Rockwool e-procure RFQ User Guide

User Guide for RFQ Response Submissions

This user guide shows you to how to complete and submit your responses for RFQ’s

If you are invited to participate in a ROCKWOOL Group RFQ you will receive an email alert from
eprocure-alert@rockwool.com

You can follow the link in the email directly to the system, where you will be required to login using

your Username and Password

ROCKWOOL

FIRESAFE INSULATION

E-PROCUREMENT | NEW SUPPLIER LOGIN HELPDESK
PORTAL | REGISTRATION

Welcome to the ROCKWOOL ! _ \ 440

I Usemame Need assistance?

E-Procurement Portal.

Password
This Portal provides a suite of Gl

2 B Regisirati
collaborative, web-based tools that LR _

enable procurement professionals and

suppliers fo conduct the strategic

activities of the procurement lifecycle
over the internet.

Copyright @ 2016 BravoSolution

If you cannot remember your password or user name simply click the ‘Forgotten you password’ link
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Select the Request for Proposal icon, which will direct you to a list of RFI's/RFP's you have been

invited to participate in

I\ RockwooL

SUPPLIER RESERVED AREA

PROJECTS

B Projects@ Requeslforlnformation(RFI} Request for Proposal (RFP)
& Jl"\ucticmsW'_-l'1 Contracts

USER PROFILE

> Manage Your Profile
» Modify password
> Manage Users

» Send ROCKWOOL a request for
Organisation and User Details update

¥ Log Qut

HELPDESK

Need assistance?
Please contact our helpdesk

« Phone +44 203 608 4238

« help@bravesolution.co.uk

The RFQ will also be present on you e-procure dashboard under the heading ‘My RFQ’s with Pending

Response’

1. Click on the RFQ Title to enter

My RFQs with Pending Responses

RFQ Buyer RFQ Closing
Title Organisation Date/Time
Panet Rockwool 01/02/2017
2017 PREP 17:00

Response
Status

Mo Response
FPrepared
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2. If the Rockwool Category Manager has attached the RFQ Terms and Conditions, you will
start at the page below. Here you will need to download the document and read the
document and then confirm whether you agree to the Terms and Conditions by selecting the
relevant option
If you select that you do not agree, you will not progress any further
Once you have selected the relevant option click the green ‘Confirm’ button

16:28 WET - Western Europe Time @ Help~ (D

ROCKWOOL

|‘- Back

Accept Contract

Please download and read the Terms and Conditions Document and agree fo it in order to have access to negotiation details.

A Warning! You must first the Terms and C i D by clicking on the document name |

Supplier Agreement

Terms and Conditions Document
E RFP - Template.doc (123 KB)

Confirm that you have downloaded and read the Terms and Conditions Document

I Agree with All Terms and Conditions _ - I don't Agree

3. You will then enter the RFQ, you can click on the ‘Settings’ Tab to view the basic settings of
the RFQ

16:34 WET - Westem Europe Time @Hep~ (O

ROCKWoOOL 0O

|~ Back to List

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 01/02/2017 17:00:00

Running

Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 0)

Seftings Buyer Attachments (0) My Response = User Rights

Create Response

iew Response Index Only
1. Technical Response (questions: 17 )

1.1 Product Selection - Question Section

Question Description Response

111 Please select the tablet brands you carry * Select brands from options list
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4. If you need to send a message to the Rockwool Category Manager you can click on the
Messages tab, if the Contract Manager sends any messages they will also be stored here.

16:40 WET - Western Europe Time @tep- (D

ROCKWOOL O

ATION

[~ Back fo List

RFQ: rfp_79 - Tablet RFQ 2017 Running

Project: prj_151 - Tablet roll out 2017
Closing Date: 01/02/2017 17:00:00

Response Last Submitted On:  Not Submitted Y

RFQ Details Messages (Unread 0)

Create Message Received Messages Sent Messages Draft Messages  Forwarded Messages

Response Status

Response Status
No Response Prepared

Overview

RFQ Code Title

rp_79 Tablet RFQ 2017

Detailed Description Type of Supplier Access

Ru Invitatinn Oy

You can use the ‘Create Message’ tab to send messages to the Category Manager. Any
messages from the Category Manager will appear under the ‘Received Messages’ tab

RFQ Details Messages (Unread 0)

Create Message Heceived Messages Sent Messages Draft Messages Forwarded Messages
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5. If the Category Manager has included any general attachments they will appear here

