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Invitation to Sourcing Event

You will receive an invitation to participate in an IMF Sourcing Event via email notification

When yOU are |nV|ted by the IMF tO a SOU rC|ng International Monetary Fund Sourcing Event - RFP143 - IT Consulting Services #143 Invitation Inbox =
Event’ you WiI I receive an email I ike th e One On International Monetary Fund =do_not_reply@imf-test.coupahost. com:= 11:36 AM (2 minutes ago)

tome =

the righthand side of this screen. Py Epcoupa

IMF | PRISM

The emall W|” detall the name Of the event, as International Monetary Fund Sourcing Event - RFP143 - IT Consulting

Services #143 Invitation
Wel I aS th e d ate an d tl m e th at reSp On SeS are BK test 1 has been invited by International Monetary Fund to participate in a sourcing

event for RFP143 - IT Consulting Services.

d u e . Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.

Responses are due by Tuesday, 27 February 2024 04:36 AM EST

You can click I intend to Participate or View

Event to navigate to Coupa to participate in the
event. zscoupa

Business Spend Management




Sourcing Event Information

In Coupa, you can submit your intention to participate in the event and agree to Terms and Conditions

After clicking one of the buttonsin the email, you
will be navigated to the event. You can see
the timer indicating when the event ends.

To enter responses for the event, you will need
to:

Click the checkbox next to | intend to
participate in this event.

Read and accept the terms and conditions
(Click Yes under Do you accept these Terms
and Conditions?) Note: choosing not to
agree to these conditions will exclude you
from event participation.

Click Send to Event Owner after accepting
the terms and conditions.

Click Enter Response at the bottom of the
page.

RFP143 - IT Consulting... - Event #143 acue

days hrs
" bfacDERID T C ki
easy and all dene within the system. Response may require forms, attachments. price quotes, and/or descriptions of products or services.
Do you intend to participate in this event?
lintend to participate in this event
. Accept Terms and Conditions
Terms and Conditions Do you accept these Terms and Conditions?
nd_Conditions.docx Yes
No
Send to Event Owner
tvent Information & Bidding Rules Buyer Attachments

Event will end at the Event End Time.

Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

= Timeline

» »
Feb EventStart i) EventEnd
“ {Start time may change based on approvals) 27 | (Endtime may change based on approvals)
11:36 AM US/Eastern 04:36 AM US/Eastem
20d : 17h : Omin 00:00




Submitting a Response: Overview

The Event Response has several sections. You may click the arrows to expand or collapse them

@ The Event Timer is shown at the top right of the
page.

® You can name your response to anything that
you would like. (e.g., Response 2/7/2024)

© The Attachments section shows various
documentation attached for your review.

@ The Forms section shows the ISG Questionnaire
Assertion that you will need to complete.

@ Items and Services shows the items and/or
services that are in the RFP.

@ History shows the audit trail of your actions.

@ Messages enable you to communicate with the
IMF in the platform.

® vYou can Import responses from Excel here in lieu
of using Coupa Ul (this is NOT recommended).

© You can "Save" or "Submit response" here.

RFP143 - IT Consulting... - Event #143 ace

Eventinfo  MyResponses — BKrest - #63

9 * Name

Event Ends E D

days

Attachments
Forms

1. 1SG Questionnaire Assertion

6:: [tems and Services

6 b History ;
Import from Excel ave Submit Respons
Messages A




Submitting a Response: Messages

You may use the messaging feature in Coupa to send direct messages to the IMF

Click Messages at the bottom
of the Event.

Type your message and attach
a file, if necessary. Then click
Send Message. The IMF
procurement team will see your
message and will respond.

RFP143 - IT Consulting... - Event #143 s

ent Info My Responses BKtest 1-#63

* Name

Attachments

Event Ends

Forms

1. 1SG Questionnaire Assertion

= ltems and Services

b History

(é’ BK test 1 4 hours ago

Can we meet fo discuss the SLAsS?

Service_Level Agreeme.

Can We meet to discuss the SLAs?

