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RESPONDING TO SOLICITATIONS FOR SUPPLIERS

Welcome to the Pennsylvania (PA) Supplier Portall The PA Supplier Portal is your “one-stop shop” for all
Commonwealth procurements. This reference guide is designed to assist your business in identifying relevant
solicitations, creating appropriate responses to those solicitations, and managing responses until the solicitation
end date, including holding, submitting, changing and deleting responses.

NOTE: This reference guide assumes your company has already registered via the PA Supplier Portal and has set-
up personnel who are able to perform bidding on its behalf. If your company has not registered, please follow the 3
phase registration process available via the Supplier Service Center at www.pasupplierportal.state.pa.us.

Identify Solicitations

If your organization has conducted business with the Commonwealth in the past, you are probably already familiar
with searching for and identifying solicitations via the website maintained by the Department of General Services
(DGS), Bureau of Procurement (BOP) (http://www.dgs.state.pa.us/procurement/site/default.asp).

The DGS website will still contain high-level solicitation information (also know as the bid abstract), however, in
order to see the complete solicitation package, inclusive of specifications and any specific information or
instructions, your company must be registered and logged-in to the PA Supplier Portal. Please follow the
instructions outlined below on searching for solicitations. NOTE: The instructions below assume you are set-up
with the bidder role when accessing the PA Supplier Portal to use its solicitation response functionality.

Portal Main Page

pennsylvania'l] Welcome PA Help | Logon

Supplier

Supplier Registration

| History, & =
AL i
I Detailed Havigation | 2t
. PA Supplier Portal Home Welcome to the Pennsylvania Supplier Portal!
= Mew Supplier Registration’ . 1 . oo
) [ e e e If you are experiencing access problems with this site, please select

status for system availability information.

= Supplier Service Center
= Passwvord Reset

: The Pennsylvania Supplier Portal enables suppliers to participate in
electronic bidding opportunities with the Commonwealth, and also
Manage User and Company Data.

The P& Supplier Portal is a secure site, The P& Supplier Portal certified
browsers are Internet Explorer 6.0 or 7.0 on a Windows XP operating
system, Other products may work; howewver, full functionality cannot be
assured,

The "Supplier Service Center" link located on the left navigation bar
contains helpful tools to provide assistance throughout the Supplier
Registration and Bidding Processes.,

The "Help" link located on the upper right corner contains common
supplier questions and contact information,

1. Go to www.pasupplierportal.state.pa.us and select the button.
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Portal Logon Page

pe nns)a[van ia "ﬁ PA STATE AGENCIES ONLINE SERVICES

Log In

If you are experiencing access problems
with this site, please select status for
system availability information.

e\ {iLogon b{eTi | |

| Bazsuord 1

Logon Problems? Reset Password
Passwords require: 1 Special Character,
1 Uppercase, 1 Lowercase, 1 Number

2. Enter your Logon ID and Password.

3. Select the button. NOTE: The messaging below the Log In button does not apply to initial password
set-up for administrative users or bidders upon first-time login. Rather, it applies only to those users who desire
to reset or change their existing permanent passwords.

PA Supplier Portal Bidder Welcome Screen
pennsyl\raniaﬁ' Welcome Mr. Mike Starr Help | Log oft

Wendor Administrator Bidder
Bidder

| History, Back Forweard
[4]2] L]

I Detailed Havigation
WELCOME BIDDER
= Welcome Bidder

) Search.ISubm'rtaBid 45 a Company Bidder in the PA Supplier Portal you have the authority to electronically view and respond
= Enterprise [TQ System to Commaonwealth Solicitations. Please refer to the "Search/Submit a Bid" link on the left navigational
= Supplier Service Center bar ta:

« Yiew current solicitations
« Respond to solicitations
« Manage responses to solicitations

The "Supplier Service Center" link located on the left navigation bar contains helpful tools to provide
assistance throughout the Bidding Process. To explore Commonwealth Solicitations and view Recent
Awards visit PA eMarketplace available via the Supplier Service Center,

The "Help" link located on the upper right corner contains common supplier questions and contact
infarmation.

NOTE: The Welcome Screen will display dynamic content, including current procurement news, notifications on
system or functionality issues that could affect solicitation response submission, and any other helpful bidding
information. Please pay special attention to this message, as it will be updated regularly.

4. To begin searching for bidding opportunities, select the = SearchiZubmit a Bid |ink in the left navigation area.
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Option 1: Search for Solicitation without Solicitation Number
Shown below is the first of two options for searching for solicitations via the PA Supplier Portal. This option

provides the steps for performing a search when a specific solicitation number is unavailable or not known.

Process Bids Screen

pennsylvania f:.Y Welcome Mr. Mike Starr

Bidder
Bidder
Search/Submit a Bid | History, Back =)
[4]¥] 1 )
I Detailed Havigation =] Process Bids A
= YWelcome Bidder Find Bid Invitations and Auctions
= Search/Submit a Bid Mumber of Document Mame Status Pr sehy Me
= Enterprize ITE System | |_|;'> | | |1 o :
= Supplier Service Center
. Extended Search Held Bids
/ prent Suctio
Choose & symbol in the navigation column or navigate to the bid overvies
S R e R e Ended Auctions
i Ended Bid Invitations
urmber ame Trans. Type |Completed Auctions Enil Date: Bid Status Action
Completed Bid Invitations
6100012025 3RD QUARTER-ICE CREAM Invitation For Bi uE T ZOU T O OO,

242008 13:00:00 Mo Bid Crested < (7]

100012026 3RD QUARTER-BREAD Invitation For Bid |~ 06M 72008 14:00:00  06/22/2009 14:00:00 Mo Bid Created

100012024 3RD QUARTER-DRINK PRODUCTS Invitation For Bid | 06M 72009 13:00.00° 06/22/2009 130000 Mo Bid Created

100012023 4TH QUARTER FOOD-CHEESE Invitation For Bid | 06M 72008 12:00:00° 06/22/2009 12:00:00 Mo Bid Created

6100012020 3I5EPRABGE4ES0larinsp. Invitation For Bid | 06M8/2009 12:00:00 0702/2009 14:00:00 Mo Bid Created

6100012017 2009 Pathevays for Vict Sery Conference Invitation For Bid 061772009 09:30:00 07012008 12:00:00 MNa Bid Created

E10001 2006 33 Schager 054 972009 bridges Inveitation For Bid | 06M3/2009 05:00:00° 07ME/2009 16:00:00 Mo Bid Created

Invitation For Bid 06 7f2008 17:00:00° 07012009 13:00:00 Mo Bid Created

6100012004 21 CESH Poultry July Aug Sept 2009

1. Make a selection from the Status drop-down list.

NOTE: The Status drop-down list provides you with a variety of options for narrowing your search for bid
solicitation opportunities. These options include: Current (shown above), Ended, and Completed. If you wish to
see all solicitation opportunities regardless of status, choose the “blank” selection from the Status drop-down list.

2. Select the button.

Process Bids Screen with Search Results

pennsylvania m Welcome Mr. Mike Starr

Bidder
Bidder
Search/Submit a Bid | History , Back
[41¥] i
I Detailed Havigation Process Bids ~
= Welcome Bidder Find Bid Invitations and Auctions
= Search/Submit a Bid Mumber of Document Matme Status Processed by Me
Erterori : 2 & -
= Enterprize ITG System | |_.|i> | | | |
= Supplier Service Center
Extended Search Held Bids
Current Auctions
ip: Choose a symhbol in the navigation column or navigste to the bid overview it
= Ended Auctions
: Ended Bid Invitations
Purmbet atme Tranz. Type |Completed Auctions End Drate Bid Status Action
Completed Bid Invitations =
6100012025 3RD QUARTER-ICE CREAM Invitation For Bi uE TrrzooT oo ooz 272009 13:00:00 Mo Bid Created El i)
6100012026 3RD GUARTER-BREAD Invitation For Bid 06/ 7/2009 14:00:00  06/22/2008 14:00:00 Mo Bid Created

100012024 3RD QUARTER-DRIMK PRODUCTS

< 100012023 4TH QUARTER FOOD-CHEESE

610001 2020 F5EPRAGGE4E30larinsp.

6100012017 2003 Pathevays for Vict Sery Conference
6100012006 38 Schager 0551 972009 bridoes

k 100012004 21 CSSH Poultry July Aug Sept 2009

Invitation For Bi
Invitation For B
Invitation For B
Invitation For Bi
Invitation For Bi

Invitation For B

id 0B/ 7,2009 13:00:00

i 06M 72000 12:00:00

i | 06ME8/2009 12:00:00

id 0672009 09:30:00

id | 0B/18/2009 05:00:00

i O6M 772000 17.00:00

0E/22/2009 13:00:00

OE/22/2009 12:00:00

070272009 14:00:00

0740172009 12:00:00

07 E/2009 16:00:00

O7/01,/2009 13:00:00

Mo Bid Created
Mo Bid Created
Mo Bid Created
Mo Bid Created
Mo Bid Created

Mo Bid Created

& (7] @
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NOTE: Selecting the button will refresh your search results list. So, if you choose to search by a different

status type within the Status drop-down list, be sure select the button to refresh your displayed search results
list.

3. Select the Number for the solicitation you would like to review and create a response.

NOTE: The icons in the far right column allow a bidder to perform the following bidding functions for a solicitation,
as dictated by the status of the solicitation:

« [ =create Icon (allows the user to create bids on open opportunities )

" Qa = View Details Icon (allows the user to view basic data and details of a specific bid)
- Vo Change Icon (allows the user to change a previously held or submitted bid)

] Delete Icon (allows the user to delete a bid)

Display Invitation for Bid Screen

pennsylvaniaff-.' Welcome Mr. Mike Starr Help | Log Off
Wendor Administrator Bidder

Bidder
| History, Back Forward

[41]
I Detailed Havigation ]

WELCOME BIDDER
= Welcome Bidder

* Search/Submi @ Bid A5 a Company Bidder in the PA Supplier Portal you have the authority to electronically view and respond
= Enterpriss [TQ System to Commonwealth Solicitations, Please refer to the "Search/Submit a Bid" link on the left navigational
= Supplier Service Center bar to:

« Yiew current solicitations
* Respond to solicitations
« Manage responses to solicitations

The "Supplier Service Center" link located on the left navigation bar contains helpful tools to provide
assistance throughout the Bidding Process. To explore Commonwealth Solicitations and view Recent
Awards visit PA eMarketplace available via the Supplier Service Center,

The "Help" link located on the upper right corner contains common supplier questions and contact
infarmation.

