A= Uploading Proposals for Submission

Supplier Portal Training Quick Reference Guide

Task: Respond to a Bid and Solicitation by uploading an XML file and submitting the response Online

Bidder: ® Bidder receives an email for an Event
e A Bidder receives an Event Invitation Notification. The email may contain the PDF file, XML file
and all associated file attachments of an Event

Mon 4/27/2020 12:59 PM
N no-reply@actransit.org
Event Invitation Notification

To

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

AP_RFP_Create_an_Event Test Train.pdf _ % AP_RFP Create an_Event Test Trainxml _ m— File Attachment 1.docx
e | 15 KB 71 KB mE 12 KB

Event Invitation

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

Event Overview

Event Name: AP: RFP Create an Event Test/Train
Description:

Event Details

Event Id: ENT01-0000000124 Round 1 Version 1
Event Starts: 04/22/2020 11:14AM PDT

Event Ends: 04/22/2020 4:14PM PDT

Header Attachments: File_Attachment_1.docx,
Line Attact None

Review and bid on this event.

Step \ Instructions

1 ¥ To submit response via XML, click the file and save all attachments in your documents folder
Click Event URL Review and bid on this event.

Save All Attachments X

Attachments:

AP__RFP_Create_an_Event_Test_1

AP__RFP_Create_an_Event_Test_1
File_Attachment_1.docx Close

2 B Open MS Excel
e Navigate to your documents file folder then click the XML file to open
e Click the Enable Editing box

Name

@ AP__RFP_Create_an_Event_Test_Train.pdf
| (xE] AP__RFP_Create_an_Event_Test_Train.xml
W File_Attachment_1.docx
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Step \ Instructions

Al < Jr

(D PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | ! Enable Editing | |

.PeopIeSoft Strategic Sourcing

Event Details

EventID Format Type Round Version Bidder:

ENT01-0000000124 Sell RFx 1 1

Event Name

AP: RFP Create an Event Test/Train

Start Time Finish Time Submit To:

04/22/2020 11:14 AM PST 04/22/2020 04:14 PM PST

Event Currency: US Doallar

Bids Allowed in Other Currency: No
Contact:
Phone:
Email:

Cloverbrook Office Supplies
1600 Franklin

QOakland, CA 94612

United States

AC Transit

10626 E 14th Street
Qakland, CA 94603

United States

Michael Daly
510/891-5469

vperez@actransit.org

3 .

On the General Details tab, answer all General Questions with Bid Factor Response Required: Yes
e Enter each Response for each question in the Response and Response Comments box

PeopleSoft Strategic Sourcing

Event Details

Event Description

General Questions

Event ID Format Type Round Version Bidder: Cloverbrook Office Supplies
ENT01-0000000124 Sell RFx 1 1 1600 Franklin
Event Name Oakland, CA 94612
AP RFP Create an Event Test/Train United States
Start Time Finish Time Submit To: AC Transit
0472272020 11:14 AM PST 04/22/2020 04:14 PM PST 10626 E 14th Street
Event Currency: Us Dollar Oakland, CA 94603
Bids Allowed in Other Currency: Mo United States

Contact: Michael Daly

Phone: 510/881-5469

Email: vperez@actransit.org

Question

Uom Best Worst

Response:

Experience, Qualifications and Expertise

Bid Factor Response Required: Yes

|deal Response Required: No

i

Ready

General Details | Line Details | Terms & Conditions | (¥

4 e Go to the Line Details tab

e SelectYes/Noltem!| -

General Details

forms & Conitors |

~_ I next to the No Bid box
o Enter the Price Per ltem in the Response box (Repeat these steps for Events with multiple line items)
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Step \ Instructio

Line Details
NoBid || |
Line: 1 ltem ID: Line Quantity: 1 UOM: HR Quantity:
Bid Required: No Reserve Price: No
Description: Event to Create an RFP
The requested quantity is required. You cannot change the quantity for this line.
|Prir.e Details Best Worst Response:

Price Per ltem

|Quantity Details Requested
Minimum Quantity: 0
Maximum Quantity: 1

5 e Read the terms and conditions in the Terms and Conditions tab| General Details | Line Details [ Tetms & Conditions ]|

Event Details

PeopleSoft Strategic Sourcing

Event ID Format Type Round Version Biddear: Cloverbrook Office Supplies
ENTO1-0000000124 Sell RFx 1 1 | 1600 Frankiin
Event Name Dakland, CA 94612
AP RFP Create an Event TesUTran United States
Start Time Finish Time | Submit Te:  AC Transit
04r22/2020 1114 AM PST 0472272020 0414 PM PST | 10626 E 14th Streat
Event Currency: US Dofar Oakland, CA 84603
Bids Allowed in Other Currency: Ma United States
Contact: Michael Daly
Phone: 5108915469

