Suplmt Proposals by Opening Email Invitation

Supplier Portal Training Quick Reference Guide

Task: Respond to a Bid and Solicitation by Signing In from the Email on Event Interest Notification
and submitting the response Online

Bidder: W2 Bidder receives an email for Bid

e A Bidder receives an Event Invitation Notification. The email may contain PDF file, XML file and all
associated file attachments of an Event
e Click Event URL Review and bid on this event.

N

Event Invitation Notification

L] AP_RFP-Evert Online Response.pdf Fie Attachment 1 doce
A AR ponsepdl |
- 15 KB u 12 Kl

Event Invitation

Dear Inviled Bidder,
You have been invited to participate in a strategic sourcing event. Review this and use the URL below 1o bid on this event

I e —————— == = = = = = = = = == = == = == = == = == = =
Event Name: AP: RFP-Event Online Response
Description:

Event Details

Evant Id: ENTO1-0000000127 Round 1 Version 1
Event Starts: 04/27/2020 8:45AM PDT

Event Ends: (M/27/2020 12:35PM POT

Hoader Attachments: File_Afachment_1.docx,

Step \ Instructions

W Takes you to PeopleSoft Sign-on page
e Enter Email Address (User ID) and Password and click - Si92/n.

Select a Language

English W

2 W Takes you to the Bidding Home Page
Click | Click here to place a bid on Event: ENTO1 - 0000000127 AP: RFP-Event Online Response I

SCOTT'S BARBER SHOP Bidding Home Page ®f ™

Weicome, SCOTT'S BARBER SHOP
User: SCOTTS

SCOTT'S BARBER SHOP Bidding Home Page

Click here for administrativ

h as updates to your profile or calegorizations
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Click the Bid using online entry link

Select Yes or No, if Yes, the Bid Quantity does not appear on the Line Bid Quantity; if No, the Bid Quantity
appears on the Line Bid Quantity

Welcome, SCOTT'S BARBER SHOP
User: SCOTTS

SCOTT'S BARBER SHOP Bidding Home Page

[Click here ta place a bid on Event: ENTO1 - 0000000127 AP: RFP-Event Online Response]

Bidding Cholces:
Bld using anline ent
Upload bid via Excel XML

Downioad bid package and other associated files
Select this choice if you need the PDF or Excel version of the event.

€ Bid on Behall of

Create Bidder Response

Dbt hs bt ity Tor sach lim iterm 8 ba squal to the requested quantity? (16058,4118)

(Skect ot I U wonld ks 1 R B b sty for Sucton vk e dotaultiod fe you You will b allowed 1 Change e knd Sem bud guantily ol asy point pror 10 Submisng your B Soloct N’ il you 80 nol wish 15 hane B0 b quantty defaultod
e important note: 1 you salect o defaull the bid quantity. iy non-group ines wil be impacted by e opbion This = bocauss responses for ndiidual lne Sems must be complote before bids can be placed for sy kno grougs.

You Ne

- Takes you to the Event Details page

e Click the Biddini Instructions link

Event Details

Submin Bl Save for Later

Walidae Estiies

wont Wame AP FRFP-Event Orling Flaspenss

0 ENTO1-0008000137
pe  Sell Event AFx
g 1

: 15 Curmwmcy USO8 Dolar

042TRON FA5AM POT
1y TV dTunca

Contral Muirtenanes Faciity
oy Doler

103000000

s Hot Aowed

Step 1: Answes Ganeral Event Questiens

- Sourcing Information page comes up

Click | feem

Sourcing Information x

Help

Follow the step by step recommendations shown on this page. At any point during
your bid, you may save an in-process bid and complete at a later time

When your bid response is complete, submit for consideration by selecting
the "Submit Bid" option. All entries will be validated upon save\submit.

If you wish to validate your entries prior to saving, select the "Validate Entries”
option. If applicable, you can also calculate scores for your bid entries by selecting
the "Recalculate Scores” option.

Return
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Under Step 1: Answer General Event Questions

0 Note the number of General Event Questions and the Required Questions
0 A General Question denoted with * is Bid Required

Enter your answers in the Response field
Answer all Required Questions

0 Questions not denoted by an asterisk are optional and not required

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific te any specific item.

