King County

Supplier Solicitation User Guide

This guide will cover:

Solicitation Invite Notification

Sign In and Access Supplier Portal

How to Respond to a Solicitation

How to Respond to an Addendum

How to Revise and Resubmit a Solicitation Response
How to View Solicitation Response History

How to Delete a Solicitation Response
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1 Solicitation Invite Notification

= Registration is required to access and respond to King County solicitations. If you
have not registered, refer to the Supplier Registration User Guide to get started.

= An Accept Invitation/Decline Invitation email will be sent to the solicitation
contact, determined by NAICS code in the solicitation. The email is inviting the
supplier to acknowledge participation to the solicitation. Acknowledging
participation to solicitations is a best practice. If the supplier declines
acknowledgement to the solicitation, the supplier will still be able to submit a
response to a solicitation and will receive notifications for the solicitation.

Note: all supplier contacts will receive the solicitation’s notifications.
Ensure any supplier contacts who will be receiving the solicitation
invites and has the Supplier Bidder role has a user account (Request
user account checkbox when editing a supplier contact- not only an
Admin Contact). For more information on adding supplier contact roles,

view the Supplier Profile Maintenance User Guide.

Note: the supplier will not be able to access all information from the
email invitation i.e., attachments; all information can be viewed once
accessing the solicitation in the system.

Note: the NAICS Codes on the supplier profile will determine which
suppliers are invited to each solicitation. For more information on
NAICS codes, view the Identifying NAICS Codes User Guide. For
more information on adding or editing NAICS codes on a supplier

profile, view the Supplier Profile Maintenance User Guide.

Action Required: You Are Invited to Negotiation KCO00169 (Laptops for Fleet Division)

King County Finance and Procurement System <epvh-test.fa.sender@workflow.mail.us2.cloud.oracle.com=

Negotiation Invitation

Laptops for Fleet Division
King County

From Heidi Marchetti

G&S Solicitation KC000169

Opens 9/10/20 8:39 PM

Closes 9/20/20 8:39 PM

Seeking to purchase laptops for one King County agency

Accep atio Decline Invitation

Suppner CMINTEG 123
Supplier Contact PPREGISTERSPROSSUPPLIER CRP2TEST
Acknowledge By 9/13/20 8:39 PM

You are receiving this notification from company King County because you are identified as
a potential supplier for our organization. \We are requesting proposals based on the
requirements found in the attached file

Within this file you will also find detailed instrucfions including information such as
submission procedures, time frames, and evaluation criteria. Your participation is optional
and your response will be electronically processed through our procurement application.
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https://kingcounty.gov/%7E/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-registration.ashx?la=en
https://kingcounty.gov/%7E/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-identifying-naics.ashx?la=en
https://kingcounty.gov/%7E/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-profile-maintenance.ashx?la=en
https://kingcounty.gov/%7E/media/depts/finance/procurement/Documents/eprocurement-supplier-guide-profile-maintenance.ashx?la=en

2 Sign In and Access Supplier Portal

Note: The Contract Specialist is King County’s single point of contact
regarding an active solicitation.

Submit all inquiries in writing via email to the Contract Specialist and
the Alternate Contract Specialist identified in the solicitation
documents.

Addenda will be posted to the E-Procurement Supplier Portal and
the Solicitation Abstracts webpage.

Clarifications will be transmitted by the Contract Specialist via E-
Procurement Messages. You will receive an email and bell
notification when an E-Procurement message is sent.

= 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.

Note: the E-Procurement Supplier Portal is a cloud-based software.
Submit responses to solicitations in a timely manner; do not wait until

the last minute in case you encounter technical or connection issues.
Late responses will not be accepted.

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%3Dr7IqTAgkflKpOHnteSh765xaiV663%2Ba3ZMhlNH8y5Or7SvCdqUslEmgM33vfEoEwgzk20W8Tu5ldwx%2Fw36avx2JavU2cONMDG19YOE5nHduA%2BW7fL%2FlY4wrjocip3mNkXTBQLJq%2FM9D0OVXTUKBzSukB6GA4%2B9YCVvPRpG7EMxaNPnoUBX1ZHDfoPHiqcDUplpJOgys83NGU7WWKSG69FvgsBjyYbAFrxwTDW8DBV5qZ5HuB9TqeQL28BQqz3%2FDFdmSUuCLDI1v%2BYnzqSywaz9K4pHOY4ZPn1NpzGICDAonvqqs1E7DEUkRAGvkGG1sZE2P1tR0YpGs4rieL10%2FUUbQJIeL9c29wVL94SEa4Du7j6k%2BbidOQryGV9NZJ3Xu5dS1JhIwPCq83ilAPg7x3qUogtyTNf3%2BUUvnGZ62AYARpbNsBNGW%2F50Ju9WFuIkCdP5yiM2KX%2BDmXGUaHgNbVyqgNFF6M5%2B%2Fu3GMBmVH9DxBsn0DZArBaBCg%2FOaBQ92s7LWyUNaio373af048Fkfefw%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D9587f3544a22b10e7bd61c1627e9af163cdebee4&ECID-Context=1.005jbWyc2Z9FS8SLqE_AiY0000QI0000Ug%3BkXjE

= The home page will display.

v. 2.3/2022
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= |n the “Solicitations” section, under “Tasks,” click the “View Active Solicitations”
hyperlink or click on the “Requiring Attention” dashboard to access potential
solicitations requiring attention.

