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Create a Vendor Group for Event Invitations

Setting up a vendor group is a quick and efficient way to add vendors to the invite list of multiple events. Groups
allow multiple vendors to be easily located, and all added at once. It can be done once, and used by not only the
group creator, but others as well. If a particular vendor is not needed for an event, they can be removed from that
event, but still kept as a part of the group itself for future use.

Create a Vendor Group

When any type of event (RFB, RFP, or RFI) is being created, vendors can be invited to view and participate.
These vendors can immediately be saved as a group
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Navigate to Sourcing, Create Events, Event Details
Click the Add a New Value Tab
Enter your event details

a. Business Unit

b. Origin

c. Event Format

d. Event
Click Add
Enter Event Summary details
Enter Line Items details
Enter Define Event Basics details
Click Bidder Invitations link
Click Search for Bidders link
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Create an Event

Invite Bidders

Business Unit: R2901 EventlD: NEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx

[Z] Public Event

Select Bidder ID Bidder Type Location Hame *Dispatch Method
1 B Email - =] =]
Search for Bidders: I Dispatch Lines Save Vendors as Group
|
Save Event Changes
- GoTo: v -es

= Return to Event Ovenvew

i* Refresh % Add 7| Updste/Display

10. Enter search criteria

11. Click Search

12. Select desired vendors from search results

13. Click OK

14. Repeat steps 9-13 until all desired vendors have been selected

The desired vendors are now invited to this particular event, and can be saved as a group for future use.

Create an Event
Invite Bidders
Business Unit: R2901 EventID: MEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx
[Tl Public Event
Gustomize | Find | View Al | 5 Frst Kl 1.50f5 L)
Select Bidder ID¥ Bidder Type Location Name *Dis patch Method
1 |} 0000192548 Vendor 001 BITUMINOUS ROADWAYS INC Email hd = =
2 |} 0000192549 Vendor 001 HIAWATHA REDDY RENTS Email - % .:I
3 |} 0000192550 Vendor 001 ASSOC FOR CAREER & TECHEDUC | Email - = =]
4 [l 0000192551 Vendor 001 CLEMENT COMMUNICATIONS INC Email hd = =
5 [l 0000192552 Vendor 001 FELTOM TELEPHONE CO INC Email hd = =
Search for Bidders Dispatch Lines Save Vendors as Group
Save Event Changes GoTo: ~ | Go |
= Return to Event Overview
:8 Rzeflah: :I:‘... Adcl: _,'ﬂ Llp-dahel'D'splay:

15. Select the vendors you want to add to the group by clicking the check box at the left of the vendor line
16. Click Save Vendors as Group
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Create an Event
Invite Bidders
Business Unit R2901 EventID: NEXT Round: 1 Version: 1  EventFormat: Buy Event Type: RFx
["1 Public Event
Cus tomize | Find | View mlal'!ﬂa Fnln-hﬂofﬂu Last
Select Bidder ID Bidder Type Location Hame *Dispatch Method
1 | @ | oooo192548 Vendor 001 BITUMINOUS ROADWAYS INC Email - =] [=]
2 =l 0000192549 Vendor 001 HIAWATHA REDDY RENTS Email - E =
3 || | oovo192550  vendor 001 ASSOC FOR CAREER &TECHEDUC  Email - B
4 [ 0000192551 Vendor 001 CLEMENT COMMUNICATIONS INC Email - = =
5 [F1 0000192552 Vendor 001 FELTON TELEPHONE CO INC Email - 8 =
Search for Bidders Dispatch Lines I Save Vendors as Group I
Save Event Changes GoTa: - Go
= Refum to Event Overview
3 Refresh [ % Add | 7| Update/Display

17. Enter Quote Group ID

a. Enter up to 10 characters

b. There are no guidelines for naming conventions, use what is appropriate for your agency
18. Enter Short Description

a. Enter up to 10 characters

b. There are no guidelines for naming conventions, use what is appropriate for your agency
19. Enter Description

a. Enter up to 30 characters

b. There are no guidelines for naming conventions, use what is appropriate for your agency
20. Click OK