Email: vperez@actransit.org

Terms & Conditions

1. Terms & Condtions
Statement of Copyright and Cwnership, Trademarks and Disclaimes

Copynght
All content on the AC Transit Web site hitp:/i'www actransit org including tead, graphics, logos, button icons, databases and images, is the property of AC Transit or its content suppliers and is protected by copynght

laws The collection, arrangement and assembly of all content on this site is the exclusive property of AC Transit and is protected by copyright laws. Content on this site may be uSed as a resource only. Any ofher
use, including the reproduction, modification, distribution, transmission, republcation, display or performance is strictly prohibited

6 e Save the document from File, Save As, enter a file name and click Save
e Click Yes to the Microsoft Excel pop-up message
File | [=> Documents > APEREZ > PS StratSrcing > PS SS Testing Results > XML > 124b
Save AP_RFP_Create_an_Event_lest_Train_REPLY
XML Spreadsheet 2003 (*.xml) - E Save
SRS More opt

Microsoft Excel X

“ Some features in your workbook might be lost if you save it as XML Spreadsheet 2003.

Do you want to keep using that format?

| No Help
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Step \ Instructions

7 e Go back to your Inbox and navigate to the Event Invitation Notification
Click the Event URL Review and bid on this event.

Mon 4/27/2020 12:59 PM
N no-reply@

Event Invitation Notification

ctransit.org

To

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

AP_RFP Create an_Event Test Trainpdf _ | AP_RFP Create_an_Event Test Trainxml _ p— File Attachment_1.docx
w ] 15KB | TOKB mE 12 KB

Event Invitation

Dear Invited Bidder,
You have been invited to parlicipale in a strategic sourcing event. Review this information and use the URL below to bid on this event.

Event Overview

Event Name: AP: RFP Create an Event Test/Train
Description:

|[Event Details

Eventid: ENT01-0000000124 Round 1 Version 1
Event Starts: 04/22/2020 11:14AM POT

Event Ends: 04/22/2020 4:14PM FDT

Header Attach its: File_Aftach t_1.docx,
Line Attachments: None

Review and bid on this event, |

8 ™ Takes you to PeopleSoft Sign-on page
o Enter User ID and Password and click

< a Language

English W
Sign

9 ™ Takes you to the Bidding Home Page

C"Ck | Click here to place a bid on Event: ENT01 - 0000000124 AP: RFP Event Response XML/Hard copy |

Cloverbrook Office Supplies Bidding Home Page

Welcome, Cloverbrook Office Supplies
User: Claver

Cloverbrook Office Supplies Bidding Home Page

| Click here to place a bid an Event: ENTO1 - 0000000124 AP: RFP Event Response XML/Hard copy
Click here to access detalls on Event; ENTDT - B000000124 AP: RFP Event Responsa XMLHard copy
Cilck here for other inquines or ather events
Gilek here for administrative items such as updates to your profils or categorizations
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e Click Validate Entries button and ensure there are No Errors Found in the uploaded file, then click OK

4 Bid Upload Event Details ® ™ :
sonalize Page | &

ven
Event Round 1 Bid Currency USD

Event Version 2
Event Start Date  04/28/2020 6:30AM POT

D020 03.00 FM POT
Event End Date %

Description:

No errors found. (18058,313)

Event Details
Submit Bid Save for Later
EventMame AP: RFP Event Response XML/Hard copy Bk
Event D ENTO1-0000000124 Bidio 1
Event FormalType  Seil Event RFx Bid Date

Instructions

US Dollar

10 e Select and click the Upload bid via Excel\XML link
« Click
Click here to place a bid on Event: ENT01 - 0000000124 AP: RFP Event Response XML/Hard copy
Bidding Choices:
Bid using online entry
[ Upload bid via Excel XML |
Download bid package and other associated files
Select this choice if you need the PDF or Excel version of the event.
Upload Bid \-S_fpljﬂlJl:ll:_ Cloverbrook Office
User: Clover
EventID ENTO1-0000000124 Format Buy Type RFx
Round 1 Version 2
Event Name AP: RFP Event Response XMLHard copy
Start Date  04/28/2020 6:30AM PDT End Date  04/29/2020 3:00PM POT
Select XML File Return ta Bidding Homepage
'Fo_\inlfuda
11 8 File Attachment page appears
e Click Browse to select the XML file with the response from your documents folder and click Upload
File Attachment x
= @ AP_RFP_Create_an_Event_Test_Train.pdf
e
@ AP_RFP_Create_an_Event_Test_Trainxml
C:WUsersipersz\Documents\APERE] Browse... | | @ AP_RFP Create an Event Test Train REPLY.xml
Upload | Cancel W5 File_Attachment_1.docx
12 W Takes you to the Event Details page appears
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From Step 1: Answer General Event Questions

