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Bidding Tip Sheet

This document provides suppliers with detailed instructions on what to do after receiving an email notification of a sourcing event.

· Once the sourcing event is created you will receive an email notification. Look for the email in your registered email address mailbox. 
[image: Screenshot of ShopBlue Sourcing Event Email]

· Click the below link to view the Sourcing Event.
[image: Screenshot of ShopBlue Sourcing Event]


· [image: Screenshot of ShopBlue Sourcing Event Login][image: Screenshot of ShopBlue Sourcing Event, Required Company Details]Fill all required company details. Enter the Password and Click Create Account.

· Once the account has been created, you will receive an email for next steps.
[image: Screenshot of ShopBlue Sourcing Event User Registration]










· Look for the email to continue with Sourcing Event Supplier Registration. Click Complete Registration Now.
[image: Screenshot of ShopBlue Sourcing Event Registration Confirmation]

· Login page will appear, confirm your email address, and click Next.
[image: Screenshot of ShopBlue Sourcing Event Login Page]


· Enter the password you have created and click Login. 
[image: Screenshot of ShopBlue Sourcing Event Login Page - Enter Password]

· Enter One Time Code and Click Submit.
[image: Screenshot of ShopBlue Sourcing Event Login Page - One-Time Code]


















· Once you are logged-in, the sourcing event you are invited to will appear on the home page. Click View Event to view the Event. 
[image: Screenshot of ShopBlue Sourcing Event]

· On the Event Page Scroll down to view the Description Page.
[image: Screenshot of ShopBlue Sourcing Event]

· After checking the Description, Click Proceed to Prerequisites. 
[image: Screenshot of ShopBlue Sourcing Event]

· Download to view Terms and Conditions, check the radio button for agree terms and conditions and click Save Progress.  
[image: Screenshot of ShopBlue Sourcing Event Terms and Conditions]

· Click Yes, I intend to bid.
[image: Screenshot of ShopBlue Sourcing Event - Intend to Bid]

· Click Next.
[image: Screenshot of ShopBlue Sourcing Event]

· Click Add New Attachment to upload any additional files that are relevant to this bid response. Click Next.
[image: Screenshot of ShopBlue Sourcing Event - Attachments]

· Click Company Information to add Company Contacts and Company Information. Click Next.
[image: Screenshot of ShopBlue Sourcing Event - Company Contact Information]

· Click Next on Tech and Services page.
[image: Screenshot of ShopBlue Sourcing Event Tech and Services Page]
· Click Submit Response once you are done answering questions.
[image: Screenshot of ShopBlue Sourcing Event - Submit Response]

· In case if you want to ask questions related to the event. Click Q & A Board and click Ask a Question. Note: Kindly refer to Q&A timeline before adding your question. Click Summary to view the Question Submission Close Date.
[image: Screenshot of ShopBlue Sourcing Event Question & Answer Board]

· Add the Subject and your question, add any attachment and click Submit Question. 
[image: Screenshot of ShopBlue Sourcing Event - Ask a Question]
· Once your responses have been submitted, you will have to wait for the Sourcing event to complete. Once the event is awarded the event status will change to Awarded, and you may click on Your Award Summary to view if you have been selected to award any of the items from RFI.
[image: Screenshot of ShopBlue Sourcing Event - Award Summary]
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Sourcing Event User Registration

Thank you for starting the registration process with State University of New York!

Look for an email with next steps momentarily.
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needed modifications

Sourcing Event Supplier Registration for State University of New
York

Dear New Test Company,

DO NOT REPLY - This email address is not monitored and you will not receive a response.

Thank you for starting the registration process with State University of New York. Please click the link
provided below to continue your registration process.

‘Complete Registration Now

Once your reg

ration has been verified you can log in and access the Sourcing Event Test Event
Company: New Test Company

Email: foreignsupplierprofile+11111@gmail com

Thank You
State University of New York

If you have any technical questions, please contact Global Supplier Contact Name Global Supplier

Contact Name Title at GlobalSupplierContactEmail@email.com or for assistance and identify yourself as
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If you already have an account or are a registered supplier who has been invited to participate in a
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Sourcing » Sourcing Events b Search Events

eview & Submit Contacts
If you need more information on this event, please contact:

My Exports and Imports
Sumeet Simunla

Description

Introduction

The University at Buffalo (‘University’) is New York State’s flagship university, one of the premier research-intensive public universities in the United States and a member of the
prestigious Association of American Universities. The University has over 32,000 students enrolled in over 450 degreed programs. Currently, there are more than 260,000
alumni taking leadership roles in communities and businesses throughout the United States, 135,000 in New York State, and in 148 countries around the world. The University
employs more than 6,000 faculty and staff on 3 campuses in Western New York.

