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How to View and Respond in the RFx Module

- RFx Section- Information, Proposal, and Quote-

Follow the noted steps to completely review, download all materials, and respond to the
RFx.

How to View, Confirm or Decline Event Participation

# Directions Visual of Step

1.| Click on the email link
received from Dear Supplier,

EII—LIIIV—Procurement You are invited to participate in the Eli Lilly and Company RFx named: RFP-2000-
to confirm/decline 00000000, Training Example_01222020b.

participation in the

event. You will enter The deadline for your completed response to this RFx is 00/00/2020 12:00 PM (EST).
the workbench.

TO CONFIRM PARTICIPATION, follow these steps:

2.| Go to “Active

Auctions, Rfxs, and e,
Xpress Request" lﬁ" RFx Auctions Contracts
Overview —
There is no content to show @we Auctions, RFxs, and XPress Re@

3.| Click on the paper

next to the event g T
name listed on the o -
workbench. (e b -

 Suppier et o % 'g‘ Trang 012015 e e

7 40 iy ot o Rl i e B TesSeppter Acceas d Evul " STh Coved P Resgons

4.| Select the Rfx
Response Number -
wnalihs Brgensa € Covat Page Comemns. ::'...... i R
oy P oo .
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5.| Confirm or Decline Confirm Intention To Respond
the Intent to
Respond . Cl|ck Fln |sh choase Intend To Respond you may decine parispation by changing the phase on your Response to

« Finish || 3 Cancel

Confirm intention to respond by:  01/25/2015
If you do not confirm your intention to respond by this date you will lose access rights to this RFx. If you

(" Intend To Respond
" Decline To Participate

& Undecided

6.| Read and review the
Terms of Event. Then Terms of Event
accept or decline the Test Example Terms
terms for the event. -
Click Finish.

«* Finish || 3% Cancel

 Accept

= Decline

How to Respond to an Event

Each request maintains different tabs depending on the type of event. The events types

include Request for Information (RFX), Request for Quote (RFQ), and Request for Proposal

(RFP).

Complete each available tab by clicking on the name to preview the page. The tabs include

the following:

Tab Label
Header

| Explanation of Tab |
General proposal information including Event owner name and contact
information.

Exchange Rate

Currency applied for valuation of this Event.

Schedule Timeline to complete and submit information

Information Criteria and general information for the RFx

Specs Specifications for the RFx

Questions All questions pertaining to Scope of Request listed on the Information
Tab.

Line Items Bid area for submission of any specific Line Iltem(s).

*Note: All tabs are not available in every event. They are event specific.*
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Header Tab of the Event

Directions

Visual of Step

After completing
Steps for View and
Confirming
Participation, proceed
to the proposal by
reviewing the Header
tab.

= RFx
R
EJBack | overview > RFx: Training Example_01222015 » PROP-2015-0003

Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

Auctions Contracts

| o Done || [ save | 8 cancel | 15 undo | by Actions . | & Reports | B Attachments 5) | @ Discussions || @3 cnat | <[ in Progress || 1 5ubm . |

Header | Exchange Rates | Schedule | Wformation | Specs | Questons | Line tems ]
D:  PROP-2015-0003
Tite:  Training Example_01222015
RFx Description:  This is & Request for Proposal 0 Training
Current phase of RFx:  Open For Response:
Customer Company:  Eii Lilly and Company

Contact Person: _Sheri Brandon

Optional - Internal
Project

Number: To record
your company’s
Internal Rfx Response
ID, enter the number
or information here
for this project.

Example: Job123

1 ﬁg RFx
[E Back | Overview > RFx: Training Example_01222015 > PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

| o Done ii Sl save \i 3% Cancel ii 1) Undo \i |1 Actions . h [i2] Reports 4 \! [ Attachments (6) ]I < Discussions \! FP chat | [} In Progress || 41Submit . |

Auctions Contracts.

