REQURED |understood these instructions response from the dro
[down menu on the
bottom right of the
response box
918 |CONFIRMATION |Name/ Date Text Enter plain text [ZWIBIZ3 6
REQUIRED
7] Technical Envelope

A Types of Pens
[Question [Description [Response Type. Guide sponse
211 11 |Can you supply any additional colours? |Text Enter plain text [Yes

When done, save the file and browse back to the
Export/Import Response page.

FE RS DR A SO 3 [51 2] Export/Import Response ““ &
H/FAEBR I,

4. Click ‘Import Excel’ to upload the completed Excel
questionnaire. The system will run a compliance check to
see if there are missing rows, incompliant responses (e.g.
texts entered in a numeric field) or missing mandatory
responses. If all checks pass, you can proceed to save your
responses. If not, please correct the errors indicated in the
system message and re-import the questionnaire.
Miff Import Excel ““F A Excel g7 AL IR E %R
. RGEKEBT BN A, UEERL ST,
BRI I CANFER - I SR N SCAS) - B S A AS
SERE . WARFT AR SRR, AT AR SRR I ORAE ]
o BN, 5 IEBSROR AR E T S AR R
1%

|= Back to Response

Help To Create & Import Your Response

‘This screen allows you fo downioad an Excel containing the RFQ . You may use the spreadsheet to compile your RFQ response.
Once you have completed the spreadsheet you should return to this screen and import the spreadsheet in order to populate the online questionnaire.

Select File fo Import| CA\Users\u958Wu\Deskioplz  Browse. @ ImportExeel | &, Download

5. As always, remember to click ‘Save Changes’ when you are
finished.
— e, EESERUE Mt Save Changes ““fRIFENZR 7.

EDIT MODE: Imported changes need to be reviewed and saved

Unrestricted Version 1 6
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Create RfX Response: Modify your Response
I RIX M B : Bein &

L You may edit and re-submit a submitted response, up to the
Closing date & Time.
FEA L E AN (] 2 R/, 80T DB SO B A R
1. To modify responses online, you can edit your
responses by turning the questionnaire into edit
mode and updating your responses accordingly.

FELRMB IR, 5 208 0] R AR e o R A

A IFREAT 2
~ 3. Commercial Response (Line Items: 4, Q i 0) » [ Edit response
:;‘;"';mm Description ~ Remarks a’;z;‘“' rrrrr . Quantity Unit Price Price Comments
2. To modify responses offline, you need to download the Remember to Save your
excel questionnaire, update your response, and then import | reésponses as you go.
. . . RN = IR
the questionnaire into the system. L E BT R AP A R A
BB SR, 752 T excel NIRRT ES, A
JEHHHR ARG

[+~ Back to Response
Help To Create & Import Your Response

This screen allows you to dovmload an Excel containing the RFQ . You may use the spreadshest fo compile your RFQ response.
Once you have completed the spreadsheet you shouid retum to this screen and import the spreadsheet in order 1o populate the online questionnaire.

Select File to Impori| C\Users\u958WulDeskiopla ~ Browse... I:J lmpuxxwi & Download

Create RfX Response: Delete your Response
I RIX M & : MIFRIHIE

L If your current responses are no longer applicable and the
RfX closing date/time has not passed, you can delete your
responses.
FE REX KT E /N TRD AT, A mT R AN P2 A B e &2
1. Click the More [...] button, on the upper right corner
of the page and then click on ‘Delete Response’.
M EANE R L] %, R)E A
Delete Response “ fiHE& a1 & 7.
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1

Message from webpage X || fif Delete Response
E
@3 Export/import Response
WARNIMNG! You are about to Delete your Response.

X g X @ Printable View
Click '0K' to Continue or click 'Cancel’ te return to your Response 4

[ o | Cancel |

2. Once confirmed, all of your previous responses will
be deleted. You will return to the My Response
page, where you will have the options to ‘Create
Response’ or ‘Decline to Respond’.
= NN (N S DN SREIF =R 23
Fr. fE MyResponse “F[IIEIE” S, Bk
Create Response “fill##[F% ” B¢ Decline to
Respond “#4E4s [R5 7,

Create RfX Response: Withdraw Response
I RIX B : &R

L If you would like to withdraw from the RfX, you must delete
all of the responses entered previously (see steps above),
then proceed with the following:
AR TR REX, DAUEIHER MER ARG &S GF
Z MR IR, ARG AR AT DA Ak
1. Find and Click on ‘Decline To Respond’ in My
Response page.
£ My Response X[ [l & 5 4L 3] 3F s 7 Decline
To Respond “HH #4577 ,

(& Decline To Respond

2. Enter a reason and confirm the action. The system will
notify the Buyer Organization of the withdraw.
B N 0] S B0 SR R R AR AR o RGO SN KT AL
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Decline To Respond 3 Cancel

Decline To Respond

Enter Decline to Respond Reason Details
‘Capacity of the year has been reached.

3. But you can still submit responses at any time until the RfX
Closing date. To do so, use the Undo Decline feature on My
Response page.

TE REX R HIH 20, BARAT AR I 5. ik, i A
7 My Response “ 315157~ TiTH _E /) Undo Decline “#
TR i

Zad

Create RfX Response: Submit Response
A% RIX M. JRACRIE

L Once the RfX questionnaire is completed, you are ready to
publish your responses toSIEMENS.

REX IS A& — A58, Bt Al LKA 478 1] 1.

In My Response area, click on the ‘Submit Response’
button.

£ My Response “FKI[EIE” TUf, A7 Submit
Response ““#&3Z[EI & ~~ #i4H.

