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l. Viewing RFP/Q Email Invitation from Buyer

Note: The email invitation screenshot below is an example and does not reflect the actual
language that will display in the real email invitation.

Context: Clone AJ Water based Lubricant T0O3 - GHSC/PSM/T03/CC6/2016/4 RFP

From: Source GHSC-PSM

Context: Clone  AJ Water based Lubricant T03 - GHSC/PSM/TO3/CC6/2016/4 RFP
Source GHSC-PSM from organization emptoris sent you the following message:
Body:

You have been invited to participate in the following event: RFP Clone AJ Water based Lubricant T03 -
GHSC/PSM/TO3/CC6/2016/4

Please follow the instructions below to access the event:-

1. Logon to GHSC - PSM Sourcing

1. Enter your user name in the Name field.

1. Enter your password in the Password field.

tii. Click the Login button.

2. From the main menu select Bids > View RFx(s).

3. Locate the RFx Name in the list of RFx(s).

4. Click the RFx Name link to view the RFx.

Please do not hesitate to contact Ajith Ajjarani for further information.

Please Login to https://chemonicsssm.emptoris.com?kindOfAuth=Internal to reply to this message.
Please do NOT reply to this email as it is system generated with an unmonitored mailbox
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ll. Logging in to ARTMIS Sourcing

Step 1: Login to the ARTMIS Sourcing Application with username and password, and
then select Log in.

Note: This URL link is an ARTMIS test environment. The production environment will
use a different URL:

https://chemonissmsbox3.emptoris.com/emptoris/sso login.isp#/login/loginPage
Note: Username is not case-sensitive. Password is case-sensitive.
Note: You will not be able to login after five unsuccessful attempts.

CHEMONICS

GHSC - PSM Strategic Supply management

ARTMIS Sourcing - Supplier Job Aid Forgot Username? Forgot Password?
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https://chemonissmsbox3.emptoris.com/emptoris/sso_login.jsp#/login/loginPage
https://chemonissmsbox3.emptoris.com/emptoris/sso_login.jsp#/login/loginPage

Il. Logging in to ARTMIS Sourcing

Note: If you do not remember your username, select the Forgot Username? link. If
you do not remember your password, select the Forgot Password? link.

CHEMONICS

GHSC - PSM Strategic Supply management

Forgot Username? Forgot Password?
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ll. Logging in to ARTMIS Sourcing (cont.)

Step 2: Review Terms Of Use and then select Accept.

Terms Of Use
=xxxx ETHICAL AND BUSINESS CONDUCT REQUIREMENTS *****

Chemonics and its partners on GHSC-PSM (the GHSC-PSM Project) are committed to integrity in
procurement, and only selects suppliers based on objective business criteria such as price and technical
merit. Chemonics expects suppliers to comply with our Standards of Business Conduct. Please refer to
hitp://www.chemonics.com/QurStory/OurMissionAndValues/Standards-of-Business-
Conduct/Pages/default aspx.

The GHSC-PSM Project does not tolerate fraud, collusion among Offerors, falsified proposals/bids, bribery,
or kickbacks. Any firm or individual viclating these standards will be disqualified from this procurement,
barred from future procurement opportunities, and may be reported to both USAID and the Office of the
Inspector General.

Employees and agents of Chemonics and the GHSC-PSM Project are strictly prohibited from asking for or
accepting any meney, fee, commission, credit, gift, gratuity, object of value or compensation from current or
potential vendors or suppliers in exchange for or as a reward for business. Employees and agents engaging
in this conduct are subject to termination and will be reported to USAID and the Office of the Inspector
General. In addition, Chemonics will inform USAID and the Office of the Inspector General of any supplier
offers of money, fee, commission, credit, gift, gratuity, object of value, or compensation to obtain business.

Offerors responding to this RFQ must include the following as part of the proposal submission:

« Disclose any close, familial, or financial relationships with Chemonics or the GHSC-PSM Project. For
example, if an Offeror's cousin is employed by the GHSC-PSM Project, the Offeror must state this.

« Disclose any family or financial relationship with other Offerors submitting proposals. For example, if
the Offeror's father owns a company that is submitting another proposal, the Offeror must state this.

= Certify that the prices in the offer have been arrived at independently, without any consultation,

romminicatinn ar anraamant with ame nthar Nffarar ar comnatitor for tha nomnea af ractrictinn

nglish | Espanol | Italiano | Frangais | Deutsch | Portugués | B335 | EiETsr | €584 | 520

Note: If a time zone pop-
up window appears, select
the OK button to close the
window.

=

Message from webpage Iﬁ

Please verify your time zone setting in your system or within GHSC -
l % P5M Sourcing. A difference in time was found between the systems.
This will affect all time related operations within the system.
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ll. Logging in to ARTMIS Sourcing (cont.)

Step 3: The GHSC-PSM Sourcing Home screen is displayed. Verify that the upper
left area displays GHSC — PSM Sourcing.

cl GHSE . P5M Sourcing ~ training supplier01 -1 & ©
My Prolile - [115: 29 Mousages - Lt e - |
View RFx(s)
OpenPendngPaused v
FFs e RF Ui I Burrreary AP ACEROLCE Balert FFx Ty RFx Btyie A Temut: Aisraering Cipen Teras BT Gl Tirey BT
i o W ] Lt et T O A (e Vimia D] b TO0 =3 ool Wiew /Reapond to P g e 12038 153
ez B [View o e -
5 PR AP f -a: .
v o B ¢ oo o o
Note: If it displays another .
value, select the drop-down

menu to open another
window, and then select
GHSC-PSM Sourcing.

GHSC - PSM Strategic Supply management
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Il a. Updating Application Preferences

Step 1: Navigate to the upper-right hand area and verify that registered name for the
username is displayed.

Step 2: Select the drop-down menu and select Preferences to open the Edit
Preferences window.

8 GHSC - PSM Sourcing Claudia Caravetta .. | @& (7)) «

My Profile ~ Bids + Messages ~ Utilities ~ | Freferences

Messages

View RFx(s) Logout

ARTMIS Soucing-Supplier Job Aid
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Il a. Updating Application Preferences
Step 3: Navigate to the Defaults section and update the Time Zone field so that it
matches the desktop time-zone information.

Note: Updates to the security answer and security question can be updated in the
Security Question section.

Step 4: Select OK to save updates made on the Edit Preferences screen.

Ve . A\

£ GHSC -PSM Virtual Supply Master - Y s

horbecke

Edit Preferences =| O

General Administration

« Defaults
Language: English ﬂ
Currenc v [Select] ﬂ
Time Zone: Europe/London v
Default Module: | [Default] ﬂ
Number Format: | # 3 2% ﬂ
Date Format: MMDDYYYY ﬂ

w Landing Application

TP

Calculate row-counts beside query folders: [
Default page size: 20 ﬂ

w Security Question

& * Security answer:  |aaa |

&) * Security guestion: |'What is your mother's Maiden Name? ﬂ

"4 OK| ) Cancel |
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Il a. Updating Application Preferences

Step 5: Select the drop-down menu to open another window, and then select GHSC-
PSM Sourcing to return to the GHSC-PSM Sourcing screen.

Py

@J GHSC - PSM Virtual Supply Master -~

Administration

»
o

&

GHSC - PSM Sourcing

ARTMIS Soucing-Supplier Job Aid

GHSC - PSM Strategic Supply management

$l|:|E %

GHSC - PSM Spend Analysis GHSC - PSM Virtual Supply
Master

USAID Global Health Supply Chain Program




lll. Viewing an RFP/Q

Step 1: Select the RFx Name link or the View/Respond to RFx button to open the
RFP/Q.

