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WI  NO.:  

	Purpose:

	The purpose of this work instruction is to provide instructions on how to process RFD’s using Agile RFD.


	Scope:

	All Holophane RFD requests


	Definitions:

	.


	Reference Work Instructions:

	Holophane RFD Corporate Approver


	Document Owner:

	Cindy Gardner/Cheryl Offenburger


	Related Records:

	List the records that are created as a result of this work instruction, such as completed forms, data collection, training records or other types of related records.


	Approvals:

	The person that is responsible for ensuring that a document is necessary and that it reflects actual practice.  (Ownership of document can NOT be shared.  BPO and respective organization)

	Signature:

Job Title:

Date:

Signature:

Job Title:

Date:

Signature:

Job Title:

Date:

Signature:

Job Title:

Date:

Signature:

Job Title:

Date:




	WORK INSTRUCTION:

	Create an RFD Request


1. Create a quote in Agile and add a line item(s)
2. Select a line (left click in the selection box)
3. Click on the RFD icon  Or  right click on the gear icon and select create/View RFD 
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5. The following fields will auto populate from Agile 
1. Rep

2. Job Name

3. Quote Number
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6. The following fields will auto populate from Fusion if entered on the project.  Otherwise enter the information in the appropriate fields. (These fields are not required.  All required fields are denoted with an asterisk)

4. Bid Date (bid date was entered on the project in this example)

5. City

6. State/Province

7. Country
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7. Enter the Job Information

8. Total ABL Job Dollars

9. National Account

10. Job Comments (notes about the job)
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8. Click on the folder to add detailed request information located in the ‘Request Information’ section of the form
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9. Click the dropdown in the Request Type dialog box

10. Choose a Request Type form from the pick list

11. Click Ok
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	WORK INSTRUCTION:

	Adding Job Information to a RFD 


1. Enter additional information in the ‘Input’ section of the form

2. Check boxes in the certification required 

3. Add modification
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4. Click the Save button at the bottom right hand side of the form
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	WORK INSTRUCTION:

	RFD Notes 


1. Click on the notes tab

2. Select a category from the Category pick list
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3. Enter text in the Note Text field
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4. Click the green check icon to apply the note
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5. Your note will be displayed in the Notes section of the form
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6. To remove the note, click on the Remove Selected Items icon. 

7. Click Ok in the box asking if you want to delete all selected rows.
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8. Note is removed
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	WORK INSTRUCTION:

	RFD Competitors


1. Add a competitor to an RFD request

1. Click on the Competitors tab

2. Select a Competitor from the drop Competitor drop down

3. Enter description and patent info 
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4. Click on the green check
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5. New Competitor is available in the Entered Competitors section
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6. To edit the Competitor, click on the Pencil icon
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7. Edit the Competitor name or the Competitor Description & Patent Info
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8. Click on the Green check box to accept your changes
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9. To delete the newly added competitor, click on the trash can icon
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	WORK INSTRUCTION:

	Upload a document to an RFD


1. Click on the documents tab

2. Check the “Use filename as description” box or:

2a. leave blank and enter file name description

2b. manually enter the description in the Description box

3. Make a selection from the Default Category pick list

4. Select Upload from the Default Operation pick list
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 SHAPE  \* MERGEFORMAT 
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5. Click the Select File(s) button

6. Choose a file from the Select File to Upload/Link dialog box

7. Click Open
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8. The file will be displayed in the grid

9. Click the Upload/Link button
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10. The ‘completed – more files?’ dialog box will open

11. Click No.  
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12. The file will be available in the grid

13. Click the Save button to save the file 
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14. To remove the file, select the check box in the row you want to remove

15. Click the Remove Selected Items icon
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16. File is removed
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	WORK INSTRUCTION:

	Submit an RFD


1. Click back on the Request Tab
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2. Click Save

3. Click Close
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4. Click Submit
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5. Click in the check box next to the RFD you want to submit.  

         Note: you may have several RFD’s for an individual quote; you can select the RFD to submit individually.

