Tips for Responding to a Solicitation

i you run into any issues or have questions on how to submit a response please contact our helpdesk at
erphelpdesk@hrsd.com or by phone at (757) 460-7318.

v" Please allow as much time as possible when submitting your response.

v We recommend going into the system early to enter as much information as you can prior to the due date
and time of the solicitation.

1. If you cannot find a solicitation

a.

This can be caused if an incorrect search criteria type is selected.

The system automatically defaults to “Title”

Search by Title: search by one word so that it brings back more results. The % symbol should be put in
front of the word to bring back all results containing the word.

Ex. %test
Solicitations |G
Search Open Solicitations  Title v Ootest Go

Search by Number: select “Number” from the drop down menu then enter the number and click “Go”.
This search will only bring back solicitations that are available to respond to. Solicitations in any other
status are not viewable.

If you do not fill anything in that field and just hit “Go”, it will take you to a detail search page. On this
page, you are unable to use the % symbol in front of the word you are searching for.

Solicitations =

@ Error
Please fill in search crileria values in al least one of the following flields. Number, Title, Calegory, Conlact, Line, Eventl. Note thal the search crileria values should not
begin with a "%" or “_" for at least one of the listed fields

Active Negotiations

Search

Mote that the search is case insensitive
Number Contact
Title “otest Line
Category Event
Go Clear

2. Entering Information on the Header and Lines Tabs

a.

Do not click the “Continue” button until you are ready to submit your response

b. You must enter in all required information on the “Header” tab to submit your response

Qe

i. If you have not entered all required information on the “Header” tab and click “Continue” you
will receive the following error:

Aresponse value s required for requirement Number of service locations for this busingss?

Create Response: 500101 (Solicitation 400106)

Cancel | View Solictation | Response By Spreadsheet ~ Save Drat| Continue

Tite  Roller Assemby Replacements in Digesters #1 and £ (CIP) - Support Time Left 16 days 23 hours
Sy DueDate  25-Dec-2015 08:38:39


mailto:erphelpdesk@hrsd.com

c. You must click on the “Lines” tab to enter pricing information
i. Pricing information must be provided on at least one line item to submit your response
ii. If you have not filled in any pricing information and click “Continue” you will receive the below
error:
@ Error

You must quote on at least one line in the RFQ.

Create Response: 500017 (Solicitation 400097)

Cance| ViewRFQ Respond By Spreadsheet = Save Draft Continue
Title  test webcenter atfachments when solicitation is Time Left  § days 23 hours
canceled Due Date  30-Sep-2015 12:05:35
Header Lines
Supplier  KPMG LLP Supplier Reference Number
Price Precision 2 decimals maximum

Note to Purchaser

3. Prematurely Clicking Continue without all Required Information
a.

If you click “Continue” without filling in a price on the Header or Lines screen, you will receive an error

b. The “Continue” button is the step just before you submit your response so the system will not allow you
off this page without all of the required information filled out.

olicitations >

Error

You must respond on at least one line in the Solicitation.

Create Response: 504210 (Solicitation 402856-2)

cance] View

P By Spr Save Draft  Continue
Title Atlantic Treatment Plant Administration Building Time Left 15 days 5 hours
Due Date 24-Mar-2017 14:00:00
Header Lines
Hesaem
Line

Ship-To  NIGP Code

Price Unit Target Quantity
1 Ceonstruction Cont... @

Response Quantity Need-By Date Promised Date Response Update
Eng

fo Yas v
@ Indicates more information requested. Click the Update icon.

4. Entering Line Item and Pay Item Information
a.

You MUST click “Update” on each line item to enter the pay item information
b.

If you just enter the amount on the line and do not click the “Update Icon” button, you will get an error
that the line amount must equal the sum of the pay items.
Solicitations >
© Error
1. Line amount 2500 must be equal to the sum of Pay ltem amounts O for line 1.
2. Response Price is a required field for line 1, Pay Item 1.

3. A response value is required for requirement President's Name Address or enter N/A if not applicable:.
4. A response value is required for requirement Also provide state of Incorporation or N/A if not applicable:.

Create Response: 504210 (Solicitation 402856-2)

Cancal View S

p By Sp et Save Draft  Continue
Title Atlantic Treatment Plant Administration Bullding Time Left 15 days 5 hours /
Due Date 24-Mar-2017 14:00:00
Header Lines
Ho Wity @
Line Ship-Toe NIGP Code Price Unit Target Quantity Response Quantity Need-By Date Promised Date Response  Update
1Construction Cont... @  Eng 2500 e Yes v
@ Indicates more information requested. Click the Update icon.



c. To fix this error you must click on the “Update Icon” (pencil to the right of the screen).
d. A new screen will open; you will find the “Pay Item” field that needs to be filled in.