Note: use the “Search” fields if you have the solicitation number or
solicitation title. Select the dropdown to select the “Solicitation

Number” or “Solicitation Title.” Both search options require an exact
entry of the solicitation number or title.

@King County n ¢ ®

Supplier Portal

_ Requiring Attention Recent Activity

Company Profile

3 Repond to Solicitations

= The “Active Solicitations” page will display. On the “Invitation Received” drop-
down, select the appropriate search parameter (“Yes” or “No”). Fill in the
appropriate search parameters, click “Search” when complete.

Note: selecting “Yes” will list all solicitations the supplier is invited to.
Selecting “No,” will list active publicly advertised solicitations that
your firm has not been invited to.

To find a specific solicitation, use the “** Solicitation” or “** Title”
fields to search by solicitation number or solicitation title. Both search
options require an exact entry of the solicitation number or title.

[.g King County B P9 .
Active Solicitations Done

Time Zone Pacific Standard Time

4 Search Manage Watchlist  Saved Search  Cpen Invitations ~

= At least one is required

™ solicitation " Invitation Received Yes v

** Solicitation Close By midlyy (Y Solicitation Open Since V% fo
[5] o s|

Search Results

v. 2.3/2022 )



= Click the desired solicitation number hyperlink.

—@ King County

Active Solicitations

b Search
Search Results
Actions w View w Fomat w | Detach
Solicitation ~ Title

KClest

Seallle Bus Base

KC0001351  ITB - Formal Office Supplies - A

Create Response

i @ RC |

Done

me Zone Pacific Standard Time

Manage Watchlist | Saved Search Open Invitations v

Sclicitation ~ Time Your Will Unread Response
Remaining Close Date Responses Participate Messages "V PPF sprecdshest

GaSSoitalion  2DaysGHows 3421022245

Construction Sol . 24 Days 7 Hours 37262104 15.3 2 @

G&S Solicitation 10 Days 1 Hour 3122109174

= The solicitation page will display. Preview the solicitation details by clicking
through the links under “Table of Contents” on the left side.

= In the upper right corner, click on “Actions” drop-down, select “View,” then select

“View Attachments.”

["g King County
G&S Solicitation: KC000155,1

Currency = US Dollar
Tite  KClest

Status  Active (Locked)

Time Remaining 2 Days 6 Hours.

Table of Contents Cover Page

Cover Page

m v [? RC &
Messages  Greate Response Done
e z

Respond k| o
Open Date  2126/2102.24.13PM Analyze
Close Date  3/d4i21 02 22,45 PM View PDF | View

I View Attachments

k4

King County

BIDDING OPPORTUNITY
INVITATION TO BID

KCtest

ATTENTION BIDDERS/PROPOSERS:

To view the solicitation documents, log-in to the Supplier Portal at hitps:/kingcounty.gov/procurement/supplierportal

All prospective bidders or proposers must log into King County's E-Procurement system in order to download all attachments and to submit a response to this solicitation. The link to the E-
Procurement Sign In page is below:

= Click the “Actions” drop-down and select “Download All.”

Note: downloading all attachments before looking at further information in a

solicitation is a best practice.

=
Lg King County
Attachments (G&S Solicitation KC000167)

Search  File Name or URL O, | Snow Finters

view w Fomaiy 51
Level Attached To
Dowrload All Imx Requirement

Export fo Excel

1. Acknowleggement of RFI 1. Acknowletgement of RFI

m v [’ Ly

Done
Title size
RFIOfficeSupplies docx 55 KB
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= A .zip file will download to your computer, save the .zip file and review the
solicitation attachments as necessary. In the upper right corner, click “Done”
when complete.

* H > s
m King County I R
Attachments (G&S Solicitation KC000167)
Qs
Lavel Attached To Title S
quireme 1. Acknowiedgement of RF1 1. A« ment of R FICM K
NegotiationKC000...zip ~ ~ Show all A

= The solicitation page will display, click “Done.”

King County @ PO o
G&S Solicitation: KC000155,1 Create Response || Actions ¥
Currency = US Dollar Time Zone Pacific Standard Time

v. 2.3/2022 7



= The “Active Solicitations” page will display, highlight the desired solicitation, click
“‘Acknowledge Participation.”

1

Note: Acknowledging participation is optional. Suppliers

who do not see this option for a solicitation can still create
a response for a solicitation.

E King County

Active Solicitations

4 Search

** Solicitation

** T

Search Results

Actions w  View w  Format =

Solicitation  Title

{est-addenda

KC000044

Columns Hidden 4

Selicitaten Close By m/ddyy

ALE UAT-Test Coniracis- 44 Line

Manage Watchlist

** Invitation Received ez w
Response Submitted Mo

Y Solicrtation Open Since  midyy

[ Datacn Acknowledge Parbcipation [ Create Response

Solicitation Time Your Will
Type Remaining Close Date Responses Participate

ALE Solictation 2 Days 20 Hours 10/30/20 DG.51.. .

