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1

Complete 
Setup

Using 
benchmarks?

Add user-
defined phases?

SCM Main Contents > Administration 
> Tables
> Benchmark Companies

Add company?

SCM Main Contents > Administration 
> Tables
> Project Phases

Enter Phase Name, Sequence #, 
trigger (from drop list), Save

Yes Yes

Yes

NoNo

No

Go to 
2

Download/enable
Excel upload add-in

SCM Main Contents > Administration 
> Other
> Download Excel Upload Add-In

Open 
Phases table

Click Create Project 
Phase

Review  benchmark 
companies

Click Create 
Benchmark 
Company

Step 1 - Complete Project Setup Page 2 of 9



Select  
Spend 

Segment for 
Analysis

2

Select one of: 
Spend Type,
All Spend,

File, Non-File
Off Contract

Select timeframe 
or use default

Select spend by:
Keyword, 

UNSPSC,Class, Sub-
Class, Mfr, Mfr Item, 

Contract, Group,   
etc.

Mouse over 
message to create/
save analysis group.

Find more 
spend?

No

Study spend by 
Keyword, Mfr, Mfr/

MIN, Vendor, 
Vendor/VIN,  Dept/
Org, Items, Trend, 
Market Share, etc. 

Yes

Save group Go to 
3A

SCM Main Contents >
Analysis Workbench

Analysis Group panel >
Timeframe Date to Date >

Click (change)

Analysis page >
Spend Selection panel > View 
Select: Keyword, Mfr, MIN,
Vendor, VIN, Items, Dept, 
Trend, Market Share, etc.

Analysis Group panel >
Mouse over message.

Analysis page >
Spend Selection panel > View 

Select category

Analysis page >
Actions panel >

Click Save Group >
assign name > Save

Remove some 
spend 

categories?

Analysis Group panel >
Unselect category >

Mouse over message.

Analysis Group 
panel >

Unselect category >
mouse over 

message.

Yes

No

Go to 
3B

or

Step 2 - Select Spend Segment for Analysis Project Page 3 of 9



Create and 
Populate Project 

from Analysis 
Workbench 

3A

SCM Main Contents > Analysis 
Workbench  

Select spend type: 
All Spend,

File, 
Non-File,

Off Contract

Add more items 
from contract or 

manually?

Yes

First method of populating
Project with item spend: 

Create project from AWB for 
an analysis group that you 

have saved.

Select analysis group

On Actions panel >
click Create Project

Go to 
3B

Go to 
4

No

Click Analysis 
Workbench

Create Project from 
analysis group

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.

Spend Selection
panel > View > 

Group

Step 3A - Create and Populate Project – Method 1: Using Analysis Workbench Feature Page 4 of 9



Select contract 
with items to 

add

Select manual 
items to add

Go to 
4

Create and 
Populate 

Project from 
Projects panel

3B

SCM Main Contents > Projects >
> Create Project

SCM Main Contents > Projects >
>  Actions > Add Items Select All Spend

File 
Non-File

Off Contract

Select spend by:  , 
Keyword, UNSPSC, Class, 

Sub-Class, 
Category, Group, Contract 

Mfr, Mfr Item, Vendor, 
Vendor VIN, Org Group/

Org. etc.

Add items

SCM Main Contents > Projects >
>  Actions > Add These Items 

SCM Main Contents > Projects >
>  Actions > Add Items 

> Contract Detail Items

SCM Main Contents > Projects >
>  Actions > Add Items 
> Manually Add Items

Preview RFP or 
benchmark

Exclude items 
that you don’t 
want on RFP?

Unselect items 
currently included

SCM Main Contents > Projects >
>  Project Contents > Mfr/MIN 

Yes

No

Add more items 
from contract or 

manually?

Yes

No

SCM Main Contents > Projects >
>  Project Contents panel > Preview 

> RFP/Benchmark

Finished 
adding items?

