PLACING A BID

Once your business has registered with the State of Ohio, you may log into eSupplier to bid on
eSourcing opportunities (events). You may be invited by email to participate in an eSourcing
Online event. You may also patrticipate in eSourcing Online events that are posted on the State
Procurement website.

Begin by navigating to the Ohio Supplier Portal Sign-On Page:
www.ohiosharedservices.ohio.gov

Ohio.gov State Agencies | Online Services

Ohio Shared S erVices Search the OSS website ]

a division of the Ohio Office of Budget and Management

HOME ABOUT US OUR SERVICES SUPPLIERS CONTACT US OFFICE OF BUDGET AND MANAGEMENT

Learn more about
Ohio Shared Services

Past Due Receivables Ohio Shared Services, a division of the Ohio Office of Budget and Management, is a Travel Announcements

business processing center that processes common administrative transactions for state

New Suppliers agencies and business suppliers, with an emphasis on efficiency and customer service. The FY 2015 CONUS rates for meal

s A - 3 : y 2 per diem and lodging reimbursement
S ier E The cornerstone of Ohio Shared Services is Service First, a customer service philosophy  are now available. To access the
upplier Forms woven within the organization, which is fundamental in setting the standard for business GSA website, Click here.
processing within the State of Ohio.

Travel and Expense . ] . ] y Quick Links
Ohio Shared Services partners with agencies through consolidated management of
ESSupnler (Supplier SefFServicet |

business activities, including accounts payable, travel and expense reimbursements,
supplier management, enterprise content management and contact center assistance.

- OBM Forms

Through these partnerships, Ohio Shared Services focus is to deliver a single, - Ohio Business Gateway
standardized approach for processing all business transactions. This standardization is . %WM
done in an effort to bring cost savings through efficiency, therefore, enabling state I
agencies to focus on their core mission while allowing Ohio Shared Services to grow as

a best-in-class, high-performing organization.

Ohio Shared Services pr

A Division of OBM Home Page | Privacy Policy | Contact 0SS

Step-by-step:
1. Click the eSupplier (Supplier Self-Service) link.
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PLACING A BID

Favorites ~ | Main Menu ~ -

Home
—

(O, Financials Ohio Supplier Portal Sign-On Page

Login Image c (o~ Login

Welcome to OAKS

Please login below to view your company information, currently on file with the State of Ohio, view payment information, and view and
place electronic bids. If you are a State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact the Chio
Shared Services, Contact Center, at 1-877-644-6771

Medicaid providers andior Lottery Winners click here

UseriD

Password

Sign In

Supplier Instructional Guides (Job Aids)
Register as a Supplier

Click here to register as a supplier and
to access bid opportunities

Find out if my company is registered
I forgot my password

OAKS is a State of Ohio Computer system, which may be accessed and used only for official state business by authorized personne
Unauthorized access or use of this computer system may subject violators to Criminal, Civil, and/or administrative action.

Help Desk <

If you need assistance or have any questions, contact Ohio Shared Services by any of the following Methods

E-mail: ChioSharedSenices@dchio.gov
Phone: 614-338-4781 or 1-877-0HIO-831 (B77-544-6771)

Hours of Live Support
8am - 5pm Monday - Friday
Unavailable Saturday and Sunday
and State observed holidays

System Availability:
Bam - Midnight
Unavailable Sundays

2. Enter your User ID and Password.
3. Click the Sign In button.

Favorites = ‘ Main Menu =

Home Add to Favorites Sign out
é};\-@ Financials

Personalize Content| Layou

Menu c e

Search:

®
Maintain Supplier Information
Manage Events and Place Bids
Reporting Tools
PeopleToals
Wiew Terms & Conditions
Change My Password
My Personalizations
My System Profile

4. Click on the Manage Events and Place Bids link.
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PLACING A BID

Favorites ~ ‘ Main Menu~ > Manage Events and Place Bids ~
Home Add to Favarites Sign out

(:;-_.. .
( .i\!(i, Financials

Manage Events and Place Bids

ﬁ Manage Events and Place Bids

Strategic Sourcing Events

Bidding Homepage View Events and Place Bids My Event Activity
Strategic Sourcing Bidder Homepage Search for events to bid on. View recent bid activity.
Maintain My User Contact = My Categorizations