ALE Solictation 3 Days 3 Hours 1V30/20 D1.49.. 1

= The “Acknowledge Participation” pop-up will appear. In the “Will Participate” field,
select “Yes.” Click “OK.”

Acknowledge Participation X

I Will Participate (@) ‘r’eSI

No

concel

Note to Buyer

= Highlight the desired solicitation and click “Create Response.”

@ O k.

E King County

Active Solicitations

» Search

Search Results
Actions w View v Format w = | Detach

Solicitation  Title

KCODO155.1  KClest

K

541  Seallle Bus Base

KCON0135.1  ITB - Formal Office Supplies - A

Create Response

Solicitation Time
Remaining

G&S Solicitation 2 Days 6 Hours
Canstruction Sol_. 24 Days 7 Hours

G&S Solicitation 10 Days 1 Hour

Close Date

34/2102.22.45 ...

32612104.15.3

31212109.17 4

Done
Time Zone Pacific Standard Time

Manage Watchlist | Saved Search Open Invitations ~

Your Will Unread Response
Respenses Participats Messages V1®WPOF oo adsheat

=

v. 2.3/2022




= The “Create Response” pop up will appear, click “Create.”

Create Response

(0 Ccopy fiom an existing response

Existing Response

X

ga =

Note: only select “Copy from an existing response” if you would like

&

= The "Create Response" page will display.

to copy your responses from an existing solicitation. This option is

only available after you have submitted a response to a King County
solicitation.

E King County

Create Response (G&S Solicitation 18164): Overview @

Title

Time Remaining 9 Days 23 Hours

General
Suppller  Training Test Supplier
Solicitation Currency USD
Response Currency  USD

Price Precision 2 Decimals Maxmum

8 - Formal Office Supphies - A

i B 0 O )
_ NORONO

Overv.... Requir

Lines

Review

Messages  Respond by Spreadshest | ¥  Actions ¥

Response Type @ Frimary

Close Date 31221 09.17.49AM

Atemate

Refsrance Numbar

AT

Next

Save | ¥ submit Cancel

1t Saved 3(2/21 09.38.21 AM
Time Zone Pacific Standard Time

= On the "Overview" page, fill in the appropriate information.

m King County

Create Response (G&S Solicitation 18164): Overview @

Time Remaining 9 Days 23 Hours

General
Supplier Training Test Supplier
Solicitation Currency  USC
Response Currency  USD

Price Precision 2 Decimals Maximum

Ttle 178 - Formal Ofice Supplies - A

®06 06

Overv.... Requir

Lines

Review

Messages  Respond by Spreadsheet | ¥ Actions ¥ E:

Response Type @ Primary

Afemats

Reference Number

Close Date 3122109 17 43 AM

Next

Save | Y  submit  Cancel

Last Saved 3/2121 09.38.21 AM
Time Zone Pacific Standard Time
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Field Overview Details

Close Date = Date the solicitation will be closed for submitted
responses.
Time Remaining » The time remaining before the close date.
Reference Number = Optional supplier tracking number.
Response Type = This option may not be available for all suppliers.
» Primary: if there is only one response on the
solicitation.
= Alternate: if there is another response that is not
primary on the solicitation (do not use multiple
primary responses).

= Click "Next" when the "Overview" page is complete.

5 = =
k4] King County & ¥ O «.
" NoRORO)
Overv... Requir Lines Review
Create Response (G&S Solicitation 18164): Overview & Messages  Respond by Spreacshest | ¥ Actions ¥ @ save | v  sumt  Cancel
Last Saved 3/2/21 09.38.21 AM
Zone Pacific Standard Time
Close Date  3/12/2109 17 49 AM
Time Remaining 3 Days 23 Hours

General

Response Type @ Primary

Atemate

Reference Number
Price Precision

v. 2.3/2022 10



» The “Requirements” page will display, answer the presented question(s).
Questions with an asterisk “*” are required.

branching questions depending on the answer you choose. Ensure you scroll to

6 Note: the section will vary depending on solicitation. Questions may contain
the bottom of the section to complete each requirement.

Solicitation attachments have been downloaded and saved to your computer
before "Acknowledging Participation" in the beginning of this training document.

EKingCounty n ¢ e

Create Response (G&S Solicitation 18164): Requirements & Messages  Respona by Spreadsheet | Y Actions ¥ Back  Next  Save | Y Submt  Cancel

15t Saved V221 11.02.14 AM
Zone Pacific Standard Time

W 312721 091749 Al
Time Remaining 9 Days 22 Hours Close Date 312721 03 g

Section 1. Request for Proposal Documents

* 1. Did you review the RFP and the Draft Agreement?

By selecting Yes. an aption for Respanse At

Chick the (+) to attach your propasal to the Respo

a YES

= The section will require you to attach your bid/proposal. Click the plus “+” icon to
attach a document.

£l
m King County PO
Vi Requi Revie
Create Response (G&S Solicitation 18164): Requirements @ Messages  Respond by Spreadsheet ¥  Actions ¥  Back  Next  Save | ¥ submit  Gancel
aved W21 11.02.14 AM
e Pacific Standard Time
Time Remaining 9 Days 22 Hours Close Date 312721 0917 49 AM

Section 1. Request for Proposal Documents
* 1 Did you rf}jew the RFP and the Draft Agreement?