View RFx(s)
RFx Mame RFx Unique 1D Summary RFx Acceptance Select RFx Type RFx Style Status
June 22 Water based Lubricant TO3 - GHSC/PSMTO2/CCE/2016/4 1772 RFP MNew
Malaria vaccine (Job Aid creste RFI) Malaria waccine (Job Aid create RFI) RFI Mew
Malaria waccine (Job Aid creste RFP) Malaria vaccine (Job Aid create RFP) @ |Gl Gl RFP Open
RBS Rell Test 2450 @ E RFI Open
Relesce 1 - Demo #8 2550 [~ 4 RFP Open
Release 1 - Demo RFP#4 2430 RFP Mew
Reverse Auction - Release 1 Demo 2820 @ View/Respond to RFx [T English Open
RFx Event - Supplier Trsining I 2850 I View/Respond to RFx I FP MNew

RFx(s) » RFx Event - Supplier Trai... Remaining Time: N/A

‘Open Time: 07/20/2016 12:17 BET

Description: Froject requires 300,000 Long Lasting Insecticide ... Type: RFP Fhes T
Contact Information & RE: Attachments (4 I Run RFP Report Status: Open

Routhie Anne Senoren

bl grsc Messapes (2]

Questionnaires / Queslion% & 4 BSOS View History
Section 1 & 2: Background & Instructions. to Offerors l~/ﬁ|:0] E(D) |
Section 3: Specifications and Tec & ()] By |
‘Section 4: Offer cover Latter @ 10} E(Dj |
Section 5: Required Certifications @(D} E]{D) |
Section 8 : General Terms and Conditions @(D] E(D) |
Section 7 : Manufacturer Information l~/ﬁ|:0} E{D) |
Section 8: Capabilities Survey @ 0} E(U) |

ARTMIS Sourcing - Supplier Job Aid
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IV. Accepting an RFP/Q Invitation

Step 1: Select the Accept button to open the Accept Invitation pop-up window.

Step 2: Select the checkbox for “By checking this box, | confirm that my
company complies with the Terms and Conditions.”

Step 3: Select the OK button to confirm acceptance and to close the Accept Invitation
window.

RFx(s) » RFx Event - Supplier Trai... Remaining Time: N/A
—= Open Time: 07/20/2018 13:17 B5T
Description: Project requires 300.000 Long Lasting Insecticide ... Type: RFP Clase Time:
Contact Information & BEx Attachments (4 I Run RFP Report Status: Open

Routhie Anne Senoren

b BEe Messanes (2

All Questionnaires (7) Questionnaires SingleBid
. S
Questionnaire / Question™ &7 bedl e R

Section 1 & 2: Background & Instructions to Offerors & (0) Ediy |

Section 3: Specifications and Tec @tg] E{D] |

Section 4: Offer cover Letter & (D) EID] |

Section 5: Required Cerifications (//-' (o) bl L

Section & : General Terms and Conditions & 0} Accepi In\"“aﬁﬂn

Section 7 : Manufacturer Information & (o)

Section &: Capabilities Survey & 0}
{4 Please confirm you are an authorized representative of your organization with the ability to
acknowledge and agree to all terms, conditions, special provisions, and instructions on behalf of your
firm and verify that you have the authority to provide information regarding all commodities and
services offered in response to this RFQ necessary to perform all work described under the activities
and requirements this solicitation
By checking this box, | confirm that my company complies with the Terms and Conditions *
(Mote: "OK" will appear after checking the box. If you can not comply please select "cancel” and

. . . contact us)
ARTMIS Sourcing - Supplier Job Aid
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VIl. Responding to a Questionnaire

Step 1: Select the Questionnaires tab.
Step 2: Select the plus

icon for the first questionnaire to expand the section.

Contact Information

- @ RFx Attschments (4
Routhie Anne Senoren

4 RFx Messsges (2

All Questionnaires (7}

Questionnaires SingleBid

RFx(s) = RFx Event - Supplier Trai...
Description: Project requires 300,000 Long Lasting Insecticide ... Type: RFP
Contact Information @ RFx Attachments (4 P Run RFP Report
(iR B RFx Messapes {2
All Questionnaires (T) SingleBid MultiBid
p—y CQuiestionnaire | Duestion% & B il
Section 1 & 2: Background & Instructions to Offerors. @ (0} IE(UJ
Section 3: Specifications and Tec @ (0} IE(U)
Section 4: Offer cover Latter @ (0} E(D)
Section 5: Required Certifications & (D) Bl
Section 8 : General Terms and Conditions & (D) Edlg
Section 7 : Manufacturer Information {//-' (0} E(Dj
Santinn 8 Canahilifing S i i, Bodlom
RFx(s) = RFx Event - Supplier Trai...
Description: Project requires 300,000 Long Lasting Insecticide ... Type: RFP

I Run RFP Report

Questioopaire O ﬁaﬁpn% (‘? P Respond
g Section 1 & 2: Background & Instructions to Offerors @7 ()] E{D)
o Please read the BACKGROUND & INSTRUCTIONS TQ OFFERORS in the attached document and ... & (1) @{D)
Section 3: Specifications and Tec C"’/ﬁ (0] @{D)

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Step 3: Navigate to the Attachments column marked with the paperclip @ |icon
column header.

Step 4: Check if a paper clip icon associated with the question has a number next to
it. This indicates that an attachment has been included for the questionnaire/question.

RFx(s) = RFx Event - Supplier Trai...

Description: Project requires 300.000 Long Lasting Insecticide ...

Type: RFP
Contact Information

& mFx Attachments (4 P Run RFP Report
Routhie Anne Senoren _
RFx Messapges (2

All Questionnaires (7T} Questionnaires SingleBid MultiBid
'y
Questionnairs / Question™> & ] Respond
= Section 1 & 2: Background & Instructions to Offerors & (0} EIUJ Place Response
O

Plzase read the BACKGROUMND & INSTRUCTIOMS TO OFFERORS in the attached document and ... @ (1) E(ﬂ)

Section 3: Specifications and Tec & (o) E(UJ _

Place Response

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Step 5: Select the Place Response button to review the first questionnaire. This will
open the Create Response RFP window.

RFx(s) > RFx Event - Supplier Trai...

Description: Project requires 300,000 Long Lasting Insecticide ... Type: RFP
Contact Information & RFx Attachments {4 I Run RFF Report
Routhie Anne Senoren

Bl rEx Messsges (2

All Questionnaires (7) Questionnaires SingleBid MultiBid
Questionnaire / Dueslion% & b4 Respond
= Section 1 & 2: Background & Instructions to Offerors. @f? (0} E(D)
O Please read the BACKGROUND & INSTRUCTIONS TO OFFERORS in the attached document and ... @/’-’ (1} E(D)
Section 3: Specifications and Tec & (0] bedlimy

ARTMIS Sourcing - Supplier Job Aid

USAID Global Health Supply Chain Program




V. Responding to a Questionnaire (cont.)

Step 6: On the Create Response window, review the question(s).

Note: Questions will state if an attached document needs to be reviewed before
answering the question.

Step 7: To view the attached document, select the Close button to return to the
Questionnaire tab.

Create Response

Context
RFP Mame: RFx Event - Supplier Training
CGuestionnaire Name: Section 1 & 2:
Background & Instructions to Offerors
Cuestionnaire Description: Section 1 & 2: Background & Instructions...

