King County

Supplier Questionnaire User Guide

This guide will cover:

= How to Respond to a Questionnaire

9 Note: Questionnaires will be issued to collect additional information from suppliers.
Questionnaires can be used to re-issue the Small Works Roster, Consultant
Roster, update the Small Contractor & Supplier (SCS) Certification and Sustainable

Purchasing Certification status’, and for ad-hoc needs.

Responding to questionnaires will not result in a solicitation, guarantee work with
the County, or a contract.

1 Questionnaire Invite Notifications

= There are two types of notifications that are sent to the supplier contact; by email
notification and by system bell notification:

6 Note: the supplier contact only needs to respond to one of

the notification options.
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1. The first notification will be an email that is sent to the supplier contact for the
questionnaire inviting the supplier to respond to a questionnaire. In the email
under “Recommended Actions,” click the “Respond to Questionnaire” hyperlink to
respond to the questionnaire. Log in is required to access the qualification.

Note: the supplier will not be able to access all information from the
email invite i.e. attachments; all information can be viewed once

clicking on the “Respond to Questionnaire” link and logging-in to the
system.

to me «

Details

Assignee

From

Assigned Date
Expiration Date

Task Number

CRP2 - King County .
CRP2 - King County Finance and Procurement System <epvh-test.fasender@workflow. mail.us? cloud. oracle com= 3:13 PM (1 hour age) 17 -

Access this task in the  Workspace Application

You Are Invited to Respond to Questionnaire HK-INIT9394 (Initiative-21)

Himavan Kallem
Himavan Kallem
SM2/20 312 PM
SM1/20 313 PM

204205

Recommended Actions

I # Respond to Questionnaire I

FYI: You Are Invited to Respond to Questionnaire HK-INIT9394 (Initiative-21) - A

Questionnaire Title HK-INIT9304 Supplier HK Steel
Procurement BU  King County supplier Site
Response Due Date Supplier Contact Himavan Kallem

2. The second notification will be a notification under the bell icon for the supplier
contact to respond to an invited questionnaire. Click the bell icon and click the
invite notification link. Log in is required to access the bell icon.

m v |19
)
Pending Notifications '~ More Details
Enter search terms 3
FY1: You Are Invited to Respond to Questionnaire Yesterday
HK-INIT9394 (Initiative-21)
Himavan Kallerm
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2 Sign In and Supplier Portal Navigation

= Go to the E-Procurement Supplier Portal. The “Sign In” page will display. Enter
your “User ID” and “Password,” then click “Sign In.”

Note: use supporting web browsers: Mozilla Firefox,
Google Chrome, Microsoft Edge, and Apple Safari.

Note: do not use the “Company Single Sign-On”
option.

SIGN IN
ORACLE APPLICATIONS CLOUD

Company Single Sign-On

or

User ID

Password

Forgot Password

Sign In
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https://login-epvh-saasfaprod1.fa.ocs.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DGr2AffTiMabeTMgxhaD3EPB2scXTMgOfMDB75EOigeRuQJnHVakd4vNTzgUooUIBY5h7ReOV%2BUfdOEQ8eCoyH8SCUMGxpWmQ5pQ%2Bwt3LmCbcbNvp6mHOT1QC8nNUpGBgEnRAcouIqMjMNCBf8PetlCXaeZIp9MDr2o%2FUohjORzCszWgehYKdijGQaMUrTOai85BWS1WHonosN%2Bfg3UIzN4b3uy8C70gIQCSegOls8OA4VJGxFuxP7c7XrU0sKOzJA6Uzgq9lCcotgFv2g0LAnqj90JLLBvN4FlheXTz%2BGUaCjLEayAuC0h3mAxnnNwEkQcZiSksI9pt6AWaAMdvOG2Bl1J6a2jgaqC6d4FJfp5BJ%2BDTc6d1dFDJYgXoWySL%2FCIU7t3O3fXfuRpcgJC8k9IammLjswGhX6cFFwvdDga5HlKwgRfUm5178U%2B4gxNWBudh5Lk5LDiV%2BB6k0KFAv33AhLEqgDohWvBKkiIaYW1HtQWSUBSkhqoQlazshVCiPXqNYyVuXL0w%2BX8afeuE1xQ%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3Ddab9b2908773bf065592ac32f16031a68c77d043&ECID-Context=1.005jbR_VQ4bFS8SLqE_AiY0000QI0002OP%3BkXjE

= The home page will display.

