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 participate in eSourcing Online events that are posted on the State
Procurement website. The step-by-step instructions below guide you through logging into the
eSupplier portal and placing a bid.

Logging Into the eSupplier Portal

e Before beginning the steps below, navigate to http://www.supplier.obm.ohio.gov/.

Ohio.gov State Agencies | Online Services|

Z‘Ef:ﬁSuppliers

About eSupplier

Help & Information

Register a New Account J

[ Update an Existing Account

&) Login l

Ohio Office of Budget and Management -
Contact Info
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PLACING A BID

Step-by-Step

Screen

1. Click the Login link.

The Ohio Supplier Portal Sign-On Page displays.

Favorites ~ Main Menu ~

Ohio Supplier Portal Sign-On Page

G,;‘.R} Financials

Q
£-1
4

Login Image

Home Sign out

Login A4

Welcome to OAKS

Please login below to view your company information, currently on file with the State of Chio. view payment information, and view and
place electronic bids. If you are a State of Ohio Supplier (formerly Vender) and do not have login credentials, please contact the Ohio
8hared Services. Contact Center, at 1—8?7—544'5771‘55.-

Medicaid providers andsor Lottery Winners click here

User ID

Password
Sign In

Supplier Instructional Guides (Job Aids)
Register as a Supplier

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

Find out if my company is registered
| forgot my password

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

4]

Help Desk A4

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

E-mail: OhioSharedServices@ohio qov
Phone: 514—33874731‘59.- or 178?770HIOVSSW\£9.- (87?7644—6771\'55.‘)

Hours of Live Support

8am - 5pm Monday - Friday
Unavailable Saturday and Sunday
and State observed holidays

System Availability:
6am - Midnight
Unavailable Sundays

If you have not received your login credentials, contact the OSS Contact Center to gain access

to the Ohio Supplier Portal.

e Phone: 614-338-4781 or 1-877-OHIO-SS1 (877-644-6771).

Service - Support - Solutions
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PLACING A BID

2. Enter User ID.

Login

Welcome to OAKS
Please login below to view your company information, currently o

and place electronic bids. If you are a State of Chio Supplier (for
the Ohio Shared Services, Contact Center, at 1-877-644-6771.

Medicaid providers andfor Lottery Winners click here

User D

Password

Sign In

3. Enter Password.

Welcome to OAKS

The Ohio Supplier Portal page is where suppliers can do m
nformation, electronic bidding, and access eSetilements to

Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

Passwnrq

4. Click Sign In.

Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

Password (ssssssss

Sign In

The Main Menu displays.

Favorites « Wain Menu -

—
(s Financials

Menu o o

Search:

®
Supplier Portal Configuration
Maintain Supplier Information
Manage Events and Place Bids
Manage Orders
Review Payment Information
eSetllements
Reporting Tools
PeapleTools
View Terms & Conditions
Change My Password
My Personalizations
My System Profile
My Feeds

Home Add to Favorites Sign out

Personalize Content | Layout

Service - Support - Solutions
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PLACING A BID

Menu
5. Click on the Manage Events and Place Search:

Bids link. »

Supplier Portal Configuration
Maintain Supplier Information
Manage Events and Flace Bids

The Manage Events and Place Bids page is displayed.

Favorites ~ Main Menu~ > Manage Events and Place Bids ~

Home Add to Favorites Sign out
@1,\?\ Financials

Manage Events and Place Bids
Manage Events and Place Bids

Strategic Sourcing Events

== Bidding Homepage ==3 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.

E" View Events and Place Bids
2arcn rar events 1o b on.

6. Click on the View Events and Place

Bids link. =] v Categorizations

Adminster your self categorizations.

4 Revised:06/09/2016
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PLACING A BID

The View Events and Place Bids page is displayed.

Favorites - Main

— ;
GAK? Financials
s,

Search Criteria

[[include Decline

Search

Search Results

Event ID

Use Saved Search

Manage Saved Searches

Menu~= > Manage Events and Place Bids = » View

View Events and Place Bids

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

DASO1 | Event Re

1]
Event Name
Event Type -
Event Status -

d Invitations?

Clear Criteria

Save Search Criteria

Event Name

DAS01-0000000031 Training Resources

Events and Place Bids

Welzcome, SIGNATURE CONTROL SYSTEMS LLC

User: DIANNE ZEMBA

sults Should Include:
Sell Event

Purchase Event
Request For Information

Advanced Search Criteria

Personalize | First'd' 1 of 1 &/ Last

Format Type
Sell RFx

End Date

4 hre, 58 ming, 36 secs

7. 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.

Search Results

Event ID

DAS01-0000000031

Event Name

Training Resources

Service - Support - Solutions
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PLACING A BID

The Event Details page displays.

