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1. Introduction

The Unified Government eProcurement Web Site was created to streamline the bidding
process and provide suppliers with the convenience of doing business with the Unified
Government (UG) in an online format.

In designing the eProcurement system, the UG wanted to:

e Make it extremely easy for suppliers to find and view bidding opportunities that
are of interest

e Allow suppliers to submit their bids using an intuitive web form rather than
requiring a time-consuming manually created bid sheet

e Help UG Buyers communicate with suppliers by allowing them to send group
emails to all those interested in a particular Procurement

e Automatically alert suppliers to changes to Procurements or Procurement
specifications

e Speed the Procurement Tabulation process so that Procurements may be
awarded more quickly

2. Contact Information

We appreciate your feedback and encourage questions. We are continually adding
features to the site and your feedback is an important part of our development process.

Please contact

Purchasing and Contract Compliance
Email: purchasing@wycokck.org
Phone: 913- 573-5440

3. Getting Started — Get Registered!

The UG has two registration forms for suppliers on the web site. The first form is very
short and gives immediate access to view Procurements. The second form is
somewhat longer and allows suppliers to apply to be an official UG Supplier. The
information required on this form allows your company to do business with the UG AND
be eligible to receive solicitations directly when they become available.

Web Site Registration
The Web Site Registration Form allows suppliers to create an account used to get

access to Procurements documents. It is also the account used to place online bids.
This form is located at:
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https://purchasing.wycokck.org/eProcurement/Bid RegForm.aspx

Supplier Registration

The Supplier Registration Form allows suppliers to officially apply to be a UG supplier.
Some of the benefits of registering include:

e Eligibility for doing business with the UG

e Register the commodity codes for the goods and/or services you provide

e Eligible to receive solicitations for bidding opportunities directly from UG buyers.

The Supplier Registration form is located at:

https://purchasing.wycokck.org/eProcurement/Reqgistration Form.aspx

If you haven’t logged into your web account already, you will be asked to do so before
being taken to the Supplier Registration form.

Additional Users
The system allows you to add additional users to your “roster”. This allows others in
your organization to download solicitation information (bid documents) and place/edit

bids on behalf of your organization.

An additional help document has been made to guide you through this process and
outline the benefits of this feature. It may be found here:

https://purchasing.wycokck.org/eProcurement/Supplier Registration Process.pdf

4. Viewing Open Procurements

The list of currently open Procurements is available by clicking on the Active Bids &
RFPs link on the left navigation bar.
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RSB @ titp//localhosta770/Bid_Download.aspx

KANSAS CiTyY

Eishare | IEIOE

Home >-Acﬁve Procurements and RFPs
Formal Bids & RFPs h’

Help Desk

How May We Assist
You

How Are We Doing.

Formal Bids & RFPs Document Download

To obtain a bid or RFP document, just click on the Bid Description listed below and follow instructions. You will be
asked to complete and submit a mandatory online bid registration form.

Glossary

FAQs To view a document online, just click on the document link. To save the document for later viewing, right-click on the e

Gt e Dot Brainess document link and select the "Save Target As..." option.

Loara R Ve Do You may revisit this page as often as you need to view the Pre-Bid and Pre-Proposal Conference Schedules or to
W = any itation Forms & h
‘Supplier Registration r
Poli Here are the definitions of the different letters that exist in every bid number for your convenience:
‘Ethics A
« C - Construction, over $50,000
Supplier Diversity + E - Emergency
e + S - Sole Source
ATEOKE S RS * Q - Informal, under $20,000
Bids & RFPs Search * R - Request For Proposal
Solicitation Forms & « T - Technology
;:‘E““n:“:; . * B - Bid, over $20,000
Shedute + X- Exempt
* | - Information
* N - Notice of Need A
-.P. Pioavhack

Figure 1. Active Procurements

The Active Procurement list shows the bid type, department(s), open and close dates
and a description. If you hover your mouse over the bid description, a more detailed bid
abstract will be displayed.

