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Overview

Inin4mo it is possible to send a request for quotation (abbreviated as RFQ in this user guide and
in the system) when assigning tasks. This user guide explains how RFQs are initiated, kept track
of and updated, how an outcome decision for the RFQ is made, as well as who can set up RFQs
and what kind of permissions the different roles can have.

Who Can Initiate an RFQ?

There are different roles in in4mo that can grant access to initiating RFQs, as well as what kind
of other permissions the roles have regarding RFQs. What roles have access to initiate RFQs as
well as what kind of permissions these roles have depends on settings in each web portal. The
roles which can have access to RFQs are:

- Insurance company members

- External case handlers

- Inspectors with extra authorities

- Project managers

In addition, each of these roles (with the exception of insurance company members, who have all
permissions) can be given the following authorities related to RFQ:

- Initiate and edit RFQ

- Make decision on RFQ

- Add new non-in4dmo partners to RFQ

If you want to know more about which roles have access to RFQ, and what permissions they
have, please refer to the insurance company.

Initiating an RFQ

To initiate an RFQ, the task(s) which you want to include in the RFQ
must first be added. This can either be done manually through the -
Add/remove case tasks button (provided your role has access to &) Water inspecti...
add and remove tasks), or they might have been added automatically
through iCC or the main inspection report, depending on portal % C Plumbing, Indoors
settings.

: . . Add task
When the tasks have been added, click on Assign partner (requires

role access to add and remove tasks). The usual window for
assigning tasks to companies will open. Assign partner flog

Assign members| Log
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Mark the task(s) to be included in the RFQ, then click on RFQ to the bottom right. In this guide
we are following an example in which one task has been selected, however it is also possible to
initiate an RFQ for multiple tasks together.

Assign multiple tasks to one office | Refresn

Tasks Expertise " Please select an office -
[A Plumbing, Indaors ] Asbestos certificate (1.9 km Pris' 5.0)
Matural disaster cerificate Hans & Jarn Senicepartner - Sandefjord

Geology experise

i X (2.1 km Pris: 5.0)
Blasting damages expertise Supplier Company X - Sandefjord
Industrial buildings experise
(4.1 km Pris: 5.0)

Partner 262 - Office Location Name 730

Large damages experise
Agricultural expertise

7] Chimney expertise (7.3 km Pris: 5.0)
Heat pump expertise Partner 16 - Office Location Name 529
Security systems expertise (7.6 km Pris: 5.0)
Leak detection capabilities Partner 16 - Office Location Mame 150

Pipe-C biliti
ipe-Camera capabilities (16.7 km Pris. —)

Heating cables troubleshooting Partner 262 - Office Location Name 1157
Furniture expertise

(18.2 km Pris: —)
Partner 16 - Office Location Name 928

Antiques expertise

Jewelry/Gold/Silver expertise
e . . 40 & bra Driee B M

Cancel

The window that opens next is where the RFQ is created.

IFQ) for this tas| x
Due date:

08.12.2019 14:00

Notes (Max 3000 characters):

Here you can write notes that are relevant to the RFQ. Notes written here will be available
to the companies invited to participate in the RFQ.

Available companies Search... RFQ will be submitted to

(1.9 km Pris: 5.0) ~ Plumbtastic - Sandefjord

Hans & Jsrn Servicepartner - Sandefjord
Supplier Company X - Sandefjord

(2.1 km Pris: 5.0)
Supplier Company X - Sandefjord Niall's Non-indmo Company - Sandefjord

(4.1 km Pris: 5.0)
Partner 262 - Office Location Name 730

(7 2k Prie- 5 N4 i
~| Recommended list
1 Non-indmo partners | Add new partner
Documents for RFQ
[ Type Title Creator Creation date
RFQ plan EH25112019_1 25.11.2019

[+ ork plan for upplier Company
@ Work plan for RFQ Supplier G X

2019-11-25T124122 pdf 12:41
Water inspection repor, v5-Water 25.11.2019
O CepEEEEE inspection-EH25112019_1.docx Supplier Company X 45 34

Generate RFQ work plan Submit RFQ Cancel
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You select the Due date for the RFQ, meaning the deadline for the invited companies to send
their quotes. The Notes field can be used for writing down any information relevant to the RFQ.
These notes will be available to the invited companies.

