Receiving and Responding to a Sourcing Event (RFQ)

Any supplier can be invited to participate in a sourcing event (RFQ). This quick reference guide shows the steps
from receiving an email with sourcing event details to submitting your response to Exxaro.
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Cleaning Services and Products invitation - Sourcing Event #181

Tue 03/09/2019 15:22 J
From: Exxaro Resources
To: carpets@testing sulting.co.za
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ezaro QA Cleaning Services and Products invitation - Sourcing
Event #181
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Exxaro Resources has invited you to the sourcing event: Cleaning Services and Products.

It you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable.
eiisra QA Click the "My Responses” tab to provide your response, which may include Attachments, Questionnaires, and Items

and Lots.

Response due date: Monday, 30 September 2019 03:20 PM 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.

o I intend to Participate View Event

All questions should be asked using the event message board (bottom left of the event). Having technical issues? Contact

e<<ara QA
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Ewvent Ends.

Event Info
9 o Event Information & Bidding Rules | Intend to Respond

Event will end at the Event End Time.
(| Check this box to let the buyer know you intend to

Responses are sealed until event closes respond
Buyer may choose to award Individual line items.

' Terms and Conditions
©: Buyer Attachments

None
YYou have to first accept the Terms and Conditions to
participate In this event.

) 1 Accept Exxaro_Terms_and_Conditions_for_supph

2
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Event Ends
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1. Event Invite

You will receive a Coupa generated
email from Exxaro Resources.

1.1. Action buttons
In the body of the email,
you will have the option to
Intend to Participate, or
View event. Click View
Event to view more
information before you
intend to participate.

2. Event Details

The details of the event are
itemised below:

e End time of the event

e Event information and bidding
rules

e Buyer Attachments
e Intention to respond
e Terms and conditions.

2.1. Event Timer

At the top right corner, the
event timer indicates the
remaining time to submit
your tender documents.
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e o Event Information & Bidding Rules

Event will end at the Event End Time.

Responses are sealed until event closes

Buyer may choose to award individual line items

@ ‘0. Buyer Attachments

@ 1 Intend to Respond

respond

Check this box to let the buyer know you intend to

@ Terms and Conditions

You have to first accept the Terms and Conditions to
participate in this event.

"1 Accept Exxaro ﬂirm§ and_Conditions.pdf

° Enter Response
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2.2. Event Information &
Bidding Rules

Scroll down to view Event
Information & Bidding
Rules.

2.3. Buyer Attachments

Find tender documentation
under Buyer
Attachments.

2.4. Intend to Respond

Indicate your intention to
participate in the sourcing
event by checking the
checkbox.

2.5. Terms and Conditions

A. Download and read the Terms
and Conditions document.

B. If you accept the terms, by
ticking the checkbox, the Enter
Response button becomes
active.

C. Then click on Enter Response
to proceed.

3. Messages Tab

Notice the Messages tab on the
bottom of the screen. This feature
allows Exxaro and the suppliers to
communicate. Click on the tab to
view, respond and create new
messages. These communications
will also be sent to the relevant
party via email.
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Eventinfo My Response
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< Attachments.

- Questionnaires

1. Similar Work Executed

= Items and Lots

Export 1o Exeal mpoet tram

Excal  Losd History Save

Sutimit Response to Buyer

eé Attachments

~

} Conflict_of_Interest_-_Tenders.docx

Supplier Conflict of Interest Response to Supplier Conflict of Interest
Instructions Attachment *

Please complete and attach Add File

Attachment

e = Questionnaires

1. Similar Work Executed

Piaass answer the questions below

Employer

Company  Mandla Cleaning services
Contact Porson  Mandla

Phone Number 0831111234

Consulting Engineer

Emall carpetstesting s2pconsuting a7

Phone Humber 083111234
Mablle Humber 083 111234

Natura of Work |

e = Items and Lots

Name Expected Qty

B Mems Notin Lots (2 items)

5 Cleaning Service Persian CCC 10 {Hours) . ' - 0,00 ZAR
Carpat
7 2 & SUPCO Cleaning Products 10 (each) x ‘. 0,00 ZAR
Total 0,00 ZAR
cowom it oo
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4. My Response

You may be required to attach
documents, complete
questionnaires and populate the
pricing for the items requested.

5. Attachments

Expand the Attachments section
to view and upload different files.

5.1. To attach documents, click
on the File hyperlink,
browse your folders and
attach the relevant
document.

6. Questionnaires

Expand the Questionnaires
section.

6.1. Complete the
questionnaire and click
Save.

7. ltems and Lots

7.1. Populate the proposed
prices in the My Price
fields.

7.2. To add any additional
information to the line item
that is not price related,
click on the line item to
expand the view.
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= ltems and Lots

Name Expected Qty

##  Hems NotIn Lots (2 items)

My Price

Price x Expected Qty >

11 000,0000 ZAR

¢ Cleaning Servics Persian CCC 10 (Hours) 500,00 500000 ZAR
Carpet
= SUPCO Cleaning Products 10 (sach) 600,00 6000,00 ZAR
Total 11 000,00 ZAR
Export to Excel Import from Excel ‘Submit Response to Buyer
Ed@!esponse
v

Save ‘

NI

Submit Response to Buyer

7.3.

7.4.

You have the option to
export and import the
response details using
Microsoft Excel. Simply
use the Export to Excel
and Import to Excel
action buttons.

Save the response to
submit at a later stage.

8. Submit Response

Once you are satisfied with all the
information, click on the Submit
Response to Buyer button.

9. Edit Response

Edit your response if the event is
not closed yet.

9.1. Click on the Save button.

9.2. Click the Submit

Response to Buyer
button to resubmit your
response.

For additional support contact 0872 839 704, or email vendor.services@exxaro.com for assistance
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