NOTE: Navigation through the Display Invitation for Bid screen allows you to perform the various required
functions associated with bidding via the PA Supplier Portal, as shown in the Respond to Solicitation section of this
guide.
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Option 2: Search for Solicitation with Bid Number

Shown below is the second of two options for searching for solicitations via the PA Supplier Portal. This option
provides the steps for performing a search when a specific solicitation number is available and/or known.

Search/Submit a Bid Screen with Search Results

penns;.rlvaniam Welcome Mr. Mike Starr el | Log ot
Bidder
Bidder
Search/Submit a Bid | History, Back Fonward [E]
4l 1 .
| vetaitea navigation Process Bids
« Welcome Bidder Find Bidl Invitations and Au.
2 Wm‘md Mumber of Document Mame Status Processed hy Me
2iEi e ot 6100011957 ' 4 | | | v v|
= - | il

= Supplier Service Center

; Extended Search

y Tip: Chooze & symbol in the navigation column ar navigate to the bid overviewe by choozsing the bid number
Search Result: 1 Hits

Pumier Mame Trans. Tyhe Start Diate End Diste Bid Status Action
E100011957 Reflective Sheeting, Ink and Supplies Invitation Far Bid 06152009 13:30:00 070772009 15:30:00 Mo Bid Created W, ﬂ Ql

» Legend: % Dizplary Bid ﬂ Create Bid &Display Auction WChange Bid Celete Bid

« Search/Submit a Bid

To begin searching for bidding opportunities, select the link in the left navigation area.
Enter the specific solicitation number you wish to search for in the Number of Document field.

Select the button.

Select the Number for the solicitation you would like to review and create a response.

P MR

NOTE: The icons in the far right column allow a bidder to perform the following bidding functions for a solicitation,
as dictated by the status of the solicitation:

« [ =create Icon (allows the user to create bids on open opportunities )

= '% = View Details Icon (allows the user to view basic data and details of a specific bid)
. W= Change Icon (allows the user to change a previously held or submitted bid)

] = Delete Icon (allows the user to delete a bid)
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Display Invitation for Bid Screen

pennsylvania :’ Welcome Mr. Mike Starr

Wendor Administrator Bidder

Bidder

Search/Submit a Bid | History, Back Forward
[4]¥] |

Detailed Havigation [=] Display Invitation For Bid

« Welcome Bidder |Records Management | |Register | |Create| |Change | |Refresh | | Output Previewy Back to Initial Screen

= Search/Submit a Bid
= Enterprize ITG System
= Supplier Service Center Invitation For Bid: Hame Reflective Sheeting, Ink and Supplies  Humber &100011957  External Version Humber &

Basic Data || Attributes | Information from Purchaser | Partner/Delivery Address

Check the information for the bid invitation.

Time Zone EST

Start Date 06/15/2009 13:30:00

End Date 07072009 1:5:30:00
Opening Date 07072009 15:30:10
alidity Period 10/01/2009 To 09/30:2011
Currency USD United States Dollar

Guaranteed hinimum Amount 0.00

Guaranteed Minimum Level

NOTE: Navigation through the Display Invitation for Bid screen allows you to perform the various required
functions associated with bidding via the PA Supplier Portal, as shown in the Respond to Solicitation section of this
guide.
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Respond to Solicitation

This section of the reference guide will assist you in responding to specific solicitation opportunities. Once you
have selected the solicitation you would like to respond to, be sure to review the details closely to ensure that
your response is compliant with all requirements of the solicitation, including any bid specifications or special
conditions. Follow the instructions below to respond to a solicitation from the Commonwealth.

Process Bids Screen with Search Results

pennsylvania \:.T Welcome Mr. Mike Starr Help | Log Off
:] Bidder
Bidder
Search/Submit a Bid | History, Back Forwad |5
141k 1 .
I Detailed Havigation =] Process Bids -~
= VWelcome Bidder Find Bid Invitations and Auctions
= Search/Submit a Bid Mumber of Documert lame Status Processed by Me
= Enterprize ITG System 7| ; o |’ 7| : v’ | ]|
= Supplier Service Center - = - - — S
Start Eztended Search
Tip: Choose a symbol inthe navigation column or navigate to the bid overviess by choosing the bid number
Search Result; 67 Hits. : —
Blumber blame Trans. Type Start Diate Encl Diate: Bid Status Action
r E100012112 Dilution CortolDishw0E22/2009 10:46:25 Invitation For Bid | 08/23/2008 10:00:00  07s31/2009 14:00:00 Mo Bid Crested . El :ﬁ[
E100012105 23 WM Lovalzock Grovwer Feed Imvitation For Bid  06/23/2008 14:00:00  06/26/2009 14:00:00 Mo Bid Created EI gl
6100012103 PSP 4 Garmin GPS Units, PSP Helicopters Invitation For Bid | 06/19/2009 15:30:00 07 0/2009 14:30:00 Mo Bid Created [l .Ql
\ < 6100012075 2203 steel toe boots Invitation For Bid 06/ 9/2009 16:30:00  06/25/2009 16:30:.00 No Bid Created o, EI i
B100012045 787 72010LD BOL Vision Testing Imvitation For Bid | 0B/22/2009 17:00:00 06262009 10:00:00 Mo Bid Created - El ﬁ[
E100012046 31, Chewy 3500 Prime Maver, Svy Invvitation For Bid | 05/ 9/2008 05:00:00  07/02/2009 15:30:00 Mo Bid Created | <, EI L‘l
6100012020  35EPR#GES48Z0larinsg Imvitation For Bid | 06/ 82008 12:00:00 070272009 14:00:00 Mo Bid Created u G o]
\ 6100012017 2009 Pathways for Wict Serv Conference Invvitation For Bid 06/ 7/2009 09:30:00  07/01/2009 12:00:00 Mo Bid Created W G I

1. Select the solicitation you would like to view from the search results listed.

Display Invitation for Bid Screen

pennsylvania m Welcome Mr. Mike Starr Help | Log Off

“endor Administrator Bidder

Bidder
Search/Submit a Bicl | History, Back
[4]¢] |
| petaied navigation [=| Display Invitation For Bid
« WWelcome Bidder |Records Management | |Regis{er | |Create | |Change | |Refresh | |Output Presviewy Back to Initial Screen

= Search/Submit a Bid
= Enterprise IT@ System
= Supplier Service Center Invitation For Bid: Hame Reflective Sheeting, Ink and Supplies Humber 6100011957  External Version Humber &

ftem Diata

Basic Data || Attributes | Information from Purchaser | PartnerDelivery Address

Check the information for the bid invitation.

_ NOTE: The End Date is the date on which
it =X / the solicitation expires. Changes to
Start Date 06M5/2008 13:30:00 .

responses can be made up until the

End Date 070772009 15:30:00 . .

T 71072008 153010 designated time on the End Date. The
walidity Period 10/01/2008 To 0813052011 Open Date is the date on which the
Currency USD Linited! States Dallar solicitation responses will be opened and
Guaranteed hinimum Amount 0.00 evaluated

Guaranteed Minimum Lewel

NOTE: Upon the selection of the solicitation you would like to respond to, the Display Bid screen is presented.
The screen contains two tabs: General Data and Item Data. Within each tab there will be links to various
components of the solicitation, as shown below. Depending upon the complexity of the solicitation and the
number of line items associated with that it, a review at the line item details level may be necessary.

8
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Tabs Links

General Data = Basic Data

= Attributes

= |nformation from Purchaser
= My Notes

= Partner Delivery Address

= Conditions

= Bid Invitation Versions

Item Data = Shows lines items associated with the solicitation
= Upon selection of a line item, the following links are available:
— Basic Data

— Schedule Lines

— Information from Purchaser
— My Notes

— Conditions

— Partner Delivery Address

NOTE: Each of these tabs and its corresponding links are described in more detail later in this guide. Also, keep
in mind that the solicitation is being shown in “Display Only” mode at this point. While “Display Only” mode does
allow you to navigate through the tabs and links shown above, it does not allow you to enter information required
for a response. To create an actual response to the solicitation, follow the instructions below. Screen naming will
change from “Display” to “Process”.

2. Selectthe Cr=ats putton.

Complete the General Data Tab

To submit a solicitation response, you must first review and complete the various links under the General Data
tab. The General Data tab outlines general information about the solicitation.

Process Bid Screen — General Data Tab, Basic Data
pennsylvanially Welcome Mr. Mike Starr Help | Logotft

Mendor Administrator Bidder
Bidder

Search/Submit a Bid | History, Back Forverd [=,
[ERES]

I Ditallart Navigation EI eflective Sheeting, Ink and Supplies Humber 6100011957 External Version Humber & *
= VWelcome Bidder
- SearchiSubmit a Bid m Lt
= Enterpriss [TQ Systen “tributes | Information from Purchaser | My Motes | Partner/Delivery Address | Conditions | Bid Invitation Yersions
ShEhpElicksedoe Eenies Check t}';e"information in your-bid. You can also add your owvwn notes.
Bicl Mumber 5500013540
Time Zane EST
Encl Date 0707 2009 135:30:00
Opening Date Q7072009 153010
“alidity Period 10/01/2008 To 0873072011
Bidl Status
Target Yalue Bid | Urited Stetes Dallar
Incoterm § Location FOEI i E.I.:)ESTINATION
e e [veTs0 )
Currency USD United States Dollar
Crested on 0672472009 11:08:59 by  Mike Starr
Last processed on 06/24/2009 11:03:59 by  Mike Starr
Guarantesd Minimum Amaount 0.00
Guaranteed hinimum Level

3. Select the B33ED&ta |in ynder the General Data tab. NOTE: By default, the Attributes link is displayed, so
be sure to select the Basic Data link to view start, end and open date information for the solicitation.

