City of Phoenix

Submitter’s Handbook

Office of the City Engineer
Design and Construction Procurement
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Introduction
The City of Phoenix uses the SAP Supplier Relationship Management (SRM) for eProcurement. RFx (Solicitation) is part of the eProcurement system.

Consultants and Contractors (Submitters) are invited to participate in the response of an RFx via the City of Phoenix Supplier Portal. Submitters must register with the City of Phoenix
with appropriate Product Categories to be invited via email for the applicable solicitations. Submitters are to register via https://www.phoenix.gcov/finance/vendorsreg. Submitters are
responsible for maintaining the Product Category(s) that they would like to participate in for submittal response. Submitters will only be invited to participate per the Product
Category(s) they have chosen to participate through the City of Phoenix Supplier Portal. City of Phoenix Contracts Specialist includes the Product Category(s) pertaining to the RFx and
a Supplier List is used to invite Submitters registered under the associated Product Categories.

Once received, Submitters are to respond to the invitation before the Submission Date/Time elapses. Responses from Submitters are to be entered in the Supplier Portal for the City of
Phoenix Contracts Specialist to review in the SAP eProcurement Portal. Submitters are responsible for the completeness and accuracy of their RFx Response submission.

It is imperative that Submitters log-in to the City of Phoenix Supplier Portal regularly to view their Invitations for RFx Response, check the status of their RFx Response(s) and to take

appropriate timely actions relating to the RFPx.
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Accessing the City of Phoenix Supplier Portal
Submitters will receive the Invitation for RFx Response via the City of Phoenix Supplier Portal. Submitters will log-in to the City of Phoenix Supplier Portal at URL -
https://eprocurement.phoenix.gov/irj/portal

procurePHX

User =

Pazsword *

Log On |

Logon Problems? Get Support

Submitters may use any internet browser to log-in to the Supplier Portal, however, Internet Explorer 11 and Google Chrome are recommended.
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After successfully logging in to the City of Phoenix Supplier Portal, the following screen appears.

B

To access RFx information, click the rrendauctons taly on the ribbon. Submitters will see an Overview of all RFx(s) that they are invited to Respond to.

=: l‘ D, Search: Q- Mew Session Ajax Standards Mode Log off
4 Back Forward p  History Favorites Personalize View Help Welcome: City of Phoenix
RFx and Aucfions Administration Messages

Home Create Users Crwn Data Company Data

Administration = Home Full Screen || Options ~

Welcome Vendor Administrator
Thank you for your interest in becoming a vendor in the City of Phoenix Portal.
As a Vendor Administrator for your company you have the authority to:

« Maintain Own Data

» Create Additional Users

« Maintain your Company and User data

« Maintain your Product Category selections

« Access Vendor Help Portal L}
It is your responsibility to keep all information current. If your e-mail address is not correct, your firm shall be deleted from our vendor file when we perform a maintenance check of the system. Being a registered vendor does NOT guarantee the receipt of
electronic notification for all applicable solicitations. Vendors must routinely check our City of Phoenix Bids site for a listing of current business opportunities. The Vendor Administrator Division will not be responsible if a vendor does not receive an electronic notification
for any particular reason.

If you have any questions, please visit our City of Phoenix Portal site at:
htips://www.phoenix gov/financesite Pages/EProc-help.aspx

If you would like additional assistance, please send an email to vendor support@phoenix.gov or call (602)262-1819.

Thank you for registering!

Page | 4



If logging in for the first time, the RFx Overview will allow Submitters to see all active RFx Events (Numbers), Descriptions, Types, and Status as well as the Start and End Dates /
Times.

Submitters should click the ®efresh putton to ensure that current / updated RFx data is loaded.

Submitters can also filter this list by clicking the i:.shew auick trieris Maintenance § hytton. Submitters can choose to display a specific RFx by searching for it.

h=:' '.' Search: Q- Mew Sessicn Ajax Standards Mode Log off
4 Back Forwsrd p  History Favorites Personalize View  Help Welcome: City of Phoenix
RFx and Auclions Administration Messages
Overview

D RFx and Auclions = Owerview > RFxand Auctions Full Screen || Options

Active Queries

eRFxs Al(7) Published (1) Ended (0} Completed (0}
eAuctions Al {0) Published (0) Ended (31 Completed (31

