3D

OPERATIONAL SERVICES DIVISION
Job Aid:

How to Create a Rolling Enrollment Bid from Scratch

This Job Aid Shows How To:
e Create a Rolling Enroliment bid using the Create Bid from Scratch option.

Of Special Note:
Guidance for rolling enrollment bids can be found in Section Ill, E, xi, ¢ of the Best Value Procurement Handbook.

In addition to selecting a qualified pool of vendors for the duration of the procurement, RFRs for multiple contractors also
may be Rolling procurements. The Rolling method allows Bidders to submit responses at any time during the
procurement.

Rolling Enrollment:
e Allows you to accept bids and review them as they come.
e Has one enroliment period to award vendors to an established contract
e Allows purchaser to award vendors anytime
e Must act as informal

Under a Rolling Enrollment process the RFR never closes, allowing Bidders to respond at any point during the life of the
solicitation. Managing rolling enroliments requires advanced planning by the Buyer to ensure that submissions are
handled appropriately and in a timely fashion. Bids may be designated as Rolling Enrollment upon creation of the bid in
COMMBUYS. In COMMBUYS, a Rolling Enrollment bid is posted as an Informal Bid with a Bid Opening Date set to be
the same as (or before) the end date for the associated contract.
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Screenshot Directions

Step 1: Creating a New Bid

— OPERATIONAL BERVICES DIVISION — Documents (p|US Sign)
icon.

Requisition

Docum' d Solicitation]
0 Ready i :

0 Requisition(s) ) Bid Solicitation(s) 2. Select Bid Solicitation
Ready to Send from the dropdown menu.

Ready for Purchasing

Contract
Purchase Order
News Receipt
Date Category Title

NO news items.

Step 2: Creating a New Bid From
Scratch

C@MMBUYS e Search. (atalog v n

—— OPERATICNAL BERVICES DIVISION—

1. Ensure that the Create a
bid from scratch radio
button is pre-selected.

Create a New Bid

2. Click on the Continue

Ple3se select the method t create a new bid: button.

® Craate abid fromscratch,

() Clong a bid from another document.

0 Copy Contracts For Renewal.

Continue Cancel & Exit
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Bid Number: BD-21-1990-BIDS1-BIDS1-52234
Status:

How Salicited: Email v
Department.” BIDS1 - Procurement Department v
Location:* BIDS1 - Procurement v
Shaw on Web:

Required Date m

Available Date “[MM/DDAYYYY HH:MM:SS AM 2y
or PM)

Bid Type: OpenBid v

Control Code:

Print Dest Detail: Always v

Purchase Method:" Blanket v

Proceed?

whww. training.commbuys.com says

Changing the po type from COpen Market to Blanket will result in the
remaoval of all accounting and rollback of any encumbered amounts.

Step 3: Completing the Left Side
of the New Bid Screen

The New Bid screen opens to the
General tab. On the left side of the
screen, all fields with an asterisk
are required. The required fields
are:

e Department: Click on
the dropdown arrow to
select the desired
department.

e Location: Click on the
dropdown arrow to
select the desired
location.

e Available Date: This
identifies when the bid
becomes available for
vendor viewing.
Clicking the calendar
icon next to this field
displays the current
date and time. Clicking
the Now button inserts
the current date and
time into this field.
Click the Done button
when you have entered
the desired date. You
can enter a different
date and/or time using
the calendar and scroll
bar. NOTE: If you need
to change the calendar
year, do so before
changing the month
and day.

Purchase Method: Change the
Open Market default to Blanket if
establishing a contract.

NOTE: If you change the Purchase
Method field to Blanket, a pop-up
screen displays. Clicking the OK
button will change the display in this
field to Blanket and will add two
required fields — Blanket Begin
Date in the left column and Blanket
End Date in the right column.

How to Create a Rolling Enrollment Bid from Scratch
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Screenshot
Purchase Method™" Blanket v
Blanket Bezin Date:"(MM/DDAYYY) &
Tax Rate; v
Solicitation Enabled: No
Item Single Award Only: 0
Allow Vendors to Submit Multiple/Alternate

Quotes:

Info Contact; /
Pre-Bid {onference/

{Max size: 230 characters)

Bulletin Desc:
{Max size: 500 characters)

Quote Notification:

CLM Contract ID:

Comtact Bill O'Malley15 at (617)399-9999

SBPP (Small Business Purchasing Program)
Eligible?