Maintain the company contact with which you are associated. = ‘Adminster your self categorizations,

5. Click on the View Events and Place Bids link.

Favorites ~ | Main Menu~ > Manage Events and Place Bids ~ » View Events and Place Bids

@R@ ") Financlals

Home Sign out

New Window | Personalize Page | 2

ViEW E\Ients and Place B|d5 Welcome, SIGNATURE CONTROL SYSTEMS LLC
User: DIANNE ZEMBA

Enter search criteria to locate an event for viewing or placing bids
Search Criteria
Use Saved Search -

DAS01 | Event Results Should Include:

D Sell Event
Event Name Purchase Event
Event Type - [¥] Request For Information
Event Status -
[Clinclude Declined Invitations?
| Search H Clear Criteria
Manage Saved Searches Save Search Criteria Advanced Search Criteria
Search Results Personalize [ First 4/ 1-20f2 ¥/ Last
Event ID Event Name Format Type End Date
DAS01-0000000031 4 x4 Truck Sell RFx 02/10/2016 04:00 PM EST m
DAS01-0000000032 Public Notification Test Sell RFx 0 hrs, 13 mins, 41 secs. —

6. Click the Event ID link located to the left of the desired event.

Search for an event by removing any information in the search criteria fields, click the
three checkboxes located under Results Should Include, then click Search.

3 Revised:2/2/2016
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—
(QEME' Financials

Event Details

Favorites = | Main Menu~ > Manage Events and Place Bids ~ » View Events and Place Bids

Weicome, SIGNATURE CONTROL SYSTEMS LLC
User: DIANNE ZEMBA

New Window | Personalize Page | T

Information On Inquiry Options Bidding Shortcuts: View Event Activity
Accept Invitation
Decline Invitation
Bid on Event
EventName 4x4 Truck
EventID DAS01-0000000031
Event Format/Type Sell Event RFx
EventRound 1
EventVersion 1
Event Start Date 02/08/2016 2:31PMEST
Event End Date: 02/10/2016 04:00 PM EST
Event Description:
4 x4 Truck &
Contact SINUON TODD Payment Terms:
Phone My Bids: (]
Email: Rajadurai.Bavanandan@das.ohio.gov.QA Edits to Submitted Bids Allowed
Online Discussion: Multiple Bids Allowed
Live Chat Help:
+ Bid Required Oune Comments/Files
Lines Personalize | Find | View Al | 20 | E First ‘4 1 0f 1'% Last
Line Description Unit Requested Quantity  Status
TRUCK, PICKUP, 8800GVW, 4 WHEEL
DRIVE, EXTENDED CAB, 434 MFG
1 +* KENTUCKY MFG: FORD, MODEL: F250SC EA 1.0000

MODEL NUMBER: X21 DELIVERY: 80
DAYS AR O. BASE ENGINE Wi4-SPEED
AUTOMATIC

Return to Event Search

7. Click the Bid on Event button located at the top of the page.

Favorites — ‘ Main Menu~ > Manage Events and Place Bids ~ > View Events and Place Bids

Home Add to Favarites Sign out

( g_v'?z Financials

New Window | =

[Default the bid quantity for each line item to be equal to the requested quantity? (18058,4118)

[Select Yes' if you would like to have the bid quantity for auction line items defaulted for you. You will be allowed to change the line item bid quantity at any point prior to submitting your bid. Select ‘Mo’ if you do not wish to have the bid
lquantity defaulted.

[One important note: If you select to default the bid quantity, only non-group lines will be impacted by this option. This is because responses for individual line items must be complete before bids can be placed for any line groups.

8. Click the Yes or No button.

¢ Click the Yes button if you want the bid quantity to default to the requested
quantity.
e Click the No button if you do not want the bid quantity to default to the requested

guantity. If No is selected, General Questions and the bid amount will need to be
entered manually.