Favorites - Main Menu =

— ) ;
‘EAKS Financials

Event Details

> Manage Events and Place Bids ~ > View Events and Place Bids

Welcome, SIBNATURE CONTROL SYSTEMS LLC
User: DIANMNE ZEMBA

Service - Support - Solutions

Information On Inguiry Options Bidding Shortcuts: View Event Activity
Accept Invitation
Bid on Event
Event Hame Training Resources
Event ID DASO1-0000000031
Event Format/Type Sell Event RFx
Event Round 1
Event Version 1
Event Start Date 06/09/2016 4:30PM PDT
Event End Date: 4 hrs, 49 mins, 23 secs
Event Description:
Training resources to properly facilitate OAKS FIN instructor-led course offerings for FY16. (Bl
Contact OBM Training User Payment Terms:
Phone My Bids: 0
Email: Email ID Edits to Submitted Bids Allowed
Online Discussion: Multiple Bids Allowed
Live Chat Help:
¥ Bid Required & Line CommentsiFiles

Lines Personalize | Find | view Al | B9 | First 4 1 of1 % Last
Line Description Unit Requested Quantity Status

1 =+ MEMS JEANS SIZE: 25-42 . EA 1.0000 It
Return to Event Search

Event Details
8. Click the Bid on Event button located
at the top of the page. Information On Inquiry Options
Accept Invitation
Bid on Event
6 Revised:06/09/2016




PLACING A BID

(MRS, Financials

[quantity defaulted.

Yes Mo

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

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

Home Add to Favorites Sign out

New Window | [

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 peint prior to submitting your bid. Select ‘Mo’ if you do not wish to have the bid

(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.

9. Click the Yes or No button.

Click the Yes button if you want
the bid quantity to default to the
requested quantity.

Click the No button if you do not
want the bid quantity to default to
the requested quantity. If No is
selected, General Questions
and the bid amount will need to
be entered manually.

quantity defaulted.
Cine i { [

Yes

Default the bid quantity far each line it

Select Yes' if you would like to have th

Mo

lectto de

T

Service - Support - Solutions
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PLACING A BID

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

—
‘EAKS Financials

Welcome, SIGNATURE CONTROL SYSTEMS LLC

Event Details User: DIANNE ZEMBA
Submit Bid Save for Later Validate Entries
Event Name Training Resources Bidding Instructions
EventID DAS01-0000000031 Bid ID Mew
Event Format/Type Sell Event RFx Bid Date

Bid Currency |USD  US Dollar

-

Event Round
Event Version 1

Event Start Date 06/09/2016 4:30PM PDT
Event End Date 4 hrs, 13 mins, 52 secs

Hide Additional Event Info

Description:

Training resources to properly facilitate OAKS FIN instructor-led course offerings for FY16. Ed]

Contact OBM Training User Payment Terms
Phone Billing Location DAS ACCT PAY PURC ADDRESS
Email Email ID Event Currency Dollar
Online Discussion Conversion Rate 1.00000000

Edits to Submitted Bids Allowed
Multiple Bids Allowed

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specificto any specific item.

General Event Questions 1
Required Questions 1
Questions Responsed To 0

Hide Event Questions
Event Questions

+ Bid Required q,_* ldeal Response Required
General Questions Previous Questions 1 of 1 Next Questions

¥ & | have read and understand the attachad terms and conditions.

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

8 Revised:06/09/2016
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PLACING A BID

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

T—, ) :
eﬁm Financials

o
T ey — o

Online Discussion Conversion Rate 1.00000000

Edits to Submitted Bids Allowed
Multiple Bids Allowed

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specific item.

General Event Questions 1
Required Questions 1
Questions Responsed To 0

Hide Event Questions
Event Questions
+r Bid Required ¥ |deal Response Required

General Questions Previous Questions 1 of 1 Next Questions

o4 & | have read and understand the attached terms and conditions.

Add Comments or Attachments
Response hd
Ideal Yes

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order 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

¢ Bid Required Line Comments/iFiles
Lines Personalize | (2 First Previous Lines 1 of 1 Next Lines
. i . Requested Your Bid Your Unit Bid Your Total Bid
Line Item ID Description Unit Quantity Quantity Price Price
1 +* 000000000000000005 MENS JEANS SIZE 28-42 EA 1.0000 0.0000 USD Bid o

Event Comments and Attachments

At any pointin 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.

Submit Bid Save for Later Validate Entries

Return to Event Search

Event Comments and Attachments

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

At any point in the bid response process you may sa
consideration.

Submit Bid Save for Later
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PLACING A BID

The Comments and Attachments page displays.

