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Vendors Registered Before 03/09/2019 — Action Required

As of 03/09/2019, Vendor Services has changed the login process. Vendor that were registered prior to
03/09/2019 will need to update their account in order to continue to access Vendor Services. All active
vendor users on 03/09/2019 will be sent an activation email with detailed instructions on how to update
their account. Please follow the detailed instructions or follow the step by step video at
http://www.columbus.gov/vendorservices or contact vendorservices@columbus.gov for assistance.

Accounts Used To Login To Vendor Services '@']
City of Columbus Vendor Services requires vendor users to use a Google, Microsoft, AuthO/City of Columbus
LinkedIn, or AuthO account to login. An AuthO account allows you to link your business p—

email directly with Vendor Services rather than use a third party email provider.

SIGN UP WITH GOOGLE

To establish an AuthO account during registration:

.
1M} SIGN UP WITH LINKEDIN

1. Select the Sign Up tab from the Authentication Screen during Registration.
2. Enter your business email address in the bottom section of the sign up box as
shown to the right.

== SIGN UP WITH MICRO SOFT ACC...

Select An Account Provider From The lcons

Above To Create An Account With One Of

3. Create a unique password for Vendor Services. This password is only for Vendor These Providers. If You Wish To Establish
. An Account With AuthQ, Enter Your Email
SerVICGS. Address And Preferred Password Below
4. CI'Ck SlgnUp yours@example.com
5. You will receive an email verification by email. Click on the verification link to
confirm your email address. e

Private Browsing Recommended With Vendor Services

We advise that you use Private Browsing when using our site. Using private browsing will help to
prevent log in confusion for those vendors who use multiple email accounts in their browser. Vendor
services will always prompt for your email provider when using Private Browsing so you are always in
control of which account you are using when signing in. Use these keyboard shortcuts to activate private
browsing:

Internet Explorer: Control + Shift + P Firefox: Control/Command + Shift + P

N @O =

- || Search... 2~
Print
File
Zoom (100%)
Delete browsing history... Ctrl+Shift+Del ’ Safety

o
[

Rl oy g el Add site to Apps £} MNew Window Ctri+M
©2

Mew Private Window h Ctrl+5Shift+P I

Sign in to Sync

v v o v

Chrome: Control/Command + Shift + N I
Tt SBNONRN C )

Mew tab

[

Mew window trl+ M

Mew incognito window  Ctrl+Shift+N
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Vendor Portal Administrators

City of Columbus Vendor Services requires each vendor to have a Vendor Portal Administrator. The first
contact added when a vendor registers will, by default, become the Vendor Portal Administrator. The
Vendor Portal Administrator is responsible for maintaining additional users and contacts associated with
the vendor’s account. Additional instructions are available below.

Register New Vendor

City of Columbus Vendor Services requires users to use a Google, Microsoft, LinkedIn, or AuthO

account to login. For information on how to create an Auth0 account, see the above section titled
’] Accounts Used To Login To Vendor Services. If you prefer to use a Google, Microsoft, or LinkedIn

account, please create an account with one of these providers before beginning vendor registration.
.l You will use this account to access the City of Columbus Vendor Services site in the future.

Please make a note of the account in your records to ensure future successful login.

1. Ina private web browser (see Private Browsing Recommended for Vendor Services Section),
open the Vendor Services website http://vendors.columbus.gov/sites/public.
Note: Internet Explorer is the preferred browser for accessing Vendor Services.
Select the click here link located under the New Users Section.

2. The following message will be displayed to redirect you to AuthO authentication:

i d d d d
L{ -

The et I:l:llu.mbus UNSE APV LN HICSYSIV B using an known and trusted authentication provider,
your User ldentification. You are being redirected to Authld .

i : 3 Please see our Help Guide located on the front page of
to sign inusing a Google, Linked-in, Microsoft, or Vendor Services for more information
Auth 1D [email address and password). You will still be "
able to réceive communications from the City wsing your
busingss email a3 your contact information, this just
identifies your user account in a simpler and saféer method
using an known and trusted authentication provider.
Please see our Help Guide located an the front page of
Viendor Services for more information.. QK Cancel