Revised:2/2/2016
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PLACING A BID

Favorites ~ ‘ Main Menu~ > Manage Events and Place Bids ~ » View Events and Place Bids

(“@:\R’\ Financials

Event Details

| ‘Submit Bid ” Save for Later

Event Name 4x4 Truck
EventID DAS01-0000000031

Welcome, SIGNATURE CONTROL SYSTEMS LLC
User: DIANNE ZEMBA

Validate Entries

Bidding Instructions

Bid ID New

Home = Sign out

Mew Window \ Personalize Page \ =S

Event Format/Type Sell Event RFx Bid Date
Event Round 1 Bid Currency [USD  yg pollar
Event Version 1
Event Start Date 02/08/2016 231PM EST
Event End Date 02/10/2016 04:00 PM EST

m

Hide Additional Event Info

Description:
4x4 Truck =

Contact SINUON TODD Payment Terms

Phone Billing Location DAS ACCT PAY PURC ADDRESS
Event Currency Dollar
Conversion Rate 1.00000000
Edits to Submitted Bids Allowed
Multiple Bids Allowed

Email Rajadurai Bavanandan@das ohio.gov.QA
Online Discussion

Step 1: Answer General Event Questions
The event administrator requests your response to questions not specific to any specific item
General Event Questions 2
Required Questions 2
Questions Responsed To ]

Hide Event Questions
Event Questions
¢ Bid Required @ |deal Response Required

General Questions Previous Questions 1-2 of 2 Next Questions

#* Are you registered with the Chio Secretary of State? Please include your Charter Registration No. as an atachment with your
bid st Questions recarding

hould be directed to (614) 466-3910 or visit their web site at.

9. Scroll to the bottom of the Event Details screen.

Event Comments and Altachments |

Atany peintin the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for

consideration.
Validate Entries

Save for Later

| suomitia ||

Return to Event Search

iC 5 Revised:2/2/2016
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PLACING A BID

10. Click the Event Comments and Attachments link to view any attached documents.

Favaorites ~ ‘ Main Menu~ > Manage Events and Place Bids ~ > View Events and Place Bids
@ER,‘ Financials

[Event Comments and Attachments

Home Sign out

New Window | Personalize Page | &

Business Unit DAS01 EventID 0000000031 Event Round: 1 Event Version: 1
Attachments

View Event Attachments (7 Personalize | First ‘& 1-2 or2 ‘&' Last
Attached File Attachment Description View
Current_eBid_Terms_and_Conditions.docx TsandC's

Bid_Package pdf Bid Package

Add New Attachments (2 Personalize | ) First 4/ 101 %
Attached File Attachment Description Upload View

Upload VIEW, Add New Attachments Delete)

IComments
Add New Comments (2

11. Click OK.
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PLACING A BID

Favorites ~ | Main Menu~ > Manage Events and Place Bids ~ » View Events and Place Bids

—
(@& Financals

Home Sign out
Hide Event Questions i
Event Questions

¥ Bid Required * |deal Response Required
General Questions

Previous Questions 1-2 of 2 Next Questions

& Are you registered with the Ohio Secretary of State? Please include your Charter Registration No. as an attachment with your

bid submi: regarding regi: should be directed to (614) 466-3910 or visit their web site at
www.state.oh.us/sosibusiness_services_information.htm.

Response - Add Comments or Attachments

¢ | have reviewed and uploaded my replies to all attached specifications

Response h Add Comments or Attachments

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Seme or all lines may require your bid in erder for consideration by the
Event Administrator.

Lines in This Event 1
Lines That Require a Response 1
Lines Responded To 0

Your Total Line Pricing 0.0000 USD

Hide Line Detail

+rBid Required Line Comments/Files
Lines Personalize | = First Previous Lines 1 of 1 NextLines
- T Description - Requested  Your Bid Your Unit Bid Your Total Bid

Quantity Quantity Price Price

TRUCK, PICKUP,
8300GVW, 4 WHEEL
DRIVE, EXTENDED CAB,
4X4 MFG.: KENTUCKY
WMFG: FORD, MODEL:
1 * 000000000000005778 F250SC MODEL EA 1.0000 0.0000USD @
MNUMBER: X21 DELIVERY:
90 DAYS AR.O. BASE
ENGINE Wi4-SPEED
AUTOMATIC

i

Event Comments and Attachments

At any pointin the bid response process you may save an in-progress bid and resume completion at Iater time. When your bid response is complete, submit for
consideration.