eRFxs - All 4
[F Show Quick Criteria Maintenance | <] Change Query Define New Query Personalize
view: |[Standard View] -] | Create Response | Display Event Display Response | PrintPreview | Refresh |Export 4 2. ‘
| Event Number I Event Description | Event Type . | Event Status Start Date End Date Rezponse Number Response Status Event Version Response Yersion | Q&N | Start Time End time ||:|
6000000583 PHX-19-R-ZCIP-63-000004-001 RFx for CIP Published a7 12018 07r11/2018 Mo Bid Created 2 0 | 13:30:00 14:00:00
| 000000578 PHX-19-R-ZCIP-84-000001 RFx for CIP Published 7102018 07r11/2018 Mo Bid Created 1 o | 11:10:00 15:00:00
| 6000000553 PHX-18-R-ZCIP-63-000026 RFx for CIP Published 06/28/2018 07r20/2018 Mo Bid Created 1 0 | 12:00:00 12:00:00
| 000000254 PHX-17-R-ZIFB-35-000007 Invitation for Bids Published 12/06/2016 7000000023 Submitted 1 2 0 | 00:00:00 17:30:00
| 000000281 PHX-17-R-ZIFB-35-000005-001 Invitation for Bids Published 12/02/2016 7000000022 Submitted 2 1 0 | 00:00:00 15:45:00
: 6000000239 PHX-17-R-ZIFB-35-0000032-001 Invitation for Bids Published 12/07/2018 7000000024 Saved 2 2 | 00:00:0D 23:59:00
: 6000000230 PHX-17-R-ZIFB-35-000002 Invitation for Bids Published 1071192018 7000000011 Submitted 1 1 0 | G0:00:00 10:00:00

&

Last Refresh 07/11/2018 13:28:14 MSTNO Refresh[E]

Page | 5



Displaying an RFx Event

To Display an RFx Event, Submitters should click the gray box next to the Item and then click the

Display Event

button to display details of Solicitation.
If you do not see a new window pop up, it mostly likely is a POP UP BLOCKER that will need to be removed in order to continue.

RFx and Auctions Administration

Overview

Active Queries

4 Back Forward »  History Fawvorites Personalize View Help

=

Messages

D RFx and Auctions > Owenview > RFxand Auctions

eRFxs All{7) Publiched (1) Ended (0} Completed (D)

efAuctions All (0) Published (0) Ended (3} Completed (0}

eRFxs - All

[ v Show Quick Criteria Maintenance

wiew: | [Standard View]

-| | Create Responze Display Event

vent Number

=,
14
E000DD0SE3

6000000578
8000000553
6000000254
8000000291

8000000235

&000000230

Ewent Description
PHX-19-R-ZCIP-63-000004-001
PHX-18-R-ZCIP-84-000001
PHX-18-R-ZCIP-63-000026
PHX-17-R-ZIFB-35-000007
PHX-17-R-ZIFB-35-000005-001
PHX-17-R-ZIFB-35-000003-001
PHX-17-R-ZIFB-35-000002

RFx for CIP
RFx for CIP
Invitation for Bids
Invitation for Bids
Invitation for Bids

Invitation for Bids

Refresh Export 4

Ewvent Status
Published
Published
Published
Published
Published
Published
Published

Start Date
0712018
071102018
06/282018

End Date

07/11/2018
07/11/2018
0712062018
12/06/2016
12/02/2016
12/07/2016
10192016

Response Mumber

7000000023

7000000022

7000000024
700000001 1

Response Status
Mo Bid Created
Mo Bid Created
Mo Bid Created
Submitted
Submitted

Saved

Submitted

Ewvent Version

Search:

Q -~ Mew Session Ajax Standardz Mode Log off

‘Welcome: City of Phoenix

Full Screen || Opfions «

Change Query Define New Query Personalize

7%

Response YWersion Q&4 Start Time End time
0 13:30:00 14:00:00

0| 11:10:00 15:00:00

0 | 12:00:00 12:00:00

2 0 | 00:00:00 17:30:00

1 0 | 00:00:00 15:45:00

2 | 00:00:00 23:58:00

1 0 | 00:00:00 10:00:00

Last Refresh 07/11/2018 13:23:14 MSTNO Refresh[E]
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The RFx Event will open in a new window.

Review information on the RFx Information Tab.
o Start Date / Time: This is the Start Date / Time to submit an RFx Response. Submitters cannot Create a Response prior to this Date / Time.
o Submission Deadline Date / Time: Last Date / Time for submitting an RFx Response.

o Opening Date / Time: Date/Time on which RFx Responses are open for Contracts Specialist review.

Opfions ~
Display RFx :
[ Print Preview | | | [[Close |[ Participate |[ Do Not Participate | Tentative |[ Create Response | Questions and Answers (D ) |[ Export |[ System Information | Greate Memory Snapshet | [ 4]
RFx Mumber 5000000533 Smart Number PHX-19-R-ZCIP-£3-000004-001 RFX Status Publizhed RFx Start Date 07/11/2018 13:30:00 MSTNO Submission Deadline 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days 00:14:47 RFx Owner Training Buyeri2 RFx Version Number 2
RFx Version Type Active \ersion
RFX Information |’ ltems  Motes and Attachments
RFx Parameters Cluestions Motes and Aftachments Table Extensions
i - [MSTNO
L ZETE * Department No_: |63
* Start Date: |07M1/2018 13:30:00
* Submission Deadline: |07/11/2018 14:00:00
Opening Date: |07M11/2018 14:00:00
Currency: |USD
* Title: | SOILS AND MATERIALS TESTING ON-CALL SERVICES CALENDAR YEARS 2019 - 2020
w Pariners and Delivery Information El
Details || Add Send E-Mail || Ca Clear Filter Setfings
Function Mumber MName Phone Number
= Reqguester Training Buyer12

Submitters must choose to ‘Participate’ in order to receive RFx Event level emails associated with the RFQ, Noticiations, Attendance Sheets, etc. There are no RFx level emails
that are generated, i.e. a confirmation email once you submit your SOQ via the ProcurePHX system.