General Event Questions 6
Required Questions 6
Questions Responsed To 0

Hide Event Questions

Event Questions

# Bid Required *Ideal Response Required

General Questions
*
Experience, Qualifications and Expertise

Response &

*

Quality of work as verified by work references

Response &

Previor - Next
Questi 1076)~] Questions

Add Comments or Attachments

Add Comments or Attachments

*

Provide total cost/amount relative to the services

Response [

*

Demonstrated ability to perform the services or provide the goods deseribed

iz

Response

*

of California)

<

Response =

*

Number of Imployees, Gross Receipts for last year

Response [

Add Comments or Attachments

Add Comments or Attachments

Demonstrated history of providing similar services to cemparable entities (preferably within the State

>

Add Comments or Attachments

Add Comments or Attachments
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7 e Click Save for Later to save all entries

e Click and No Errors found message appear

e Click L

Event Details

N Welcome, SCOTT'S BARBER SHOP
Event Details User SCOTTS

No ermrors found. (18058,313)

)]

- Additional Response for Every Question

e Click the Add Comments or Attachments |ink next to each question
o Enter additional response for every Question in the Add New Comments field

o To upload a file as additional response for every Question, click . Uplead
* File Attachment page appears, click Browse to search and select the file and click = UYplead
= To add more attachments, click the Add New Attachments link

e Click "®€ to take you back to the Event Details page

Q c and Attach o
Business Unit ENTOY EventID 0000000124
Expetience, Qualificalions and Expértsa
Attachments
Add New Attachments
L a1
Attached Fila Attachment Description Upload View
Upload View Addd Mow Atlnchmans
Comments
Add New Comments
| oK ] Cancel
Add New Attachments
= 1101
Attached File Attachment Description Upload View
View Add New Allachments  Delals
File Attachment x
Help
Browse.. |
Upload Cancel
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9 From Step 2: Enter Line Bid Response

e Enter the Unit Bid Price for the Line ltem
e Click the Bid link of the Line ltem

Step 2: Enter Line Bid Responses

This event contains one or more individual ines that swait your bid response. Some of all ines may require yous bid in order for considaration by the Event
Adminisirator
Lines in This Event 1
Lines Responded To 1]

Your Total Line Pricing  0.0000 USD

*Bid Requred Line Comments.Fies
Lines
® Qq View A
Requested Your Bld “Your Unit Bid
Line Description Unit Quantity Quantity Price Mo Bid Your Total Bid Price
1 Event to Creata an RFP HR 10000 1.0000 0.0000 USD
Evant
Al any point i the bud FESPANSE PrOCESS YOU MY SEVE 8N in-progress. bid and resume completion at kater time When your bid respanse is compiate, submst for consideration
Submit Bid Save for Later Validate Entries

10 ¥ The Bid Link takes you to the Line Item page

¢ You can also enter Bid Price on the Your Unit Bid Price field
° Enter Comments or ﬂle attaChmentS in the ‘ View/Add Question Comments and Attachments ‘

e Click Sariiaes to take iou back to the Event Details paie
< Bid on Behalf of Line Details

Line Details

Save for Later Start Page Validate Entries

Line 1of 1
Line Details (%)

Line 1

O No Bid
Event to Greate an RFP tal Response Required  No

Category  Miscellaneous Services

View/Add Question Comments and Attachments

Unit of Measure Hour Your Unit Bid Price

Qty Requested 1.0000
Total Bid Price  0.0000 USD
Your Max Bid Quantity 1.0000
Reserve Price  No
Max Quantity 1.0000

~ Shipping Information
B Q 1-10f 1«

Ship Quantity ~ Due Date Ship To Location Ship Via Freight Terms

1.0000 04/2712020 CFWA View

¥ Item Specification

Save for Later Start Page Validate Entries

Line 1of 1
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11 e Click “ for Line Comments and Attachments
e Enter Comments in the Add New Comments field

e Click |- | to upload a file. File Attachment page appears. Click Browse to search file in your

documents folder then click |-==*#*| Enter an Attachment Description.
e To add new attachment, click the Add New Attachments link

e Click “®€ to take you back to the Event Details page

Line Comments and Attachments X
Help

EventID 0000000124 Line 1

Event to Create an RFP

Attachments

Add New Attachments
5 11.0f1 v

Attached File Attachment Description Upload View

'i.l'pl'b'é\d' View Add New Atftachments Delete

Comments

Add New Comments

File Attachment X
Help

Browse...