9
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Process Bid Screen — General Data Tab, Attributes

pennsylvania EY Welcome Mr. Mike Starr

Help | Loy Off
“endor Administrator | ST
Bidder
Search/Submit a Bid | History, Back Forvard
[4]¥] L
I Detailed Havigation = Process Bid ~
" |Subm'r'r| Hold | | Delete | | Check | |Refresh | | Cutput Previews: Back to Initial Screen
= \Welcome Bidder i ihis )

= Search/Submit a Bid
= Enterprise ITG System
= Supplier Service Center

Invitation For Bid: Ham, 4 ive Sheeting, Ink and Supplies  Number 6100011957 External Version Humber &

Basic Data || Attributes || Information from Purchaser | My Motes | PartnerDelivery Address | Conditions | Bid Invitstion Yersions

Check the information in your bid, You can also add yvour ovwn notes.

Guestion Reply Comment
1. HAS THE SUBMITTER READ, &MD DOES THE SUBMITTER UNDERSTAND, THE TERMS AND
CONDITIONS OF THIS SOLICITATION? *

2,15 THE OFFER IM ACCORDANCE WATH THE TERMS AND CONDITIONS OF THIS [—
SOLICITATION? *

3.D0 ALL ITEMS OFFERED BY SUBMITTER COMFORM TO THE SPECIFICATIONS OF THIS I'
SOLICITATION? *

|
4. WERE THE PRICE(S) AND AMOUNT ARRIVED AT INDEPEMDEMTLY ANDAMTHOUT Ve WES °
COMSULTATION, COMMURICATION OR AGREEMENT WWTH ANY OTHER COMTRACTOR, - 1

SUBMITTER OR POTEMTIAL SUBMITTER? * e

4. Select the “HMUES | ink under the General Data tab.

NOTE: The Attributes link contains requirements of the solicitation to which you must respond. Failure to

respond to these items will result in an error message upon submission. The requirements shown here will vary
based upon the complexity of the solicitation.

5. Answer the required questions by selecting the appropriate choice from the drop-down list.
6. Answer any required questions by entering information in the appropriate comment box.

NOTE: If necessary, enter any additional information in the comment field associated with the question.

Process Bid Screen — General Data Tab, Information from Purchaser

pennsylvania f:.' Welcome Mr. Mike Starr

Bidder

Bidder

Search/Submit a Bid | History, Back i IE
JREH A ] —
I Detailed Havigation il _W S, G

Basic Data | Attributes || Information from Purchaser || My Motes | PatnerDelivery Address | Conditions | Bid Invitation “ersions
= WWelcome Bidder:
s = . x Check the information in your bid. You can alzo add your own notes.
- Search/Submit a Bid X ¥
= Enterprise |TQ System Texts

= Supplier Service Center To Dizplay | Editthe Texts, Choose the Appropriste Text Type

e e
Text Type Text Preview (B0 Chars )
| Tendering text Celiveries must be mads by 10:00 AWM. Bids will be received n...

Purchaser's Remarks

Tendering text Deliveries must be made hy 10:00 AM.

iBids will be receiwved no later than 9/3/09 at 1:00 PM.
Attached:

Terms and Conditions
iBeciprocal Limitations Act Fequirements

Attachments

10
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7. Select the |Inf':'rmaﬂ':'n from Pumhaser' link under the General Data tab.

NOTE: The Information from Purchaser link contains information provided by the Commonwealth to further
describe the specifications and conditions of the solicitation. Information can be displayed directly on this page or
as a document attached to the solicitation.

8.

If there is an attachment to the solicitation, select the link located in the Description column(use the scroll bar

on the right to view all attachments). NOTE: For the purposes of illustration, the following example is shown

(Sample Bid Specification).

File D

5

Do you want to open or save this file?

El Name: Sample Bid Spec Attachment.doc
Type: Microsoft Word Document, 19,5 KB

From: gp2dcalu.state.pa.us

J

Open Save ] [ Cancel

Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not tust the source, do not open or
save this file. What's the dsk?

v

NOTE: Upon selection of the link, a File Download dialogue box will be displayed. Open the attachment and
review it carefully. A sample bid specification is shown below. For additional information on working with
attachments, please see Appendix A located at the end of this manual.

Sample Bid Specification

‘hitp://qp2dcalu.state. pa.us:8001/sap/ebp/docserver/Sample%20Bid%20Spec%20A ttachment.doc ?phioget - Microsoft Internet Explarer =@%]
i Fle Edit View Insert Format Tools Table GoToo Favorites  Help ,ﬂ'
L\) Back f\) @ @ @ p Search “:;\\?Favorihes 8 &.3"" ;,_;‘: E L:' .ﬁ

¢ Address @ ht'b:l:ﬂqpdeou.siate.pa.us:soolfsapfebpfdocserverj‘Sample%ZUBid%ZUSpec%ZUAtIBmment.doc?phioget&KpId=45EB46?4A.EM Go links * @ 2

[x]

1

[SAMPLE:--Bid-Specifications-Attachment{]

: 1
l FRUIT.QRANGE,-FRS,100-125 MIN100,38-404#CS

Fresh:u.s,-No-1;-reasonably-seedless;-varieties-—navel-or-yalencia;-no-light -puffy -
or-spongy-fruit;-no-mold-or-decay-(softness-that-breaks-under-slight-pressure)
beyond-standard-amount-allowed;-size-100-to-125-count, -uniform-in-size-and-

il reasonably-well-colored;-38-40-Ibs/containers/cartons;-minimum-count-100.y]

11
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Process Bid Screen — General Data Tab, My Notes

Help | Logoff

pennsylvani Welcome Mr. Mike Starr

0 Bidder
Bidder

Search/Submit a Bid

| History, Back Forvard |5
EENE 4 =
J vetanca navigation [ === D=t L e
. Welcomme Bidder Basic Data | Attributes | Informstion from Pulchaser | My’ cﬂes'| PartnerDelivery Address | Conditions | Bid Invitation Yersions
= Search/Submit a Bid Check the information in your bid. You can alEo add your own notes:
= Enterprise ITG System Texts
= Supplier Service Center Biddar's Remarks
4 >
Attachments Y
Uplogsd & Documernt:
Description | |
Path | |[ Browse... |
Al =
~
My Motes | .
9. Select the link under the General Data tab.

NOTE: The My Notes link contains an area for you to insert any comments associated with your response. Also
included is the ability to attach any required documentation to accompany your solicitation response (e.g., word
processing files or spreadsheets; however suppliers are reminded that attachments or comments which seek to
modify the specifications or terms and conditions, including the attachment of supplier terms and conditions, may
cause a solicitation to be rejected as a conditional bid or proposal). For additional information on working with
attachments, please see Appendix A located at the end of this manual.

Process Bid Screen — General Data Tab, Partner Delivery Address

pennsylvania \r.' Welcome Mr. Mike Starr

Bidder
Bidder

Search/Submit a Bid

| History, Back Forvvard |5
EETIIE ]
Detailed Havigation EI Process Bid

o ielcome Bidder |Suhrnﬂ | |Deleie | |Check | |Refresh | |Ou1pu1 Preview Biack to Initial Screen

- Search/Submit a Bid

= Enterprise ITG System

= Supplier Service Center Invitation For Bid: Hame 2150777430-meat- 07/27/2009 1:5:29 . Humber 510001 ernal Version Humber 1

_[SERTER)

Blasic Data | Attributes | Information from Purchaser | bty Motes || PartnerDelivery Address || Conditions | Bid Invitation %ersions

Check the information in your bid. You can alzo add your own notes

Function Rlumber: hame

Goods Recipient T12726 Diane Aulisio
Zhip-To Address 1 EXEC BREAMCH
Location 300458 DPW Clarks Sumimit State Hospital

10. Select the (FartnerDelivery Address| o nder the General Data tab.

NOTE: The Partner Delivery Address link contains delivery address information for the materials or services
being requested as part of the solicitation.

12
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Process Bid Screen — General Data Tab, Conditions

pennsylvania ‘-7.' Welcome Mr. Mike Starr

Bidder
Bidder
Search/Submit a Bid | History, Back Forwaidd
AR R
DEtatled Navigation Ol (o] [Detete | [Check | [Retresh | [Cutrut Preview Back to Inftial Screen

= Wiglcome Bidder

= Search/Submit a Bid
= Enterprise ITQ System Invitation For Bid: Hame 2150777430-mest- 07/27/2009 15:23 Humber 12771 Em.emal\* NOTE: If responding to a bid

= Supplier Service Certer L. ) )
- - o= | solicitation that includes a

Basic Data | Atributes | Information from Purchaser | Wy Notes | PartnerDelivery Sddress || Conditions || Bi d|SCou nt Off Of a

(_Z_.hec:k.t}:\e lnﬁr::n:tl;agltur bid. ¥ou can alzo add._?:nur oy notes manufacturerys pl’lce ||St Or
Condit, Type Amourt Price Linit Linit catalog, the percent discount

i =] 000 CAN NOT BE ENTERED ON
it \ THE ITEM OVERVIEW
_— oo ~ SCREEN. It must be entered
:7 . Zzz on the item conditions screen.
}::{ ZZE Bidder must enter the percent
| 2 == discount they are offering from
= 000 the manufacturer’s price list or
I | = catalog in the AMOUNT

column.

11. Select the (“OMMON= | ink under the General Data tab. Review any conditions associated with the solicitation.

NOTE: The Conditions link contains a listing of any conditions associated with a given line item. Examples of
commonly used conditions include discounts off of gross price or surcharges.

Process Bid Screen — General Data Tab, Bid Invitation Versions

pennsylvania z’ Welcome Mr. Mike Starr Help | Log Off

Wendor Administrator Bidder

Bidder

Search/Submit a Bid | Histary, Back Forward
[4]¢] |
| Detailed Havigation = Process Bid

+ ‘Welcome Bidder [suemit] [Delete | [check | [Refresh | [Cutput Preview Back to Initisl Screen

= Search/Submit a Bid
= Enterprise TG System
= Supplier Service Center Invitation For Bid: Hame 2150777430-meat- 07/27/200915:29 Humber 6100012771  External Version Humber 1

Basic Data | Aftributes | Information from Purchaser | My Motes | PartnenDelivery Address | Conditions | Bid Invitstion “ersions

Check the information in your bid. You can alzo add your ovwn notes.