Participate || Do Mot Paricipate || Tentative

Some Submitters may see a ‘Register’ button instead of Participate, Do Not Participate, or Tentative. Once you click the ‘Register’ button, those three additonal options should
appear, which will then allow you to click ‘Participate’.
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To Participate, Submitters should click the | Participate button. Clicking this button also adds Submitters to the RFx Event email notification list.

Options +

Open side panel

(@4

Display RFx :

[ Print Preview | | | [Close Do Mot Participate |[ Tentative |[ Create Response || Quesfions and Answers { 0 ) |[ Export |[ System Information || Greate Memory Snapshot |

RFx Number &000000533 Smart Number PHX-15-R-ZCIP-63-000004-001 RFX 5Status Published RFx Start Date 07/11/2018 13:30:00 MSTHO Submission Deadline 07/11/2013 14:00:00 MSTMHO Remaining Time 0 Days 00:14:47

RFx Version Type Active “ersion
- Items i Motes and Attachments

Time - = Department No.: (63 |
*® Start Date: [07/11/2018  |[13:30:00 |

* Submission Deadline: [07/11/2015  |[14:.00.00 |
Opening Date: [07/11/2018  |[14:00:00 |

Gurrency-

* Title: [ SOILS AND MATERIALS TESTING ON-CALL SERVIGES CALENDAR YEARS 2019 - 2020 |

RFx Owner Training Buyeri2 RFx Version Number A

[ Details |[ Add + | Send E-Mail |[ Call |[ Clear | Filter Settings
| Function | Mumber | Mame | Phone Number
* Requester Training Buyeri2
Creating an RFx Response
- . - Create Response
Once the Start Date / Time has passed, Submitters can click the PO button.
Options «
Display RFx : Open side panel
[ Print Preview | | | [ Close |[ Do Not Participste | Tentative | Create Response || Questions and Answers (D ) | Export |[ System Information || Create Memory Snapshot | @
l “You have been registered. You will be informed of RFx changes
RFx Number 5000000533 Smart Mumber PHX-18-R-ZCIP-£3-000004-001 RFX Status Published RFx Start Date 07/11/2018 13:30:00 MSTNO Submission Deadline 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days 00:14:32 RFx Owner Training Buyeri2 RFx Version Number 2
RFx Wersion Type Active Version
- Items i MNotes and Attachments
Time Zone: |MSTNO - ment No.-
* Start Date: (0771172018 | [13:3000 | EerkniieSE

= Submission Deadline: (07A1/2018 | |14:00:00 |
Opening Date: |0711/2018 | [14:00:00 |

Curency:

* Title: [SOILS AND MATERIALS TESTING ON-CALL SERVICES CALENDAR YEARS 2015 - 2020 ]

wRamemamdDveyomaion 8
[ Details ][ Add « |[ Send E-Mail ][ Call |[ Clear | Filter Settings
‘| Phone Mumber

| Function

| Mumber | MName
Training Buyeri2

= Reguester
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The Submitter’s RFx Response will open in a new window.

| Options « |
Create RFx Response
Submit | Read Only  Print Preview | Check Close Save Export Import Questions and Answers (D) System Information Create Memory Snapshot a P
RFx Response Mumber 7000000157 RFx Number &000000533 Status In Process Submission Deadline 07/11/2015 14:00:00 METHO Opening Date 07/11/20138 14:00:00 MSTHNO Remaining Time 0 Days DD:14:15 RFx Owner Training Buyer12 Total Value 0.00 USD
RFx Responsge Version Number Acfive Version RFx Verzsicn Number 2
ltems Motes and Attachments Summary Tracking
Event Parameters
Curency: Status and Statistics
Created On:  [D7/11/2018 13:45:44 MSTNO |
Crested By: | Ms. Vesenia Mejia |
Last Processed On:  [07/11/2018 13:45:44 MSTNO |
Last Processed By: | Ms. Yesenia Mejia ]
Details Send E-Mail Call Clear Filter Settings
Function | Number | Name | Valid from | Valid to | Phone Number
@ The table does not contain any data
. - . . s
On the first tab, - , Submitters can again review the RFx Event’s .
Submitters should click into the _ area to review any Notes and Attachments provided by the Buyer.
Create RFx Response
Submit | Read Cnly Print Preview | Check Close Sawe Export Impeort Questions and Answers (0 ) System Information Create Memory Snapshot a P
RFx Response Number 7000000157 RFx Number ©000000583 Status In Process Submission Deadline 07/11/2018 14:00:00 MSTNG Opening Date 07/11/2018 14:00:00 MSTHNO Remaining Time 0 Days 00:14:18 RFx Owner Training Buyer12 Total Value 0.00 USD
RFx Responsge Version Number Active “Version RFx Verzion Number 2
Items Motes and Attachments Summary Tracking
Event Parameters
Curency: Status and Statisics
Created On:  [D7/11/2018 13:45:44 MSTNO |
Created By: | Ms. Yesenia Mejia ]
Last Processed On:  [D7/1/2018 13:45:44 M5TNO |
Last Processed By: | Ms. Yesenia Mejia ]
Detailz Send E-Mail Call Clear Filter Settings
Function | Number | Name | Valid from | alid to | Phene Number
m The table deoes not contain any data
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Submitters should review each Note Category to ensure they are following RFx Response requirements. Submitters can open the Note Categories by clicking on the hyperlinked