Create Response(s) Cluestionnaire Levelﬁ
*Please read the BACKGRCOUND & INSTRUCTICHS TO OFFERCES in the atteched document and wverify that you hawve
read and understand the informaticon by selecting “Yes.

Cuestion Level
(o)

L] Checking the box means "Yes", while leaving it blank means “MNo™

* Required Fisld

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Step 8: Select the paperclip ¢ | icon to open the View Attachment window.

Step 9: Select the link from the Content column to open the Virus Scan Results
window.

RFx(s) » RFx Event - Supplier Trai...

Description: Froject requires 300,000 Long Lasting Insecticide ...
Contact Information
Routhie Anne Senoren

RFP
I Run REF Report

Type:
& RFx Attachments (4)
[e] RFx Messsges (2]

All Questionnaires (7)

Questionnaires SingleBid MultiBid

Questionnaire / Dueslion% & Led Respond
= Section 1 & 2: Background & Instructions to Offerors & ()] Eetlioy
o Please read the BACKGROUMD & INSTRUCTICONS TO OFFERORS in the attached document and ... @’7 (1) E{Eﬂl
Section 3: Specifications and Tec (0} Lty

View Aﬂacﬂmeni

Attachments (1)

Lewvel Content Aftachment Name Description Organization MNamefSubject Last Changed by Type;

Quesiio TO2 Section 1 & 2.docx Fection 1 &2 Chemonics International Inc Please read the BACKGROUND & INSTRUCTICON... Maninder Singh  applicationfvnd.openzm|

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Step 10: Select the Download button.
Step 11: Select the drop-down icon, and then select the Save and open option.

Note: The attachment is automatically saved in the default downloads folder. Another
window will display the status of the download.

Note: Close the Virus Scan Results and View Attachment windows once the

download is complete.

Virus Scan Results

File Instructions_Specifications_TechnicalRequirements.docx
Status Passed

Instructions_Specifications_TechnicalRe....docx

chemonissmsbox3.emptoris.com

Open

ARTMIS Sourcing - Supplier Job Aid

>

L.

3.16 MB of 20160516_GHSC_PSM_TO3_CC6_2016_4_Annex 4_Cover_Le~.pdf downloaded

Cancel View downloads

USAID Global Health Supply Chain Program




V. Responding to a Questionnaire (cont.)

Step 12: After reviewing the attachment, return to the Questionnaires tab.

Step 13: Select the Place Response button for the questionnaire that required
reviewing an attachment.

RFx(s) > RFx Event - Supplier Trai...

Description: Project requires 300,000 Long Lasting Insecficide ... Type: RFP
Contact Information & REx Attachments {4 I Run REP Report
Routhie Anne Senoren

Edl grx Messages (2

All Questionnaires [T} Questionnaires SingleBid MultiBid
ry
Questionnaire / Question & | Respond
=] Section 1 & 2: Background & Instructions to Offerors (_,"f;/? (o)
(]

Section 3 Specifications and Tec & (D) bty

Place Response

Eiﬂl Place Response
Please read the BACKGROUMD & INSTRUCTIONS TO OFFERORS in the attached document and & (1 Eedlimy

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Step 14: Review the question(s) again (as needed), and then select and/or enter
answers to the question(s).

Step 15: Select the Save button and confirm that the “Changes Saved Successfully”
message is displayed.

Step 16: Select the Close button to return to the Questionnaire screen.

Create Response

Context
RFP Name: RFx Event - Supplier Training
Questionnaire Name: Section 1 & 2:
Background & Instructions to
Offerors
Questionnaire Description: Section 1 & 2: Background & Instructions...

Create Response(s) (%uesﬁonnaire Level@

*Please read the BACEKGROUND & INSTRUCTICHS TO OFFERCES in the attad
vou have read and understand the information by aelecting “Yes.

Create Response

Changes Saved Successfully.

Checking the box means "Yes", while leaving it blank means "No™ Context
RFP Name: RFx Event - Supplier Training
1 Questionnaire Name: Section1 & 2:
| Save | - Background & Instructions to Offerors
e Questionnaire Description: Section 1 & 2: Background & Instructions...

Create Response(s) Questionnaire Level(&‘(l:lj
*Please read the BRCEGROUND & INSTRUCTIONS TOQ OFFERORS in the attached document and verify that you have
read and understand the informstion by selecting “Yes.

Question Level @.:-J]
Checking the box means "Yes", while leaving it blank means "No"

ARTMIS Sourcing - Supplier Job Aid
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V. Responding to a Questionnaire (cont.)

Note: A “Revise Response” button replaces the “Place Response” button for a
Questionnaire where an answer was provided.

Step 17: Repeat steps 2 — 16 and respond to the other Section questions.

RFx(s) » RFx Event - Supplier Trai...

Description: Projsct requires 300,000 Long Lasting Insecficids ...
Contact Information
Routhie Anne Senoren

& RFx Attachments (4)
B4 Rrx Messages (2)

Type:

RFP
I Run RFP Report

Remaining Time: N/A

Open Time: D7/20/2016 13:17 BST
Close Time:

Status: Open

Questionnaire / Question~ & kg fials Lty

B Section 1 & 2- Background & Instructions to Offerors & )] o) View History m
@ Section 3: Specifications and Tec & )] iy

@ Section 4: Offer cover Letter & (o Bl

=] Section 5: Required Certifications & B

= Section & : General Terms and Condifions & )] B

@ Section 7 : Manufacturer Information & )} E(DJ

8 Section 8: Capabilities Survey & (o) )

ARTMIS Sourcing - Supplier Job Aid
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

A sourcing event may have more than one attachments that are found in specific
questionnaire sections. The functionality to export all questionnaire attachments is
available.

Step 1: Navigate to the top area of the RFx event and select RFx Attachments (x)
where “x” indicates the number of available attachments.

Description:  Issuance Date: August 15, 2016 Long Lasting...
Contact Information

/ B @& RiFx Aftachments (4)
Maninder Singh

Questionnaires r_SingleBid

‘ Questionnaire / Question= L
o Secfion 1 & 2: Background & Instructions to Offerors f}
U Section 3: Specifications and Tec ’\}

ARTMIS Sourcing-Supplier Job Aid
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

Step 2: From the Attachments window, use the horizontal scrollbar (if needed) to
navigate to the right area.

Step 3: Select the checkbox with green checkmarks to select all the items in the list
and then select Export to open the Export Data Utilities pop-up window.

Step 4: From the Export Data Utilities window, retain or change the file name in the
File Name field.

Step 5: Keep the default selection for the Group Attachment by radio buttons and
then select Export.

Export Data

Exporting (4) Attachment(s)
File Name: * |RFP_TO2 DEMO - JULY 28 - GHSC-

Group Attachment by: © @ Supplier () Level

' Export || Close

ARTMIS Sourcing-Supplier Job Aid
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

Step 6: From the Data Manager Utilities window, select the Refresh button to update
the status of the export from “Running” to “Done — Click here to download results.”

Data Manager

U7y Import/Export Vv [REHTE server ENIIRA[ Fﬂ =

Job Type Description ime Ime Py
1D Submitted Schedu led | Completed =
D'Amico, ... 2130 Integrat... Export - .. Running 0809201 D E
D'Amico, ... 2120 Integrat... Export - .. Done - Click here to download results. 08/09/201.... 08/09/201....
Data Manager
Jobs () Tyre [ Statvs YIRS Se~- G 1=
User Job Type Description Status Time Time Time I?_,j,
D Submitted = Scheduled = Completed =
D'Amico, . 2130  Integrati... Export - ... Done - Click here fo download resulis. 0a8M9201.. D3/09/201...
D Aornie. 2490 Intonroh Evrot Dinn, Clack by o ol d roonlic fal=Yinlwfuiatl D8 NOrang

Step 7: Select Done — Click here to download results and then select the drop-
down arrow next to Save and select Save as.

