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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Score and Award a Bid

This Job Aid shows how to:

e score and award a bid using the Bid Tabulation function
e create a Master Blanket Purchase Order (MBPO) for goods and services not on Statewide Contract

Of Special Note:

The entire process - bids, quotes, scoring guidelines, etc. - is viewable in COMMBUY'S, which offers users the benefit of
concise document management as well as an organized electronic procurement file. The Bid Tabulation function in
COMMBUYS is used to review and evaluate vendor responses to bids (called quotes in the system).

Users may continue to evaluate vendor responses according to their current practice. The results of this evaluation can
be entered on a spreadsheet (or as follows current practice) and posted as an attachment on the Attachments tab.

COMMBUYS also provides an optional scoring tool that may be used as well. This Scorecard uses scoring criteria based
on a weighting system of a total of 100. Each criterion will have a value (or “weight”) assigned as a percent. The total of
all criteria combined must equal 100%. The scores against those weights are recorded numerically from 1 to 100. After
criteria are entered, the purchaser forwards a request to a group of approvers who use the criteria to evaluate (score) the
bid.

Quotes that are received using the .csv (comma separated value) file template can be exported from COMMBUYS during
the evaluation phase. Awarded vendors can be identified on the template and then uploaded back into COMMBUYS.

Screenshot Directions

Step 1: Opening Ready to
COMMELYS @ - B #@® 0 8 oOpen Bid Solicitations

y s , sesing Jro— pos ) ooy From th_e !\/Iai_n Menu, click on the
= Ry e = R Bid Solicitation(s) Ready to

Open box, or locate the bid in
the Recent Documents box.
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Screenshot Directions

In Progress Ready for Approval

Bid Solicitation #

BD-21-1990-BID51-BIDS1-52110

BD-21-1990-BID51-BIDS51-52105

Returned

Ready to Send Sent

> Description

Training Project XYZ

test export

Ready to Open Opened Evaluated

Step 2: Selecting the Bid

Click on the blue hyperlink of
the desired bid in the Bid
Solicitation# column.

Pre-Bid Approval Path:

48 1 Pt B B Erasin e [Py A

Step 3: Opening the Bid

The Bid opens to the Summary
tab page. Scroll to the bottom of
the page and click on the Open
Bid button.

Approval Path
Deleie  Onder Ayt orant Mtereate Lirar Dt Recpaited Olate Aetion Commints
Lrquenie Approwver
Pad Wae N1 WP ORIDDDNE D 30PW  Approved Pl Maron)
Opan Bed Cancel Baj Chosrst Bl Print
Peracope oidegs, b - A Bgro Reuos
Step 4: Opening the Bid Tab
Pré-Bid Approval Path
When the Summary screen
redisplays, scroll to the bottom
Appiuar Fack and click on the Bid Tab button.
Lleir eda A ot L Lwel Dute Regueited Daie L] ety
S bttt
Fri WpAm ORI AR NR0R Aoprovd el arte]
Eadl Tals Canddl B Clofed Bl L]
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Screenshot
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Directions ‘

Step 5: Identifying Small
Business Purchasing Program
(SBPP) Vendors

The Bid Tabulation page opens
displaying the list of all quotes
submitted by registered
COMMBUYS vendors for the
selected bid.

If your procurement is a small
procurement, ($250,000 annually
or less), you must identify SBPP-
active vendors. If your
procurement is over $250,000
annually, skip to step 6.

In order to identify whether
vendors submitting quotes are
SBPP-active, follow these steps.

1. Click on a blue hyperlink
in the Vendor ID column,
which brings up that
Vendor’s profile in a
separate window.

2. Click on the Program
tab and see if the Vendor
has the code SBR (Small
Business Registered)
and Active status.

3. Make a list of all SBR-
Active vendors who have
submitted quotes.

Tistal Humitetr of Sutpamed Qe 1

Bid Tabulation for Bid #8D-17-1080-05D06-05006-8683

Back to Bid
—
D001 L) NAARE 12N M
el ] [ [ e ]
Creane Hew Quate vt And Contimis

b BT

43 FTHTANL

Step 6: Opening the Quotes

1. Click on the Quotes tab
to review the bids prior to
Score Entry.

Click on a blue hyperlink in the
Quote # to open a vendor quote.
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Screenshot

Quote QT-1080-05006-0OSD06-15858 - Kramerica

Header Information
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Directions

Step 7: Reviewing the Quotes

The quote opens in a new pop-
up window to the Summary tab.
All vendor quote information is
stored in the displayed tabs.

