[image: image1.png]Supplier INsight

A procurement ePortal for Indiana Suppliers, brought to you by:
Conexus Indiana and the Indiana Economic Development Corp





QUICK START
Log into  https://app.suppliergateway.com/conexus
Enter your log in information:  user name is your IDOA email address                 





  password (was sent to you in an email)
TO POST AN RFP:

1. Under the Quick Start block, click on: Post a Procurement Opportunity
2. Fill out the form.  

a. Select the NAICS and/or UNSPSC codes that match your RFP requirements.  

b. In the description block, copy and paste the URL to your solicitation on the IDOA website and add any further instructions.
c. It is recommended that you do not upload any files – the URL link will get the supplier to the IDOA website, and the most current files.  This will save you from having to amend the eportal posting everytime you update the RFP.

d. Click any other boxes to further filter suppliers (such as diversity candidates)

3. Click Submit.  Suppliers who match the NAICS or UNSPSC codes will automatically be notified of your posting.  Congratulations, you’re done!!  The suppliers will review the RFP and follow the directions in the RFP for bid replies.
TO CHECK TO SEE WHICH SUPPLIERS REPLIED TO THE POSTING:

4. On the menu bar, click on Sourcing and select Manage Source List
5. Select the List Name you are interested in reviewing (there will be one for each RFP posting)

6. Click on View List
7. The suppliers which have requested to be considered for the posting will appear on the list.  You may click on accept or decline for each supplier, and they will be notified of the decision by email.

TO CREATE A SAVED LIST (CAN BE USED TO NOTIFY SUPPLIERS OF OPPORTUNITIES OR AMENDMENTS)

8. For a broader supplier notification: do a supplier search using keywords in the capability block.

a. On the menu bar, click on Sourcing
b. Select Search Companies
c. In the Keyword box, type in the key capabilities you are seeking, such as accounting, management services, machining, etc..

d. Be sure to click the Contains circle above Keyword.

e. Select any other filters you need.

f. Click Search
g. Click Check All on each of the search pages (or individually review and check those companies of interest)

h. Click Add to List
i. Click Add to an existing saved list, or click Create New Saved List
j. Open the list and click Email here 
k. In the email, include the link to the RFP and any other info you want to share.
Any questions contact Lisa Laughner 317 506-1829 or llaughner@conexusindiana.com

