RFx 3000015388 Attachment B

ONLINE BIDDING INSTRUCTIONS

NOTE: Internet Explorer 11 is the recommended browser to use. Turn off all pop-up blockers before you begin.

Go to the LaPac Website and locate the Bid Number. If you received an email notification of the bid invitation
you may click the link in the email to access LaPac and the bid invitation.

2. Open the Bid Invitation by clicking on the Bid Number in the Description column.

Office of State Procurement

LaPAC

welcome to the Louisiana Procurement and Contract Network

Search for Open Bids

Results of Search

Department:  All
Category: All
Begin Date:

End Date:
Compare Date:
Keywords:

b ddenda will also be ilable via this website. If an addend,
ddend Solicitations for Statewide Term

To view or print the bid document, click on the bid number below. Any
has been issued, it will be located directly under the bid being dified and will be desi ted as an

Contracts are in RED.
It is the bidder's responsibility to ensure that all addenda have been reviewed and, if need be printed, signed, and returned.
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ONLINE BIDDING INSTRUCTIONS

8. Click on the words “Notes and Attachments” under the RFx Information tab. In the Notes section of the screen
click on the link to open Header Tendering Text.

0K
These are the same notes shown on the Bid Invitation Document in LAPAC. Click the button.

See the Notes and Attachments Additional Informatiosection at the end of this document for more
information.

9. Bidder remarks may be added to the Bid Response. Click the Bidder’s Remarks link.
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ONLINE BIDDING INSTRUCTIONS

17. Repeat steps 16 — 19 for each item on the Bid Invitation. In this example there is only 1 line item.

18. A Price Sheet may be attached to the Bid Invitation. If so, prices are to be entered on the Price Sheet.
Download the Price Sheet to a local Excel file and complete it accordingly. Then, attach it to the Bid Response

as follows:
Click the Notes and Attachments tab at the top of the page then click Add Attachment.

RFx Information - ltems /r Notes and Attachments Summary

w Motes
Add 4 Clear
Assigned To Category
Document Header Header Tendering Text
Document Header Bidder's Remarks

IltemD1"Award Medalz" ltem Tendering Text

W Attachmenis
I Add Attachment J Edit Description  Versioning Delete  Create Qualification P
Assigned To Category Description

Browse your computer and select the file (for example, completed Price Sheet) to be attached to the Bid

Response. Enter a description of the attached file, i.e. Price Sheet, then click the button.

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: |Ci\Users\sorourk\Documi[ Browse... |

I Description: | Price Sheef x|

Asszign To: * |General Data -

Iml Cancel

19. Click on the RFx Information tab at the top of the screen and click on the word “Questions”.

RFxIIIurmaﬁnnr ltems © Motes and Attachments © Summary - Tracking

| Basic Data || Questions || Notes and Aftachments

20. Answer the questions presented. Questions with a red * are required and must be answered.

RFXInformation |~ items | Notes and Atischments | Summary * Tracking

‘ Basic Dats | Questions | Notes and Aftachments

Question Reply
Have you reviewed all attachments to the bid invitation and answered all questions?: * (® Yes  (/Ne

Have you attachediincluded all required files to the bid response?: = ( Yes (' No

% discount for payment made within 30 days. Discounts for payment mads in less than 30 days, of less than 1%, or applicable to an indefinite quantity contract will be accepted but will not be an award consideration.: ||

Delivery will be made this number of days After Receiptof Order (ARG): [ |
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ONLINE BIDDING INSTRUCTIONS

21.

22.

23.

24.

25.

26.

27.

28.

29.

Once all notes and attachments are reviewed, all questions are answered and all prices are entered click the
| Check .
button at the top of the page. Any red error messages must be cleared before the bid response can

Check
be submitted. If errors are present, correct any errors and click | again.

The following message will be presented if there are no errors:

Click the button at the top of the page to submit your Bid Response.

A message will be presented with the RFx (Bid) Response number showing it has been submitted.

Click the button to exit the Bid Response. The Bid Invitation is displayed.
Click the button to refresh the screen.
Your RFx (Bid) Response number is shown in the upper right section of the screen. It is a link to your Bid

Response. It is not necessary to open your Bid Response again. But if you wish to access your Bid Response
Click on the Bid Response Number link.

Note: For future access to your Bid Response go to the LaPac website and locate the Bid Invitation number.
Open the link to on the Bid Invitation, Log into the LAGOV Vendor portal as you did at the beginning of this
process. The Bid Invitation opens and your RFx (Bid) Response number will be available.

Click the button to exit the Bid Invitation.

The process is complete.

Other Information:

The Bid Response may be viewed by the submitter anytime by accessing the Bid Invitation on the LaPac website.
See step 27 above.

If you receive notification of an addendum or change to the Bid Invitation, the submitter is responsible for
editing the Bid Response and resubmitting if any changes are done. Follow steps 1 —4 to access the Bid
Invitation.

The submitter of the bid may change the bid any time prior to the bid opening date by accessing the Bid

Response and clicking the button. If the Bid Response is edited it MUST be SUBMITTED again.
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ONLINE BIDDING INSTRUCTIONS

ONLINE BIDDING QUICK REFERENCE GUIDE

Click the Bid Invitation link on the LaPac website. The Bid Invitation opens.

Click the Online Bid Response link on the Bid Invitation.

Login with your vendor number and password. The Bid document opens in the LaGov website.
Review the Bid Invitation and attachments.

Click [ Register || if there is no I Register | putton you are already registered and can skip this step.
CIickl Create Response

. The Bid Response number appears at the top of the screen.
Read the notice and accept the terms.

Review all Notes and Attachments

Click [ ems

. Click Gl 0001 to view line item details (product category, unit of measure, etc.)

. Enter Price or complete the Pricing Sheet, whichever applies.

. Add any notes or attachments from the bidder (i.e., Bidder Remarks, Completed Price Sheet)
. Repeat steps 10 — 12 for each line item.

. Click

. Clear any hard (red) errors. Click Check again if any changes were made to clear errors.

Check

Click Subrmit

. Click ©loss

. Click | Closs
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