Instructions for Bidders responding to a Bid or RFP posted in
TopShop/Unimarket

There are 2 ways you to access the bid or RFP
¢ Receive the bid invitation via email or

e Posted on wkuplanroom.com

1. If you received the invitation via email, click the View the Bid Request hyperlink.

2. If you are viewing the bid from wkuplanroom.com, click the link to open the bid.
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3. Review the details of the request by clicking on the Summary and Sections tabs.

4. Once ready to participate, click Join (in the upper right corner) to initiate the
supplier registration check.




Bid Request UNIMARKET TRAINING BOOTCA...

0

Bid Request

9 Summary Sections

Bid Request ID UNIMARKET TRAINING BOOTCAMP-100118
Bid Request Name Library Renovation

State Issued

Description Full Renovation

Bid Request Type RFQ

If you are...

Already Registered with a Supplier Profile

1. Select Already Registered? Login in the top right corner.

2. Enter your email address and password associated with your Unimarket profile.

3. The new customer name will be displayed on the Your Profile screen under
the Customers header once complete. (Note: For additional information on
linking a new customer, refer to the help article Link a New Customer to Your

Existing Profile).

Not Registered with a Supplier Profile

1. Insert information in all required fields marked with a red asterisk.

Check the "I'm not a robot" box.

e Click Sign Up. (Note: For additional information on registering, refer to the help

article Reqister a Company Supplier Profile or Register an Individual Supplier

Profile).
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You will need a few things to get your account ready!
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https://supplier-help.unimarket.com/hc/en-us/articles/45862706768537-Link-a-New-Customer-to-Your-Existing-Unimarket-Profile
https://supplier-help.unimarket.com/hc/en-us/articles/45862706768537-Link-a-New-Customer-to-Your-Existing-Unimarket-Profile
https://supplier-help.unimarket.com/hc/en-us/articles/45862721883161-Registering-a-Company-Supplier-Profile
https://supplier-help.unimarket.com/hc/en-us/articles/51021136051865-Registering-an-Individual-Supplier-Profile
https://supplier-help.unimarket.com/hc/en-us/articles/51021136051865-Registering-an-Individual-Supplier-Profile

Create and Submit the Bid

Once registered and you are ready to create your response.
1. Click Quotes on the left side panel.
2. Click View Bid Requests.

s unimarket o
VUD View Requests for Quote

Home View Bid Requests

Create Quote
Profile View Quotes

Profile: Company/Organization

Catalogs

Trading Name: Demo Supplier Profile

Tax Number:

Location: United States, USD, America/New_York Eastern Standard Time
Df Member Since: 7/11/2017 2:38 PM

Default Contact: john doe 2

3. Select the desired bid.
4. Click Create Quote or Decline in the top right corner.
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Dan's HotDogs > Unimarket University

Bid Request Messages

Summary Sections

1. Selecting Create Quote will begin the step-by-step bid response process.
2. Complete your response across the various tabs, utilizing the help articles listed
below:

Bid Response - Overview Tab

Bid Response - Quote Tab

Bid Response - Sections Tab

Bid Response - Publish Tab

Bid Request - Review, Edit, and/or Withdraw Quote
Bid Request - Confirm Submission

Submitting Bid Questions & Messages

If at any time you require further assistance with the Unimarket portal (e.g. registering,
accessing/submitting your bid), please contact Support@Unimarket.com.



https://supplier-help.unimarket.com/hc/en-us/articles/45863453763609-Bid-Response-Overview-Tab
https://supplier-help.unimarket.com/hc/en-us/articles/45863445318809-Bid-Response-Quote-Tab
https://supplier-help.unimarket.com/hc/en-us/articles/45863482189209-Bid-Response-Sections-Tab
https://supplier-help.unimarket.com/hc/en-us/articles/45863498658585-Bid-Response-Publish-Tab
https://supplier-help.unimarket.com/hc/en-us/articles/45863457822873-Bid-Request-Review-Edit-and-or-Withdraw-Quote
https://supplier-help.unimarket.com/hc/en-us/articles/45863492418585-Bid-Request-Confirm-Submission
https://supplier-help.unimarket.com/hc/en-us/articles/45863486193049-Submitting-Bid-Questions-Messages
mailto:Support@Unimarket.com
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