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Responding to a Solicitation

Important
Bid solicitations are viewed in the “Overview” tab.

Only bid solicitations of the Spend Categories (NIGP codes) Suppliers select in
their vendor profile are displayed and accessible.

If email notification of an upcoming bid was not received, Suppliers should
request getting added to the Bidders List by contacting the Procurement Specialist
assigned to the bid. If required, update the vendor profile to include the Spend
Categories (NIGP codes) of the bid in question.

Submissions are not allowed after the “Submission Deadline”.
Changes may be made before the “Submission Deadline”.

Rejected/Accepted bids are viewed in the Vendor’s Overview tab (Note:
Notification of rejected bids are not sent to Suppliers).

Responses should be either electronic or paper; not both.

TIP: Suppliers should periodically review and update their selected Spend
Categories (NIGP codes) to ensure email notifications for the products/service
they provide are received.
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Troubleshoot Overview tab

I’m unable to see the RFx...
1. Click on the Refresh button

2. Ifyou still can’t see the RFx
Make sure our website is allowed by pop up blocker
Make sure you have no filters/conditions set under Show/Hide Quick Criteria Maintenance

3. Ifyoustill can’t see the RFx, make sure your Security/Downloads are set to enable.
Go to Tools
Click on “Internet Options”
Click on “Security” tab
Select “Internet” Icon
Click on “Custom level” button
Look for “downloads — on Automatic prompting for file downloads
Select “Enable”
Click on “Ok” button
Log back into the SAePS Portal
Click on “Overview” tab
Click on “Refresh” You should see the RFx number appear.

e/
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Example of Notification of a solicitation via email

RFx 6100000306

o BUYERS BUYERS add to contacts

To scotsherman@hotmail.com

Mr. Will Smith,

We would like to draw your attention to the following RFEx:

ZD BUYER1 03/07/2011 131:311 100000306

Closing date for applications:

Submission deadline: 03/22/2011

Opening time: 03/25/2011

Plea=se log into your supplier account on our website to find complete information about this REx.

We would be pleased to receive an BFx response from you.

SAYPS
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SAePS Portal Logon

SAYPS

San Antonio ©Procurement System

UseriD* | Enter permanent username (VXXXXXXX)

Password Enter permanent password

Supplier Logon Problems? Get Support

Access to this system is limited to authorized users only. Unauthorized access to the system, the unauthorized
use of an account, or the unauthorized use of a password are criminal offenses under Section 33.02 Texas FPenal

Code.
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RFx Overview tab

Click on the Overview tab and select All
**1f you don’t see the RFx listed, click the Refresh button.

Bidder

Home | Overview  Vendor Information | Spend Categories

RFx

Active Queries

eRFxs § All(2) §Publizhed (0} Ended (0} Completed (0)

eRFxs - All

b Show Quick Criteria Maintenance

View |[Standard View] ¥ | || Create Response Dizplay Event || Display Response | || Print Preview | | Refresh [@Export 4

H. Event Number Event Dezcription Event Type Event Status Start Date End Date Rezponze Number
6100003332 AC for Landscape Services for SWMD | Invitation for bid | Published 081672013
6100003013 AJC Citywide Janitorial Supplies Invitation for bid | Publighed 09/04/2013
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If you still don't see the RFX, click on Hide Quick Criteria Maintenance to remove any
specific criteria which may be preventing a proper refresh.

Clear out any prefilled search filter criteria by clicking the dropdown box and then click
Apply.

Active Queries

eRfFxs Al{2) Published (0} Ended (0} Completed (0]

eRFxs - All

|! w Hide Quick Criteria Maintenance l

Event Number: & | | To | | o

Event Status: | | il |

Creation Date: & | 7] To | T 5

Deadline Date Flag: | hd
Status:

Re=zponze Timeframe: “ |

smart Mumber: |

‘l.l'iew|[5-tanl:|arl:| View] |v| | Create Response | | Display Event || Display Response | | Print Preview | | Refresh || E:-:pu:lrt..u|

SAYPS
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When the RFx Number you are looking for appears in the Event
Number field, click on the number or highlight the RFx Row and click
on Display Event to view.