3. Select OK to continue.
Note: Our site uses a pop-up when registering. Please allow pop ups from our website.
4. You will be prompted to sign using Google, Microsoft, LinkedIn, or AuthO account. Select the

account you wish to use to sign in. (If you wish to create an AuthO account, see the section
above regarding Accounts Used To Login To Vendor Services

5. You will be prompted to sign into your account.

6. Complete sign-in as directed.

7. You may see the following message. Select Allow to continue.
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G Sign in with Google

Sign in

to continue o authl.com

Forgot email?

you can

terms of

Create account Next

Linked [}
A

MW Let this app access your

m Al.ltho '0' info?

login.authO.com

B Microsoft

Auth0 would liks to:
Auth0 needs your permission to:
* Use your basic profile including your name, P Sion inautomaicay
Signing in with your Microsoft account will
automatically sign you in to this app

photo, headline, and current positions

® Use the primary email address assoaated with

r LinkedIn acooury
yous:Linkedivacoolmt Accepting thess permitsions means th
your data as specified in their terms of
1atement. You can change these permissions st

https://microsoft.com/consent.
o

Not you? |

liow this app 16 Lse
and privacy

You can stop this sync in your Linkedin
settings. Auth0 terms apply. Learn more.

8. Once you have signed in select Register me to register a new vendor account.

9. Terms and Conditions of Use will be displayed. Please read the terms and conditions and place a

checkmark next to “Check to acknowledge and agree”. Select Next.
10. Enter you Federal Tax Identification Number. Select Next.

e

The following message is displayed if the vendor you are trying to register is already registered with
the City of Columbus.

Tax ID 34-4567897 already exists
A vendor account [ Cheryl Reed Test Company 2 ) already exists for the tax ID that you entered. Do you

ant to add a new contact for this vendor?

If this message is displayed, you may still add yourself as a new vendor contract. Select Yes to add
yourself as a new vendor contact and refer to the Section Register New Vendor Contact (Existing
Vendor).

11. You are now prompted to enter company and contact information. Complete all applicable
fields and select Next. See Notes below.

;

Company and Contact Information Notes

e  Ensure that you enter the company’s email address and not your email address under company
information. This email address will be used by the City to notify vendors of procurement
opportunities.

e  Ensure that you enter your email address under the contact column as this email address will be
used to further communicate with you during the registration process.

e  Entering the zip code first will populate City and State information for you automatically.

e Selecting “Same as Company” under the contact information column will populate company
address information for you in the Contact column.

12. The Business Information screen is displayed. Indicate if you are:

a.

Minority owned
i. Ethnic origin
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b. Woman owned
¢. Asmall business
d. Locally owned
13. Indicate the type of Tax ID you are providing during registration.
14. Indicate the number of employees for your business.
15. Select a line of business, then select Next.
16. You are now prompted to select Procurement Categories that pertain to your vendor.

THE CITY OF

auidentification > General information > Business information > Procurement categories > Finisn

Type 3 vendor category to register, and then click Search. In the eft pane, click the search result you want, and then, in the right pane, select the highlighted checkbox. You can select multipie categories.

A maximum of 100 results will be returned, If you dom't find the category you 'Te looking for, please namow your search eriteria.

food

Search

Ala carte foods vending machines

Aluminum faod wrapping foil

Assessment of emergency food requirements

Bird and fow food

®oE

Commercial use foad choppers or cubers or dicers
Commercial use food grinders

Commercial use foad processors

B oE B

Commercial use food slicers

Commercial use food warmers
Cooking or food preparation services

Dog and cat food

Domestic dispasable food containers

Domestic food choppers
Domestic food mill
Domestic food processors

Domestic food scoons

BB B E

B City of Columbus - UNSPSC

Apparel and Luggage and Personal Care Products
Building and Construction Machinery and Accessories

Building and Facility Construction and Maintenance Services

Chemicals including Bio Chemicals and Gas Materials

Cleaning Equipment and Supplies

Commercial and Military and Private Vehicles and their Accessories and Components
Defense and Law Enforcement and Security and Safety Equipment and Suppiies
Distribution and Conditioning Systems and Equipment and Components

Domestic Appliances and Supplies and Consumer Electronic Products

Drugs ang Phamaceutical Products

Editorial and Design and Graphic and Fine Art Services

Education and Traning Services

@) Include subcategories

a. Enter a category search value and select Search.
Search results will be displayed on the left side of the screen. Select the corresponding
category from the list.

c. The right hand side of the screen will show the selected value in the list of categories.
Place a checkmark next to the value to associate this category with your vendor.