YES v]

Directions

e Blanket Begin Date: If
the Purchase Method is
Blanket, enter the
anticipated start date of
the contract.

SBPP (Small Business
Purchasing Program) Eligible?: If
displayed, select Yes if the
transaction amount is less than or
equal to $150K or No if over $150K.

Optional fields include:

e Info Contact: The
contact person for this
bid.

e Pre-Bid Conference:
This field is available to
capture bid conference
information if
applicable.

e Bulletin Description:
This field is available
for a brief description of
the bid and how it will
display.

How to Create a Rolling Enrollment Bid from Scratch
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fDescriptiDn:”

*
Purchaser:

Type Code:

\Fiscal vear®

Open Enrollment test

O'Malley15, Bill v

2021 v

Organization:

Allow Electronic Response:

Department of State Purchasing

Bid Opening Date (MM/DD/YYYY
HH:MM:55 AM or PM)

Purge Date:{MM/DDAYYY)

Informal Bid:

Estimated Cost:

Alternate ID:

Catalog Id:

$0.00

Step 4: Completing the Right
Side of the New Bid Screen

All fields with an asterisk are
required. The required fields are:

e Description: Title of
your bid. This field is
used as search criteria
to locate a bid, so be
specific.

e Purchaser: This
defaults to your name.
Use the dropdown to
select a different
purchaser.

e Type Code does not
have an asterisk but is
required. Enter NS
(non-statewide
solicitation) — if posted
for goods or services to
be included on a
departmental contract.
Enter SS (statewide
solicitation) — if posted
as a requirement for
goods or services to be
included a statewide
contract (OSD only).

e Fiscal Year: This field
defaults to the current
Fiscal Year. Use the
dropdown to select a
different year if
appropriate.

e Bid Opening Date:
This date is the date
that will close the bid to
the public. On this
date, COMMBUYS will
no longer accept
quotes for that bid and
the Buyer will be able to
open and view the
guotes. This date can
be changed in the
same manner as the
Available Date.

NOTE: For Rolling Enroliments, this
date should be set to be the same
as (or before) the Blanket End Date
for the associated contract.
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Screenshot Directions

e Blanket End Date:

N Displays if the Type

Blanket End Date: (MM/DD/YYYY) 0 | Code has been
changed to Blanket.

Print Format: © Bid Print -~ Enter the anticipated
end date of the

. contract.
Enable Rolling Enrcliment: ] e Print Eormat: Leave
Enable Open Enrollment: ] Bid Print as the default.

NOTE: The optional fields at the
bottom of the screen are available
to choose either rolling or open
enrollment. For some
organizations, these fields may
need to be configured by your
COMMBUYS Organization
Administrator.

Step 5: Selecting Rolling
Enroliment

Informal Bid: >
1. Select the Enable Rolling

Enrollment checkbox.
Estimated Cost: $0.00 When you do so, note that
the Informal Bid checkbox
automatically fills in with a
Alternate |D: checkmark.

2. Ensure that the Bid
Opening Date has been set
to be the same as (or
before) the end date for the

Print Format: Bid Print v associated contract.
Enable Rolling Enrallment: &~ 3. Click on the Save &

. Continue button at the
Enable Open Enrollment: bottom of the page.
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Screenshot Directions

Step 6: Completing the Iltems Tab

Blanket Bid BD-21-1990-BIDS -BIDS 52110 s B e 1. Clickon the Items tab.
[\H —). R e 2. If you would like to include
General Ttem  Address Jf Accounting  Routing  Attachments(!)  Notes  Bidders  Questons  Amendments Q&A  Reminders  Summary th e item s in an attachm ent
or add a few items

manually on a one-by-one
basis, go to Step 9.

