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CHECKLIST (Sequence of Events)

Download RFB information and all attachments for your review (see
pages 5-8). Review any RFB attachments/comments which maybe
attached at the header level and/or the line item level.

Communicate using the Discussion Forum. This is an optional way
to communicate back and forth with the event manager at the Port
Authority (see pages 8-14).

Accept or decline the RFB invitation. This is not a requirement or
commitment for your organization. It merely indicates to the event
manager at the Port Authority your general intentions (see pages 14-
16). It is recommended you do accept the invitation to ensure that
your company is included in any future event correspondence.

Enter all Bid Responses by answering event questions and line bid
responses for the RFB before the specified due date and time. Be
sure to include all attachments required (see STEP 3).

Submit your bid before the specified due date and time (see pages
20-21).
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MANAGING RFB EVENTS

Introduction

The Strategic Sourcing System (ebusiness) is an electronic system which enables the
Port Authority of Allegheny County to determine the type of buying event, who will
participate and what information will be solicited from bidders.

Understanding the Strategic Sourcing System (ebusiness)

With this system, the Port Authority will be able to streamline its RFB (Request-For-Bid)
process by formulating requirements, selecting and inviting bidders, receiving bids,
analyzing results, negotiating terms and awarding contracts electronically.

As a bidder, your company will have the ability to access the events for which you were
specifically invited and decide how to respond. You can also search public events for
other possible opportunities. As a bidder, your company will also be notified in real-
time with any terms and condition updates or new requirement by issuing an
amendment.

This section discusses how bidders:
e View events and place bids.
e Communicating with buyers using the discussion forums.
e Enter bid responses.
o Enter a bid during preview period.
e Save a bid.
e Update a bid.
e Cancel a bid.

5/4/10 Page 4 of 27




Strategic Sourcing System Document Port
Authority

Be sure to complete the Bidder Registration process (see Bidder Registration
Instructions) before you begin.

STEP 1 — View Events to Bid:

1.1 Reviewing a Strategic Sourcing Event Invitation

Once you have been invited to participate in a Strategic Sourcing event, you will receive
an email similar to what is shown below. You can review the event details by either
using the Review and bid on this event hyperlink on the email or by logging into the
Strategic Sourcing System (ebusiness) with the Login Link (URL) as described in step
1.2 Log in Using URL below. If you were not invited to a Public event, you will be able
to review and bid on these events.

1. The event invitation email will include an attached document which contains the
event details. You will need to have the Adobe software installed on your
computer to open.

2. Click on the Review and bid on this event hyperlink to open the Strategic
Sourcing System login page directly.

3. You may also click on the Discuss this event in a dedicated forum hyperlink to
review and add comments and/or attachments for this event.

Fram: MMarcone@PortAuthority, org Sent: Thu 2j7/2008 2:43 PM
To: Marcone, Mary
e

Subject:  Ewent Inwitation Mokification

attachments: ) can_opener.pdf (9 KE) ¢

Event Invitation

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

Event Name: Can Opener
Description: Testing a can opener RFF

Event Details

Event ld: OFPERN-RFP-08-A Round 1 Version 1
Ewvent Starts: 02/07/2008 2.29PM EST

Event Ends: 02/07/2008 3:29PM EST

Header Attachments: MNone

Line Attachments: Mone

Event URL .
Eeview and bid an this event. 2

To discuss event RFP-08-Awith other invited hidders, orthose hosting this event, uze the URL below:. This forum thread is dedicated to
the discussion of event RFP-08-A.

Discuss this event in & dedicated forumm. ¢ 3
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Strategic Sourcing System login page

You must first log into the Strategic Sourcing System (ebusiness) with the User ID &
Password created during the Bidder Registration process. Skip to step 1.3 Searching
For RFB Sourcing Events.

1.2 eBusiness Log in

Login Link (URL) Login User ID

s
To log into eBusiness, click on the blue Enter User ID & Password
ebusiness logo which is located on the top | created during the Bidder
left corner of the Port Authority website Registration process.
(www.portauthority.org).