Previous Finish Cancel

d. Repeat steps a-c until all categories you wish associated with the vendor are selected.
17. Select Finish.
18. You will see the message “Your registration has been received by City of Columbus Vendor

Services”. This completes the initial vendor registration process but additional steps are needed
before you can login into the vendor portal. See Vendor User Account (New Vendor) Section

below.

Before you can access the Vendor Portal, a verification step will take place.

y

After verification, you will receive an e-mail from the City regarding your registration.

cl We strive to complete these verifications quickly. In most instances, you should receive
communication from the City within one business day. If you have not received

communication within two business days, please contact us at vendorservices@columbus.gov.

19. After verification, wou will receive an email indicating that you have been added as a vendor
and now have access to the City of Columbus Vendor Services site.
20. The registration process is complete.
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Logging into City of Columbus Vendor Services

1. Ina private web browser (see Private Browsing Recommended for ‘ﬁ]
Vendor Services Section), open, -

http://vendors.columbus.gov/sites/public. b L

Note: Internet Explorer is the preferred browser for accessing Vendor .

Services. Sslect Your Account Provider Fram The
2. Select the click here link located under the Registered Users Section. Ieens Belv

3. You will be prompted to sign in using a Google, Microsoft, LinkedIn, or G Losmwmisoosie
AuthO email address and password. in BT

4. Complete sign-in as directed.

5. Upon, successful login, the Vendor Services site will be displayed.

== LOG IN WITH MICROSOFT ACCO...

If You Have Established An Account With
: . . . . Auth0, You Can Login With Your AuthQ
For assistance with logging into Vendor Services, please contact Credentials Below
vendorservices@columbus.gov. We strive to respond to inquiries in a
. . . . . . yours@example com
timely fashion. In most instances, you should receive communication .
2 from the City within a half business day. & your password

Click Here To Reset Your Auth0 Passwaord

AUTHO LOG IN >

Vendor Maintenance

Register New Vendor Contact (Existing Vendor)
City of Columbus Vendor Services requires users to use a Google, Microsoft, Linkedin, or AuthO
account to login. For information on how to create an AuthO account, see the section titled
U Accounts Used To Login To Vendor Services. If you prefer to use a Google, Microsoft, or Linkedin
account, please create an account with one of these providers before beginning vendor registration.
=l You will use this account to access the City of Columbus Vendor Services site in the future.

Please make a note of the account in your records to ensure future successful login.

1. Ina private web browser (see Private Browsing Recommended for Vendor Services Section),
open, http://vendors.columbus.gov/sites/public.
Note: Internet Explorer is the preferred browser for accessing Vendor Services.

2. Select the click here link located under the New Users Section.

3. The following message will be displayed to redirect you to AuthO for authentication:

The City of Columbus uses third party authentication as A
your User ldentification. You are being redirected to Authd

to sign in using a Google, Linked-In, Micrasoft, or

Authd 1D (email address and password), You will still be

able to receive communications from the City using your
business email as your contact information, this just
identifies your user account in a simpléer and safer method
using an known and trusted authentication provider,

Please see our Help Guide located on the front page of
YWendor Services for more information.. QK Cancel

ey yolll Usel aCooll a S Ter afid 5a
using an known and trusted authentication provider,
Please see our Help Guide located on the front page of
Wendor Services for more information..

4. Select OK to continue.
Note: Our site uses a pop-up when registering. Please allow pop ups from our website.

Page 7 of 20


http://vendors.columbus.gov/sites/public
mailto:vendorservices@columbus.gov
http://vendors.columbus.gov/sites/public

THE CITY OF %

COLUMBU

ANDREW J. GINTHER, MAYOR

5. You will be prompted to sign using Google, Microsoft, LinkedIn, or AuthO account. Select the
account you wish to use to sign in. (If you wish to create an AuthO account, see the section

above regarding Accounts Used To Login To Vendor Services
6. You will be prompted to sign into your account.
7. Complete sign-in as directed.
8. You may see the following message. Select Allow to continue.