text next to each.

Create RFx Response
Submit | Read Cnly Print Preview | Check Close Save Export Import <Questions and Answers (0 ) System Information Create Memory Snapshot

(7P

RFx Response Number 7000000157 RFx Number &000000523 Status In Process Submission Deadline 07/11/2013 14:00:00 MSTHO Opening Date O07/11/2018 14:00:00 MSTHO Remaining Time 0 Days 00:14:138 RFx Owner Training Buyeri2 Total Value 0.00 UsSD

RFx R Vi Number Active “Yersion RFx Version Number 2

-

Filter Settings

| Deserigtion
See aitached Requesi for Qualific ations.
The City of Phoenix is seeking up to 18 qualified consul...
| Biogers Remarks Empty-
:‘ Purchazer's Remarks -Emipiy-

Add Altachment Edit Description Versioning « Delete Create Profile Filter Settings
| Category | Description | File Name |Versm| Pmcessu'| Chac:ltedOt.t| Type|5ize(I(B)|Changedhy| Changed on
Standard Attachment Request for Qualifications  Request for Qualifications.pdf 1 O pdf a7 BUYER12 a7M11/2018
[ Opfions ~ |
Create RFx Response
7

Submit | Read Only Print Preview | Check Close Save Export Import Questions and Answers (0 ) System Information Create Memory Snapshot

0.00 USD

RFx Response Number 7000000157 RFx Mumber £000000583 Status In Pro 5 ission Deadline 07/11/2018 14:00:00 MSTNO Opening Date 07/11/20138 14:00:00 MSTHO Remaining Time 0 Days 00:14:13 RFx Owner Training Buyeri2 Total Value
RFx Response Version Number Acfive WVersion RFx Version Number 2

ltems Motes and Attachments Summary Tracking

Clear Filter Settings
' Category ' Description
Conditions of Participation See gitached Request for Qualifications.
:‘ RFx/Auction Text The City of Phoenix is seeking up to 12 qualified censul...
:‘ Bidder's Remarks Empy-
:‘ Purchazer's Remarks -Empty-

Change Conditions of Participation

Add Altachment Edit Description Versioning « Delete Creats Profils Conditions of Participation: |[Ses attached Request for Qualfications.

Category Description File Name | “ersicn | Processor | Checked
Standard Attachment Request for Qualifications Reguest for Qualifications.pdf 1 O

(oK) (Ganeel)
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[ Options |

Create RFx Response
Submit | Read Only Print Preview | Check Close Sawe Export Import Questions and Answers (0 ) System Information Create Memory Snapshot 9 a
RFx Response Mumber 7000000157 RFx Number £000000583 Status In Pro igsion Deadline 07/11/2013 14:00:00 MSTHNO Opening Date 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days DD:14:13 RFx Owner Training Buyeri2 Total Value 0.00 UsSD
RFx Response Version Number Active Version RFx Verzion Number 2

Items Motes and Attachments Summary Tracking

Clear Filter Settings
Category Description
Conditicns of Participation See attached Request for Qualifications.
uction The City of Phoenix is seeking up to 18 qualified consul...
Bidder's Remarks -Empty-
|:I Purchaser's Remarks -Empiy-
Add Attachment Edit Description  Versioning 4 Delete  Create Profile Filter Settings
Category Description File Mame ‘fersion | Processor | Checked Out | Type | Size (KB) | Changed by | Changed on
Standard Attachment Request for Qualifications Request for Qualifications.pdf 1 ] pdf &7 BUYER12 07r1/2018
Options *
Create RFx Response
Submit | Read Only Print Preview | Check Close Save Export Import Questions and Answers (D) System Information Create Memory Snapshot a Pl