-or- use the below URL:
http://ebusiness.portauthority.org

Note. If your password is not known, log in with the default User ID (BIDDER) and Password
2 lforgot my password
Click here to reset your passward

(BIDDER1) then click on the hyperlink. The system will reset your
password and email you the new password. See the Resetting Passwords section in the Bidder
Registration Instructions documentation.
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Hew Bidder Help
User ID: || Ifyou want to register as a Bidder, sign in as:
Password: | Lser D BIDDER
Fassword: BIDDERA1

Then click on the link: "Regqister as a Sourcing
Bidder"

[fyou have already registered as a Bidder,
please use the User ID and Password you have
received through the Registration Approval
ermail.

Bidder Rengistration Instructions (PDFY

1.3 Searching for RFB Sourcing Events:

To View events-from the Menu Section, click on Manage Events and Place Bids->View
Events and Place Bids

Search: New window | Help | Customize Page | &,

®

[~ Manage Events and Flace View Events and Place Bids
;]

Enter search criteria to locate an event for viewing or placing bids

My Event Ac ~ Search Criteria
— Maintain My User Contact } 'ﬁ
— My Categorizations Use Saved Search:
— Distussion Farums
> Reporting Tools . ’7 i Results Should Include:
— View Terms & Conditions bvartin; | I” Sell Event
E _q_\;ﬁhasn;em Fieul;‘seword Event Name: ‘ [¥ Purchase Event
— by System Profle
— My Dictionary Event Type: e I¥ Request For Information
Event Status: 54
[ Include Declined Invitations?
—Iaearch _Iclear Manacge Saved Searches Save Search Criteria  Advanced Search Criteria

Search Results
Mo event met your search criteria. Please change your search criteria and try again

View Events and Place Bids Page
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1. Select the Sell Event only

| Results Should Include:

FventID: | » [ Sell Event

Event Name: | 1 —» [ Purchase Event

Event Type: | =] > O Request For Information
Event Status: | =l

¥ Include Declined Invitations?

2. Click on the Advanced Search Criteria hyperlink

4 ESearch | Clear I

Manage Saved Searches Save Search Criteria  Advanced Search Criteria4—— 2

3. Delete the End Date From field which is defaulted to today’s date
4. Click on the Search button to begin search OR
5. To narrow the search, Enter search criteria using any of the other fields

ltem Description: |

Category Description: |
Start Date; From: Eﬂ Through: Eﬂ
y End Date: From:  |nzisr2008 e Through{ 3 El

Search Results First E 1-2 of 2 |E| Last

Event 10 Event Hame Format |Type End Date

OPERM-RFP 08-02 T Software Consulting Seall RFx Event Cornpleted Discuss

OPERM-RFP-08-01 TestRFP % Sell RFx% Event Completed Discuss
OPERM-EFF-08-%  Can Opener Sell RFx Event Cormpleted Discuss

\6 7/

Search Results

6. Click Event ID link to access the Event Details page
7. Click Discuss link to access the Event Discussion page

STEP 2 - Communicating with Buyers using the Discussion Forums:

Bidders can use discussion forums to communicate with the event manager at Port
Authority of Allegheny County.

2.1 Event Forum
1. You can enter the event forum in a few different ways:
e By clicking on the Discuss link from the View Events and Place Bids Page
(see Step 1.3 # 7).

e From the Menu Section, click on Manage Events and Place Bids->My Event
Activity, open an event then click on the Discuss Even in Forum link
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Event Details

Bidding Shortcuts:  view Event Activity

Event Name: IT Software Consulting
Event ID: OPERM-RFP 08-02
Event FormatType: Sell Event RF3x
Event Round: 1

Event Version: 1

Event Start Date: 01/29/2008 3:.00PM EST
Event End Date: Event Completed

Event Description:

Reguest for Proposal (RFF) ﬂ
Contact: Dam Talotta Payment Terms: 30 DAYS

Phone: 412 5665160 My Bids: 0

Email: dialotta@oP orAuthority. org Edits to Submitted Bids: Allowed

Online Discussion: Discuss Event in Forum Multiple Bids: Mot Allowed
Live Chat Help: 1 ?

e By going through the discussion forums (see Step 2.2 #4).
RFI Bidding Event

Forums EFIBidding Event Meszage List

Event Forum Topic

== QPERM RFP-08-A Rnd:1 Wer: Mary Marcone 020072008 02:42 FM

""" B8 RE. OPERN RFP-02-A Rnd:1 Wer:1 ﬁl‘lﬂar‘y Marcone 020772003 02:45 PM PDT
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2.2 Discussion Forums
1. To view a list of all active forums that you can access-from the Menu Section,
click on Manage Events and Place Bids -> Discussion Forums

|Search:

)

+ Manage Events and Place

Bids
—Yiew Events and Place
Bids

— Mty Event Activity

— Maintain by User Contact

— by Bidder Profile

— My Categorizations

— Discussion Forums < 1
— Wiewy Terms & Condition
— Chande by Password
— hly System Profile

— hly Diictionarny

2. Click on the desired Discussion Forum hyperlink

Discussion Forums

Forum User Preferences

Fir=t E 1.2 cof 2 m Last
Digcussion Forums Description Read On Posts
EFI Bidding Even Discussion Forum for Bidding Event M0 30
RFP IT RFP IT COMSULTIMNG Mo 1]

3. Click on the desired Discussion Subject

5/4/10 Page 10 of 27




Strategic Sourcing System Document Port
Authority

RFI Bidding Event

Forums

Search |

Sea Forum: ||

Find | “fiewne Al Fir=t E 1-5 of 5 |£| Las=t

Author Date Posted Posts

Sid INFO
OPERM SAMPLE RFF Rnd:1 Ver? CROSSING-  O1/16/08 10:36:14.0000004M EST 3
Misra
Sid INFO
OPERN 0000000003 Rnd:1 Yer:1 CROSSING-  01/24/08 2:35:36.000000PM EST 4
Misra
OPERM RFP 08-02 Rnd:1 Yer1 ?;E”&Qic o 01/28/08 2:56:48.000000PM EST 5
OPERM RFP-08-01 Rndd Ver1 ¢ | g|  MaryMarcone  D2/07/08 10:18:35.000000AM EST
OPERN RFP-08-A Rnd:1 Ver1 Mary Marcone 020708 2:42:36.000000PM EST

4. Click on desired Event Forum Topic

RFI Bidding Event

Forums RBFIBidding Event Message List

Event Forum Topic

[ OPERM EFFP 08-02 Bnd:1 Wer:l Dominic A. Talotta 0172972008 02:56 PM
E EE: OFERM RFF 08-02 Rnd:1 Vet Dom Talotta 0172972008 03:02 P
%" RE: RE: OPERNM RFF 08-02 Rnd-1 ver® | 4 |4 Dom Talotta 01/29/2008 03:04 PM PDT
%" FE RE:RE: OFPERM REFP 08-02 Rnd:1 Wer:1 Dominic A. Talotta 0172972008 03:05 PM

-8 RE: RE: RE: RE: OPERN RFP 08-02 Rnd:1 Ve PADU BYRAPP 01/31/2008 09:06 Ak

3

Note. The paper clip indicates that an attachment has been added.
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2.2 Viewing and Adding Attachments

5. Click on the View Attached File hyperlink to open attached file

6. After viewing the message, click on the Reply button to post message and/or
additional attachment

RFI Bidding Event

Author: Ciom Taloita

Datetime: 01/29/2008 03:04 P

Email: dtalotta@@potauthority.org

Subject: RE: RE: OFPERM RFF 08-02 Rnd:1 Yer:
Message: SEE QUESTIONS Q

sfiey Attached Filg «— 5

Reply |<_ 6

Return to Message Thread

7. Select the Private Message check box to mark the message private so that only

you and the person to whom you are replying can see the message.
8. Enter your message here

9. Click on the Add Attachment hyperlink to add an attachment
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Author: |Camerun Defense j 7 I~ Private Message
Datetime: 02711/2008 02:42 Fi

Email: |mmarcune@punauthnriw.urg

Subject: |REZ RE: RE: OPERM RFP 08-02 Rnd:1 Ver:

Message: | «— 8 ;I

Add Attachment€e————3 9

Submit |

Feturn to Message Thread

10.To locate a document to attach, click on the Browse button
11. Select the document to attach and click on the Upload button

| Browse.., : 10

|C:1Dncuments and %ttings‘nmarcnm‘nhﬂy DocumentsiTes]
Lplpad | Cancel |

11
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Author: | Cameron Defense j I Private Message
Datetime: 021102008 04:29 P

Email: |mmarcune@punauthnriw.urg

Subject: |RE: RE: RE: OPERM RFP 08-02 End:1 Yer:

Message: -] ﬁ

Delete Attachment  Test_document.doc

Submit |4— 12

12. Click on the Submit button to send the attachment.

Display:  |4ll Lines =] ¢ Bid Reguired () Line Comments/Files
Fing | view a1 | B8 First [0 1.2 or 2 [H] (et
Description Unit sl saizd Status
Quantity
1 BATTERY MOTOROLA GP 300 5.0000
2 ﬁ' DISPLAY LCD 2% 16 EA 1.0000

13. Click on the icon to view Bid Line Comment/Attachments

STEP 3 — Enter Bid Responses:

3.1 Accept Invitation

Accepts the invitation to bid on an event. You can accept an event invitation if you are
not ready to bid, but want to indicate your intention to participate in the event. You are
not required to accept the invitation before preparing your bid. After you accept the
invitation, you are returned to the Strategic Sourcing Events search page.

Note. If you were not invited to an event, you may accept the invitation to bid on an event and also
bid on the event. It is recommended that companies which were not invited accept the invitation to
ensure that your company is included in any future event correspondence.

You may view events at anytime by clicking on Manage Events and Place Bids->View Events and
Place Bids from the Menu Section (see Step 1.3 Searching for RFB Sourcing Events).
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1. Click on the Accept Invitation button

Event Details

Accept Invitation f—— 1 Bidding Shortcuts:  iew Event Activity
Decline Invitation |
Bid on Event |
Event Name: Can Opener
Event ID: OPERMN-RFP-08-A
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 020752008 2:29PM EST
Event End Date: 0201712008 03:29 PM EST

3.2 Decline Invitation

You can decide to decline the invitation to bid on an event. You can select to continue
receiving updates on the event (see #4 below). You may also enter a bid at a later time
for an event which you had declined.

1. Click on the Decline Invitation button

Event Details

Accept nvitation | Bidding Shortcuts:  View Event Activity
Decline Invitation 47 1
Bid an Event |
Event Name: Can Opener
Event ID: OPERM-RFP-08-A
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 0200752008 2:29PM EST
Event End Date: 0201712008 03:29 PM EST

2. Select a reason code for declining the event
3. Enter comments for declining the event (optional)
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Event ID: 0000000003 Mame: T Software Congulting

Please select a reason for declining this event invitation:

= We are not seeking new orders at this time.

= We could not guote competitively.

= We could not meetthe delivery reguirements. 2

= We could not meet the specifications.
= Wie did not receive the bid in time.

= We do not offer this type of service or material.

Please enter any additional comments:

Select Yes if you wish to continue receiving updates on the event

Select either All Bids or This Type of Service/Product if you wish to have your
name removed from the bidders list (optional)

Enter you contact information, all except the Contact Fax number is required

Click the Submit button to decline the invitation

Do you wish to continue to receive updates on this event?

¥ Yog&—— 4
" No

¥ou may remove our name from the hidders list for:

" Al Bids

5
I This Type of Service/Product

Please enter the following contact information:

Company Hame:

Company Address:

Company City: State:

i

——

Contact Phone:

|
|
|
Contact Person: |
|
|

Contact Fax:

5/4/10
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How did you hear about this bid solicitation?

submit  |e—0 | 7

Feturn to Event Search h

The event Status will now be change to “Declined”.
Search Results First [4] 1-2 of 2 [¥] Last

Event ID Event Hame Format |(Type End Date Status
QOPERM-0000000003 IT Software Consulting Sell RFx 0252902008 02:34 PM EST Declined  Discuss

QOPERM-RFP-03-A Zan Qpener Sell RFx 02 7i2008 03:28 P EST Accepted  Discuss

3.3 Bid on Event

When you bid on RFB events, you respond to header bid factors as well as line bid
factors and attach all necessary documents (attachments).

1. To place a bid, Click the Bid on Event or Counter Bid button on the Event Details
page (see 1.3 #6 above)

2. Click on the Bid on Event button to enter a bid response.

Event Details

Accept Invitation | Bidding Shortcuts:  Yiew Event Activity

Decline Invitation |

Bid an Event f 2

Event Name: Can Jpener

Event ID: OPERMN-RFP-08-A

Event Format/Type: Sell Event RFx
Event Round: 1

Event Version: 1

Event Start Date: 020752008 2:29PM EST
Event End Date: 0272008 0329 PMEST
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Event Details
Submit Bid | Save for Later Yalidate Entries
Event Hame: Can Jpenar
Event ID: OPERMN-RFP-02-4 Bid ID: Mew
Event Format/Type:  Sell Event FFx Bid Date;
Event Round: 1 Bid Currency: S0 us Dollar
Event Version: 1
Event Start Date: 020752008 2:29PMEST
Event End Date: 02M7/2008 03:28 PM EST
Viewitdd General Comrments and Attachments €— 3
Hide Additianal Event Info 9

Viewing & Adding Comments and Attachments

3. Click on the Vview/Add General Comments and Attachments hyperlink to view or add
comments and/or attachments for the entire event. See 3.3 Bid on Event #14 to
add comments and attachments for specific line items.