G signin with Google Linkedm

A
X

M AuthO

Auth0 would like to:

Signin

to continue i2 auth0.com

* Use your basic profile including your name

and current pesitians

B® Microsoft

MW |Let this app access your
'Q info?

loginauthO.com
Auth0 needs your permission to:

w Sign in automatically

10.

11.

12.

13.
14,

Signing in with your Microsoft account will
automatically sign you in to this app.

Forgot email?

® Uget r email address agsodated with
jour Linkedln accoun
yo! kedin account Accepting these permissions means o
your data s specified in theie terr
stement. You can change these pen
hitps://microsoft.com/consent.

ou allow this app to use
e and priva

You can stop this syne in your Linkedin

settings. AuthO terms apply. Learn more.

terms of service

Net you?

Once you have signed in, search for your company by entering the vendor name or federal tax
id. Select Search. (Dashes are not required when searching the tax id.)

;

Vendors matching your search criteria will be displayed. Highlight the correct vendor to
proceed. Select Use the selected company. Note: Make a note of the Vendor Portal
Administration for the selected vendor as you may need to contact them later.

Terms and Conditions of Use will be displayed. Please read the terms and conditions and place a
checkmark next to “Check to acknowledge and agree” if it is not already selected. Select Next.
You are now prompted to enter your contact information. Complete all applicable fields and
select Finish. See Notes below.

Create account

If searching by federal tax id you must enter the full tax id in order to return results.

If searching by vendor name, you may enter partial values i.e. Supp will return Support
Systems, Support Solutions, etc...

Company and Contact Information Notes

e Verify the Contact name field contains your first and last name.
e  Selecting “Same as Company” under the contact information column will populate company
address information for you in the Contact column.

=

You will see a message indicating “Your registration has been received.”
The Vendor Portal Administrator (that you noted in step 10) is responsible for verifying your
account. Please contact this individual to continue the registration process.
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Attach W-9 to Vendor Record

U Please provide the City of Columbus a W-9 in a timely fashion and provide updated W-9's as
requested. A vendor will be placed on “Hold for Payments” until a W-9 is received and reviewed by
the City Auditor’s Office.
1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)
2. Select Profile from the Common menu located on the left navigation bar.
3. Your vendor profile will be displayed. Select Attachments.

/ 8| &

Edit Close | Attachments

Maintain Attachments

4 General Kimberly Cotton 4 Roles
Identification Vendor profile C. Account num... Descri...
Vendor account: 000001 Locally owned: No & DLULI UETIED
MName: = Small business: No
Phonetic name: Woman owner: No
Known as: Minority owned: Mo
Language: en-us Ethnic origin: “ Relationships
Currency: usp Owner is a service veteran: No Relationship  Name
Owner is disabled: Mo This gria s empty.

‘Organization details

4. Select Upload document.

The Add Document window will display.

Enter a Description. For example: 2017 W9 XYZ, Co.
Select W9/WS8 in the Type field.

Select Browse and locate the applicable document.
Select OK.

Lo NwW

Add document

Home | Add document
Add document

Description: [ 2017 W8 XVZ. Co. |
Type: = |W9M8 | - |
Attach file : ChUsers\careed\Desktop\Auditor - Process W9-W&d| Browse..

Restriction: | Internal

ok || cance |
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10. You will be returned to the Attachments page. Verify your W9 appears in the list of documents.
11. W9’s are typically processed in one to two business days.

Update your Vendor Profile
1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)
2. Select Profile from the Common menu located on the left navigation bar.
3. Your vendor profile will be displayed. Select Edit.

Update Address
1. Select Address. This will expand the Address section.
2. Select Add.

3. Enter an additional address for your business and select Save and Close.
4. Select Address again to minimize the Address section.
5. Select Close to exit the vendor profile.

Update Contact Information
1. Select Contact Information. This will expand the Contact Information section.
2. Highlight the contact information line you wish to update and select the Details button.
3. Select Edit on the View contact information screen.
4. Update the information accordingly and select Save and Close.