D = & || @ purchasing - Active Bids an..

eCatalog
Bid Tabulations ~
Supplier Database Search DATE ME B R N b
Site Map UYE! umber
Prain DEEARIMENT S nvm LEFT EMAIL of Hits -
Central Avenue & 18th a thouchins
e WPk Ak e Public Works 1/22/2015 | Closed Gasriees 67
City Consolidated Plan Community thouchins
Ro5077 (G Gmed S 2/13/2015 | Closed |2 0 |51
Leavenworth Rd 5
N25192 | Modernization: 63rd to Public Works 1/22/2015 | Closed téhouchm:. 67
R L0C g et bk ore
Place online bids! Update
7ouE prfis o passtort. e —
Parking Facility C Bldg an ouchins
B25251 | pepabilitation Logistics/Facilities | 1/28/2015 | Closed | g ooy org |48
Providing and Cleaning | po e and oo
B25289 |20 to 25 (or more) 4 2/18/2015 | Closed B 5)
Portable Handicap Toilets | R€Creation @wycokek.org 4
Upper Connor Creek &l
B25270 | Sewer Extension & Pump | Public Works 2/11/2015 | Closed |houchine | 5g
Station #68 Demolition @wycokck org % |
'4” ‘\
o
X 22:::;:‘;‘2:' & Contractly s Sharon Reed Phone Numbers
LOVIZ -
577 City Hall grﬂo amto 500 pirgctor Bl
710N. 7th Street  Monday - Friday ~ Email F: (913) 573-5444 r
Suite 649
Kansas City, KS
66101
VISITORS | | 1E
2014 Unified Government of Wyandotte County and Kansas City, Kansas, 701 N. 7th St., Kansas City,
WYCOKCK.ORG
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Figure 2. Active bid information

5. Searching for Procurements

You can search for Procurements that interest you by using the Procurements, RFP &
Tabulations Search Engine. From the left navigation, click on Bids & RFP Search.

=

Help Desk
How May We Assist
You
How Are We Doing
Glossary
FAQs

LB @ nttp://localhosti8770/Bid_Search.aspx P ~ & || @ purchasing - Procurement .. .

¥\¢ THSGS.

Home > Procurement Search

Procurement Search

NEW! Our site has changed! We are now accepting Online Bids on select Bids and RFPs. To support this, we
are requiring vendors to create a web site account with username and password. Click here for details!

Search for Bids, RFPs, Tabulations

Gride to Doing Business Status:
Learn How We Do
s Procurement Al v
‘Supplier Registration Category
Policies Procurement Al v
Ethics Method: |
Emptics B Procurement Al G
Bids & RFPs Type:
Active Bids & RFPs ol
, Keywords: [
Bids & RFPs Search
Solicitation Forms &
e [iSearch |
e G et A
Schedule L
Only the top 300 results will be displayed.
Search: Purchasing Site
eCatalog Search Results r
Bid Tabulations BID SCRIDTT TMENT DATE TIME  povep paan, Number
Supplier Database Search no.  BIDDE N pErAR Catogory Mothod | |5y et B of Hits
e Parking Facility C Bldg and Invitation to thouchins
Buyer Login 825251 |2 chabilitation Logistics/Facilities Bid 1/28/2015 |Closed | guyeopxorg |48
Upper Connor Creek Sewer -
825270 |Extension & Pump Station #68 | Public Works F ytatonto 1971172015 | Closed |gouenns |28
Demolition
Providing and Cleaning 20 to 25
Parks and Invitation to kreg
825289 | or more) Portable Handicap | pacreation F 81 2/18/2015 |Closed (goE% . o |5
Toilets
Central Avenue & 18th Street . Invitation to , thouchins
LR g public Works F o 1/22/2015 | Closed | gurcyen oo |67 v

Figure 3. Getting to th

e Search Engine.

When the Search Engine page is displayed you will have several options available to
help you find the procurements that interest you the most.

