@SD

OPERATIONAL SERVICES DIVISION
Job Aid:
How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS/CLM

This Job Aid shows how to:

e Create a World Trade Organization (WTQO) Notice of Intent in CLM and follow up with a Request for Response (RFR) bid
solicitation.

Of Special Note:
e In compliance with the WTQO’s Agreement on Government Procurement (AGP), departments seeking goods and
services including human and social services valued at more than $498,000 or construction valued at more than
$7,008,000 must post either:

a) Full Bid documents and materials for at least 40 days prior to the Bid Opening Date, or

b) An Intent to Post notice with a later amendment to add the full bid documents and materials for a
combined period of at least 40 days prior to the Bid Opening Date. This is a two-step process:

This job aid covers Part b) above.

e CLMis only available to Executive Agencies.

Screenshot Directions

€ C 0 i commuysono e+ es0@: Stepl:Logginginto COMMBUYS/CLM
@ NewTsb @ MeridiankSiKnowl.. (@ HomePage-0SD.. (@ MassGor (@) Usingthe EOTSSVP.. (@) Getting startedon.. (8] Local Boston breai

1. Log into COMMBUYS/CLM by
entering commbuys.com into the
URL address box of your
browser.

2. When the COMMBUYS Landing
Page displays, click on the gold

Welcome to 7 d white Si In butt t th
COM M BUYS : | & : top right of thge page.

COMMBUYS is the only official procurement record system for the

Commonwealth of Massachusetts.

MORE INFORMATION
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‘Screenshot

CcCEMMEUYS
Login ID:
Passwvword:
Login Assistance o

Periscope =2 &

Part of the Periscope S2G line of platform products.

Forgot User ID

Forgot Password

Sign inwith 550

CoOMMBUYS ==

OFERATIONAL SERWVICES DIVISIONM

wWelcome

continue o COMMEBLUIYWS.

Log imn to Tenmant for the Periscope E-Pro Family to

(

Email address

Password

Forgot password?

\

Directions

3. When the Sign In page displays,

click on the down arrow next to
Login Assistance.

Select Sign in with SSO from the
dropdown menu.

Enter your Commonwealth Email
address and Password, then
click on the Continue button.

NOTE: Use the Forgot
password? hyperlink if needed
and COMMBUYS/CLM will send
a password email to your email
address.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

Step 2: Selecting Bid Solicitation
CQMMBUYS Sea Catalog v E Advanced @ @ @ @

B 1. When your COMMBUYS home
page displays, click on the Add
Change Documents blue and white plus
g Orttd sign icon.

Requisition(s) Bid Bid

() Readyior () Solicitation(s) 2 solicitationis) 2 0f)

Purchasing Ready to Send Ready to Open

Ready to Send

Ready To
Aoy

2. Select Bid Solicitation from the

C@MMBUYS e dropdown menu.

OPERAT ID&AL EERVICES DIVISION .

Requisition

L1 0] Bid Solicitation

Purchase Order

Receipt

Create a New Bid 3. Ensure that the radio button for
Create a bid from scratch is
selected then click on the

Please select the method to create a new bid: .
/ Continue button.
® Create abid rom scratch

O Clone a bid from another documen,

0] Copy Contracts For Renewal.

Continue Cancel & Exit

, Step 3: Completing the General Tab
NEW B|d Page

General fems  Address  Awountig  Routng  Atachments  Notes  Bidders  Amendments  Q&A  Reminders  Summary 1. Flel(_js to Complete (_)n the tOp
- portion of the page include:

Description*: (upper right-hand side of
BilNumtr: Desrpion’ the page) — Enter a description of the bid
solicitation.
s 281-In Progress Purchser Wartn, Paul Y

NOTE: This is a searchable field, so use
cypecm y unique Ie_mguage th_at would aIIovy you to

locate this transaction at a later time. This
is also the headline for vendor

Deparent’ v FisclVer” My - . . .
i notifications so it should be pertinent to
s _ _ vendors.
kmcanon: v Organizaton Operationa Senvices Divison

Type Code: (left side) - Using the
dropdown arrow, select one of the
following:

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘Screenshot

Locaton.” v

Show on Web:

Required Date [l

Auaable Date “TMVDDYYY HiAMSS
AN or PM)

Bid Type: OpenBid v
Estimated Cost: $0.00

Alternate D:

[Purchase Methag” Open Market

Organization:

Hlow Electronic Respanse:

Operatianal Senvices Division

Bid Opening Date”
(MVDDAYYYY HHANSS AM or

)

Y

Informal Bid:

Directions

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

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

Department*: (left side) - Click on the
down arrow next to the field and select
the desired department.

Location*: (left side) - Click on the down
arrow next to the field and select the
desired location.

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

Bid Opening Date*: (right side) - 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*: (left side) — Ensure
that Open Market is selected.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

$BPP (Small Businss Purchasing Program) Ellginls? ™ N0y Fields to complete on the bottom portion
of the page include:
lProcurementTyp!*: el i SBPP (Small Business Purchasing
A Program) Eligible?* — If displayed, select
' Yes from the dropdown menu if the
DateLastUptated: transaction will likely total $250K or less
ek Cortinge annually. Select No if over $250K or if not
applicable.
Procurement Type: Use the dropdown
menu to select World Trade Notification.
2. Click on the Save and Continue
button. NOTE: A red validation
error message displays No Items.
NOTE: COMMBUYS autogenerates an
Open Market Bid number at the top of
the page, the status displays as In
Progress, and a Create CLM RFX
hyperlink displays to the right of the
CLM_rfx_type field at the bottom of the
page.
. 3. Click on the Create CLM RFX
SBPP (Small Business Purchasing Program) Ellglule? N0y hyperlink
See SBPP requirements and exceptlons at wuw.mass.govishpp
\ ) 4. Click on the OK button in the
pmcunmenﬂype : World Trade Notification v popup bOX NOTE After a feW
_ N seconds of processing,
CURRD — COMMBUYS autogenerates a
Date Last Updated (/062022 103344 M BIDPKG number in the CLM RFX
ID: field.
Save & Continue
5. Click on the Save & Continue
button.
539 (SmalEusiess Purchasing Progrm Elgie M0y
6. After a few seconds of
St SEPP requirements and exceptions at wwiwmass govishpp processing, click on the View
PI'OC!.II’ImlFIIT}]Hk‘ World Trade Notification v hypel’llnk neXt tO the BIDPKG
number in the CLM RFX ID field.
CLMRRXID:
) — NOTE: You are now redirected into CLM
D et TSR in Bid Package (Intent) Preparing mode
— with a BIDPKG number at the top of the
~ page

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘Screenshot

COMMBUYS CL M

HOME

MY LIST

REPORTS

Bid Package (Intent) - Preparing

CREATE

> BIDPKG1703284

Sourcing Strategy Details

Sea

Directions

Step 4: Completing the Sourcing
Strategy Details Section

1. If you have created a Sourcing

Document Number: Q

Title:

Agency: & Agency Code does not match the Bid Package.

Business Unit: & Business Unit does not match the Bid Package.

ment Number

Lookup -

Select agigmebiecticking the arrow to its left. View an item’s details by clicking its link.