Active Queries

eRFxs Al(2) Publizhed (03 Ended (0} Completed (0}

eRFxs - All

| ¥ Hide Cluick Criteria Kaintenance

Ewvent Wumber: @ |:| To |:| &

Event Status: | =]
Creation Date: S To 4
Deadine Date Flag: | d
Status: | =l
Rezponze Timeframe: | | il |
|

Smart Number:

|=| | Create Response | |l Display Event [fDisplay Response | | Print Preview | | Refresh || Export |
Event Dezcription Event Status End Date = Re=zponze Mumber Rezponze Statuz
6100003013 AJC Citywide Janitorial Supplies Publizhed 090472013 No Bid Created

5100003332 " AC for Landscape Services for SWMD | Invitation for bid | Publighed T08M62013 | "No Bid Created

SACS tE'PS
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From the Display RFX screen, click the Notes and Attachments tab to view bid documents. NOTE: It
Is recommended that you save the documents to use as reference when creating a response.

Click Create Response to highlight the Add Attachment button and upload your bid response.
** A free copy of Adobe Acrobat Reader is available at www.sanantonio.gov.

Display RFx : 6100003013

RFx NHumber &100003013 Smart Number AJC Cityvwide Janitorial Supplies RFX Status Publizhed RFx Start Date Submission Deadline 08/04/201.
RFx Owner JACQUELY'M MEMDEZ RFx Version Humber 2 RFx Verzion Type Active Verzion
| Cloze | | | Print Preview | | | Refresh | | | Participate | [ Do Not Participate | | Tentative |rl:reate Response |I Questions And Answers ( 0 ) || Export || System Information
RFX Information | tems Notes and Attachments
w Notes
Aszzigned To Category Text Preview
w Afttachments
Azzigned To Category De=cription File Mame
Document Header Standard Attachment Atftachment D - Utilization Plan Attachment D - Utilization Plan.pdf
Document Header Standard Attachment  Attachment E - Punch Qut Beguirements Attachment E - Punch Qut Requirementz. xl=
Document Header | Standard Attachment = Attachment F - Reference Sheet Attachment F - Reference Sheet.pdf

Document Header Standard Attachment  §100003013 Annual Contract for Citvwide Janitorial Supplieg = 6100003013 Annual Contract for Citywide Janitorial Supplies. pdf

Document Header Standard Attachment  Aftachment A - LPP Identification Form Attachment A - LPP ldentification Form.pdf
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To upload your bid response, click Add Attachments. Then click on the Browse button to locate
the file on your computer.

Add a short description and select General Data in the “Assign To” box. Then click OK.
Create RFx Response

RFx Response Number 7000003521 RFx NHumber &1000030132 Status In Process Submission Deadline 00042013 14:0
Remaining Time 19 Day=s 033505 RFx Owner JACQUELYN MENDEZ Total VWalue 0.00 USD RFx Response VWersion NHuml
Submmit Clo=e Read Onk Print Previe Chec Save Expor po duestions And Answers [ 0 Swy=tem Information

RFx Information tems Hotes and Attachments Summanry Tracking
 MNotes
A=zzigned To —atego Text Previe
Add Attachment =1 E3
w Attachmentz
Here yvou can upload an attachment. You have to assign it to ether the document general data or to an item
Add Attachment |
File: }.Guides'l.Elid Hespnnse.pd
B De=scription: |Elid FResponse | -

[.ﬂ-.ssign To: *F |General Data |v |]

Cancel |
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After uploading your bid response, check the “Size (KB)"" field to ensure the
value is not zero. A zero indicates an empty file. Upload your response again
whenever you see a zero.

