OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create an Open Enrollment Bid Using a Requisition

This Job Aid Shows How To:
e Create an Open Enrollment Bid from an approved Requisition.

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

Open Enrollment:
e Allows you to re-open the contract at any time (or at set intervals) to add new vendors.
Allows adding vendors to an established contract
Allows awarding to vendors during the open enrollment period
Has multiple quote submission periods
Must act as informal

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

Screenshot Directions

Step 1: Locating the Requisition

%MM%UX§ e Search... Catalog v n Advanced @ @ @

Locate the desired approved
requisition from the main menu by
—— Bid Bid Change clicking on the green Requisition(s)
Ready for () solicitation(s) 1 Solicitation(s)

0 PO(s) Order(s)
Ready to Send ReadyTo
Apply

Ready for Purchasing tile box.
Purchasing Ready to Send Ready to Open

The requisition might also be found in
the Recent Documents section of

News Recent Documents the page. If so, click on the blue
hyperlink in the Document # column
Date Category Title Document# Type Description Statws  LastViewed and Skip down to Step 3.

No news items. RQ-21-1990-  Requisition TrainingProject  Readyfor  07/21/2020
BIDS1-BIDS1- Xz Purchasing
301187
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Screenshot Directions

Step 2: Clicking on the Hyperlink

Requisitions (w After clicking on the green
Requisition(s) Ready for
InProgress  ReadyforApproval  Retumed  Readyfor Purchasing  GonetoP0  GonetoBid Purchasing box, click on the blue
hyperlink in the Requisition #

column to open the desired

Requisition Created Submitted
e { Description O ReqType O Requestor ¢ Purchaser { Dep/loc { O Total { 0
Date Date
Training Project XYZ OpenMarket  Bil OMalley1s Bill OMalley!s  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 .
on the Convert to Bid
button.
Fire o gl s B o it
Approval Artlens

G | D

i

St

|\'-:|mn|uud | Coawer i P Cancel Rigmticn o Bt Prini

£ Al et Rriprand

www.training.commbuys.com says 2. A popup message displays

Are you sure you want to convert this requisition to a bid? asking if you are sure. Click

on the OK button to confirm.
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Screenshot Directions

Step 4: Opening the Bid

Open e Regision R 45909051 0510147 swios § | it o Gone to aid staue. Gk on

the blue hyperlink in the yellow
System Warning(s) box to open the
bid.

Generd fems Vendors  Adoress  Aowtng Routng  Atiachments]  Notes Reminders Stmmary
i

System Warningls

Newtid s BD-Zi-1990-I!IDS1-H\DSI-EZ1@

Step 5: Viewing the Bid Summary
Screen

Open Market Bid BD-21-1990-BIDS1-BIDS1-52110 saug )
The Summary screen opens with a

warning displaying Validation Errors.
Click on the General tab.

General }"ﬂs Adress M%’r:'g Routng  Attchmentsll)  Notes  Bidders Questions  Amendments Q84  Reminders  Summary

< aremissing bid opening date, availatle date
s are missing [SBPP (Small Business Purchasing Program) Eligble?],