® 0 Catering for 0SD . N -
3 Ko STRTGY1649411 - i
L) = DEMO-01 Trainers for the year Operational Services Division
@l ®  STRIGY1649413  osd training catering Operational Services Division
@y ® [ STRIGY1649421  PGM10 Unusual Products Operational Services Division
@l ® [ STRIGY1656142  ENG147 Enigmatic Praducts Operational Services Division
Bl ® [# STRIGY1659075  ENCO1 Enchanted Products ~ Operational Services Division
@ N SWC for Commercial
» [# STRIGY1666440, WTR100EP and Recreational Operational Services Division
Water Craft
® Training Services for
® [ STRIGY1667076  TRNS0O ["e‘z"‘fegrgm;”;n 4 Operational Services Division
Business Tools
@l ® & STRIGY1667320  test1111 Approval Test Operational Services Division
® - Catering and Banguet
® ¥ SIRIGY1667523 CTR100 Services for the Operational Services Division
Agency Department
@l ® [ STRIGY1667781  JATest Job Aid Review -Rr0  Operational Services Division
L O] [ STRIGY1689003  RrO- 0072 Lamng Approval Operational Services Division
7} O] [ SIRIGY1689346  MWC001 Marine Watercraft Operational Services Division
@l ® [ SIRIGY1700807  WTROT Watercraft Products  gperational Services Division
el ® [ STRIGY1700942  JATest? J0b Aid Review 2- S S T O

Select] Form Number fl ~ DocumentNumber fl ~ Strategy Title f| - Sourcing Strategy Agency tl ~ Estimated Am/

1

Strategy, click on the magnifying
glass search icon next to the
Document Number field.

When the Lookup Document
Number page displays, identify
the Sourcing Strategy in the Form
Number column and click on the
circled arrow in the Select
column.

If you have not prepared a
Sourcing Strategy, skip to the Bid
Package Details section in Step
5.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 6 of 33




Screenshot Directions

Step 5: Completing the Bid Package
Details Section

Bid Package Details 1. If not auto filled, enter the title of the
contract in the Title field.
COMMBUYS ID: BD-22-1080-03D07-03D07-75929 2. If not auto filled, enter the contract
description in the Description/Scope
Predecessor Bid Package: Q field.
3. The Type field displays **(*)** in the
Title: WTRO1 Commercial and Recreational Watercraft left box and WTO in the right box.

4. Click on the down arrow in the

Commercial and recreational watercraft products and services. '
Contract Type field and select

Description / Scope:
y Blanket Purchase Agreement from
the dropdown menu.
Type: (K)o + | *wro * 5. If not auto filled, enter the expected
amount of the contract in the
Agency: Operational Services Division - 1080 Estimated Amount field.
Business Unit: 0SD TRAINING - 08007 6. Enter the contract number in the SWC

# field. (OSD only)

Contract Type: Blanket Purchase Agreement v ) 7. Select the appropriate radio button in
the Notice Type field.

Estimated Amount: 1,000,000.00
fswe #: WTO01 |
LoticeType: (8) Goods & Services i) Construction () HHS/POS

Step 5: Completing the Goods and

Goods and Services Details Services Details Subsection

1. If Goods & Services has been
chosen in the Notice Type field
above, click on the down arrow
in the Purchase Type field and
select Term from the dropdown

One Time menu.

Purchase Type:  Select Option

Goods and Services Details

Purchase Tvpe: 2. Select the radio button for Dates
P Term - in the Term Type field.

lTerm Type: @ Dates IO Duration  * 3. Enter the date that the contract

will begin in the Term Start Date
Term Start Date: YYYY -MM -DD £ fiold 9

Term End Date:  YYYY -MM -DD f2 4. Enter the date that the contract
will end in the Term End Date
field.

NOTE: The calendar icon can
also be used to enter these dates.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 7 of 33



Screenshot Directions

Step 6: Completing the Bid Package
Dates Section

Bid Package Dates
If not auto filled, enter the start date of the

contract in Planned Contract Start Date

Planned Contract Start Date: 12 -29 -2023 * @8 field. Most fields in the Timeline
subsection will auto fill with a
Timeline recommended schedule of dates. These

dates are changeable. The following fields
can be entered when appropriate but are

Intent to Procure Date: 8 -17 2023 @M not available for all contracts.
Issue Date: o8 -24 2023 /& e Presentation for Selected
Bidders
Pre-Bid Conference Date: 09 -06 -2023 f& _ o
e Final Negotiation Date
i ine: 09 -10  -2023 . .
Questions Acceptance Deadline s «  Completion of Online Catalogs
Questions Answered Date: 09 -12 -2023 @ /4
Bid Amendment Deadline: 0 -17  -2023 #2 NOTE: The next section — Bid Package
Documents requires no entry at this time.
Online Bid Submission Training: 0 -02 -2023 @B Goto Step 7.
Closing Date: 10 -22 -2023 @4

Presentation for Selected Bidder(s): MM DD -YYYY /4

Announcement of Awarded Bidder(s): 12 -07 -2023 * M

inal Negotiation Date: MM -DD -YYYY f&

ompletion of Online Catalogs: MM -DD -YYYY @ M

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 8 of 33



‘ Screenshot Directions

Step 7: Completing the Statewide
Contract Dates Section

NOTE: Despite the title, this section
applies to non-statewide contracts as
well.

Statewide Contract Dates

Effective Date: 12 -29  -2023 v

Initial End Date: MM -DD  -YYYY R 1. If the Effective Date does not
auto fill enter the beginning date
of the contract.. Using the fields
[Renewal: Mone - ] or the calendar icon, enter the
Initial End Date.

2. Inthe Renewal field, if there are
no renewals, leave the default as
None.

NOTE: Expiration dates on
contracts may not be extended
unless renewal options have been
included in the Request for

Renewal: Options ~ » Response or Due Diligence
Notice of Intent.

w : .
Option Period  Duration (months) | Start Date End Date To add renewal information:
1 MM -DD  -YYYY MM -DD  -YYYY e Click on the down arrow
s next to the field and

select Options from the
+ Add Row dropdown menu. The
Option Period column
defaults to 1.

e Enter the length of the
renewal in the Duration
(months) column.

NOTE: Entering a number in this
field will populate the next two
fields.

e Enter the Start Date if not
populating the Duration
(months) field.

e Enter the End Date if not
populating the Duration
(months) field.

e Click on the Add Row
hyperlink to add
additional renewal
periods.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 9 of 33



Screenshot Directions

Step 8: Completing the Contract

Contract Categories Categories Section

If the Contract Categories and Name
\ fields do not auto fill, select the type of
category from the dropdown menu in the
Contract Categories field, and enter the
name of the categories in the Name field.
Name Use the Add Row feature if more than

/Eﬂnﬂ'ﬂﬂ Categories: products and Services

1 0 Commercial Watercraft one category is being entered.
2 €  Recreational Watercraf{
\ + Add Row @ Remove Row /

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 10 of 33



‘ Screenshot Directions

Step 9: Completing the Contacts

Contacts Section.
1. Leave the Requestor field blank
Requestor: and click on the magnifying
i ' glass search icon next to the
Sourcing Manager: *Field is rrarujat-:ury@ Sourcing Manager field

Lookup - Sourcing Manager 2. In the Lookup — Sourcing
=~ =~ Manager popup screen, click on
the down (triangular) arrow in

Select an item by clicking the arrow to its left. View an item’s details by clicking its link.

the Full Name column.
Full Name 1l FI

Select Email Address 1l ~

3. Enter the desired name in the
Filter By: Full Name popup
screen and click on the OK
button.

Filter By : Full Name

OK CANCEL

4. When the Lookup — Sourcing
Manager popup screen re-
displays, click on the right arrow

Select an item by clicking the arrow to ts feft. View an itents defails by clicking its link. n the Select column for the

desired name.