The list Available companies lists offices you can send the RFQ to. By default, the list shows
the recommended list. You can show the entire office list by removing the marking from the
checkbox Recommended list below the list. By checking the box Non-in4mo partners the list
will show any non-in4mo partner added to the portal which are available for the task type(s)
included in the RFQ. By clicking the button Add new partner, it is possible to add a new non-
indmo partner, which will be included in the RFQ. You can define whether this company should
be available through RFQs only, or if it should be available also through normal task assignment
in the same way as other non-in4mo partners. Companies that will receive the RFQ are listed on
the right side. If you wish to remove a company from the list, you can do so by clicking the X next
to the office you wish to remove.

At the bottom you can select what documents should be added to the RFQ under Documents
for RFQ. Documents added here will be available to the companies invited to the RFQ. The list
shows the documents available in the document library in the case. If iCC is in use in the portal,
it is also possible to create a work plan for the RFQ directly from this window by clicking the
Generate RFQ work plan.

When everything is ready, click the Submit RFQ button. An email will be sent to all parties invited
to the RFQ, who will have access to the RFQ page through this email.

You will be returned to
the case, where the @ * Water inspecti.. Taskinformation | Multimedia | Milestones | Extras | Work plan
selected task(s) will .
. » RFQ Plumbing, In Work number: Plumbing, Indoors: - - - -J- RFQ ongoing fog
now be marked with e e o
Subcontractor - g~
the status RFQ Addiremove case tasks work number: ToTRtE

Editing or Cancelling RFQs

While an RFQ is still ongoing, it is possible to change |
the due date for submitting a quotation (e.g., prolong | RFQ basicinfo:
the deadline to get more quotations), to editthe notes | =oux  surmons o

field, to add documents, to resend the RFQ invitation | *= oo ie it e vl e G el it v vl e i
to participants who have not yet submitted an offer or | pocuments for rRFQ:
declined to do so, and it is also possible to add more

partlclpants to the RFQ. 8 [EWork plan for RFQ RFQ plan EH25112019_1 Erik Serviceman 25.11.2019 12:41

@inspection report

M w5 Efik Serviceman 25.11.2019 12:30

Finally, it is also possible to cancel the RFQ | ... ..
altogether, by clicking Cancel RFQ. When an RFQ is

Upload

edited or cancelled, the invited companies Wwill | grq fom:
receive a notification about the change(s) made.

Partner 262 - Office Location Name 730 ( Declined)
Supplier Company X - Sandefjord ( Submitted)
Niall's Non-indmo Cempany - Sandefjord ( Waiting) Resend fo: pesi@nialiscompany com

Add Participants
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Deciding the Outcome of a Finished RFQ

When the deadline for an RFQ has expired, it is time to decide the outcome for the RFQ. It is
possible to select a winning offer or to choose that there is no winning offer, as well as to extend
the deadline, giving participants more time for submitting offers if some are missing, and send the
invitation to the RFQ to more companies.

Users who can decide on the outcome of the RFQ will see a red arrow in the case list for the
case. When opening the case, there will be red arrow next to the task(s) for which a decision must
be made. There is also a yellow box above the case information telling what kind of action is
required in the case.