S oEN

e@ @ http:/feprochetawycokck.o

Related Links

Help Desk
How May We Assist You
How Are We Doing
Glossary
FAQs

Guide to Doing Business

Learn How We Do
Business

Supplier Registration
Policies
Ethics

Supplier Diversity

Bids & RFPs
Active Bids & RFPs
Bids & RFPs Search
Salicitation Forms &
Attachments
Pre-Bid Conference
Schedule

rg/eProcurement/Bid_Search.aspx P-c I @ Purchasing - Procurement ...

Eishare | IO

Home > Procurement Search

Procurement Search

NEW! Our site has changed! We are now accepting Online Bids on select Bids and RFPs. To support this, we
are requiring vendors to create a web site account with username and password. Click here for details!

Search for Bids, RFPs, Tabulations
Status: All v

Procurement Category: All v

Procurement Method:

Best Value Bid
Procurement Type: Cooperative Agreements
Emergency procurement
Keywords: Invitation to Bid bt
Request for Information -
Request for Proposal
Request for Qualification
Sole Source
Only the top 300 results will be displayed. r
v
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All of the search criteria fields are optional. However, if you leave everything blank you
will get back a list of the first 300 bids from the system. It's best to select at least one
filter.

Here are the search criteria fields to choose from:

Status — The Procurement Status says whether the bid is in progress or not. An Open
status means that the procument has not been awarded and that you may place a bid.
A Closed status means that the City is no longer accepting bids for this procurement.
Leaving the Status blank will return both open and closed procurements.

Procurement Category — The Procurement Category allows you to search on either
Formal or Informal Procurements. Formal Procurements are bids of over $20,000 in
value (over $50,000 for Construction type bids). Informal Procurements are bids of less
than $20,000. Formal Procurements tend to remain open for two to four weeks or
longer. Informal Procurements may only remain open for a few days. This is up to the
UG Buyer. If you leave this field blank, all Procurement categories will be returned.

Procurement Method — The Procurement Method indicates the method of procurement
the UG is using for each bid. Common procurement methods include Request for
Proposal or general Invitation to Bid.

Procurement Type — The Procurement Type is the type of bid being solicited.
Procurement Types include Supply, Construction, Professional Services, etc.

Keywords — The Keywords field allows you to search on particular keywords that
interest you, for example “Office Supplies”. The keywords search looks in the bid’'s
description, and department, and Procurement Number text fields for matching words.
If you know the Procurement Number of the bid you are interested in, you can go right
to it by simply entering the Procurement Number in the keywords field.

Tip: The most common search it to simply select the “Open” status and then click
Search. This will return all the currently option bids, both Formal and Informal.

5. Search Results

After clicking the Search button, the results of your search will be displayed.
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LI & nttp//localhost 5770/Bid_Search.aspx

L = C || @ purchasing - Procurement ...

‘ Supplier Diversity Procurement
|

Bids & RFPs Type: Al hA

Active Bids & RFPs

Keywords: [ ]
Bids & RFPs Search
Solicitation Forms &

s Search
Pre-Bid Conference

Schedule
Only the top 300 results will be displayed.
Search: Purchasing Site

eCatalog Search Results

Bid Tabulations BID DATE TIME Number
s No.  BIDDESCRIPTION DEPARTMENT Category Method ded Lery  BUYEREMAIL (Ve
Site Map Parking Facility i
i g Facility C 8ldg and Invitation to ; thouchins
Buyer Login B25251 |4 chabilitation Logistics/Facilities  |© Bid 1/28/2015 | Closed | gueopeporg |48
Upper Connor Creek Sewer .
5 : Invitation to thouchins
Suppline Sarvioes 825270 g?;:iﬁ:n& Pump Station #68 | Public Works F Bid 2/11/2015 |Closed | guecie o (28
Providing and Cleaning 20 to 25 .
: Parks and Invitation to ; kregan
@ ?m?:mnm 825289 | (or more) Portable Handicap Recreation F Bid 2/18/2015 | Closed | guooyors |5
online bidding. snd mare. Toilets
Central Avenue & 18th Street . Invitation to p thouchins
i N2s01| S0 e public Works F Bid 1/22/2015 |Closed |guris o |67
Place online bids! Update
your prafile or paseword. Leavenworth Rd Modernization: % Invitation to thouchins
N25192 | o Public Works F Bid 1/22/2015 | Closed | guxcos oo |67
City Consolidated Plan Community Request for . thouchins
R25272| ¢ neultant Development F Proposal | %/13/2015 |Closed | g org |51