Select two versions that you wish to compare

Version Overview

Selection Doc.Mersion Type Externalersion Crested on Doc. Marme
Active Doc. 1 08M1/2008 15:49:58 2150777 430-meat- 072772009 15:29
Historical “ersion 1 081202009 09:14:59 215077 7430-meat- 07 /27,2009 15:29

Bid Invitation Verzions

12. Select the link under the General Data tab.

NOTE: The Bid Invitation Versions link contains historical versions of the solicitation. While you cannot
respond to previous versions of the solicitation, you can view them to compare information contained therein.

13
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Complete the Item Data Tab

To continue with your solicitation response, you must now review and complete the various links under the Item
Data tab. The Item Data tab provides detailed information on each line item in the solicitation.

Process Bid Screen — Item Data Tab

pennsylvania 1:: Welcome Mr. Mike Starr

Bidder
Bidder
Search/Submit a Bid | History, Back Forward =]
ELR 4
I Detailed Havigation |j Process Bid -~
0 |Submi| Hold | |Delete | [ check | |Refresh | | output Previess: Back to Initial Screen
= Welcome Bidder | =85 P Back to Intial Screen

= Search/Submit a Bid
= Enterprize TG System
= Supplier Service Center Invitation For Bid: Hame 21350 - 072772009 15:29 Humber 6100012771 External Version Humber 1

General Data (1)

Tip: === Please use the "Check” button to verify the price entered for each line on the hid before submitting. === tem price must be in numeric form without = do
numeric form; ie. Per 1.
TIP — Attribwtes are mandatory! Gao to ===Genetal Data — Attributes and respond to all attributes

[ pisplay Documents

» Find ltem

@\nem Description ttem Category Product Category %Af:rﬁid A(gzsg:";:)s (blTyU;:fne)
1 MEAT BEEF ,GROUND FIMNE GRIMD #3530 Material FROZEM MEATFOULTRY 900.000 US Pound orso 1.5 0 :
2 MEAT BEEF GROUND, PATTIES FINE GRIMD #4M  Material FROZEM MEAT/POULTRY  130.000 US Pound s o 1 40l
3 MEAT BEEF TOPRMND,CAPOFF RAW BONELS #6M  hMatetial FROZEN MEATPOULTRY 750000 LS Pound arsrao s 0 !
4 MEAT BEEF, SAMD. STEAK THIM SLFRI 90 Material FROZEN PROCESSEDVPRE 300.000 US Pound oro 150
5 BEEF,CORMED Msterial MEAT & POLULTRY 120.000 US Pound o/ o ol |
& MEAT PORK, HAM, OLUTSIDE, TRMED, TIED #16M Material FROZER MEATPOULTRY 750000 US Pound as o i s 0

13. Select the @ tab. The line items contained in the solicitation will be displayed.
14. Select the line item to which you will be responding. NOTE: For the purposes of illustration, the following
example is shown (1).

NOTE: Depending upon the complexity of the solicitation, there may be more than one line item that requires
detailed examination and completion.

Process Bid Screen — Item Data Tab, Basic Data

pennsylvania m’ Welcome Mr. Mike Starr

Bidder
Bidder

Search/Submit a Bid | History, Back Foi =,
EENET) |
I Detailed Havigation =1 General Data )| (AL o
= Wieglcome Bidder |Basic f Schedule | Information from | fuly [ Goneitiare PartnerDelivery . .
- ﬁe".rqhﬁi_mﬂﬂt:aiﬂ.id |Data Lines Purchazer Motes Address <Back Continue » Back to em Owerwview
= Erterprise ITQ System Item Detail 1: MEAT BEEF GROUND FINE GRIND #3h
= Supplier Service Center

ttem Category Material \
“endor Product Mumber | )
Manufacturer | | i
Manufacturer Part Mumber | | o
Procluct Categriry FROZEN MEATPOLLTRY
Submitted GQuantity 900.000 US Pound /@
Price | | Urited States Dollar Per | |us Pound >
Delivery Time (Duration) | |Days
Required 1 2/31/2008 at 00:00:00
Incaterm | |
Origin Acceptance Fi
Origin Acc.in Bid Invitation
Guaranteed Minimum Amount 0.00 )

14
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15. As required, complete/review the following fields:

Field Name Description

Vendor Product Number Enter your Product Number in this field.

Manufacturer If your product is produced by a manufacturer, you can enter it in this
field. It is searchable by selecting the # button.

Manufacturer Part Number | If the manufacturer part number differs from your company’s part
number, enter it here. It is searchable by selecting the # button.

Price Enter Price in this field.

Per Defaults based upon bid specifications.

Target Value Bid DO NOT ENTER ANYTHING IN THIS FIELD.

Delivery Time (Duration) Enter the estimated lead time for delivery. Duration (i.e. Days,
Weeks, etc.) defaults in based upon bid specifications.

Incoterm Please ensure that this field displays FOB DESTINATION as the
delivery terms.

Origin Acceptance DO NOT ENTER ANYTHING IN THIS FIELD.

NOTE: Remember to complete all necessary fields. Based upon the number of line items in the bid invitation, it
may be necessary to repeat these steps for each line item. To access additional line items, use the navigation
options displayed on right side of the screen, as shown below.

« Back Continue » Back to kem Overview

NOTE: Be sure to review and complete, as necessary, the additional links under the Item Data tab. These links
are very similar to the links under the General Data tab; however, they are at the line item level rather than the
overall solicitation level. The additional links are as follows: Schedule Lines, Information from Purchaser, My
Notes, Conditions, and Partner Delivery Address.

Process Bid Screen — Item Data Tab

pennsylvania T".f Welcome Mr. Mike Starr Helo | Log Ot
| Bidder
Bidder
Search/Submit a Bid | History, Back Forward E|
[ERR L]
I Detailed Navigation =] Process Bid ~
- Welcoms Bidder [Eubmit| [Deiete | [check | [Retresh | [output Preview Biack to Iritisl Soreen
= Search/Submit a Bid
= Enterprise ITG System
= Supplier Service Center Invitation For Bid: Hame 2130777430-mest- 07/27/200915:29  Humber 6100012771  External Version Humber 1

| General Data (0 [EHEES

Tip: === Pleaze use the "Check” button to verify the price ertered for each ling on the bid before submitting. === tem price must be in numeric farm sithout & de
numeric form; ie. Per 1
TIP — Attributes are mandatory! Go to ===Genetal Data — Attributes and respond to all attributes .

I:l Display Documents:

Item Overview
* Find tem
ttem Description ftem Category Product Category S(;:;nrﬁid A(téﬁsz:n;r:f (bLTyE;::ne)
1 MEAT BEEF GROUND FINE GRIMD #3h Material FROZEM MEAT/POULTRY  900.000 US Pound s 1 0.0
2 MEAT BEEF GROUND, PATTIES FINE GRIMD #4M  Material FROZEM MEAT/POULTRY 150.000 US Pound arsrao 170
3 MEAT BEEF TOPRMD CAPOFF RAWVY BOMELS #E0  Material FROZEW MEAT/POULTRY  750.000 US Pound oso 1.0
4 MEAT BEEF, SAMD. STEAK, THIM SL FRZ S Material FROZEMW PROCESSED/PRE 300.000 US Pound orso 1/0

15
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TIP: Please read the “Tip” located below the General Data and Item Data tabs

General Data (1) LEGIEE]

Tip: === Please use the "Check" button to verify the price entered for each line on the bid before submitting. === kem price must be in numeric form without s dollar sign. kem per unit of measure must be in

niumeric: form; ie. Per 1.
TIP — Attributes are mandatory! Go to ===General Data — Attributes and respond to all sttributes.

16. Once you have entered all the information in your response for each of the line items within the solicitation,
select the Check putton.

NOTE: If no errors exist in your response, line item pricing messages will be displayed and denoted with a yellow
triangle &. This IS NOT an error message, but only displaying how you have submitted your pricing.

18 Messages
4 tem 9 - Price entered as 10,00 per 1 US Pound

4 tem & - Price entered as 10,00 per 1 US Pound
4 tem ¥ - Price entered as 10000 per 1 US Pound
4 tem & - Price entered as 10.00 per 1 US Pound

NOTE: In the event your response contains errors, the tab(s) containing errors will be denoted with an
exclamation point (!). Error messages will appear at the bottom of your screen and will be denoted with an

orange square B,

Process Bid Screen — Item Data Tab (Errors

pennsylvania@¥ Welcome Mr. Mike Starr Help | Log ot

Bidder

Search/Submit a Bid | History, Back Forward [§)

ENIR i i
I Detailed Havigation ] Process Bid ~
Al |De|ete | |Check | |Refresh | |Output Preview Back to Initial Screen
* Search/Submit a Bid
= Enterprize TG System
= Supplier Service Center External Version Humber 1
Tip: === Please use the "Check” button to werify the price entered for each line on the hid before submitting. === ftem price must be in numeric form without = de
numeric form; ie. Per 1.
TIP — attributes are mandstory! Go to ===General Data — Attributes and respond to all stiributes.
D Display Documents
¥ Find ltem
Al Submitted ‘Attachments  hotes
ftem Description ttem Category Product Category Bty e e
1 MEAT BEEF GROUND FINE GRIMD 230 taterial FROZEM MEAT/POULTRY  900.000 US Pound ofao 140 |10.00
: [
2 MEAT BEEF GROUND, PATTIES FINE GRIMD #4h  Material FROZEM MEAT/POULTRY 150,000 US Pound oiao 1 ¢ 01000

17. Select the tab with the exclamation point (1) to correct or enter information (e.g., ‘S=neralbataty - NOTE: Be
sure to review the error messages displayed on the tab requiring correction, as shown below.

B Attribute 1. The Submitter has read and understands the term is mandatory. Maintain attribute value
B Attribute 2. The offer is in accordance with the terms and ¢ is mandatery. Maintain attribute value
B Attribute 3. All tems offered by Submitter will conform to is mandatory. Maintain attribute value

O Attribute To make a commitment to utiize DGS-certified mino is mandatory. Maintain attribute value

16
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Process Bid Screen — Bid Submission
pennsylvanially Welcome Mr. Mike Starr Help | Log Off

Bidder

Search/Submit a Bid | History, Back Farward
LG A
I Detailed Havigation Process Bid A
+ Wielcome Bidder [ Suomit | [Delete | [check | [Refresh | [output Preview Back to Initisl Screen

= Search/Submit a Bid

= Enterprize ITQ System
= Supplier Service Center Invitation For Bid: Name 2150777430-mest- 07/27/2009 15:23 Humber 6100012771  External Version Humber 1

Tip: === Pleaze use the "Check” button to verify the price ertered for each line on the bid before submitting. === kem price must be in numeric form without & de
numeric form; ie. Per 1.
TIP — Attributes are mandatory! Go to ===General Data — Attributes and respond to all sttributes.