STATEMENT OF SCOPE OF WORK STATEMENT/PRODUCT SPECIFICATIONS
Additional information s available at https //www.buffalo.edu/home/ub_at_a_glance.htm
Purpose and Objective

The University is issuing this RFI to obtain vendor feedback on a variety of factors that may be used in creating requirements for a new solicitation for SERVICE/COMMODITY.
Using the information acquired through this RF, the University will review available options and solutions and determine future contracting strategies.

Itis the objective of this RFI to develop a general understanding of the following
ELEMENTS SCOPE OF WORK STATEMENT/PRODUCT SPECIFICATIONS

The University appreciates your time and assistance in this information collection process.

Inquiries

To ensure that vendors fully understand the scope of this request and that responses are received in the proper format, as outlined within this RFI, the University will receive
questions from vendors

Stage Description
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B Required to View Event

RFI Terms and Conditions &

& Terms and Conditiong

certify that | have read and agree to the terms above.

A\ You must complete this prerequisite to view this event.

« Previous Save Progress





image14.png
m This event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule

Test Event
UB-RFI-1700357

Event Details

Response Status: Not Started

Intent To Bid: Not Set
Bid Total: 0.00 USD
Summary

Prerequisites

Supplier Attachments
Questions
Company Information
Tech and Services

Review & Submit

Q & A Board

My Exports and Imports

v
v

effective May 25, 2018. By closing this banner, you acknowledge

Prerequisites

Please review and agree to the prerequisites listed below.

A, Intent to Bid Not Set

- You must set your Intent to Bid to "Yes" to respond to this event.

RFI Terms and Conditions &

& Terms and Conditions

v

I certify that | have read and agree to the terms above.

at when you use our Soluti

we process your personal informati

r Service

© Questions & Answers for this Event

< Previous

Event Actions w | History | 2

Ves, I Intend to Bid | SRY=I0]

B Required to View Event




image15.png
m This event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule

Test Event
UB-RFI-1700357

Event Details

Response Status: Not Started

Intent ToBid: s
Bid Total: 0.00 USD
Summary

Prerequisites

Supplier Attachments
Questions
Company Information
Tech and Services

Review & Submit

Q & A Board

My Exports and Imports

effective May 25, 2018. By closing this banner, you acknowledge

Prerequisites

Please review and agree to the prerequisites listed below.

RFI Terms and Conditions &

& Terms and Conditions

v

I certify that | have read and agree to the terms above.

at when you use our Soluti

we process your personal informati

r Service

© Questions & Answers for this Event

< Previous

Event Actions w | History | 2

B Required to View Event

SaveProgress [JNCI83





image16.png
at when you use our Solution, we process your personal information as described i

m This event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule

Test Event
UB-RFI-1700357

Event Details

Response Status: Not Started

Intent ToBid: s
Bid Total: 0.00 USD
Summary

Prerequisites
Supplier Attachments
Questions
Company Information
Tech and Services

Review & Submit

Q & A Board

My Exports and Imports

Supplier Attachments

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

# Attachment

1 & Sourcing - Bidding Tip Sheet.docx

Add New Attachment | v

* Required

© Questions & Answers for this Event

Event Actions w | History | 2

< Previous

Edit v





image17.png
effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy

m This event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule @ Questions & Answers for this Event

Test Event Company Information Event Actions w | History | 2
UB-RFI-1700357

Import Options w || Export Questions
Event Details

v On This Page
Response Status: Not Started
Intent To Bid: Yes 1.1: Company Contacts (2)
Bid Total: 0.00 USD 1.2: Company Information (2)
Summary v 1.1: Company Contacts
111
Prerequisites v Company Name *
Supplier Attachments v
New Test Company
Questions

