
Indirect Procurement Transformation
(Ivalua)

About this Document
● This document provides you with guidance on how to complete a Quick Quote
● This document provides you with guidance on how to complete a Simple Bid
● This document provides you with guidance on how to complete an RFI
● This document provides you with guidance on how to complete an RFP

Please Note: The content is for information purposes only and does not provide any commitment to a particular
course of action and cannot be reproduced without the express written consent of Celestica. Celestica is not
responsible for any errors or omissions'

Quick Quote:
A Supplier must complete the following steps in order to complete a Quick Quote:

1. Log in to Supplier Portal
2. Hover over sourcing and select ‘Manage Proposal

3. Select the sourcing event



4. Select the Item tab

5. On the item grid Line, enter the unit price and the delivery date



6. Validate & ‘Submit my proposal’

Simple Bid:
A Supplier must complete the following steps in order to complete a Simple Bid:

1. Select the Sourcing event



2. In the ‘Acknowledgement’ box select ‘I acknowledge receipt of this RFx’

3. Select the ‘Will Bid’ radio button and select ‘Submit’
4. In the ‘Info’ pane on the left hand side, select a ‘Validity End’ eg: one week away



5. Select the button ‘save’

6. Select the ‘Questionnaires’ tab



7. Select the button ‘Access Questionnaire’ and complete the answers



8. Select the button ‘save’

9. Select the ‘item’ tab



10. On the item grid line, enter a ‘Unit Price’ and a ‘delivery date’

11. Select the button ‘ Validate & submit my proposal’



12. Select the button ‘Submit my Proposal’

Request for Information (RFI):

A Supplier must complete the following steps in order to complete an RFI.

1. Login to Supplier Portal
2. Hover over Sourcing and Select “manage Proposals”
3. Select the Strategic Sourcing event that is listed.
4. Select Questionnaires tab



5. Select “Access Questionnaire” and complete the answers with as much detail as
possible

6. Once completed select save
7. Select the button ‘Validate and Submit Proposal’
8. Select the button ‘Submit my proposal’

Request for Proposal (RFP):
A Supplier must complete additional steps for a RFx that is set up as a Strategic Sourcing:

1. Login to Supplier Portal
2. Hover over Sourcing and Select ‘manage proposals’
3. Select the Strategic Sourcing event that is listed.
4. In the Acknowledgement box, select ‘ I acknowledge receipt of this RFx



5. Select the ‘Will Bid” radio button and select ‘Submit’

6. Go to the Info tab



7. Under Validity date - add the date the proposal is valid for

8. Select Save



9. Go to the Item tab

10. In the Export/Import section, select Download in Excel 2007-2021 format



11. Open the Excel File
12. In ‘Response’ sheet under ‘Unit Price’ in line 2, input the price

13. Under ‘Delivery Date’ in line 3, input the date



14. Save the file locally to your laptop
15. Return to Ivalua
16. In the ‘item’ tab on the Export/Import section, select ‘Drop here your quotation form’ (in

excel format)

17. Select the completed Excel file and ‘open’
18. In the popup, click ‘Import Items’
19. Select ‘Close’



20. Select ‘Save’

21. Select the ‘Questionnaire’ tab

22. Select “Access Questionnaire” and complete the answers with as much detail as
possible



23. Once all the fields are answered
24. Select Save
25. Select the button ‘Validate & Submit Proposal’ and ‘Ok’ in the popup
26. Select the button ‘Submit my proposal’