Lookup - Sourcing Manager

Select FirstName 1l T LastName 1] ~ Email Address 11 v

=

0} Paul Martin paul.g.martin@mass.gov

R 5. When the page re-displays, the
Contacts desired name will display in the
Sourcing Manager field.

Requestor: 6. Click on the SAVE button at the

Sourcing Manager:  Paul Martin *Figld i mandatary. Q, bottom of the page.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 11 of 33



Screenshot Directions

RFR Document

Working Document

[DOCU"“E‘"': MBIDPKG1667191 (Template) l [Aview PDE 2 Upload Document
-
Data Injection: ves @
Comments: I

Felit. it's saf

\fer to stay in Pratected View,

@SD
OPERATIONAL SERVICES DIVISION

bert
etary for Operational Services

Notice of Intent to Bid E’\ugust 24, 2023
RO1 Commercial and Recreational Watercraf]
i 15 an announcement only

This is a World Trade O (wro) nly! Please do NOT contact the Issuer with questions
about the anticipated bid. Bidders are solely responsible o monitor COMMBLYS.com for amendments to this
bid posting.

The Commonwealth of Massac husetts through the Operational Services Division [OSD) intends to post a
L WTROL © and Recreational Watercrafl, and to require bld submission
Ul COMMEBUYS. This will replace the currant contracts.l

Before the is posted, bidders should also take of
offered through Operational Services Division on the bidding process.

MBUYS
JUNSPSC CODES: <ol
12-14-20-05 Hellum gas
15-11-15-06 Acetylens

UNSPSC CODE DESCRIPTIONS:

| T Marine Craft Systems and Subassemblies

RFR Document

Waorking Document

Document: [WBIDPKG1667191 (Template) [A view PDF [ & Upload Document

RFR Document

Working Document

[ Documeni: WTRO1_BIDPKG1 667191,v1.doc>l X Replace @ Remove

ves @ ]

[ Data Injection:

Comments:

I SEND LETTER OF INTENT ‘ WITHDRAW ‘ ‘ COMPLETE ‘ El

Step 10: Completing the RFR
Document/Working Document
Subsection

1. Click on the Template hyperlink
in the Document field, then click
on the .docx box that displays on
the corner of your screen and
open.

2. When the template displays, click
on the Enable Editing button on
the yellow stripe at the top, and
review and edit the template
wording as needed.

3. Scroll down to the UNSPSC
chart, add the relevant UNSPSC
Codes and descriptions to the
table, then delete the rest.

4. When editing is complete click on
File on the top task bar, then
Save As, and click on the Save
button.

5. Click on the X at the top right of
the Notice of Intent page to close
it.

6. When the page redisplays, click
on the Upload Document
hyperlink.

7. Select the edited and renamed
NOI document from the saved
location popup screen then click
on the Open button on the popup
screen. The edited and renamed
document now appears in the
Document field.

8. The Data Injection field defaults
to Yes which is the
recopmmended default.

9. Enter comments in the
Comments field if desired, then
click on the SAVE button at the
bottom of the page. This
hyperlinks the NOI in the
Documents field.

10. Click on the SEND LETTER OF
INTENT button at the bottom of
the page.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘ Screenshot Directions

11. Click on the CONTINUE button
on the Warning popup screen.

T hiis acticon will send the docurment frommm
This record o the associated record im woor
SProcursmeaent Systaerm.

Do o wrish To continueT 12. After a few moments of
Loomrmmue ][ carced processing, click on the OK
button on the Sending
Document popup screen.

NOTE: At this point, you will return to
COMMBUYS to reopen the bid.

The document has been sent successtully.

Step 11: Reopening the Bid in
@ COMMBUYS W O soekaisenan wIRo - WTE x4 COMMBUYS
€ 5 C & dm-massucommbuys.com/cms/MenuMenuOption=Form8idisplayNo=BIDPKG18671918operation=Uipdate B0WASP CSRFTOKEN=HSS33NP 1. Click on the COMMBUYS tab at

the top of the screen. If your Bid

@ NewTab @ Meridian kSl knowl.. (@ Home Page-0%D.. (B MassGov @ Using the EOTSS VP... 0 Getting strted on... () Locel Boston breali.. .
displays, go to Step 12.

COMMBUYS CLM HOME ~ MYLIST  REPORTS ~ CREATE  Search. Q

2. If not, click on the COMMBUYS
logo to display your COMMBUYS
e o homepage.

COMMEUYS @ rm o E

agery

3. Click on the Bid Solicitation
hyperlink in the Document #
column of the Recent
Documents section. The bid
opens to the Summary tab page.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘Screenshot

Open Market Bid BD-22-1080-0SD07-0SD07-75929

General | Iems § Address  Accounting  Routing  Amachmencs(l) Notes Biders Questions  Amendments  Q&A  Reminders  Summary

N items.

Qverall Validation Errors

(pen Market Bid BD-22-1080-05D07-0SD07-75929
General  ltems  Address  Accourting  Routmg  Amchmentsll)  Notes  Biddes  Questions  Amendmens Q&A  Remindes  Summary

m Rodress  Accounting  Amachments  Notes  Questions

There are no items. Please click ‘Search ltams’ or'Add ftem’ below to add an item.

Searcf ftems Add lrem Upload ltems Export ftems
Open Market Bid BD-22-1080-05D07-05D07-75929
General  Mems Address  Awouming  Routng  Amachments(l) MNates Boges Quesions  Amenments Q&A  Reminders  Summary
fems: Item Tyge Normal
PnrlSequame*- 10 Item Status: 281-InProgress
«
Desarption Q Commercial Watertraft progucts and senvices.
Disable Pricing Cn Quate Quantity Unit Cost Nt Unit Cost UOM
V| 000
g il 000 By
UNSPSCSegnentamy 5 2511 Marine wanspart v Q
ylispst e 15 15 - Commercial marine raft v
\
Commodity-EPP:
Q
Additional product information p
Save & ddd New Save & Brit Save & Continue Rasat Cancel & Bt

Directions

Step 12: Completing the Items Tab

NOTE: If the Notice of Intent was
successfully sent, the Attachments tab
displays a (1) indicating that the NOI was
received by COMMBUYS when sent from
CLM.

1. Click on the ltems tab.

2. Click on the Add Item button.

3. Enter a description of the bid in
the Description field. NOTE: If
you have multiple categories,
enter the name of the first
category.

4. Select the Disable Pricing on
Quote checkbox.

5. Change the Quantity field to 1.0.

6. Enter the 4-digit UNSPSC (United
Nations Standard Products and
Services Code) in the UNSPSC
Segment-Family field.

NOTE: This code can be
searched for by clicking on the
magnifying glass search icon.