Yes

No

Include only 
selected Org 

spend?
Select desired org(s)

Yes

No

Region/Org > Show > select org

Second method of 
populating

Project with item spend: 
create project from Projects 

panel and select items.

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.

Create and name 
Project

Include items 
for Project

Step 3B - Create and Populate Project – Method 2: Using the Projects Feature

From 3A
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Get 
Proposals

Create and send 
RFPs

Select 
Comparison flag 

for RFPs

4

Go to 
5

Locate desired 
manufacturer/
generate RFP

SCM Main Contents > Projects >
>  Proposals > Create RFP

Click Download 
RFP Document/

Save.

Send  now, or 
download to 
email later?

Click Send RFP via eMail
Click Open.

Download for 
emailing later On email app, 

create email to 
supplier; attach 

RFP; send.

Email RFP now

Import returned 
bids from your email 

to Projects

Upload directly to 
project, or email to 

project?

Open RFP. Sign-in from 
Excel using the add-in; 

Click 
Upload RFP Document

Upload as 
spreadsheet

Forward from
email To field: app server and address: 

Projects@erp.premierinc.com. 
Project Number and dashed line at the 
bottom of the email message

From email app,  
forward to Projects

Enter supplier email 
address. Send.

Step 4 - Create and Send Proposals to Suppliers – Upload Returned Bids

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.
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5

Get 
Benchmarks

Request 
benchmark 
documents

Select 
Comparison flag 
for benchmark(s)

Go to 
6

SCM Main Contents > Projects >
>  Proposals > Create Benchmark 

Document

Click Download 
RFP Document/

Save.

Click Send Benchmark 
via eMail

Click Open.

Email Benchmark 
request now

Upload returned 
benchmarks  from 

your email to 
Projects

Sign-in from Excel using 
the add-in; Click 

Upload Benchmark 
Document

Enter benchmark 
company’s email 

address. Send.

Select benchmark 
source and/or prices 

from Premier, Inc.

Click Download 
Benchmark 
Document/

Save.

Send  
benchmark

request now, or 
download to email 

later?

Later,  create 
email to 

supplier; attach 
benchmark 

request; send.

Download for 
emailing later

From email, open the 
returned benchmark 

message; click the   
benchmark document 

attachment.

Benchmark document link appears 
on the project’s Proposals panel.

Select the 
benchmark level in 

Use Price field

Step 5 - Request and Upload Benchmark Data

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.
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6
Include 

Contracts for 
Price 

Comparison

You can include contracts 
that contain items matching those
In the Project. You can also include 
contracts with non-matching items.

Locate contract with 
items that are the 

same as project 
items, or different.

Click Find Contract.

Enter contract name 
in Search box.

Click Search icon.

Contract(s) with 
matching items 

found?

Select contract(s).Locate another 
contract?

Yes

Yes
Select Comparison
flag for contracts

No

No

Found?
No Yes

Go to 
7

Step 6 - Identify Contracts to be Included for Price Comparisons

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.
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7
Display Price 

Comparisons and 
Evaluate.

On Proposals panel, 
ensure that sources 

of prices to be 
compared are 

selected.

On the Proposals panel 
select the box Use for Price 

Comparison next to bids, 
benchmarks, or contracts.

Open the Price 
Comparisons panel

Review Summary
information

Need to add 
markup amount/

percent?
Click Add Markup

Review Detailed 
information

Click Projected 
Spend to review 

current  spend and 
projected spend for 

each source

Click Unit Price to 
compare current 

unit price and prices 
for each source

Yes

No

Click Award Contract
Enter contract 

parameters on the 
Bid to Contract

panel. Save

Identify best bid

Once awarded, the contract 
appears on the Proposals 

panel, under Awarded 
Contracts. You can begin 

tracking savings associated 
with the awarded contract.

Click the Savings tab.

8
Award Contract

Step 7 - Display Price Comparisons and  Evaluate Best Pricing 
Step 8 - Award Contract

Upload Project 
documents

Documents can be added/
deleted/edited

for a Project at any time.
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