1. Review all information in
all tabs (including any
submitted attachments)
to evaluate the vendor
quote.

2. Click on the Close
Window button.

Repeat Steps 6 and 7 for each
vendor quote.

NOTE: If you would like to use
the optional COMMBUYS
Scoring tool, continue on to
Step 8.

NOTE: If the vendor has
submitted quotes using the .csv
template, skip to Step 11.

NOTE: If, after reviewing quotes
you want to follow your
established quote evaluation
process, skip to Step 14.
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Step 8: Completing the Score
Tab

NOTE: The evaluation criteria
entered here should match the
criteria of the solicitation (RFR,
etc.).

1. To begin the scoring and
evaluation process, click
on the Score tab. The
Score tab consists of
three sub-tabs:

Maintain — used to enter
and display the
criteria, criteria
weights, and select
scorers

Score Entry — used to
enter and display
individual vendor
scores based on
vendor quotes

Score Summary —
displays a side-by-
side view of all
entered vendor
scores

2. On the Maintain sub tab,
enter a scoring criterion
name in the Scoring
Component
Description field.

3. Enter a scoring weight
percentage in the
Weight field. The total
of all weights must equal
100.

4. Click on the dropdown
arrow next to the Scorer
Name field and select a
scorer.

5. Check the boxes that are
applicable for your Bid
evaluation:

e Hide pricing from
scorers

o Display scoring
summary to scorers

e Display scoring
detail to scorers

6. Click on the Save &
Continue button

How to Score and Award a Bid

Page 5 of 12




Screenshot
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Directions

Step 9: Entering Scores

1. Click on the Score tab.

2. Click on the Score Entry
sub-tab.

3. Click on the dropdown
arrow next to the Vendor
field and select a vendor
from the dropdown
menu.

4. Enter a score in the Raw
Score field for each
criterion. COMMBUYS
will automatically multiply
the raw score times the
weight and provide an
Extended Score.

5. If desired, enter notes in
the Note field.

6. Click on the Save &
Continue button.

7. Choose the next vendor
from the vendor
dropdown menu and
repeat the process until
all vendor quotes have
been scored, then click
on the Save & EXxit
button.

Bl TabeskaSee for Bed FED-1 7 -1 DES0-D50a 8- D008 Bl )
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Step 10: Viewing the Scores

1. Click on the Score
Summary sub-tab.

2. The Score Summary
tab displays the
weighted scores side by
side for easy review.

Hyperlinks to View Score Detail
are available for each vendor
and buttons are available to
Print Summary or Print Detail.

3. Now skip to Step 14.
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Screenshot
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Directions ‘

Step 11: Using the .csv
Template File

1. Click on the ltems tab.

The entered price for each item
displays below the vendor name.
Items that have:

* an entered price, or

¢« are marked as “No
Charge”, or

« are marked as “See
Quote Attachment” can
be selected for award.

2. Select the Award
checkbox in the row and
column for each item and
vendor respectively.

NOTE: For Bid Solicitations that
have large amounts of items with
multiple vendors, you can select
the Export Items button to view
the quotes in a .csv file and
award the items and vendors
outside of COMMBUYS.
Exporting the items provides a
.csv file that may be shared with
others on your bid review team
who may not have access to
COMMBUYS.
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Directions

