Fannie Mae
Supplier Guide: Responding to an RFx

Steps to Respond to an RFx:
Recommended browsers that are compatible with ProcureOne are as follows:
=  Microsoft Edge, Google Chrome, & Mozilla Firefox

1. Access the ProcureOne login page by clicking the link provided in an RFx invitation or by going to the website;
https://procureone.fanniemae.com

2. ProcureOne may also be accessed through the FannieMae.com website. On Fanniemae.com, select Suppliers from the
bottom menu of the website. From there, find the link to contractingopportunities.

3. Login by entering your Login and Password. The Login is the email used during registration.

a. Ifyou have forgotten your password, click the Lost your password? button
b. If you have not registered on ProcureOne, do so now by selecting New Supplier? Register Now

ProcureOne. -

Fannie Mae's Procurement
Portal for Suppliers, Vendors, (suppliers only)

and Real Estate Professionals,

all in one neat box. hep etk I;I_J

< » New Supplier
Ll ASRLA
L /: ats 3 G4 A8 = Contracting Opportunities

!

Supplier Portal Home Page:

4. Ifyour company has been invited to participate in an RFX, the RFx will appear in the Request List on the Homepage after your
login to ProcureOne. Open the RFx by clicking on the Hotlink or the pencilicon.

< 9 Request List

Proposal Progress RFP Status
+ | OnHold Open for Bidding

Q Search Reset

Begin UTC-4) End (UTC-4)

@ Open for Bidding  Bid due date has passed  12/12/2018 20000 AM

Review Request:

5. The screen opens with the Acknowledgement page on the Review Request tab. Click | accept the RFx Participation
General Terms and Conditions. This must be completed before any additional information/steps will be made available.
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https://procureone.fanniemae.com/

ref
&) Fannie Mae Companylnfo  Performance  Mytasks RFx  Contracts

< D Test Quick Bid (BPM011534) - Lot: 1/ Round : 1

i Review Request m

Publicity/Use of Fannie Mae Brand Sidder may not publish, or cause to have published, or make public use of Fannie Mae's name, logos, trademarks, or any informatt
time in Fannie Mae's sole discretion

Compliance with Laws Bidder must comply with any applicable federal, state,
d, in connection with

unty and local laws, orders, rules, ordinances, regulations and codes and identify and
nce of its obligations under the contract executed by the parties, including such oblig:
Bidder must comply with laws, rules, regulations, and orders relating to equal employment opportunity, workers' compensation, unemployment compensation and Fit

RFx process and, if 3 contract is finally aw:

General Info,

Bidder agrees that it will not export or re-export, directly or indirectly, any of the information received from Fannie Mae in this RFx, to any destination to which such &
suthorities as required thereby. Bidder shall not sell, export, transfer, ship, divert, or otherwise dispose of any such information to any person, entity, or country proh

Ccompliance with Fannie Mae Policies f 3 contract s finally swarded, and i the Bidder to whom a contractis awarded will be providing services at  Fannie Mae locati
procedures, 35 spplicable, and other standards and procedures established from time to time by Fannie Mae for its contractors

merticipote i this- Rl ¥ o icipatic ‘Terms and Conditions. You can decide whether to bid/respond

1accept the RFx Participation General Terms and Conditions

v RFx General Information

6. You will be in a new screen, here you will need to select either WILL BID or NO BID. If you select WILL BID, click Confirm, the
RFx documents are visible. If necessary, you will be able to decline to respond at a later point after you have reviewed all of
the contents.

Open for bidding
Receipt acknowledged on 10/5/2022 3:07:44 PM (UTC-4)

To answer to this RFx, please confirm that you intend to bid.

WILL BID: our r

NOBID: we will

Confirm

7. You can start the questionnaire by clicking Questionnaire on the left-hand side of the screen. the Overview and Answer
Questionnaire section will display. Within the Answer Questionnaire section, click Access Questionnaire

4 9 1 Test Quick Bid (BPM011534) - Lot: 1/ Round : 1

X9 49min 355 . £} Current proposal has not been submitted

¥ Answer Questionnaire

Questionnaire

8. You will now see various sections of the Questionnaire and any Attachments corresponding to this event. Answer the
questions.