Create RFx Response

RFx Response Number 7000003825 RFx Humber §100003013 Status In Process Submission Deadline 09/04/2012 14:.00:00 C5T Opening Date 097042013 14:.01:00
Remaining Time 15 Days (0:28:29 RFx Owner JACQUELYN MENDEZ Total Value 0.00 USD RFx Response Version Number Active Verzion RFx Version Number 2

| Submit || [‘.Iuse| | Read Only || Print Preview | | Check || Save || Export || Import || Questions And Answers (0 ) || System Information || Create Memory Snapzhot
RF Information | ftems Notes and Attachments ~  Summary © Tracking

¥ liotes
Azzigned To  Category Text Preview

¥ Affachments

|At||j Aftachment || Edit Description || VErZioning 4 || Delete| Create Qualification Profile

Azzigned To Category Dezcription File Hame Version Processor Checked Out Type Size (KB)
Document Header Standard Aftachment Bid Rezponze Bid Rezponze.pdf 1 [] pdf 11
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If you're responding to an RFx with line items, simply enter your bid price in the "Price"
field of the RFx. If you're responding to an RFx without line items, download the Price
Schedule and any additional corresponding documents from the Notes and Attachments
tab. Fill out documents as requested and upload them as attachments.

Create RFx Response

RFx Response umber 7000000123  RFx Humber 6100000303  Status InProcess  Submission Deadine 031120111200:00CST  Opening Date 03111120111201.00CST  Remaining Time 2(
Total Value 0.00USD  RFxResponse Version Number Actve Version  RFx Version Number 1

Submit| | $how My Tasks || Close | | | Read Only | PrintPreview | | | Check || Save|| Emort | Impodt || Questions And Answers (0) || System Information | Create Wemory Snapshat

RFxInformation ﬁ Nuiasandﬁﬂammun’m[ Mmmanf[ Tracking

¥ liém Overview

Detals | AddNew . | Add Subline /| Copy | Paste | Delele | { Calculate Value |

LineNumber Descripton ~ MemTipe  ProductiD  Product Calegory Product Calegory Descripon Required Quantty  Submited Quantty Unit fFrice [Curency Prce Par Delhery e Total\
@001 AUNNFOL it C AUNBRL O B
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If you're offering a prompt payment discount, please update the payment
terms in the Payment section of the RFx Information tab.

Create RFx Response

RFx Response Number 7000003225  RFxMNumber 8100003013  Status WProcess  Submission Deadline (9/042013 14.00:00C3T  Opening Dat
Remaining Time 18Days 235842  RFxOwner JACQUELYNMENDEZ  TofalValue 0.00USD  RFxResponse Version Number ActiveVerzion  RF

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

tems | MNotes and Attachments Summary [ Tracking

BazicData  Questions  Notes and Attachments

Payment Terma;

Incoterm Key / Location:

r
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Check the Questions section of RFx Information tab to ensure the
Procurement Specialist is not requesting specific information. You cannot
submit a response unless all questions are answered.

REx Nomber 610000011 Smart Number Healh- Bood Pressure Nelers  RPX Staus Publihed ~ Rfx StartDate  Submission Deadine 031072201111.30:0 CST
Remaning Time RFxNomber00ajs 000000 RexOwner  RExVersionMumber 2 RFxVersion Type AceVersion  RPx Response 7000000120

Close | | PrintPreview | | Refresh| | Questions And Answers (0 {| Export|| System Information || Create Memory Snapshat
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You can submit questions pertaining to the RFx through the Questions and Answers button. To
submit a question, click on Questions and Answers, type your question, and click Send. The
question is received and answered by the Procurement Specialist assigned the RFx.

Creafte RF Respornseae

RFx Response Humib»er 7FOo0000=ES25 RFxx Numl»er 510000030133 tad rnoce=s= Submission Deadl
Rermainimng Tirmee 18 Drawys 235842 RFx Owwwrrrer JSC0UE M FET =

OQuestion=s AnNnd Answenrs

RFx Information == Mote=s = Lt
Display Time Stamps
Ba=sic Data Due=tions=s Mote=s and Sttachment=s Pay
Timestamp Senc=r rMes=age

Pawment Terms:
ncote Hl= Location

Send Messaoage

he==age:

Il == il
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If you saved your response and need to edit for submission, click Edit to continue
your response. Once you finish your changes, click on Check to verify no errors are
present. Then click on Submit to send your response electronically. Do not click on
Save to submit your response. Save simply saves your response for future editing.

