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Login into your Cummins Sourcing Portal

1. From homepage, enter username to Login

2. Enter Password, then click on Login
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Manage Proposals

There are two ways to manage proposals:

• Click directly on RFP in Progress
• Or go to Sourcing -> Manage Proposals
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Manage Proposals

There are three ways to review proposals:

1. Click on the pencil button.

2. Click on the Proposal Progress.
3. Click on RFx Name.
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Types of Proposals Progress
The following Proposal Progress statuses may appear on the proposal page:

Submit NDA –  Submission of the signed NDA is required.

Invalid NDA (please resend) – The submitted NDA is invalid and must be resent in a valid format.
NDA Being Validated – The NDA has been submitted and is currently under review/validation.

Validated NDA – The NDA has been accepted, and proposal preparation may proceed.

Awaiting Acknowledgement – Acknowledgement of the RFx invitation is pending.
Received Acknowledgement – The RFx invitation has been acknowledged, and intent to participate can be 
confirmed.

Will Respond –  Intent to respond to the RFx has been indicated.

Will Not Respond – A decision has been made not to submit a proposal for this RFx.
New Proposal – A new proposal can be created; no activity has occurred yet.

In progress – Proposal preparation has started but has not yet been submitted.
Submitted Proposal – The proposal has been successfully submitted for the RFx.
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RFx Overview

• Once the proposal to be worked on is selected, a new page is displayed.

• This is the Overview tab. Select the applicable checkbox and acknowledge receipt of the RFx.
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Overview

• Select if willing to bid or not.

• For purposes of this training, click on WILL BID.
• Click on Submit.
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Overview - RFx General Information & RFx Documents

• RFx General Information - This area shows the header level information about the RFx: the descriptive RFx 
name, lot, round, Begin and End time.

• RFx Documents - This section lists the RFx attachments provided by the buyer. These can be specifications, 
instructions, terms, pricing templates, or any other documents that can be reviewed to prepare the proposal
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Overview - RFx Links

• RFx content can viewed either though RFx Links by:
o Click on View Questionnaire to view Questionnaire content sent by buyer.

o Click on View Quotation Form to view items in the RFx  

• Or Navigate to “Questionnaire” “Item” on the left.
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Info

• On the Info tab, proposal details such as Label, Validity End, and Description can be reviewed. These 
fields are optional and do not need to be updated unless necessary.

• Supporting documentation can be uploaded in this section. Supported file formats include XLS, PDF, PPT, 
Word, and JPG, with a maximum file size of 56 MB. Files in other formats must be zipped before uploading. 
When using drag and drop, ensure the file is placed inside the green square; otherwise, it will not be saved.
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Questionnaire – UI Response

• On Questionnaire tab, click on Access Questionnaire to fill the information on the UI.
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Questionnaire – UI Response 

• Go through the Mandatory Requirements and answer the questions. 
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Questionnaire – UI Response 

• Some questions are marked with a red asterisk, these questions MUST always be answered for 
tracking purposes

• Once all questions have been answered, click on Save.



14

Questionnaire – Answer via Mass Upload

• To fill the Questionnaire as a Mass Process, click on Download in Excel by selecting one of the 
format (preferred to use Excel 207 – 2010 format) and open the file that will be downloaded.
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Questionnaire – Answer via Mass Upload

• Review the Instructions tab to clarify how to complete the file.
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Questionnaire – Answer via Mass Upload

• Mandatory Requirements - If column D has a value of “Yes”, it is a required question, and answer must be entered in 
column E. otherwise, it is an optional question.  Cells in white means the cells can be edited by having values as it applies.

• Project Related Questions – Review to complete project related questions also to help Cummins buyer make decision

• All required questions must be answered. Otherwise, system will throw error(s) when uploading this file later. 

• After completing the whole file, please save the file to a location desired.
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Questionnaire – Answer via Mass Upload

• Click or Drag to add the questionnaire file you just saved.
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Questionnaire – Answer via Mass Upload

• Select the saved Excel File and click on Open.

• Confirm  to update the items.



19

Items - UI Response

• On Item tab, scroll to see the Items of the proposal. Review the information for Code, Type, Item Number, Item 
Description, Estimated Annual Quantity, UOM, Drawing Revision, Part Development Phase, NAICS Code 
and Cummins Ship to Site.
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Items - UI Response

• Columns marked with a red asterisk * are mandatory and must be filled. Scroll to the right to find all 
columns.

• Click on Save.
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Items - Mass Upload

• To perform a Mass Upload for items, select one of the Download in Excel format and open the downloaded 
file.
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Items - Mass Upload

• Review the Instructions tab to clarify how to complete the file.
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Items - Mass Upload

• On the Response Tab, cells in yellow are required to be answered.
• Once all the information has been entered, save the Excel.



24

Items - Mass Upload

• Click or Drag to add the file.
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Items - Mass Upload

• Select the Excel File and click on Open.

• Confirm to Import Items.
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History

• The History tab shows all proposals created for this RFx, across all statuses. 
• By default, it displays proposals from the current round that are In Progress or Submitted. 

• Filters can be used to view all rounds and statuses. Also, by clicking on a proposal name it will open and 
display response history.
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Discussions

• The Discussions tab is a dedicated space to communicate directly with the buyer’s RFx team. Messages are 
private and visible only to supplier and the buyer and are meant for RFx communication—not for entering or 
tracking bid data.

• Click on Advanced Seach to have additional filters such as Message Type and Date.
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Discussions

1. Click on Compose to write a message..

2. Add a Subject.

1 2
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Discussions

• Select who will receive this message.
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Discussions

• Write the message.

• Add attachments, if any, and click Send.
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Discussions

• Once the message is sent, it will appear under the Discussions tab.
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Submit a RFx Proposal

• Once the Questionnaire and Item information has been completed, select Validate & Submit Proposal

• Another pop up will show up asking for confirmation of the action, click on Submit my proposal.



33

History

• Navigate back to History to see that the proposal status. It is now shown as Submitted.

• Also notice that Create a new proposal button has been activated. This can be used to replace the existing 
or add an additional proposal.
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