Figure 5. Search Results

The results will list the Procurement Number, Description, Department, Due Date, Time
Left, and Buyer Email. You can click on the header row of the results table to sort the
list by that column. NOTE: If the Procurement type (sealed, proposal, informal) isn’t
specified then the tables will be broken down into each type and results sorted within

those tables.

The Description gives a brief summary of the nature of the procurement. For an
abstract of the bid, hover your mouse pointer over the Description. A small window will

pop up with additional information.

At this point you are not required to login. However, clicking on the bid’s description will
allow you to go to the Procurement Documents page. If you haven’t logged in yet, you

will be asked to do so at this time.
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£ = & || @ purchasing - Supplier Login

| CONTACTUS | HELP | DISGLAIMER | ACCESSIBLE | ADA NOTICE | EMPLOYEES TRANSLATE ~

b bing

Tuesday, May 12, 2015

Home > Supplier Login

NEW! Our site has changed! We are now accepting Online Bids on select Bids and RFPs. To support this, ‘B
we are requiring suppliers to create a web site account with username and password of your choice. This R
registration allows you to view bid documets and place bids online. It is not related to the Supplier
How May We Assist Registration Form that you previously submitted to become a City vendor.

You

Click here for details!

To view Open Bids, you must first register to obtain a user account. Never obtained a password in the past? No
problem, registration is fast and easy!

Email Address: | P
Password: |

Remember Email?

Figure 6. The Supplier Logon page

Remember, you must register for a Web Site Account (see section 3, above) before you
are able to view and download bid documents. This is a simple 2-minute or less
process.

If you have forgotten your password, you can click the link provided on the Logon page.
The system will automatically send your password to the email address on file for you.

6. The Procurement Documents Page - Viewing and Downloading
Procurement Documents

After logging in, you will be able to view all the documents associated with a particular
bid.

By clicking on the file name displayed on the right, you will be able to view and
download the file. In general, bid documents are in Adobe PDF format. To get the free
reader for PDF files, go to www.adobe.com.

Files available for download usually include a primary bid document, one or more
clarification letters, and other files included in the bid package by the Buyer. (This might
include additional specifications, photographs, diagrams, etc.)

Occasionally, a particular bid may not have any bid documents associated with it. (This
can happen for Informal bids). In this case, all the information is displayed on the Place
Bid page.
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If you decide that the opportunity is something your organization would like to bid on,
you may click on the Place Online Bid link, below the Procurement files listing.

Note: Some bids may not have an online bid option. This is at the discretion of the
Buyer. Our goal, however, is to have most bids available for online bidding.

7. Placing a Bid — The Supplier Home Page

After clicking on the Place Online Bid link below the Procurement Documents list, you
will be taken to the Supplier Home Page.

RSB & bitp://localhost:8770/Vendor/Vendor_ Home.aspx
T NT

—

.
Tuesday, May 12,2015
3 .

Kar
-

KANSAS CIiTyY

EiShare | IEIOE

Home > Supplier Home

— Welcome test user

lier Services

‘ Y Your Current and Past Bids

\'w’&hm.geonhnebds iom Procurement Number
(Edit Bid)

RID SEARCH Providing and Cleaning 20 to 25 (or more)
[Portable Handicap Toilets

Description (View Docs) Post Date Due Date Status

Not
Submitted

1/16/2015‘2/18/2015

A status of Submitted to City applies to bids you have completed and submitted to the UG. A status of Not
Submitted applies to bids you have created but not submitted to the UG. We urge you to either Submit or
Withdraw your bid prior to the Due Date of the bid.

