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Create an RFQ Event in JAGGAER (Low Cost) 

 

This document outlines the steps on how to create a Low Cost Request for Quote (RFQ) against an 

Invitation to Qualify (ITQ) Contract in JAGGAER.  RFQs estimated to cost less than $50,000 are not created 

in JAGGAER (please see the ITQ Process for JAGGAER and Non-JAGGAER Instructions document for 

guidance on the DGS Collab site). 

Users assigned the Issuing Officer role can create and edit solicitations in JAGGAER.  A solicitation is known 

as an event in JAGGAER.  Within JAGGAER the terms solicitation and event are interchangeable.   

 Disclaimer:  All screenshots used in this procedure are for example purposes only. 

Step 1:  On the Home page, in the Quick Links section, select the Create New Event link to begin the 

process. 

 

 

Step 2:  Enter the name of the RFQ in the Event Title field. 

a. In the Agency field, select the Magnifying icon to search for your agency or bureau name. 
 

 

https://collab.pa.gov/dgs/home/BOP/Pages/Request-For-Quote-(Information).aspx
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b. Select the Arrow to expand the agency list. 

 

 
 
 

c. Choose the Radio button for your agency or bureau name and select the Save Changes button.  
 
Note:  If your agency has an arrow, expand the list to verify your bureau name is listed.  If your 
bureau name is not listed select the radio button for your agency.  
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Step 3:  Select the Next button.  

 

Step 4:  In the Event Type field, select the Magnifying icon to choose the appropriate type (i.e. RFQ).  

                

a. Choose the Select button for Request for Quote.  Note:  Request for Information and Request 

for Auction are not currently used by the commonwealth. 
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Step 5:  In the Create from Template field, select the Magnifying icon to choose the appropriate template.    

 

a. Choose the Select button for the “Low Cost” ITQ Request for Quote template.  Note:  This template 

must be used for RFQs against Low Cost ITQs only.  The “PennDOT Tree Trimming RFQ” template is to be 

used only by PennDOT. 

 

Step 6:  Select the Create Sourcing Event button.  

 



5 | P a g e  
July 2021 
 

The RFQ has been created and is in Draft status.  Begin with the Setup section, enter information specific to 

your RFQ and complete the following sections under Settings and Content.      

                                       

Step 7:  In the Setup section, the Event Title field can be edited (if necessary).  The Event Type and Agency fields 

cannot be edited.  Note:  All agencies that have access to the Supplier Relationship Management (SRM) system 

should use the SRM Number to identify the RFQ in JAGGAER.   Select the Pencil icon to edit the Event Number field.   

a. Remove the system generated number and replace with the SRM Number.      

 

 

 

 

All required fields in 

each section must be 

completed to submit 

the event for approval.  

A field with a star is 

required. 

The Stage Title field 

should remain blank. 
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Step 8:  For Reporting Commodity Code, select the Edit button to search and choose the applicable ITQ Commodity 

Code.  This field allows only one code to be selected.  Use the Additional Commodity Codes field to add more codes. 

  

        

 

 

Step 9:  In the Bid and Evaluation sub-section, make sure “No” is selected for the Use Panel Questionnaire function.  

RFQs for Low Cost do not require any evaluation and scoring.   

 

    

 

 

 

a. Choose the Select button for the 

code. 
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Step 11:  Select the Next button. Note:  The Save Progress button will save the edits and keep you on the same 

screen.  The Next button will save the edits and advance you to the next screen. 

 

 

 

 

 

 

 

Step 10:  Complete the Open Date, Close Date, and Q&A Submission Close Date fields. Use the Calendar and Clock 

icons or enter dates/times to complete the fields. 

The checkboxes for Sealed Bid Open Date and Show Sealed Bid Open Date to Supplier should remain selected as 

defaulted.  
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Step 12:  In the Users section, select the Edit Users button to add users. (Optional)  

 

Note:  When adding users, do not delete your name!! If you delete your name, you will remove your editing 

permissions for the RFQ.  To add users, enter the last name of the user next to your name to search and add.  Once 

the user(s) have been added, select the Save Changes button. (Optional step) 

 

  

 

a. Select the Next button. 
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Step 13:  In the Description section, enter details specific to your RFQ in the highlighted text fields throughout the 

section. 

 
 

 

a.  Do not enter any information in the Stage Description area.  Select the Next button. 
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Step 14:  The Prerequisites section has information the supplier will need to know and/or act on.  Do not delete any 

of the default prerequisites.  Select the Next button.  