Add Attachments to your Vendor Profile
1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)
Select Profile from the Common menu located on the left navigation bar.
Select Attachments.
Select Upload document.
Enter a description for the document.
Select Document from the Type field pick-list.
Select Choose File.
Navigate and attach your document
Select OK.
10. You will see the attachment listed on the screen.
11. Select Close.
12. Select Close again to close the Vendor Profile.

LN R WN

Create Category (UNSPSC Codes) Request

City of Columbus Vendor Services converted NIGP codes associated with your vendor account to
UNSPSC codes. It is likely you will want to add additional UNSPSC codes to your account. UNSPSC Codes
are called categories within Vendor Services. Bid notifications you receive as a vendor are based on
categories associated with your vendor account. A category request allows you to add new categories.
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7.

10.

Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)

First, view categories associated with your vendor account by selecting Profile from the
Common menu located on the left navigation bar.

Select Category Information to expand the Category Information section.

After viewing categories associated with your vendor account, select Close to close the Vendor
Profile.

Select Category requests from the Common menu located on the left navigation bar.

Select Category request from the upper left hand corner to create a category request.

7% Delete

>
e /-
Category View
request

New Waintain

Vendor portal Category requests
4ac
omman ¥ RequestID Reqt

Frofile 7| 000032

You are now prompted to select Procurement Categories that pertain to your vendor.

Vendor category request B x

4 Category information

Type 3 vendor category to register, and then click Search. In the left pane, click the search result you want, and then, in the right pane, select the highlighted checkbox. You can select
muttiple categories.

A maximum of 100 results will be retured. If you don't find the category you're looking for, please namow your search criteria

B City of Columbus - UNSPSC
Search
== Apparel and Luggage and Personal Care Products

Building and Construction Machinery and Accessories

Building and Facility Construction and Maintenance Services

Chemicals including Bio Chemicals and Gas Materials

Cleaning Equipment and Supplies

Commercial and Military and Private Vehicies and ther Accessories and

Components
Defense and Law Enforcement and Securty and Safety Equipment and

Supplies
Distribution and Conditioning Systems and Equipment and Components

Domestic Appliances and Supplies and Consumer Electronic Products

Drugs and Pharmaceutical Prooucts

torial and Design and Graphic and Fine Art Services

@) Include subcategories

Save and close Close -
o Close |

a. Enter a category search value and select Search.
Search results will be displayed on the left side of the screen. Select the corresponding
category from the list.
c. The right hand side of the screen will show the selected value in the list of categories.
Place a checkmark next to the value to associate this category with your vendor.
d. Repeat steps a-c until all categories you wish associated with the vendor are selected.
Select Save and Close.
To submit your request to have your select categories added to your vendor record, select
Submit located on the yellow bar at the top of the page.
Enter a comment if applicable and select Submit.
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11. Your request will show in the Category Request list with a status of Application Submitted.
12. Return to this screen at a later time to see that the status shows as approved.

Delete Categories associated with your Vendor Account

City of Columbus Vendor Services converted NIGP codes associated with your vendor account to
UNSPSC codes. You may want to review and remove UNSPSC codes from your account that are not
applicable. UNSPSC Codes are called categories within Vendor Services. Bid notifications you receive as
a vendor are based on categories associated with your vendor account.

1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)

Select Profile from the Common menu located on the left navigation bar.

Select Edit.

Select Category Information to expand the Category Information section.

Select the category you wish to remove. The row will be highlighted.

Select Remove.

ok wnN

Approving Additional Vendor Contacts

Additional vendor contacts may use the “Register New Vendor Contact” process to associate themselves
as a contact for your vendor and gain access to Vendor Services. The Vendor Administrator is
responsible for approving and creating a user account for these individuals.

Note: Only Vendor Portal Administrators may complete this function.

1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)

2. Select Unconfirmed vendor contacts from the Common menu located on the left navigation
bar.

3. Place a checkmark next to the contact you wish to confirm and select Create Vendor Contact.

4. Verify and update first name, last name, and job title information as applicable. Select Create.

5. The Edit Contact screen is displayed allowing you to view and/or update address and contract
information, and user roles for the vendor contact. Update this information as appropriate and
select Save and Close.