7. Enter the 2-digit UNSPSC Class
code in the UNSPSC Class field.

8. If you have additional items, click
on the Save & Add New button;
otherwise click on the Save &
Exit button.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

Step 13: Completing the Bidders Tab
Open Market Bid BD-22-1080-0SD07-0SD07-75929 1. Click on the Bidders tab.

General ltems Address  Accounting  Routing  Attachmentsl!)  Notes ueszm"s Amendmerts  Q&A  Reminders  Summary
m Agdress  Accounting  Amachments  Notes  Questions

- Bid B0-22.1080.05007-0SD07-75925 2. Click on the Lookup & Add
- o e e Vendors button on the bottom of
sasion Warninss the page.

Vendar Address

¥ uncaved changes. GEherwize you wiil Iose those changas.

Lackup & Add Vendars

@ COMMBUYS | UAT - Lookup Vendars - Google Chrome — [=] =

& test.c by om/bso/bid, rs.sclo? truedocld =BD-22-1080-0SD07-OSD0O7-759298parent tUrl = %2F bso%2Fbid%2Fbid Bidd. 3

. Scroll to the bottom of the
st s Lookup & Add Reference
oty e o : o Vendors popup screen and click
- ) on the Find Vendors for All
SETRITIEEID < Commodity-EPPs on the Bid
o button.

Yes

Service Area in

Prampe Pay Discount

Supplier Diversity and Small Business Status.

Disabllity-Owned Business Enterprise (DOBE)
| GRT-0wned Rusiness Faterorise (| GRTRF)

Program (] Small Business Purchasing Program

Browse b  ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

Lookup & Add Reference Vendors - Bid BD-22-1080-OSD07-0SD07-75929 4. Select all Vendors by clicking on
Vendor Lookup the Select checkbox at the top of
the Select column. NOTE: This
is the recommended best
Select ‘endor ID Vendor Name Alternate Last PO Date Last Bid Date B
= = practice.
O 00039150 All American Marine, Inc. Jun 19, 2019
(] 00012129 Apollo Fishing LLC May 28, 2015
O 00049894 Armstrong Consolidated LLC
O 00012981 Armstrong Marine, Inc.
O 00048227 Artisan Boatworks Jun 28, 2022
O 00002105 ATLANTIC BOATS INC Jun 28, 2022 Jun 27, 2022

5. Click on the OK button in the
popup box.

whenw test . commbuys.com says

wwarning: all vendors hawve been selected for email notification. a large
gquantity of vendors may take several minutes to process.

6. Click on the Save & Exit button at
_ ox | the bottom of the page. NOTE:
The page re-displays with the list
of selected vendors.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Step 14: Completing the Summary Tab

Item »2: Recreational watercraft products and services 281-In Progress &
T 1. Click on the Summary tab.
Recreational watercraft
Disable Pricing On Quote qy Unit Cost UM Total Discount Amt 2_ CIle on the Su b m |t for Ap p roval
= 1 $000 £4-8aih button at the bottom of the page.
Manufacturer: Brand: Model:
Make: Packaging: . .
Product Length: Product Width: Product Height: 3' C“Ck On the Save & Contlnue
- s button. NOTE: The status
Tegs R changes from In Progress to
Ready for Approval.
Account Code

There is no item accounting available for this item.

' Submit for Approval ' Cancel Bid Clone Bid Print

4. After approval is received, log

back into COMMBUYS and click
g@MMmLBHﬁ a Catalog on the red Bid Solicitation(s)

Ready to Send tile box.

0 Requisition(s) 1 Bid Solicitation(s)

Ready for Purchasing Ready to Send

Bid Solicitations 5. Click on the blue hyperlink for the
desired bid in the Bid
Solicitation# column. The bid

| epensiofhe Summary pase

In Progress Ready for Approval Returned Ready to Send Sent Ready to Open Opened Evaluated

Bid Solicitation # {> Description
|BD-22-1GBD-DSDO?-OSDO?-?SSZS | WTR0O1 Commercial and Recreational Watercraft
— 6. Inthe Send Bid Actions section
Send Bid Actions at the bottom of the page, ensure
N that the radio button for Change
— bid status to “Sent” and notify
prons @["angeb\dsta:us‘.o"ient“anunol‘fven:ors OChangeDds:atus:u“Se”t"amy Vendors iS SE|eCted,
Send Bid . .
7. Click on the Send Bid button.
The bid will be sent on the
[ previously-set Bid Available Date.
00048227 ‘Artisan Boztworks ‘Alec Brainerd {test@periscopehokdings.com)
00002651 Smith Maring, Inc Matthew Plauche (test@periscopehaldings.comi 8. When the list of vendors disp'ays’
00039273 Wetal Shark Franklin, doa Metal Shark Leigh No (test@periscopeholdings.com) CIiCk on the OK button at the
00049894 Amtrang Consoligared LLC ‘Hasun Sehrecengost est@penscopeholdings com) bottom of the page
00052676 Inshare Baat Shap, Inc Valerie Knatt test@periscopenokiings.com) NOTE: The status .ChangeS to
00010723 Niemize Marnz Inc Bradford Memiec frest@periscopeholdings com) Sent '
00003642 CODE ALPHA DIVERS, LLC STEVE CASSIDY fresti@periscopeholdings.com) :
Now, click on the BIDPKG tab
" at the top of the page to return
to the CLM BIDPKG.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

Step 15: Completing the Bid Package

Bid Package Details Details Section
1. Click on the down arrow in the
COMMBUYS ID: BD-22-1080-03D07-05D07-75929 Type field Containing the
Predecessor Bid Package: Q asterisks and select Request for
Response from the dropdown
Title: WTR01 Commercial and Recreational Watercraft * menu.
Commercial and recreational watercraft products and services. .
Description / Scope: 2. Click on the SAVE button at the
2 bottom of the page.
TyPe; u[r)xw - *WTO *
) . o NOTE: Now that the WTO Notice of Intent
Agency: Operational Services Division - 1080

has been posted, it will ultimately be
Business Unit: 0SD TRAINING - 0sDO7 superseded with the Bid Solicitation
(RFR). The following steps address

Contract Type: " . . .
e Blanket Purchase Agreement M replacing the WTO Notice of Intent with
the RFR beginning in the RFR Document
Estimated Amount: 1,000,000.00 section.
SWe #: WTRO1
Notice Type: @ Goods & Services () Construction (O HHS/POS  *

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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RFR Document

Working Document

Document: RFR-WTROO_pm_§1 docx | & Replace @ Remove
Data Injection: ves @
Comments:

Working Document

Document:  [heinpKG1667191 (Template) | [AViewPDE & Upload Document

MA use
OPERATIONAL SERVICES DIVISION
Request for Response (RFR)

WWTRO1 Commercial and Recreational Watercrari
[Operational Services Division
oso ;g?\INING
(BD-22-1080-OSD07-OSDO07-75929
[08-24-2023

SAONWy P3S
=5 e =

Please Note: This is a single document associated with a
complete Bid (also referred to as Solicitation) that can be
found on www.COMMBUYS.com. s are resy

for reviewing and complying with_all Bid requirements.
Bidders may contact the osD Hel Desk at
COMMBUYS@mass.gov or at 1-888-MA-STATE for
technical assistance with COMMBUYS. The Help Desk is
staffed from 8:00 AM to 5:00 PM Monday through Friday
Eastern time, as applicable, except on faderal and state
holidays.