D Display Documents

P

¥ Find ltem
i Submitted Attachmentz  hotes
ttem Description tterm Category Product Categary. uiantity Blivaimey o et

- | P
1 MEAT BEEF GROUND FINE GRIND #3h Material FROZEM MEAT/POLLTRY 800,000 1US Pound 040 170000
2 MEAT BEEF GROUND, PATTIES FINE GRIND #4M  haterisl FROZEM MEAT/POULTRY 150,000 LS Pound oro 1/ofooo

18. To submit your response, select the button.

NOTE: You will receive immediate confirmation of successful submission of a solicitation response, followed by
an e-mail confirmation to your registered e-mail address:

Microsoft Internet Explorer

L] E Bid 215077 7430-meat- 072712009 15:29 submitted
.

File  Edit Miew Insert Format  Tools  Actions  Help

GoReply  €Replytoall | € Forward | S vEX - @ 0,

From: Mike Starr [mstarr@state,pa.us] Sent: Wed 8/19/2009 11:13 AM

To: Starr, Michael
o
Subject:  Bid Submitted

Bid # 6500020978 submitted on 08/19/2009 at 11:13:22 - regarding solicitation # 6100012771

Bidder should retain this ewail for their records.

NOTE: Submission of responses can only occur during the timeframe specified in the solicitation. Submissions
are NOT allowed AFTER the solicitation end date. If you wish to delete a previously submitted response PRIOR
TO the end date, follow the steps outlined later in this guide.
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Process Bid Screen — Bid Submission

pennsylvania T:.' Welcome Mr. Mike Starr

il Bidder
Bidder

Search/Submit a Bid

LG 4 :
I Detailed Havigation [F] Process Bid A
T [Submit | [Delete | [check ]| [Reiresh | [output Preview Biack to Initial Screen

= Search/Submit a Bid
= Enterprize ITQ System
= Supplier Service Center Invitation For Bid: Name 2150777430-mest- 07/27/2009 15:23 Humber 6100012771  External Version Humber 1

Tip: === Pleaze use the "Check” button to verify the price ertered for each line on the bid before submitting. === kem price must be in numeric form without & de
numeric form; ie. Per 1.

TIP — Attributes are mandatory! Go to ===General Data — Attributes and respond to all sttributes.
D Display Documents =

P
¥ Find ltem
i Submitted Attachmentz  hotes
ttem Description tterm Category Product Categary. uiantity Blivaimey o et
. (T
1 MEAT BEEF GROUND FINE GRIMD #3h aterial FROZEM MEATPOULTRY 1900000 US Pound osrao 1 f 00000
2 MEAT BEEF GROUND, PATTIES FINE GRIND #4M  Material FROZEMN MEAT/POULTRY 150000 US Pound oo 1/olooo

19. After you have submitted your solicitation response, you are able to generate a printable copy for your

records. To do so, select the button. This copy will only include the main bid document, any
line item pricing and mandatory attributes. All attachments need to be printed separately.

NOTE: The PA Supplier Portal generates documents in Adobe PDF format. If you do not have Adobe Acrobat
Reader, it is available at: www.adobe.com.

Sample Bid Output
A hit ps:fiwww. pasuppliersrm.state. pa.usfsap(cz1 TSUQIMZ FBTk90JTNhcHAYY XBwiMXVIUFAyXzAxJTNhNZdOQ: 3

BB S «$T 8@ H B Fd -

ORIGINAL Page 1 0f 0 i
QUOT - Invitation For Bid
2150777430-meat- 07/27/2009 15:29

QUOT Effective Date: Bid Number:
0811372009 6500020978
Issuing Office: Supplier Name/Address:
Diane Aulisio MULTIPLE AWARD VENDOR
Commonwealth of Pennsylvania MULTIPLE AWARD VENDOR
us 555 Walnut Street

HBG PA 17101 US

Telephone # 717-705-9213  Fax # 717-705-9112
Email: pchapman@state pa.us

Your SAP Vendor Number with us: 300982

Please Return Quotation to: Type of Security furnished if required: Return Bid by:
Commonwealth of Pennsylvania -
s O Cerified bank cashier's check Bid Endng Date:
[ imevocable letter of credit 090372009
[ Cerificate of deposit
[0 Other as specified by bid Bid Endng Time:
O Bond - If annual bongd: 130600
: What is the name of the principal on the bond? ——
Please Deliver To: Expiration Date of
DPW-Clarks Summit St Hosp- Dietary Contract (if
1451 Hillside Drive Procurement Contact: applicable)
Clarks Summit PA 18411-9505 US Buyer: Diane Aulisio
Phane: 570-537-7375
Fax Delivery Date:
See tems
[This Invitation For Bids is compnsed of: Part |, General Information; Part Il, Bid Requirements; Part lll, Criteria For Selection; _{
Part I/ IEB @narifiratione: Bart \/ Montract Clanieae ame darimante_attachad tn thic Invitatinn Far Ride ar inenmnratad b 2l

20. Select [2=k8ii§ {5 end your session.
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Reqister for Notifications of Changes to Solicitations

Once you have identified or completed a response to a specific solicitation, it is highly recommended that you
register for notifications of changes to the solicitation. This will ensure that you receive updated information on
the solicitation, which may, in turn, require action within your response. NOTE: Changes to solicitations will also
still continue to be posted to the DGS website. To register for notifications of changes to solicitations, follow the
instructions below.

Process Bids Screen with Search Results

pennsylvania ‘:' Welcome Mr. Mike Starr

| Bidder

Search/Submit a Bid | Histary, Back Forvead [S)
SIS 4 .
| vetaited Havigation [=] Process Bids ~
= Welcome Bidder Find Bid Invitations and Auctions
= Search/Submit a Bid Mumber of Document ame Status Proceszed by he
= Enterprize ITQ System | o [ ] =] | ]

= Supplier Service Center

Extended Search

: Choose a symbol in the navigstion column or navigste to the bid overview by choosing the bid number
Search Result: 58 Hits.
Pumber hatne Trans. Type Start Date End Diate Bid Status

7000000097 'Dan Scott test LAC do not use ENGLISH AUCTIORN 1004972007 03:30:00 101972007 11:30:00 Auction is Active & 7 Q[ &
610001 2542 2108, Prepared Salads-OctMoviDec, 2009 Invitstion For Bid 054 9/200912:00:00  03/26/2008 10:00:00 Mo Bid Created o, ” (6]
e\’ 6100012511 PO0450916 054 772009 05:27:54 Request For Guote 084 772009 10:00:00 05/20/2009 13:30:00 Mo Bid Created or, El ]
6100012809 7540440000 COMBO TREE FY09 Invitation For Bid ~ 0247/2009 07:00:00 ' 08/31/2008 12:30:00 Mo Bid Created o, El il
610001 2806|038 Grimes Wault Toilet FO#T-Re-Bid Irvitstion For Bid 08/ 8/2009 08:00:00 09/02/2009 16:00:00 Mo Bid Crested o, El fll
6100012504 7540440000 ELECTRICAL REPAIRS FY0S  Invitstion For Bid 05/ 972009 07:00:00 090022009 12:00:00 Mo Bid Created o, El ﬁl

1. Select the solicitation you wish to view from the search results listed. NOTE: As described earlier in this
guide, you can search for solicitation opportunities several ways.

Display Invitation for Bid Screen

pennsylvanialJ Welcome Mr. Mike Starr

Help | Log ot

“Yendor Administrator Bidder

Search/Submit a Bid | History, Back
[4]v]
I Detailed Navigation vitation For Bid
= Wielcome Bidder [create] [Change ] [Refresh | [Cutput Preview Back to Initial Scresn

= Search/Submit a Bid

= Enterprize ITQ System
= Supplier Service Center Invitation For Bid: Hame 2113-MISC. FROZEN: Cctober 2003 Humber 6100012768  External Version Humber 1

Basic Data || Aftributes | Information from Purchaser | PartnerDelivery Address

Check the information for the bid invitation.

Time Zone EST

Start Date 08/18/2009 10:00:00
End Date 094552009 10:00:00
Opening Date 09/15/2009 10:05:00
Currency USD United States Dollar

Guaranteed Minimum Amourt 0.00

Guarantesd Minimum Level

2. Select the @I button. You will receive immediate confirmation of your registration for the solicitation.

| Microsoft Internet Explorer ]

1 E ‘You have been registered. You will be informed of BI changes via e-mail
L

——
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Manage Solicitation Response

The instructions provided here assume you have checked your solicitation for errors, as shown above, and have
made appropriate corrections. Therefore, it is recommended that you check your solicitation response prior to
taking further action.

Place a Solicitation Response on Hold

Provided below are instructions for placing your response to a solicitation on hold. Holding your response saves
your current work and allows you to return to it at a later date to complete additional section or make any required
adjustments prior to submission.

Process Bid Screen — Item Data Tab

pennsylvanial@lY Welcome Mr. Mike Starr Help | Lag off

Bidder

Search/Submit a Bid | History, Back Foo =
[4[¥] i
I Detailed Havigation E Process Bid ~
2 Submit | [Hold [Jeleha. Check | |Refresh | | Cutput Preview Back to Initial Screen
= Welcome Bidder L

= Search/Submit a Bid
= Enterprize TG System

= Supplier Service Certer Invitation For Bid: Hame 2150777430-meat- 07/27/2009 1529 Humber E100012771  External Version Humber

'~_: tem Data

Tip: === Please use the "Check” button to verify the price entered for each line on the bid before submitting, === ftem price must be in numeric form without a do
numeric form; ie. Per 1.
TIP — aftributes are mandstory! Go to ===General Data — Aftributes and respond to all sttributes,

D Display Documents

k Find ltem
e Submitted Aftachmerts  Mates
ftem Description ftem Categary Product Category Ciartity e s
1 'MEAT BEEF GROUND FINE GRIMD 238 ‘Material FROZEM MEAT/POULTRY 900.000 US Pound oio 140 r1 juli}
2 MEAT BEEF GROUND, PATTIES FINE GRIND #4M  Material FROZEM MEAT/POULTRY  150.000 US Pound oda 140 :1 i}

1. Select the @ button. NOTE: Upon holding your solicitation response, an immediate confirmation will be
displayed.

Microsoft Internet Explorer [Q]

' E Bid 215077 7430-meat- 07/27/2009 15:29 held
bl
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Change a Solicitation Response: Option 1
Provided below are instructions for making changes to your solicitation response. This is the first of two options
for performing this action in the system. Changes are allowed to solicitations that are on hold OR have either
already been submitted, provided the solicitation has not ended. The instructions assume you have used one of
the two search methods described earlier in this guide.