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

= Home Sign out
(OARS. | Financials
New Window | Personalize Page | 3
Event Comments and Attachments

Business Unit DAS01 EventID 0000000035 Event Round: 1

Event Version: 1

A

View Event Attachments (7 Personalize \@ First'4' 1 of 1 '}/ Last
Attached File Attachment Description View
9.2_eSourcing_FAQs docx FAQs Higw

Add New Attachments (7 Personalize | First'4 10f1 '}
Attached File Attachment Description Upload View

Upload Add New Aftachments Delete.

Comments

Add New Comments (7

OK Cancel

Use this page to view Comments and Attachments regarding the event prior to placing a
bid.

12. Click the OK button.

0K Cancel

' OBM 10

Service - Support - Solutions
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PLACING A BID

Favaorites = Main Menu -

—
e.ﬁKS Financials

Event Details

Submit Bid

Event Name

Event ID

Event FormatType
Event Round
Event Version
Event Start Date
Event End Date

Hide Additional Event Info

Description:

Save for Later

Training Resources
DAS01-0000000031
Sell Event RFx

-

1
06/09/2016 4:30PM PDT

4 hrs, 13 ming, 52 secs

Training resources to properly facilitate OAKS FIN instructor-led course offerings for FY16.

Contact
Phone

OBM Training User

Email Email ID

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
Required Questions
Questions Responsed To

Hide Event Questions
Event Questions
+rBid Required ¥ Ideal

General Questions

1
1
0

Response Required

> Manage Events and Place Bids ~ > View Events and Place Bids

Bidding Instructions

Bid ID Mew
Bid Date
Bid Currency |USD

Payment Terms
Billing Location
Event Currency
Conversion Rate

Edits to Submitted Bids
Multiple Bids

Previous Questions 1 of 1 Next Questions

¥ & | have read and understand the attached terms and conditions.

Welcome, SIGNATURE CONTROL SYSTEMS LLC
User: DIANNE ZEMBA

Validate Entries

UsS Dollar

DAS ACCT PAY PURC ADDRESS
Daollar
1.00000000

Allowed
Allowed

section.

13. Scroll down to the General Questions

Service - Support - Solutions
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PLACING A BID

Favorites = Main Menu~= > Manage Events and Place Bids = > View Events and Place Bids
G:I\-K} Financials
Online Discussion Conversion Rate 1.00000000

Edits to Submitted Bids Allowed
Multiple Bids Allowed

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specificitem.

General Event Questions 1
Required Questions 1
Questions Responsed To 0

Hide Event Qluestions
Event Questions
¢ Bid Required % Ideal Response Required

General Questions Previous Questions 1 of 1 Next Questions

b4 o | have read and understand the attached terms and conditions.

Add Comments or Attachments
Response hd
ldeal Yes

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order 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

¢ Bid Required Line CommentsiFiles
Lines Personalize | (2 First Previous Lines 1 of 1 Next Lines
. L . Requested Your Bid Your Unit Bid Your Total Bid
Line Item ID Description Unit Quantity Quantity Price Price
1 +* 000000000000000005 MENS JEANS SIZE. 28-42 EA 1.0000 0.0000 USD Bid o

Event Comments and Attachments

At any pointin 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.

Submit Bid Save for Later Validate Entries

Return to Event Search

Questions 12 of 2 Next Questior

* & (have read and

paerstand the altached tarms and condilic

14. Answer the General Questions. e

ideal Ye

e Questions with a red star ¥ require
a response. e

Service - Support - Solutions
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PLACING A BID

15. Click the Bid link for the individual line
item(s).

¢ 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.

The Line Details page displays.

Favorites = Main Menu~ > Manage Events and Place Bids ~ » Wiew Events and Place Bids
@E.R“K‘S Financials
Save for Later Start Page Validate Entries

Line 1of 1

Line Details (2
Line 1 Item ID 000000000000000005

MEMNS JEANS SIZE: 28-42 Ed] Response Required Yes

Category Slacks andtrousers and shoris

View/Add Question Comments and Attachments

Exact request quantity required.

Unit of Measure Each Your Unit Bid Price
Qty Requested 1.0000 Total Bid Price 25.0000 USD
Your Max Bid Quantity 1.0000 Reserve Price No
Max Quantity 1.0000
Line Questions Previous Questions 1-3 of 3 Next Questions

¥ |5 each ofthe product/senvice 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 hd Add Comments

¥ |s each ofthe product/sernvice being offered raised, produced, grown or manufactured in the State of Ohio?

Response A Add Comments

¥ Does the Bidder have significant Ohio 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 PA IMN?
OR, is the Bidder located in one of the following states-OH KY MI NY,PA IN?

Response - Add Comments

16. Enter Your Unit Bid Price.

Your Unit Bid Price | |

13 Revised:06/09/2016
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PLACING A BID

17. Answer line specific questions in the — ,
Line Questions section. Line Questions
¥ |5 each ofthe product/service being offered raise

* Questions with a red star require the components used in the final product raised, gro

a response.