Do you want to open or save RFP_TO2_DEMO__JULY_28__ GHSC....zip from chemonissmsbox3.emptoris.com?

Open | [ Save |v Cancel

Save
. ==
Save and open
ARTMIS Soucing-Supplier Job Aid °
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

Step 8: Verify that the .zip file has the desired file name and then select Save.
Note: The attachment is saved in the default downloads folder, unless another folder

destination was selected.

Organize « Mew folder

.
[ Favorites Rlame

Pl Desktop
4 Downloads
& OneDrive

= Recent Places

= Libraries
& Documents
@' Music
=/ Pictures

B Videos

I File name: RFP-( Attachments I

Save as type: | Compressed (zipped) Folder (*.zip)

v
M |

[+ Hide Folders

| Save

| | Cancel |

Step 9: Another pop-up window on the bottom of the screen will display stating that
the download is complete. Select Open folder to open the folder where the

attachments were saved.

The RFP-Q Attachments.zip download has completed.

Open

-

Open folder

View downloads

ARTMIS Soucing-Supplier Job Aid
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

Step 10: Verify that the .zip file has the desired file name and then select Save.

Note: The attachment is saved in the default downloads folder, unless another folder
destination was selected.

Step 11: Right-click on the .zip file to open a menu, and then select Extract All.

Mame

1) RFP-Q Attachments.zip
Open

Open in new window

Extract All..

Step 12: Select Browse to create a new folder where the attachments will be
extracted.

)i Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

59-Q Attachments

/| Show extracted files when complete

ARTMIS Soucing-Supplier Job Aid
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V a. Responding to Questionnaire — Exporting All RFP/Q Attachments
Step 13: Select a location on your desktop and select Make New Folder.
Step 14: Enter a name for the new folder and then select OK.

Step 15: Verify the name of the folder displays in the “Files will be extracted to this
folder” field and then select Extract.

Select a destination I&
Select the place where you want to extract the selected item(s).
Then dick the CK button.,

Bl Desktop
* |3l Libraries

I | RFP-Q Extracted Attachments

To view subfolders, dick the symbol next to a folder. = =

~ —

) 1, Extract Compressed (Zipped) Folders
- PSRN Wy el e e eI e
| Make New Folder | ok ————

Select a Destination and Extract Files

Files will be extracted to this folder
4 C:RFP-Q Bxtracted Attachments

Show extracted files when complete

ARTMIS Soucing-Supplier Job Aid Edract |} Cancel

USAID Global Health Supply Chain Program



V a. Responding to Questionnaire — Exporting All RFP/Q Attachments

Step 16: To open the attachments, navigate to the desktop folder where the
documents were saved.

Step 17: Double-click on the folder item to open the folder. A Questionnaires folder
will display.

Step 18: Double-click the Questionnaires folder to open items in that folder. There will
be folders indicating the RFP/Q event sections that has an attachment to review.
Continue to open each individual folder until an actual document is available for you
to open and view.

g-u-vl » RFP-Q Extracted Attachments »
Organize = Include in library - Share with = Burn ey
- Favorites e
Bl Desktop I TO2_DEMOC__JULY_ 28 I
4 Downloads (7| Attachmentglistdsx
& Onelrive
@-\J-=| v RFP-Q Extracted Attachments » TO2Z_DEMO__ JULY 28 » Questionnaires »
"
@'u'vl » RFP-Q Bdtracted Attacigments » TOZ DEMO__JULY_ 2 Organize * Include in library « Share with « Burn MNew folder
Crganize - Include in library = Share with Burn M v Faverites Mame
- Bl Desktop Section_1__ 2 Back_
. Mame . -
[ Favorites 4. Downloads Section_3_ Specific_
Bl Desktop Questionnaires rSwebrve > Lotteme DT en
i Downlnads =| Recent Places Section_6__ General_

ARTMIS Soucing-Supplier Job Aid
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VI. Responding to a Questionnaire - Upload Attachment with Response

Note: An RFP/Q questionnaire may require a document to be attached as part of a
response to a question, for example, a registration certification.

Step 1: Select the plus icon to expand the desired questionnaire section.

RFx(s) » RFx Event - Supplier Trai...

Description: Project requires 300,000 Long Lasfing Insecticide ... Type: RFP
LT ERIITEIEL S-"" @& REx Attschments (4) P Run RFF Report
Routhie Anne ren B prx Messages (2)

All Questionnaires (7) Questionnaires r SingleBid r MultiBid

Questionnaire / Questions & B Respond

Section 1 & 2 Background & Instructions to Offercrs & (@) iy
Section 3: Specifications and Tet & (m Bdlipy Place Response

Section 4 Offer co] REX(s) > RFx Event - Supplier Trai...

. . Description: Project requires 300,000 Long Lasting Insecticide ... Type: RFP
Section 5: Required  Contact Information @ REx Attachments (4) b Run RFF Report
Routhie Anne Senoren e ————

54 rExc Messages (2)
Section & : General

el 0 |O O O

Section &: Capabilit Questionnaire / Question~ & B il
= Section 1 & 2: Background & Instructions to Offerors &{D] B Revise Response
] Section 3: Specifications and Tec @(D] B
a Section 4: Offer cover Lefier @{D] Ay Place Response
B Section 5 Required Certifications @) Edm
O The following Representations and Certifications must be completed and submitted with the proposal along ... @(D] Edm
O secTIoN 51 ). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION CERTIFICATE OF INDEPENDENT PRICE DETE... W(D] E(U}
I O secions ). Mame of Offeror - (hersinafter called the "Offeror”) @{D] D)

II‘O“WW“WHWhW‘M#‘“ > '.ﬂnl B oDl o il o el b ]
ARTMIS Sourcing - Supplier Job Aid
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VIi. Responding to a Questionnaire - Upload Attachment with Response
(cont.)

Step 2: Select the Place Response button (Section 5 for this exercise) to open the
Create Response window.

RFx(s) » RFx Event - Supplier Trai...

Description: Project requires 300,000 Long Lasting Insecticide ... Type: RFP
SITLRITE L & RFx Attachments (4) b Run RFP Report

Routhie Anne Senoren B4 RFx Messages (2)

All Questionnaires (7) Questionnaires r SingleBid r MultiBid

Questionnaire / Question> & B SR
= Section 1 & 2: Background & Instructions o Offerors @{D] By
(8] Section 3: Specifications and Tec @ Bty
a Section 4: Offer cover Letter @{D] ) Place Response
= Section 5: Required Certifizations & n) Bl
0o The following Representations and Certifications must be completed and submitted with the proposal ... @{D] E](D] ‘
o SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION CERTIFICATE OF INDEPEMDEM
o SECTION 5-1a). Name of Offeror - (hereinafter called the "Offeror”) create Response

tﬁ-’""ﬁ.h’-’*"”';md"whﬂ Context

RFP Name: RFx Event - Supplier Training
Questionnaire Name: Section 5:
Required Certifications
Questionnaire Description: SECTION 5: REQUIRED CERTIFICATIONS

Create Response(s) Questionnaire Level® @

The following Representations and Certifications must be completed and submitted with the proposal along with the detailed
requirements and documents indicated under the RFQ Instructions to Offerors. Non-adherence to these requirements may result in
disqualification.

SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

*SECTION 5-1a).

ARTMIS Sourcing - Supplier Job Aid P At ool i rasiandl an -l A e

USAID Global Health Supply Chain Program



VI. Responding to a Questionnaire - Upload Attachment with Response
(cont.)

Step 3: Review the question(s) in the questionnaire for language that states an
attachment is required.

Create Response

Context
RFP Name: RFx Event - Supplier Training
Questionnaire Name: Section 5:
Required Certifications
Questionnaire Description: SECTION 5: REQUIRED CERTIFICATIONS

Create Response(s) Questionnaire Level? @

The following Representations and Certifications must be completed and submitted with the proposal along with the detailed

requirements and documents indicated under the RFQ Instructions to Offerors. Non-adherence to these requirements may result in
disqualification.

SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION
*SECTION 5-la).

Hame of Offeror - (hereinafter called the "Offercr™)

Question Level &
(D)

SECTION 5-1b).
{a) The offeror certifies that—

(1) The prices in this offer have been arrived at independently, without, for the purpose of restricting competition, any consultation,
communication, or agreement with any other offeror or competitor relating to—

ARTMIS Sourcing - Supplier Job Aid
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VI. Responding to a Questionnaire - Upload Attachment with Response
(cont.)

Step 4: Prepare any required documentation that needs to be uploaded, then
navigate back to the RFP/Q that requires an attachment.
Step 5: Open the questionnaire/question that requires the attachment.

Step 6: Select the paper clip |¢|icon for the specific question that requires the
response.

Create Response

Context
RFP Name: RFx Event - Supplier Training
Questionnaire Name: Section 5:
Required Certifications
Questionnaire Description: SECTION 5: REQUIRED CERTIFICATIONS

Create Response(s) Questionnaire Level@ [14)]

The following Representations and Certifications must be completed and submitted with the proposal along with the detailed
requirements and documents indicated under the RFQ Instructions to Offerors. Non-adherence to these requirements may result in
disqualification.

SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

*SECTION 5-1a).

HName cof Offeror - (hereinafter called the "Offercr™)

Question Level &
[

SEC RN 5101

ARTMIS Sourcing - Supplier Job Aid
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VI. Responding to a Questionnaire - Upload Attachment with Response
(cont.)

Step 7: Select the Add button to open additional fields in the Attachments window.

Attachments
Response Attachments (0) I pdate | Export | 7 | £k
Level Content Aftachment Name Description Organization Name/Subject Last Changed by  Type Date Modified Size

Step 8: Enter a Name for the attachment in the Name field.
Note: The Name field is limited to 50 characters.
Step 9: Select the Browse button to locate the document to attach.

Attachments

Please enter attachment information. (Max allowed upload file size 100MB).

Name Location Description Attach Content”
ocal Drives V| E
Local Drives v B4 Browse...
‘ | | Local Drives V| EN Browse...
‘ | | Local Drives V| EN Browse.
‘ | | Local Drives V| E Browse.

| Save || Close H Add More |

ARTMIS Sourcing - Supplier Job Aid
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VIi. Responding to a Questionnaire - Upload Attachment with Response
(cont.)

Step 10: Select the document to upload, and then select the Open button.

Step 11: Confirm that the Attach Content field is populated, and then select the Save
button.

=~ 0 @
Type Sizd]

Adobe Acrobat D...

= Libra
| 3 Document:
| &t M
=) Pict
.
18 Computer
&L Local Disk (C) Attachments
[
] m 3 Name* Location Description Attach Conlent*
[
| File name: ~ il Biles hé \Reg\stratwon Ceniﬁcation\ |Loca\ Drives V| EN C:\Users\IBM_ADMIN\Do' Browse. ..
Cancel
| m [ e ] ‘ ‘ |Loca\ Drives V| = Browse...
\ | [Local Drives v E: Browse...
\ | [Local Drives v E: Browse..
\ | [Local Drives v E: Browse...
[ save || Close | Add More

ARTMIS Sourcing - Supplier Job Aid
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VI. Responding to Questionnaire - Upload Attachment with Response

(cont.)

Step 12: Confirm (and review as desired) that the uploaded document displays in the

Content column.

Step 13: Select the Close button to return to the Create Response window.
Step 14: Confirm that the paperclip icon displays the correct number of uploaded

documents.

Attachment Name Description Organization

Level Content

Name/Subject

Attachments

Attachments (1) Add | Update | Export | T | Eh
IEE——S—S—S—S——___—_——_—ttht—MMisa——Lia———i_i—M___MS—S—ii_—_—i————i—i__————it——i_—_———i—__————hasm————i———ii_—M——t——ia——iinam—————M—M—M—l—i__—tis  rmamli——i—i—_—_—h—eilaaa——_—iéMéié——i—i_MMMi.i—ii———ii—S——ii—————ti———_——i—h——_—amMmm™s

Last Changed by Type

Size %

Date Modified

Context

RFP Name: RFx

Questionnaire Name: Section 5:
Required Certifications
Guestionnaire Description: SECTION 5: REQUIRED CERTIFICATIONS

Event - Supplier Training

The tollomnu Representﬂnons and Certifications must be completed and suhmlthed with the proposal ﬂlong with the detailed
indica these

ARTMIS Sourcing - Supplier Job Aid

dlsqualrﬁcatlon

SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION
*5ECTION 5-la).

Jeme oL Qiergy L berginateer callegthe gt

Create Response

Questionnaire Level@ (1)

under the RFQ Instructions to Offerors. N ce to may result in

f#'ﬁfva—-#-—--—-u—._,’ B AP

USAID Global Health Supply Chain Program



VI. Responding to Questionnaire - Upload Attachment with Response
(cont.)
Step 15: Provide responses for the rest of the questions, and then select the Save

button.
Step 16: Select the Close button to return to the RFP/Q screen.

Create Response

Changes Saved Successfully.

Context
RFP Name: RFx Event - Supplier Training
Questionnaire Name: Section 5:
Required Certifications
Questionnaire Description: SECTION 5: REQUIRED CERTIFICATIONS

Create Response(s) Questionnaire Levelﬁ(n

The following Representations and Certifications must be completed and submitted with the proposal along with the detailed
requirements and documents indicated under the RFQ Instructions to Offerors. Non-adherence to these requirements may result in
disqualification.

SECTION 5-1). CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

CERTIFICATE OF INDEPENDENT PRICE DETERMINATION

*3ECTION 5-la).

Name of Offeror - (hereinafter called the "Offeror™)

Qugatian Leve!l @(-:}J
SECTION o-1b).
4 —
P AN e o AN =N e e W T N g Y
*SECTION 5-8.m). ELECTRONIC CERTIFICATICN DATE: *SECTION 5-9.m). ELECTRONIC CERTIFICATION DATE:
Certification Date for EVIDENCE OF RESPONSIBILITY - Please Enter Date Below: Certification Date for EVIDENCE OF RESEONSIBILITY - Pleasll Enter Dete Below:

Question Level € (0) Question Level & (W)}

071192016 oo st 07192016 |[ooo  est[T]

| ‘ Save II:Iuse | Savel Close I

ARTMIS Sourcing - Supplier Job Aid
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VI. Responding to Questionnaire - Upload Attachment with Response
(cont.)

Note: A “Revise Response” button replaces the “Place Response” button for the
question where an answer was provided.