RFQ Details Messages (Unread 0)

Settings = Buyer Attachments (0) My Response User Rights

6. The ‘User Rights’ tab can be used to add additional users from your organisation to
participate in the RFQ response submission. Click on the ‘User Rights’ tab and then
the ‘Add’ button. You will be presented with your list of users to select from

RFQ Details Messages (Unread 0)

Settings  Buyer Attachments (0) My Response User Rights

16:48 WET - Western Europe Time

ROCKWOOL

ESAF

M |~ Back fo List
RFQ: rfp_79 - Tablet RFQ 2017 Running

Project: prj_151 - Tablet roll out 2017
Closing Date: 01/02/2017 17-00:00

Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 0)
Setings  Buyer Attachments (0) My Response | User Rights
Last Name First Name Email Division Name Role Name
1 c.stefan@bravosolution.com Division
Total 1 20 v| Page1of1
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7. Toview the RFQ and begin your submission, click on the ‘My Response’ tab

RFQ Details Messages (Unread 0)

Settings Buyer Attachments (0) My Response | User Rights

8. Click on the ‘Create Response’ Button

| Backto List

RFQ: rfp_79 - Tablet RFQ 2017 Running

Project: prj_151 - Tablet roll out 2017
Closing Date: 01/02/2017 17:00:00

Response Last Submitted On: Mot Submitted Yet

RFQ Details Messages (Unread 0)

Settings Buyer Attachments (0) = My Response = User Rights

: View Response Index Only
1. Technical Response (questions: 17)

1.1 Product Selection - Question Section

Question Description Response
111  Please select the tablet brands you carry * Select brands from options list
112 Do you allow models to be loaned for trial purposes? * Please state
113  Are you able to deliver the devices with RW Imaging preloaded? * Please advise

1.2 Service & Maintenance - Question Section

You will receive the below message, click ‘Ok’

AT:02 WET - Weabern Curcpe Time

ROCKwWoOOL

RFQ: rfp_79 - Tablet RFQ 2017 perass o weveess S W
Propeet. pei_ 151 - Tablel rof oul 2017

| Runring
017 17.00.00 | A

Veu have now started b ereate yeur response.

Closing Diate: €
Hea, click the " battontto the O d
ceenplete yean ieipane.

Response Last Submitted On- N

Complese your response by gat ryfieids (marked
with an asterisk *}.
FEFG Dotails Mussages (Unread 0) ——_ .
st elick the “Submit Rewponie” button in ondes 16 bt
leted imsponse to the buyes
Selbrgs  Buyer Attachrents (0} | My Rosporse  User Rights

My Response Summary

1 Technical Responss Misaing mandstory tpspenses {17)
Commeetial Response Mardatory ekds mssing (10) Total Price fexcloding optional sections)
£ View Response indux Only
- 1T 17) [ Edit Responss
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9. You can complete the RFQ in two different ways either in the portal format or Excel, to
complete in Excel go to step 12. To complete in the system format, click on the ‘Edit
Response’ button

RFQ: rfp_79 - Tablet RFQ 2017 Running

Project: prj_151 - Tablet roll cut 2017
Closing Date: 02/02/2017 17:00:00

Response Last Submitted On: Not Submitied Yet

RFQ Details Messages (Unread 0)

Settings  Buyer Attachments (0) = My Response | User Rights

Submit Response

My Response Summary

1 Technical Response Missing mandatory responses (17)

2 Commercial Response Mandatery fields missing (10) Total Price (excluding optional sections) 0

: View Response Index Only

1. Technical Response (questions: 17 ) [} Edit RESPDI’ISE

1.1 Product Selection - Question Section

Question Description Response
1.1.1  Please select the tablet brands you carry * Select brands from options list
112 Do you allow models to be loaned for trial purposes? * Please state
113 Are you able to deliver the devices with RW Imaging preloaded? * Please advise

10. Complete the section, anything with a * is @ mandatory question, you use the ‘Save’ button

once completed

and Return E Save and Continue ¥ Cancel

[5’ Validate Response

1. Technical Response (questions: 17 )

1.1 Product Selection - Question Section

Question Description Response
ClApple
5 [JLenovo
1.1.1  Please select the tablet brands you carry * Select brands from options list CMicrosoft
[]Samsung
1.1.2 Do you allow models to be loaned for trial purposes? * Please state
113 Are you able to deliver the devices with RW Imaging preloaded? * Please advise

