How to Respond to a RFx

This job aid provides steps on How to Respond and Submit a RFX Response in SAP Sourcing to

Eli Lilly and Company.

# | Description of Steps

Visual

1. | Access SAP Sourcing
module v9.0 via the
link provided in the
email invitation to
review the RFx.

Dear Supplier,

You are invited to participate in the Eli Lilly and Company RFx named: RFP-2000-
00000000, Training Example_01222020b.

The deadline for your completed response to this RFx is 00/00/2020 12:00 PM (EST).

TO CONFIRM PARTICIPATION, follow these steps:

1. Click on this link https://sourcing-
a.lilly.com/sourcing/fsvendor/rfx/SellSide/rfps_header page,-
322961407:900?rqaction=load&hook=rfxLoadRQHook&allow redirect=1trueee.
2. Enter your username and password (previously emailed to you).

3. Click Log On.

4. Click on the Proposal ID link located in the Proposals section of the page.

2. | Enter the Username
and Password
provided from
Eli_Lilly_Procurement.
com

User * ‘

Password *

Logon Problems? Get Support

. T Copyright ® SAP AG. All Rights Reserved. W




How to Respond to a RFx

Click RFx Proposal
number under RFx
Response.

B e

= Trainmg Example_MZZ301S

Dispiaying: P RFP-2015.00000004: Training Example 91222015

2 hasaen

O RrRamS-0m0M
T

Comentmase: GpenForAesperse
Conpany: 3 Loy and Corary
Comet Shen Branéen

EFaRowpenna D Do U041 1200 P4 E5T)

A Ruspsnnes.

schats Rams
DaieyHare PansedSuri D
FPRpON D101

Descrpten Tha 8.8 et e Prgeaal0 g

-
M D | Gy tonouma B

By
o ekt i gt

Supsr stz

a0 W st m

IS Sunt atquestons e e secton by 122

Select the
participation option
for your company
Intent to Respond or
Decline > Then select
Finish.

Confirm ion To R d

| o Finisn || 3 cancel |

Confirm intention to respond by:

017252015

If you do not confirm your intention to respond by this date you will bse access rights to this RFx. If you
choose Intend To Respond you may deciine participation by changing the phase on your Response to

Decined.

" Intend To Respond
" Decline To Participate
@ Undecided

Review Terms and
Conditions > Click
Accept or Decline
under Terms of Event
> then select Finish.

Terms of Event

| «# Finisn || 32 cances |

Test Example Terms.

 Accept

= Decline

On the Header Tab,
review contact
information. Fill in the
Incoterm location,
and review any event
updates.

Note: Any updates by
Lilly must be
acknowledged before
submission of RFx.
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RFx Response Status:

Response Due Date:
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How to Respond to a RFx

7. | Go tothe Exchange
tab > Review the
desired rate of “%%f
exchange and ]
. - Rfx Auctions Confracts
currency for this T
event. Back Overview = AFx. Training Example_01222015 = PROP-2045-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example 01222015 : Detail
o Done | [EJ5ave | 8 Cancel | ) Undo | by Actions | [ Repors «| [ Atachments 5] | ) Dscussins | 3 Chat | {3 nProgress | Subri s
Header }/ Exchange Fates I Schedule‘ \nfwmatm‘ %‘ lluest'msl Ling tems
Currency: USD
Altemate Currency From Rate ToRate Uge System Rates
EUR 11358 08774 r
8. | Onthe Schedule tab >
Review Schedule
Items for the RFx. s
" ! RFx Auctions Contracts
£l B-a‘ck .Overwew > RFx: Training Example_01222015 = PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example 01222015 : Detail
o Done | (] Save | 96 Cancel| EBUndo | |} Actions + | [ Reports « | [N Attachments (6) | " Discussions || 37 Chat | ¢ I Progress || 441 Submit «
M\ Exchange Rates / Schedule I Informﬂtiun‘ %‘ Questmsi Line tems
Schedule
Schedule tems Start Date Description
RFxResponseDue  01/3022015  The RFx response is dus shortty. Make your final changes and set the respense status fo Firm,
i“'h'f”“e' QuesloNS 0 ppepnge Syt al quesions in v Discusson secon by 122
9. | Select Information
tab > Click topic listed Lee,
in the Information R oo S

Sections to review
the materials related
to RFx.