6. Select Contacts from the Common menu located on the left.

7. Place a checkmark next to the contact you want to make a vendor user and select Add Vendor
User from the top navigation bar.

8. The following window is displayed. Update User Role to “Vendor (external) — Public sector”.
Select Save and Close.
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Create new user request

Person:

E-mail: =

User role: +

Authentication method

O X
Shawny Test
michiganveggiedax? @gmail.com -
Wendor portal administrator (external) - Public sector -
Azure ACS
Save and close Close

9. The following window is displayed. Select Submit.

View user request - Request ID: 000051, Shawny Test

Request actiom:
Person:
E-mail:

User role

,:'_,. User request workflow

Authentication method

Add user
Shawny Test
michiganveggiedax2@gmail.com

Wendor (external) - Public sector

10. Enter any applicable comments and select Submit.
11. An email notification will be sent to the newly created contact with a link to access Vendor

En) Submit

Close

Services.
You can check the status of a user’s account by selecting User Requests from the Common
menu located on the left navigation bar. The Status column will display “Authentication
=l pending” or “Completed” for each user.

12. The user registration process is complete.

EBO Questionnaire

1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor

Services” for additional Assistance.)
2. Selecting Questionnaires from the Common menu located on the left navigation bar.
3. You will see a questionnaire named EBO Quest.

4. Select the questionnaire.
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v e Now

Question 1 will be displayed.

Answer question 1 and select Forward.

Proceed through the questionnaire answering each question and selecting Forward to continue.
Once you have reached and answered the last question select End.

The Status for the questionnaire will be updated to Finished.

Complete and Submit a Bid for an RFQ

Vendors Portal Administrators will be notified via email of new requests for quotations matching

categories they have registered for. Upon receipt of the email, follow the instructions below to review
and submit a bid.

10.
11.
12.
13.

j You may also bid on open requests for quotations that do not match categories you have registered
for. See Bid on RFQ when Vendor not registered for the RFQ bid category for additional assistance.

Login to the City of Columbus Vendor Services Site (See Logging into City of Columbus Vendor
Services for additional assistance.)

Select Requests for quotations from the My Documents menu located on the left navigation
bar.

A list of requests for quotations matching categories you have registered for will be displayed.
Any bids that you recalled will also be here. If you recall a bid, you MUST take action and Bid and
Submit or that bid will not be considered.
Highlight the request for quotation you wish to bid.
If the RFQ has Header attachments, view these documents. (See View Request for Quotation
Attachments for additional assistance.)
Select the Request for quotation BID ID to view the request for quotation.
Review the following bid sections:

a. General

b. Request for quotation description
c. Bidding guidance items
d. Lines.
i. Highlight each line and select details to view specifications.
ii. View Request for Quotation Line Attachments (if applicable).
e. Amendments (if applicable)
f. Delivery/payment terms
When ready to bid RFQ lines, Select Bid.
Locate the Lines section.
Highlight a line and select Detail.
Enter unit price in Quantity tab and comment if applicable and select Save and Close.
Repeat for each line within the RFQ.
Review your bid information and select Submit. Bid is not valid until Submit has been selected.
Note: Once a bid has been submitted, the bid is sealed and both you and Vendor Services
cannot see the bid until it is unsealed. See next section for other actions that can be taken.
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j Vendors may also complete the following actions for Bids:
=
Complete Bid RFQs may require a vendor to complete questionnaires as part of the bid process.
Questionnaire
Add Vendor For requests for quotations that allow vendors to submit questions, the vendor
Questions may submit one or more question. Note that it is the vendor’s responsibility to
return to Vendor Services to view question responses prior to the bid expiration
date.
Recall a bid Bids may be recalled prior to the bid expiration date as necessary to make
corrections or updates.
Alternate bid for an Most requests for quotations allow vendors to submit alternate bids.
item
Add Attachments to a | Vendors may attach appropriate documentation to each bid line.
bid line

Add Attachments to a Bid Line
1. Navigate to My Documents = Requests for quotations or Public Documents = Open requests
for quotations.
2. Select the request for quotation that you wish to add attachments too.
3. Select the line you wish to add an attachment too.
4. Select Attachments menu option.