RFx(s) = RFx Event - Supplier Trai... Remaining Time: N/A
Open Time: OT/20/2016 13:17 BST
Description: Project requires 300,000 Long Lasting Insecticide . Type: RFP I

Contact Information & RFx Attachments (5) b Run RFP Report Status: Open
Routhie Anne Senoren

54 RFx Messages (2}

All Questionnaires (7) Questionnaires r SingleBid r MultiBid Respond Offline |:=:

Questionnaire / Question™ & Ed Respond View History

= Section 1 & 2: Background & Instructions to Offerars & B View History
o Section 3: Specifications and Tec & Edp |

(=] Section 4: Offer cover Letter @(U} ) Place Response

= Section 5: Required Certifications &(U) B View History |
= Section & : General Terms and Conditions @(u) B Place Response |

(= Section 7 : Manufacturer Information @(u} EEU) |

(o}

Section 8: Capahbilities Survey & (0) Bl

ARTMIS Sourcing - Supplier Job Aid
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VIl. Placing a Single Bid

Step 1: From the accepted RFP/Q screen, select the SingleBid tab, and then select
the Place New Bid button to open the Create Bids window.

RFx(s) » RFx Event - Supplier Trai... Remaining Time: N/A
— - - — — Open Time: 07/20/2016 13:17 BST
Descnpuon: Project requires 300,000 Long Lasting Insecticide ... Type: RFP Close Time:
Contact Information & RFx Aftachments (5) P Run RFP Report Status: Open
PILITE LR SELTTHL 34 rrx Messages (2)
Questionnaires SingleBid MuiltiBid Search | Respond Offline Iﬂ'ﬁlﬁ
Lot Categot FEE = Type Quiantity & oy Bid Bid Revision
Default Leng Lasting Insecticide Treated M... O 1. Long Lasfing Insecticide Treated M. Simple tem 300,000 ﬁ(g} |E]EEI) Place New Bid

ARTMIS Sourcing - Supplier Job Aid
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VIl. Placing a Single Bid (cont.)

Step 2: Enter a value in the fields displayed, for example, Minimum Quantity,
Maximum Quantity, and Price Per Unit.

Note: Do not enter dollar signs when entering information for currency.

Step 3: Select Save.

Step 4: Select OK from the pop-up window to submit the bid.

%l Item Information: Personal Water-based Lubricant

Place Bid

Currency Type

Minimum Quantity

Maximum Quantity

Price Per Unit {USD)
*

- el valid

Remarks

]

List of countries where
product/supplier is not
authorized to deliver

Bid attachments

ARTMIS Sourcing - Supplier Job Aid

Create Bids

Simple Bid

United States Dallar ... x|

[250,000

300,000

[25.00

‘Will be available after the bid is saved.

[Save | Jeicaad

Message from webpage @

re you sure you want to submit this bid?

USAID Global Health Supply Chain Program




VIl. Placing a Single Bid (cont.)

Step 5: Confirm that changes were successfully saved, and then select the Close

button.

ARTMIS Sourcing - Supplier Job Aid

Simple Bid

hanges were successfully saved

LIV item Information: 1. Long Lasting Insecticide Treated Nets (LLINs)

*
Name

Unique ID

Description

Minimum Desired Quanmy*
Unit of Measure

Maximum Desired Quantity
Minimum Bid Quantity
Maximum Bid Quantity
Pack size

Destination

Goods Needed By
Shipment number

Incoterm

Goods Available for Inspection
Place Bid
Currency Type

Name of the 2

Create Bids

1. Long Lasting Insecticide Treated Nets (LLINS)

33310

Long Lasting Insecticide Treated Nets, Polyester, Blue, Rectangular Dimensions 190(L) x 180(W) x
180(H) cm

]

Cambaodia

June 30, 2017

-

CA

United States Dollar ... =
Training Manufacturer

Manufacture Site™

Country of Origin and
Manufacturing Sites
*

Brand Name (if Applicable)
US FDA 510(k) Status Approval
Date

US FDA 510(k) Regulatory No.
Price Per Unit (USD)
*

Price Per Unit (USD) WITHOUT
USAID Logo
*

Estimated lead time (receipt
of firm purchase order until
ready for sample)

*

Minimum Quantity

Maximum Quantity

g M'*m -

Bia . s

Training Site
Training Couniry

|

L1 s
0,000 usD
usD

30.00

50,000

B (= [~
1=}
=}
=}
=

300,000

O nd”™ A i

Wl B+ o s e i i w3

USAID Global Health Supply Chain Program



VIl. Placing a Single Bid (cont.)

Step 6: The “Revise Bids/History” button now appears in the Bid Revision column.
Select the Revise Bids/History button to view the submitted bid.

Step 7 (optional): Select the Revise Bid button to review all of the submitted bid
information.

Note: The View Bids screen only displays the information entered in the Price Per
Unit (USD) and Maximum Quantity bid fields.

Step 8: Select Close to return to the RFP/Q screen.

RFx(s) > RFx Event - Supplier Trai... Remaining Time: N/A

Open Time: 0712012016 13:17 BST

Close Time:
Status: Open

Description: Project requires 300,000 Long Lasting Insscticide .. Type:

Contact Information & RFx Attachments (5)

1

Routhie Anne Senoren B4 RFx Messaes (3)

‘ Lot Category = Type Quantity @ ] Bid Bid Revision
Default Long Lasting Insecticide T... r e % " Hos & Revise Bids/History
1
Bids on Item : 1. Long Lasting Insecticide Treated Hets [LLINS) View Bids
Walkid v] mm[.|ﬁ
Tuppior Mame Bid Riasicn Bad Type [ Suppiier tem Code Price Pesr Linit Mapdrmum Suantity Status Bad Alnmate B B Tirme o [ B
(USD) History .
[=] Senoren Routhie @' Sampie \FSI 20 000 200,000 ORI 1557 #qo By
| [<] 5]

Close

ARTMIS Sourcing - Supplier Job Aid
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VIIl. Viewing a Received Message
Step 1: From an RFP/Q screen, select the RFx Messages (X) link above the
Questionnaire section.

Note: The number displayed in the link indicates the number of available messages in
the RFP/Q.

RFx(s) = RFx Event - Supplier Trai...

Description: Project requires 300.000 Long Lasting Insecticide ... 1
Cﬂl‘ltﬂl:t |I1fﬂl11'lﬂ'|iﬂ-r'l pe=lad alanl= =
Routhie Anne Sencren ] RFx Messages (3]
Questionnaires SingleBid MultiBid
Lot Category Name =
Default Long Lasiing Inseciicide T.... O 1. Lomg Lasiing Insecticide Treate. ..

ARTMIS Sourcing - Supplier Job Aid
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VIIl. Viewing Received Message (cont.)

Step 2: Select the Received Message (X) tab.
Step 3: Select the desired Subject Line link to open the View Message window.

View by RFx
Received Messages(3) Sent Messages Broadcast Messages last 10 day(s) v Create |
Status From Date BSTV Subject &
Mew GHSC-PSM, Source 0712172016 15:57 Bid has been submitted in RFP RFx Event - Supplier T... & (0} |:|
MNew GHSC-PSM, Source 072072016 13:17 RFP RFx Event - Supplier Training has been opened @ (0] |:|
Mew GHSC-PSM, Source 0720206 13:17 I ‘f'ou have been invited fo participate in RFP RFx Even... I @ (o) |:|
Cloze

ARTMIS Sourcing - Supplier Job Aid
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VIIl. Viewing Received Message (cont.)

Step 4: Review the message.

