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Step 1: Log into the Supplier Portal and Access the RFx 
Step Description 
1  Within your web browser go to https://smart.gep.com/  

 You will be taken to a login screen where you will enter your Username and Password.  

 
 

2  Once you are logged in, click on the SOURCING tab at the top of the page 
 Click on the name of the RFx within the list in the center of the screen  

(Note: The list shows RFx’s your invited to participate in along with all publicly posted RFX’s) 
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Step 2: Review and Accept RFx Guidelines/Prerequisites 
AHA may post prerequisites that bidders must confirm they can meet in order to participate in the RFx.   
 

Step Description 
1  The list of prerequisites will display at the top of the page within a yellow background. 

 Click on the title of each line (blue text) to review the details. 

  
 

2  You can review the details on screen or download the details by clicking on the icon. 
 When done, click on the CLOSE button at the bottom right of the page.  

  
 

3  After reviewing the guidelines, click on the check box next to each line. 
 Click on the ACCEPT GUIDELINES button at the bottom right of the page.  

  
 After accepting the guidelines, you will be able to see the rest of the RFx information. 
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Step 3: Review RFx Details 
Bidders should review all information posted in the following sections: 
 EVENT TIMELINES: Key dates pertaining to the RFx Event 
 GUIDELINES: Key terms and requirements 
 ATTACHMENTS: Documents and Exhibits AHA has posted for bidders to review and/or complete 
 
Step Description 
1  Scroll to the EVENT TIMELINES section to review the key dates of the RFx event. 

 The timeline may have multiple pages, click on the arrows at the bottom right of the section 

  
 

2  Scroll to the GUIDELINES section to find details specific to the RFx Background, Requirements 
and Terms.  

 Click on the name of each line (blue text) to review the details 
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Step Description 
3  You can review the details on screen.  Some guidelines may contain attachments.  Click on the 

name of the attachment to download it. 
 When done, click on the CLOSE button at the bottom right of the page.  

  
 

4  Scroll to the BUYER ATTACHMENTS section. Documents in this section may include: 
 Background details or exhibits 
 Forms bidders must complete and attach too your proposal submission 
 Sample of the AHA Agreement/Contract template 

 Click on the name of each line (blue text) to download the attachment 
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Step 4: Ask Questions to AHA using the Discussion Forum 
AHA prefers bidders submit questions via the Discussion Forum within the RFx.   
 
Step Description 
1  Click on the Discussion Forum icon toward the top right of your screen 

  
 

2  A new tab/window will open with the Discussion Forum 
 Enter the details of your message/question 
 Click on the Attachments button to attach a file with your questions or backup information 
 Click on the Post button when you are ready to send your message to AHA. 
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Step 5: Prepare Your Proposal - Answer Questionnaires 
Depending on how AHA has setup the RFx, bidders may be required to complete one or more 
questionnaires within the RFx portal to provide details on your organizations’ background, capabilities and 
ability to perform the scope of work. 
 

Step Description 
1  Scroll to the QUESTIONNAIRES section 

 Click on the questionnaire name or the pencil icon  to open a questionnaire 

  
 The section may have multiple pages, click on the arrows at the bottom right of the section 

  
 

2  Enter your responses, to each question, directly on screen within the system 
 Click the “DONE” button, at the bottom right of the page, to exit the questionnaire 

  
 

3  Repeat the steps above until you have completed all questionnaires 
 The Response Completion % shows the percent of questions answered within a questionnaire  
 All questionnaires must have a 100% completion before bidders can submit the proposal 
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Step 5: Prepare Your Proposal - Complete Price Sheets 
Depending on how AHA has setup the RFx, bidders may be required to complete one or more price sheets 
within the RFx portal for proposing pricing to the AHA. 
 

Step Description 
1  Scroll to the PRICE SHEETS section 

 Click on the price sheet name or the pencil icon  to open a price sheet 

 
 The section may have multiple pages, click on the arrows at the bottom right of the section 

 
 

2  Set the Intent to Bid column to Yes for each line that you wish to propose pricing on,  
 Complete each required field for the lines where you set the Intent to Bid to Yes 
 Click the DONE button, at the bottom right of the page, to exit the price sheet 

  
 

3  The sheet can be downloaded & completed in Excel by clicking on the Download button at the 
top right of the page, then click the Upload button to import the completed sheet 

 
 Do not make any edits to the Excel sheet other than entering your answers/pricing 
 

4  Repeat the steps above until you have completed all price sheets 
 All price sheets must have a 100% completion before bidders can submit the proposal 
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Step 5: Prepare Your Proposal - Upload Additional Attachments 
Bidders should use the SUPPLIER ATTACHMENTS section to upload/attach additional supporting 
documentation.   

 
Step Description 
1  Scroll to the SUPPLIER ATTACHMENTS section 

 Drag and Drop your attachment or click on the browse link to add your attachments 

 
 

2  Attachments you add will display at the bottom of the section 
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Step 6: Submit Your Proposal 
Before you submit your proposal to AHA be sure the following items are complete 
 All QUESTIONNAIRES show a 100% completion (If the Questionnaire section appears in the RFx) 
 All PRICE SHEETS show a 100% completion (If the Price Sheets section appears in the RFx) 
 All ATTACHMENTS you want to include in your proposal are uploaded in the SUPPLIER ATTACHMENTS 
 
Step Description 
1  Click the SUBMIT RESPONSE button at the bottom right of the screen 

 
 

2  A pop-up message will appear asking you to confirm that you want to submit your proposal.  
 Click on the YES button.  

 
 

3  A pop-up message will appear indicating your RFx response was successfully submitted. 
 Click the OK button 
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Optional Step: Add Additional RFx Collaborators 
Bidders can add additional contacts to collaborate on the RFx without needing to contact the AHA. 
 
Step Description 
1 

 

 Scroll to the TEAM MEMBERS section, then Click on the Manage Contacts icon   

 
 

2  A pop-window will appear with a list of contacts who are setup for your company 
 Click the Add New Contact icon if you need to add a new contact 
 If the contact is already in the list, skip to step 4 

  
 

3  A pop-up window will appear. Enter the contact’s First Name, Last Name & Email Address 

 
 

 Scroll to the bottom of the window and check Send Invitation, then click DONE  

 
 

 A notification will be sent to the contact to register in the supplier portal to access the RFx 
 

4  Set the contacts User Role to Collaborator, then click the DONE button 

 
 

 