4. Click on the Upload button to add new attachments or Delete existing
attachments. [This is where you upload your technical specs and/or]
documents which are required for submitting your bid.|

Seneral Comments and Attachments
Business Unit: OPERMN  EventlD: RFP-058-A

Attachments

View Event Attachments

Attached File Attachment Description
CanOpenerTestxls Can apener reguirements Viewl
Can_COpener.pdf Event Details Uiewl

Add Hew Attachments Firs El 1of 1 |E|

Attached File A ent De P Upload View

4 , Uploadl Viewl [dd Wew Atachments] [Deletel

5. To locate a document to attach, click on the Browse button
6. Select the document to attach and click on the Upload button
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| _Browse. #— 5

Lpload | Cancel

T

6

7. Type description of the attachment
8. Click the OK button to add the attachment

Add Hew Attachments

First Izl 1of 1 II'
Attached File Attachment Description Upload View
TEMP. bt Testdocument 4 Uploac | view| [add New Attachmerts| [Delete
7

(0] 4 | Cancel |

9. Click on the Hide Additional Event Info hyperlink to display additional event
information.

10. Answer any general event questions that the event administrator has requested.

You may also add comments and/or attachments by clicking on the Add Comments
or Attachments hyperlink.

Event Questions

¥ Bid Required ¥ Ideal Response Required

Previous Guestions 1 of 1 Mext Guestions

¥ Whatis the delivery Timeframe?

Response: El 10 Add Comments or Attachments
Best: 08r01/2008 ‘h

hoose a date (AlE+5)
Worst: 1213172008

Answering Event Questions

11. Enter the Your Unit Bid Price for each line item.

12. (Optional) If using an item other than then the one specified, enter your Bid
Manufacturer ID.
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13.(Optional) If using an item other than then the one specified, enter your Bid

Manuf Item ID.

14. (2 (Optional) Click the Add/View Question, Comments and Attachments to view
and/or add Line Comments and Attachments.

11 12 13 14
¢ Bid Required (& Line Comments/Files
Previous Lines 1-2 of 2 Mext Lines
) F’Mm—’m’mf’m’m’m’m’mi’mfr
{11} Hem ID Quantity Quantity |Price Price Manufacturer ID (em ID
1 ¥ BATTERY MOTOROLAGP 300 MOTOROLA  M3G28 50000 50000  0.0000USD Bid
2 ¥ DISPLAYLCD 2X16 GFI GENFAR  581-1526 EA 1.0000  1.0000) | 0.0000USD | | Bid

Atany paintin the hid response process you may save an in-progress hid and resume completion at later time. When yaur bid
response is camplete, submit for consideration.

41 16

17 \ Subrnit Bid | Save for Late| Walidate Entries K

15

Enter Line Bid Responses

15.Click on the Validate Entries button to verify your entries before saving or
submitting your bid. If all entries are valid, you will receive a “No error found
message”.

16.Click on the Save for Later button to save your bid before posting it. This is
helpful to protect data already entered or research the answer to a certain bid
factor.

Note. Saved bids are not automatically posted when the start time arrives. The bidder must access
the bid and post it.

To return to the bid and complete it, the bidder must access the Search Event
page to edit the particular bid.

17. When you are ready to bid, verify that you have attached all necessary proposal
attachments (Step 3.3 #3) then click on the Submit Bid button.

Note. Bids are ready for posting as soon as the start time for the event is reached.

A confirmation message appears after you have submitted a bid.

18. Click on the OK button to confirm bid.
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Bid Confirmation

Your bid has been successiully submitted.

Bid ID: 1 Bid Date: 0211172008 11:01:324M EST
Event ID: RFP-08-A Can Qpener

Event Format: Sell Event Round: 1 Yersion: 1
Start Date: 02i07/2008 11:29AM PST End Date: 021752008 03:29 PM EST
Your Total Price: noouso

Lok |

A

18

Email notifications are automatically generated to both you as the bidder and to the
internal users at the Port Authority of the progress of the event. Below is an
example of the email notification you will receive after you have submitted a bid.