-

Response

e |f necessary, click the Next Line
button to view line specific

questions for additional items W 15 each ofthe product/service being offered raise

Response

18. Click the Validate Entries button Validate Entries

Message

Mo errors found. (18058,313)

Ok

o 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.

Message

19. Click the OK button. Mo errors found.

(18058,313)

oK
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PLACING A BID

The Line Details page displays.

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

‘g&@ Financials

Line Details
Save for Later Start Page Validate Entries

Line 10of 1
Line Details (2

Line 1 tem 1D 000000000000000005
MENS JEANS SIZE: 28-42 E] Response Required Yes

Category Slacks and trousers and shorts

Viewladd Question Comments and Attachments

Exact reguest guantity required.

Unit of Measure Each

Your Unit Bid Price 25000000
Qty Requested 1.0000 Total Bid Price 25.0000 USD
Your Max Bid Quantity 1.0000 Reserve Price Mo
Max Quantity 1.0000
Line Questions Previous Questions 1-3 of 3 Next Questions

¢ Is each ofthe product/senice being offered raised, grown, produced or manufactured in the United States, Canada or Mexico OR 50% ofthe cost of
the components usedin the final product raised, grown, produced or manufactured in the United States?

Response Yes - Add Comments

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

Response Yes - Add Comments

¥ Does the Bidder have significant Ohio economic presence and has the Bidder paid the required taxes due to the State of Ohio?
AMND the company has 10 employees in OH(or)75% or more employees based in states of OH KXY MI NY,PA IN?
OR, is the Bidder located in one of the following states-OH,KY Ml MY PA IMN?

Response Yes - Add Comments

Line Details
20. Click the Start Page button.

Save for Later Start Page

15 Revised:06/09/2016
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The Event Details page displays.

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

— . .
em(s Financials

Welcome, SIGNATURE CONTROL SYSTEMS LLC

Event Details User: DIANNE ZEMBA
Submit Bid Save for Later Validate Entries
Event Name Training Resources Bidding Instructions
EventID DAS01-0000000031 Bid ID Mew
Event Format/Type Sell Event RFx Bid Date
Event Round 1 Bid Currency [USD  US Dollar

Event Version 1

Event Start Date 06/09/2016 4:30PM PDT
Event End Date 3 hrs, 50 mins, 14 secs

Hide Additional Event Info

Description:

Training resources to properly facilitate OAKS FIM instructor-led course offerings for FY16. Ed]

Contact OBM Training User Payment Terms
Phone Billing Location DAS ACCT PAY PURC ADDRESS
Email Email ID Event Currency Dollar
Online Discussion Conversion Rate 1.00000000

Edits to Submitted Bids Allowed
Multiple Bids Allowed

Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specific item.

General Event Questions 1
Required Questions 1
Questions Responsed To 1

Hide Event Questions
Event Questions

+ Bid Required X |deal Response Required

General Questions Previous Questions 1 of 1 Next Questions

Event Details
21. Click the Submit Bid button.

Submit Bid Save for Later
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The Bid Confirmation page displays.

» Manage Events and Place Bids ~ > View Events and Place Bids

Favarites - Main Menu =

— ) )
QE.RKS Financials

2,

Bid Confirmation

Your bid has been successfully submitted.

BidID 1
EventID 0000000031 Training Resources

Bid Date 06M10/2016 9:11:28AM PDT

Event Format Sell Event Round 1 Version 1

Start Date 06/09/2016 4:30PM PDT End Date 3 hrs, 48 mins, 25 secs

Your Total Price 25.00 U3D

oK Copy Bid

Ok Copy Bid

22. Click the OK button.

The View Events and Place Bids page displays.

> Manage Events and Place Bids ~ > View Events and Place Bids

Favorites ~ Main Menu ~
—
@SAKS Financials

- . Wel , SIGNATURE CONTROL SYSTEMS LLC
View Events and Place Bids Voo DIEIE ZEHEA

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

Search Criteria

Use Saved Search
Results Should Include:

DAS01 | Event
D Sell Event
[¥] purchase Event

Event Name
Request For Information

Event Type
Event Status

[Clinclude Declined Invitations?

Search Clear Criteria
lManage Saved Searches Save Search Criteria Advanced Search Criteria
Personalize | 2 First'&) 1 0f1 &/ Last

Search Results
Format Type End Date Status

Event Name
Accepted

Event ID
Sell RFx 3 hrs, 47 mins, 55 secs A

DAS01-0000000031 Training Resources

The Status of the event now shows as “Accepted.” The bid has been submitted

successfully.

Revised:06/09/2016
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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.
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