By salecting Yes, an option for Respon:

Mac

hmants will appaar

Click the (#) to attach your proposal to the Response Atiachments.

e a YES

* Respanse Auzchments[tore o |

= The “Attachments” pop-up will display. Click the plus “+” icon to attach a
document. Click “Choose File” to select the document to attach.

Attachments x
Actions w View w X
Type * File Name or URL Title Description Attached By Attached Date
File No file chosen Ryan Chmelik  3/2/21 11.21.01 AM
Rows Selected 1 Columns Hidden 1
x| canen

v. 2.3/2022 11



= Optionally, fill in the appropriate information for “Title” and “Description” as
desired. Click “OK” when complete.

Attachments X
Actions » View w = X
Type * File Name or URL Title Description Attached By Attached Date
File ~ [ Chaose File | No file chosen Ryan Chmelik 3/2/21 11.21.01 AM

Rows Selected 1 Columns Hidden 1

o ES

= The attached document will appear next to the “Response Attachments” field.
Once you have completed all questions in the section with the necessary
attachments, click “Next.”

e Note: if all required questions are not completed, you will receive an error message
and will not be able to submit your response.

l’gKingCounty n e P .

Create Response (G&S Solicitation 18164): Requirements & Messages  Respond by Spreadsheet | ¥  Actions ¥  Back Save | ¥ Submit  Cancel

Saved 2/21 11.02.14 AM
Zone Pacific Standard Time

Time Remaining 9 Days 22 Ho CloseDate 31221 09.17 49AM

Section 1. Request for Proposal Documents
* 1. Didyou rjew the RFP and the Draft Agreement?
By selacting Yes, an option for Response Attachments will appear.
Click the (+) to attach your proposal to the Responsa Atachments.

®) a YES

* Response Attachments| TEST ProposalBid Attachment o

v. 2.3/2022 12



= The “Lines” page will display, enter the “Response Price.”

may have multiple lines.

6 Note: some solicitations may have no lines or

Solicitation Type ET

Architecture & Engineering Pricing lines do not apply.

Solicitations

Construction Solicitations Pricing line will typically be for a total bid price.

Goods & Services Pricing line(s) will typically be solicited by item, group, or
Solicitations by lot.

m Kingcounty m ¥ E’ RC J&

Create Response (G&S Salicitation 18164): Lines & Messages  Respond by Spreadsneet | ¥ Actions ¥  Back Next | Save ¥  Submt  Gancel

v. 2.3/2022 13



The supplier can optionally respond by spreadsheet if there are multiple lines to
add. Click the “Respond by Spreadsheet” drop-down and select “Export.” A .zip

file containing the .csv template will be exported to your computer.

> -
L.g King County a ¢ ® o
DEO) )
2 &
Oveni...Requir... Lines Review
Create Response (G&S Solicitation 26491): Lines @ Messages  Respond by apmdsmﬂ Actions ¥  Back MNext  Save ¥  Submit Cancel
Export . -
Currency . Last Saved 330121 07.39.36 AM
Gurrency = US Dolar me Zone Pacific Standard Time
mport
Time Remaining  06:18:36 Close Date  3/30/21 02 00.59 PM
Actions v View v Format w " Detacn
Line Description gt Category Name Start Price Response Price et UoM Line Amount  Estimated Total
ADA Compliant Laundry Trailer 336214 1 Each
ADA Compliant Shower Combination Trailer 336214 1 Each
Columns Hidden 4
Grand Totals
Al response ines are includer
Response Amount 0,00
i NegotiationkC000...zip  ~ Showall x|

Open the downloaded export .csv template on your computer. Fill out the form
with the appropriate information. Save to your computer.

1

Note: The export .csv file will download. Fields with an asterisk “*”
are required. Fields with two asterisks

k)

are optional. Save the .csv
file without making any edits to the format or content, only complete
the columns under “* Response Price.”

AutoSave (@ off) )~ @7 <  NegotiationKCD00195-Responselines.csv - Read-Only - Excel O Search Moreno, Cristal | 3
File Home Insert Page Layout Formulas Data Review View Help Acrobat 1 Share 7 Comments
A10 - £ Enter response value in fields marked as required or optional only. * Required, ** Optional or conditionally required -
A B C D E F G H | 1 K L M N a P Q R 5 T Y

HM Test Ul Text

7
2

3 |Solicitatic RFQ KOODD195
4 |Close Date ##smmsas

5 |solicitatic USD

6 |Response USD

7 |Price Prec 2

8

Company King County
Buyer Heidi Marchetti
Phone
Email heidi.marchetti@kingcounty.gov
Supplier Design Dudes LLC

Supplier Site

Enter resp.l:rnse value in fields marked as required or optional only. * Required, ** Optional or conditionally required

11 |Line Item Revision Start Price UOM Estimated Estimated ¥ Response Price  Target Mir ¥ Respon *= Note to Target Prii Category I Attribute  Attribute ¢ Attribute 7%% Attribui * Internal * End of Line Delimiter
12 |1 Stuff Lump Sum 230000 [Optional] Warranty 1 EOL

13

14

15

v. 2.3/2022
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= Navigate back to the “Create Response” page. Click the “Respond by
Spreadsheet” drop-down and select “Import.”