112
Headquarters Address *

Company Information

Tech and Services v

Test Address
Review & Submit

Q & A Board

My Exports and Imports
2487 characters remaining

—— r— N>





image18.png
effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy

m This event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule @ Questions & Answers for this Event

Test Event Tech and Services Event Actions w | History | 2
UB-RFI-1700357

Event Details + On This Page

2.1: Technology (0)

Response Status: Draft
2.2: Services (0)

Intent To Bid: Yes /-
Bid Total: 0.00 USD

v 2.1: Technology
Summary

v 2.2: Services
Prerequisites

Supplier Attachments
Questions
Company Information

Tech and Services

RS RUR R RY

Review & Submit

Q & A Board

My Exports and Imports

— Prveus >





image19.png
Sourcing » Sourcing Events b Search Events

@ JAGGAER revised its Se May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described i
(EZZ) s event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule ~ @ View amendment changes. © Questions & Answers for this Event
Test Event Review & Submit Event Actions w | History | 2

UB-RFI-1700357

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
Event Details closed.

Response Status: Draft

IntentToBid: ~ Yes Al sections are now complete, and you may submit your bid below.
Bid Total: 0.00 USD
Section Progress
SIE Summary © No Required fields
Prerequisites Y Prerequisttes © Required fields complete
Supplier Attachments ¥ Supplier Attachments @ No Required fields
Questions Y Questions @ Required fields complete
Company Information v Company Information @ Required fields complete
Tech and Services v Tech and Services © Required fields complete
Review & Submit A
Certification
Q&ABoard I certify that the statements and information in this response are true and correct to the best of my knowledge and belief.

My Exports and Imports

< Previous Submit Response





image20.png
effective May 25, 2018. By closing acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy

(EZZ) s event closes in 30 days on 6/30/2024 at 12:00 AM EDT. & Event Schedule ~ @ View amendment changes. © Questions & Answers for this Event

Test Event Question & Answer Board Event Actions w | History | 2
UB-RFI-1700357

Ask sourcing event related questions, receive responses, read other supplier's questions and answers that have been made public , and respond to buyer-submitted
Event Details questions.

Response Status:  Submitted

Bid Total: 0.00 USD

Public Q&A (0) | My Questions (0)  Buyer Questions (unanswered 0)

Summary

Prerequisites
qf Sort by Date Asked: Most Recent First v

Supplier Attachments

@ No questions and answers have been made public yet.
uestions

Company Information

A A R

Tech and Services

Q & A Board

My Exports and Imports




image21.png
Ask a Question

*
Subject Test Services
*

Question I want to know more

about test service you

need 4

4951 characters remaining
Attachment
Selectfile | Droj brow

Disclaimer

Please note that submitted questions and associated answers may be exposed to all
participating vendors, at the discretion of the sponsoring Organization.

* Required Submit Question Close




image22.png
< Back to Results.

LUCL Ll This event is awarded.

Test Event
UB-RFI-1700357

Event Details

Intent To Bid:  Yes

Summary
Prerequisites
Supplier Attachments
Questions

Company Information

LS N NI SRR N

Tech and Services

Q & A Board

My Exports and Imports

Your Award Summary

1of TResults ¥ [ € >

& Event Schedule @ View amendment changes.

Your Award Summary

Awarded Total: 0.00 USD

You have been selected for a no item award.

© Questions & Answers for this Event

Event Actions »

2




image1.png
You've been invited to participate in UB-RFI-1700357 - Test Event nbox x

'SUNY <DoNotReply@sciquest com>
to foreignsupplierprofile 111 ~

T\ G uneratyapuo This is only a test.

You were sent this email from the JAGGAER UIT system. Please
SHOPBLU E review the: From address, Subject & Emailtext for accuracy and
needed modifications.

You've been invited to participate in "Request for Information - Test Event”

Dear,

DO NOT REPLY - This email address is not monitored and you will not receive a response.
You have been invited to participate in the following Request for Information.

Event Title: Test Event
Event Number: UB-RFI-1700357

Event Open Date: 5/30/2024 at 12:00 AM EDT
Event Close Date: 6/30/2024 at 12:00 AM EDT
Issuing Company: State University of New York
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State University of New York
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