4 Lines
£ Detail E‘ Attachments | =8 Add alternate | =¥ Remove alternate
Line number Ikem number Product name Status Quantity Unit Unit price
10 Standard corn broom MNew 300 EA 0.00
20 Floor mop [wet) Mew 5.00 EA 0.00
30 MNew 100,00 EA 0.00
40 Janitor's cart, fiberglass Mew 200 EA 0.00
5. Select Upload document.
6. Enter a Document description.
7. Select File as the Document type.
8. Select Browse to locate your file.
9. Select OK.

10. Repeat until all applicable documents have been attached.
11. Select Close.

View Amendments
1. Navigate to My Documents = Requests for quotations or Public Documents = Open requests
for quotations.
2. Select the request for quotation that you wish to view the amendment for.
Locate the Amendments section of the RFQ and select to expand the section.
4. RFQ Amendments will be displayed.

w
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5. For RFQ Amendments that include an attachment, highlight the applicable amendment and
select View attachment.

Adding an Alternate Bid on an item
1. Navigate to My Documents = Requests for quotations or Public Documents = Open requests
for quotations.
Select the requests for quotations.
Locate the Lines section and expand the section.
Select the line you wish to add an alternate.
Select Add alternate.
Select the new line item and enter the following:
a. Product Name
b. Quantity
c. Unit Price
d. Comment (if applicable)
e. Attachment (if applicable)
7. Repeat as necessary for applicable line items.

owukwnN

4 Lines
£ Detail ﬂ‘ Attachments | 8 Add alternate | =7 Remove alternate

Line number Iem number Product name Status Quantity Unit Unit price Met amount Alternate Dv
10 Arearug, 12" x 20" Mew 4.00 EA 0.00 0.00 Mo
10 Mew EA hi 0@ 0.00 \"E

Complete Bid Questionnaire

1. If the RFQ has an associated questionnaire, navigate to My Documents = Requests for
quotations
Select the request for quotation that you wish to complete a bid questionnaire for.
Locate the Questionnaire section of the RFQ and select to expand the section.
Select Complete Questionnaire and follow on screen instructions.
Once you have completed the questionnaire, the status of the questionnaire will indicate
Completed.

vk wnN

Add Vendor Question

Navigate to My Documents = Requests for quotations

Select the requests for quotations that you wish to submit a question for.

Locate the Vendor Questions section of the RFQ and select to expand the section.
Select Add.

Enter your question into the question field.

Select Save.

oukwnNRE

View Vendor Question Answers
1. Navigate to My Documents = Requests for quotations
2. Select the request for quotation that you wish to view vendor questions and answers for.
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3. Locate the Summary questions and answers section of the RFQ and select to expand the
section.
4. View submitted vendor questions and answers.

Recall a Bid
A vendor may recall their bid in order to update their bid, add attachments, add alternative bids, etc... A
bid cannot be recalled after the bid expiration date.

Navigate to My Documents = Requests for quotations

Select the request for quotation that you wish to recall.

Select the Recall menu option located at the top of the screen.

The message ‘Are you sure you want to recall this bid?’

Select Yes to recall the bid.

Select No to return to the RFQ without recalling the bid.

Note: After a bid has been recalled, it is considered not submitted. If you wish to have the bid
considered, you must follow the steps outlined in the section Complete and Submit a bid for an
RFQ above to submit the bid.

ok wWNPE

View Request for Quotation Attachments

Each RFQ may have one or more attachments. These are documents that are attached to the Request
for Quotation and provide additional information specific to the RFQ. Examples include: reference
forms, specifications, drawings, etc...

1. Navigate to My Documents = Requests for quotations or Public Documents = Open requests
for quotations.
2. Place a checkmark next to the request for quotation that you wish to view attachments for.