Create Response 504209: Line 1 (Solicitation 402856-2) Tancal] [Save Deal | [Agaly
L Duscription  Construstion Conbiad Due Date 24-Mar-2017 14.00.00

Iam ShipTo Eng

Ruy Mueed-By Date

Unat Promised Date

2500
Retainage
Relamage Hate (%] %
Pay Items
1864 up 1o Me ina am
Pay lem  Type Description Bid Price Promised Date Amachments
1 Lump Sum Lump Sum for all work s &

Notes /

Mote to Buyer

e. Ifthere is only one pay item, enter the same amount that you entered on the line item (previous
screen).

f. If there is more than one pay item, the value of all pay items must equal the value of the line item.

g. Enter the amount in the “Bid Price” field for each pay item and then click “Apply”.

Create Response 504209: Line 1 {Solicitation 402856-2) et et Es
Descriphon  Canstnicion Contract Dt Dt 24-Mar201T 140000
mem ship-To Eng
Rov Mood. Ry Date
unit Promised Date %
HIGP Cods
Brice 2500
Retainage
Retainage Rate (%) &
Pay Items
& TIP Tolal pay fbern amount must asd up bo B line amount
Mo a@e0
Pay tem  Type Description Bid Price | Promised Dats Amtschments
1 Lump Sum Liusmp Sum for ail work 2508, 31-Mar-2017 085425 Y i

Notes

Mote to Buyer

h. If the “Pay Item” and “Line Item” amounts are not equal and you click the “Continue” button you will get
an error:

Solicitations =
@ Error

1. Lind:amount 2500 must be equal to the sum of Pay Item amounts 250 for line 1.
2. A response value is required for requirement President's Name Address or enter N/A if not applicable:.
3. A response value is required for requirement Also provide state of Incorporation or N/A if not applicable:.

Create Response: 504210 (Solicitation 402856-2) Cancel View Solicitation  Resg By Spreadsheet Save Draft Continue

Title Atflantic Treatment Plant Administration Bullding Time Left 15 days 5 hours
Due Date 24-Mar-2017 14:00:00

Header Lines

L) e
Mo~ M

Line Ship-To  NIGP Code Price Unit Target Quantity Response Quantity Need-By Date Promised Date Resp Update

1 Construction Cont... ® Eng 2500 s Yes ¥

@ Indicates mare information requested. Click the Update icon.

i. To fix this error: You must update the line with the correct price and then click “Apply”.
j. You will be returned to the original screen



5. How to Fix a “Header” Tab Error Message

a. Ifall required information on the “Header” tab is not filled in completely, you will receive the following
errors:

Error from the “Line” Tab
Policitations >
@ Error

1. A response value is required for requirement President's Name Address or enter M/A if not applicable:.
2. A response value is required for requirement Also provide state of Incorporation or M/A if not applicable:.

Create Response: 504210 (Solicitation 402856-2) Cancel View Solicitation  Response By Spreadsheet Save Draft Continue
Title Aflantic Treatment Plant Administration Building Time Left 15 days 5 hours /
Due Date 24-Mar-2017 14:00:00

Header  Lines

] e
vy R “g' Ll

Line Ship-To  NIGF Code Price Unit Target Quantity Response Quantity Need-By Date Promised Date Res Update

1Construction Cont.. @  Eng 2500 fe Yes v

@ Indicates mere information requested. Click the Update icon.

Error from the “Header” Tab

Solicitations =

@ Error
1. A resp value Is req for s Name Addrass or antar M/A if not applicable:.
2. A response value is required for mqulrament NsD provide state of Incorporation or M/A if not applicable:.
Create Response: 504210 (Solicitation 402856-2) cancsl  View Sslicitath Resp By Spreadshest Save Draft Continue
Title Atlantic Treatment Plant Administration Building Time Left 15 days 5 hours /
Due Date 24-Mar-2017 14:00:00

Header  Lines

Supplier ZZ Test Supplier Supplier Reference Number
Price Precision Any Note to Buyer
Attachments
Add Attachment... |
Title -~ Type Description -~ Category - Last Updated By - Last Updated -~ Usage - Update Delete
test Short Text test From Supplier AMURPHY@HRSD.COM 08-Mar-2017 One-Time 7 ‘j

Return to the “Header” tab to get back to the requirements list

Now you can scroll down until you get to a field that has not been filled in and make your updates.
c. Ifatanytime you are entering requirement information and you use letters instead of numbers in a

numeric field you will get the below error.