6. Click Submit
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7. The RFD request will close and you will be taken back to the RFD Dashboard

8. Close the Dashboard by clicking on the x at the top right hand side of the window
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	WORK INSTRUCTION:

	RFD Status
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The RFD status will be updated through the progression of the RFD. The Status is displayed on the line item of the Agile quote, or the RFD Dash board 
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RFD Status 

Saved:   



Being created not yet sent to approver       


Submitted:  
 

Creation completed and sent to approver 

Under Review:  

Approver has reviewed the request 

Inactivated:   


Not currently needed 

Needs Clarification : Additional information needed 

Approved :
Denied: 
Expired :   


Originally approved, but no longer current

Resubmitted : 
	WORK INSTRUCTION:

	Re-submitting an RFD


1. There may be an instance where you need to resubmit an RFD.  You can resubmit RFD’s that have been sent back to you for clarification or that have expired.  To resubmit an RFD, you will need to log on to the RFD via the AGILE portal.  You can access the AGILE portal from anywhere you have an internet connection.  Go to Agile.acuitybrandslighting.net.
1. Enter your network user ID and password and click the Log In button
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2. Find the RFD you want to resubmit then click on the folder icon next to the Job Name.  Note: RFD must be in the Needs Clarification or Expired Pricing status.
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3. Make the necessary changes to the RFD or click Submit.
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	WORK INSTRUCTION:

	Versioning a quote- without changes


1. If a quote is versioned and you are not making changes to the product, the RFD will be copied in the status it is in at the time you version the quote (e.g. Submitted, Under Review, etc.).  The original quote, as well as the versioned quote will be updated with the most updated status as the RFD progresses.
	WORK INSTRUCTION:

	Versioning a quote- with changes


1. If a quote is versioned with changes and the RFD is copied, a new RFD will be created.  The RFD site will automatically launch and the information from the original RFD will be populated.  Make necessary changes then follow #6 in this work instruction to submit the RFD.
	WORK INSTRUCTION:

	Reactivate an RFD


1.  To reactivate an inactive RFD, Log on to the AGILE portal - Go to Agile.acuitybrandslighting.net

1. Enter your network user ID and password and click the Log In button

[image: image41]
4. Find the RFD in the ‘inactive’ status you want to reactive then click on the folder icon next to the RFD.  
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5. You will receive a message that the RFD is in read only mode.  Click Ok.
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6. Click on the Activate Request icon
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7. You will see a message indicating that the request has been reactivated
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8.  Close the form.

9.  The RFD will be displayed on your dashboard in the ‘Saved’ status.  You will need to submit the RFD.

	WORK INSTRUCTION:

	Searching/Custom Views


Multiple search criteria can be used to locate an open or completed request.  

1. from the dashboard, click on the Search tab at the top of the grid.
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2. Enter one or more of the following criteria

· Rep

· Submit Date range 

· Product Group

· Status (Under Review, Submitted, Approved, Denied, Needs Clarification or Inactivated) 

· Job Name (this is a fuzzy search)

· Requested By (this is the network logon of the person who initially created the request)

· RFD Number (the unique request number)
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3. To create a custom view; follow the steps for searching then click in the View field and choose Manage Views
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4. Click in the View Name box, rename your view then click ok.  Note: you can make this your default view by click in the radio button next to your view.  
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5. The newly added view will default as your view after you select the view the first time.
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6. To delete the view, click back on Manage Views and click on the trash can icon then click ok.
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	WORK INSTRUCTION:

	Identifying a user


Agile uses network user ID’s to identify the requestor of an RFD.  You can simply drag and drop the user name into the User Name Look Up field to identify the user. Follow the below steps to identify who the user is. 

1. Highlight the users name located in the Requestor column.  Drag and drop into the User Name Look Up field.
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2. Click the icon to the right of the field.  An information box will open with the users information.
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Inactivate Requests
If a request was created and is no longer valid (i.e.: the modification is no longer needed or the project is on hold), it can be inactivated so it will no longer appear in the dashboard.  If the request becomes valid at a later time, it can be reactivated by the Sales Rep.

Requests can only be inactivated by the group that has control of the request. 

1. Open the request

2. Click the Inactivate Request button at the top of the screen
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        3.  The request is now in Read Only mode and is shown that it has been deactivated.
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