This Job Aid Shows How To:

D

OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Rolling Enrollment Bid Using a Requisition

e Create a Rolling Enroliment Bid from an approved Requisition.

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

Rolling Enrollment:
Allows you to accept bids and review them as they come.

Has one enrollment period to award vendors to an established contract

Allows purchaser to award vendors anytime

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 enrolliments requires advanced planning by the 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.

NOTE: Information regarding the creation of a requisition can be found in the Buyer Job Aid How to Create an Open
Market Requisition.
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Directions

Step 1: Locating the Requisition

After approval, the status of the
open market requisition changed to
Ready for Purchasing. Locate the
approved requisition from the main
menu by clicking on the green
Requisition(s) Ready for
Purchasing box.

News Recent Documents L .
The requisition might also be found
Date Category Title Document#  Type Description Status  Last Viewed in the Recent Documents section of
o _ the page. If so, click on the blue
No news items. RQ-21-1990-  Requisition Training Project ~ Readyfor  07/21/2020 hvoerlink in the Document # column
BIDS1-BIDS1- XYZ Purchasing yp .
301157 Yy, and skip down to Step 3.
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Step 2: Clicking on the Hyperlink
Requisitions w After clicking on the green
Requisition(s) Ready for
InProgress  ReadyforAporoval  Retumed  Readyfor Purchasing  GonetoPO  GonetoBid Purchasing box, click on the blue
— hyperlink in the Requisition #
column to open the desired
Reqmsmonc Description O ReqType { Requestor { Purchaser { Dep/loc ¢ o 0 Toal § Seaad 0
# Date Date
Training Project XYZ OpenMarket  Bill OMalley!5  Bill OMalleyls  BIDSI/BIDST 0721200 $000 0772112020
301187
Step 3: Converting the
Requisition to a Bid
Item Information & -
1. The requisition opens to the
Summary tab. Scroll to the
bottom of the page and click
Approval Path X
on the Convert to Bid
button.
Fire o gl s B o it
Approval Artlens
G | D
Savh it
|\'-:|mn|uud | Coawer i P Cancel Rigmticn o Bt Prini
[ AL o R L
o 2. A popup message displays
www.training.comm buys.com says asking if you are sure. Click
Are you sure you want to convert this requisition to a bid? on the OK button to confirm.
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Screenshot Directions

Step 4: Opening the Bid

- ‘ The Requisition screen redisplays
Open Market Requisiion RQ-21-1990-BI0S1-BI0S 301187 s 3 et with a Gone to Bid status. Click on
the blue hyperlink in the yellow
System Warning(s) box to open the
bid.

Generd [ems Vendwrs  Address Aowntng Rouing  Atiahments]  Notes  Reminers SlEmary

System Wamingls

Ven i s B0-21-13%0-BIDS1-BIDSI- 52410

Step 5: Viewing the Bid Summary
Screen

Open Market Bid BD-21-1990-BIDS1-BIDS1-52110 s .
The Summary screen opens with a

General  [fgms Address A(%’I’:"g Routng  Attachments!) ~ Motes Bidders Questions  Amendments  Q&A  Reminders  Summary Wa.-rning dlsplaymg Validation Errors.
—_ Click on the General tab.

Overall Validation Errors
The fol missing: bid opening date, avalable date.
The following s are missing; [SBPP (Small Business Purchasing Programi Eligible?].

Header Information
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COMMBUYS ©

General Mems  Address  Accounting  ROUTIng

Open Market Bid BD-21-1990-BIDS1-BIDS1-52110

rpn* S )
Catalog vn Advanced e Q@
Status: 201 In progress B
AT Nows o Quetons  Ameunems  QBA  Readers  Summary

Bael Number BO-21-1990.BIDS1-BIDS1.52110
Status: 2B1- In Progress

How Solicired: Emai v
Department” BIDS1 - Procurement Department v
Location”® BIDS1 - Procurement v
Show on Web:

Required Date m

Available Date “[MM/DDIYFYY HHMM.SS AM or ]

M) @

Bud Type: Open Bid v

Control Code:

Print Dest Detall Always ~

[purrme Method™

Open Market v ]

Tan Rate:
Solicitation Enabled

tem Single Award Only:

Allow Vendors to Submit Multiple/alternate
Quotes:

Info Contact:
Pre-Bid Conference:

[Max size: 250 characters)

Bulletin Desc:
[Max size; 500 characters)

Quote Nonificarion:

CLM Contract ID:

SBPF (Small Business Purchasing Program)
Eligible?