Header } Exchange Rates y Schedule | Information y Specs ), Questions | Line kems |
D:  PROP-2015-0003
Title:  Training Example_01222015
RFx Description:  This is a Request for Proposal 0 Training
Current phase of RFx:  Open For Response
Customer Company:  Eli Lilly and Compan

aci Person.  Sheri Brandon

Internal RFx Response ID: | |

Optional - Cover Page
Comments: To submit
a cover page note to
Lilly. Enter comments
in the Cover Page
Comments section.

General Status

RFx Response Stalus:  In Progress
Response Due Date:  01/30/2015 12:00 P (EST}
Cover Page Comments:

+~B1U

(1]
L10]
1]
&

Font = Sze v Black

™ View HTWL Source || Spel Check |
0 characters.
Intention to Respond Date:  01/25/2015

Intention to Respond Confirmed:  01/116/2015

Delivery Information
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4. | Required - Delivery
Terms: Type .
the Iocation applicable RFx Response Status:  In Progress
for the delivery te rms CD‘I?:rsi::EC:umt:nI::i: 01/30/2015 12:00 PM (EST)
prior to Event
submission®
Example: United _
Fot =~ Sze =~ Back ~ B I U =E=E = %@
States —
Intention to Respond Date: E:Z;Z::
Intention to Respond Confirmed:  01/16/2015
Delivery Information
Incoterms Incoterm Location
Free on board : :
Changes by Buyer
5.| Change by Buyer: This

section will maintain
any modifications to
the event by the Lilly.

Note: If there are any

Chasges by Seper

o Em e

ADI0aNE FoarriE 3

PGS0 Qe EST)

changes by the Lilly
prior to your
submission. Then your
company will need to
read and acknowledge
the modifications prior
to your event
submission.*

*The * items in this section are to be reviewed prior to proposal submission.
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Exchange Rate Tab

No action items are required on this tab except to review the specified currency for this

event.

Figure 5: Exchange Rate Tab Overview

‘ h,L AFx Auctions

Back Overview = 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 | ¥ Cancel| ) Undo | by Actions | [ Reports « | [ Atiachments (8) 7 Discussions | 32 Chat || o % In Progress | 4] Submi

Header -~ Exchange Rates Schedule | Information .~ Specs © Questions Lmertems]

Currency.  USD

Contracts

Alternate Currency From Rate ToRate Uz System Rates
EUR 1.1399 18774 r

Schedule Tab
This tab contains a list of all key dates for this Event with required submission date and time

for each activity. Some activities have additional requirements to be completed in other
areas such as the Discussion area for “Supplier Questions to Lilly.”

Figure 6 : Schedule Tab Overview

Lz,
[ rrL RFx

Back | 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 | % Cancel | ) Undo | by Actions . || [EFReports « | [} Attachments (8) || < Discussions | 552 Chat | «[ % In Progress | ] Submit «

Header Exchange Rates '© Schedule Information Specs Questions Line tems. ]

Auctions Contracts

Schedule

Schedule ftems. Start Date Description
RFx Response Due  (M/30/2015 The RFx response is due shortly. Make your final changes and set the response status to Firm.

Supplier Questions to
Lilly

/252015 Submi all guestions in the Discussion section by 1/22.
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#‘ Directions ‘

Information Tab

This tab contains information regarding the Scope of Request, Specifications, and other

important project related materials.