Open Market Bid BD-21-1990-BIDS1-BIDS1-52113 3. If you intend to add items to

the COMMBUYS .csv
(comma separated values)

General  Mtems  Adoress  Actoundng  Routng  Atacnments  Notes  Bioders Questions  Amendments Q&A  Reminders  Smmary

@ Mress  Mcourtng  Mtachments  Notes  Questons template, click on the
Export Items button. A
There are noitems, Please click ‘Search [tems’ or 'Add Item’ helow to add an item, .csv file box displays on the
Search [iems Seareh Inventory ltems Add lem Upload [tems Export ftems bo_ttom of your Scr_een'
Click on the .csv file to
Copyright @ 2020 Periscope Holdings, Inc. - Al Rights Reserved open the Items template,
AV C0 EE R KL KL N N RS T W L KK 4. Complete the columns in
1 embonire TSPty LM niCot DT i el e PO Gl Yot Mo Pt ot olat SRS o 1 the template. either by
) copying over from a saved

template, a saved file (for
example, another Excel .xls
or .csv file), or by manually
entering the items. The
required fields include: Item
Number, Print Sequence,
Item Type, Description,
Quantity, UOM (Unit of
Measure), NIGP Class ID
(UNSPSC Segment-
Family), and NIGP Class
Item (UNSPSC Class).

5. Save this file as a .csv file
to your desktop,
downloads, documents file
or other location.
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Screenshot Directions

Step 7: Adding Items from the
Template

Searchltems — Searchlnventoryliems  Addlem  J Uploadlems | Export kems

1. Return to the ltems tab and
click on the Upload Items
button.

Upload Items

i

2. Click on the Choose File
No file chasen button.

NOTE: This button may be labeled

© Uploading new items will delete al eisting items.
as the Browse button on some

Save & Exit Cancel & Exit browsers.
This PC 3 Downloads v O Search Downloads pe 3 When the flles dlsplayy
. select the file to upload and
lder =~ [T e .
- click on the Open button.
Name Date modified Type Size
~ Today (2)
@ BD-21-1980-BIDS1-BIDS1-32113_B_ltemE...  7/27/2020 10:06 AM Microsoft Excel C... I 1KB
3 BD-21-1990-BIDS1-BIDS1-52113 B ItemE...  7/27/2020 %:35 AM Microsoft Excel C... 1KB
~ Last week (14)
37 BD-21-1990-BIDS1-BIDS1-52111_B_ltemE...  7/24/2020 £:37 AM Microsoft Excel C... 2KB
@ BD-21-1990-BID51-BIDS1-52111_B_temE...  7/24/2020 2:34 AM Microsoft Excel C... 2KB
37 BD-21-1990-BIDS1-BIDS1-52111_B_ltemE...  7/23/2020 :53 PM Microsoft Excel C... 1KB
37 BD-21-1990-BIDS1-BIDS1-52111_B_ltemE...  7/23/2020 2:52 P Microsoft Excel C... 1KB
<d £33 BD-21-1990-BIDS1-BIDS1-52111_B_itemE...  7/23/2020 2:51 PM Microsoft Excel C... 1KB
US Foods October 20139 Order Guide (10) 7/20/2020 1:59 PM Microsoft Excel §7... 221 KB
m @ Performance April 2019 Food Order Guid...  7/20/2020 1:54 PM Microsoft Bxcel W... 142 KB
sd @ US Foods October 2018 Order Guide (9) 7/20/2020 10:57 AM Microsoft Excel 97... 221 KB
US Foods October 2019 Order Guide (8) 7/20/2020 10:57 AM Microsoft Excel §7... 221 KB
@ US Foods October 2019 Order Guide (7) 7/20/2020 10:34 AM Microsoft Excel 97... 221 KB
@ Performance March 2019 Food Order Gui..,  7/20/2020 10:48 AM Microsoft Excel W... 158 KB
@ Mestles Price Sheet Award 7/20/2020 10:41 AM Microsoft Bxcel W... 15 KB
B3] LINDENMEYR MUNROE _Paper_Cost_Sheet  7/20/2020 10:35 AM Microsoft Excel W... 62 KB
P2l VFFAT | indenmuer Brice Fil= G 11 10 F0I0I0 1074 AN Mirrnsnft Frrel W AN KR
ename: ‘ v| |AIIFiI5 ~
‘ Open Cancel
Unload It 4. The uploaded filename
04d Items ;
P displays on the Upload

File™ CnnoseFi\eiBDll 1990-8 Dnmcsvl ltems screen. Click on the
' il Save & Exit button.