Murbar of yoar's busingss has basn in cpetation?
ebsdeévap3 hrs

e Furn
Jurnber of Employses?
s St Waly mbser
Mumber of year's experience providing/sendcing same or simlar goods/senvic oK
1
M of amplo i & il | 3 the iy 1 i lic

Mumbor of service locations for this business?

Addrisaen of these aarvice lecations If applicable (fype hare o atlach copy of U addrens lint 1o thia anfine s panae)

A License Reguiments

Caontractor Name (If not applicable snter MIA In the fleld)

Subconiractar if applicable atnensise enter NI in the fisid)

.___.--—""' | - ‘. — )



6. More Information Requested
a. The system will indicate that more information is requested, you MUST click the “Update” button to
view additional information.

Line Ship-To g"::,: Price Unit E‘Jg::“y Ra‘u':"_:::"ls‘; Meed-By Date Fr Date se Update
1Enter Mobilizatio. . gg ?::'fj"::‘:_, 3 r:fi’.{.m.;‘n'f?n;lv; gg 2; 01 to 14- 14-Mar2017 2 e Yes v
2HRSD Force Main | gy Eng 3 :IL'LZ‘: Feool  go94 994 | es v
3 Restrained Joins.. gy Eng 5 '—I"“‘i‘: Foot  poy [had M Yes v
4Farce Main Duetil Eng 4 Each & & fa | Yes =
SForce Main Ductil.. gp Eng 4 Each 2 2 = Yes ¥
&Force Main Ductil g Eng & Each 1 1 > Yes ¥
7Valves { 24-nch Eng 1 Each 2 P s Yesw
B Tapping Sleove an... gn Eng 1 Lump Sum 1 1 e Yes v
DAIr Valve Assambl Eng 1 Each 2 2 e Yoo v
10 Connectlons to Ex G rn_q 1 Each 1 1 Y Yes v
1 Connections to Ex @y Eng 11 Each 1 1 fe| Yesw
12 Utllity Tranch Pe gy End Unesr Fogt .ggp s (Mo~
13Pavamant Miling @  Eng 1 i:":l'_'fl’:'? 4110 4110 ta | Yes ¥
14 Asphalt Favement @ Eng 1. Ton is}) 485 485 (Y Yes ¥
15Farce Main Abande @  Eng 1 Lump Sum 1 1 s Yo v
16 Extra Excavation g Eng 1 :-;‘I"’i'- Yard 400 100 & Yas v
17 Carrasion Pratect gy Eng Lump Sum 1 (-9 Mo *
18Maintenance of Te @y Eng 3) | Cump Sum. |1 1 fa |  Yes =
19 Water Main Abando. gy Eng Lump Sum 1 e Mo v
@ indicates mors information requested. Click the Update icon

b. You can now view the additional information (retainage, etc.) associated with each line item.

Cre[ate Response 504267: Line 1 (Solicitation 402893) 33 Unread Massagestine 2 HRSD Force Main Installa.. * [ Go.| | Cance] | | Save Draft| | Apgly
-+
Deseription  Entee Mobilizaticn s a Lump Sum Ameur Due Dase 14-har-2017 14.00.00
Inem Ship.To DasignContt S8
Rev Noed By Date  14-Mar-2 2306 01 10 14-Mar-2017 23 0609
Unit Promised Date 144 06:09 5
NIGF Code
Price 3
Retainage
Retsinage Rato (%) 5
Notes
Note 1o Buysr
Attachments

Add Amachment... |
Title Tyee Description Category Last Updated By Last Updated Usage Update Delete

No results found

c. NOTE: Some line items will have additional information that needs to be entered and others will not. It is
important to look at each line item with the “more information requested” symbol.

d. Inthe below example the tip about clicking the update icon is visible but the line item itself does not
have the indicator because there is no additional information to view or enter for this line item.