Upload Cancel

12 e Scroll down towards the bottom of the page
e Click the Events Comments and Attachments link

I Event Comments and Attachments |
At any point in the bid response process you may save an in-progress bid and resume completion at Later time. When your bid resp is complete, submit for
Submit Bid Save for Later Validate Entries
Return 1o Bidding Homepage

13 e The Event Package (PDF, XML), Attachments, Addendums, Comments/Announcements from AC Transit
are listed under the View Event Attachments
e To upload your entire File Proposal and Response to AC Transit, click the Upload button
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o0 Browse the file and Upload

e Enter an Attachment Description
e Click the Add New Attachments link for additional files to Upload
o Enter any Comments in the Add New Comments box
e Click the OK button
View Event Attachments (@
5 1-6 of 5[]
Attached File Attachment Description View
2020-10435_Public_Info_Educ_RFP_200318.pdf 2020-10435_Public_Info_Educ_RFP_200318 View
2020-10435_Public_Inlo_Educ_RFP_200318.xml Event Bid Package View
2020-10435_Public_Inte_Educ_RFP_200318.xml Event Bid Package View
2020-10435_Public_Info_Educ_RFP_200319.pd! Event Detalls View
2020-10435_Public_Info_Educ_RFP_200319.pd! Event Detalls View
Event Com and Attachment =
Add New Attachments (& "
= i-10f 1|v|
Arttached File Attachment Description Upload View
File_Attachment__-_Proposal_to_AC_Transil docx Proposal Response to AC Transid Upload View Delete:
Comments
View Event Comments (7 lot2iv| b M
Description Al E
The Alameda-Contra Costa Transit Destrict (the "District”) is requesting proposats from qualified firms 10 prowvsde public outreach consulting
sernces m suppor of the Distncl's plan o possibly place a revenue measure for voler approval m the 2020 general electon. The
sucoessful proposer will perform a Feasibility Assessment for such a measure, evaluating demographic trends among volers in the Destrict
and projected voler lumoul, workang wilh a pollster lo understand current voler percepbions and needs. I the such a revenue measure
proves feasible, the selected firm will [)Pwﬂnp and mﬁm a revenus measure for the ballol, determining the maost favorable type of
Develop and public and program, selecting and supenising graphic designers, media W
ouiblets and othesr vendoes associabend wlih such an oulresach efind. Prenare a seventy-frae (751 Winedd Ballod Oueshon and Pronace Onooinn

File Attachment X
Help

i Browse

Upload Cancel

Add New Comments @

OK Cancel
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. Save for La .
14 |, Click Mssssinienay 15 Save all entries
° CIle Validate Entries
e Click OK if No errors are found in your entries
. Submit Bid
. Cllck‘ e
Event Commenis and Attachments

At any pointin the bid response process you may Save an in-prograss bid and rasume completion at later ime. Whan your bid response 15 complete, submit for consideration

Submit Bid Save for Later Validate Entries

Return to Craate Bidder F

No errors found. (18058,313)

15 ¥ Bid Confirmation page appears

e Click the OK button

e Takes you back to the Bidding Home Page

e A softcopy of the entered Bid Response in the General Questions is sent to your registered email address

0 Attachments and files included in the Response are not included in the email

< Bid Menu Bid Confirmation

Bid Confirmation

Your bid has been successfully submitted

BidID 1 Bid Date  04/27/2020 12:23:54PM PDT
EventID 0000000127 AP: RFP-Event Online Response
Event Format Sell Event Round 1 Version 1
StartDate  04/27/2020 9:45AM PDT End Date Ohrs,10mins 53secs

Your Total Price  15,000.00 USD

< Bid Confirmation SCOTTS BARBER SHOP Bidding Home Page

Welcome, SCOTT'S BARBER SHOP
User. SCOTTS

SCOTT'S BARBER SHOP Bidding Home Page

Click here to access details and review your bids on Event: ENTO1 - 0000000127 AP: RFP-Event Online Response
Click here for other inquiries or other events
Click here for administrative items such as updates to your profile or categorizations
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Tue 4/28/2020 11:04 AM

N no-reply@actransit.org
Your bid has been received

To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Your_Bid.pdf
o | 18 KB

Bid Notification

This is a confirmation of your bid placed on a strategic sourcing event. See below for details.

Bid Details

Event ID: ENTO1 - 0000000124 Round 1 Version 2
Event Name: AP: RFP Event Response XML/Hard copy
Bid ID: 1

Date Posted: 04/28/20 11:03:13AM PDT

Review and bid on this event.

End of Procedure.
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