Lee,
I

[E5] Back

Overview > RFx: Training Example_01222015 > PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

+# Done Save || 3 Cancel | ) Undo || [P Actions 4 | [iF] Reports

Figure 7 : Information Tab Overview

RFx Auctions. Contracts

[ Attachments (8) | <7 Discussions | 7 chat | ¢ % In Progress || 4 Submit «

Header }

- &

Information Sections

TR } /V } Specs } Questions | Line tems

Has Attachments

Information Sections.
Scope of Request

Additional Documentation

Visual of Step

1. | Click each

title for the wcf&/
Info‘rmatlon |‘"L RFx Auctions Contracts
topic to e —

. ﬁﬁack Overview = RFx: Training Example_01222015 > PROP-2015-0003
review the Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail
material « Done Save | 3§ Cancel | ) Undo || | Actions . || [i5) Reports 4 | ) Attachments (6) | G Discussions | 5732 Chat | «[ 3 In Progress || §] Submit 4
enclosed. Header } Exchange Rates } Schedule /'/ Information } Specs | Questions } Line tems
*ThIS iS Information Sections
I nfo rm atl on # Information Sections Has Attachments.
required to 1 P
r‘espond to 2 Addtional Documentation F
the RFx
request.
Access the —

2. | Attachment | | &%,
area to |h,J.,‘ RFx Auctions Contracts
download = =
. ﬂBack Overview = RFx: Training Example_01222015 = PROP-2015-0003

and review Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail
all + Done Save | ¥ Cancel | i Undo | ) Actions . || [ Reports 4 2 Discussions | 37 Chat | «[ 3 In Progress || 41 Submit «
documents Header } Exchange Rates } Schedue | nformation | Specs | Questions } Line tems
to complete
the RFX. Information Sections

# Information Sections Has Aftachments
1 Scope of Request F
2 Additional Documentation F
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Questions Tab

This tab maintains all questions for the Scope of Request. Complete all required items in the

Question Summary section. The Question Summary page provides an overview of the

amount of questions to complete, however click each question section title to review each

individual item.

Figure 8 : Question Summary Tab Overview

lﬁ RFx Auctions Contracts

Back | Overview = RFx: Training Example_01222015 > PROP-2015-0003
Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

| + Done ” Save ” 3 Cancel ” I Undo ” [} Actions 4

[&z] Reports

[ Attachments (8) ” C{ Discussions ” 33 chat ” <[ % In Progress ” 4] Submit .

Header} ExchangeRates), Schedule} Informatinn), Specs/m } Lmelternsl

Questions
# Title Questions Anzwered Required Questions Anzwered
7 1 Training 1 0 outof2 0outof2
Total Price:  0.00 USD
# | Directions Visual of Step
1. | Click each
Title to ﬂ%
rEVIGV\./ the iﬁ RF% Auctions Contracts
Que_Stlon Eﬂ Back | Overview > RFx: Training Example_01222015 > PROP-2015-0003
Section.

Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detail

| «f Done H [E] save H ¥ Cancel H I Undo H I} Actions 4

[kz] Reports 4

[ Attachments (5) H C; Discussions

| 23 chat H 4% In Progress ” 41 5ubmit .

Header}, Exchangeﬂates} Schedule} Infurmatinn}, Spew/l/lhm&ns } Linertems]

Questions

# Title: Questions Answered Required Cluestions Answered

Vs 1 0outof2 0outof2

Total Price:  0.00 USD

ELI Lilly SAP Sourcing Supplier Help Guide_nov2015
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Answer
2. | each
question in

T e P —

Owerview = RFx: Training Example_01222015 = RFx Response: PROP-Z015_ 0003 > Traini

h o Qs i = i s T irnirng 7
t e =] save L Cancel B Undo

. ——
section. Cusmations Aot © ot ar2

Reguired Questions Answwered: O out of 2

1.1 Training Questions Group 1

1.1.1

Click Save T —
and Done

o Cormpiste this Gueston Feview ail attachmente.
after Sggmienal Question Information

answering
all questions| | .. e cuestons =
in each 320

¥ Hawe you submitted all required materials 7
section.

[=|
=1

D of 2000 oharsoters

Note: The additional question field has a maximum limitation of 1000 characters, if applicable.*
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Line Items Tab

On this tab your company will provide your company pricing for the requested line items in
each field. Complete each line item per the quantity request determined by Eli Lilly

Procurement.