< 9 o Test Quick Bid (BPM011534) - Lot : 1/ Round : 1

. T T

il address for Bidder's primary and secondary contacts

Provide name. phon
for this RFx.
For each contact. enter 8

ess. phione mumber(s) ard ermod odcbres

Messages: (Sending a message to Fannie Mae sourcing personnel or other contacts within your company)

9. Click the Messages tab, click the New thread button. A draft message window will appear on the right-hand side. The
suppliers can only send messages to the Sourcing Personnel and other contacts within their company attached to the RFx
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10. Drafting the Message

e : 55d 09 42min 00

A Current

= -

proposal has not been subemitied

Advanced Search

Test Quick Bid (BPM011534) - Lot : 1/ Round : 1

D Message History

oot | et | et

=y -

Advanced Search
© Message History

£

a. Message Type field defaults to Clarification
- leave it at that

From field: will display your name

o

Subject field: enter a subject
Send To field: Select the person to whom

you will be sending the message to
e. Enter your message in this section
f. Click or Drag to add files: add all supporting

documentation

Click Send when ready to send

< RO R « Test Quick Bid (BPM011534) - Lot: 1 / Round : 1
i L
Messages Messags N
L 5d 091 3465 - A Current p ot
—
=
New thread

Advanced searen

© Message History

L

From

Subject

Send Tol

11. Message Thread- The message thread for that clarification has begun and a read-only view of the message will appear

< 9w

i Review Reque

Messages Messages.

Test Quick Bid (BPM011534) - Lot : 1/ Round : 1

Jtime:: 554 09h 3dmin 36s - A, Current propesal has not been submitted

Keywords

New thread

Subject

1 Resultls)

= 1o surcing lead at Fannie Maz o/t

Advanced Search

= -

s | Lastupdate (UTC-4)

10¢5/2022 325:13PM ’

Manage Response(s):

Original sender

mpany Inc United States)

e

testing sending message to sourcing lead at Fannie Mae  Clarification &

From

10/5/2022

 Message History. Cyriac Joseoh

Last sender Send To

Juseph CYRIAC Sourcing process - Ovner

[McKinsey & Company Inc United States)

& Testing message to sourcing lead at Fannie Mae

12. You can access and response to the event by clicking on the label Proposal#1.
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< D @ Test Quick Bid (BPM011534) - Lot : 1/ Round : 1

18 Download all contents of this RFP [ —

Remaining time : 55d 0% 32min 595 . A Current proposal has not been submitted

Status
e —————— o- -

Questionnaire Round / Lot

Test Quick Bid 1 -
[ I f

Attachments Round Label Istatus Proposal Progress | Questionnaire Progress  Submitted on (UTC-4) = Total  Acknowledged
Test Quick Bid- 1 | Proposal #1 Jin progress o% 0%
1Resultls) 3

13. Once you click Proposal#1, the tool will display a page where you respond to the event and enter the information under each

tab (Quotation form, General info., Questonnaire, & Attachments)

Test Quick Bid (BPM011534) - Lot : 1/ Round : 1
McKinsey & Company Inc United States's proposal

-

@ Fielcs marked by an asterik * are

~  Export / Import
Drop here your guotation form (in Excel format)

) Downoad in Excell 2007-2010 foemat (ks Click or Drag toadd 2 ke
& Download in Excel #7-2003 format (ds) .

Tota

-

-

-
.
e
s Code Parent Groupls| Troe Itorms EN Label Commedity Curr. Reg Comment Rea Attachment

Manage Response Team:

Ameunt”

14. You can invite colleagues to access and contribute to the event. Note that if they do not have a login, they will need to be

validated by the Fannie Mae’s supplier team.

< 9 o Test Quick Bid (BPM011534) - Lot: 1/ Round : 1
=l =

Remaining time : 55d 0%h 27min 405 - £ Current proposal has not been submitted

ponsels| Unable to answer some questions of this RFx?

Get help from your colleagues!
Manage Response
team
Invite your colleagues and give his RFx.