Display Response : 7000003825  Edijt Response : 7000003825

Rfx Response llumber 7000003825 RfxHumber S100002015 o, pecponse Number 7000003825 RFxNumber 610000308  Status Sav
Remaining Time 12 Days 23:.38.36 RFx Owner JACQUELYH KE au MENDEZ

Remaining Time 18 Days 23:35:22 RFx Owner JAC Total\

| Edit |! Close | | | Print Preview | | | Refresh | | | Check || Export |

| Submi

Eluse| |Heaanr5r||F'rintF'review| Eheck| Save||Delete||E:-:purt|

RFx Information |’ tem= MNotes and Attachmentz
‘ Basic Data | Questions | Notes and Attachments | Payment HFthurmaﬁunr teme © MNotes and Aftachments [ Summary ©  Tra

Basic Data | Questions | Notes and Aftachmentz | Payment
Event Parameters

Currency: |United Statez Dollar Event Parameters

Currency. | United States Dollar
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You will receive the following messages after you click Submit. If you do not
receive these messages, please ensure that you clicked on Submit and not Save.
After the messages appear, click Close. You will be directed to the Overview

section of the Bidder tab.
Display Response : 7000000123 Help

RFx Response Number 7000000122 RFx Number 6100000302 Status Submitted Submission Deadline 02/11/2011 12:00:00 CST Opening Date 03/11/2011 12:01:00 C5T
Remaining Time 2 Days 00:34.07 RFx Owner AMANDA ALVARADO Total Value 100,000.00 USD RFx Response Version Number Active Version RFx Version Number 1

RFX response 7000000123 submitted
RFxresponse is complete and contzing no errors

Isriowl-larTasksl[Pnanreuiw] [Retresh| | [Withdraw | [ Export | [ Questions And Answers ( 0 ) | [ System Information | [ Create Memory Snapshot |

1 | l
m ftems | MNotes and Atachments | Summary | Tracking

Basic Data Questions | Notes and Aftachments | Payment

Event Parameters Pricing Arrangement
Currency. | United States Dollar Service and Delivery

Pricing Arrangement

Status and Stiatistics

Created on: 03/09/2011 10051:02 CST
Created by, Mr. Bidder1234 Smithv1000033
Last Processed on: 03/09/2011 10051:02 CST

Last Processed by Mr. Bidder1234 Smithw1000033

w Partners and Delivery Information =
[ Details || Send E-Mail [ Call |[ Clear | Filter Settings
Function Number MName Walid from Validto Phone Number
(3] The table does not contain any data
. N W | A
AN | - - ) Y
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In the Overview section of the Bidder tab, check the Response Status
for the response you submitted and ensure the status is “Submltted“

| History, Back Forwa

Active Queries

eRFxs AI21) Published () Ended (5] Compleled (0}

aRfxs - All
[+ Show Quick Criteria Maintenance | Change
mr!ﬂy_@giew] | Creale Response | [ Display Event ][ Display Response | [ PrintPreview | [ Refresh || Export |
EE Event Number Event Descﬂpﬁon Event Type Event Stalus Stat Date End Date Response Number Response Status Event Version
| 6100000301 Z£0_BUYERZ 03/092011 08:06 Rag for Price Quate  Published 03082011 Mo Bid Ciaatad 1
‘ £100000300 ZQ_BUYER2 030820111 21:29 Reqfor Price Quote  Published oaog2M1 1 2 121 Submitted 1
‘ 6100000241 Z0_BUYERS 08.03.2011 15:04 Requestfor Qual. | Published 03narzonm Mo Bid Craated 1
‘ §100000208 Parks - Horse Trailer Invitation for bid Published 02R52011 10 11 Accepled 1
6100000152 Marc's Annual Invitation for bid Published 0212472011 7000000100 Accepled 1
100000110 Public Works - Gatorade fisionforbid | Published 0200812011 700000008 Accepled 1
| £100000091 HORSE TRALER SUNDOWNER SUNLIGHT 777 | Invitation for bid Published oa0u2011 10 4 Accepled 1
‘ £100000083 Z0_BUYER1 01/31/2011 10:02:20 Invitation for bid Published 013112011 | 7000000078 Submitted 1
i 6100000081 ZQ_BUYER1 0472812011 13:47:06 Invitation for bid Published 012812011 | 7000000076 Rejected 1
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