¢ Review each of the General Event Questions and the Responses

Step 1: Answer General Event Questions

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

General Event Questions
Required Questions

Questions Responsed To

[
[
[

Hide Event Questions

Event Questions

+ Bid Required *Ideal Response Required

Previo - Next

General Questions Questi 10f6/¥] Questions

®

Experience, Qualifications and Expertise

R Highly Ji 4= Add Comments or Attachments
esponse || Highly experlence

14

- Additional Response for Every Question

e Click Add Comments or Attachments |ink to each to confirm responses are uploaded
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

* File Attachment page appears, click Browse to search and select the file and click = Uplad
= To add more attachments, click the Add New Attachments link

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

Question Comments and Attachments x

Help

Business Unit  ENTO1 Event ID 0000000124

. Quali and Experti

Attachments
Add New Attachments
= 11l 1v]

Attached File Attachment Description Upload View
| Upload | View Add Mew Aftachments  Delete

Comments

Add New Comments

™

Over 30 years of experience in the industry

Add New Attachmants File Attachment x

= 110l Help

Attachment Description Upload View Browse..

Attached File

Add Naw Attachmaents Dnlote Upload Cancel
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15 From Step 2: Answer General Event Questions
e Click to uncheck the No Bid checkbox
Step 2: Enter Line Bid Responses
This _e\_vgm contains one or more individual lines that await your bid response. Some of all lines may require your bid in order for consideration by the Event
Administiater. Lines in This Event 1
Lines Responded To 1
Your Total Line Pricing 0.0000 USD
Hide Line Detal
*Bid Required Line Comments/Files
Lines
5 Q 1-1 0f 1[v] View Al
Line Deseription unit ::‘:‘r'.;’;:“d ;:‘:l::; Tourtnxe NoBid  Your Total Bid Price
1 Event to Create an RFF HiR 1.0000 - 0.0000 USD Bid
1 6 Your Unit Bid
Price
e Your Unit Bid Price field becomes available, a unit bid price :I for the Line Item
Bid
e Click the Bid link of the Line ltem
Lines
H Q 1-1o01[v] View All
Line Description Unit g:‘;::;;“ ;:‘;:1::;’ ::z;“"“ Bid No Bid Your Total Bid Price
1 Ewvent to Create an RFP HR 1.0000 : 0.0000 USD
Lines
B Q 1-1at1)v] View Al
Line Description Unit ::‘::fi';‘ym’ ;x'n::;' :ﬂ:;u““ Birl No Bid Your Total Bid Price
1 Ewvent to Create an RFP HR 1.0000 0.0000 USD
17 8 The Bid Link takes you to the Line ltem page
e You can also enter Bid Price in the Your Unit Bid Price field (if it is not yet entered)
. . . View/Add Question Comments and Attachments ‘
e Click to enter Comments or file attachments in the ‘
. Validate Entrie
e Click oot to make sure there are no errors found
e Click sweforlaler to save entries
. Start P .
e Click = to take you back to the Event Details page
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¢ Bid Upload Line Details

Line Details
Save for Later Start Page Validate Entries

Line 1of 1

Line Details ()

Line ! , _ 1 No Bid
Eventto Create an RFP L Response Required  No
Category Miscellaneous Services
I View/Add Question Comments and Attachments I
Exact request quanity required
Unit of Measure  Hour Your Unit Bid Price

Qty Requested 1.0000
Your Max Bid Quantity

Total Bid Price  0.0000 USD
Reserve Price  No

Max Quanfity 1.0000
¥ Shipping Information
B Q +10f1[v]
Ship Quantity  Due Date Ship To Location Ship Via Freight Terms
1.0000 04/27/2020 CFWA View

» Item Specification

18 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

Lines

5 Q 1-10f 1) Wiew All

f A o uested Your Bid ‘Your Unit Bid " id Pri
Line Description Unit g“.g it Guantit Price Mo Bid Your Total Bid Price

1 Event o Create an RFP HR 10000 O 0.0000 LISD Bid E
Line Comments and Attachments X
Hes
EventiD 0000000124 Line 1

Evonl 1o Croate an RFP
Attachments
Add New Attachments

T 11001
Attached File Attachment Description Upload View

Upload View Add Mew Altachmonts  Dabsla

Comments

Add New Comments

&
File Attachment %
Halp
Browse.
OK Cancel Upload Cancel
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™ Takes you back at the Event Details page

. Save for Later .
Click * to Save all entries

< Bid Upload Event Details

s Welcome, Cleverbrock Office Supplies
Event Details User Clover

Submit Bid Save for Later Validate Entries

Event Name AP RFP Evenl Response XML/Hard copy Bickting Instructions.

