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Description

This course explains how to respond to a sourcing event

After completing this course, you will be able to:
. View a sourcing event
. Attach files to a sourcing event
Respond to a sourcing event
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4. Submit a bid to a sourcing event

5. Edit your response to a sourcing event
6

Message the buyer



RAINMAKER
o

POWERED BY ;:;;*COU pa

How to View a Sourcing Event

You will receive a notification email that you have been invited to participate in a sourcing event

Distell <do_not_reply@distell-test.coupahost.com= 10:38 AM (0 minutes ago) V¢

a 1o distellcoupatesting+flora ~
Click on * ‘to open the

event and respond
o

piste,  Consulting Services invitation - Sourcing Event #305

Distell has invited you to the sourcing event: Consulting Services .

If you intend to participate, review the event timeline and accept the terms and conditions of the
event, if applicable. Click the "My Responses" tab fo provide your response, which may include
Attachments, Forms and ltems and Lots.

DISTELL

Response due date: Friday, 22 May 2020 10:26 AM SAST

Want to participate later? Need more info?
Click | intend to participate button to let the buyer know. Click View Event and you will be taken to the event page.

| intend to Participate




The Sourcing Page

RAINMAKER
o

POWERED BY %‘}COU pa

The * ’ tab shows a summary of the
event information such as terms and
conditions, bidding rules and the
timeline of the event

This tab will allow you to populate a
response to the event/tender, such as
uploading attachments and responding
to items and lots

NOTE: You need to click enter
response to access this tab

The clock shows you the remaining time
for the event to close

Tick on this option to let the buyer know
that you intend to respond to the event

Accept or decline the terms and conditio
If you select no you will not be able to
respond to the event/tender

Timeline shows when the event
started and when the event will end

Exports the event to an excel sheet

Navigates you to the response tab to
populate a response to the event

Lvent Into My Hesponse

- rCing ovenl. Consulting Services
vont, if ap

Dolyou intcend to participate in this

le. Slick the "My Responsos” lab lo provide your response, which imay include Allachments, Formes and e

Fvent Fnds

days
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If you intend to parlicipale, 1oviow lhe ovent lmalinge an
and Lots

ewverye?

accepl the nms and conditions of he

N

= lintend to participate in this event

Event owner will be notified of your intent 1o participate

Accept Terms and Conditions

Terms and Conditions

Terms_ana_<conaltions. docx

Cwvent Information 8] Bidding Rules

Fuent will end at the Fvent Fnd Time

Your are

by buyer once aubmitted

Timeline

Misy  Fvent Stan
10:37 AM Anicariotmesburs
44d - 23h : 48min

nt Info My Responsc

Distell has Invited you to the sourcing event. Consulting Services

Do you accept these Terms and Conditlions?

*  Yes
No

=] Buyer Attachments

May B
22 10:26 AM snicaiiotmnmesburg
00:00

= Ends

davs

==

nrs

It you intend to participate, review the event timeline and accept the terms and conditions ot the
event, It apphicable. Clhick the "My Responses” tab to provide your response, which may include Attachments, Forms and Items and Lots

[De> yorua inlericd Lo prarlicipale in this evernit ?

& 1intend to participate In this event

Fuwent owner will be notified of your intent to paricipate

=z Accept Terms and Conditions

Terms and Conditions

Terms_and_Conditions docx

= Event Information & Bidding Rules

Do you accept these Terms and Conditions?
= Yesa
No

(=] Buyer Attachments

Evonl will end at the Bvent End Tiune.

Your r are

by buyer once submitted

Timeline

Event Ena

onannccburg

Sonal ? Export to Excel

Enter Response




How to Respond to a Sourcing Event
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o Select ‘ ’ to replace the buyer’s
document with your response document
from your pc

Attachments

v

Provided by Daisy Mogaila Your response

Response to Confidentiality

Confidentiality

Instructions
Kindly attach the signed Confidentiality Agreement.

Attachment
None

Introduction (ADD UPDATED INTRODUCTION &
remove instruction)

Attachment
None

ttachment
Add File

| responses. docx

Response to Introduction (ADD UPDATED
INTRODUCTION & remove instruction)

Attachment
Add File
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= Forms

a Populate the information in the form

1. Supplier Diversity

Please answer the guestions below

* Does your company ~
fall within the generic
codes or the
construction sector
codes?

* What is your
company's BEBEE
rating?

“What is your
company's black
ownership percentage?

“ What is your
company's biack
women ownership
percentage?

* Please attach your | Choose File |No file chosen
company's B-BBEE
certificate or sworn

affidavit.




How to Complete Bidding Information
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Populate the price of the items

Exports the response to an excel sheet

Allows the import of the response on an
excel sheet

Shows the history of the event

Allows you to save the response to access
later

Submits the response to the buyer

‘= |tems and Lots

Name

Items Not In Lots (3 items)

tay Sourcing Lead

g Procure to pay lead

ey System Analyst

Expected Qty

1 (Hours) X
1 (Hours) 3%
1 (Hours) %

My Price

1000,00 *
1 000,00

750,00

Price x Expected Qty »

2750,0000 7ZAR

100000 ZAR

1000,00 ZAR

750,00 ZAR

¢ | have reviewed the changes to this even

Total 2 750,00 ZAR

Export to Excel

Import from Excel E Load History

Save




Sourcing Event Editing and Messaging
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Allows you to edit the response if there
is still time until the event ends

Allows you to receive messages from
d send messages to the

Consulting Services - Event #305 aciive

Event Info

responded on 2020/05/07

Event Ends

I._‘

days

Edit Response

Attachments

Provided by Dalsy Mogalia

Confidentiality

Instructions
Kindly attach the signed CGonndentality Agreement.

Attachment
None

Imtroduction (ADD UPDAITED INITRODUCTION &
remove instruction)

Your response

Response to Confidentiality

Attachment

responses.docx

Testing_Ll.docx

Response to Introduction (ADD UPDAIL ED
INTRODUCITION & remove instruction)

Consulting Services - Event #305 acuve

Event Info

responded an ZO2N05/0/7

Event Ends

Edit Response

AlLachrnments

Provided by Daisy Mogaila

Confidentiality

Instructions
Kindly attach the signed Confidentiality Agreement.

Attachment
None

INntroduction (ADD UPDATLCD INTRODUCTION &«
remove instruction)

Your response

Rosponsc to Confidentiality
Attachment
e

Tesung Liaoccx

Response to Introduction (ADD UPDATLCD
INTRODUCTION & remowve instruction)
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