RFx Response Number 7000000157 RFx Number 5000000583 Status In Process Submission Deadline 07/11/2018 14:00:00 MSTNO Opening Date 07/11/2013 14:00:00 MSTHO Remaining Time 0 Days D0:14:18 RFx Owner Training Buyer12 Total Value 0.00 UsD
RFx Response Version Number Active “Version RFx Version Number 2

ltems Motes and Attachments Summary Tracking

Clear Filter Settings
Categery Description
Conditions of Participation See attached Request for Qualifications.
RF/Auction Text The City of Phoenix is seeking up to 18 qualified consul...
Bidder's Remarks -Empty-
Purchaser's Remarks -Empty-

Change RFx/Auction Text

E . o RFxisuction Text: I'I'he City of Phoenix iz seeking up to 18 qualified consultants to provide soils and materials
A e O e e testing on-call services on an as-needed basis from January 1, 2018 to December 31, 2020

with an opticn to extend the contract for an additional one-year period. These contracts will

Category Description File Name “ersion | Processor | Checked Out P a
be administered by the Street Transportation Depariment.
Standard Attachment Request for Qualifications  Request for Qualifications.pdf 1 O

(Gomel]

ol
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Submitters can open RFx Attachments by clicking on the hyperlinked text and choosing Open or Save.

| Options ~ |
Creale RFx Response
Submit | Read Only Print Preview Check Close Save Expert Import Questions and Answers (0) System Information Create Memory Snapshot a a
RFx Response Number 7000000157 RFx Mumber £003000533 Status In Process Submission Deadline 07/11/2013 14:00:00 MSTNO Opening Date 07/11/2018 14:00:00 MSTHO Remaining Time 0 Days 00:14:13 RFx Owner Training Buyeri2 Total Value 0.00 USD
RFx Resp Version Number Active “ersion RFx Version Number 2

ltems Motes and Attachments Summary Tracking

Clear Filter Settings
Category Description
Conditions of Participation See aitached Request for Qualific ations.
RFx/Auction Text The City of Phoenix is seeking up to 18 gualified consul...
Bidder's Remarks -Empty-
Purchaser's Remarks -Empty-
|
Add Altschment Edit Description Versioning 4« Delete Create Profile Filter Settings.
File Hame ‘fersion | Processor | Checked Out | Type | Size (KB) | Changed by | Changed on
Request for Qualifications.pdf 1 O pdi &7 BUYER12  OFM1/2D18

Do you want to open or save Request for Qualifications.pdf (36.2 KB) from srm.ga.phoenix.gov? | Open | | Save | b | Cancel | x
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The RFx system will show a variety of messages in the Header Messsage area.

Red warnings require mandatory review and must be corrected in the Response prior to clicking the sutmt putton. Yellow and Green messages are for information and may need
discretion to correct.

In this case, the messages are stating that Submitters must respond to each Line Item before the RFx Response can be Submitted. This screen shot is for illustration purposes only.

Create RFx Response

Submit | Read Only  Print Preview Check Close Save Export Import Quesfions and Answers (0 )  System Information  Create Memory Snapshot

“ Line 0002: Attnbute Did you provide a response? is mandatory; maintain attribute value
n Line 0003: Attribute Did you provide a rezponse? iz mandatory; maintain attribute valus
n Line 0004: Attribute Did you provide a rezponse? iz mandatory; maintain attribute valus
n Line 0005: Attribute Did you provide a rezsponse? iz mandatory; maintain attribute value
& Time zone MSTAZ is not valid in country US {2everal possibilities) - Dizplay Help

RFx Response Number 7000000157 RFx Number &000000583 Status In Process Submission Deadline O07M1/2018 14:00:00 MSTMNO Dpening Date 07112018 14:00:00 MSTHNO
RFx Responsze Version Number Aciive Version RFx Verzion Number 2

RFx Information ﬁ/ Motes and Attachments l Summary l Tracking |
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Motes and Attachments

On the Header tab, Submitters are able to upload their RFQ Response document(s).
] ] Add Attachment
To upload an Attachment, Submitters should click the . button.
Opficns
Create RFx Response
Submit | Read Only Print Preview | Check Cloze Save Export Import Questions and Answers (D) System Information Create Memory Snapshot a;

ﬁ& Time zone MSTAZ is not valid in counfry US (seversl possibilities) - Display Help

RFx Response Number 7000000157 RFx Number &0000005283 Status In Process Submission Deadline 07/11/2018 14:00:00 MSTNO Opening Date 07/11/2018 14:00:00 MSTNG Remaining Time 0 Days 00:11:23 RFx Owner Training Buyeri2 Total Value 0.00 USD
RFx Response Version Number Active Version RFx Version Number 2

RFx Information i/ ltems _ Summary i/ Tracking|

Add 4 Clear Filter Settings
Assigned To | Category Text Preview
Document ... Conditions of Participation See attached Request for Qualifications.
Document ... | RFEx/Auction Text The City of Phoenix iz seeking up to 18 qualified conzul...