@ Uplaading new items willdelete all existing items.

Save & Exit (ancel & Exit
5. A popup message reminds
whwnw.training.commbuys.com says you that this upload will
If wou proceed, any items already on the Items tab will be replaced with replace any eX|St|ng items
the items from the file that you are uploading if they have been given on the bid. Click on the OK
the same Item Number. If you wish to proceed, click OK. button.

“ Cance'
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Screenshot Directions

Step 8: Verifying the Upload

o 0 1. Review the upload for
ey [, -/ oo accuracy. If errors are
found, the uploaded file can
N wog be corrected and then
W 4y . s [ a UplO&dEd.
1 o g0 2. Goto Step 10.
[} i m 1] Sim
o .
s 1 w o 0
- B i um 1] sim
1 i Dr i 0
b B m [l L)

Step 9: Adding Items as an
Attachment or by Manual Entry

Blanket Bid BD-21-1990-BIDS1-BIDS1-52115
1. Click on the Add ltem
button.

General  Mems Address  Accoumting  Routing  Attachments  Notes  Bidders  Questions  Amendments  Q&A  Reminders  Summary

m Address  Accounting  Attachments  Notes  Questions

2. Enter a description of the

There are no items, Please click ‘Search Items' or 'Add Item’ below to add an item.

item in the Description*
Search ltems Search Inventory liems Add ftem Upload lrems Export |tems fleld (4000 Character
Copyright © 2020 Periscope Holdings, Inc. - All Rights Reserved. Capacity) CAf attaching

items, use a general
description of the items.

Blanket Bid BD-21-1990-BIDS1-BIDS1-52115 St - ninges B 3. Foritems to be included in
an attached Bid Solicitation,

e e select the Disable Pricing
on Quote checkbox. This
will force bidders to provide
item pricing within their

ns e Homd v attached quote.

?Tmiequav:e' L ftem Seanss - InProgress NOTE FOI‘ manual (One'by'one)

pepar' (| s e Q entry, do not check this box.

4. Enter a desired quantity in
the quantity field if known or
enter 1.0 if the desired item
is a service, or if the items

et o s b = will be described in an
a ] w memoy 0 w0 m attachment.
ISP ey v W ¥ 5. Change the UOM (Unit of
Bro T Measure) field if needed
UNSPSCOass: .
v T using the dropdown menu.
Commoaity£PF:
\_ f 6. Enter the first four
characters of the UNSPSC
Additional product information in the UNSPSC Segment'
Family: field
Sae B New Saieb b Saie & Continue Reser Cancel & Bt
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Screenshot

Directions

7. Enter the next two
characters of the UNSPSC
in the UNSPSC Class:
field.

8. Enter the Commodity-EPP
Code in the Commodity-
EPP field: by clicking on
the magnifying glass next to
the Commodity-EPP field,
selecting the code from the
menu, clicking on the Find
It button, selecting the radio
button in the Select column
of the desired code, and
clicking on the Select
button.

NOTE: If the UNSPSC Segment-
Family and/or Class fields are
known, they can be entered directly
into the fields. If unknown, click on
the magnifying glass icon, enter a
keyword in the UNSPSC Keyword
field and click on the Search button.

NOTE: UNSPSCs can also be
found using the dropdown menus
next to each field, by using the
UNSPSC Lookup Tool on the
COMMBUYS Landing Page, or by
going to unspsc.org.

9. Repeat this Step if
manually adding more
items, by clicking on the
Save & Add New button. If
complete, click on the Save
& Exit button.

How to Create a Rolling Enrollment Bid from Scratch
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Screenshot Directions

Step 10: Verifying the Address
Tab

id BN-21-190()- . i fots 28-InProgess
Blanket Bid BD-21-1990-BIDS!-BIDS1-52110 Sans B noges B Click on the Address tab. Verify

that the Ship-to and Bill-to
Generl “HPms.l[-:Jwirg Routing ~ Adtachmentsi!)  Notes  Bidders Questons  Amendmenis Q&A  Reminders  Summary addresses are correct. If not. click
- on the magnifying glass icon to
select an alternative.