Bidders with disabilities or hardships that seek reasonable

1[5 Downloads

‘ Ward Document (* docx) v

Mare aptiors..

Commanwealth of Massachusetts

o | ‘
(G

RFR Document

Working Document

cim

e (v
‘

) MCDHH_Solicitation_1
€3 SWC Index 7-20-22 (3)
Yesterday (1)

B SWC Ineex 7-20-22 (2) 8172022 12:04 PR Microsaft Excal Bi 703 KB

- OneDrive - Comiv

8 This PC
B 30 Objects

Last week (11)
€ BIDPKG 1667520
€] STRTGY1667335 (1)
3 STRTGY 1667335
G RFR_WTRD1_pm

ary (3)

= Shared Files (e FINAL (2)

= eprocurement &

File name: [WTRo1 _RFR_vi

Document: MEIDPKG1667191 (Template)  [BView PDE ' . Upload Document l
@
- ~ 4 4 s ThizPC s Downloads - o Search Downloads
e Mew falder ~ ™ @
Camping Vendo & riarns -

Step 16: Completing the RFR
Document/Working Document
Subsection

1. Go to the RFR/Working
Document subsection and click
on the checkbox next to Remove.

2. Click on the SAVE button at the
bottom of the page, then click on
the COMPLETE button at the
bottom of the page This will
remove the prior WTO NOI
document and replace it with the
RFR template.

3. Click on the Template hyperlink,
then click on the .docx box on the
corner of your screen and open.

4. When the document displays,
click on the Enable Editing
button and edit the template.

5. After editing, click on File and
Save As.

6. Click on Save.

7. Click on the X at the top right of
the screen to close the document.

8. When the page re-displays, click
on the Upload document
hyperlink.

9. Select the edited RFR document
from the popup screen and click
on the Open button. The edited
document title now displays in the
Document field.

NOTE: Leave the Data Injection
field set to Yes and enter
comments in the Comments field
if desired.

10. Click on the Save button at the
bottom of the page.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

Step 17: Completing the Working
Document Collaboration Subsection

Working Document Collaboration

NOTE: At various stages in the Contract
Status: Nottated |] (4 EDIT ‘ ‘QSHARE‘ ) Lifecycle Management process,
collaboration occurs among members of
Strategic Sourcing Teams (SSTs).

Due Date: MM -DD YY) Comments:

1. The Status Not Started displays.
Enter a date that collaboration
comments will be due in the Due

end Reminders: | vEs @ B

Eitemal User  Name Emal Permission (3 Sfatus Date field.
0 o g4 Shioion v NoSwied v 2. Enter comments about the
collaboration in the Comments
¥ AdRo text box if applicable.

3. Ensure that YES displays in the
Send Reminders field. NOTE:
Reminders will be sent 7 days
and 2 days prior to those
collaborators who have not
completed the collaboration.

NOTE: Collaborators can include users
who are either external or internal to your
work group.

e To add an external collaborator,
go to Step 18.

e To add an internal collaborator,
go to Step 19.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘Screenshot

Working Document Callaboration

Status:

Due Date:

Wt | (EDIT | | G SHARE | @

WME-DD-YYYY {4 Comments:

Send Reminders:  ves @ @

Extemal User ~ Name Email Permission 2
0 0 ia SelectOption. ¥
+ Add Row

Status

Not Started

L Permissiomn 2

Select Optionm -

=elect Opiiomn
Edit
Cormirmemt
Fead Only

Status

Mot Started -

Shared

Completed
Mot Completed

Directions

Step 18: Adding an External
Collaborator

1.

Select the External User
checkbox.

Enter the collaborator's Name
and Email address in the
respective fields.

NOTE: The collaborator can be
removed by clicking on the blue
and white X icon at the beginning
of the row. Additional users can
be added by clicking on the Add
Row hyperlink at the bottom of
the subsection.

Click on the down arrow in the
Permission column and select:

e Edit - if the user will
have the ability to edit
the document.

e Comment —if the user
cannot edit the document
but can enter comments
about it.

e Read Only —if the user
can review the document
but cannot edit or enter
comments.

NOTE: The Status column
displays Not Started for each
user prior to the start of the
collaboration.

Go to Step 19 to add internal
collaborators, otherwise go to Step 20.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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Screenshot Directions

Step 19: Adding an Internal

Nime Title Stalus Due Date Notes Collaborator
0 1. Click on the magnifying glass
iQ /NOIREQU\Ied MDD VY search icon.
/

2. Inthe Lookup — Collaborator

Lookup - Collaborator NamelT] Name popup box, click on the
down triangle in the Full Name
| Select anitem by clicking the arrow to ts feft. View an items details by clicking ts link. column.
Select Form Number 1| = IFuII Name f| ~ | Email Address 1] =
3. Inthe Filter By: Full Name

Filter By - Full Mame popup box, enter the

I collaborator’'s name, then click on
the OK button.

Lookup - Collaborator Name[1]

4. When the Lookup —

Select an item by clicking the arrow to its left. View an ftem's details by clicking its link. COIIaborator Name popup bOX
re-displays, click on the right
arrow in the Select column.

Select Form Number {] ~ Full Name | T Email Address 1| =

O] £ USER1645611 Renee ORourke renee.orourke@mass.gov

NOTE: Do not click on the USER
hyperlink in the Form Number
column.

i m— 5. The selected internal
B L] W el Pemtision Stalls collaborator's Name and Email

0 0 [?eneeO‘Rourke BQ  renesoroukeimass.gov ] SelectOpton NotStated v address_ now display in the
respective fields.

+ Add Row

NOTE: The collaborator can be removed
by clicking on the blue and white X icon at
the beginning of the row. Additional users
can be added by clicking on the Add Row
hyperlink at the bottom of the subsection.

CONTINUED ON NEXT PAGE.
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‘Screenshot

Permission 2

Select Optiomn
Selaect Ophtion

Read Only

Mot Started

Status

Shared
Completed
Mot Completed

Directions

6. Click on the down arrow in the
Permission column and select:

e Owner - if the user
selected will be an owner
of the document.

e Edit - if the user will
have the ability to edit
the document.

e Comment —if the user
cannot edit the document
but can enter comments
about it.

¢ Read Only —if the user
can review the document
but cannot edit or enter
comments.