» .
L.g King County a ¢ ® oo
~ —~
OHO) ° O]
< &) ZJ
Oveni...Requir . Lines Review
Create Response (G&S Solicitation 26491): Lines @ Messages | Respona by spresasneet [ ] actions v macx x| save|v sumit | gance
Currency = US Dollar Expot Last Saved 330121 07.39.36 AM
= me Zone Pacific Standard Time
Impart
Time Remaining 06.18:36 Close Dats  3/30/21 02.00.59 PH
Aclions w View v Formal w 1 Detach
Reguired Estimated . Estimated Total
Line. Description Detalls Cotegory Name Start Price Response Price Quantity UOM Line Amount Amount
ADA Compliant Laundry Trailer 336214 1 Each
ADA Complant Shower Combination Trailer 336214 1 Excn
Columns Hidden 4
Grand Totals
All response lines are included.
Response Amount  0.00
i NegotiationkC000...zip  ~ Show all X

= The “Import Response” pop-up will appear, click “Choose File” and select your
completed .csv template saved to your computer. Click “OK” when complete.

Import Response b4

Importing data will overwrite any existing online data.

* File Name || Choose File | No file chosen |

[] e

= Verify the “Response Price” lines have been added, click “Next.”

mKingCounty o o 9 -

Create Response (G&S Solicitation 18164): Lines @ Messages  Respond by Spreadseet | ¥ Actions ¥ | gack [Next] | save| v subme  gance

. e ast Saved 312121 11.39.19 AM

currency = US Dollar Time Zone Pacific Standard Time
- Close Date  3/12/21 091749 AM

Time Remaining 9 Days 21 Hours

Actions v View y Fomat v sze ] Detach
Line Deseription ﬁ;:‘l“!'il’:" Category Name Start Price Response Price Eg‘.‘]’zm uom Line Amount E“"“":dml‘l’“::
Bentric inverlebrate laxonomic analysis for samples from an & 2 area wilhtaxonomic fesolution to Ecokogy’s lowes! practicalley 541714 200 Each
0 a3) 541714 Ea
0 days. ] Eacn
41 Eact
ns! of subsampiing; 2 1 25 Eacn
s 1 Lump Sum

Columns Hidden 4

v. 2.3/2022 15



= The “Review Response” page will display, review your response. Click “Save” if
your response is not complete and would like to come back and submit at
another time.

EKingCounty A T O

Ovenvi...Requir . Lines  Review

Review Response: G&S Solicitation 18164 @ Messages | Respenaby Sprascsnet | ¥ | Actions ¥ gack  tert  [Save ] suemn | gance

]
®
O]
-]

ved 32121 11.50.56 AM
one Pacific Standard Time

Currency = US Dollar

31221 09.17.49AM
Title 7B - Formal Gffice Supplies - A Close Date 2108174

Time Remaining 9 Days 21 Hours

Overvi Requirements  Lines
View » Format v freeze (] Detach
Line Description Details Category Name Response Price UOMMName  Line Amount CStmated T”u"’ Attachments
Benthic Invertebiate 1axo naiysis for samp N 1AXONOMIC TeSOItioN to ECology's lowest practical level specifications. | = 541714 100 Eacn 20000
2 Cost-per-s ery tumaro [=] 541714 100 Each 2500
Gost-per-sampie 10 @ elivery lumaround tme 10,30 aays =] sa171s 100 Eacn 2500
4 Cost per sampie 1o decre: 011 = sa1714 100 Eacn 2500
Cost-per-sampie (from & N2 area) 1o do whole Sampie Counts (Instead of subsampiing) = 541714 100 Each 2500
3 5 Year Total (put this lotal on bid cover page =] 541714 100 Lump Sum 100

Columns Hidden 5

= Click the “Actions” drop-down, select “Validate” to verify all details have been
entered.

Note: an error message will display if your response is missing required

information.

>
k4] King County 6 ¢ ® o
(ONONON -
Overvi Requir . Linés Review
Review Response: G&S Solicitation 18164 @ Messages | Rospond by Spreadshest | ¥ | Actions ¥ | ok | Next  Save | ¥ || Submit | Gancel
View Solicitation |

ved 3/2/21 11.50.58 AM
Pacific Standard Time

Currency = US Dollar

View Response PDF |
Close Date  3/12/21 0917 49 AM

Twe 1B

Time Remaining 9 D:

Overview  Requirements  Lines

View v Formatl w Freeze Detach
Line Deseription Details Category Name Response Price UOM Name  Line Amount E=1M88 To13  y iy s
1 Benihic invertebrate taxonomic anaysis f o &N 8 12 area wih Laxonomic resoluton to Ecology's Iowes! practical level Speciications, =] 541714 100 Each 20000
2 Cost-per-sample lo decrease data delivery tumaround time to 60 day = 541714 100 Each 2500
3 Cost per-sample lo decrease dala delivery turmaround time to 30 days. =] 541714 100 Each 2500
Cost per sampie to decrease the collecton area & = 541714 100 Each 2500
5 Cost-per-sample (from 8 2 area) to do whole sample counts (nsiead of subsampling) =] 541714 100 Each 2500
5 Year Total (put this total on bid cover page = 541744 100 Lump Sum 100