Process Bids Screen with Search Results

pennsylvania 1:'.1’ Welcome Mr. Mike Starr

‘Vendor Administrator | [SEEETS

Bidder
Search/Submit a Bid | Histary, Back Forward [S)
JLAE 4 . SHLE
Detailed Havigation =l Pracess Bids ~
= Wielcome Bidder Find Bid Invitations and Auctions
= Search/Submit a Bid humber of Documert Mame Status Processzed by Me
= Enterprise ITQ System | e I v

I e

= Supplier Service Center

Extended Search

Tip: Choose a symbal in the navigstion column or nevigate to the bid overviesy by choosing the bid number

Result; 58 Hits
Mumber Matne Trans. Type Start Date End Date Bid Status Action

F000000097 Dan Scott test LAC do not use EMGLISH AUCTICN 104 8/2007 08:30:00 10M5/2007 11:30:00 Auction is Active W, 47 ] &

E10001 2842 2108, Prepared Salads-OctMovDec, 2009 Invitation For Bid  08/19/200912:00:00 08/26/2009 10:00:00 Mo Bid Created

6100012811 ' POD450916 0841772009 05:27:54 Request For Guote 08/ 772009 10:00:00 08/20/2009 13:30:00 Mo Bid Crested
6100012509 7540440000 COMBO TREE Fv09 Invitation For Bid | 0FA 752008 070000 | 0863172008 1230000 Mo Bid Crested
610001 2506 /035 Grimes vault Toilet FO#T-Re-Bid Invitation For Bid 081 82009 08:00:00 08/02/2003 16:00:00 Mo Bid Created

G10001 2804 7540440000 ELECTRICAL REPAIRS FY09  Invitation For Bid  0819/2003 07:00:00 0940272009 12:00:00 Mo Bid Created

1. Select the solicitation you wish to view from the search results listed.

Display Bid Screen

pennsylvanially Welcome Mr. Mike Starr elp | Logotf

Yendor Admiristrator
Bidder

Search/Submit a Bid | History, Back Forverd ng
JCILE |
I Detailed Havigation [=] Display Bid ~

|Regis‘ter | |Change | :Deiete : |Check | |I?ef|'es;h E Dutput Presviesn: Back to Intial Scresn

= \Welcome Bidder

= Search/Submit a Bid
= Enterprize ITG System
= Supplier Service Certer Invitation For Bid: Hame 2150777430-meat- 07272009 15:29 Humber 6100012771 External Version Humber 1

T s

Basic Data || Attributes | Information from Purchaser | My Motes | PatneriDelivery SAddress | Conditions | Bid Invitation Yersions

Check the information in your bid.

Bict Mumber BS00020875

Time Zone EST

End Date 09/03/2009  43:00:00

Opening Date 09/03/2009 13:30:00

Blid Status Helel

Total Value (Net) .00 United States Dollar
Incoterm / Location FOB  DESTINATION

Terms of Paymernt MET 30

Currency USCr United States Collar

Created on 081952009 11:11:14 by Mike Starr
Last processed on 081952009 11:36:32 by Mike Starr

Guaranteed hinimum Amourt 0.00

2. Select the button.
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NOTE: Once you select to change a solicitation response, all aspects that were originally completed are now
available for editing or additions. Most common changes will include price changes, delivery times or conditions
changes. Changes can be made at both the overall solicitation level or at the line item level. The instructions
below assume you have chosen to make a change to your response on one of the line items.

If you wish to change a solicitation response, it is recommended that all aspects of the response are
completely reviewed prior to resubmission.

Process Bid Screen — Item Data Tab

pennsylvania@l¥ Welcome Mr. Mike Starr Help | Log ot

Search/Submit a Bid | History, Back Forverd @
JEIL 4
I Detailed Havigation ] Process Bid ~
+ Welcome Bidder [Submit] [Detete | [check]| [Refresh | [outout Preview Bk to Initial Scresn

+ Search/Submit a Bid
» Enterprise ITQ System
= Supplier Service Center Invitation For Bid: Hame 21:30777430-meat- 0702702009 15:29 Humber 6100012771  External Version Humber 1

Tip: === Please use the "Check" button to verify the price entered for each line on the bid before submitting. === tem price must be in numeric form without & de
numeric form; ie. Per 1.
TIP — attributes are mandstory! Go to ===General Data — Aftributes and respond to all sttributes.

D Display Documents

Al Submitted ‘Attachments  hotes
ftem Description ftem Categary Product Category ity e A
1 MEAT BEEF GROUND FINE GRIND #3M Material FROZEN MEATPOULTRY  900.000 US Pound ofa 110 i1 ]
2 MEAT BEEF GROUND, PATTIES FINE GRIMD #4h  Material FROZEM MEAT/POULTRY  150.000 US Pound oiao 1.4 0}1.00

3. Select the line item you wish to change (e.qg., line item 1)

Process Bid Screen — ltem Data Tab, Basic Data

pennsylvania 1:: Welcome Mr. Mike Starr Help | Log ot
Bidder
Bidder
Search/Submit a Bid | History, Back Forgeard 5‘
EEN 4 .
I Detailed Havigation = Process Bid ho:
|Subm'rt | |Deleie | |Check | |Refresh | |Ou1pu1 Preview: Back to Intial Screen

= Wiglcome Bidder

* Search/Submit a Bid
= Enterprize TG System

= Supplier Service Center

Invitation For Bid: Hame 2150777430-meat- 07272009 15:29 Humber £100012771  External Version Humber 1

iﬁm’-bﬁmm\&ta ttem Data

|Basic Schedule Information from | by | Condtions | PattnerDelivery . .
|Data it Plrehacor Motes Address «Back Continue > Back to em Overviewn:

Item Detail 1: WMEAT BEEF GROUND FINE GRIMND #3h

hiaterial \ =

ttem Category:

“Wendor Product Number |7|

Manutacturer |7| b

Manufacturer Part Number | | h /o

Product Categary FROZEN MEATPOULTRY >

Submitted Quantity 900000 LS Pound

Price. lmil United States Dolar Per :1 EUS Paund

Delivery Time (Duration’ |:| Days

Required 1203172009 &t 00:00:00

Incoterm |I;6El 7' | | ) =
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4. As required, complete/review the following fields:

Field Name Description

Vendor Product Number Enter your Product Number in this field.

Manufacturer If your product is produced by a manufacturer, you can enter it in this
field. It is searchable by selecting the # button.

Manufacturer Part Number | If the manufacturer part number differs from your company’s part
number, enter it here. It is searchable by selecting the # button.

Price Enter Price in this field.

Per Enter the Per Unit in this field. This will be 1, 10, 100, 1000.....(if left
blank field defaults in based upon bid specifications).

Target Value Bid DO NOT ENTER ANYTHING IN THIS FIELD.

Delivery Time (Duration) Enter the estimated lead time for delivery. Duration (i.e. Days,
Weeks, etc.) defaults in based upon bid specifications.

Incoterm Please ensure that this field displays FOB DESTINATION as the
delivery terms.

Origin Acceptance DO NOT ENTER ANYTHING IN THIS FIELD.

NOTE: Remember to complete all necessary fields. Based upon the number of line items in the bid invitation, it
may be necessary to repeat these steps for each line item. To access additional line items, use the navigation
options displayed on right side of the screen, as shown below.

« Back Continue » Back to kem Overview

5. To error check your response, select the Eheck putton.

NOTE: If no errors exist in your response, line item pricing messages will be displayed and denoted with a yellow
triangle &. This IS NOT an error message, but only displaying how you have submitted your pricing.

18 Messages

4 tem 9 - Price entered as 10,00 per 1 US Pound
4 tem & - Price entered as 10,00 per 1 US Pound
4 tem ¥ - Price entered as 10000 per 1 US Pound
4 tem & - Price entered as 10.00 per 1 US Pound

NOTE: In the event your response contains errors, the tab(s) containing errors will be denoted with an
exclamation point (!). Error messages will appear at the bottom of your screen and will be denoted with an
orange square B. Be sure to review the error messages displayed within those tabs for more details on the
errors, as shown earlier in this guide.

6. Select either theorthe Hald 1y utton.
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Change a Solicitation Response: Option 2
Provided below are the instructions for making changes to your solicitation response using the second option for
performing this action in the system. Again, changes are allowed to solicitations that are on hold OR have either
already been submitted, provided the solicitation has not ended. The instructions assume you have used one of
the two search methods described earlier in this guide.

Process Bids Screen with Search Results
pennsylvaniall] Welcome Mr. Mike Starr Help | LogOff

Bidder

Search/Submit a Bid | Higtaty, Back Forward [S)
R 4
I Detailed Havigation =l Process Bids

= ‘Welcome Bidder Find Bid Invitations and Auctions

= = Mumber of Document Mame Status Proceszed by Me
= Enterprise TG System | I‘::}‘ | | | v! Last 30 Days v:

= Supplier Service Center
Extended Search

Tip: Choose a symbol in the navigstion column or navigste to the bid overviesy by choosing the bid number

s LA

Mumkber [ame Tranz. Type Start Date End Diate Bid Statiis ion
10001 2771 295077 7430-mest- 0772772009 15:29 Iritation For Bid 08M 372009 16:00:00 090352009 13:00:00 Held Q

Legend: Q Dizplay Bid El Create Bid »ﬁ. Dizplay Auction W Change Bid Dielete Bid

1. Identify the desired solicitation response you would like to change and select the & icon to initiate the change
process.