Add Attachment URL Edit Description ‘Versioning « Delete Create Qualification Profile Filter Settings

Category Description File Name “ersion Processor Checked Out Type Size (KB) Changed by Changed on
| | |z| The table does not contain any data

NOTE: When saving and naming your file before attaching, do not use any special characters (_*#$>,
etc), and do not use a long name. They system may not properly load your SOQ which may result in
disqualification.
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Submitters should click the button and navigate to their desired attachment document.

Add Attachment T

Here you can upload an attachment. ¥ou have (o assigp-i-ta-aifhas
File: |

e document general data or to an item

SHORT FILE NAME
NO SPECIAL CHARACTERS

Description: [

* Assign To: |General Data |

[ OK | [ Cancel |

Submitters should add a Description and then click OK.

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or to an item
File: [HASAP\RFx\My Compan](Browse... |

Description: [mn:.r's Response to HFEH
* Assign To: [General Data |

| OK || Cancel |
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S Sumim k . . . . . -
The L tab provides Submitters with a high-level overview of their RFx Response.

Creale RFx RESPDHSE
Submit | Read Only  Print Preview | Check Cloze Save Export Import Quesfions and Answers

RFx Response Number 7000000157 RFx Number &000000583 Statuz In Process Sub
RFx Response Version Number Active Version RFx Verzion Number 2
RFx Information | ltems MNotes and Attachments Summary Tracking

Before clicking the S button, Submitters should click the ©h&ck  putton to ensure that all system errors are gone.

Options +
Create RFx Response
Submit | Read Only Print Preview Check [lose Save Export Import Questions and Answers (0 ) System Information Create Memory Snapshot @ P
RFx Response Mumber 7000000157 RFx Number &000000583 Status In Process Submission Deadline 07M11/2013 14:00:00 MSTHO Opening Date 07/11/2018 14:00:00 MSTHO Remaining Time 0 Days D0:10:49 RFx Owner Training Buyeri2 Total Value 0.00 USD
RFx Response Version Number Acfive Version RFx Version Number 2
RFx Information [ Items [ Motes and Attachments Summary |’ Tracking
RFx Rezponse Mumber: | 7000000137
Items with Response: |2 cut of 2 items responded to
CQuestions: |0 out of O questions answered ( 0 out of 0 mandatory)
Notes: |1 notes added
Attachments: |1 attachments added
If all errors are gone, Submitters can Submit their RFx Response by clicking the ~ Submit | pytton.
Options *
Create RFx Response
Submit | Read Only Print Preview | Check Close Save Export Import Questions and Answers (D) System Information Create Memory Snapshot @ F
3 RFx response iz complete and contains no emrors
RFx Responge Number 7000000157 RFx Number E£000000583 Status In Process Submission Deadline 07/11/2015 14:00:00 MSTNO Opening Date 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days 00:10:49 RFx Owner Training Buyeri2 Total Value 0.00 USD
RFx Responsge Version Number Active WVersion RFx Verzion Number i
RFx Infermafion - ltems ° Motes and Attachments Summary |’ Tracking

RFx Response Mumber: | 70000001357

Items with Response: |2 out of 2 items responded to

Questions: |0 out of 0 questions answered ( 0 out of 0 mandatory)

Notes: |1 notes added
Attachments: |1 attachments added
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Submitters will see a confirmation message that your response was submitted. No email notification will be sent. Confirm you have the required number of attachments listed, as

outlined in the RFQ.

Opticns +
Display RFx Response:
# Edit | Print Preview | ithdraw Export Questions and Answers (0 ) System Information Create Memory Snapshot @«
.‘.’.j RFx regponse 7000000157 submitted
RFx Response Number 7000000157 RFx Number S000000583 Status In Process Submission Deadline 07/11/2018 14:00:00 MSTHO Opening Date 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days 00:10:49 RFx Owner Training Buyeri2 Total Value 0.00 UsSD
RFx Responsge Version Number Acfive “ersion RFx Version Number 2
RFx Information © ltemz © Motes and Attachments Summary |’ Tracking
RFx Responze Mumber: | 7000000157
Items with Response: |2 out of 2 items responded to
CQuestions: |0 out of O questions answered ( 0 out of 0 mandatory)
Motes: |1 notes added
‘ Attachments: |1 attachments added
Options. +
Display RFx :
(@& 4]

RFx Number 6000000533 Smart Number PHX-18-R-ZCIP-53-000004-001
RFx Version Type Active Version

RFX Status Published

RFx Start Date 07/11/2018 13:30:00 MSTNO

[ Print Preview | | | [ Close |[ Do Not Participate || Tentative || Create Response |[ Quesfions and Answers { 0} |[ Export |[ System Information || Create Memary Snapshot |
L

Submission Deadline 07/11/2018 14:00:00 MSTNO

Remaining Time

0 Days 00:14:32

RFx Owner Training Buyeri2

RFx Version Number 2

Once refreshed, the Submitter will see the RFx Response number listed. Submitters can then click the “%% putton. Return to the RFx Overview (Event) Page.