Figure 7. The Supplier Home Page
This page allows you to manage your bids.

Suppliers can place bids on several Procurement Numbers at the same time. In fact,
you may even place multiple bids on the same Procurement Number! (This option is
described below).

New Bids

To place a NEW bid on the Procurement Number you just came from, click the first link
given on the page. In Figure 7, above, this is the area that states, “To place a new bid
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for bid number S24085, Place Bid”. This will create a new bid on this bid number,
regardless of whether you have already placed a bid for this number already. If you
wish to edit an existing bid, see below.

Why would you wish to create more than one bid for the same Procurement Number?
Sometimes you may wish to offer drastically different options to the Buyer for their
consideration. For example you may be able to get the exact parts required by a bid
from one of your distributors, for a particular price. But you are also able to get
equivalent (although not exactly the same part numbers) from another distributor, at
another price. Wishing to give the Buyer a chance to consider both options, you submit
two separate bids.

If you wish to place a new bid, but NOT on the currently selected Procurement Number
(in this example S24085), click the link to go back to the Procurement/RFP Search
Engine.

Edit Existing Bids

Existing Bids are displayed at the bottom of the page. As a convenience factor, you
are not required to do a final submission of your bid in one session. You may
save your bid in a partial state, and come back to it over the course of days, if desired.
In this case, your bid will be displayed with a “Pending” status.

Remember! You must click on the Final Submit button to enter your bid for
consideration. The status must be “Submitted”.

To edit the bid, click on the Procurement Number. If the Procurement Number is not a
link, this means that the bid has closed. You may edit your bid as much as you wish
until you perform the final submission (this will be described below).

You may also withdraw a bid (even a Finalized bid) up until the time of the Due Date of
the bid.

8. Placing a Bid — The Place Bid Page

Clicking on either the Place New Bid link or the Procurement Number link for an existing
bid, will take you to the Place Bid Page.

This page will walk you through the process of creating a bid to submit to the UG.

Page 11 of 20
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Procurement General Information

' PlaceBid P ~ & || & supplier Place Bid .

This will complete your bid.

Procurement Number B25289
Providing and Cleaning 20 to 25 (or more) Portable

Description Handicap Toilets
This bid is for the purchase, and delivery of Providing

Inbstract and Cleaning 20 to 25 (or more) Portable Handicap
Toilets, in accordance with the specifications, terms and
conditions specified in the solicitation.

Buyer Email kregan@wycokek org

Post Date/Time 1/16/2015 2:00:00 PM

(Close Date/Time 2/18/2015 8:45:00 AM
Pre-bid Conference |None
Pre-bid Date/Time

Pre-bid Conference
Location

(Scroll down)

Displaying Page 1, Bid Items 1 - 1

Procurement Iltems

If the City will accept an equivalent bid item, an extra line will be displayed allowing you to enter the description
and quantity of the proposed equivalent item.

Note: The Line Total coli will be d ically when you click the Save button, below.

Providing and Cleaning 20 to 25 (or more) Portable Handicap Toilets

Item e Unit of g Bt =

# Description laasing QuantityUnit Price  Line Total

1 Providing and Cleaning 20 to 25 (or more) Portable  ea 1 S $0.00
Handicap Toilets ] No Bid

[J No Charge

Figure 8. Procurement General Information

The first section of the Place Bid page displays the basic information about the bid,
including the description, brief abstract, the Buyer contact email address, post date, due
date, and pre-bid conference information, if applicable.

Procurement Iltems

The next section allows you to actually fill out your bid.
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@ hitp://localhost:8770/Vendor/endor_PlaceBid.aspx7id=N251918id=67592 O ~ © fl @ supplier Place Bid

Close Date/Time 1/22/2015 4:00:00 PM N
Pre-bid Conference |None
Pre-bid Date/Time

Pre-bid Conference
Location

(Scroll down) b

Displaying Page 1, Bid Iltems 1 - 1 |

Procurement ltems

If the City will accept an equivalent bid item, an extra line will be displayed allowing you to enter the description
and quantity of the proposed equivalent item.