Step 5: (as needed): Select the Attachments (X) link to open and view attachments
linked to the email.

View Message

From GHSC-PSM, Source

Context RFP RFx Event - Supplier Training

To Senoren, Routhie
Date Sent 07/2002016 13:17 BST

Subject You have been invited to participate in RFP RFx Event - Supplier Training

You have been invited to participate in the following event: RFP RFx Event -
Supplier Training

Please follow the instructions below to access the event -

1. Logon to GHSC - PSM Sourcing

I. Enter your user name in the Name field

ii. Enter your password in the Password field

iii, Click the Login button

2. From the main menu select Bids > View RFx(s).

Message

3. Locate the RFx Name in the list of RFx(s)
4. Click the RFx Name link to view the RFx

Please do not hesitate to contact Routhie Anne Senoren for further
information

Attachment § P Attachments(0

‘Closel

ARTMIS Sourcing - Supplier Job Aid
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VIIl. Viewing Received Message (cont.)

Step 6: Select the Close button to return to the View by RFx Messages window.

Step 7: Select the Close button on the View by RFx Messages window to return to
the RFP/Q screen.

View Message

From GHSC-PSM, Source

To Senoren Routhie
Date Sent 077202016 1317 BST

Subject You have beén nited 10 panticipate n RFP RFx Event - Supplér Trainng

You have been imvited 1o particpate in the following event: RFP RFx Event -
Supplee Training
Piagsa Slow e Nstruchions DEIOW 10 C0EsS the event -
1. Logon %0 GHSC - PSM Sourcing
Emer your user name N the Name field
Enter your password in the Password feld
i. Cick the Lojin button
2. From the maen meny select Bids > View RFx(s)
3. Locate the RFx Name in the kst of RFxis
4. Cick the RFx Name Ink 10 view the RFx

Piease 9o not hesitate 1o contact Routhie Anne Senoren for frther
riomaton

Attachment b Attac hmeeis

Close
View by RFx
Received Messages(3) Sent Messages Broadcast Messages last 10 day(s) v Create |
Status From Date BSTF Subject &@
> New GHSC-PSM, Source 0712172016 15:57 Bid has been submitted in RFP RFx Event - Supplier T... @
New GHSC-PSM, Source 07202016 13:17 RFP RFx Event - Supplier Training has been opened @ (D)
New GHSC-PSM, Source 070202016 13:17 “f'ou have been invited to participate in RFF RFx Even... & (D)
H H H Close
ARTMIS Sourcing - Supplier Job Aid [ Close |

USAID Global Health Supply Chain Program



IX. Creating and Sending a Message

Note: The RFx messaging function is available to use. Please reach out to the client
on the preferred method of communication.

Step 1: From an RFP/Q screen, select the RFx Messages (X) link above the
Questionnaire section.

Note: The number displayed in the link indicates the number of available messages in
the RFP/Q.

RFx(s) » RFx Event - Supplier Trai...

Description: Project requires 300,000 Long Lasting Insecticide ... 1
Cnntgctlnfunnaﬁun Horhments (S
Routhie Anne Senoren [ RFx Messages (3)
Cuestionnaires SingleBid MultiBid
Lot Category Name =
Default Long Lasting Insecticide T... O 1. Long Lasting Insecticide Treate...

ARTMIS Sourcing - Supplier Job Aid
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IX. Creating and Sending a Message (cont.)

Step 2: Select the Received Message (X) tab.
Step 3: Select the Create button to open the Create Message pop-up window.

View by RFx

Received Messages(3) Sent Messages Broadcast Messages

last 10 day(s) v | g

Status Date BST Subject & [y

Mew GHZC-PSM, Source 0721720M6 1557 Bid has been submitted in RFP RFx Event - Supplier T.... & (o) |:|

Mew GHZC-PSM, Source 0720/20M6 1317 RFP RFx Event - Supplier Training has been opened & (0 |:|

Mew GHSC-PSM, Source 072002016 13:17 ‘fiou have been invited fo participste in RFE RFx Even. . & (D) |:|
Close

ARTMIS Sourcing - Supplier Job Aid
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IX. Creating and Sending a Message (cont.)

Step 4: Select the Please Select button to select recipient of message.

Step 5: Select the desired recipient from the “Select from” box and then select the
right arrow [21 icon to populate the recipient’s name in the “Selected” box.

Step 6: Select the OK button to return to the Create Message window.

ARTMIS Sourcing - Supplier Job Aid

Create Message
R o ; Select from Selected
Context RFF RFx Event- Supplier Training
To Please Select |
subject |
|
Message
OK Cancel |
[ |
| 0 characters, (max allowed - 5000) l
At it b Attachments(0)
Select from Selected
%|M All Hosts T Chemonics International Inc - Routhie Anne Senol
OK | Cancel |

USAID Global Health Supply Chain Program




IX. Creating and Sending a Message (cont.)

Step 7: Enter information in the Subject and Message text fields.
Step 8: Select Send to return to the View by RFx Messages window.

Create Message
Context RFEP RFx Event - Supplier Training
To Email Organization

To Routhie Anne S rasenoreniighsc-

Chemanics Intematicnal inc
psm.org

Please Select |

Subject |Questionnaire and Bid Complete
'To whom it may concem:;

We completed the questionnaire, provided a bid, and also uploaded
the necessary attachments

Please do not hesitate to contact us for additional information
Respectiully,

Claudia

225 characters, (max allowed - 5000)|

Attachment P Atlachments(0)

| send || fcance! |

ARTMIS Sourcing - Supplier Job Aid
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IX. Creating and Sending a Message (cont.)

Step 9: Select the Sent Messages tab to view the sent message.
Step 10: Select Close to return to the RFP/Q screen.

View by RFx
| o 0o VIlee] 5]
From To Date BSTY Subject @

. ) Krinack, Jeffray, Senoren, : 07212016 18:09 Cueestionnaire and Bid Comphete & (D)
Trainina Inc. - Smith. Joe .
| Close ]

ARTMIS Sourcing - Supplier Job Aid
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Questions?

ARTMIS Sourcing - Supplier Job Aid

USAID Global Health Supply Chain Program



Thank you!

ARTMIS Sourcing - Supplier Job Aid
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Appendix

A. Declining an RFP/Q Invite
B. Placing an Offline Bid
C. Importing Offline Bids

ARTMIS Sourcing - Supplier Job Aid
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A. Declining an RFP/Q Invitation

Step 1: Select the Decline button to open the Decline Invitation pop-up window.
Step 2: Enter comments in the text box, and then select the OK button.
Note: The RFP/Q will be removed from the View RFx(s) Bids list.

RFx(s) > TEST - Personal W... Remaining Time: NJA
- OponM'&ﬂBmWOG'M 857
Description: As part of program acSities. the GHSC-PSM Projec Type: RFP
Contact Information

- Cicse Time
@ RFx Attachments (8) P Bun RFP Repos
Routhie Anne Senoren R Khag e g

Status: Open
24 REx Messages (5)

All Questionnaires (5) Questionnaires r SingleBid

Questionnaire / Ouest;on’

Section & : SubContract and Genaral Terms and Conditions

O section 1, 2 and 3: Background, Instructions to Offerors, Specifications and Tec @0 &)

o Section 4. Ofer cover Letter and Offecor Quotation Form 0(0) )

o Section 5: Required Certifications L0 —ais 1
o

o

Decline Invitation
Section 7 - Manufacturer information

¥ vou are declining the invitation to participate in this RFx. The buyer will be notified and this RFx
will be removed from your RFxX view.