From: MMarcone@Porkauthority. org
Ta: Marcone, Maty
Cei

Subject:  Your bid has been received

Attachments: =¥ |your_Eid.pdf (31 KE)

Sent: Tue 7/22/2003 4:14 PM

Bid Notification

This iz a confirrmation of vour hid placed on a strategic sourcing event. See below for details.

Bid Details

Event ID: OFERMN - RFQ-08-07 Round 1 Yersion 1
Event Name: Test

Bid ID: 1
Date Posted: 07/22/08 4:13:11PMEDT

Eeview and hid on this event.

5/4/10
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Enter Line Bid Factors

If applicable, answer required line bid factors (questions).
If you receive the following error message:

Microsoft Internet Explorer |

& Save edit errar, Carrect all errors befare posting.

L3
Ik |

Scroll to the top of the page, you will see a message (in red) similar to below. Note
the line number (4 in this example).

Event Detalls

I You must respond to all required guestion for line 4.

SubmitBid | | SaveforLater | vmm\g{ |

Then click on the Bid hyperlink for the line specified in red (line 4 in this case)

¥z Bid Required G2 Line Comments/FTe

Mext Lines

. [ p———— Manufncturer Manufacturers Requestea "nu id  Your Unit Your Total Bid g:js 1D O Py Manufacturer
P tem ID Quantity Quanmitr Pnce Price Datep Part Ho

1 7 GEAR, RING DETROITDL 5110894 5.0000 SUDDD 0.0NQQ0 0.0500 USD

BRACKET-

TEMSIONMER
85 BACK

SUPPORT

BOLT-

ADJUSTING-
* CELTTENSIon DETROITDL 23512801 EA 10,0000 100000 0.010000 01000 USD [ E [ Bid

S0DM

ACCESSORY
9 DRIVE ASSY

PLILLEY-

5 ¥ ALTERMATOR- DETROITDL 23518218 EA 750000  ¥5.0000 0.010000 0.7500 USD | [1) | | Bid
500N

DETROITDL 23518226 EA 2.0000 2.0000 0.010000 0.0200 USD

3

DETROITDL R23518333  EA 750000 750000 0.010000 0.7500 USD [ Ell [ R

O
@

At any pointin 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.

IS Ty =TS Save for Later Walidate Entries
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After you click on the_Bid hyperlink, they will be taken to this page:
I ou must respond to all required guestion for line 4.
SaveforLater | 4 StartPage | validate Entries |
/
MNext Line

j Previous Line

Go To Line: I

Line Sequence Number: 4 of 5

Line: 4  Regponse Required: Yes
ACCESSORY DRIVE ASEY ;I

0.010000

EACH Your Unit Bid Price:

Line Questions

Qty Requested. 75.0000 Enter Price Compaonents
Your Max Bid Quantity: 75.0000 Total Bid Price: 0.7500 USD
Mix Quaritity: 75.0000 Reserve Price: Mo

stions 1 of 1 Mex

+* & pid you hid on the corresponding core item(s)? See Line 341

Response I —‘*

Ideal: /

1 —Answer the required Line Questions

2. Then click on the Start Page button above

Add Comments

< Bid Required Line CommentsiFiles

Manufacturer Manufacturers Requested |Your Bid |Your Unit Bid |Your Total Bid ::15 e
tem ID Quantity Quantity  |Price Price Datep

1 % GEARRING DETROTDL 5110834 50000 50000 0.010000 0.0S00USD | El Bid
BRACKET-

2 % [ENSONER - permomplL aastezze Ea 20000 20000 0010000 0.0200USD | =N | Bid
SURPORT
BOLT-

3 % SMUSTNG DETROTDL 23512801 EA 100000 100000[ 0010000 01o00usD | B | Bid
500N

4 # ACCESSORY  pETRODL Ro3siz3zs  Ea 750000 750000 0010000 07500USD | B | | Bid
PULLEY-

5 % ATERNATOR. DETROITDL 20810219 EA 750000 750000 00100€0 0.7500USD | el | Bid

At any pointin the hid response process yvou 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 | valigate Entries |
Submit Bid |
- i
3. Click on the )
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3.4 Update a Bid:
To update a bid on a RFB event, the original bid must be edited.