Note: The Line Total column will be calculated automatically when you click the Save button, below.

Central Avenue & 18th Street Intersection

Item # Description Unit of Measure Quantity Unit Price Line Total P
1 Central Avenue & 18th Street Intersection  ea 1 $ $0.00 r’\
[J No Bid
[J No Charge

Group Total: $0.00

PAGE TOTAL: $0.00
TOTAL BID: $0.00

Displaying Page 1, Bid Items 1 -1

In addition to the electronic Procurement Form and the Official Signature Page, the Forms listed in Table 1
must be completed and submitted on or before the date and time the bid is due. You must complete the
required document(s) and save them to your computer or portable storage device. In order for your bid

Figure 9. The Procurement Items section

Procurement Items are displayed on the page, in order, grouped by categories, as set
up by the Buyer. The guantity requested is displayed for each item, along with the unit
of measure of the item required. Enter your bid for the unit price of the required item on
each line. You may or may not be required to bid on every line item. If you don’t want
to bid on an item, click the No Bid check box. If there is no charge for an item, leave
the price at $0.00 but also be sure to check the No Charge check box.

At any time, you may click the Save Bid To Edit Later button, located at the bottom of
the page. This will save your changes but keep the bid in a pending state. For your
security, UG Buyers DO NOT have any access to your bid while in a pending state.
They are only allowed to view Final bids. The security of the system protects your
pending bid information.

Make sure to click the Save button before closing your browser window. Also, it is
recommended that you save before leaving your computer for any length of time. Your
login session will time out after 60 minutes for security purposes. This will cause you to
lose any unsaved information.

Additional Forms
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This section lists the additional forms that the Buyer requires to be included with your

bid submission. These forms are specialized Microsoft Word documents that allow you
to fill out the form information and save it to your hard drive. Download the form by right
clicking on the form name and selecting the Save Target option. You can then select a
location on your hard drive to save the form.

@ nittp://localhost8770/Vendor/Vendor_PlaceBid.aspiid=N251918wid=67592 0O ~ & | @ Supplier Place Bid

In addition to the electronic Procurement Form and the Official Signature Page, the Forms listed in Table 1
must be completed and submitted on or before the date and time the bid is due. You must complete the
required document(s) and save them to your computer or portable storage device. In order for your bid
to be accepted you must upload the completed document(s) using the Document Upload section below.

Table 1
|Affidavit of Intended Utilization

|Agreement Form
Bid Bond Form

Table 2 may list other documents and/or forms that should be viewed/downloaded from the purchasing website,
but are not required to be submitted with the bid. Purchasing will specify which documents and/or forms be
completed and submitted by the successful bidder:

Table 2

IRS W9 Form
|Approved Supplier Diversity Ordinance

Foreign Corp and Resident Agent Forms

Document Upload:

Click the Browse button below to select the document from your local drive. Then click the Add Document
button to upload and attach the document to your online bid.

Browse... Add Document

Currently Uploaded D its:

‘ Remove Selected Attachments |

Select this button to save and edit your Procurement at a later date. If you forget to submit your bid
electronically, you will receive an e-mail reminder seventy-two (72) and forty-eight (48) hours prior to the closing

Figure 10. Optional and required additional forms

After you have retrieved a local copy of the form, you may open it and fill it out.

Document Upload

After you have filled out the form, you may upload the file using the Document Upload
section of the Place Bid page.
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Document Upload:

Click the Browse button below to select the document from your local drive. Then
click the Add Document button to upload and attach the document to your online
bid.

|[(Browse. ] Add Dacument

Currently Uploaded Documents:

| Remave Selected Attachments |

Figure 11. Document Upload

Click on the Browse button to display the Open File dialog box. Browse to the location
of your completed form and select it. Then select Open. The path and filename of the
form will appear in the text box shown in Figure 11, above.

Now click on the Add Document button. This will upload the document to the site and
attach it to your bid package submission.

