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QTO-Quote Approval-ePro User

1. Asan ePro Req User for your department someone has assigned the final approval of the funding for a QTO project.
You will receive an email similar to the one below. You can navigate to the approval page directly from the email
request you received by clicking the link below.

QTO-Printing-Financial Approval Requested for Quote: 100485 (sfw test 2/6) 3-Pr]

QTO.Support@umich.edu
to me |~

Dear Manager/ePro Req Approver,

The quote below requires your approval. You have been identified as the financial approver for this project.

[Requestor Unigname:|robincc |
[Quote: 100485 |
[Quote Title: ([sfw test 2/6 |
|
|

[Supplied Selected: | Test-Advance Print and Graphics
[Selected Amount:  [62039

The requestor has included recommendationsAor the supplier, quantity, and reasaon for selection.

Thank you,

University of Michigan, Procurement Services
QTO-Support Team
QTO Support@umich edu

To make the final approval clig nd then check "confirm” boxe and "submit” button at the bottom of the page.

2. The link above will direct you to this QTO page. From here click on the “View Bids” button.
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Select Commodity Quote Approval
View Bids & Select Supplier
Filter by Commodity Type: | (Please select...) ¥ |Quote Number: 100485 Created By:

Quote Quote Created = % = 2nd
Nimber || Type By Status Job Title Quote Due Date Suppligr Bids Stage Message Board

. l 3 |
100485 5 Procurement |[sfworden Y!:Ifﬁ'ggcﬁ‘” Approval by sfw test 2/6 02/06/2017 Spm 2/2 @ | View Bids o

Dept Name |
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3. The Requestor has already: 1) selected the supplier they wish to award to, 2) Selected the quantity they would like
to order, and 3) provided a reason for their selection.
4. After your review of this information simply check the “Confirm Selection” box and click on the “Submit” button.

Quotes Received from Suppliers for Quote 100485 / Approver: FURNDOC _
Back to main menu

Suggested vendor/ qty selection from the order creator:
Vendor: Test-Adwvance Print and Graphics

Qty: Qty Setl

Motes:

Job Title: sfw test 2/6

Component Qtyl Q2 Qty3 iy
brochure 100 500 1000
brochure 200 1000 10000

@ View bid{s) from suppliers{s) and select a supplier for the project

Test-Advance Print and Graphics + Select this supplier
(Wiew Pricing Detail)

Qtyl Qty2 Qty3
£52,039.00 $192,695.00 £1,067,530.00

Qty4 Final Qty

Test-Arbor Oakland Group Select this supplier
{(View Pricing Detail)

Qtyl Qty2 Qty3 Qtyd Final Qty
$70.00 $12,900.00 $26,000.00

@ Final Qty Selection [ required]

Please select the final gquantity for the pr

uction. The sefected supplier is required to submit @ new guote
if you select "Other” with manually er

red guantities.

A Cther
Component Qtyl (= Q2 Qv 3 (supplier will submit
new guote)
brochure 100 S00 1000
[brochure 200 10p0 10000

@ Select reason for you selection /

If you do not select the lowest bid you are required to enter your reasons here for internal review.
Clear Communic ation / Listening and Interpretation Skills / Designers Know Conversation »
Use this space to provide justification when sending guote to ePro approver

[Cl:ll'lfil'l'l‘i your selection: ]//

y a==agn Mnal approval 1o andothey gReq uSer please anter thesr unigname in the Space provided below . The weabsEite wi

Unigame of VALID ePr furndoc

Submit
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5. A confirmation page will appear and an email notification will be sent to the Requestor. Click on “Log Off” and close
the browser window.
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Select Commodity Request a Quote Quote Approval Help Center

Your project total is over $25,000.00. and will require Procurement Agent approval. A notification has been sent to Procurement Services.

Once approved, both you and the invited suppliers will be notified of the final decision and a PO will be issued to the awarded supplier.

Back to main menu

QTO-Change Order Approval-ePro User

1. Select the “Quote Approval” tab and click on “Change Orders.” This will provide a list of outstanding “Change
Orders” submitted by Suppliers.