M l

See SBPP requirements and exceptions at
wvrw.mass gov/sbpp

Date Last Updated:

O7/22/2020 09:39:21 AM

Copyright © 2020 P eeoPe T e T

Description”
Purchaser:” O'Malley15, Bill v

l Type Code i
Fiscal vear 2021 v

Organization Department of State Purchasing

oo o -
l i Opening Date MDDV d
Purge DateMMDDAYYY) -]
Informal Bid
Estimated Cost: $0.00
Atemmate ID:

Save & Continue

Print Formar: Bid Print v
Enable Roling Enroliment:
Enable Open Enrollment

FLast Updated Bill OMalley15

Ights Reserved

Current Org; Department of State Purchasing =2 | July 22, 2020 5:54:08 AM EST

Proceed?

www. training.commbuys.com says

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

Cancel

Step 6: Completing the Bid
General Tab

The General tab displays. All
information from the requisition
(except Reminders) is automatically
populated into the bid. The fields
that require completion include:

Type Code: Using the dropdown
arrow, select one of the following:

e NS: Bid for a non-statewide
(departmental) solicitation

e SS: Bid for a statewide
solicitation — OSD use only.

Available Date*: Enter the date the
bid (solicitation) will be made
available for vendors to view and
submit quotes. Click on the
calendar icon to set the desired
month, day, and time.

Bid Opening Date*: Enter the date
that quotes will no longer be
accepted and submitted quotes can
be opened for viewing. Click on the
calendar icon to set the desired
month, day, and time (using the
slide bars).

NOTE: If the year must be
changed, select the desired year
before selecting the month, day, and
time.

Purchase Method*: Select Blanket
and click on the pop-up OK button.
Two new fields display and must be
completed:

e Blanket Begin Date: (the
estimated contract
beginning date)

e Blanket End Date: (the
estimated contract ending
date)

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.
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Directions

Step 7: Selecting Rolling
Enroliment

1. The last two fields on the
lower right side of the page
are for Rolling and Open
Enrollment. Select the
Enable Rolling Enrollment
checkbox. When you do so,
note that the Informal Bid
checkbox automatically fills
in with a checkmark.

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

3. Scroll to the bottom of the
General tab page and click
on the Save & Continue
button.

Blanket Bid BD-21-1990-BIDS1-BIDS1-52110 St Bl-Proges

0
General&ﬂnress Accounting - Routing - Acachments(T) - Nates  Bidders  Questions  Amendments  Q&A  Reminders  Summary

Step 8: Verifying the Items Tab

Click on the Items tab and verify
what was entered during the
Requisition stage. Edits can be
made if needed.

Blanket Bid BD-21-1990-1Us1-BIDS1-52110 Saus Bl ks
General "IIE'“S Fecounting - Routing | Aachments{)

Notes  Bders Questons  Amendmens  Q8A  Reminders  Summary

Step 9: Verifying the Address and
Attachments Tabs

1. Click on the Address tab.
Verify that the Ship-to and
Bill-to addresses are correct.

2. Click on the Attachments
tab. Verify and/or add files if
needed.
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Screenshot Directions

Blanket Bid BD-21-1990-BIDS1-BIDS1-52110

General  ftems Ad@; Accounting  Routing  Atiachments()  Notes§ Bidders )f Questions ~ Amendments Q&A  Reminders  Summary

Subcontractors  Quote Actuity

Select bidder participation, opan or closed, and select vendors to notify

O Unrestricted bid, all vendors can view and respond

[: Restricted bid, only selected vendors can view and respond ]

Delete Vendor ID Vendor Name Vendor Address
Al
00000204 Allznce BidMaiing  Add New Address
Deteaved  pgress:
Sequrity Senvice,
Inc General Mailing Address - Scott Cummings 930 Broadway Everett, MA... v

930 Broadway
Evereti, MA 02149
LS

Status: 2BI- In Progress

Preferred
Delivery Method

Email

Step 10: Verifying the Bidders Tab

1. Click on the Bidders tab.
The Vendors identified in the
Requisition will display.

2. If you have cause to delete
vendors from the original
list, select the radio button
next to Restricted bid.

3. Amend the list of Bidders by
deselecting the checkbox in
the Delete column for those
vendors you wish to
eliminate. (NOTE: This is
not a best practice).

4. To add more Bidders, click
on the Lookup & Add
Vendors button at the
bottom of the page.

5. If any changes have been
made to the Bidders tab,
click on the Save &
Continue button; otherwise
go to the next step.
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Step 11: Completing the
Questions Tab

If you have questions to ask of
vendors:

1. Click on the Questions tab.

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

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
posted.
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Step 12: Completing the Q&A Tab

1. Click on the Q&A tab.

2. To dialogue with vendors,
select the Allow vendor to
submit questions
checkbox.

3. If you would like
COMMBUYS to notify you
by email when a vendor
submits a question, select
the Send notification when
vendor submitting
guestion checkbox.