NOTE: The Status column
displays Not Started for each
user prior to the start of the
collaboration.
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Screenshot Directions

Working Document Collaboration

Status: Notstarted | (& EDIT I QSHARE | @

Due Date: MM -DD  -Y¥YY [ Comments:
L
send Reminders: | ves @ @
Exteral User  Name Email Permission @ Status
0 O ga Select Option  + Not Started -
+ Add Row
Tasks >
0 Tasks
Twpe task here. You can
highlight a text area in the
document to 1ink to wvour task.
-
Assigmed To:
Renee O"Rourke -
Create Task I Cancel
Tasks ]
1 Tasks
Status R Assignee R
o Renee O'Rourke f By Paul Martin
29/2022 11:28 AM
Assigned -
ask: Please edit.
- ==
= Add Reply ” B

«5 SHARE DOCUMENT

GO TO RECORD |l

Working Document Collaboration

Status: Draft ‘ [ eorr ‘ Ic: SHARE ‘I  COMPLETE ‘ ‘ B3 canceL ‘ @
Due Date: 06 -29 -2022 {4 Comments:
‘@
Send Reminders: | ves @ @
External User  Name Email Permission @ Status
0 o Renee O'Rourke B Q rene.orourke@mass.gov dit . NotStred v
© C Paul Martin B Q paulgmartin@mass.gov owner . cErE o

+ AddRow (@ Remove Row

Step 20: Starting the Collaboration
Process

1. Click on the EDIT button. When
you do, your name is added to the
list of collaboratorsand the
document displays.

2. Click on the New Task button on
the left side of the page.

3. When the New Task section
redisplays, click in the text box
and enter a task.

4. Click on the down arrow in the
Assigned To: field and select a
collaborator for the assigned task.

5. Click on the Create Task button.

NOTE: The New Task screen re-
displays with the entered
information.

6. Click on the GO TO RECORD
button at the bottom of the page
to return to the Working
Document Collaboration
subsection. The status is Draft.

7. Click on the SHARE button.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
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‘Screenshot

Working Document Collaboration

+AddRow @ Remove Row

Status: Shared ‘ @ e ‘ ‘ & REPLACE WORKING DOCUMENT ‘IVCOMFLETE ‘HCANCEL‘ ‘ I\ NOTIFY SHARED COLLABORATORS ‘ A
Due Date: 06 -29 -2022 # Comments:
)
Send Reminders: | vis @ @
2 collaborators | 9 0 currently online
External User  Name Email Permission 2 Status
0 0 Renee O'Rourke B Q reneeorourke@mass.gov Edit v Shared v
0 ] Paul Martin @ Q paulgmartin@mass.gov Owner v Shared v

Completing Collaboration

CANCEL

If the document contains redlines and/or comments, they will be retained
inthe working document if they are not resolved.

Working Document Collaboration
Status: completed | (& €D | | G SHARE | @
Due Date: 06 -29 -2012 [ Comments:
Send Reminders: s @ @
Extemal User  Name Email
0 0 Renee ORourke B Q  reneecrourke@mass gov
0 0 Paul Martin B Q palgmartin@mass gov
+AddRow (@ Remove Row

Permission @ Status
Edit v Completed
Qwner v Completed

Directions

8. When collaboration is completed,
click on the COMPLETE button.

NOTE: Itis important to ensure that
redlines and comments are resolved at
this stage in the process prior to clicking
on the OK button.

7. Click on the OK button in the
Completing Collaboration
popup box.

8. The status changes to
Completed.
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COMMBUYS < L WM

Bid Package (Drafi)

>=>FSTRIGY1667145 > B)

Bid Packages Package Documents

COMMBUYS € LIM HOME MY LIST REPORTS CREATE Search... a

Bid Package Package Documents

Package Documents

Form 1l - Form Type Tl Revision 11 ~ Signed 11 =~

l REFRESH

NEW

CRMMBUYS C LI HOME MY LIST REPORTS CREATE Search... a

Package Document

Package Document Information

Document Type: Select Option -
Date Verified: sia puo
Bidder Response Form
Checklist
te

Notes:

(SDP) Form
mentally Freferable Pr

ices (EPP) Form
Include with Vendor Contract:

1d Con
for Inf

gy Contracts

Tasks Bidder QaA

Authorized Signatory Listing (CASL)

Job-Aide - How 1o Create a Quote in COMMBUYS
Notes & Attachments Other

CEMMEUYS C LIV HOME MY LIST  REFORTS  GREATE  Search a

Package Document

Package Document Information

Document Type: Prompt Pay Discount ~

Date Verified:

Notes:

Include with Vendor Contract:  Select Option

Tasks

Notes & Attachments

save

Contract Document

Contract Source:  Standard -

Working Document

Current Working Document:  [(hpe6p001472558-0001 (Template)  [8View PDF I.L Upload Document l

Package Document (Prepare)

- STRIGY1667145 > BIDPKG1667191 = PKGDOCT 667191-0001

Boaumen e Frompet Fay Dizcount

Cate vernea:

Contract & .

contract Source: Srandard -
(PP | vcorico | [ wirnionaw | [0 | (== | [ == | (@ | [ =
CPMMBUYS C LM HOME MY LIST REPORTS

Package Document (Verified)

>STRTGY 1667145 > 3IDPKG1667191 : - PKGDOC1667191-0001

Step 21: Accessing the Package
Documents Tab

1. Click on the Package
Documents tab near the top of
the page.

2. Click on the NEW button.

3. Inthe Document Type field, click
on the down arrow next to
Select Option, and select the
desired document.

4. Add notes if desired.

5. Click on the down arrow next to
the Include with Vendor
Contract field and select Yes
from the dropdown menu for
documents to be included with the
vendor contract.

6. Click on the SAVE button at the
bottom of the page.

7. Click on the Upload Document
hyperlink and select the
attachment from its location on
your computer.

8. Click on the SAVE button at the
bottom of the page, edit as
needed, then click on the
VERIFIED button at the bottom of
the page. Repeat this process for
each attachment.

9. Click on the BIDPKG hyperlink at
the top of the page to leave the
Package Documents tab and
return to the Bid Package.

How to Create a WTO Notice of Intent and Bid Solicitation in COMMBUYS CLM
Page 25 of 33




‘Screenshot

Approval Method: Serial v

Submitted For Approval By:

Status Due Date Noes

NotRequred MM -DD -YYYY &

+ Add Row
Legal Approwal: Required
ACPO Approval: Not Required

Agency Head Approval: ot Required v

Lookup- Ap

Select an ftem by clicking the arrow o ts[eft, View an ftemis details by cicking its link.

Select | FirstName 1) T LastName | + Title {} + Email Address 1| =
N iU COMMBUYS Training COMMBUYS Training cammbuystraining@mass gov
Name Tille Status  DueDate Nales )
0
COMMBUYSTiang @ Q. COMMBUYS Traing Requied 08 o am £
>

( +uiiRon \

Legal Approval: Required
APOMproval:  NotReied v

Agency Head Approval ot Fequired

\UCP0 pprova NotRequred v/

Directions

Step 22: Completing the Approvers
Section

1. For sequential approvals, select
Serial from the dropdown menu in
the Approval Method field. For
Simultaneous approvals, select
Parallel.

2. Click on the magnifying glass
search icon in the Submitted For
Approval By field.

3. When the Lookup-Approver
Name popup box displays, select
the right arrow in the Select
column next to the desired
approver.

4. Enter notes, if desired, in the
Notes text box.

5. Click on the Add Row hyperlink if
you wish to add additional
approvers.

NOTE: ACPO Approval, Agency
Head Approval, and CCPO
Approval fields are optional fields
that can be used if part of your
organizational approval process.
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Screenshot Directions

Lega

MNarnme:

Due Date:

MNotes:

1A

L e

@ RRRRRRAIRREROGR R AR

Select

®
®
®
®
®
®
®

O

v
3

®
v
3

FirstName L ~
MASS
QA MASS
Wick
Marianne
Donna
Rajiv
Legal
Brian
Nicole
Marianne
Remi
Matthew
cLm
CloudQA

COMMBUYS

LastName 11 ~
Legal Approver
Legal Approver
Webber

Eid

webster
Singh
Approver
smith

St. Fierre

Eid

Harrison
Chester

User
Multi-role User

Training

Select an item by clicking the arrow to its left. View an item's details by clicking its link.

