How to complete the RFQ Spread sheet.





The first screen you will come to is called the “Notice Screen”.  The following changes are required on this screen.





Go to tools/ Protection/Unprotect Sheet/  type “password”


b.	Find the "?"





Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address. Click “OK”.


Change your font size to “16” 


Click the “B” to make it bold.





Go to tools/ Protection/protect Sheet


Type in your own password.  Keep it simple.  Do not use the RFQ Number or your name.  This section is case sensitive.








The second screen you need to go to is called “Solicitation”  the following changes are required:





Go to tools/ Protection/Unprotect Sheet/  type “password”


Go to “Print Preview” this is the button to the (L) of the print button.


Select “Set Up”


Make the appropriate changes to the header and footer.


e.     Find the "?"





Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address


Change your font size to “16” 


Click the “B” to make it bold.





Go to tools/ Protection/protect Sheet


Type in your own password.  Keep it simple.  Do not use the RFQ Number or your name.  This section is case sensitive.





�



The third screen you need to go to is called “Offering or Equal”





Go to tools/ Protection/Unprotect Sheet/  type “password”


b.     Find the "?"


.


Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address.


Change your font size to “16” 


Click the “B” to make it bold. 


Go to tools/ Protection/protect Sheet


Type in your own password.  Keep it simple.  Do not use the RFQ Number or your name.  This section is case sensitive.











The forth screen you need to change is called “Clauses”





Go to tools/ Protection/Unprotect Sheet/  type “password”


b.     Find the "?"





Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address.


Change your font size to “16” 


Click the “B” to make it bold. 


c.     Go to tools/ Protection/protect Sheet


Type in your own password.  Keep it simple.  Do not use the RFQ Number or your name.  This section is case sensitive.





5.	The fifth screen you need to change is called “Reps & Certs” 


a.	Go to tools/ Protection/Unprotect Sheet/  type “password”


b.	Find the "?"





Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address.


Change your font size to “16” 


Click the “B” to make it bold.


c. 	Use your Ctrl G type “U444” The change to your E-Mail address.


Now ( R ) click on this block


Select Hyperlink


Then Edit Hyperlink….


Under “Link to file or URL” type the following


mailto:then your e-mail address.


Change your font size to “16” 


6)    Click the “B” to make it bold 


Go to tools/ Protection/protect Sheet


Type in your own password.  Keep it simple.  Do not use the RFQ Number or your name.  This section is case sensitive.








6.	OK, now you have made all the changes necessary to make this your document.  Now, how do 	you  prepare your RFQ?





First go to “Solicitation”


Go to tools/ Protection/Unprotect Sheet/  type “your password”


Use your Ctrl G type “date” The change to your return date


Use your Ctrl G type “pin” The change to your PR number


Use your Ctrl G type “rfq” The change to your RFQ number


Use your Ctrl G type “desc” here is were you type your item description.


Your item description can only go to the line.  If it is longer, just go to the next line.  After each item leave a space.


To get the cells to the right of each item description, just copy and past.  The program will do the math.





It is best to create a file in your Documents file called RFQ.  In this file you should save this copy as “1 Master”.  Then all other RFQ’s should be named by the RFQ number i.e. 99Q0001.





Before you send out this file, make sure that you have protected each page of the RFQ.  If not, the contractor will be able to make changes to the document that you may not want.  Without the document being protected, it may be difficult for the contractor to move around within your file.  Therefore, it is a must that you protect the document.  Keep the password simple.




















