PROCUREMENT PORTAL November 8, 2002
Introduction and Instructions

General Description

The FRMBC Procurement Portal allows Corporate or MBE Buyers to post and issue bid opportunities (RFQ or
RFP) and related events (Pre-Bid Conference) to targeted MBEs who may have the capabilities for fulfilling the
products and/or services.

When a bid is posted, the Buyer (corporate or MBE) is prompted to invite Suppliers (MBES) to participate. The
criteria are based on their business profile, references and website links provided in the HMBC database.
Searches can be based on key words, company name, industry codes or capability. Once the invitees are
selected, an automated email is generated and sent to all the selected suppliers.

When you as Supplier are invited to participate in a RFQ you (via your Primary Contact’s email address) will
receive an email notification / invitation. The email will include a hyperlink that will take you directly to the page
in the website that will allow you to see the RFQ details and submit a quote on the RFQ. Some RFQs will have
“Attachments” which are files that the Buyer has included to provide necessary details pertinent to the RFQ
opportunity. If this is the case, there will be a link(s) on the Quote Now page that will read: “View RFQ
attachment”. It is very important that you take the time to look at these attachments.
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Step 1. From the http://www.frmbc.org/ home page click on “Member Login” on the left hand side of the page.
Enter your Username and Password. If you do not know your Username or Password click on the link that
reads “Forgot your password? Click Here”.

Step 2. From the Member Menu locate and click on the “Procurement” link to go to the Procurement Menu.

Step 3. The Procurement Menu is divided into two sections:
“Post Opportunities” — Information for posting and issuing RFQ, RFP, and Pre Bid Conferences.

“View Opportunities” — Listing of all the opportunities you have been invited to participate in. You can only
view the information if your company has been invited; this is not a general listing.

If you have been invited to participate in a RFQ then click on the “View RFQ” link in the “View Opportunity”
section of the menu. This will allow you to see a list of RFQs that you have been invited to participate in.

Step 4. You should be at a page titled “RFQ Listing”. This page will show all open RFQs that you have been
invited to participate in. (If no RFQs are showing then remember to check back regularly). Next to each RFQ
you will see a “Quote Now” link; click on this link to see the rest of the details and to enter your bid.

Step 5. See the screenshot below for instructions on entering your bid.
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Step 1. From the http://www.frmbc.org/ home page click on “Member Login” on the left hand side of the page.

Enter your Username and Password. If you do not know your Username or Password click on the link that
reads “Forgot your password? Click Here”.

Step 2. From the Member Menu locate and click on the “Procurement” link to go to the Procurement Menu.

Step 3. The Procurement Menu is divided into two sections:
“Post Opportunities” — Information for posting and issuing RFQ, RFP, and Pre Bid Conferences.

“View Opportunities” — Listing of all the opportunities you have been invited to participate in. You can only
view the information if your company has been invited; this is not a general listing.

Step 4. Select “Post RFQ”, “Post RFP” or “Post Conferences’. For example: select Post RFQ to Post

“Request For Quote”. See following to complete a RFQ. You can View and Edit your RFQs later (after any
Suppliers submit quotes online, you will not be allowed to revise the RFQs).
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Any questions, suggestions or training needs? Please contact:
FRMBC - Breatrice Louissaint at (305) 260-9901 email: mailto:beatrice@frmbc.org

AECsoft USA - John Paul Gutierrez at (713) 439-0744, email: jp@aecsoftusa.com