Invite Bidders - Create Vendor Group

Vendor Group Details

sl SHABE

Quote Group ID: RFBGR1

Short Description: Group 1B

Description: Group 1 for RFB Events

include in

e Vendor 1D Location Name DB8A Name
1 5| 0000192548 (11 }] ETUMINOUS ROADWAYS INC: BITUMINOUS ROADWAYS INC
2 57 0000192549 001 HIAWATHA REDDY RENTS HIAWATHA REDDY RENTS
3 IE] 0000192550 001 ASS0C FOR CAREER & TECH EDUC ASS0C FOR CAREER & TECH EDUC
4 i 0000192551 001 CLEMENT COMMUNICATIONS INC CLEMENT COMMUNICATIONS IMGC
5 ¥ 0000192552 001 FELTON TELEPHOME CO INC FELTON TELEPHONE CO INC
oK Cancel

The vendors are now saved as a group. Complete the event as appropriate.
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Add Vendors to an Event from a Vendor Group

Once a vendor group has been created, they can easily be added to future events. Next time an event is being
created, and these vendors should be invited, navigate back to the Bidder Search page and search for the Group
ID/Group Name.

1. Navigate to Sourcing, Create Events, Event Details
2. Click the Add a New Value Tab
Enter your event details
a. Business Unit
b. Origin
C. Event Format
d. Event
4 Click Add
5 Enter Event Summary details
6. Enter Line Items details
7 Enter Define Event Basics details
8 Click Bidder Invitations link
9 Click Search for Bidders link

10. Enter Group ID and/or Group Name
11. Click Search

Bidder Search
Bidder Type: endor -
. -

Name: State: Type:
13 4, City: SIC Type:
Contact: Country: 8, SIC Code:
Group ID: RFB GR1 ), Postal: Item I0:
Group Name: Group 1 for RFB Events 6 ED Registerad Type of Contractor b
Category:
Results Option: Display Bidder/Company Id Only A Type: -

Search I Recommend Bidders Maximum Rows retrieved: 50

Enter search criteria and press search to retrieve bidders.
OK Cancel Refresh

All vendors included in the group will be shown in the search results.

12. Select vendors from the group you want to invite to the event
13. Click OK
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Bidder Search
Search Criteria
Bidder Type: Vendor -
Name: . @, State: . @, Type: v
0: ' Q City: ' SIC Type: [ e
Contact: Q, Country: l @, SIC Code: ’7‘%
Group ID: RFBGR1 Q, Postal: ] Htem ID: | Y
Group Name: |Group 1 for RFE Events @, A6 Heo ["I Registered Type of Contractor h
Category: @

Results Option: Display Bidder/Company Id Only - Type: hd
Select All Deselect All
Search Results A B pp K ysors O ooy
Bidder ID Location Contact Inform ation Bidder Com pany Invite

1 0000192548 lo01 @, =] BITUMINOUS ROADWAYS INC
2 0000192549 001 Q@ =] HIAWATHA REDDY RENTS
3 0000192550 001 @ =] ASSOC FOR CAREER & TECHEDUC
4 0000192551 001 @, B CLEMENT COMMUNICATIONS INC
5 0000192552 lo01 a, = FELTON TELEPHONE CO INC

0K Cancel | Refrash

Vendors can be added from multiple groups by repeating steps 9-13. Vendors can also be removed individually
from the Invite Bidders page as necessary.

Create an Event
Invite Bidders
Business Unit: R2901 EventID: MEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx
Public Event
Bidder Invitation List G o fEnd [ SN Fist B 1-30f3 I Last
Select Eidder ID Bidder Type Location Nam e *Dispatch Method
1 0000192545 Vendor 001 BITUMINOUS ROADWAYS INC Email hd = =
2 0000192549 WVendor 001 HIAWATHA REDDY RENTS Email hd = =
2 0000192550 Vendor 001 ASS0C FOR CAREER & TECH EDUC | Email hd = =
Dispatch Lines Save Vendors as Group
| Save Event Changes | GoTo: « | J
= Return to Event Qverview
¥ Refresh | [Ex Ada | | 5] updaternipiay |

Complete your event as appropriate.
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