
Check the settings and confirm the following (this is one time activity for all invitations). 

Number of visible rows 10 

 

 

Perform the following steps for large invitations only to avoid delay. (Review training documentation for 
additional help). 

 

Enter required fields in the ‘Basic Data’ tab. 

 

 

Answer questions in the ‘Questions’ tab. 

 



Use ‘Export’ to send data to spreadsheet for pricing. 

 

 

 

Enter the price in the spreadsheet. 

 

 

 

 

 

 

 

 



Import the saved data and upload 

 

 

 

Submit the response. (Save if you need to submit later. This will increase length of process) 

 

 

 

 

 



 

 

 

Use print preview to validate the prices. 

 

 

 

 

 

 

 



 

 

Use the copy feature to create multiple offers, then update price and vendor plant & shipping point 
details. 

 