Display RFx : ;

L
[ Print Previzw | | @ [ Close || Do Not Participste || Tentative || Questions and Answers (0 ) || Export |[ System Information || Create Memory Snapshet |

RFx Number 8000000583

Opficns ~

(@4

Smart Nu 1 RFX Status Published RFx Start Date 07/11/2018 13:30:00 MSTNO Submission Deadline 07/11/2018 14:00:00 MSTNO Remaining Time 0 Days 00:10:09 RFx Owner Training Buyeri2 RFx Verzion Number 2
RFx Version Type Active “Yersion RFx Response 7000000157

RFX Information Items -~ Motes and Attachments I
RFx Parameters | Questions | Motes and Aftachments | Table Extensions
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The RFx Overview (Event) Page will update with the Submitter’s RFx Response number, and Submitter’s Response Status. After Submitting an RFx Response, you should return

to this page to confirm your Response Status has changed to SUBMITTED. A Response Status of IN PROCESS or SAVED will not count your Submittal as received in the
system. Make sure to always click the Refresh Button, and view your Response Status.

Log off
When Submitters are finished, Submitters should click the button.

b:-' '.' Search: Q- MNew Session Ajax Standards Mode
4 Back Forward p  History Favorites Perzonalize ‘View Help ‘Welcome: City of Phoenix
RFx and Auctions Administration Messages [

Overview

D RFx and Auctions = Owerview = RFxand Auctions Full Screen || Options +
Active Queries
eRFxs Al{7) Published {11 Ended (0} Completed (0}
eAuctions All (0) Published (0] Ended (0} Completed (0}
eRFxs - All
[ » Show Quick Criteria Maintenance Change Query Define New Query Personalize
view: |[Standard View] )| Create Response | {Display Event| Display Response | Print Preview | Refresh Export 4 21 |
T T 'y
51| Event Mumber Event Description Event Type Ewvent Status Start Date End Date Response Number Response Status Ewvent Version Response ‘Yersion LT T Start Time End time |:|
£000000583 PHX-19-R-ZCIP-£3-000004-001 RFx for CIP Published a7H120M8 07r11/2018 7000000157 Submitted 2 1 0 13:30:00 14:00:00
£0000005723 ! PHX-19-R-ZCIP-24-000001 |"RFx for CIP | Published 070013 ["ovri1/2018 ! |"Mo Bid Created 1 0 11:10:00 I"15:00:00 |
&000000552 PHX-18-R-ZCIP-53-000026 RFx for CIP Published 06/28/20158 O720/2018 Mo Bid Created 1 0 | 12:00:00 12:00:00
£000000294 PHX-17-R-ZIFB-35-000007 Invitation for Bids Published 12/06/2016 7000000023 Submitted 1 2 0 | OD:00:00 17:30:00
£000000291 PHX-17-R-ZIFB-25-000005-001 Invitation for Bids Published 12/02/2016 7000000822 Submitted 2 1 0 | O0:00:00 15:45:00
| | 5000000238 PHX-17-R-ZIFB-25-000003-001 Invitation for Bids Published 120772016 7000000024 Saved 2 2 | 0D:00:00 23:59:00
6000000230 PHX-17-R-ZIFB-35-000002 Invitation for Bids Published 101972016 7000000011 Submitted 1 1 0 | O0:00:00 10:00:00
Last Refresh 07/11/2018 13:28:14 MSTNO Refresh =
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If you are returning to your RFx Event after logging off, make sure to click the Refresh Button to see the most updated information. You can easily access your RFx Response, by
locating the Response Number associated with the RFx Event you want to edit. Click on your RFx Response Number (hyperlink), and a new window will pop-up which will allow
you to make changes to your RFx Response directly. Remember, you can’t make changes to any attachments within the system. You can only add or delete attachments. Document

editing should be done on your PC.

Shg

4 Back Forward p  History Favorites Personalize View Help

- = ~

RFx and Auctions Administration Messages

Overview

p RFx and Auctions > Owernview > RFxand Auctions

Active Queries

eRFxs Al (7] Published (11 Ended (0} Completed (0}
eAuctions Al {0) Published {0} Ended (0) Completed (01

eRFxs - All

[ v Show Quick Crteria Maintenance

wiew: |[Standard View]

5| Event Mumber Event Description

[ ] 6000000533 PHX-19-R-ZCIP-83-000004-001
| 6000000578 PHX-19-R-ZCIP-84-000001
| 6000000553 PHX-18-R-ZCIP-63-000026
| 6000000254 PHX-17-R-ZIFB-35-000007
i E000000:251 PHX-17-R-ZIFB-35-000003-001
: 6000000238 PHX-17-R-ZIFB-35-000003-001
N &000000230 PHX-17-R-ZIFB-35-000002

