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Sourcing Director
	Supplier Response

	1. Public Announcement and Email Invitations
a. All events are posted to the Georgia Procurement Registry (GPR) where you can search for open bids
b. Supplier will receive the email notification if they are registered in Team Georgia Marketplace™ for the National Institute of Governmental Purchasing (NIGP) code associated with the event or are individually invited by the buyer.
	
[image: ]


	2. Logging In
a. Click the link on the GPR or within the email invitation to be will be taken to login page.
b. Enter email address and password.
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	3. Searching: Supplier can search for OPEN events.
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	4. List of all OPEN event will display.
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	5. Start Bidding Process: 
a. Supplier can click ‘View Event’ button to get to the summary page of the event.
b. Supplier must click on ‘Yes, I intend to bid’ button to respond to the event.
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	6. Prerequisites: 
a. Supplier must respond to any Prerequisites requirements and upload the supporting documents if required.
b. Click on ‘Save Progress’ to save and continue. 
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	7. Buyer Attachments: 
a. Review and download all Buyer attachments.
b. Click the “download arrow” to open and save each file.
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	8. Supplier Attachments: 
a. Upload any requested files in the Supplier Attachments section
b. Select “Add new Attachment”
c. Select and Upload each desired file
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	9. Event Questions: Supplier must answer all ‘Questions’.

Questions may be broken out in Pages which will be displayed on the Wizard Navigation and completion of each page will display a green checkmark.

Questions with an * require a response.

Questions can be imported using the Excel Export Questions file or the Excel Download Questions file via clicking Import Options then Import Responses
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	10. Enter Items (Pricing): Supplier must provide the price per unit and an estimated delivery date. 
The total price will be calculated when progress is saved. Additional information can be expressed to the buyer in the comments for each item.

NOTE: Pricing is not applicable to the Request for Information event type.
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	11. Submitting Supplier Questions:
a. Access the Q&A Board to submit questions to the buyer 
b. Select “Ask a Question”
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	12. Review and Submit: 
Verify all sections have been completed before submitting response.  

Select the checkbox to certify that the statements and information in this response are true and correct to the best of your knowledge and belief and click the Submit Response button to submit response to the buyer.  

Note: Changes can still be made to the response until the event has Closed.
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	13. Confirmation: 

Supplier will receive an onscreen confirmation for bid submission.




Note: Changes can still be made to the response until the event has Closed.
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UGA Consulting eRFQ
58300-6RFQ-000000181-2020

Event Deals
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Supplier Attachments
Questions
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Review & Submit
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Georgia College is seeking a consultant to help assist with implementing results of a staff compensation study conducting by the Sibson Consulting group.

Stage Description





image7.png
Tis event closesn 5 days n /572020t 5/5/2020 500PM EDT. 8 v Schedule

UGA Consulting eRi
500 AFQ 001812020

Deic

Response Saus: NotStarted
e ToBi  Yes/
BdToat  Do0USD

Summary

Buyer Atachmonts
‘Suppir Atachments
Questons

tems

Review & Submit

QaABoard

Prerequisites
Pease reiew andares o heperequse i bk,

A, Prorquisies Reuired to Enter B
You must compel prsequstesbeore you may ntryour b

Standad nsuranco Rocuraments %
Instance Regiemerts

R T T —
A You st complet i preequiste 0 bid o s e,

Dounioas th taxcomplancefor, andupload yous completed esponse. %
Tax Complance

eyt e e and e e tems sbove.

0 Cuostons & Answors for s Evt

=l

> Requred o e Bl





image8.png
Buyer Attachments

Please see the attachments below for additional information about this event.

Attachment
& eRFQ Evaluation and Contract Award

& eRFQ List of Attachments

& Mandatory Worksheet - Revised

& Revised Cost Worksheet
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Supplier Attachments

Please upload any additional files that are relevant to this bid response.

Please add your attachments below.
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Please provide the price per unit and an estimated delivery date. The total price will be calculated when progress is saved. Additional information can be expressed to

the buyer in the comments for each item.
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Please review and submit your response after all errors have been cleared. You will still be able to come back to the event and edit your response until the event is

closed.
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