) RFQ decision needed: Plumbing, Indoors

Odins Gate, 3216 Sandefjord Compensation decision: Yes Log
Ola Nordmann (Ola Nordmann, 12345678) Case handler: IN4MO Erik Hesselroth Log
* Water inspection : Supplier Company X - Sandefjord ( Erik External case handler: Not assigned

Serviceman - Inspector with extra authorities )

Case ID: EH25112019_1
Plumbing, Indoors: Not assigned

Naturskadepool coordination: Off
Cancelled tasks

¥ Case information ¥ Cost control * Work plan ¥ Invoice * Project plan
(A * Water inspection
P Task information Multimedia Milestones Extras Work plan
RFQ Plumbing, Ind... Work number: Plumbing, Indoors: - - - - - Check RFQ resultLog
Assignee; - - - - - - Log

Subcontractor

A L x

For insurance company users, the dashboard includes a row for RFQ tasks, which indicates
when the deadline for an RFQ is.

Cases with reminders for the case handler: Today Tomorrow Later

Cases with RFQ tasks:

Cases with customer uploads or messages:

Cases with partner uploads:

Cases with invoices waiting for approval:

To see the result of the RFQ, you must first select the task in question. Under Task information
it will now say Check RFQ result. Click on the blue text to open the result of the RFQ.

@ * Water inspecti
ater inspection Task information | Multimedia | Milestones | Extras | Work plan

|> RFQ Plumbing, |nd-~| Work number: Plumbing, Indoors: - - - - - Check RFQ result} og

When you click Check RFQ result a new window will pop up, where you will find some basic
information about the RFQ on top, and the result of the RFQ below. You may have to scroll down
to see all results, depending on how many participants were involved. Under the RFQ basic info

Version 11.0 Solera | indmo | www.in4mo.com



Séfej/o ingmo

you find an Edit button next to the due date. If you wish to extend the deadline for the RFQ, you
can click on this button to do so.

RFQ basic info:

RFQ task: Plumbing, Indoors
Due date: 26.11.2019 17:00 | Edit

Notes: Here you can write notes that are relevant to the RFQ. Notes written here will be
available to the companies invited to participate in the RFQ.

Under Select the winning offer you will see the submitted quotations. For each company you
will see what time frame they have put, as well as their budgets for the job (excluding VAT), a
budget file, any other file provided, and any notes provided.

At the bottom, under RFQ rejected, you will see a list of the participants who either decided not
to send a quotation by rejecting the RFQ, or who have not responded to the request.

To select a winning offer, mark the winning offer and click Save at the bottom right. If you select
No winning offer, the task will go back to status C. If you select a winning offer, the selected
partner will be assigned to the task, and the budget will automatically be added to the Cost control
tab of the case. If the winner is from the partner network in the portal, the selected responsible
person will also automatically be assigned to the task.

y

Select the winning offer

®  No winning offer

(O Supplier Company X - Sandefjord
Plumbing, Indoors: 09.12.2019 - 11.12.2019
Task budget (VAT excluded): 50000.00 NOK
Budget calculation file: Budget file xIsx
Other file: - ---- -
Notes: Here are some notes relevant to the quotation.

O Niall's Non-in4mo Company - Sandefjord
Plumbing, Indoors: 11.12.2019 - 13.12.2019
Task budget (VAT excluded): 45000.00 NOK
Budget calculation file: Budget file xIsx
Other file: - - - - - -
Notes:

RFQ rejected

Partner 262 - Office Location Name 730 ( RFQ rejected )
RFQ notes: We do not currently have enough capacity

Save Cancel
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For insurance company members, the result of the RFQ can also be seen in the grand log in the
case at any time.

27.11.2019 12:00:20, Erik Serviceman:
Show the result of the RFQ for this task{Plumbing, Indoors)

How to Proceed with Tasks Assigned to a non-in4dmo Partner

If a task is assigned to a company from within the partner network in in4mo, the task will proceed
just as any other task. However, if a task is assigned to a non-in4mo partner, this partner does
not have access to in4mo. The company will receive an email stating that their quotation was
selected as the winning offer, however, they do not have access to the portal, and cannot report
in the case in the same way as a company from the partner network.

When an insurance company member opens the task assigned to a non-in4mo partner, they will
see a button called Mark this task as completed under Task information. By clicking this
button, the task will move from status B++ to 4 and can then be approved or rejected as completed
in the same way as any other task. If the insurance company receives pictures from the partner,
about the progress of the work, the insurance company can add these to the task’s Multimedia.