Figure 9: Line Item Tab Overview

<y
T —

Edifing: RFt Response PROP-2015.0003 in RFx RFP-2015-00000004:Trining Example 01222015 - Detai

Overvew =

Wy Sefirge Help o

X Full Screen

o Dove [Fsee X Cacel Binn Dyhctoes s Eegors . B Asachmens (F) Qosomss TR0 ﬂum #5000t

View: [T - CroopBr Suwel ~ Detalfuoc: 70 508 I{.'amnhm

(Bl mim £

Free on beaed . bisaded Pree.

lecire Tn 5t Dty Hed Pceied e board. st e
¥ (71, Detant Lne bem oy
£ 7 11 e 17 e e b 10 gyl 554
L 1o |t
IR
r Toze |1
ToksiPrice:

# | Directions

Visual of Step
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1. | Clickon
the Line Sz@’, Wecoms S.Mineiord | Iy Sefnge Hep o
ltems tab " - s v
= PROP-M15-D03
to.e.nter RFx RFP-2015-00000004: Training Exampla 01222015 - Detail s
PACINE IN | | vome B waee W bocos, s, Do) Qrmomon P08 Gyemges s,
the B R
requested View: TR -~ GroupBr Sovd + Defadfocs " 0n & O [ioh oot ot
; ot e g e
flelds ----- [erine inFd Duasty Hied e ind e o Baaed . Lind e Free on beaed . bisaded Pree.
next to (71, et Lo e G
each “ne I 4 '- 1T M. 175 Bl oot e - e - A10E1Mve Sipypies. . (5454 . 1 D S
. P (1% 4]
item. P 7 12 e 124 -bal o pes- k- A10.0ce Suppes - U343 1 o
Click Save E ] i - w
and Tolai Price: uso
Done.
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Finalizing the RFx Submission

To finalize your submission, proceed to complete the following steps:

e Input Incoterm location on the Header tab

e Acknowledge any modifications from Lilly noted on the Header tab
e Ensure all questions are answered completely — Question Tab

e Attach all files in the Attachments section

e Enter pricing for all Line Items

e Change the Phase to “Firm” by clicking Submit

# ‘ Directions ‘ Visual Step

1. | Go to the Phase Section &fiz,,
in the task bar. Select i)
R lw RFx Auctions Contracts
SmeIt to Change your ﬂBack‘ Overview = RFx: Training Example_01222015 > PROP-2015-0003
status from “In Progress” Editing: RFx Response PROP-2015-0003 in RFx RFP-2015-00000004: Training Example_01222015 : Detall ==~
to ”FlRM.” ‘JDnna““.Save“:mx-.(',ance\-::.“ﬂ.?Und‘;“.ii.ﬂ.ﬂxct.iuns..Ei"E_Fiepms. mAﬁachments(E)QDsscussmns 3)@ .Ch-at.:#}in.P;llgr Q]Suhmlt‘
Header |/ Exchange Rates |/ Schedule | nformaton | Specs |/ Questons < Lineems |
Be sure all items above
have been completed.
2. | Confirm Phase change > T — |
Click OK to confirm =
) . . _ﬂ' 1 Ao Cortucy
submission > Click OK Dl ey s ey s
X Fsoney
change from default U.S. | [ fu xime s b, s pisiea Govmen 1506 oo 50
dollars > Save and Done. i fwi, ) Pomth Sy e
] T Cenbcre Amaered Fagurs! Domicrn Arvuersd
3. Logout of SAP Sourcing
My Setting=s Help a
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SAP Supplier Sourcing Link:
https://sourcing.lilly.com/sourcing/fsvendor/vendordesktop/login

Supplier Portal (Accessing System, Job Aids, and Troubleshooting Request Form):
http://supplierportal.lilly.com/Pages/SAPSourcing.aspx
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https://sourcing.lilly.com/sourcing/fsvendor/vendordesktop/login
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