Columns Hidden 5

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

« Confirmation X

Response 18164 to solicitation KC000136,1 was validated without errors.

v. 2.3/2022 16



= Click “Submit.”

kv.gKingCounty a ¢

Review Response: G&S Solicitation 18164 & Messages  Respond by Spreadsheet | ¥ Actions ¥ | Back save | ¥ Gancel

11.58.19 AM
naard Time

urrency = US Dollar

Title (78 - Formal Offce Supphes - A Close Date  3/12/21 AM
Time Remaining 9 Days 21 Hours
Requirements L
Detills  CategoryName ResponsePrice UOMName  Line Amourt SSUmated Total - ppepygnyg
2 area Wilh taxonomic resolution 1o Ecology's lowest praclical eve! specifications, =] 41714 100 Eac 20000

= se714

= 541714

s41714

Subsamping) = s41714

541714

Note: the response will not be submitted until you click the “Submit” button.

+ Confirmation b4

The response 18164 to solicitation KC000136,1 was submitted.

= End of process.

4 Addendum Notification and Response
= Acknowledgement of each addendum for each solicitation is required.

= IMPORTANT: If an addendum is issued after you have submitted a response to
a solicitation, you must acknowledge the addendum and resubmit your
response. If both actions are not completed for each addendum, your response
will not be considered. To learn how to review and resubmit your response, refer
to section 5, "Revise & Resubmit a Solicitation Response" of this user guide.
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= Once logged into the system, a notification will appear on the bell icon that an
“‘“Amendment Requires Your Attention.” Click the bell icon and click the
notification link.

Note: addendum and amendment are used
interchangeably.

Amendment notifications will also be sent via email.

e =N L
All Netifications = Mare Details

Done

Enter search terms ot

© Standard Time

FYl: Amendmeent 1 for Negotiation KCO004 07 5 minutes age ations -
(Solctation Training Gude) Requires Your Attention

Wieh Sanices Apoication laeminy Tor Procurement Long is required
Action Required: You Are Invited to Negoliation 4 days ago

KZ000107 (Solicitation Traimng Gude)

Heidi Marchett

= Under the “Related Links” section, click the “Acknowledge Addenda” hyperlink.

E Amendment 1 for Negotiation EC000158 [test-addends) Reguires Your Attention - Google Chrome = O ®

W T1a-cpun-dev-Saastapion 1 TA0Cs 0T aClec 000 .cam TEC LT, T aCes] AT 185 E-TI0W f12 = RITTET LA ol L0S_AIel=Saat = meaim....

Amendment 1 for Negaotiation KC000159 (test-addenda) Requires Your Attention  Dismiss

Time Zene Pacific Standard Time

4 Details
Assignee AE Corpl Supplier ALE Corp 1 Preview Date
From  Tina Davic Company  King County Open Date 10727720 06.50.42 AM
Assigned Date 127720 07 DB 26 AM Solciation Titke Close Date  1V3020 06.51.51 AM

Expiration Date  1V30:20 D652 20 AM

Solcitation
Task Number 206173

4 Recommended Actions

» Acknowledge sddendum and resubmit your response.

4 Addendum Details

Addendum Date  10/27/20 07 07 56 AM
Addendum Description  Updated evaluatior

4 Related Links

o Acknowiedge Addenda
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= The “Acknowledge Addenda” page will display, check the “Acknowledgement”
box stating you have reviewed and acknowledged the amendment for the

solicitation.

Acknowledge Addenda (G&S Solicitation KCO00107)

Format v o Detach
Addendum Title
AsIenaum 1 Solcanon Training Guose

celumns Higden 3

Addendum 1: Details

View Original Solicitation Submit  Cancel

ime Zane Pacific Standard Time

Published Date  Status Acknowledged  fe@Wledgment Qg""'"“’“"““

82120 155 PM  ACIVE Locked)

= Click “Submit.”

Acknowledge Addenda (G&S Solicitation KC000107)

Addendum Title

Acdendum 1

Columns Hidden 3

View Original Solicitation I Submit I;anw

Time Zune Pacific Stancard Time

Published Date  Status Acknowledged foiroiedgment Qﬁ""“""'“"a‘“

B0 155 P Active [Lecked)

= A confirmation pop-up will appear, click “Yes” if you would like to create a new
response. Click “No” if you have an existing response created.

Warning x

The addenda to solicitation KC000187 were acknowledged. You can now creale a response Do you want 10 continu

(=)

= IMPORTANT: After reviewing and acknowledging and addenda, consider if you
need to adjust an existing response to comply with the addenda. To learn how to
review and resubmit your response, refer to section 5 "Revise & Resubmit a
Solicitation Response" of this user guide.

= IMPORTANT: If an addendum is issued after you have submitted a response to
a solicitation, you must acknowledge the addendum and resubmit your
response. If both actions are not completed for each addendum issued, your
response will not be considered. To learn how to review and resubmit your
response, refer to section 5, "Revise & Resubmit a Solicitation Response" of this
user guide.

= End of process.
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5 Revise & Resubmit Solicitation Response

» Responses to solicitation can be revised and resubmitted any time before the
solicitation close date and time.