Overall Validation Errors

The folo

Header Information
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- y = A
COMMBUYS @ cosog v [ senas ®o o
m Open Market Bid BD-21-1990-BIDS1-BIDS1-52110 Status: 281 In Progress
General fems  Address  Accountng  Routng  AAChments(l) Noles  BiGders Questons  Amendments QAA  Remindes  Summary
=)
‘General Validation Errors
3ol cal
A ed fields are missing: [SBPP (5mall Business Purchasimg Program) Eligile?],
—
Bid Number BD-21-1990-BIDS1-BIDS1-52110 Description” Training Project X/Z
® Status; 261 - In Progress Purchaser.” O'Malley15, Bill v
ﬁll How Solicited: Email v I Type Code: V]
Department” BIDS1 - Procurement Department v Fiscal vear” 2021 v
— . 1 Pre
Lacation BIDS1 - Procurement v Organization Department of State Purchasing
=] Shaw on Web: . . m
= o
od Dats Bid Opening Date: (MMAODAYYY
Required Date E HHMMSS AM or PM) ]
'&I l .;::]lldb\e Date “{MM/DD/YYYY HH:MM:SS AM or l Purge Date:(MM/DD/YYYY) m
B Type OpenBid v nformal Bid:
- Control Code: Estimated Cost $0.00
|:.| Print Dest Detail Always v Aiternate ID
=
[ Purchase Method:™ Open Market \]
31 .
o Tax Rate: A Print Format Bid Print v
Solicitation Enabled: No Enable Rolling Enroliment:
zl Item Single Award Only: Enable Open Enrollment
Allow Vendors to Submit Multiple/Alternate
Quotes
Pre-Big Conference:
{Max size: 250 characters)
7
Bulletin Desc:
A {Max size: 500 characters)
-
Quote Notficatian:
71
-
CLM Contract ID:
=] SBPP (Small Business Purchasing Program)
. Eligible? v
E vww.mass.govisbpp
Dare Last Updated: 07/2212020 09:39:21 AM Jser Last Updated: Bill O'Malleyi S
E Save & Continue
Copyright © 2020 Periscope Holdings, Inc. - Al Rights Reserved

=

Current Org; Department of State Purchasing =t | July 22. 2020 5:54:00 AM EST

www.training.commbuys.com says

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

FProceed?

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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Screenshot
Informal Bid: 0
Estimated Cost: $0.00 \
Alternate ID:
Print Format: Bid Print v
Enable Rolling Enrallment: /
Enable Open Enroliment:

Delete Start Date

Add Enrollment Period

~

End Date

%

Directions
Step 7: Selecting Open Enroliment

1. The last two fields on the
lower right side of the page
are for Rolling and Open
Enrollment. Select the
Enable Open Enrollment
checkbox. When you do so,
note that the Informal Bid
checkbox does not fill in with
a checkmark.

Also note that an Enroliment
Periods popup box displays
— a function that will allow the
user to enter the start date
and end date of the open
enrollment period. It also
allows you to add additional
periods.

2. Once the period(s) has been
entered, click on the Add
Enrollment Period button.

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

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

General Address Acounting - Routing - Atachmens(l)  Notes  Biders  Questions  Amendmens  Q&A  Reminders  Summary

Status: 281- In Progress

Step 8: Verifying the ltems Tab

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

Blanket Bid BD-21-1990-BIDS-BIDS1-52110
General hems Accounting - Routing

Aiachmens(f)f Notes Bidders Questons Amendmens  Q&A  Reminders  Summary

Status: 28 In rogress

Directions

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.

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

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

General  Iems Adﬂs Accourong  Routng  Amachments(f)  Notes | Bidders § Questions  Amendments Q&A  Reminders  Summary

m Subcontractors  Quote Actvity

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

O Unrestricted bid, al vendors can view and respond

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

Delete Vendor ID Vendor Name Wendor Address
Al

00000204 Hliance BidMaiing  Add New Address
Detertve  pgress:

Security Senvice,
Inc (General Malling Address - Scott Cummings 930 Broadway Everett, MA... v

930 Broadway
Everett, MA (2149
I

Status: 2B - In Progress

Email

Prefemed

Delivery Methed

Step 10: Verifying the Bidders Tab

1.

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

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

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).

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

If any changes have been
made to the Bidders tab,
click on the Save &
Continue button; otherwise
go to the next step.

How to Create an Open Enrollment Bid Using a Requisition
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Screenshot

Deledl Quesin® Pt

Sequence

Queston

Response Type

Rualabilty response

Saie& (oninue

szt

Directions ‘

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.

How to Create an Open Enrollment Bid Using a Requisition
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Screenshot Directions

Quetin (il UsrCd Queston b Qstin

rwer SowA
[l

e

-
) Hlowendarto b et

_ Sendnoccaon when Ve suomngQuesion
.