This provides a bidding trail for the event creator.

1. Open an existing event to edit.
2. Click on the View, Edit or Copy from Saved Bids link

. 2
Event Details l
Bid on Event | Bidding Shortcuts:  Yiew Edit or Copy from Saved Bids
Wiew Event Activity
Event Name: IT Software Consulting
Event ID: OPERM-0000000003
Event Format/Type: Sell Event RT{
Event Round: 1
Event Version: 3
Event Start Date: 01/24/2008 2:34PM EST
Event End Date: 02/2972008 02:34 PM EST
Event Description:

3. Click on the View/Edit link
View, Edit or copy from Saved Bids

Welcome, Cam Defense

Event Name: IT Software Consulting

Event ID OPERN-0000000003 Event Round: 9

Event FormatType: 58! Event RFx Event Version: 3

Event Start Date: 01/24/2008 2:34PM EST Muitiple Bids Allawred

Event End Date: 02/29/2008 02:34 PM EST Currency U Dallar
—

First E 1af 1 |I| Last

Bid ID Round Version Bid Status Event Status Bid Last Saved

1 Fosted Fosted 021452008 3:26PM EST WiewdEdit  Copy Canecel

Heturn to Event Search

4. Make appropriate modifications then resubmit the bid.

3.5 Cancel a Bid:
To cancel a bid for an RFB event, access the Search Events page

1. Open an existing event to edit.
2. Click on the View, Edit or Copy from Saved Bids link
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2
Event Details
Bid on Event | Bidding Shortcuts:  4ew, Edit or Copy from Sawved Bids
Wiew Event Activity
Event Name: IT Software Consulting
Event ID: OFERM-0000000003
Event FormatType: Sell Event RT{
Event Round: 1
Event Version: 3
Event Start Date: 01/2472008 2:34PM EST
Event End Date: 02/29/2008 02:34 PM EST
Event Description:

3. Click the Cancel button.

View, Edit or copy from Saved Bids

Welcome, Cam Defense

Event Name: IT Software Consulting

Event ID OPERN-0000000003 Event Round: 1

Event FormatType:  Sell Event RFx Event Version: 3

Event Start Date: 01424/2008 2:34PM EST Multiple Bids Allowed
Event End Date: 02/202008 02:34 PM EST Currency US Dollar

First El 1 ofi

Bid ID Round Yersion Bid Status Event Status Bid Last Saved

1 Posted Posted 0271452008 3:26PM EST WiewdEdit  Copy Cancel

Heturn to Event Searche

4. Click the Cancel This Bid button
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Cancel Bid

Business Unit: OFERM Fvent Round: 1
Event ID: Qooooooons BEvent Version: 3
Event Name: IT Software Consulting Event Format: Buy
Bid ID: 1

Bid Status: Fosted

Last Saved: 0271452008 3:26PM EST

izancel This Bid ¢ 4

Feturn to Bid Search

5. Click the Yes button to confirm canceling the bid

Are you sure you swould like to cancel this hid? (18058, 325

Click Yes to cancel the hid.
Click Mo ifyou do not want to cancel this bid.

es | Mo

T

5

6. The Bid Status will now be changed to Cancelled

View, Edit or copy from Saved Bids

Welcome, Cam Defense

Event Name: IT Software Consulting

Event ID OPERM-0000000003 Event Round: "

Event Format/Type: 58Il Event RFx Event Version: 3

Event Start Date: 01/24/2008 2:34PM EST Multiple Bids Allowied
Event End Date: 02/26/2008 02:34 PM EST Currency Us Dallar

First E 1 of 1 m Last

Bid 10 Round Version Bid Status Event Status Bid Last Saved

1 Cancelled Posted 0201452008 3:53PM EST WiEw Copy

Heturn to Event Searche

7. You will receive an Bid Confirmation email notification:
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%J’DITI: SMisra.infocrossing@PortAuthority, org
To: Marcone, Maty
Cei

Subject:  Bid Cancellation Confirmation

Sent: Thu 2/14/2008 3:53 PM

Bid Cancellation

This message is confirming yaur bid cancellation far the following sourcing event. See details below.

Ewvent Details

Event ID: OFERM - 0000000003 Round 1 Yersion 3

Bid Humber: 1
Event URL

Eeview and hid on this event.
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