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Supplier Event Response Guide

Overview

Suppliers may change their responses to event any time before the event close time.
Please make sure you allow enough time make changes, and resubmit your response
before the close date and time. Failure to resubmit your response will render it void and
not eligible for consideration.

<§>‘j CITY OF 5

Supplier Portal

Messapes Unread Nessages ET  Amouncemens

[ T e e

Ewnt Y e Categury Vo Bub Cabegery

Resporse Stats A q Tip + Raferwrcs Cemmedity Search

e e T e " fira
T » Landiil Flzer Mats Open Nttt __” Ea

ors | et - FoeTiew=m

Response statuses may easily be checked by clicking on My Responses and reviewing the
status column on the right hand side. Submitted is the status that indicates a valid bid
response for consideration.
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Getting Started
From the portal:
* Click “Login”. Note all fields flagged with an asterisk (*) are required
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Supplier Portal Announcements

Events

Enter Your User Name and Password you created when you registered.

LAWS@N

SA
User Name II—
Password l—

Login

If you don't have an account, click here to register.

1f you forgot your password, click hare to raset.
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» Click on My Responses option. You should now see all of your responses.
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Selecting the Event

"?.-‘JW Supplier Portal
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MATERIALS, EQUIPMENT AND SUPPLIES B

The system will display the list of events that are Open.
e Select the event you wish to bid on by double clicking on it.
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The systems will open the Summary Form of the event.

e You may view additional information about the event by clicking in each tab:
Questions, Terms and Conditions, Lines and Q & A Forum. Be sure to look for any
attachments that may include important information.
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e When ready to respond to the bid, click on Respond Now.
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Sealed Bid: No
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e File
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Event # 28-0 - Event Response

Il Terms and Conditions:  Terms and Conditions

r this auant and confirm that 1 am Juthanzed to ccapt thase Tams and Condtions and submit bais for my cempany

T 1 would Tl to negobate the Temms and Condibans for this evant
A
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e If you are ready to enter your response, click the box to accept the Terms and

conditions
e Click Continue —
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Entering Line Responses

@-\fmmf% Supplier Portal

U saurcing Event Resporise Created

Event # 28-0 - Line Responses

Respond to ot least line. An * by the B

Line Hesponses

The system will display all the lines associated with this event. To respond:
e Click the Respond hyperlink to the right of the line.
e The system will open the line details form.
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Q\Wﬁé Supplier Portal

Event # 28-0 - Line Response

Respond to ot least one event line. An * by the line number indicoles o response is required. Vendor item lield is required. Please make item unique for each line item.

Line 1 Details

4 Bromn Mat:
Descrpbion
Ttem Item Descrgition Output Type
Quantiry oM
Dition Manufactuner Number

Manufacturer Code
Commodity Code 57855

Enter Line 1 Response Information

e Enter item information: Vendor Item Number (a number is required!),
Description, Bid Quantity, Unit of Measure, Unit price, any comments

e Click Continue —
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Event # 28-0 - Line Responsas

Hespand to at least Eline. A * by

Line Hesponses
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The system will return to the summary form and you will see the line status updated to
Edit Response.
e Continue to update other lines as needed. When finished, click Continue —
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Entering Responses to Event Questions

Event # 28-0 - Question Responses

Hespond to the questions for this cvent. An * before the question indicates that an answer is required.

1. = How many People are on your staff?

Answer

2. = Have you completed and attached the Employment verification Alfdevit fo
contract. Thes form must be submitied ong tme ooy

A5 requred under Sanata A 539
ebgibisty of all rewdy hired empho:
Subcontrattons Requred to
rues300_10_1.pdf.} The new
the alsctrenc fa

rube and submt Y

“Gacrgua Secunty and Immigration Complancs Act” of 2005, 0.C 12 3 13- 10-91, pubile amployars, thaw contractors nd s
of Labor has added & new Chapter 300-10-1, &
gty Through a Federal 6 Fues and Regulatsons of the 5ta

splayment Eghlity VanScation [E5V)

g fwmew, oA STate. 0o
of the LS. Department of Ho
SEArtOags ANpATISEYES, Middars shal &

EEY Form.des

E|

Bigwse

* Have you completed and attached the Systematic Alen Verification for Entitlements form® The form is attached and must be submitted with your registration prior to receiving an award of a contract.

the federal Systemabc Abin Verficatien for Entitiements (SAVE) Program. SAVE o a fedw
are consadered "public benufits.” Therefiore, the successful badder wil be required to provide
pher registration, This only has to be completed once.

used b werdy that apeh
form priof to receiving any C

Ed

O.C.G.A § 50-26- 1, requres Georpa’s aibes Lo comply
legally present in the United States. Cortracts with the
attached for your completion, Please atta your

ntract. The

E|

Growye.

* Do you have the requred nswrance? Tha bed requres contractons to pecform work on Gity-onmed property, Insurince negurendnts are attached,
Insuance fequireme

amswer|— §]

Attash Document Brgws

oc

Enter response to any question listed. You may also upload any attachments

o The form is sttached and must be submitted with your negistration. Ths form must be comgieted by the suppler prior to receiving an amaed of &

entractors ars reqursd to verfy tha work
Their Contractors and

Pl
and Security as

mply with thes naw

ants for certam “pubbc benehits® are
idavit &

associated with the question by using the Browse button to locate your attachment.

When complete, click Continue —
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Adding an Attachment to Your Response

tio data avalable

e Click on the Add button. The system will open the Attachments form

iy i i Ballemt - T peed T

\Q\Jam Supplier Portal

Event Response - Attachments

e Click the Browse button to display files for attachment
o Highlight the file you wish to attach and click Open ( This will attach the file)
e Click Continue —
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Q’Wﬂé Supplier Portal

Event # 28-0 - Response Attachments

|
|ﬁ Sourcng Event Responsa Attachment Created |
Attach asy dooements, spacficatiens, and plctures wou have for this eveat.

Autachments

Hesponse Mtachinints > 5

T e e
Attachmeat Tith

(v] SECTION N FORMS doc.

=
SECTION [ FORMS dor

Fage sz 103

o [ o - T e
e The system will display your attachment.
e Click Continue —
Rev 12/5/2012

Page 12



Supplier Event Response Guide

Submit and Print Your Response

3 —
\‘g-‘jﬂWJMﬂﬁ Supplier Portal

Event # 28-0 - Submit Response

Submit Response

ﬂ been met, Your total bid amount is $3000.00. CBck the Submit button to complete your response.

Click the Back button Bo réviaw your rasponce datais, or cfck the Done button fo complate your raspante f  laper time.

=

Dore ) e AT

Click Submit to complete the event and send response to the City of Savannah
Use the Print My Response button to obtain a hard copy of your response
Click Done to return to Open Event form

Your event is not submitted until you click Done. Be sure to complete this final
step!
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