Title 1 =

Devops

BA

BA

Technical Lead

Legal Approver

BA

Legal, Policy and Compliance
BA

Performance Analytics Intern

Email Address 11 =
mbushy@test2 asccentracts com
mbusby@test2 asccontracts.com
wick webber@mdfcommaerce.com
marianne. sid@mdfcommerce.com
donna.webster@mdfcommerce.com
rajiv.singh@mass.gov
0SD-CLM-LA@mass.gov
brian.smith@mdfcommerce.com
nicole st pierre@mass.gov
test@periscopeholdings. com

remi harrison@mass.gov

COMMBUYS Help Desk
Contract Manager
Cloud0A Multi-Role User

COMMBUYS Training

viewing 1-150f 15

matt erce.com
cimuser@phimall.mailinator.com
CLMtestz@mailinator.com

commbuystraining@mass gov

ml SAVE

SUBMIT FOR APPROVAL

Lo | (@] [@] [£][3)]

Step 23: Completing the Legal
subsection

1. Click on the magnifying glass
search icon.

2. When the Lookup - Legal
Approver popup screen displays,
select the right arrow in the
Select column next to the name of
the legal approver.

3. Click on the SAVE button at the
bottom of the page.

4. Click on the SUBMIT FOR
APPROVAL button at the bottom
of the page.
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‘ Screenshot Directions

NOTE: The status changes to

Bid Package (Approved) Pending Approval. After
> STRIGY1667145>BIDPKG1667191 X i
Bid Packages Package Docur 1ents approval IS rECEIved from the
sourcing manager, the status
Sourcing Strategy Details changes to Pending Legal
Document Number:  WTR0O1 a Approval. After legal approval,
Title: Commercial and Recreational Watercraft the status Changes to Approved .
Agency: Operational Services Division - 1080 By Agency Code doss not match the Bid Package.
Business Unit: Operational Services Division - 0SDO1 B susiness Unit does not march the sid Fackage. 5 Af'[el’ Iegal appI‘OVBJ |S rece“/ed,
return to the BIDPKG and click on
Bid Package Details the SEND BID button on the
COMMBUYS ID: BD-22-1080-0SD07-0SD0O7-75929 bottom of the page.
Pr Bid F (=3
Title: WTRO1 Commercial and Recreational Watercraft -

Commercial and recreational watercraft products and services
Description / Scope:

Type: Request for Response - -

Agency: Operational Services Division - 1os0

Business Unit: OSD TRAINING - ospDo7

Contract Type: Blanket Purchase Agreement - -
Estimated Amount: 1,000,000.00

swe #: WTRO1

Notice Type: @ Goods & Services (O Construction (O HHS/POS ~ *

Goods and Services Details

Purchase Type: Term -

Term Type: @ Dates (O Duration  *

(e ) [ | [=] [+

6. Click on the Continue button in
the Warning popup screen.

=lgallgle

This action will send the document from
this record to the associated record in your
eProcurement system.

Do you wish to continue?

CONTINUE | CAMNCEL |

7. After the request is processed,
click on the OK button in the
Sending Document popup
screen.

Sending Document

The document has been sent successfully.

Bid Package (Ready to Post)

8. NOTE: The status changes to
Ready to Post. No further action
is required in CLM.

Now return to the bid in COMMBUYS.

= STRTGY1667 145> BIDPKG1667191
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Screenshot Directions

Open Market Bid BD-22-1080-05SD03-05D03-76004

General  hems Address  Accouning  Routng  Amachments  Nows

Billto Address

05D Training

Place

penolcings.com

830

Save & Continue

Apply Ship-to to All tems Appiy Bilto 1o All items

Lookup Ship-to Address - Open Market Bid BD-22-1080-0OSD03-0OSD03-76004
Search Using:
ALL of the criteria ~

Search Fields:

Department ID. Department Name

Department Suffix ID Department Suffix Name
Location ID Location Name

City County

Browseby: ABCDEFGHIJKLMNOPOQRSTUVWXYZ
e
Close Window
® 0sD09 0OsD OVM ovmw 0SD OVM/Westbarough 05D OVM / Tim Marrissey Y
05D OVM / Westhorough Office
288 Lyman Street
Westborough, MA 01581
us
Email:
test@periscopeholdings.com
D 3 i
O 05010 05D HRA HRAAP 0OSD HRA AP Accounts Payable
1 Ashburton Place
Room 1017
Bostan, MA 02108
us
Email:
test@periscopehaldings.com
Phone: (123)456-7890
1-250f 40
12
Select Close Window
Open Market Bid BD-22-1080-05D03-05D03-76004
General  hems  Address  Acourtng  Rowing  Adschmens  Nows  Biodes  Quesions  Ammndmems  QBA  Reminders  Summay
Confirmation Messages
Changes saved successfully.
Ship-to Address Billto Address
Q Q

Emait test@pariscopenoidings.com
Prone: (12314567890

I Save & Continue l Apply Ship-to to All kems Apply Bil-to to All kems

Step 24: Completing the COMMBUYS
Address Tab

NOTE: The General and ltems tab
information carries over from the Notice of
Intent phase (if activated). Changes may
be made if needed. If the default Ship-to
or Bill-to address do not need to be
changed, go on to Step 25.

If changes need to be made to the default
Ship-to or Bill-to address:

1. Click on the magnifying glass
search icon.

2. Click on the Find It button on the
Lookup Ship-to Address popup
screen.

3. Select the radio button in the
Select column next to the desired
address.

4. Click on the Select button at the
Bottom of the page.

5. Click on the Save & Continue
button.

NOTE: The Accounting tab is not used.
The Routing tab displays your approval
path when submitting documents. The
Attachments tab will contain any
documents previously sent over from CLM
(i.e. Letter of Intent; RFR).
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‘Screenshot

Open Market Bid BD-22-1080-0SD03-0SD03-76004

Genersl  Items  Address  Accounting  Routing  Attachments  Notes Bidders Questions Amendments Q&A  Reminders  Summary

Deletz Al NoteDate  User Note

[m]

Paul Martin

ISave&(nmmue I Reset

Directions

Step 25: Completing the Notes Tab

1. If desired, enter notes in the box
in the Note column next to your
Username.

2. When finished, click on the Save
& Continue button.

NOTE: These notes can be seen by you
and others assigned to your work group
by your COMMBUY'S Organization
Administrator. Vendors cannot see these
notes. However, please be aware that
anything entered in the COMMBUYS
system is subject to Freedom of
Information Act (FOIA) requests from
vendors, the media, and the public at
large.

NOTE: The Bidders tab carries over from
the Notice of Intent/RFR phase.