At any time you may select a document and click the Remove Selected Attachments
button to delete the document you previously uploaded from the site. This is useful
when you want to re-upload a particular document.

Save, Submit, or Withdraw (Delete) Bid

The last section of the Place Bid page gives you save and delete options.

r/Vendor_PlaceBid.aspiid=N251916wid=67592 0 ~ & f| @ supplier Place Bid

Currently L D

Remove Selected Attachments . o

‘
Select this button to save and edit your Procurement at a later date. If you forget to submit your bid 'j
electronically, you will receive an e-mail reminder seventy-two (72) and forty-eight (48) hours prior to the closing Pl
date of the solicitation.

Save to Edit Later

Select this button to save your response and to submit it electronically. The next page will allow you to print your
Procurement Form.
Submit Bid

Select this button to WITHDRAW your bid. This will delete any information you have already entered.

Withdraw Bid b

Procurement & Contract

= Hours Sharon Reed Phone Numbers
Compliance
8:00 am to 5:00 P: (913) 573- -
City Hall pm Director 5440
710 N. 7th Street Monday - Friday ~ Email F- (913) 573-5444
Suite 649 r

Kansas City, KS
66101

DYMEN
KS 66101, 913-573-5000

WYCOKCK.ORG
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Figure 12. Save, Submit, or Withdraw bid

As previously described, the Save Bid to Edit Later button allows you to save your work
without formally submitting the bid to the City. You may return and edit the bid as much
as you wish.

When you are finished editing your bid, you may click the Submit Bid to the City button.
This will START the formal submission process. You will be given a chance to review
your bid in its entirety before completing the submission.

The last button allows you to withdraw (or delete) your bid. You may withdraw both
Pending and Final bids, as long as it is before the bid’s Due Date.

Note: Bids that are Pending at the time of the bid’s Due Date are ignored by the

system. You must click the Submit Bid to formally submit your bid for
consideration. Only Final bids may be awarded contracts.

9. Submitting Your Bid

When you are finished editing your bid and uploading document attachments, you may
click the Submit Bid to the City button as shown in Figure 12.

You will be taken to the Bid Confirmation Page, which will display your entire bid one
last time for your review.
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KANSAS CITY
CK a7z i

e A%
ey~ - o
= AT IS

'E3Share | REOIE

" Home > Supplier Home > Bid Submission Confirmation

~ Procurement Submission Confirmation

Supplier Services

‘ Your Procurement was successfully submitted. Print your official Bid Form and signature page by clicking on

the link below.
( ¢z Print Now ' _'

Official Bid Form and Signature Page T

SUPPLIER HOME
View/Mansge online bids

(Page will pop up -- click Print in your browser)

COMPANY INFO . Return to the Purchasing Home Page

Update Your Company
Profile

rE.ﬂLOGOW
Figure 13. Bid Confirmation Page

Click on the Print Now button to view the official bid form.
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@:' @ & http://ocalhost 8770/

Eile Edit View Favorites Tools Help

Bid Form o

/Vendor/Vendor BidReceipt.aspxlid=C24915&mode= O ~ & (& Official Procurement Form

Plzsse retumn this Procurement Form slong with any required documentation (sa= below) ta the Officz of the Ciy Secratary by the bid's due date and tme

Procurement General Information

C24915
Bi Installation and Maintznance Services for 3 New Fueling Station
wardee(s) to provide al labor, maserials, squipment, tools, permits,
abetract ortation necessary to fumish. install and provide maintenance for a new
mEEE rdance with the scope of services'work, terms and conditiens specified in the
Buyer Email zrturo Jopez@houstontc gov
Post Date/Time 2/28/2014 12:00:00 AM
Close Date/Tims §727/2014 12:00:00 AM