NOTE: The Accounting
tab is not used in
COMMBUYS. The
following tab is the
Routing tab which
displays the path this
document will follow
towards approval. Itis
not activated until after
you submit the document
for approval.

Step 11: Adding Attachments

General  hems  Address  Accounting Rautng Notes  Bidders Questions  Amendments Q&A  Reminders  Summary Att h t . | d ” th
achments may Incluae a e
elements of a Bid Solicitation

@ Marking an item *Confidential wil ensure the documentis only seen by relevant personnel and will not be cisplayed publicly including the solicitation (RFR1 etc.),
. terms and conditions, a list of the
Files items, and so on.

@ Click Add Flle 10 add file attachments 1. Click on the Attachments
No File Attachments tab.

Add File 2. Click on the Add File
button.
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Screenshot Directions

Step 12: Choosing a File to

AddFe Attach
0 Narme is the display name for the file that will appear where attachment repasitary files are displayed. It can b different from the name on disk and can contain alphanumeric characters, spaces, and 1 CIICk on the Choose Flle
button.
Name"
NOTE: This button may be labeled
e Browse in some browsers.
Fi" \e chosen
SHM 2. Select the desired file
i - from its location (C:
drive, shared drive, flash
Save & Bit Save & Continue Reset Cancel & Exit drive, documents fOIder,

desktop, etc.).

3. Complete the following
fields « Name — required,;
but will be populated with
the selected file name if
left blank « Description —
optional.

4. Click on the Save & Exit
button to add another file
or when all files have
been added.

NOTE: Files previously
uploaded or added to the
Document Library in
COMMBUYS are available in the
Attachment Repository. To
locate and attach from the
repository, click on the Search
File button and complete the
advanced search criteria.
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Screenshot Directions

Step 13: Selecting the File to

This PC » Desktop v @ | Search Desktop o Attach
el . - O @ 1. Click on the file to attach.
MName Date modified Type Size
Water Safety 7/2/20201:35 PM File folder 2. Click on the Open button.
E Calculater 2/14/2017 £:03 PM Shortcut 2KB
£ Cisco Webex Meetings 4/9/20201:58 PM Shortcut 3KB
@ Commenwealth_Terms_and_Conditions 9/17/2014 &:08 AM Microsoft Word 9... 168 KB
@ Conducting a Webinar Using GoToTraining  £/28/2012 11:51 AM Microsoft Word D... 16 KB
@ Copy Paper 5/6/2020 11:16 AM PG File 10KB
“H Bxcel 8/12/2019 1:59 PM Shortcut 3KB
8] GoToMeeting 000 6/22/2020 2:09 PM PNG File 2,339KB
2/ GoToMeeting 7/7/2020 &13 AM Shortcut 2KB
<d @ GoTeTraining 7/7/2020 813 AM Shortcut JKB
™ @ In-Progress Bid ltems 7/9/2020 10:16 AM Microsoft Excel C... 1KB
- @ In-Progress Bid ltems 7/9/2020 10:11 AM Microsoft Excel W.., 9KE
5 Microsoft Teams 6/23/2020 7:50 AM Shortcut 3KE
% Outlook 8/12/2019 1:59 PM Shortcut 3KB
& pace 11/16/2016 12:41 PM Internet Shortcut 1KB
3 PowerPoint 812/2019 1:39 PM Shortcut 3KE
@ Sample template 7/27/2020 10:40 AM Microsoft Excel C... 1KB
@ Sending a GoteTraining Webinar Invitation  £/12/201912:55 PM Microsoft Word D... 16 KB
ol aeo o 7479040 1.E0 Rk TR awn
e name: |Commonwealth_Terms_and_Conditions ~ | |A|| Files V|
Open | Cancel

Step 14: Adding Notes

Blanket Bid BD-21-1990-BIDS1-BIDS1-52110 1. Click on the Notes tab if

you would like to add an
internal note.