’ RFQs that have documents (attachments) associated with them will have a checkmark in the
Document column.
Requests for quotations Request for qu ¥ B
Request for quotation Status Case ID Document title Solicitation type Bid type Requested delivery date Expiration date and time Document
¥| BIDDD0438 MNew: Action required RFQO00116 Cheryl Test ITB Sealed 10/16/2015 10/16/2015 4:00:00 Ph Ld
Bl Mew: Action required RFQO00114 Email test RFQ ImB Sealed  10/15/2015 10/18/2015 1:00:00 PiA
Bl Mew: Action required RFQO00113 Multi-line RFQ for Slush Malt Shop  ITB Sealed 10/15/2015 10/16/2015 4:30:00 PM
Mew: Action required RFQO00111 Single-line RFQ for Slush's Hard Cider ITB Sealed  10/15/2015 10/16,/2015 4:00:00 P

3. Select Attachments — Attachments from the top menu.

4. Alist of attachments is displayed.

5. Select the attachment you wish to view and select the file name to open or select Open
document from the top menu.

6. The document will open.

7. Select Close to close the Attachments screen.
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View Request for Quotation Line Attachments
These are documents that are attached to the Request for Quotation line and provide specific
information about a product or service. An example could be travel procedures and guidelines.

1. Navigate to My Documents = Requests for quotation or Public Documents = Open requests
for quotation.

2. Open the request for quotation that you wish to view attachments for by clicking on the link
that starts BID.

‘] RFQ Lines that have documents (attachments) associated with them will have a checkmark in
the Document column.

4 Lines
24 Detail ﬂ Attachments
Line number Item number Product name Status Quantity Unit Alternate Document Comment
10 Standard corn broom New 6.00 EA No kd

Floor mop (wet) Mew 6.00 EA No v

30 Scouring spol New 100.00 EA No

40 Janitor’s cart, fiberglass New 2.00 EA No Ld

3. Locate the Lines section and expand if not already open.

4. Highlight the line you wish to view attachments for.

5. Select Attachments from the Lines menu.

6. Alist of attachments is displayed.

7. Select the attachment you wish to view and select the file name to open or select Open
document from the top menu.

8. The document will open.

9. Select Close to close the Attachments screen.

Bid on RFQ when Vendor not registered for the RFQ bid category
1. Login to the City of Columbus Vendor Services Site (See “Logging into City of Columbus Vendor
Services” for additional Assistance.)

2. Select Open requests for quotations from the Public documents menu located on the left
navigation bar.

3. All open requests for quotations will be displayed.

4. To view additional information for an RFQ, select the RFQ number.

5. Select Bid.

6. See Complete and Submit Bid for an RFQ Section.

View Open Requests for Quotations
Unregistered vendors can view open requests for quotations by completing the following steps.

1. Ina private web browser (see Private Browsing Recommended for Vendor Services Section),
open the Vendor Services website http://vendors.columbus.gov/sites/public.

2. Select Open Requests for Quotations located under Public Documents.

3. Alist of open RFQs will be displayed.
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4., To view additional information, select the RFQ number.

View Confirmed Purchase Orders

Vendors will receive email notification when a purchase order has been issued. This email will be sent
to the email address associated with the vendor’s account. See the section Update Contact Information
to change the email address associated with your vendor record.

1. Login to the City of Columbus Vendor Services Site (See Logging into City of Columbus Vendor
Services for additional Assistance.)

2. Select My purchase order confirmations located under My documents.

3. Select the purchase order from the list or enter the purchase order number into the filter box
located on the right hand side above the purchase order list, select Purchase Order (Note: this
defaults to purchase order confirmation, you will need to change) from the drop-down list and

select 2.

Purchase order confirmations I_E.QQQQ..D..?? | Purchase order ¥ B
Purchase order confirmation Invoice account Purchase order Date Currency Amount in transaction currency
005004 013091 PO0O000SE3 1/20/2016 uso 100.00
005007 013091 POO00007E 1/20/2016 usp 125.00

| 005008 013091 POO0OOT? 1/20/2016 usp 300.00

4. To view the purchase order, ensure the purchase order you wish to view is selected and select
Attachments.

Vendor Home All confirmed purchase orders

5. Select TCM Document Explorer to view the Purchase Oder. DO NOT SELECT ATTACHMENTS.

6. Your purchase order documentation will load. Please note there may be more than 1 document
available for viewing. Please ensure that the latest purchase order document is selected on the
left-hand side.
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Document Export
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Create Date
B
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10|Product Name: MISC. PRODUCTS 481.3 | USD $1.00000) $481.32 SUILoINE
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< > =
.

7. To print your PO, select the printer icon from the menu located at the top of the document
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