METROHEALTH SUPPLIER PORTAL STEP BY STEP EVENT RESPONSE GUIDE

Step 1: Sign into MetroHealth Supplier Portal.

infor Supplier Portal v

~  Forgot Us

Events Supplier Portal

Browse Open Events
Search Events

The Supplier Portal facilitates the exchange of information between a buying organization and its suppliers. Benefits of the application include

Self-service supplier registration and account maintenance
Support for multiple commodity codes per supplier and contact

Improved communication via messages, including support of electronic attachments
Document upload capability

Enables data to be accessible in one location

Step 2: Click Browse Open Events.

ipplier Portal v

Links

The MetroHealth System Supply Chain

Supplier Portal Guide 2019
Supplier Portal Registration Instructions

The MetroHealth System Purchase Order
Terms and Conditions

Messages Unread Messages

Inbox (1)

View Al Links

Events
Browse Open Events
Search Events
My Responses

10/29/2019 The MetroHealth System Bidding Opportunity: Event #342 is or will be available for response

The MetroHealth System Supply Chai
Normal Supplier Portal Guide 2019

Supplier Portal Registration Instructic
The MetroHealth System Purchase Ot

Terms and Conditions
Contracts
Active

In Negotiation

Performance Announcements

Event Metrics

Welcome to The MetroHealth System
Supplier Portal. Please take 3 look for

My Account

Update Account Information “NEW= bi

g opportunities.

NOTICE: Please register with ou
Supplier Registration Form
All bids beginning 12/12/2016 wi

‘posted using our new Supplier Pc

T Metro Health has purchased fror
in past 12 months you may be setu
Supplier in our New Supplier Por
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To verify Metro assigned vend
sumber, please see a current Purc
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next to your business name.

Step 3: Review and save Event Attachments from Attachments tab.

Step 4: Click on Respond Now.

Print.
32 Vesson 1 EveniName CSP Design Services

[ oy
Contacts Dates
Attachments I 10242019 10252 PM
Terms And Condiions Close: 11722019 1227:00PM
ez QANd A Open 1012412019 1:05:06 PM
QAndA Forum ndAClose: 10312019 122714 PM
Amendments

Description

Description should align with Statement of Purpose fiom the bid specifications.

Rules

Type:  CSP Currency:  USD

Bid:  No All Lines Required:  No

Bid Bond Required:  No
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Step 5: Review and Accept Use of Supplier Portal Terms. Click, Next.

Event # 342-1

Event Response }

Click the following link to review all terms and conditions Terms and conditions

() 1 acoept he terms and conditions for tis event and confirm that | am authorized to acoept these tems and conditions and submit ids for my company
or-
O3 1 wouid ke to negotiate the terms and condiions fortis event

Negotiation Comments:

Negotiaion Attachmen )

Terms and Conditions

USE OF SUPPLIER PORTAL

USE OF SUPPLIER PORTAL

As a condition of using our site, you agree to provide accurate, current, and complete information for your organization as
prompted by the applicable bid specifications. Any goods or services that MetroHealth may ultimately purchase from your
organization will be subject to a Master Purchase Agreement (“MPA”) containing terms and conditions for purchase that have been
mutually negotiated between MetroHealth and your organization. Please submit your markup of MetroHealth’s standard MPA as
part of your bid response.
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Step 6: Click Respond on Line Response.

Step 7: In Item field, enter the word Price or Proposal. (Attach price list or proposal on attachment ta, as
applicable based on the pricing request witin the Bid Specifications. Please upload your pricing to the bid portal in
an editable format such as MS Word or Excel.)

Step 8: Enter 1 in UOM field.

Step 9: Select, No Charge. (Since you will submit proposal pricing through the attachment tab in accordance
with the Bid Specifications.) Click, Next. You will be on the Summary tab for the event line response.

Step 10: At Summary, click Event Response.

Step 11: Click Next.

Event # 342-1

S v

] Actions , || Options
e # tem Description Line Quantty Response Quantty  UOM Unit Price Extended Price #
EVENT PRICE 10000 00000 LO 0000 000 Respond

Records Per Page: 10

Event # 342-1

}

Line 1 Details

Forine response,ente Price i e Fisl. Seect, No Charge. Cick,Next, Afach prce st orproposalon attachment . Fease upload yourprioing f e bid prtl n an edtabl format such as MS Word o Excel,

o1 EVENTPRIE  Oufput Type  NoOutput
10000 o 1o
o GTIN Descrtion:
Commdiy Code: 578 Commodiy Descrpion” MISCELLANEOUS PRODUCTS (NOT OTHERWISE CLASSIFIED)

Enter Line 1 Response Information

PROPOSAL

= TN
10000
10 vomD
@ nocn u] =
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Event # 342-1

e Resporss v

Summary

Click the event response button to continue responding to event # 342-1

Event Response.

# w21
Une#t 1
1.0000
o 10
it Prce: 0,000
No Charge:  Yes
NoBid No

Extended Price:

Step 12: At Response Attachment, click Create. A Sourcing Event Response Attachment pop up box will
appear.

Step 13: Click on the folder icon in the corner of the Attachment field. Search for your document, once

located, click Open. (To add mulitple documents, which may be necessary based on the applicable Bid
Specifications, click create and repeat step 11-12.)

Event # 342-1
Event Response v Line Responses v Response Attachments Submit Response
Create
Attachment Title

o

Attachment

Sourcing Event Response Attachment

Sourcing Event Response Attachment

Company 1

Event# 3421 Event Name:  CSP Design Services
Suppliet MHS Supplier: 1025 Supplier Name:  MetroHealth
Supplier Contact 1 Supplier Contaci Name:  Kim Shaver
Attachment Number
Attachment: L]
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infor Suppi

Event # 342-1

Event Response v Line Responses v Response Attachments ‘Submit Response.

Create = Update | Delete

Aftachment Title Attachment %
),

Bid Instructions_compare copy 10.23.19.docx Bid Instructions_compare copy 10.23.19.docx

Records Per Page: 10

Step 14: After all proposal documents have been uploaded to the Attachments field based on the
applicable Bid Specifications, click Next.

Step 15: At Submit Response tab, click, Submit. (Message will appear at the top of the screen and middle of
the screen indicating your response has been submitted).

Event # 342-1

EventResponse v Line Responses v Response Altachments v ‘Submit Response

Submit Response:

T TSN Print My Response.

Congratulations, your response has been submitted