Overview > RFx: Training Example_01222015 > PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example 01222015 : Detail
« Done || (5] Save || 32 Cancel || ) Undo | By Actions . | [iF] Reports . || [fY Attachments (6} | < Discussions | =3 Chat || [ % In Progress || 41 Submit «

Header | Exchange Rates |~ Schedule / Information } Specs | Questions | Line fems

Information Sections

L3 Information Sections Has Attachments.

1 Scope of Request =
2 Addtional Documentation =
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10. | Click the
Attachment(s) tab to .
review all documents "%27
attached to this RFx. ‘hL RFx Auctions Contracts
Click Attach File(s) or [ Bick | Overvew > R Tranng Exarle 01222015 > PROP-2015-0003
Attach URL to submit Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example 01222015 : Detail
additional o Done || (] Save | % Cancel | B Undo | by Actions . ERepnrts‘QDiscussinﬂs B3 Chat | % In Progress || 41 5ubmit 4
attachment(s) or fostr  EctgeRdes | Scudue | Womlon | Ses | Qs | Lt |
URL(s) with the Hformation Sctons
proposal.
# nformaton Sectons Has Atachments
1 Seope of Request 2
2 Addtional Documentation E
11. | Select the Questions
tab > Click each name .
in the Title column to SZ&/
open the section and Auctins Cartacts

answer all questions.

‘ nl,t AFx

[C2]Back | Overview » RFx: Traning Example_1222015 = PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

o Done || (] save | ¥ Cancel| E)Undo | by Actions | [ Reports | Ih Attachments (8) | G Discussions || 33 Chat | % n Progress | g Submit

@‘ ExchangeRates‘ Schedube‘ \nfnrmatmi Spefcs/mmm's ‘ Lmelternsl
Questions

¥ Title Questions Answered

Ooutof2

Required Questions Answered

Training 1 0 outof2

Total Price:  0.00USD
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12. | Answer each question
in the section. Click Loz,
Back to proceed to 7|‘ .J : Fin ful::lﬂf!s Cﬂntrﬂc‘ts{ B )
the next question Editing: Questions Section : Training 1
. . . + Done || [Sl save || 3 cance: || = unao
section, if applicable. Description:
Or Save and Done, R e R T
after answering all
questions in that )‘XQ Hawe you reviewed all materials in the attachment section?
section. Repeat the e e
process until all TESTROCUMENT Bt
sections are complete.
1.2 Training Questions 2
< Hawe you submitted all required materials ?
=i
[T
=1
13. | On the Line Item tab >
Enter your pricing .f@, s
information in the
. . - Fx Ao Conbacls
required fields > J '
e ams 122015 > PROPBISAOIS
Repeat the process for . espors ROPAINSN3i R RS0 Tring g (22015 el Sz
each “ne item > Clle ¢l Hsuie| M cuce Wiode| }ydcins. Bhepus s a_mmsm _('me EEIT tho;w _am._
Save e Dbwphds | Sk b G el el |
' o FEI + oy e+ B 07 [emomeme ]
E'mu:m Ehmnu.em
Decine To Bd Quartty Fled Pree lni Frez o0 board- Uni Price Frez on baerd - Bxended Prce.
¥ Defat Lneben g
F AT
r ten || 15, e
:; ¥ - |
r || ER [E)
Total Price 1]
14. | Click In Progress tab
to switch it to Firm. %
Click OK to confirm
submission > Click OK Auclons Cartracs

again to submit the
proposal.

=

_‘, n.. RFx
ck | Overview > RFx: Training Example_01222015 » PROP-2015-0003

Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example 01222015 : Detail

Header ¢ Exchange Rates Sonedue I \nfurmatmi Specs; Qusstons | Line lems

| o Done [EJsave | K cance |6 Undo | by Actions « [ Repurts 4 | [} Attachments 5] | (7 Discussions | 3 Chat B Prngr
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15. | Logout of SAP
Sourcing. My Settings Help a
16. | Supplier will receive

an email confirm
receipt by Eli Lilly and
Company for receipt
of RFx.

Dear Supplier,

This message is to notify you that your RFx Response PROP-XXXX-X on Training Example
has been received by Eli Lilly and Company.

Your point of contact is John Doe.