1.2 Service & Maintenance - Question Section

Question Description Response
1.21  Are you able to offer a service & maintenance contract for tablets in all the countries listed in the category "Lease Category” * Service of Tablets
122 Are you able to offer SLA for onsite service which cover all defects that are not caused intenticnally ? * Service of Tablets
1.23  Are you able to offer SLA for onsite service within next working day ? (Trouble shooting onsite is started within 8 hours) * Service of Tablets
124 Are you able to offer different SLA for onsite service exceeding next working day at different prices ? * Service of Tablets
1.25  Are you able to offer identical SLA for service across countries ? * Service of Tablets
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You will receive the below message. Until you submit you can come back and edit your
responses

E INSULATION

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17:00:00

Running

Response Last Submitted On: Not Submitted Yet

Edit Mode

3 The response is about to be saved; the format of your respense will be
_° checked and if no errors are found it will be saved.

Click "OK" to save or click "Cancel” to discard any unsaved changes. |8 Save and Continue ¥ Cance!

IMPORTANT: :
In order to make your response visible to the buyer you must submit it & Validate Response

1. Technical Response (questions: 17 )

1.1 Product Selection - Question Section
Question Description Response
WlApple
1.1.1  Please select the tablet brands you carry MLenavo

* Select brands from options list

W] Microsoft

[1Samsung
112 Do you allow models to be loaned for trial purposes? * Please state Yes j
1.1.3  Are you able to deliver the devices with RW Imaging preloaded? * Please advise No j

19 Carvies 2 Mai fa? imn Cantian

11. If there is a Commercial Envelope you will then need to carry out the same process in steps

8-10. The ‘Validate Response’ button will check your responses and calculate Total Price.
Now move to step!!!!!!

7:21 WET - Western Europe Time

ROCKWOOL

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17:00:00

Running

Response Last Submitted On:  Not Submitted Yet
Edit Mode

E Save and Continue ¥ Cance

Refresh [5’ Validate Response

Total Price (excluding optional sections) 0
2. Commercial Response (Line Items: 6, Questions: 0)
2.1 Hardware - Price Section
Item Reference Description Remarks Unit of Measurement Quantity Unit Price Price
Tick if Quoting
2141 Apple Ipad EA

50 2800
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12. To complete your response in Excel format, Click on the 3 button icon and select the

‘Export/Import Response’ option

= Back to List

Running

RFQ: fp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17:00:00
Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 0)

Settings  Buyer Attachments (0) My Response = User Rights
Submit Response

My Response Summary

1 Technical Response Missing mandatory responses (17)

2 Commercial Response Mandatory fields missing (10) Total Price (excluding optional sections)

oo
+ View Response Index Only

1. Technical Response (questions: 17 ) [ Edit Response

1.1 Product Selection - Question Section
Question Description Response

Export/lmport Response

=% Printable View
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13. Select the ‘Download’ Tab to retrieve the format

[17:06 WET - Western Europe Time

ROCKW

FIRESAFE INSULATION

RFQ: rfp_79 - Tablet RFQ 2017 Running

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17-:00:00

Response Last Submitted On: Not Submitted Yet

Edit Mode

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

This screen allows you to download an Excel spreadsheet containing the RFQ questionnaire. You may use the spreadsheet to compile your RFQ response. Once you ha
populate the online guestionnaire.

completed the spreadsheet you should return to this screen and import the spreadsheet in order to

Select Filetolmpnnl Browse.. Lg Import Excel & Download

The bar below will appear at the bottom of your screen to save the file

—| Do youwant to cpen or save answerTo_rfp_79.xlsx from test.eprocure.rockwool.com? Open Save |¥ Cancel o

14. Complete the Excel file under the column Responses, any Options lists will be available in a
drop down to select the relevant answer from