Note: if your response has been submitted, and an addendum is issued,
you must log-in and acknowledge the addendum before revising and
resubmitting your response. Resubmission of your response is required

for each addendum issued. Refer to the previous section “4 Addendum
Notification and Response.”

= Once logged into the system, from the homepage, click the “Supplier Portal” tile.

Supplier Portal Set Preferences

& ¢ ® kv
o

Conversations | Following Followers

0 Employee News

0 My Flags

* In the “Solicitations” section, under “Tasks,” click “Manage Responses.”

—m King County ® ¢ ® o
Supplier Portal

Seareh  Soliciauons W Solciiation Number v

Tasks

Solicitations
- clictations.

Requiring Attention Recent Activity
Last 30 Days

Qualifications

No data available
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= The “Manage Responses” page will display, enter the appropriate search
parameters, click “Search.”

6 Note: the “**Solicitation Title,” “**Solicitation,” and “**Response” fields

require an exact solicitation title, solicitation number, or response number.

mKingCounty ® v ®

Manage Responses

RC 8

Done

Time Zone Pacific Standard Time

~

4 search Advanced | Manage Watchlist | Saved Search Acive or Draft Responses
** Al leas! one is required
** Solicitation Title ** Response Status Active o dran ~
** solicitation Line Description
** Response

Search Results

Revising a draf response auiomatically 1cks It

E Reset || save...|

Actions w  View w  Format w Freeze [7'l Detach Wira ccept Term Revise
Response Rezponse Solicitation  Solicitation Title i S Meomread  Monitor
18159 Draf &) KC000155,1 KCtest GAS Solicitation 1 Day 5 Hours
8164 Active G&S Solicitation 9Days
18162 Dranf KC000154.1 Construction $¢... 23 Days 6 Hours 2

Columns Hidden &

v. 2.3/2022
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= Highlight the solicitation you would like to revise your response to and click

“Revise.”

Remaining” on the solicitation. The “Response Status” will indicate “Draft”

6 Note: response revisions are only an option if there is still “Time

for responses not yet submitted and “Active” for responses that have been

submitted.

“Draft” responses are automatically locked. Draft responses that are

locked can be viewed only and can be submitted. To make edits to a draft
response, you must unlock the draft first. Select the “Actions” dropdown,

then select “Unlock Draft.” A draft response is automatically locked every
time the draft is saved.

“Active” responses do not have the lock feature.

k.g King County
Manage Responses

4 Search

** Solicitation Title
** Solicitation

** Response

Search Results

Revising a draft respon:

Adions v View w

sk
ze 5 Detach Accept Te

Response Response Solicitation Solicitation Title
18159 Dranf KC000155.1 KCtest
8164 Active KC000136.1 ITB - Formal Office Supplies - A

18162 Dran S KCO00154,1 Seallle Bus Base

Columns Hidden &

Agvanced | Manage Watchiist | Saved Search

** Response Status Active or drat v

Line Description

Solicitation Time
Type Remaining
G&S Solicitation 1 Day 5 Hours
G&S Solicitatior 9 Days

Construction So.| 23 Days & Hours

w v L? RC [

Done
Time Zone Pacific Standard Time
Active or Draft Responses M

* Al least one is required

searcn [ reset | save.. |

Unread

Messages  Monitor

» The “Create Response” page will display. Click “Next” to navigate to the desired
page where revision(s) need to be made.

Ttle ITE - Formal Office Suppiles - A

Time Remaining 9 Days

General
Supplier  Training Tes! Supplier
solicitation Gurrency USD
Response Currency USD

Price Precision 2 Decimats Maximum

—m King County .
ONONC
Overv... Requir Lines Review
Create Response (G&S Solicitation 18165): Overview @ Messages  Respond by Spreadshest | ¥ Actions ¥ save | ¥ | submit  Cancel
Last 3121 08.55.52 AM

Close Date 312721 09.17.49 AM

Response Type @ Primary
Atemate

Refarence Number

st Saved 3
Time Zone Pacific Standard Time

v. 2.3/2022
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= Once revision(s) have been made, click “Next” to navigate to the “Review” page.
After reviewing, click “Submit” when complete.

Note: in this example, a “Response Price” was revised on the
“Lines” page. On the “Changed Lines” tab, notice the documented

revision.

EKiﬂgCounty PO .

Review Response: G&S Solicitation 18165 @ Messages  Respond by Spreadshest | ¥ Actions ¥ Back  fex: save‘ o cancel

Currency = US Dollar 3121 09.02.08 Al\:

7777 c Standard Tim

31221 08.17 49 AM
Title IT8 - Formal Office Suppiies - A a0 22100

Time Remaining 9 Days

Oveniiew  Requirements  Changed Lines

View v Format w Fresze [ Detach
Line Deseription Details Category Name  ResponsePrice UOMMame  '®VISMSLING g ooy Estimated Total iy pments
ount mount
Benthic Invertebrate taxanomic analysis Tor samples from an & ft2 area with taxonomic resalution 1o Ecology's lowest practical = 541714 200 Eacn 20000 40000

p
Columns Hidden & ﬁ

Grand Totals

Al response lines are included
Response Amount  501.00

Previous Response Amount 30100

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

+« Confirmation x

The response 18165 to solicitation KC000136,1 was submitted.

= End of process.