NOTE: Numbers 2 and 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
vendors. All questions and answers
may be subject to disclosure through
Freedom of Information Act
requests.

T 1 0 i o

(il (il M

Step 13: 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.
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Screenshot
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COMMBUYS

— OPERATIONAL SERVICES DVSIN—

Catalog v E Advanced

Be0e

News

No news items.

Requisition(s) Bid
Ready for
Purchasing

Date Category Title

() solicitation(s)
Ready to Send

Bid
| solicitation{s)
Ready to Open

0

Recent Documents

Document#  Type

PO(s)

Ready to Send

Description

RQ-21-1990-  Requisition Training Project

BIDS1-BIDS1- XYZ
301187

Change
Order(s)

ReadyTo
Apply

Status  Last Viewed

Readyfor 0772172020
Purchasing

Send Bid Actions

(Opionf]

@(hﬂrge histatus o "Sent" and oty venciors

Change bid siaus o "Sent” only.

SendBid

GreelBd  ConeBd  Prnt

Step 14: Sending the Bid

Once the bid is approved, you will
receive an email notification from
COMMBUYS.

1. Locate the bid by selecting
the Bid Solicitation(s)
Ready to Send tile box or
look for it in the Recent
Documents box.

2. Click on the blue hyperlink
for the bid. The Summary
tab page displays with a
status of Ready to Send.

3. Scroll to the bottom of the
page and click on the Send
Bid button.

vendor ID
300123
00043714
00030144
00017720
00004840
00036424
209332
00003837
00002351
229881
00000862
200146
00032157
00001737
00000204
00016386
00033328
00008101
300199
00000913
oon3sens
00029700
219394
00017178
216361

COMMEUYS @
Vendor Notification Result

Subject: Bid Notification - Bid # BD-21.1990-BI0S1-BI0S1 52110, Training Project X2

Email Recipients

Delvery Date: 07/232020 11:29:42 AM

vengr Name
Adamsan Indsties Corp.
Aqualing Pure Viater Sevices
Calumés S inc
Angel-GUARD Product, Inc.
BRANART. .

Cuter Enmerprses LT

Boston Data Greag I,

Agathos Laberatares, nc

D.OT. FEETPARTS,

Apollo Saferync

7 Genesations Inc

Aance Dacive & Securty Sseve.

8255 P Dutdoor iced LT
Blank ndustries, LLC

Approbded Corp.

Comemuricatons gematonalnc
Bady drmor Outie U
Capewell aerial Sysiems

Bane

Brghin bndusirie,

iy Convmunicatns Sece

8 Sports.- Heroes Uniforms, Sparting Goods & Promtions.

Catalog v n Advanced

Eman Address

D Davison estperseopenoldings com)

Joff Long tasapentscopaholdings comi

Andirem Siverman (restperopenciings com)

Wichae Snea estpernscopenaldings commt

Andrew Braun est@perscopshakings.com

Palrick Diyer rest@penscopenoklings.conil

Waller Corcoran (est@percopeoidings.com

Paul Momah ftesiZperiscopehcidings com)

JACK BELLAN itest Bperiscopenoldings com)

Tracy Carvalho festperiscopenoldings com)

Loretta Marino Sanfoed test@persscopeholdings coen)

Tom Canso:

ang, . e @peiscopehleings comy
———

penscopehoiangs com)

Scott CLmmings (est@perstopenaldings.com)

Chetstine Marques liesti@periscopehaidings corm)

o Wil festigerscopehabdings o

Oltver Uidernisa test@perseopeoldings.com)

U Beruneasa hestgpencopsbodngs o

Raymond eha testapsriscopehalangs comi

Tracy Wi ftest@periscopenoicings.com)

Wik Bane (test@piscapeholdings com)

Jody Bagdis estepeiscapencldings cam)

Nicholss Harnel st persscopehakdings.com)

Chartes £ Kuendler ifest Bperiscapeholdings com)

Copymight © 2020 Periscope Holings, Inc - AllRZhts Resenved

®e 0@

Current Org; Department of State Purchasing= | July 2, 2025 113001 AM EST

Step 15: Verifying the Bidders

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

NOTE: Your bid is now in Sent
status which indicates that all
selected bidders will receive the bid
electronically on the available date.
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