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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Re-Open an Open Enroliment Bid

This Job Aid shows how to:

e Re-open a previously awarded Open Enrollment bid in order to accept additional quotes from vendors who wish
to be added as awarded vendors.
e This can be done only during an Open Enrollment period set by the Buyer.

Of Special Note:

After each session of awarding and notification is complete, the Bid is in Bid to PO status. The Buyer must manually
re-open the Bid in COMMBUYS, so that it can be made available (visible) to additional vendors who may wish to
submit quotes during an Open Enroliment period.

The original procedure used to award vendors can be found in the Buyer Job Aid entitled How to Score and Award a
Bid.

Screenshot Directions ‘

Step 1: Accessing the Bid

= COMMVELYS [ #8209  After logging in, search for the desired bid by:
vy Clicking on the Bid Solicitation icon found on
e = - - = the left panel of your homepage and search
. ﬁﬁ(_[mm \ for the bid by its last known status.
L cespy T e e s it NOTE: If a vendor or vendors have previously

been awarded and notified, click on the Gone
to PO tab)

OR

Selecting it from the Recent Documents box
by clicking on the blue hyperlink in the
Document # column.

NOTE: If using the Recent Documents box,
ensure that you are opening the Bid and not
the previously awarded Contract/Blanket.

Step 2: Opening the Bid Tabulation

The Summary page displays. Scroll to the
Bid Tab Clone Bid View Quote History Print l;ottom of the page and click on the Bid Tab
utton.
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Screenshot Directions

Step 3: Accessing the Summary Tab Page

Bid Tabulation for Bid #BD-21-1990-BIDS1-BIDS1-52236 The Quotes Tab page disp|ays_ Click on the
[Tl Reisions  hems  HeaderQuesions  Subconactors  Routing  Amachmenss S::'E Back to Bid Summary tab

Total Number of Submitted Quotes: 2

Consider A Quoez Description Vendor D Vendor Name Submit Date Atachments
g
Q1-1930-BID51.ID51.78172 Rolingfom Srach 00029700 Bane 1282021 115537 AM
Download
Q1-1930-BID51.BIDS1.79173 Rolingfom Srach 00028710 Decele 01282021 121352PM
Download
Save And Continue

Step 4: Re-Opening the Bid Tab

Bid Tabulation for Bid #BD-21-1990-BIDS1-BIDS1-52236 The Summary page disp|aysl Scroll to the
Quoies  Revsions  hems  HecerQuesmons  Submemecors  Rowng  Amcmens  Sore JRRWGEUE  Backto Bid bOttom Of the page and C||Ck on the Re'open
Bid Tab button.

System Warnings)
NewPurcize Orderis PO-21-1980.BIDST-BIDS 119549 :0

[S— NOTE: If the Close Bid Tab button displays
instead of the Re-Open Bid Tab button, click
on the Close Bid Tab button and the Re-
Open Bid Tab button will appear when the
screen re-displays.

Bid Tabulation Information

Total ltem Count: 1 Total Awarded Quote Count: 1 Bid Status; Z5%0 - 51 to PO (When aBid s wrmed o 2 PO

Carcsler leminfo/Quotzinfo (00029700Bzn:

Quote Q368051 A0S

widgers

kem£1 PrintSequence ! SEns28P0-BidioPO Unit Cost. L]

Quantity1.0 UomEA Discount % 0%
TaxRate 0%
Freigt 2
Atermate Desciption

e Qo dnacmerts)

Bward Rwarded:
Ll
Totals: Hiendor Gross Todat 0
‘S Vendor Discount 5000
‘5 Vendor Net Todat 0
§ Prefesence Discount 0
$§ Evaluacion Togal $000
SVendor Feigic o
§ Auartedt 5000
Bval Coges:
Pref Codes

Evaluztion Code Descripbons:
+*=Low e rce

Re-Open Bid Tab Export Awarded fems Print
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Screenshot

Bid Tabulation for Bid #BD-21-1990-BIDS1-BIDS1-52236

Quotes  Revisions  kems  HeaderQuestons  Subronwacors  Roudng  Aniachments

System Wamings|
New Purchase Order is PO-21-1980-B1D51-BI051-19549: 0

Bid Award Validation Warnings

Score

Directions

Step 5: Viewing the Bid Status

When the page re-displays, click on the blue
hyperlink Back to Bid.

Blanket Bid BD-21-1990-BIDS1-BIDS1-52236

Gomd b ks Aowig R Amme) Nos G Qe Aeunes 044 fenvies ey

Spenariogs)
e e < PO BOSDSHBDSHI9:0

s E0-Denet 2

Step 6: Verifying the Re-Opened Bid

The Bid Summary tab page displays with a
status of Opened.

Additional vendors will now be able to view
the bid and quote.

Once vendor quotes have been received, they
can be evaluated and awarded using the
same procedure used to award the original
vendors.

Repeat this process (Steps 1 through 6) after
each round of awards.

To view the award procedure, refer to the
Buyer Job Aid entitled How to Score and
Award a Bid.
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