General fems  Address  Accoumting  Routing  Auachments(l) § Notes | Bidders Questions  Amendmens Q&A  Reminders  Summary

2. When complete, click on
the Save & Continue

Dtz Motz Date User button. Additional notes
] may be added if needed.
O'Malley13

NOTE: Notes are viewable
by you and others in your
work group. These are not
viewable by the vendor,
however, keep in mind that
this information may be
made available externally
due to Freedom of
Information requests.
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Screenshot Directions

Step 15: Identifying Bidders

General  fems  Address  Accountng  Routing  Atachmemts  Notes B Bidders QQuesticns  Amendments  Q&A  Reminders  Summary 1 CI|Ck on the Bidders tab

m Subcontractors  Quate Activity

2. To add bidders, click on the

Vendor Validation Warnings Looku p & Add Vendors
fonge button at the bottom of the
Select bidder participation, open or closed, and select vendors to notify page.
O Unrestricted bid, alvendors can view and respond
O Restricted b, ony selectedvendors can view and respond NOTE: You have the option to not

select any Bidders.

Vendor D Vendar Name

D Show Estimated Total To Vendors
[ show Urit Prices o Vendors
Hide Bid Holder List on Vendor Side

) Before you look up bid vendors or add a new vendar, please save your unsaved changes. Otherwise yau willlose thase changes

Save & Continue Lookup & Add Vendors

Step 16: Searching for Vendors

Vendor LookupE
A Lookup & Add Reference

Search Using Vendors popup window appears
Aloeaieh v with a Vendor advanced search
page. You can either:

Find It Clear

e enter vendor search criteria
Vendor ID % Vendlor Name and click on the Find It
button (commonly used for

Search Fields:

fendortaxid sou e Ll ane one-time only Open Market
Vendor Keyword Alternate ID BldS), or

Integration ID

ZIP Code County

State v

0 Emergency Suppliers [ Reference Vendor

BOnSEy ABCDEFGHIJKLMNOPQRSTUVWXYZ

012345678910 e scroll to the bottom of the
page and click on the Find
Vendors for All
Commodity-EPP on the
Find Vendors for All Commodiy-EPPs on the Bid Close Window Req button (commonly
used for Blanket Bid
Solicitations)

Find It Clear

Copyright @ 2020 Periscope Holdings, Inc. - All Rights Reserved.
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Screenshot

Vendor Lookup =

(%]
o
m
q

Vendor ID

00017178
00000862
200146
300123
00003837
216361
00000204
00017720

229281
000028101

00 0000000 0gio

Vendor Name

2-Way Communications Service, Inc.

7 Generations Inc

A and A Industrial Supply / ALBECO Fastener, Inc.

Adamson Industries Corp.

Agathos Laboratories, Inc.

All Sports - Heroes Uniforms, Sporting Goods & Promaotions
Alliance Detective & Security Service, Inc.

Angel-GUARD Products, Inc.

Apolio Safety Inc

ApproMed Corp.

www.training.commbuys.com says

Warning: &ll vendors have been selected for email notification. 4 large
guantity of vendors may take several minutes to process.

Save & Exit Save & Continue

Save & Next Page Find Vendors for All Commodity-EPPs on the Bid

Close Window

Step 17: Selecting Bidders

The results display with all bidders
who registered in COMMBUYS
using the same commodity code as
you entered on the Items tab, or
with all bidders meeting the criteria
you entered using the Find It button.

1.

Directions ‘

Select the checkbox in the
Select column next to the
desired bidders (restricted
bid) or select the top
checkbox in the Select
column to include all the
listed bidders (best practice
— unrestricted bid).

If selecting the top
checkbox, a popup window
displays reminding you that
all bidders on the list will be
notified. Click on the OK
button.

Click on the Save & Exit
button at the bottom of the
page to return to the
Bidders tab.

How to Create a Rolling Enrollment Bid from Scratch
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Screenshot Directions

Step 18: Verifying the Bidders

The Bidders tab now displays all the
bidders you selected.

You can delete bidders using the
checkboxes in the Delete column,
and/or you can continue to add
bidders by clicking on the Lookup
& Add Vendors button.

200078 Fratan noumer  Emad

200 Lbbey lodustrl.. = NOTE: Generally, as a best
practice, bidders should not be
deleted from Bid Solicitations
without good cause.