You can choose from the contacts a fied on this portal, or easily create a new contact (o invite a colleague.

Questior
Note:
& Quotation for All selected contacts can modify and submit your answer. They will only have access to this RFx.
Altachanes Select existing contact

(nfay require a validation from our Supplier Team for the account to be created)

" Create a new contact
®  Name Email
CYRIAC Joseph , Joseph_Cyriac@mckinsey.com
1 Resultls) B
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Questionnaire:

15. Click the Questionnaire tab and answer the questions listed. Note: In order to submit your proposal, you must respond to all
required questions. It is recommended that you respond to all applicable questions. Click the Save button often while
answering the questions to save your responses.

16. Sections where you have answered at least 60% of the questions will show green on the progress bar.
17. Sections where you have answered less than 60% of the questions will show red on the progressbar.

18. Required answers are marked with a red astrix. If you attempt to submit your response without completingall required
answers, the system will indicate missing required fields.

19. You will be able to submit your response even if there are some sections showing red on the progressbar if you have
answered every required question.

< 9 % Test Quick | Performonce Baatons e 4 / Round : 1

R KT

Remaining time : 55d 0%h 23min 255 - i Current proposal has not been submitted
Overvi

General Company
Overview

General Company Overview

0/2 Bidder certifies that all registration information in ProcureOne, including W-9, Diversity
Certificate, and all other requi on i

Profile is updated from Bidder's

W-9's are attached within

Requirements.

Answer*
Yes

No

Quotation Form:
20. Next, select Quotation form from the left navigation bar.

21. Ifthe RFxinstructions require you to enter just one amount (typically, the total cost of ownership (TCO)), enter the Amount in
the field and click Save.

N EEUTNTE ST T

55 - A Current propasal nas not been subwitted

Do here your quotation form (n Excel format)
&) Downloadin Excel 2007-2010 format (xksx) )
@ Download in Excel 97-2003 format (xs)

Total

uso o- Total per currency]

3 Code: Pwent : Groupld ¢ Type MemsEN Label = Commodity = Order® = Cum. @ ReqComment ©  Req Attachment =  Amount

s n Repirement S o U

22. Ifthere is more than one item listed in the Quote Grid, then you can download, complete, and upload a pre- filled quotation
spreadsheet. Download the Excel spreadsheet in one of the formats listed. Open the spreadsheet and click on the Quote Grid
tab. Complete the Amount field. Then save the Excelfile.

v Export / Import

Drop here your quotation form (in Excel format)
) Download in Excel 2007-2010 format (xlsx)

@) Download in Excel 97-2003 format (xls) © | #ClideorDragtoadda file
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23. The screen will open, indicating that the spreadsheet/quote grid has been updated. ClickImport items and close to upload
the spreadsheet and close the tab, or click Import items to upload the spreadsheet and continue working on the Quotation
form tab.

Attachments:
24. Select the Attachments tab to attach any documents that support your response to the RFx.

25. Attach documents to the file area.

Remaining time : 55d 09h 17min 585 - £ Current proposal has not been submitted

Supplier Documents

(Piease drop your files here)

& Click or Drag to add files

26. Once completed, click submit the Response on the top of the page.

Submit your Response:
27. If you are not ready to submit your proposal, click the Save button and you can return to your response at a later time.
28. If you have attached all necessary documents and your response is complete, click Validate & Submit Proposal.
@ seve B Download all conentso tis P [T—
29. A confirmation message or pop-up window with required fields that remain unanswered will appear.

30. After you have completed all require responses, click Validate & Send my answer; a confirmation message will appear. Click
Submit my Proposal

Test Quick Bid (BPM011534) - Lot : 1/ Round : 1

e E e

Do you really want to submit your proposal?

odified. You will only be able 1o create:a new one.

]

31. You will receive an email to confirm your submission.

a. You will see the following at the top of the screen indicating that your response has been submitted:

< 9 O Test Quick Bid (BPM011534) - Lot: 1/ Round : 1

=3

r e op

32. Logout of your account in the upper right-hand corner
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