Procurement ltems

Bid Group No. 1 - Turn-Key Line ltem Total Total for Installation and First-Year Maintenance Service

tem Material . ] N )
e on  Description Unit of Measure Quantity Unit Price Line Total
T Cantractor shall oe required to provids fum-ke nd installstion o 3 12,000 gallen svistion s=-ssrve fusling systsm for the Houston Arzen LS 1 000 50.00
System 2t Zngron Arcan, locsted 3t 511 Ellngis
dravings, hersin. The lumg sum 5. shall mcluds
2 Siciantn Mantenance Sarvie After Instaiation: EA 1 000 s0.00
Group Torl $0.00
Bid Group No_3 - Year Two - Annual Inspestion and Maintenance
— B Description Unit of Measure Quantity Unit Price Line Tatal
#  Description
1 EA 2 000 50.00
2 EA 1 o 5000
3 EA oo
" EA o
5 EA 000
B o1 Suppen (AT Technologiss) EA 000
7 rienance raair s 000
roubleshosting Inclures routine maintenance snd minor repsirs as requested by HAS Major mechsnicsl or siectricsl silures (=31 000 cost) wil b
hancled by HAS.
Group Torl $0.00
Eid Group No. 3 - Year Three - Annual Inspection and Maintsnance
= ';:::‘;'hn“ Description Unit of Measure Quantity Unit Price
1 EA 2 000 50.00
2 EA 1 000 s0.00
3 EA 000 s0.00 v
4 EA 000 50.00

Figure 14. The Bid Form

Here you will see your bid in a non-editable format. This is exactly how buyers will see
your bid after the bidding period closes.

Legal Information Regarding Online Bidding

When you submit a bid to the UG, you are signing a contact. Therefore you must have
the ability to bind your organization or company to a contact. Usually this includes
company owners, partners, or officers.

By UG ordinance, for Informal Procurements (under $20,000 value) your electronic
signature is equivalent to an ink signature. No additional signature is required beyond
the online bid.
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Formal bids (over $20,000), however, still require a signed Bid Sheet to be delivered to
the Office of the City Clerk by the due date of the bid. The web site makes this process
very simple. After the submission you will be able to print your bid sheet. (See below).

At any time before the bidding period closes, you may edit or withdraw your bid.
However, after the bidding period closes, you will no longer have access to your bid.

Returning to Edit or View Your Bid

At any time prior to the bid closing date, you may return to edit or view your bid. To do
this, simply

1. Click on the Supplier Login (bottom left of the navigation bar)
2. Enter your email address and password.
3. Click Login.

This will return you to the Supplier Home Page.
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@ hittp:/flocalhost:8770/VendorMendor_Horne.aspx

P~C & Purchasing - Supplier Home > | !
ACT T fﬁﬁcmlmmummcnmom » TRANSLATE
b bing

T

Tuesday,

~

KANSAS CITY

CK azsias

EiShare | FICIEIE

Home > Supplier Home

Welcome test user
Supplier Services

Your Current and Past Bids

Procurement Number |

g ltem # (Edit Bid) Description (View Docs) Post Date Due Date Status B

BID SEARCH Providing and Cleaning 20 to 25 (or more) Not
__— ! penty Portable Handicap Toilets a0 iy Submitted
] Upper Connor Creek Sewer Extension & Not \
pdace Tou Profle and . il Pump Station #68 Demolition YRRt a0l Submitted ?
= 3 [N25191 Central Avenue & 18th Street Intersection |12/11/2014/1/22/2015/Submitted

COMPANY INFO
Update Your Company
Profile

' Lodour A status of Submitted to City applies to bids you have completed and submitted to the UG. A status of Not
Submitted applies to bids you have created but not submitted to the UG. We urge you to either Submit or
Withdraw your bid prior to the Due Date of the bid.

Figure 15. Supplier Home page

You will see your bid in the list of current bids. By clicking on the Procurement Number,
you will be able to view and edit your bid.

As shown in Figure 15, the status for the supplier’s bid for Procurement Number
S20791 is Final. This means that when the bidding period closes, the bid will go to the
UG Buyers.

Note: Make sure that the status of your bid is Final. Otherwise, when the bidding
period closes, Buyers will not see your bid. You make your bid final by clicking the
Submit Bid to the City button on the Place/Edit Bid page.
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