My Response Summary

1 A ket i

z freg it

3 Sl conpler Total Price (excluding optional sections) 785,000

2. Once you clicked on the “Submit Response” Button, confirm

the action
M7 Submit Response “ &2 R >~ #edll ), #hIN X
k.
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Message from webpage X

IMPORTANT: Please ensure that you have reviewed your response for
completeness, including any file attachments. To continue with your
submission, click "OK". To return te your response without submitting,
click "Cancel”.

» oK Cancel

3. You can see in the RfX header that the response status has

changed from “Not Submitted yet” to Response Last

Submitted on date/time”.

AT LAE RiX L E R, [BIEDIRA S Not Submitted yet
“RILAL” H N Response Last Submitted on date/time
“ ERIEIE AR AT H /i a7

RFQ: rfq_325 - Writing Instruments 2016

Pm]ed tender_107 - Stationery Project 2016 (John Smith)

g Date 6 Pl
espume Last Submitted On- 08/23/2016 01:44:04 PM J

Create RfX Response: Manage Messages
ﬁlji_ fo IEIE ,fIZI Juxk’v‘

L If you ever have questions about the RfX in which you are
participating, you can contact the buyer through the
Messages area within the RfX.

R 2 51 REX A BER, ATLGELE REX )
Messages “15 /5.7~ IZiJi'%l?_ﬁI]¥Eyf\/w

Note: Please pay attention to the date and time indicated in
the End Date for Buyer Replies to Messages field on the RfX
settings page. The Buyer has no obligation to respond to
your message after the date and time noted.

VT RAE <RiX XE” 7 LY End Date for Buyer
Replies to Messages K77 [R5 B i H 7 B
FaE I H A | 48 BN 2 f5, K7 ABA
SIS BT R .

Date & Time Information

Options for Viewing Resp RFQ Publication - Date

Sealed 08/23/2016 09:56:25 AM

RFQ Latest Change - Date “End Date for Buyer Replies to Messages - Date
08/24/2016 11:14:21 AM 08/24/2016 11:15:00 AM
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Warning! The End Date & Time for Buyer Replies to Messages has
passed. The Buyer has no obligation to respond to any request for
clarifications on this Object. Do you want to continue to send the
Message?

oK | Cancel

2. To create and send a Message to Buyer, please follow the
following steps :
BRI R KT ROEAE B, ER IR P IR

1. Inthe RfX you’re working on, select the ‘Messages’

tab.
L FTALI) REX R, At Messages ““f§ 87 %
Iﬁo

2. Then click ‘Create Message’.
SR )G M il7 Create Message““ RIS 87,

RFQ Details f’ Messages (Unread 0) /

Creat*lessage Received M q Sent M g Draft M g Forwarded Messages

3. On the new page, you can
FEFH S -, far L
a. Classify the message if the Buyer
organization has the categories configured,
e.g. Clarification.
IRTT ORCE 7R, NS BT
7"7'3’ ﬁni U‘E%%o
b. Compose a message
YN EPSS
c. Upload optional attachment to support your
message.
AR R AT PSR S BN
When the message is created, click ‘Send Message’. If you're
not ready to send it, click ‘Save as Draft’. Then you can
retrieve the message later in the Draft Messages area.
AEE BN, S Send Message““ KiEfER 7. 1R
WA MR KI%, 1 AUl Save as Draft“ “fRAFEEMR 7
)5, REATLALE Draft Messages“ “EMfE 87 X R
FHAE R
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Send Message M = ELLFEhIC] X Cancel

Message

Message Classification Subject
wnciassinieds] v | Delivery Terms

Message
Delivered at Terminal or Free on Board.

Attachments

& Attachments

Attachment Name Attachment Description Comments on Attachment
~, No
Attachments

Recipient

4. Back on the Messages tab, a Sent Messages area will be
displayed. You can keep track of messages sent, see if they
were read by the Buyer and see the message replies. To
view Buyer replies, please access the Received Messages
area.
IR [E1 3] Messages““f5 /2”7 Wi, 77 2 Sent Messages
“BRIBE R X BT UREROAIER, BE K
TR EFEENEE . EAEXTNEL, 1EU
i Received Messages “ CEMUfE 8.7~ X 4.

Recipient Date Subject Read by Recipient Replies
1 Astor 087242016 1111 AM Delivery Tems 1 0

Total 1 Page 1o 1

S. Reply to Buyer Message
EIEER
1. Inthe Received Messages area, click on Reply to
compose your message to the Buyer.
£ Received Messages“ “ BB IfE B>~ X+, 4
7 Reply “[HI42 7~ DU IS BRIR 4 ETT
2. When done, click Send Message to send your reply.

SERJG, M Send Message®“ K i%&{g 877 Kiknl

22
Ho

RFQ Details. Messages (Unread 0)
Create Message = Received Sent M Draft M
|= Back
Message ﬁ B Reply g Forward
Date Message Classification
08/24/2016 11:24 AM (unclassified)
Sent by Subject
Astor Re: Payment Terms
6. Forward Buyer Message
BRETER
[=Rany

1. To forward a Buyer Message to recipients outside of
the platform, you can do so in the Received
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Messages area.
B SO E B RGT 6 MR, AT L
7t Received Messages “ LIRS B X AT
T
2. Find the message you need, click on ‘Forward’.
RENEFH L KNER, mid Forward “F#K 7.
3. Enter the recipient’s email address. Use semicolons
to separate email addresses and send the message
to multiple people.
BN NI PR R b . S 2 5 4 B T
HEAR L, WIS B R IE LS 2 SN .
Click ‘Forward’ to send the message.
i Forward “# K 7 LURIEIZE B

ﬁ ggjForward X Cancel

Forward Message

Recipient Subject
P2 _com; il.com Fur Re: Payment Terms

Message

Message related to the RFQ rfg_325, with Title
Writing Instruments 2016, forwarded by Z W
{Supplier ZW)

test
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