Screenshot

S— - Step 12: Sorting the .csv File
Pate = = i w0 o0 | Conditional Formatas Cel | Insert Delete Format Sot& Find & Idess
BIU 4.4 $-%
re - e 8 T R i After exporting the items, the
Clipboard s % Font fy Allgnment ‘. Number [ Styles Cells Editing Ideas A p g !
- T columns can be sorted.
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15 2 2 280- Ope Hoverboard 0 EA (000M50)- DynamicAEROSPACE - (Quote: QT-1990-BIOSL-BISI-T846) 20 5039599 00
16 2 2 280- Ope Hoverboard 10 BA (0004S41)- Rocket Company - (Quote: OT-1990-BI0SLBIOSL 78347 20 5099999 100
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2 3 3 280- OpeJet Fuel M0 EA (00044535} AGalecticCompany - (Quote: QT-1990-BIDSL-BIOSL-78M5) 30 %939 00
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2 280- Ope Hoverbosrd M0 BA (0004539)- AGalacticCompany - (Quote: QT-1990-BIDSL-BIOSI7EHS) 20 4999999 00
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3 280 - OpeJet Fuel () EA (00044541} - Rocket Company - (Quote: QT-1990-B10S1-BIDS1-78347) 3 1999 00
‘. 0N Nen Dbt Ppann. '|I\ 4} I00NAAS28) A Galactic Comname. [Duate: AT 1000 RINEY RINEE 700451 A 52000 00 'fl n. \
BD-20-1990 BIDS1 BIDST S083T_ | &) (| )
i R
COMMELS 0 e 8606
Open Market Bid BD-20-1080-0SD01-05D10-52067 Sl 281 I rogess
Generd  tems  Address N:EDUWI'E RUL“HE Atacnments - Notes  Boders  Questions Amendments Q&A  Remingers Summary
m Address A[(Ul”'ﬂﬂg Amscnments  Notes  Questions
There are o tems. Please cllck ‘Search Items’ or ‘Add Item' below to add an Item.
Search ltems Search Inventory ftems Add tem Upload ftems Export ltems
Copyright © 2020 Periscope Holdings, Inc.- Al Rights Reserved.
COMMBUYS @ e
ancel - (00044539 Gzt Company 00044541}
Quese: QT-1950-8105 47
sty
MEm®1 PINTSeqUence10 STAtus 280 - Opened unitcost 59599 U Cost pEE T Unie Cost NIBHN
QUantity 1.0 LOMEA DISCOUNt % 00w Discount % o0 DISCOUNt % 004
Tax Rate o Tax Rate % Tax Rate 00
freight %m Feght %00 Freght %000
Award 8
[ ward /] ] [ Award ]
Hoverboard
fleme:2 Print Sequence20  STatus 280 - Opened nit Cost R Unit Cost PN Unit Cost
Quantiy 10 omiA Descount % 00 Discount % 0% Discount %
Tax hare 00% Tax hate oo Tax kate
[ 300) fregnt 00 freght
Award Award 0
werd
Jetsust
ftem#:3 Print Sequence30 Status280 - Opened Unit Cost 0N Unit Cost waw Unit Cost naen
Quantity10 UomA Discount % 00% Discount % 00% Discount % 00%
Tax fate 00 Tax Rate
Freight 000 Freignt Current Org: Department of State Purchasing =2 | june 25, 2020 55858 PM EST v

Step 13: Awarding Process

1.

Place a “Y” (upper or
lowercase) in the award
column to make your
awards. This can only
be done for items that
have a unit cost or are
marked as “No Charge”.
This feature protects the
you from entering a
different unit cost or from
awarding a “No Bid”
item.

Save this file to your
computer as a .csv file
and upload back into
COMMBUYS using the
Upload Items button.

After the items are
uploaded, the awarded
items display with a
checkmark. This award
may then be submitted
for approval. Skip to
Step 15.

How to Score and Award a Bid
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Screenshot Directions
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Message from webpage

<«

This action will award all the items to quote
#QT-1080-OSD06-0OSD06-15859 and save the changes on other
quotes. Are you sure you want to proceed?

ok || cancel |

Step 14: Selecting Vendors for
Award

1. Click the Items tab to
view and make the
award.

2. To award all lines of the
bid to a single vendor,
click on the Award All
button in the correct
Vendor’s column.

To award a multi-line bid
to different vendors, click
on the checkbox on
each line under the
vendor who will receive
the award.

NOTE: If you choose
Award All, a popup
message will appear
asking if you are sure
you want to proceed. If
so, click on the OK
button.

3. After the award decisions
are complete, click on
the Save & Continue
button.

NOTE: For small procurements
(those less than or equal to
$250,000 annually) refer to the
SBPP Policy.