ﬁ?fmacn files

Send Message |

Semvice_Level_Agreements docx




Submitting a Response: Messages

You may use the messaging feature in Coupa to send direct messages to the IMF

I New message Received for RFP143 - IT IZonsuIting Services - Event #143 &
INboX X

Ben Keegan <do_not_reply@imf-test coupahost.com> 4:58PM (O minutes ago) ¢ LY H

Once you receive a response you
will get an automated email with the N—
response and a link to View Online.

IMF | PRISM
Coupa natification

You received a new message on the Message board from International Monetary Fund.
The message reads:

Yes - | will send an invite for tomorrow at 2pm

You can view the context of the message on the full message board in the event by
clicking the link below.

View Online

The IMF response will be in your '
: Messages (2 B
Messages in the Event. 8
- 1o
é) BK test 1 4 hours ago s
Canwe meet to discuss the SLAs? By
Service_Level_Agreeme.
ch
Ben Keegan a few seconds ago 4
Yes - | will send an invite for tomorrow at 2pm
I
Type new message iy
54
~
&P Attach files il
Having Technical Issues? Contact sourcing supporti@coupa.com




Submitting a Response: Attachments

The Attachments section has several forms for
you to review (depending on the RFP). A sample
of the types of forms are Supplier Questions,
SOW, SLAs, RFP Cover Letter, SOW
Compliance Sheet, and Contract Template.

You can click each attachment to view it then
click File next to Add to add the response to
each section.

Attachments

Provided by Ben Keegan

Supplier Questions Form

Instructions

Please fill in the provided template with any questions you have about the

information in this event

Attachment

Supplier_Questions_Template_(1)_(3).xIsx

Sow

Instructions
Please Review the SOW, complete any redlining, and re-attach

Attachment

Statement_of_Work.docx

SLAs
Instructions
Please review the Provided SLAs
Attachment
S| . Level_Ag ts.d

str
Please view the attached Cover Letter. No action required on this item

SOW Compliance Sheet

Instructions
Please fill in the Compliance sheet based on the information in the SOW.

Attachment

Compliance_Information.docx

Contract Template

Instructions

Please Review the provide contract template, complete any redlining. and
re-attach the contract

Attachment

Contract_Template.docx

Response to Supplier Questions Form

Attachment
Add File




Submitting a Response: ISG Questionnaire
Assertion

Forms

You will need to complete the Information

~ 1.1SG Questionnaire Assertion

Security Group (ISG) Questionnaire Assertion to
submit a response to the IMF.

Please answer the questions below.

ISG Questionnaire Link and Assertion

Please quick the below link to answer our Information Secuirty Questionniare:

15G Questionnaire

Please check this box [J

Click the ISG Questionnaire link to open the
form. Fill in each required field and continue to

the end of the form to complete it.

Once the form is completed, check the box to ‘
assert that the queStlonnalre has been IMF External Service Providers Information Security Initial
Completed and CIle Save Questionnaire

Contact Information

Please enter the information below before answering the questionnaire. Instructions can be found here.
Use the following format when entering the [RFP#]_[your work email address].

For example: 12345_UserlD@YourCompanyDomain.com

* RFP Number

S J

* Service Provider Name

* [RFP#]_[your work emall address]

l I




Submitting a Response: Items and Services

& Submission

You may view the Items and Services in the
RFP in this section. This sample RFP is for IT
Consulting Services. You may input a price per

unit then click Save to have Coupa populate the
field on the response.

Once you have added all attachments and
finalized your bid click ‘Submit Response.’

After you submit a response, you will no longer
need to use the Coupa Tool. The IMF will
evaluate responses from all suppliers and will

communicate the results of the event outside of
Coupa.

= ltems and Services

ltems Not In Lots (1 items)

’ ! 0.00 USD
& IT Consulting Services
Price per Unit

>

Total  0.00 USD

L History >

Import from Excel Submit Response

' ~

Iltems Not In Lots (1 items)

; ’ 10,000.00 USD
g IT Consulting Services
Price per Unit

= ltems and Services

>
* Price per Unit * Currency

10,000 uso ~

Total  10,000.00 UsD

L) History >

Import from Excel Save I Submit Response I

10