Skl | fese

Siow CrgnelVendol)

i

Detedl]

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 question
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
guestions and answers may be
subject to disclosure through
Freedom of Information Act requests.

T 1 i i o e

(il (bl P

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.

How to Create an Open Enrollment Bid Using a Requisition
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Screenshot

Directions

COMMBUYS

— OPERATIONAL SERVICES DVSIN—

Catalog v n Advanced

2806

News

No news items.

Requisition(s) Bid
Ready for () solicitation(s)
Purchasing Rezdy to Send

Bid
1 Solicitation(s)
Ready to Open

o M

Ready to Send

Change
Order(s)

ReadyTo
Apply

Date Category Title

Recent Documents

Document# Type Description Status
RQ-21-1990-  Requisition Training Project  Ready for
BIDS1-BIDS1- Xz Purchasing
301187

Last Viewed

0772112020

Send Bid Actions

fllﬂmﬁ] '@'(hargehidslatusm'ﬁenl'ard ot vendors ][hmgﬁ tidsatus o S only.

Cancel Bid

SendBid

(loneBid ~~ Print

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.

COMMBUYS @

IR -

Vendor D
300123
00043714
00030144
00017720
00004540
00036424
209332
0003837
0002851
229881
60000362
200146
00032157
00001737
60000204
00016385
00033328
00008101
300199
00000913
00035888
00029700
219394
017178
216361

Vendor Notification Result

Subject; Bid Notfication - Bid & BD-21-1990-BIDS1-BIDS1-52110, Training Project X2

Email Recipients

Delivery Date: 07/23(2020 11:23:42 AM

Vendor e
Adamsan Inoustnes Corp.

AquaLine Pure Wt Sevices, g
Calumbus S e

Aagel GUARD Products, e

BRANART Inc

Cuftr Emerprses LLC
Boston Data Groug, I

hghes Liborators, Inc

DO FLEETPARTS

Agall fety nc

7 Genacns nc

A A Inchsial upply  ALBEC Fstenr, .
Sram st Part LC
AtantcTacocal. I

Aiance Decive & Secuty Serice .
s o Dudoor World LLC

Bl custres LLC

Approte Corp

Communicatons Intermatiora nc
By o Duter, L

Capemel Aeral Systems.

Bana

ngha ndusies, o

2:ay Communications Service, .

Al Sports - Heraes Uniforms, Sporting Goods & Pramctians

Ema Adress
D Gavdson est@penscopenokdings com)
JeLong st penscapenciaings com

Arcien Siverrian (st perscopencidings.comy
Michael Shea estperscopefaldings com)

Anvhem Braun restipersscopehakdings com)

Patrck Dyer estipenscopehaldings com)

Waltr Corcaran test pertscopenciings con)

Paul Momah esispertscapabeidings coml

JACK BELLAN estaperscepsnoldings com)

Tracy Canvaho nest@perscopenaldings.com)
Loresta Miring Sanfoeu Bestepenscepehokings.coml
Ted Nable Merang . st periscopenciangs com)
Luciane Giacul testpenscopshokdings com)

Tom Canzso estapenscapehoicings cam)
SCOTTCLETITrgs Gest@persccpenaldings com)
Chvising Marques estEpenscapenaiangs com

B Wiams testEporscopehoKings.connl

Oliver e festperscopehokdings. com|

Lisa Benincasa lestperiscopebeidings.coml
Rayemond Befa tzst@periscapehoidings com)

Tracy Whe ftesperiscopenolings com)

Wilkam Bane test@parmcopeholdings com)

Jody Bagds testpenscopehclcings coms

Michoias Hamel est@perscopenokdings com)

Charles £ Kugntlr 163t paiscapencidings com)

Copyright © 2020 Periscape Holdings, Inc. - Al Reghts Reserved.
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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.

How to Create an Open Enrollment Bid Using a Requisition
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