Ryan Chmelik

Share theughts'with your colleagues .. | )

(0] 0 0

Conversations | Following Followers

0 Employee News

0 My Flags

= Click the “Supplier Portal” tile.

Ryan Chmelik

Share thaughtswith your colleagues., =}

0 Employee News

0 My Flags
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attention.

In the “Qualifications” section, click the “Manage Questionnaires” link or click on
the “Requiring Attention” dashboard to access potential questionnaires requiring

Supplier Portal

Tasks

Qualifications

« View Qualifications
Company Profile

= Manage Profile

Requiring Attention

-

W CQuestionnaires

Recent Activity
Last 30 Days

Neo data available

o}

The “Manage Questionnaires” page will display, fill in the appropriate search
parameters, click “Search” when complete.

L [9 RC I

Lg King County
Manage Questionnaires @

4 Search

** Questionnaire Title
** Questionnaire

** suppller Site

Search Results

Advanced Managew:mhust\ Saved Search Requinin:

™ Status Not staried Dratt Resubmis | w

** Response Due Date iy

** Supplier Contact

| search | Resat | save...

naire Quislimnaiw;nh . Supplier Site  Status g‘fpgl"!“ View PDF

= Highlight the desired questionnaire, click “Respond.”
Manage Questionnaires Dgne
Advanced | Manage Watchlist  Saved Search Requking Aftention v

4 Search

** Questionnaire Title

" Supplier Site

Search Results
Acticns v Vieww Fematy 52 [T
Questionnaire  Questionnaire Title

Initiatve-21 HKANITS394

=" Datach

“* suatus  Not staned DraRResuteis w

&

** Response Due Date muayy

** Supplier Contact

Supplier Site  Status

Kot started

Search  Reset  Save..

Response N
Due Date View PDF

@
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= Answer the presented questions. Questions with an asterisk “*” are required.

Respond to Questionnaire: HK-INIT9394 Saveand Close  Submit  Cancel

Tima Zone Pacific Standard Time

4 Rosters and Certifications

Tile HK-INITS384 Supplier  HK Stee Siatus  Draft
Procurement BU  King County Supplier Site Due Date
Requested By Himavan Kallem Responder  Himavan Kallem

Attachments None

JUESHONS Progress Saction 1. Raguest for W v b
JRequest for W

V9, o if your tax information has changed since you last provided it please upload a completed King

mache
ched to submit your details

Section 1. Request for W9 v b

= Use the arrow to navigate to the next section with additional questions.
Alternatively, you can use the “Section” drop-down to navigate directly to specific
sections.

Respond to Questionnaire: HK-INIT9384 Saveand Close  Submit  Cancel

4 Rosters and Certifications

Tile HK-INITS384 Supplier  HK Stee Status  Draft

Procurement BU K Supplier Site Due Date

Requested By Himavan Kabem Responder  Himavan Kailem

Attachments None

Queslions Progress
Request for W

nce you last provided it please upioad a complated King

= Questions may require or give you the option to attach additional information.
Click the plus “+” icon to attach a document.

Note: questions may provide a template to be filled

out and reattached.

Questions
Request for W9

* 1. Ifyou have not provided us a W9, or if your tax information has changed since you last provided it, please upload a completed King
Qounhf substitute W9 form (attached)

Y Use the W9 format attached to submit your details
Attachments KC-W9.pdf

a. KC-W9
g Response Attachments None
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= The “Response Attachments” pop up will display. Click the plus “+” icon to attach
a document. Click “Browse” to select a document to attach.