Bid Display Screen — Item Data

pennsylvania T:: Welcome Mr. Mike Starr Help | Log ot

Bidder

Search/Submit a Bid | Hstory, Back Forvard

¥
Process Bid / ~

Back to Initial Screen

Tip: === Fleaze uze the "Check” button to verify the price entered for each line on the bid before submitting. === tem price must be in numeric farm without & dollar sign. tem per unit of measure must be i
numeric form; ie. Per 1.
TIP — &ttributes are mandstory! Go to ===General Dats — Attributes and respond to all sttributes.

|:| Display Documents

b Find ltem

tetm Description them Categary Product Categary %Af:rﬁid A(:zgr;:n;;djs (bLTyoz:rerfne) rnAce N\ Reguired  Ac
1 MEAT BEEF ,GROUND FINE GRIND #3M Materisl  FROZEMMEATPOULTRY 900000USPound 0/ 0 1/ 010 |uspper |1 | on 1212112008 @
2 MEAT BEEF GROUND, PATTIES FINE GRIND #4M  Material FROZENMEATPOULTRY 150000USPound 0 (0 14 0100 |uspper [t | on 127312000 &
3 MEAT BEEF TOPRND,CAPOFF RAWBONELS#46M Msterisl  FROZENMEATPOULTRY 750000USPound 0 /0 1 / 0[100 |uspper |1 | on 12312008 &
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NOTE: For illustration purposes, the instructions listed here assume you want to make changes to price
information only.

2. Enter the changes directly into the Price fields on this screen.

NOTE: If modifications or additions to other areas of your response are required (i.e., changes other than those
shown above), use the first option for changing a solicitation response described earlier in this guide. Again, most
common changes will include price changes, delivery times or conditions changes. Changes can be made at
both the overall solicitation level or at the line item level. The instructions below assume you have chosen to
make a change to your response on one of the line items.

If you wish to change a solicitation response, it is recommended that all aspects of the response are
completely reviewed prior to resubmission.

3. To error check your response, select the theck putton.

NOTE: If no errors exist in your response, line item pricing messages will be displayed and denoted with a yellow
triangle &. This IS NOT an error message, but only displaying how you have submitted your pricing.

18 Meszages
a tem 3 - Price entered a5 1000 per 1 US Pounc

tem & - Price entered a= 10.00 per 1 US Pound
tem 7 - Price entered as 1000 per 1 US Pound

=R S

tem & - Price entered a= 10.00 per 1 US Pound

NOTE: In the event your response contains errors, the tab(s) containing errors will be denoted with an
exclamation point (!). Error messages will appear at the bottom of your screen and will be denoted with an
orange square B. Be sure to review the error messages displayed within those tabs for more details on the
errors, as shown earlier in this guide.

Submit Hald

4. Select either the or the button.

Deleting a Solicitation Response
Provide below are instruction for deleting a solicitation response.

Process Bids Screen with Search Results

pennsylvan Welcome Mr. Mike Starr

Bidder

Search/Submit a Bid | History, Back Forwend [S)
J41¥] a4
I Detailed Havigation =] Process Bids

Find Bid Invitations and Auctions

L Bilj Mumber of Document Mame Status Processed by Me
= Enterprize ITQ System | | | | [ v! |T_a§ éﬂwli)a\fs C:

= Supplier Service Center
Start Extended Search
0 Tip: Choose a symbol in the navigation column or navigate to the bid overviesy by choosing the bid number

EERIEHEEnILRVIIE
Mumber Mame Tranz. Type Start Date End Diate Bicl Status Action

10001 2771 2150777 430-meat- 07/27/2009 15:29 Invitation For Bid 08M 342009 16:00:00 09/03/2008 13:00:00 Held Q M

Legend: Qb Display Bid El Creste Bid »;} Display Auction W Change Bid Delete Bid
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1. Identify the desired solicitation response you would like to delete.

Display Bid Screen

pennsylvania'@lY Welcome Mr. Mike Starr Help | Log ot

Search/Submit a Bid | History, Back Forward |5
Jalk] A
I Detailed Havigation [=] Display Bid ~
|Register | |Change | |Deiete | |Check | |Ref|‘esh i Output Preview Biack to Initial Screen

= Welcome Bidder

= Search/Submit a Bid
= Enterprize [TQ System
= Supplier Service Center Invitation For Bid: Hame 2150777430-meat- 07/27/2003 1529 Humber &100012771  External Version Humber 1

tem Dater
Basic Data | Attributes | Information from Purchaser | My Motes | PardnerDelivery Address | Conditions | Bid Invitation Yersions

Check the information in your bid.

Bidl Mumber 65000209758

Time Zone EST

End Date 09/03/2009  13:00:00

Opening Date 09/03/2009 13:30:00

Bidl Status Held

Total Value (het) 000 United States Dollar
Incaterm f Location FOB  DESTIMATION

Terms of Payment MET 30

Currency USD United States Dollar

Created on 051972009 11:11:14 by Mike Starr
Last processed on 0852002009 11:07:43 by Mike Starr

Guararteed Minimum Amount 0.00

2. Select the button.

Process Bid Screen — Item Data Tab

pennsylvania@l¥ Welcome Mr. Mike Starr Help | Log ot

Search/Submit a Bid | History, Back Fory

JEIL 4

I Detailed Havigation ] Process Bid ~
 Welcome Bidder [Submit | [Hote | [Detete | [Check | [Re g [Cutput Preview Backto Iniial Sereen

= Search/Submit a Bid
» Enterprise ITQ System

= Supplier Service Center Invitation For Bid: Hame 2150777430-meat- 0702702009 15:29 Humber 6100012771 External Version Humber 1

Tip: === Please use the "Check" button to verify the price entered for each line on the bid before submitting. === tem price must be in numeric form without & de
numeric form; ie. Per 1.
TIP — attributes are mandstory! Go to ===General Data — Aftributes and respond to all sttributes.

D Display Documents

¥ Find ltem

Al Submitted ‘Attachments  hotes
ftem Description ftem Categary Product Category ity e A
1 MEAT BEEF GROUND FINE GRIMD 230 taterial FROZEM MEAT/POULTRY  900.000 US Pound ofao 140 i1 juli}
2 MEAT BEEF,GROUND, PATTIES FINE GRIND #4M  Material FROZEM MEATPOULTRY 150.000 US Pound ora 1./ 0j100
3 MEAT BEEF TOPRMD CAPOFF RAWY BOMELS #6M  Material FROZEM MEAT/POULTRY 750.000 US Pound oiao 140 !1 juli}
3. Select the tab.
4. Select the button.
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NOTE: Solicitation responses with Held or Submitted status may be deleted any time PRIOR to the ending date
of the solicitation. If the response has been submitted, it may be necessary to change one of the previously
entered fields to activate the Delete button.

To prevent accidental deletion of a solicitation response, the PA Supplier Portal prompts you to verify your delete
action, as shown below:

| Microsoft Internet Explorer £ |

2.) o
\_.L./ Really Delete Bid?

| ok || canel

Check the Status of Solicitations and Responses

Suppliers are able to check the status of solicitations by the Commonwealth, as well as the status of solicitation
response submissions, using the steps described below.

PA Supplier Portal Bidder Welcome Screen

pennsylvania m Welcome Mr. Mike Starr Help | Log Ot

Wendor Administratar Bidder

[4]]

| History, Back Forwvard
I Detailed Havigation g

WELCOME BIDDER
« Welcome Bidder /
* SearchiSuarit 3 Bid As a Company Bidder in the P4 Supplier Portal you have the authority to electronically view and respond
» Enterprise ITQ System to Commonwealth Solicitations. Please refer to the "Search/Submit a Bid" link an the left navigational
= Supplier Service Center bar to:

s Yiew current solicitations
s Respond to solicitations
s Manage responses to solicitations

The "Supplier Service Center" link located on the left navigation bar contains helpful tools to provide
assistance throughout the Bidding Process. To explore Commonwealth Solicitations and view Recent
Awards visit P4 eMarketplace available via the Supplier Service Center,

The "Help" link located on the upper right corner contains common supplier questions and contact
infarmation.

« Search/Submit a Bid

1. Selectthe link in the left navigation area.
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Process Bids Screen with Search Results

pennsylvania m’ Welcome Mr. Mike Starr

Bidder

Search/Submit a Bid
EHL|

| Histary, Back -

Help | Log Oft

4
I Detailed Havigation E Process Bids 4_\_

= ‘Welcome Bidder Find Bid Invitations and Auctions

* Search/Submit a Bid 'Numbx_er of Documert Mame Status Proceszed by Me

. Enter;?rise ITQ_ System | i:.;b | | | i . | e .

= Supplier Service Center |
Exdended Search

in the navigstion column or navigate to the bid overviesy by choosing the bid number
Mumber Iarme: Trans. Type Start Date End Diate Bid Status Action
7000000097 Dan Scott test LAC do not use (EMGLISH AUCTION 10M9/2007 08:30:00 104 9/2007 11:30:00 Auction is Active W& /7 ﬂ }i
6100012926 2117-RFG. Girly Dairy, Oct-Dec0d, AS Request For Guote 08£2002009 11:55:00 08/26/2009 10:§0:00 Mo Bid Created L S E| m
6100012918 2117-IFB. Frozen Juice, Oct-Dec08, AS Invitation For Bid  [08£20/2003 14:40:00 /09/05/2003 1:5:30:00 Mo Bid Created o, r-:-:": Q[
6100012307 21, PRODUCE, SEPTEMBER 2009 Reguest For Quote 05/20/2009 11:00:00 08/25/2009 08:§0:00 Mo Bid Crested o, E| fil
6100012906 21 FRESH PREP YEGS, SEPT 09 ‘Request For Quote 05/20/2009 11:00:0008/25/2009 05:§0:00 Mo Bid Created o E| ﬁl
6100012893 2117-IFB. Frz Frutt & Yeg, Oct-Dec08, AS  Invitation For Bid  08/20/2009 14:30:00 09/05/2009 13:00:00 Mo Bid Created 1
6100012890 ' 2115-Bid- Frz Misc Foods; OCT-DEC 2009 Reqguest For Quote [05/20/2009 09:00:00 ' 09/02/2009 09:§0:00 Mo Bid Crested
E100012857 2115-Bid for Fresh Produce; Oct-Dec 09 Request For Guote 05/200/2009 09:00:00 09/02/2009 09:§0:00 Mo Bid Created
6100012584 2115-Bid; Fish & Fizh Products- OctiDec ‘Request For Quote |05/20/2009 09:00:00/03/02/2009 09:§0:00 Mo Bid Created |
610001 2883 2115-Bid- Poultry; Oct-Dec 2009 Request For Guote 08£2002009 09:00:00 09/02/2009 09:§0:00 Mo Bid Created
610001 2882 2115-Bid,Meat & Meat Products-Oct-Dec 09 Reqguest For Quote [05/20/2009 09:00:00 [ 09/02/2009 09:80:00 Mo Bid Created
hd