EventiD ENTO-0000000124 BidID 1
Event FormatiType  Sell Event HFx Bid Date
Event Round 1
Bid Curreney  USD |5 Dollar
Event Version 2
Event Start Date  04/28/2020 6:30AM POT

Event End Date  D4/292020 03 00 £ BOT

Hick: Ackdibionial Event Info

20

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

[ Event Comments and Aftachments |

At any point in the bid response process you may save an in-progress bid and resume completion at later time, When your bid response is complete, submit for consideration.

Submit Bid Save for Later Validate Entries

Retum to Bidding Homepage

21

The Event Package (PDF, XML), Attachments, Addendums, Comments/Announcements from AC Transit
are listed under the View Event Attachments
To upload your entire File Proposal and Response to AC Transit, click the Upload button
o0 Browse the file and Upload
Enter an Attachment Description
Click the Add New Attachments link for additional files to Upload
Enter any Comments in the Add New Comments box
Click the OK button

View Event Attachments (3

= 1-5.0f 5wv|
Attached File Attachment Description View
2020-10435_Public_Info_Educ_RFP_200318.pdl 2020-10435_Public_Info_Educ_RFP_200319 View
2020-10435_Public_Info_Educ_RFP_200318.xm| Event Bid Package View
2020-10435_Public_Info_Educ_RFP_200319.xml Event Bid Package View
2020-10435_Public_Info_Educ_RFP_200319.pdf Event Detalls View
2020-10435_Public_Info_Educ_RFP_200319.pdl Event Details View
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Event Com and Attachment =
Add New Attachments (& "
= 1-1 0l v
Arttached File Attachment Description Upload View
File_Attachment__-_Proposal_to_AC_Transil docx Proposal Response to AC Transid Upload View Hudd New Allachments | Delele
Comments
View Event Comments (7 lot2iv| b M
Description Al E
The Alameda.Contra Costa Transit District (the “District”) is requesting proposals from qualified firms to provide 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 Develop and refine a revenus measure for the ballot, detarmining the most favorable type of
Develop and a public ion and program, selecting and supenising graphic designers, media W
ouiblets and othesr vendoes assncabed wath such an outresach effod. Prenane a sesenty-frae (751 Wioned Ballot Cuoeshon and Pronades Onaoonn

File Attachment X
Help

| Browse....

Upload Cancel

Add New Comments @

OK Cancel

22 | B8 Takes you back to the Event Details page

. Save for La .
Click o BRIt {6 Save all entries

CI|Ck Validate Entries

e Click OK if No errors are found in your entries

Submit Bid

o Click‘

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 ta Creale Bidder Responss

No errors found. (18058,313)
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. Wslo Cloverbrook Offic
Event Details User €
Submit Bid Save for Later
EventMame AP RFP Event Response XMLHard copy Ehddig Insiuciions
EventID ENTOI-0000000124 BidID 1
Event Format/Type  Sell Evenl RFx Bid Date
Event R d 1
vent Roun Bid Currency  USD s pollar

Event Viersion 2

Event Start Date 04282020 6:30AM POT

Event End Date 04797020 03:00 P POT

Hide Additional Event lnfo

23

¥ Bid Confirmation page appears

e Click OK

Bid Confirmation

Your bid has been successfully submitted.
BidID 1
EventID 0000000124 AP: RFP Event Response XML/Hard copy
Round 1 Version 2

Bid Date 04/28/2020 11:03:13AM PDT

Event Format Sell Event

Start Date  04/28/2020 6:30AM PDT End Date 04/29/2020 03:00 PM PDT

Your Total Price  16,000.00 USD
OK

™ Takes you back to the Bidding Home Page

< Bid Confirmation

Welcome, SCOTT'S BARBER SHOP
User: SCOTTS

SCOTT'S BARBER SHOP Bidding Home Page

) Click here o access detals and review your bids on Event: ENTO1 - 0000000127 AP: RFP-Event Online Response

nuines of othes

Click here for othy
your profile or calegonzations

Click here for admanisirative items such as upda

< Bid Upload Event Details
s

Validate Entries

SCOTTS BARBER SHOP Bidding Home Page

A softcopy of the entered Bid Response is sent to your registered Email address

N no-rep

Your bid has been received

ransit.org

(]

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

Your_Bid.pdf ~
ot

End of Procedure.
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