Informal Bid Date Section

B fnaing Doce INMOONYYY

Step 19: Completing the
Questions Tab

Delete Al Question# Print Required
N Sequence

Question [} Response Type
If you have questions to ask of
bidders:

)

- Avalability response

1. Click onthe Questions tab.

2. Select the Required
checkbox. Doing so will
require bidders to answer
the question before their
guote can be submitted.

Save & Continue Reset

3. Enter the question text in
the Question field.

4. Select a value from the
Response Type dropdown
list to establish a format for
the vendor response.

5. Click on the Save &
Continue button to save
your entries.

NOTE: The next tab is the
Amendments tab which has no
functionality until after the bid is
sent.
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Screenshot Directions

Step 20: Completing the Q&A Tab

lestion#  Created Daie  User (reated Question Subject Jiesion Hnsier SowAl | SoowOrignal Vendor Only  Deleredl .
L : e et . S I 1. Click on the Q&A tab.
1l

- 2. To dialogue with bidders,

0 select the Allow vendor to
submit questions
checkbox.

A New:

r:Aﬂmwendnrtc-submi[quesjnns 3. If you would like
COMMBUYS to notify you
by email when a bidder
submits a question, select
the Send notification
when vendor submitting
guestion checkbox.

_ Sendnorficatn when vendor submiting queston
.

SovedContnue | Reset

NOTE: Numbers 2 & 3 above are
considered a best practice.

4. Click on the Save &
Continue button.

NOTE: When a question is
received, provide an answer and
ensure that the Show All on Web
checkboxes are checked, and that
the Show Original Vendor Only
checkboxes are unchecked. This is
the best practice as all questions
and answers will be viewable by all
bidders. All questions and answers
may be subject to disclosure
through Freedom of Information Act
requests.
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Screenshot

General  ftems  Vendors @re&s Accounting - Routing - Attachments Nn:e‘ Reminders § Summary

(DJE Date* Comment” Remind Whor*
(MM/DDAYYY) (max 250 characters)

Days
Prior
]
Remind’

Date Completed Send  Date h

(MW/DDAYYY)

Fmail

Entered

By

Save & Continue

eset

Directions
Step 21: Entering Reminders

1. Click on the Reminders
tab if you want to send a
reminder to yourself or
another person within
your organization.

2. Use the calendar iconin
the Due Date* field to
select the date of the
reminder.

3. Enter your reminder text
in the Comment* field.

4. Select yourself or
another internal recipient
from the dropdown menu
next to the Remind
Whom* field.

5. If an advanced reminder
(tickler message) is
desired, enter a number
in the Days Prior to
Remind* field.

6. Click on the Send Email
checkbox to ensure that
the reminder notification
is emailed to the
intended recipient.

When complete, click on the
Save & Continue button.
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Screenshot Directions
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Bid BD-21-1990-BIDS1-BIDS1-52115 - Validation Warning(s)

Warnings

No bid bidder.

Youmay click Continue to ignore the waming(s) and continue submitting the bid, or click Cancel & ExIt to cancel the bid submission and go back to the bid.

Cancel &Exit

Send Bid Actions

Option(s 2
prons) @Changebldstatusto“Sent"and notify vendors ' Change bid status to "Sent" only.

Send Bid

(ancel Bid (lone Bid Print

Step 22: Submitting for Approval

1. Click on the Summary tab
to review the bid
information.

2. Scroll to the bottom of the
page and click on the
Submit for Approval
button.

NOTE: If you decided not to select
any Bidders, a Validation Warning
displays with a reminder that a
bidder has not yet been selected.
Click on the Continue button.

3. Following approval, return
to the bid and click on the
Send Bid button near the
bottom of the Summary

page.

Advanced

P @@

Vendor Notification Result

Subject: Bid Motfieaton - Bid # B0.21.1990-BIDS1-BIDS1-52110, Traming Project X2

Email Recipients
Delery Date: 07232020 11:23:42 AM

Vendor 10 Vendar Name

216361 s

oK
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7 Department of State Purchasing = | july 23, 7070 11:30:01 AM I5T

Step 23: Verifying the Bidders

The list of bidders (vendors) to
notify by email displays. Click on
the OK button to verify.

NOTE: After receiving quotes from
vendors, the next step is to evaluate
and award the bid to a vendor or
vendors. Refer to the job aid
entitled: How to Score and Award
a Bid.
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