              

                                                                   

Step 15:  In the Buyer Attachments section, upload reference documents for the supplier to view, download, and/or 

complete (i.e. Statement of Work, Cost Submittal, and any other related documents).   

 

a. Select the Add Attachment button to begin uploading documents. 

b. Choose the Add New Attachment menu item.  Note:  There are no documents available in the Add from 

Library option. 
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c. Complete the Display Name (i.e. Statement of Work) and File fields. 

 

 

d. Choose all documents (i.e. Statement of Work, Cost Submittal, and related documents) and select Open. 
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e. Edit the name of the documents (if necessary) and select Save Changes button. 

 

 
 

f. Once all attachments for the RFQ are uploaded, select the Next button.  Note:  To make edits to a 

document name or delete a document after it has been uploaded, select the Actions button. 
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Step 16:  The Questions section list the default template questions the suppliers will be required to answer.  In the 

Technical Questions group, each question listed has the applicable form attached for the suppliers to download, 

complete, and/or upload.   

 

 

  

 

 

Note:  When adding or making edits to questions, there is an option to apply a Confidential Mode indicator to 

prevent internal users from viewing pricing contained in a document uploaded to the question.  The commonwealth 

users will not use this option for our solicitations issued in JAGGAER.  The Issuing Officer can control who can view 

the event by adding and/or removing users (i.e. Stakeholders).  Therefore, using the Confidential Mode is not 

necessary.  

 

Additional technical questions can be created by selecting the Add Question button (if necessary).   
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In addition, there is a Set Disqualifying Response indicator that allows the Issuing Officer to configure a response 

that will disqualify a supplier if the supplier selects it.  The commonwealth users will not use this option for our 

solicitations issued in JAGGAER.  The evaluation and scoring process is conducted outside of the JAGGAER system. 

 

 

a. No action is required in the Cost and Contractor’s Representation question groups.  Select the Next 

button. 
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Step 17:  In the Items section, you have the option to add line items for suppliers to enter their cost instead of using a 

“Cost Submittal” document.  If you create a cost document for the suppliers to enter cost, do not use the 

Items section.  (Optional Step) 

a. To add line items, select the Product or Service Line Item tab. 

 

b. Select the Add Product or Service Line Item button (i.e. Product Line Item). 

 

 

 

c. Select Add New Item menu option. 

 

 
 

 

 

 

 

 



16 | P a g e  
July 2021 
 

d. Complete the Name, Quantity, and Unit of Meausure fields.  Note:  There is no related Catalog Number 

or Requested Delivery Date that should be entered. 

 

 
 

e. Scroll down and select the checkbox for the “Unit Price is Required” option.  Note:  It is very important 

this option is selected so the suppliers cannot submit their responses without entering their cost in the 

Items section. 

 

f. Select the Save Changes button. 
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g. Select the Next button. 

 

Step 18:  In the Suppliers section, you must add the qualified ITQ suppliers for the applicable commodity code(s) to 

the RFQ.  RFQs are not publicly advertised on eMarketplace website like other solicitations.  Therefore, the suppliers 

must be added to the RFQ to receive notification in JAGGAER about the RFQ.  

 In the Add Suppliers to Event tab, search and add the qualified suppliers by their registration status and the ITQ 

Commodity Code(s).  

a. Select the Show Advanced Search link. 

 

 

http://www.emarketplace.state.pa.us/
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b. Select Active for the Status field.  Do not enter criteria in any other fields in this area. 

c. Expand the Registration Information area. 

 

 

d. Enter and select “Approved” in the Registration Status field.  Do not enter criteria in any other fields in 

this area. 
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e. Expand the Products/Services area and enter and select the ITQ Commodity Code(s) in the Commodity 

Code field.   Do not enter criteria in any other fields in this area. 

 

f. Select the Search button. 

 
 

g. Once the search results display, manually add each supplier by selecting the Add to Event button for 

each supplier contact listed.  Make sure all suppliers and each contact for a supplier is added. 
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h. Confirm all suppliers have been added before advancing to the next section.  Note:  Not all supplier 

contacts may not be successfully added to the event.  Verify that at least one of the supplier’s contacts 

was successfully added.  Select the Next button. 

 

 

Step 19:  In the Review and Submit section, verify all sections of the RFQ are completed.  If a required field is not 

complete, the RFQ cannot be submitted for workflow approval.  To see the workflow approval, expand the View 

Approval Steps link.  If all sections are completed, select the Next button. 
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Once the RFQ has been successfully submitted, you will receive a confirmation screen to verify the status.  

 

 

 
The event is now in Pending status.  Once approved and the Open Date/Time 

is reached, the event will be in Open status for responses from suppliers. 