£an - : s f
A~ Water inspection | Task information Multimedia Milestones Extras |
» Bt Plumbing, Indoors Work number: Plumbing, Indoors: Niall's Non-indmo Company -
Subcontractor Sandefjord (2.4 km) Log
Add/remove case tasks work number: —_" IMark this task as completed
Leg Size: The task is completed: - - - - - - Log
]

™ . .

FA * Water inspection Task information M

R .
» 4} Plumbing, Indoors Approve || Reject
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How to Open an RFQ and Send a Quotation

When an RFQ is initiated, the invited parties will receive an email which grants access to the RFQ
through a link. When clicking this link, the RFQ page will open in a browser. Here you have access
to see information about the case, as well as to submit an offer or decide to not submit an offer.
You will find three tabs on the page: My offer, Case information and Documents.

Under My offer you can view information about your offer once you have submitted it.

Odins Gate, 3216 Sandefjord RFQ action: | Submit offer
RFQ task: Plumbing, Indoors Notes: Here you can write notes that are relevant to the

RFQ. Notes written here will be available to the

Due date: 09.12.2019 14:00 companies invited to participate in the RFQ.

Insurance company: COMPANY 1

l Myoffer | Caseinformation | Documents —

Plumbing, Indoors My office: Supplier Company X - Sandefjord

Pick start date: - --- - - Total budget (VAT excluded): - - - - - -
Pick end date: - - - - - -
e _E" ate Budget calculation file: - - --- -
Assignees: ------
Other file: - -----
Notes:

Under Case information you will find basic information about the case, such as the damage site
address, as well as a short description and notes from the case.

(Lo ter ] cosemomaten T oocumens |
Case ID: EH25112019_1 J Trctem
Address: Odins Gate ca

3216, Sandefjord / Y
Stokke
Customer: Ola Nordmann ')
saces 4 Nottersy
Building year:
Case created by:  IN4MO Erik Hesselroth
+358406672341 EQ
Incident date: 25.11.2019 / .
,'/ Sandefjord
# Hui
A Tjeme
// Huasser
P
58 Lauve
L Lanvik
. Kjerringvik
2013 Microsoft Corporation
> bing Ula © 2013 HERE.
Short description: Notes:

Under Documents you will find any documents added to the RFQ.

.
(Lot [ cosemamston ' oocomer:

Type Title Creator Creation date

a8 Work plan for RFQ RFQ plan EH25112019_1 2019-11- Erik Serviceman 25112019 12:41
25T134122 pdf

w Inspection report Water inspection report, v5-Water Erik Serviceman 25112019 12:30
inspection-EH25112019_1 docx
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Submitting a Quotation or Choosing not to Send a Quotation

To submit a quotation, click on Submit offer. If you do not wish to send a quotation, click on
Cancel offer. You will then be asked to provide a reason for not participating. It will still be

possible to submit an offer until the deadline for the RFQ.

When you click Submit offer, a new window will pop up. It is from this window you make your
offer. Pick a start and end date for the task, the total sum of your quotation (excluding VAT), select
who will be set as the responsible person for the task, then attach a budget file. You may also
attach another file if you have more documents relevant to the offer. At the bottom you can add
notes to your quotation, which will be available to the person choosing the winning offer. When
you are ready, click Save. Your offer has now been submitted and can be seen from the RFQ
page under My offer for as long as the RFQ is open. It is also possible to make changes to your

offer until the due date

RFQ action:l Submit offer H Cancel offer ‘

for the RFQ.

[

Plumbing, Indoors

Pick start date:
Pick end date:
Total budget (VAT excluded): MOK
Employees: Assignees:
Erik Serviceman

Budget calculation file:

Other file:
Notes:

Selaa...
Selaa...

Ma:x 800 characters

Save

Cancel
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