Submit Bid Save for Later alidate Entries

Return to Event Search

12. Answer the General Questions.

e Questions with a red star ™ require a response.

13. Scroll down to the individual line item(s) and click the Bid link.

¢ Comments and attachments can be added to the bid responses as necessary by

clicking the View/Add Question Comments and Attachments " icon located
next to the Bid link.

.
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PLACING A BID

Focrtes =  ManMesu~ « Mamage Eveets and Place Bds = 1 View Events and Place By

—— YoM ASaN Navoetes Sipm out
‘M’ Vosmaon

toow Winoow | Perscasiss Page | T #

Line Detads

Sawe for Ladet T Page Vakaate Ernes
S o= ¥ :
o Detadn

- Respoose Reguired Yoy

Categoty Faresdy machesry, s3up

Verwiaod Queston Commaents and ARahrmecty

Lanct recuenl Suw

Unit of Measere [ ach Your Unit Bad Prce
Gty Requestat 10000 Totat Bat Price 0 0000 UISD
Your Max Bad Ouantty Reserve Price Mo
War Quantey 10000
Lne Question Provious Quasions 120 of 20 Nest Questons

W15 02ch of Be product 3 enace Dei
comgonents used 1 e Snal produd

oferad rMIed. rown. SIOSUCed or manglaciaed 2 States. Canada of Meeco OR 20% of B cost of Pe

POWn. praduCed oF Marafathured in Me Un

Resgonse ASd Comments
15 03ch of P pracUCTRANAcE DG cBemad raed DrooUCEd. rows of manViackaed in B State of Otwo”

Respoase >

SOOMMIC PORRANE 300 Bias e NS0 SE e PagUI RS Exund Gt 43 B tade of Otwe?
OF 008 TEIOYReS Dased i sltates of OMUKY MNY PANT
Cwirry SUReS-OHLKY M NY PAR

=4 AS2 Comments

W ¥ E00e( 18 10000000 Wit e Ohio Secretary of S2ate et CRAMSIMNITINN NUMmOet T N0t AS00Cae, 6000 rDianatis
Cuetons 1I34ENG RIS ISon SACuAS Do Sractet 1) 014-465-3910 or Mg 303 sl SAus

(L .

Prrs

14. Enter Your Unit Bid Price.

15. Answer line specific questions in the Line Questions section.

e Questions with a red star ™ require a response.

16. If necessary, click the Next Line button to view line specific questions for additional
items.

17. Click the Validate Entries button.

g
O
ve
2
(o]
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PLACING A BID

Mo errors found.
(18058,313)

. If the message “Please see message(s) at the top of the page (18058.314)” displays, this
is due to missing required information. After clicking the OK button, scroll to the top of the
page to view more information.

18. Click OK.

Ohiohs & OBM 9 Revisec: 2122016



PLACING A BID

Favorites - | Main Menu~ > Manage Events and Place Bids ~ > View Events and Place Bids

- Home | AddioFaverites — Sign out
@“J‘\R}‘,\Financhls

Mew Window | Personalize Page | [ =

Line Details

| Save for Later || Start Page || g Validate Entries
Line 201 2 GoToLine - e

Line Details (2

Line 2 Item ID

Minimum 20 foot conveyor = Response Required Yes

Category Forestry machinery, equip

1

ViewlAdd Question Comments and Attachments

Exact request quantity required.

Unit of Measure Each

Your Unit Bid Price 4000.000000
Qty Requested 1.0000 Total Bid Price 4,000.0000 USD
Your Max Bid Quantity 1.0000 Reserve Price No
Max Quantity 1.0000
Line Questions Previous Questions 1-5 of 5 Next Questions

% |5 each of the product/service being offered raised, grown, produced or manufactured in the United States, Canada or Mexico OR 50% of the cost of
the components used in the final product raised, grown, produced or manufactured in the United States?

Response Yes M Add Comments

¥ Is each ofthe product/service being offered raised, produced, grown or manufactured in the State of Ohio?

Response Yes M Add Comments

% Does the Bidder have significant Chio economic presence and has the Bidder paid the required taxes due to the State of Ohio?
AND the company has 10 employees in OH(or)75% or more employees based in states of OH,KY MI,NY PAIN?
OR, is the Bidder located in one of the following states-OH KY,MINY PAIN?