Create Response: 504268 (Solicitation 402924) ) s S (e (o

Tide Reme Time Lol B days & hours

Ous Dot 17-Mar2017 1430.00

H Lines

ap
{2 G,
Line hip-To NIGP Code Price Unit  Target Quantity Response Quantity Need-By Date Fromised Date Response Update
1NS E&I Office/ S Support Sys 20-Mar- 2017 11:36:19 to 20-Mar2017 113621 Y No v

@ insicatos moen information requestod Chick the Updati icon

e. NOTE: If pay items are not listed and you do not click the update icon and click “Continue” the system
takes you to the review and submit page



7. Amended Solicitations
a. Ifasolicitation is being amended after you have started your response, the price fields may become
unavailable.
b. Save your response
c. After the amendment is completed, open your draft response, the fields will become available for

responding.
Header Lines
Helbg
Line Ship-To NIGP Code Response Price  Unit Target Quantity Response Quantity |
1 Contractor shall ... NTP 34 Each 1 1
2Launder Covers fo NTP 34 Each 2 2

3Freight costs, if.

NTP

B

-~

8. Saving Your Response
a. You can save your response at any time

b. Click “Save Draft” and the system will display a confirmation that what has been entered up until this
point has been saved.

c. If additional information is needed and you must click on the Update Icon button which is the pencil to
the right of the screen.

Soclicitations =
= Confirnation
Response 504210 for Solicitation 402856-2 (Atlantic Treatment Plant Administration Building) has been saved as a draft.

Create Response: 504210 (Solicitation 402856-2)

Cancel View

Save Draft Continue

y,

Response

p By Sp

Title Aflantic Treatment Plant Administration Building Time Left 15 days 5 hours

Due Date 24-Mar-2017 14:00:00

Header Lines

T
.

S £ v M

Line Ship-To NIGP Code Price Unit Target Quantity Response Quantity Need-By Date Promised Date Update

1 Construction Cont... @ Eng "o Yes v

D |naicates more infermation requested. Click the Update icon,

9. Viewing Your Response in a Printable View
a. Once all required Header and Line pricing information is completed, click the “Continue” button

b. On the next page, click on “Printable View” which will open a PDF version of your response.
Create Response 500101: Review and Submit (Solicitation 400106)

Cancel | Back | Validate  SaveDraft | Printable View | Submit

Header

Tile  Roller Assembly Replacements in Digesters #1 and #2 (CIP) - Support Time Left 16 days 23 hours
Sys Close Date  25-Dec-2015 08:38:39
Supplier  ZZ Test Supplier Response Valid Unfl
Solicitafion Currency  USD Supplier Reference Number
Response Curency  USD Note to Buyer



Finalizing Your Response
a. Once all updates are made and there are no errors you can click the “Continue” button
b. The review and submit page will open

c. Review the information you have entered, if you are satisfied with the information you have input then
click “Submit”.

Craats R and Submit ADZESE-Z)

Cancnl Ginek  SmBeatn  Savn DR et View St

Maadar -~ v /

Attachments

Tive - Typo Dowcuipabon Cavegory [ — Last Updarod Ueage - iptnnn Dotate
Lines
= @ -
Select Line Lina Ship.To Taeget Price Frica (USD) Uni Targat Gunnt ™ Henponss Cusntity Line Tt Neod-tky Dase Fromined Datn
.................. s G [ 00 20

d. Once you click “Submit” the system will generate a confirmation page to let you know your response has
been submitted.

Create P and { 402856-2) Cance] Back | Validate  SaveDrafi  Printable View  Subit
Header
Take  Asansc Traatment Plant Administration Buliding Tume Lefi 15 days 7 hours
Supplier  ZZ Test Supphior Close Date 24-Mar-2017 14 0000
Sobcdanon Curfency  USD Hesponye Vi Lines
Aesponss Currency LSO Suppier Relerenca Murmber
Price Procinion  Any Mot 1o Dispor
Amtachments
Tide Type <. Description < Category - Last Updatod By .. Last Updated -~ Usage Ugsdate Dilete
Bhen Tex = Fra e Time: o B
= i a ., Confirmation ik - -
— T t Plant A o Builag)
Requirements
FL 26 W
Shove All Detalts | Hide &l Detmil P s Sourcng Homs Pags

Detalls  Section

e. If you still want to confirm your response was submitted you can also go back to the sourcing home
page and view your active responses:

raft Responsos

w3 Full LIzl

Fun Lst
o S

Response Humiber su pplier Sive Humbsar Tivle Typo Time Left Moniter  Unread Mossages
504200 Aty 4nzaso-2 Alartic Trastmunt Plant Administration Bulding Slicitatinn V5 chay 8 howr o
Your Company’s Open

Fun Lt
M S e W
Magotiation Murm b Tinta Type Tirme Lot

Quick Links

Manage View Responses