Response Attachments »
Actions w View w b4
Type " File Name or URL Title Description Attached By Attached Date

File |» Nu file selected. John Smith 814520 8:59 AM

Rows Selected 1 Columns Hidden 1

= Fill in the appropriate information for “Title” and “Description” as desired. Click
“OK” when complete.
Response Attachments x

Actions v Vieww == X

E Type " File Name or URL Title Description Attached By Attached Date

File ~ KC-W9. pdi Update... KC-W9.pdi Himavan Kallem 812120 4:20 PM

Rows Selected 1 Columns Hidden 1

= Questions can contain branching questions depending on the answer you
choose.

Respond to Questionnaire: HK-INIT9394

Saveand Close = Submit  Cancel

Time Zone Pacific

Standard Time
Last Saved 842

812120 £:21 PM

4 Rosters and Certifications

Title  HK-INIT3394 Supplier  HK Stee

Status Draft
Procurement BU  King County Supplier Site Due Date
Requested By Himavan Kallem Responder Himavan Kallem Attachments Nons
Questions Progress section 4 2 King County Pre-Award Cost Analysis Questionnaire s

King County Pre-Award Cost Analysis Questionnaire

2. Does your firm utilize direct labor rates (profit and overhead are calculated separately) of fully burdened billing rates (rate is inclusive
of labor + overhead + profit}?

. Direct 3bor rates + overnead + profit

b. Fully burdened billing rates (inclusive of labor rate + overhead + profi)

* 3. Aftach proposed other direct costs (odcs]
Attachments Other Direct Costs xis

a. Other Direct Costs

Section 4 2. King County Pre-Award Cost Analysis Questionnaire
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Questions
King County Pre-Award Cost Analysis Questionnaire

2. Does your firm

ar rates (profit

overhead are calculated s

¥ burdened biling

2e direct

of fabor + ov
¢ ® & Direct iabor ra rhead « profit
b. Fuy g fales

finm pre

v submitted an OH rate to King County®

¢oo'.‘o

“2atbi. Please enler your proposed OH rate, e g 17

Ener your current overead rate. .9, 175.75%

1ef the fiscal year end date
1231720 fe

“2a1b2a3 Select rale 5

res
T ICR letter

b. Overl

chadule

¢ Independent CPA audit

T Safe Harbor Letier

Progress

Section 4 2 King County Pre-Award Cost Analysis Questionnaire w

= Watch your progress of completion in the “Progress” box. This bar will fill as you

complete each question in each section.

Respond to Questionnaire: HK-INIT9394

4 Rosters and Certifications

Title HK-NIT9384 Supplier  HK Stee!

Procurement BU  King County Supplier Site

Requested By Himavan Kallem Responder Himavan Kallem

Questions

King County Pre.Award Cost Analysis Questionnaire

* 2. Does your firm utilize direct labor rates (profit and overhead are calculated separately) o fully burdened billing rates (rate is inclusive

of labor + overhead + profit}?
a. Direct labor rates = overhead = profit

b. Fully burdened billing rates (inclusive of labor rate « overhead « profi)

3. Attach proposed other difect costs (odcs)
Attachments Other Direct Costs xis

& Other Direct Costs

Saveand Close = Submit Cancel

Time Zot

Pacific Standard Time
d B/12/20 4:21 PM

Status Draft

Due Date

Attachments None

Progress

Ismmn 4 2 King County Pre-Award Cost Analysis Questionnaire v

Section 4 2. King County Pre-Award Cost Analysis Questionnaire

= Once you have completed all questions in all sections with the necessary
attachments, your “Progress” bar will be full. Click “Submit.”

Respond to Questionnaire: HK-INIT9384

4 Rosters and Certifications
Tite HK-NITO334 supplier  HK Stee

Procurement BU  King County Supplier Site

Requested By Hmavan Kabem Responder Himavan Kallem

Cancal

me Zone Pacific Standard Time

Status  Draft

Due Date

Attac

s None

v. 2.1/2021




= A confirmation pop-up will display, click “OK.”

« Confirmation X

Response to questionnaire HK-INITS394 is submitted.

OK

= End of process.
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