Enter comments herg]

Comment for Declining RFP invitation™

19 characters, (max allowed - 255)

*
Required Field

ARTMIS Sourcing - Supplier Job Aid
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B. Placing an Offline Bid

Note: It is important that you complete your Questionnaire responses if you will use
the “Respond Offline” feature to place your bids. This feature will export the

Questionnaire and SingleBid tabs in an Excel spreadsheet in their respective sheets.

When you are ready to import your bid responses, the system will also look in the
Excel file Questionnaire tab and verify that you have completed the questions. You
will not be able to import the offline bid document unless all the questions in this tab
are completed.

Step 1: From an RFx, select the SingleBid tab.
Step 2: Select the Respond Offline button.

T =
— ‘Open Time: 11/16/201€ 11:52 GMT
Description: ENTER DESCRIPTION HERE - ... Type: RFP 1 FEURE

Contact Informati @ RFx Attach (3 P Run RFP Report Er2 =
B x Attachments (3] un 2pol .
Routhie Sencren Status: Open

24 RFx Messages (3)

Lot Type Quantity & Bd] Bid

L3

Mame

O  Abacavir 60 mg Tablet, 1000 Tablets Simple ltem 1 @ By Place New Bid

ot 1 HIV/AIDS Pharmaceuticals (] Abacavir 20 mg/mL Solution, 240 mL Simple Item 1 @ o) E]{n.w Place New Bid
O Abscevic 300 mg Tablet, 50 Teblsts Simple ltem 1 @ oy Place New Bid
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B. Placing an Offline Bid (cont).

Step 3: On the Respond Offline window, select the Download offline bidding
template option, and then select the OK button.

Step 4: Select XLSX as the file type option, and then select the Export button.

Respond Offline

What offline response action would you like to perform?

) Import Bids

|:| Do not export Item Definition Fields

'3::3' Expaort line itemn information to view when creating offline bids
{NOTE: Line item export iz for informational purpeses only and can not be used for

importing bids)

Export Data

Exporting Bid Template for RFP
Language * | English V|

File Name: * [gaby 20160606105942

) cav

File Type: I:_\
(@) XLSX
Compressed File |
s
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B. Placing an Offline Bid (cont).

Step 5: From the Data Manager Utilities window, select the Refresh icon to refresh
the Status column.

Step 6: Select the Done — Click here to download results link.

Data Manager
Type [ESTETIRY sow server EINRGF |71 =3
User Job Type Description Status Time
[[n]

Tim
Submitted Suheduled Compleled

Klopsch, ... 2640 Integrati... Export - .. Running 0&/06/201...

| A

Data Manager

Status Time Time Tlme [%

Submitted Scheduled = Completed
Done - Click here to download results.

Description

Klopsch, ... 2640  Integrati... Export- ... 06/06/201... D6/06/201...
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B. Placing an Offline Bid (cont).

Step 7: An alert will display at the bottom of the Data Manager Ultilities window.
Select the drop-down  icon, and then select the Save and open option. An Excel

workbook will automatically open.
Note: The file is automatically saved in the default downloads folder.

Step 8: Select the Enable Editing button.

Do you want to open or save gaby_20160606105942.xlsx from chemonissmsbox3.emptoris.com?

Open

Save

Save as

ARTMIS Sourcing-Supplier Job Aid

H = -gaby 20160606105942 xlsx [Protected View] - Excel Senoren

File Home Insert Page Layout Formulas Data Review View 2 Tell me what you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

T43 h Fe

A B = D E F G H I J K L M N
TEMPLATE INSTRUCTIONS
This is an RFP offline response template and is created from the Sourcing event you chose to export from. The template is valid only for this particular event.
Caution: Please do not perform a cut-and-paste operation. It can result in errors when importing.
About the Template
This template is meant for RFP responses. Intent of this template is to minimize errors and reduce time required for completing the event.
It offers better readability and distinguishes between different entities within the event.
Cells are frozen where it is best to do so. Insertion or deletion of rows or columns is restricted.
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B. Placing an Offline Bid (cont).
Step 9: Select the Bid_RFP tab.

Open Date Time : 2016-06-03 17:45:09 EDT
Close Date Time :

Instructions Question Response | Tabfll Response BID_RFH
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B. Placing an Offline Bid (cont).

Step 10: Provide information for the bid in the designated
columns.

Note: Required fields are marked with an asterisk.
Step 11: Save the file.

Training
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C. Importing Offline Bids

Step 1: Login and verify that you are on the View RFx(s) Home
screen.

Step 2: Select the View/Respond to RFx button for the
sourcing event that requires the offline bid.

Step 3: Navigate to the SingleBid tab and select the Respond
Offline button.

pen Time:
Close Time:

Description: RFPs for use in Supplier Training 18No16 ...

Contact Information @ RFyx Attachments (1) Status: Open
LEITE) TTER B4 pFx Messages (2
Questionnaire: SingleBid MultiBid I Search Respand Offline o =
¥,
Lot g Mame & antity & B Bid Od Revision
ot 1 HIVIAIDS Pharmaceuticals Py Ko B Place New Bid Revise Bids/History
@p Ko B Place New Bid Revise Bids/History
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C. Importing Offline Bids (cont).

Step 4: On the Respond Offline dialog box, select the Import
Bids option, and then select the OK button to open the Import
Data Utilities pop-up window.

tHSC - PSM Sourcing Help | Print

Respond Offline

What offline response action would you like to perform?

9 Import Bids

Download offline bidding template
Do not export tem Definition Fields
Export line item information to view when creating offline bids

(NOTE: Line item export is for informational purposes only and can mot be used for
importing bids)

| OK || Close |
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C. Importing Offline Bids (cont).

Step 5: Select XLS/XLSX as the file type, and then select
Browse to locate and upload the Excel workbook from your
desktop.

Step 6: Select Import .

[GHSC - PSM Sourcing Help | Print

Import Data
Select a file to import.
Language®  English
Number Format  # ### ## ~

KL
File Type: * cov
® XS /XLSX

import Type: ©  Bids/Responses ~
File: * |raining_supplierm_zmsl125112511.x|sx

| Import | Close |

* : .
Required Field
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C. Importing Offline Bids (cont).

Step 7: Select the Refresh button from the Data Manager
Utilities pop-up window and verify that the Status column
displays “Done.”

Data Manager
U758 Import/Export = BEETTE Server IFE"-T
User Job IC Type Description Status Time Time Time

Submitted Scheduled | Completed

SupplierD... 5450  Integrati... Import - ... Done 110250201 114250201...
SupplierD... 5440  Integrati... Export- ... Done - Click here to download results. 114250201... 114£25/201...
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C. Importing Offline Bids (cont).

Step 8: Navigate back to the sourcing event Single Bid tab and
select Revise Bids/History to open the View Bids window. This
will allow you to verify that your bids for every item (new or
updated) were imported from the desktop.

Step 9: Verify that the imported bid(s) are displayed in the View
Bids window.

Description: RFPs for use in Supplier Training 16No16 ... Type: Close TII'I1&“

Contact Information @ RFx Aftachments (1) b Status: Open
Jeffrey Krinock 54 RFx Messages (2)
Search Respond Offline = &
& g Bid Bid Revision
ot 1 ica acavir 20 m olution (ﬁ(u} M](D} Gl 2) Place New Bid | Revise Bids/History |
O Mevirapine/Lamivudine/Stavudine 1008012 mo @(u} M](D} [ (2) Place New Bid | Revice Bids/History |
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