Open Market Bid BD-22-1080-05D03-05D03-76004

Response Type

Availability response v

Availability response

Average rating - poor to excellent
Comment response - extended text
Rating scale from 1 to 10

Rating scalefrom 1to 5

Basic text response

True or False Response

Yes or No Response

Step 26: Completing the Questions Tab

1. Select the Required checkbox if
you would like to ask a question
that vendors will be required to
answer.

2. Enter your question in the
Question box.

3. You can determine the length and
type of vendor response by
clicking on the down arrow next to
the Availability Response field
and choosing one of the menu
options.

4. Click on the Save & Continue
button when finished.

NOTE: At this point, skip over the
Amendments tab and return to it in Step
29.
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‘Screenshot

[+
Qpen Market Bid BD-22-1080-05D03-05D03-76004

Goed fem Mies Acumg oty Aadwet M e Qs Aner

QuEsten Sucjet Questen asnr Show#l
onied

Show OrgnaVesdor iy

Oose Qdh Far Vendor Date.

Save & Condnue Reser

Sz 8- Inrogess

Directions

Step 27: Completing the Q&A Tab

1. Select the Allow vendor to
submit questions checkbox.

2. Select the Send notification
when vendor submitting
question checkbox.

3. |If desired, the question period
allotted to vendors can be set
using the calendar icon in the
Close Q&A For Vendor Date
field.

4. Click on the Save & Continue
button.

Upen Market Bid BD-22-1080-05D03-0SD03-76004

e L ime QkA  Reminders  Surmary ‘
Due Dite” Commert” Rering W Dafs Date Completed Snd
MDY (max 25) characess| Frice (AMDDAFYYY) Emal
o
Remind®
y 0

Save & Continue Reset

Step 28: Completing the Reminders
Tab

1. If you wish to setup an
autogenerated email reminder
from COMMBUYS CLM, click on
the calendar icon next to the
Due Date field and select the
date the reminder should be sent.

2. Enter the text of the reminder in
the Comment field.

3. Click on the down arrow next to
the Remind Whom field to select
the recipient of the reminder
email, either you or someone else
in your workgroup.

4. If you would like a pre-reminder,
indicate the number of days in the
Days Prior to Remind field.

5. Click on the Send Email
checkbox.

6. Click on the Save & Continue
button.
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Open Market Bid BD-22-1080-05D07-0SD07-75929

General  hems Address  Accounting  Rouwtng  Attachmenis(l)  Notes  Bidders Questions  Amendments(1) Q&A  Reminders Summary

Bid Amendment # Status Vendor Bid Amendment Sequence #

1 n Progress For Internal Only

Comment Posted Date

I View Bid Amendment I

Allow Vendors to Submit

. d
Multiple/Alternate Quotes: a
Info Contact:
Pre-Bid Conference:
(Max size: 250 characters)
P
Bulletin Desc:
(Max size: 500 characters)
P
Quote Notification: O
* r
Estimated Award Date * - (MM/DD/YYYY) B
Procursment Type*: Request far Response W
-
e
a
a
Bid Amendment - Open Market Bid BD-22-1080-0O5D07-0SD07-77612
General tems  Attachment ts(3)  Questior Back to Bid
@ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.
Files
Show
Name Description Vendor Confidential Order
Prompt Pay Discount form.docx
Intent-WTRO1_pm _03_02 pdf
RFR-WTRO1_pm_03 02 pdf
Required Quote Attachments
(These et requested by the Agency, and a Quote response mus Include them o be subrrited)
will require a Quote Response to have a file attached before Quote can be submitted.
is does not control what file is attached, the Vendor is responsible for attaching a relevant file.
This does not prevent a Vendor from attaching a non-relevan fle, or a file of a different name than expected
Save & Continue Add File

Step 29: Completing the Amendments
Tab

NOTE: If you have issued a Notice of
Intent and replaced it with an RFR,
complete this step. Otherwise go to Step
30.

1. Click on the View Bid
Amendment button.

2. Click on the General tab of the
amendment, then click on the
down arrow in the Procurement
Type column and select Request
for Response from the dropdown
menu.

3. Enter the Estimated Award Date
using the MM/DD/YYYY format or
by clicking on the calendar icon.

4. Click on the Save & Continue
button at the bottom of the
General tab page.

5. Click on the Attachments tab of
the amendment and click on the
Add File button to attach a
document previously attached
and verified in the CLM BIDPKG,
then click on the Save &
Continue button. NOTE: Repeat
this step to attach all verified
documents previously attached in
the CLM BIDPKG.

6. When finished with the
attachments, click on the
Summary tab of the amendment.
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‘Screenshot

General  mEms  Amachmenisiz)

Bid Amendment - Open Market Bid BD-22-1080-0SD07-0SD07-75929

rs  Summary  Back to Bid

Comment for the whole bid amendment:

Veaitied Field

Fie#

Commen:

Header/Item Changes

sow 25~ enes

There are o recorsed neasertem changes

Attachment File Changes

rems E Descrigiion

Header  BIDPKG1S67101 pdf Fie BIOPKGIGETIS oo saced

1@ ~fer you click ‘Apply Bid Amendment, all the changes will b= updated In the real document.

Save & Continue

l Apply Bid Amendment lDEIQteB\nAmenamen(

7.

Directions

Click on the Apply Bid
Amendment button.

oK

Send Bid Actions
Optients) @® Change bid status to "Sent" and notify vendors OChange bid status to "Sent” only.
Send Bid

Cancel Bid Clone Bid Print
uoo23186 The Baat Guy, Inc andy bancroft ftest@periscopenoldings com)
00042024 Security Boston intemationsl, LLC Danse! Magoon (restmperiscopenoidings com
00014359 Eastern Harbar Service ic Tim Wilson (test@periscopenaldings com)
00014863 Eite Texle Trading LLC Cindy nisa (1eSTBpEnsCopenaicings comi
00030581 How Consuting Group LLe John Hozz frast@periscopenaldings.com)
00033893 Portable Computer Systems, Inc. dba Route Brian Ferring itestPperiscopeholdings com)
00012129 Apolio Fishing LLC Stepharie Rafael-Debello (1estBperiscopencidings comi
00023463 MAG Harbor Services LLC Michae! McDonough (testiperiscapehoidings com)
©o039s0s Vigor Kicnak LLC Ross Hendrick (test@periscopenaidings. comi
to0asisz LeMole Naval rcnscrure Micnas LeMole (restdpenscopenoldings. com)
00029584 Datrex inc PATRICK MANSFIELD ftest@periscopeholdings.com)
00039150 Al American Manng, Inc Ron Wil fresTpeniscapenaldings com)
00020053 c3pe cod marine services inc. Chris Costa frest@periscopenoidings.com)
00002651 Smitn Maring, inc Matthen Piaucne (testdperiscopenaldings.com)
300222 Brunswick Commercial and Government Products Inc Rich Ritzema ftestperiscopehaldings.com)
00030826 CHISLETT'S BOATING AND DESIGN LLC Cameron Chisiett {test@periscopehaldings com)

Step 30: Completing the Summary Tab

1.

Click on the Summary tab then
click on the Submit for Approval
button at the bottom of the page.
Once approved, the status
changes from In Progress to
Ready to Send.

Following approval,return to the

Summary tab page, scroll to the
bottom of the page and click on

the Send Bid button.

When the screen re-displays with
a list of vendors, click on the OK
button at the bottom. This
changes the status to Sent.

NOTE: The RFR has now been sent to
the vendors.
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