Detailed View of Bid Status and Action Columns
Bid Status

Action

No Bid Created

Bid submitted

No Bid Created

Bid under review

Bid under review

Bid submitted

Bid under review

No Bid Created

Bid under review

Bid under review

Bid submitted

2. Review the Bid Status column to see the status of your solicitation response
3. Select any available icon from the Action column to perform that specific action to your solicitation response.
NOTE: As described earlier in this guide, the icons are as follows:

« [ =create Icon (allows the user to create responses to open opportunities )

. = View Details Icon (allows the user to view basic data and details of a specific response)
. W Change Icon (allows the user to change a previously held or submitted response)

- = Delete Icon (allows the user to delete a previously submitted response)

NOTE: After any review, change or submission of a solicitation response, select the button to refresh the
screen to display the most current status.
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Appendix A

Working with Attachments

This section is designed to assist users in downloading, completing and uploading attachments for
solicitations. While not all solicitations have documents that need to be attached and sent in with your

bid, you are encouraged to review all notes from purchaser and any documents attached to the
solicitation.

Downloading Attachments

Process Bid Screen — Downloading Files

pennsylvania 1:' Welcome Mr. Mike Starr

Help | Logoff

Bidder

Bidder

Search/Submit a Bid | History, Back Forwerd [E)
EETII 4 Dsta
I Detailed Havigation Ij _W st o~

Basic Data | Attributes || Information from Purchaser || My Notes | PatnerDelivery Address | Conditions | Bid Invitstion “ersions

= ‘Welcome Bidder ) o -

« Search/Submit a Bid Check the information in your bid. *ou can alzo add your own notes.

= Erterprise ITG System Texts

- Supplisr Service Certer To Display / Editthe Texts, Choose the Appropriste Text Type

Text Type Text Preview (B0 Chars )
| Tendering text Deliveries must be made by 10:00 A6, Bids will be received n..

Purchaset's Remarks

Tsridletinn e Deliveries must be made by 10:00 &AM,
IEidz will be receiwed no later than 273702 at 1:00 PHM.
Attached:
Terms and Conditions
iFeciprocal Limitations Act Requirements
£ | >

Attachments

(£

1. Select the Infarmation from Purchaser link under the General Data tab.

NOTE: The Information from Purchaser link contains information provided by the Commonwealth to further

describe the specifications and conditions of the solicitation. Information can be displayed directly on this page or
as a document attached to the solicitation.
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2. If there is an attachment to the solicitation, select the link located in the Description column(use the scroll bar
on the right to view all attachments). NOTE: For the purposes of illustration, the following example is shown

( ).

Process Bid Screen — Downloading Files
4

I141¥]

| Detailed Havigation Ij To Displary [ Edit the Texts, Choose the Appropriste Text Type ~
Text Overview
= WWelcome Bidder E—— Eo— ——
- Search/Submit a Bid E lvRe SAEHE (V] S :
« Enterprise ITQ System Tendering text Deliveries must be made by 10:00 AW, Bids will be received n...
= Supplier Service Certer Purchaser's Remarks
VEEEHTE Deliveries mast be made by 10:00 AM.
Eids will be receiwved no later than 2/3/09 at 1:00 FPI.
Attached:
Terms and Conditions
Reciprocal Limitations Act Requirements
< >
Attachments
Overview of Attachments
Description Category “erzion Processor Typ File Size (Kb Changed By Changed on
Reciprocal Limitations &ct Requirements Standard Attachment 1 pelf 23 POO425468  08/M1/2009 16:02:49
Docutnerit Legal Documert 1 pdf 72 HIAPPLUSER | 08M1/2009 16:09:38
v

NOTE: Upon selection of the link, a File Download dialogue box will be displayed OR the file will open

automatically depending on your system settings. Open the attachment and review it carefully. A sample bid
specification is shown below.

| Fite Download &

Do you want to open or save this file?

j Mame: Sample Bid Spec Attachment.doc
Type: Microsoft Word Document, 19,5 KB
From: gp2dcalu.state.pa.us

I [ Cancel

Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. Wt & ik ?
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Sample Bid Specification
e https: ffwww. pa=1opliersrm.state. pa. usfsapfebpfdocserverfgspur89. pdf?phioget@Kpld=4A8161E4C33900 - ... |Z] E”‘z]

bites  Help 1',"‘
L3 n

A 7N = 5 <3 ¢ R oo | | s
ctl+o ] | - | Search ‘;_Z/ Favorites @ ra &g = _| ii
isrm.skake.pa.usfsapfebpfdocserver fgspurd9. pdf?phioget &k pld=4A5161E4C33900BFE 1 0030004 ‘Vl LeTs] Linls
&

s |4 [T ie @ @[ H e -

Send 4 *:

»

Print...

Import and Export...

Worl: OFfline RECIPROCAL LIMITATIONS ACT
Close REQUIREMENTS

Please Complete Applicoble Porfion of Pages 3 & 4 and Return with Bid.

MIOTE: Thess Reauirements Do Mot Apphy To Bick Under $10,000.00

L REGUIREMEMNTS.

A, The Recprocd Limitafions Act reauires the Commonwealth to give preference fo those bidders offerding supplies produced,
manufactured, mined o grown in Pennsylvanio as ogainst those bidders offering supplies produced, manufoctured. mined or grown
in any state that gives or requires a prefersnce to supplies produced, manufoctured, mined or grown in that state. The amount of the
preference sholl be equal to the amount of the preference applizd oy the other state forthot paricular supoly.

The following iz a list of states which have been found by the Department of General Services o hove appliied o preference for in-
shate suppliies and the amount of the preference:

STATE PREFERENCE
T Aok TR  |appiss only fo fimber, lumber, and manufactued iumioer products ohiginating in fhe state)
2. Arzona SR (consiruction matenals produced or manufachured in the state only]
3. Homwai 10%
4, Ilirwois 10%  for cooal ondy
5. lowa SR for coal only
. Louisiana 4% meat ond meat prodiucts
4% cotfsh -

1w e 2 : e

Sawves this document as a file,

3. Inthe upper left corner of the document, click on File, then click on Save As

Saving files to your computer

[2)%]

Save a

RN el

IDM\:.-' Dacuments
-j My Computer
My Recent S Jry Metwork Places
Documents T FP2 Copier Quoke - TKOM, 5-27-09
?‘ -
E

Desktop

L .

My Documents

by Computer

N

y
tp Hetwark, File name: ]gspurSEl Ve _:J Save
Flaces
Save as type: | Adobe PDF Files % pdf] -] Cancel

@
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4. In the Save In box, select “Desktop”. This will save the file to the desktop of your computer. You can store
the files to another location after you have completed and submitted your response.

5. The file name will default, do not change the name.

6. Click the Save button to save the file to your desktop.

NOTE: At this time you can open the downloaded file(s) on your computer, review the information and complete
the form(s) if necessary. Read all notes from purchaser and document information to determine what files are
required to be submitted with your response. The next section contains instructions on adding attachments to
your response.

Adding Attachments

My Motes

7. Select the link under the General Data tab.

Process Bid Screen — Adding Attachments

pennsylvania®l Welcome Mr. Mike Starr

Bidder

Search/Submit a Bid | History, Back Forvard |_§‘
EENE 4 T
J vetanca navigation [ === D=t L e

i T
© Basic Data | Attributes | Information from Purchaser || My MNotes || PartnerDelivery &ddress | Conditions | Bid Invitstion Yersions

= ‘Wiglcome Bidder i

» Search/Submit a Bid Check the information in your bid. You canglso add your ovwn notes:

= Enterprise ITG System Texts

= Supplisr Service Center Bidder's Remarks

Attachments A

Uplogsd & Documernt: 4 \
Description | |

Path | |[ Browse... |

Al =

NOTE: The My Notes link contains an area for you to insert any comments associated with your response. Also
included is the ability to attach any required documentation to accompany your solicitation response (e.g., word
processing files or spreadsheets; however suppliers are reminded that attachments or comments which seek to
modify the specifications or terms and conditions, including the attachment of supplier terms and conditions, may
cause a solicitation to be rejected as a conditional bid or proposal).
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Process Bid Screen — Adding Attachments

Helg | Log Oft
Bidder

Search/Submit a Bid | History, Back Forwand E
ETEIR _ _
I Detailed Havigation Ii‘ Basic Data | Atributes | Information from Purchaser |'M§f_ Notesll Partnerelivery Address | Conditions | Bid Invitstion Yersions 4:

. 'Welc:ome Bidder Check the information in your bid. You can alzo add your own notes,

« Search/Submit a Bid Texts
= Enterprise TG System Bicier's Remarks

= Supplier Service Certer

£ ! »>
Attachments N
Uploze & Document: 0
Descrigtion | \ |
S
Path [ |[ Browse... | >

Al

Mo Documents Available

€

8. Use the bar to the right to scroll down to the attachments section.
9. Select Browse to access the files to be attached to your response.

Attaching files to your response
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10. In the Look In box, select “Desktop”.
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Attaching files to your response
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11. Select the appropriate file from the list, then click Open. The file name will automatically populate, do not
change the name.

Process Bid Screen — Adding Attachments
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12. The file path will populate into your response.

13. The Description field can be populated with the original name of the document listed on the Purchasers Notes
tab

14. Click to attach the document to your response. To add additional documents, follow the same process.

Process Bid Screen — Adding Attachments
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NOTE: All documents added to your response will be listed at the bottom of the My Notes tab. These documents

can be edited or deleted by first selecting the appropriate document and then utilizing the or
buttons located at the bottom of the page.

When you have finished your attachments, complete and submit your response as
described earlier in this guide.
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