Request a Quote Manage Quotes

Approve Quote (ePro User)

Ouote to Order View Bids/Select Supplier N .
) Quote to Order Program (QTO) Training Available
(NOTE: Customers should access this website using Chrome or Firefox for best perfo ‘h

help creating, approving or canceling a quote? Do you need guidance navigating the QTO

W

A oy . . o . . , Pr t Services is available t duct on-site traini y t. We
Welcome to the University of Michigan Quote-to-Order website. This website is designed to assist customers » FTOCIEMENT SEIVICES 1S AVALable {0 CnAUCt on-stie training upon request. e can

obtain quotes from strategic suppliers for their commodity- based projects. Once you have logged in, the SR L e e L i S R O L e T I 5

. L . . . . with a hands on demonstration. For training requests, please email qto.support@umich.edu, and you
system will remember your profile, store project information, and supplier quote information. If you are a £ requests, p gto.support@ > dl)

first-time user, we strongly encourage you to review the Job Aids and FAQs available in the Help Center LR 2 R B 3 e U

menu. New QTO Supplier Profile Link

o New functionalities include: a new design, more intuitive layout, ability to assign an approver, filters added

B To assist users with efficiently managing their QTO quoting process, a link containing supplier profile

e information has been added. The link below will allow you to view each of the supplier's capabilities to

. aid in the selection process for your quote requests.
o Aftiered support system D e ]

View Supplier Profiles»

390.08-09 QTO-Quote Approval-ePro User 02.17 Page 3 of 4



FINANCE

PROCUREMENT SERVICES

UNIVERSITY OF MICHIGAN

2. Change Orders require approval, from the department/ePro Req User, before a PO will be created for the Supplier.
To view the Supplier provided detailed information for the additional charges and “Approve” or “Dispute.”

Procurement Services
QTO-Quote Approval-ePro
User

Home Select Commodity Request a Quote Quote Approval Manage Quotes Quote Data
v v v v v

Review & Approve Change Orders
‘You are required to review Change Orders and either "Approve” or "Dispute” the additional charges from the supplier.
If you approve, a PO will be sent to the supplier for billing.
If you dispute, a notice will be sent to the supplier with your comments,
OrigQuote# / Change Order# Uob Title |Status ISupplier

Change Environmental Services Program - Laminated Signs i i i i
200180/206133 o g g Dispute Allegra Print and Imaging \ Review
203774{'203816{3% Ergonomics Binders Change Order IAllegra Print and Imaging LReview |

Change Ergenomics Binders i i i
b03774/203817 O [ Change Order Allegra Print and Imaging Review

3. On this page you will find detailed information on the additional charges. Suppliers are required to upload a

document, click on the icon to view this information.

4. An “Approved” Change Order will create a PO for the supplier to bill against.

5. If “Disputing” the charges an explanation will be required and a notice will be sent to the Supplier. They will make
corrects and re-submit for approval.

Select Commodity Request a Quote

Review Change Order: 206133

Quote Approval Manage Quotes

Please review the following charge for change order 200180. Please double check to make sure that the billing amount is correct.

Change Order:
Original Quote:
Job Title:
Description:
Supplier Name:
Charge Amount:

Change Order Charge Detail:

206133
200180

Environmental Services Program - Laminated Signs

Environmental Services Program: laminated signs 5.5 x 8.5 flgt; 5.75 x 8.75 w/sealed edge laminate. Sealed edge laminat

Allegra Print and Imaging
£$370.00

Supplier Document No.
49120

El

Attached Documean

Type/Reason Code

‘Description

‘Charge

Additional Quantity requested

Requested 500 more laminated bathroom service signs 370.0000

Postage

(This is only for postage that was not previously

collected on this project )

Subtotal|($370 00

Approve

If you agrethe amount of the charge on the change order, click Approve to finish the process.

If you disagree with the amount of the charge on the change order, provide information to the supplier why the change order is disputed, then click Dispute button.

—

4

Dispute
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