Response Yes M Add Comments

¥ IfBidderis registered with the Ohio Secretary of State enter Charter/Registration Number. If not applicable, enter explanation
Questions regarding registration should be directed to 614-466-3910 or http//sos state oh.us

Response Test

Add Comments

19. Click the Start Page button.
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PLACING A BID

Favorites = ‘ Main Menu~ > Manage Events and Place Bids ~ > View Events and Place Bids

(‘Q:EJ,\ Financials

Event Details

Save for Later

l| Submit Bid I

Event Name 4x4 Truck
EventID DAS01-0000000021
Event FormatType Sell Event RFx
Event Round 1
Event Version 1

Event Start Date 02/08/2016 2:31PM EST
Event End Date 02/10/2016 04:00 PM EST

Hide Additional Event Info

Description:

Welcome, SIGNATURE CONTROL SYSTEMS LLC
User. DIANNE ZEMBA.

Validate Entries

Bidding Instructions

Bid ID New
Bid Date
Bid Currency |l

US Dollar

4x4Truck

Contact SINUON TODD
Phone
Email Rajadurai Bavanandan@das.ohio.gov.QA
Online Discussion

Step 1: Answer General Event Questions
The event administrator requests your response to questions not specific to any specific item
General Event Questions 2
Required Questions 2
Questions Responsed To 2

Hide Event Questions
Event Questions
¢ Bid Required * Ideal Response Required

General Questions

20. Click the Submit Bid button.

Payment Terms
Billing Location DAS ACCT PAY PURC ADDRESS
Event Currency Dallar
Conversion Rate 1.00000000
Edits to Submitted Bids Allowed
Multiple Bids Allowed

Previous Questions 1-2 of 2 Next Questions

¥ Are you registered with the Ohio Secretary of State? Please include your Charter Registration No. as an attachment with your
bid submission. Questions regarding registration should be directed to (614) 466-3910 or visit their web site at

Home | Sign out

Mew Window | Personalize Page | [ «

i

Favorites = | Main Menu~ > Manage Events and Place Bids = > View Events and Place Bids

@R_,.\ Financials

Bid Confirmation

Your bid has been successfully submitted

Start Date 02/08/2016 11:31AM PST End Date 02/10/2016 04:00 PM

Your Total Price 10,000.00 USD

21. Click OK.

BidID 1 Bid Date 02/09/2016 11:25:41AM EST
EventID 0000000021 4x4Truck
EventFormat Sell Event Round 1 Version 1

Home  Sign out

New Window \ Personalize Page | B

* u
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PLACING A BID

Favorites ~ | Main Menu~ > Manage Events and Place Bids ~ » View Events and Place Bids

— Home Sign out
¢ 'ea?_s, Financials

New Window | Personalize Page |

ViBW Even‘ts and Place Blds Welcome, SIGNATURE CONTROL SYSTEMS LLC
User: DIANNE ZEMBA

Enter search criteria to locate an event for viewing or placing bids.
Search Criteria

Use Saved Search -

DAS01 | Event Results Should Include:

D Sell Event
Event Name [l Purchase Event
Event Type - Request For Information
Event Status -

[[include Declined Invitations?

Search Clear Criteria
Manage Saved Searches Save Search Criteria Advanced Search Criteria
Search Results Personalize | 2 First &' 1-2 of2 2 Last
Event ID Event Name Format Type End Date Status
DAS01-0000000031 4 x4 Truck Sell RFx 02/10/2016 04:00 PM EST Accepted

DAS01-0000000032 Public Motification Test Sell RFx Event Completed

The View Events and Place Bids page displays. The Status of the event now shows
“Accepted.” The bid has been submitted successfully.

Additional Job Aids are located on the FIN Home page on myOhio.gov. Alternatively, search the
OAKS FIN Online Process Manual or contact the Ohio Shared Services Service Center at 877-644-6771.

OhivAs 55 OBM 12 Revised:2/2/2016
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https://omyohio.oaks.ohio.gov/psp/paprd/EMPLOYEE/EMPL/h/?tab=OH_FIN_HOME
http://fin.help4u.obm.ohio.gov/