e ey b i (e T

File Home | Inset  Pagelayout  Formulas  Data  Review  View  Acrobat a@ o P s

= 4 Cut N S~ = v J Fmm T R T Autosum - %
arial 10 v A A = B =) Wrap Text General - =) : MNormal Bad Good |
2a Copy - o L S S| ™ o Bl G- 2 3
Paste B I U-~ - - A~ 5 Merge & Center| 7| @@~ o 3 | %8 ;% Conditional Format = Neutral Calculation _ | Insert Delete Format Sort & Find &
- < Format Painter = =3 £ 8- % A= matting - as Table - | L = - - - 2 Clear~  Fijter~ Select~
Clipboard ] Font ] Alignment . MNumber ] Styles Cells Editing
o9~ o g
118 A I A
-
-
C D E F G H 1 J K L M N o P Q R S:
7 | Questionnaire Information
8
9
10 r1 Technical Envelope
11
12 11 Product Selection
13 Question Description Response Type Response Guide Response
19 111 Please select Select brands from options list Multi Choice Options|Mark the applicable Apple =|
15 the tablet brands List Options as "Option Lenovo Option Selected
6 you carry Selected” Microsoft
17 Samsung
112 Do you allow Please state Yes/Mo Value Select the applicable
models to be response from the drop
loaned for trial down menu on the
purposes? bottom right of the
18 respanse box hd
113 Are you able to  [Please advise Yes/Mo Value Select the applicable | Yes
o
deliver the response from the drop STeCT The SpETEabIe
devices with RW down menu on the response from the drop
Imaging bottom right of the down menu, accessed by
19 preloaded? response box clicking the drill down
20 arrew to the bottom right
21 1.2 Service & Maintenance oithe e ponselbon
22 Question Description Response Type Response Guide Response
121 Are you able to  |Semvice of Tablets Yes/Mo Value Select the applicable
offer a senice & response from the drop
maintenance down menu on the
contract for bottom right of the
tablets in all the response box
countries listed
in the category =
H 4 v M| RFSPONSF %1 M [ [T !
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15. Once completed, save and then return to the system to upload. Go back into the RFQ and

the ‘My Response’ Tab. Click the 3 dot Icon and then select the ‘Export/Import Response’
option as in step 12

[~ Back to List

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17:00:00

Running

Response Last Submitted On:  Not Submitied Ye

RFQ Details Messages (Unread 0)

Settings Buyer Attachments (0) My Response = User Rights

1 Technical Response

Missing mandatory responses (17)

2 Commercial Response Mandatory fields missing (10)

My Response Summary
0

Total Price (excluding optional sections)

: View Response Index Only

1. Technical Response (questions: 17 ) [ Edit Response
1.1 Product Selection - Question Section

Question

Description Response

()
i
m
o
A

lesponse
Export/lmport Response

¥ Printable View
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16. Select the ‘Browse’ button to search for the document and select, once selected click the
‘Import Excel’ button. Check answers are correctly imported into the system

17:06 WET - Westemn Europe Time

@tep- (O

ROCKwoOOL QO

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll out 2017
Closing Date: 02/02/2017 17:00:00

Running

Response Last Submitted On:  Not Submitted Yet

Edit Mode

|+~ Back to Response

Help To Create & Import Your Response

This screen allows you fo download an Excel spreadsheet containing the RFQ guestionnaire. You may use the spreadsheet to compile y| Q response. Once you have completed the spreadsheet you should retum fo this screen and import the spreadsheet in order to
populate the online questionnaire.

Select File to Import} Browse. [;’l Import Excel &, Download

17. Once your response is completed you can submit to the Rockwool Category Manager by
clicking the ‘Submit Response’ button

:25 WET - Western Europe Time

[~ Back to List

RFQ: rfp_79 - Tablet RFQ 2017

Project: prj_151 - Tablet roll cut 2017
Closing Date: 02/02/2017 17:00:00

Running

Response Last Submitted On:  Not Submitted Yet

RFQ Details Messages (Unread 0)

Settings  Buyer Attachments (0) =My Response | User Rights

Submit Response

My Response Summary

1 Technical Response All questions answered
2 Commercial Response Opticnal prices not quoted (1) Total Price (excluding opticnal sections) 330,000

: View Response Index Only

1. Technical Response (questions: 17 ) [ Edit Response
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18. You will receive the below message, click OK if happy to proceed

:
=

IMPORTAMT: Please ensure that you have reviewed your response for
completeness, including any file attachments. To continue with your

submission, click "OK", To return to your response without submitting,
click "Cancel".

Your response will then be submitted

,
o

_i - You have successfully submitted your response to the buyer, if you

wish you can update the response and submit your changes anytime
before the deadline.

You can edit and re-submit your response until the RFQ End date and time has been reached. You
can do this by clicking the ‘Edit’ button and then submitting again once changes are complete.

The Contract Manager at Rockwool will only receive the last response submitted by you.
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