Bid Tabilation |nformation

Toxal Mem Count | Toosl Awended QUOTE COUNT: | BHI STACUS: 280 . B Ofeinadd (D0t Feihen S0l 0ol Readly *o0 La0ainn)

BO02001 S 8ara

Tealuaton Code Descripoont
= L e i

DT e Dusscoment Cimdy Cuspae:

Suabrmit for Approval Pt

Step 15: Awarding the Bid

1. Click on the Summary
tab to view the awarded
vendor(s).

2. Click on the Submit for
Approval button.

NOTE: If this is a Solicitation
Enabled bid awarded to a vendor
on an existing Statewide
Contract, do not continue with
the following steps.

If this bid is to be converted to a
Master Blanket Purchase Order,
continue with the following
steps.

How to Score and Award a Bid
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Screenshot Directions

Step 16: Creating a PO

: Blid Tabulation for Bid #8D-17-1080-05D06-05D06-8683

P ———— S — . P Once the evaluated bid has been
approved, it will be in 2BA - Bid

Bid Tabulation Infarmation Approved status.

Totalivem Count: | Toaal Awarded Quote Count: 1 [0 Scaqus:  JRA . Bl Approwed (Ready Sor Vendor Ssseiog)

e ok a0 e85 Go to the Summary tab page of
) the Bid Tabulation and click on
e the Create PO button at the
o bottom of the page.

Evabeanion Code Desorpmons
=+ u Low e Price
DT = Dbt Oy Chatid

Step 17: Generating an MBPO
Bid BD-17-1080-05006-05D06-8683 - Purchase Order Creation Preview ) )
The PO Creation Preview page

— displays. Any of the pre-checked
prp—rrepe—p—— - Frem o boxes can be deselected:;
however that information will
B re—— then need to be filled in
Jr b manually. Best practice is to
leave these as is.

1 purcharie arder well Do created fost the follovwang guate:

B Wcuate Bt Neotes
b Wchucte Chuatt Suibaermaies
o Watluade Verudor Guste Al

B e o Click on the Continue button to
'. [I-:N(u'irur’h.rllu-wtlmmu<hlfwd&il¥mlwmtndwmclwwﬂlmnlulhbdumuuwrw generate a Master Blanket
conomwe | concetn Purchase Order (MBPO) from all

the information listed in the Bid
and Bid Tabulation tabs screens.

Step 18: Opening the PO
Open Market Bid BD-17-1080-05006-05D06-8683 s 0B w19 The Bid Summary tab screen
e e b e et b e e 00t sy displays with the new PO
_— number. To open and edit
and/or submit the MBPO, click on

the blue hyperlink PO #.
K B A7 A0 D RO T 4

NOTE: The PO is created and
will be marked In-Progress if you
wish to return to COMMBUYS at
a later date.
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Screenshot

‘Vendor Forma:

Primary Vendor Information & PO Terms

Vendor: oo
Remitio Address:

Freferred Dellvery Method:
Payment Terms: ShIpping Methoes:

Shipping Terms: Fresghe Terems:

PO Aalling Address:

Wender Perfarmance Documents

Itern Information =

l St for Approval l Cancel PO Clone PO s Pring Vendar Copy

Directions

Step 19: Submitting the MBPO
for Approval

The PO will open to the
Summary tab. Itis In-Progress
and therefore edits can be made
if required.

Click on the Submit for
Approval button once you are
ready to finalize the MBPO.

Item Information

Approval Path:

There are no approval paths found for this purchase order.

Vendor Notification Actions

[ Option(s) @Se"dEmManuNmnyendor (O SettoPrinted Status ]

Save & Continue

Cancel PO Clone PO Print Print Vendar Copy

Step 20: Finalizing the MBPO

Once the MBPO has gone
through the appropriate approval
path it is in a Ready to Send
status.

1. Locate the approved PO
and open to the
Summary Tab. Atthe
bottom of the page,
select from one of the
two options:

e Send Email and
Notify Vendor (best
practice).

e Setto Printed
Status (still posts
the purchase order
on COMMBUYS but
does not send any
vendor emails)

2. Click on the Save and
Continue button to
finalize the MBPO. The
status changes to Sent.

3. If there are multiple
vendors to be awarded,
return to the Bid, and
repeat Steps 18, 19, and
20.

How to Score and Award a Bid
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