'|| Create Response | Display Event Display Response | Print Preview

Event Type
RFx for CIF
RFx for CIF
RFx for CIF
Invitation for Bids
Invitation for Bids
Invitation for Bids

Invitation for Bids

Refresh |Export a
Event Status

Fublished
Fublished
Fublished
Fublished
Fublished
Published
Published

Start Date
a7nizing
gvnorzine
0e/2af20na

End Date

07r11/2018
07r11/2018
072002018
12/06/2018
12/02/2016
12107/2018
10192018

Response Number

7000000023
7000000022
7000000024
7000000011

Search:

Q- Mew Session

Ajax Standards Mode Log off

Welcome: City of Phoenix

[

Full Screen || Options «

Response Status
Mo Bid Created
Mo Bid Created
Mo Bid Created
Submitted
Submitted

Saved

Submitted

Event \ersion

Response Version

Change Query Define New Query Personalize

P2
Q&A Start Time End time ]
0 13:30:00 14:00:00
0 11:10:00 15:00:00
0 12:00:00 12:00:00
0 00:00:00 17:30:00
0 00:00:00 15:45:00
2 00:00:00 23:58:00
0 00:00:00 10:00:00
5]

Last Refresh 07/11/2018 13:28:14 MSTNO RefreshEl
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RFx Response numbers will not appear unless you’ve accessed the RFx Event and saved any actions within the system.

A Response Status of ‘In Process’, or ‘Saved’ indicates a need to complete a step(s) before the system will update your RFx Response to Submitted.

Your Response Status should display as ‘Submitted’ by the Submittal Deadline.

':,‘ 5 4

4 Back Forwsrd p  History Favorites Personalize View  Help
RFx and Auclions Administration Messages

Overview

D RFx and Auclions = Owerview = RFxand Auctions

Active Queries

Search:

Q- Mew Session

Ajax Standards Mode

Log off

Welcome: City of Phoenix

Full Screen

Options

eRFxs Al(7) Published (1) Ended (0} Completed (0}
eAuctions Al {0) Published (0) Ended (31 Completed (31

eRFxs - All

[ ¢ Show Quick Crteria Maintenance

Change Query Define New Query Personalize

view: |[Standard View] -| | Create Response | Display Event Display Response | PrintPreview | Refresh |Export 4 2. ‘

| Event Number I Event Description | Event Type . | Event Status Start Date End Date Rezponse Number Response Status Event Version Response Yersion | Q&N | Start Time End time ||:|
£003000583 PHX-18-R-ZCIP-63-000004-001 RFx for CIP Publizshed a7i120158 071 1/2018 Mo Bid Created 2 0 13:30:00 14:00:00
| £000000578 PHX-18-R-ZCIP-54-000001 RFx for CIP Publizshed a7 02015 071 1/2018 Mo Bid Created 1 0 11:10:0D 15:00:00
| £000000553 PHX-15-R-ZCIP-63-000026 RFx for CIP Publizshed 06252015 07r20v2018 Mo Bid Created 1 0  12:00:00 12:00:00
| £0000002584 PHX-17-R-ZIFB-35-000007 Invitation for Bids Publizshed 12/06/2016 7000000023 Submitted 1 2 0 | 00:00:0D 17:30:00
| E000000251 PHX-17-R-ZIFB-35-000005-001 Invitation for Bids Publizshed 12/02/2016 7000000022 Submitted 2 1 0 | 00:00:0D 15:45:00
: §000000235 PH*-17-R-ZIFB-35-000303-001 Invitation for Bids Publizshed 120772016 7000000024 Saved 2 2 | 0D:00:0D 23:55:00
: §000000230 PH*-17-R-ZIFB-35-000302 Invitation for Bids Publizshed 1071972016 7000000011 Submitted 1 1 0 | 00:00:0D 10:00:00

L

Last Refresh 07/11/2018 13:28:14 MSTNO Refresh[E]
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Additional Notes

Submitters can click the =3 button to Save a “Work in Progress” RFx Response.

Submitters can click the  # Edt putton to enter Edit mode on their RFx Response.

Submitters can click the 2= button to Delete a “Work in Progress” RFx Response.
Submitters can re-Submit their RFx Response up until the Submission Deadline Date / Time.

Withdrasw

Submitters can also Withdraw their RFx Response by clicking the

QUICK TIP:

To Edit your RFx Response you must not be in ‘DISPLAY’ mode. Your window should either say “Edit RFx Response’ or ‘Create RFx Response’ in the top left corner of your
screen.

button.

AN

eale RFx Response
ubmit | ead Only Print Preview |

o~

dit RFx Response:
| Read Only/[| Print Preview | | |;
=
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