6 View Solicitation Response History

= Once logged into the system, from the homepage, click the “Supplier Portal” tile.

EKingCounty o ¢ ® «.

o

Supplier Portal Set Preferences

Conversations | Following Followers
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= In the “Solicitations” section, under “Tasks,” click “Manage Responses.”

—m King County
Supplier Portal
Search  Soliciauons

~  Soiciiation Number v

Tasks

Solicitations

Qualifications

« View Qusli
Company Profile

+ Manags Frofile

W Negatiation
B Negotiations

Requiring Attention

Recent Activity

st 30 Days

No data available

@ P e

parameters, click “Search.”

1

The “Manage Responses” page will display, enter the appropriate search

Note: the “**Solicitation Title,” “**Solicitation,” and “**Response” fields

require an exact solicitation title, solicitation number, or response number.

t.ﬂ King County

Manage Responses

4 Search

Agvanced

Manage Watchlist | Saved Search Active or Draft Responses ~

A v O k.

Done

Time Zone Pacific Standard Time

** Solicrtation Title

** Solicitation

** Response Status Actve or dran

Line Description

Al least one is requined

** Response
Search Results
Revising a draft response automatically locks it
Actions w  View w  Formal w = Detach
Response E:‘E“""’ Solicitation Solicitation Title
18189 Dran KC000155,1 KCtest
8164 Active
18162 DranS) C000154,1

Columns Hidden 8

Revise

Solicitation

G&S Sollcitation

G&S Solicitation

o... 23 Days 6 Hours 2

Reset || save.. |

Time Unread

Remaining Messages  Monitor

1 Day 5 Hours

9 Days

v. 2.3/2022
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= Click the desired solicitation "Response" hyperlink.

responses (“Active” responses are responses that have been submitted).

6 Note: response number hyperlinks will only be enabled for “Active”

E King County

Manage Responses

4 Search

** sclicitation Title
= solicitation

** Response

Search Results
Revising 3 ara respanse automatically locks 1

Columns Hidden &

Actions v View v Formal w ze i Detach Terms | Revise
Response e -
Response oo Solicitation Solicitation Title
18158 Drang KCO00155.1 KClest
Active KC000136,1 IT8 - Formal Office Supplies - A
18162 Dratf KCO00154,1 Seattle Bus Base

Advanced | Manage Watchlist | Saved Search Active or Drzll Responses

** Response Status Active or draft v
Line Description
| Search  Reset | Save.. |
Solicitation Time Unread i
Typ Remaining Messages  Menitor
G8S Solictalion 1 Day 4 Hours

GBS Sclicitaion 8 Days 29

Construction So... 23 Days 5

Time Zone Pacific Standard Time
v

s required

Hours

Hours

Response History."

In the upper right corner, click the "Actions" drop-down and select "View

m PP o

> .
k.g King County
G&S Solicitation: 18165 (G&S Salicitation KC000136,1)

Gurrency = US Dollar
Tile 178 - Formal Office Supples -A

Response Status  Active

Overview  Requiements  Lines

4 General
Supplier Training Test Supphe
Supplier Site
Suppller Contact  Cnmelik, Ryan
Response Currency  USD
Price Precision 2 decimals maximum

Response Valid Until

Time Remaining 8 Days 23 Hours

CloseDate 3/12/2109.17.49AM

Response Type Primary

Reference Number
Note to Buyer

Attachments None

m Revise | Actions v |  Done

\View Response History

Create Response

View Respanse POF
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= On the "Response History" page, all responses from the supplier will be listed.
Response(s) with a "Status" of "Archived" are previous submitted response(s)
and a response with a "Status" of "Active" is the most recent response submitted.

Click "Done" when done reviewing.

a Note: King County will only consider “Active” responses.

m King County
Response History (G&S Solicitation KC000136,1)
Currency = US Dollar
Title T8 - Formal Offics Suppiies - A

Time Remaining & Days 23 Hours

Columns Hidden 2

View v Format Freezs [ Datach
Supplier Supplier Site  SUPRLiET Response
Training Test Supplier Chmelk,Ryan 16165
Training Test Supplier Chmelk, Ryan 18164

m TP e
Creats Response

me Zone Pacific Standard Time

Transformed Time of Response Valid
Amount Rasponss Until

50100 3/3(2109.05.28

30100 3/2/2112.02.06

= End of process.

7 Delete Solicitation Response

= Once logged into the system, from the homepage, click the “Supplier Portal” tile.

—E King County

Conversations | Following Followers

0 Employee News

0 My Flags

A P {9 rRC IO
o

v. 2.3/2022
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= In the “Solicitations” section, under “Tasks,” click “Manage Responses.”

—m King County
Supplier Portal
Search  Soliciauons

~  Soiciiation Number v

Tasks

Solicitations

Qualifications

« View Qusli
Company Profile

+ Manags Frofile

W Negatiation
B Negotiations

Requiring Attention

Recent Activity

st 30 Days

No data available

@ P e

parameters, click “Search.”

1

The “Manage Responses” page will display, enter the appropriate search

Note: the “**Solicitation Title,” “**Solicitation,” and “**Response” fields

require an exact solicitation title, solicitation number, or response number.

t.ﬂ King County

Manage Responses

4 Search

A v O k.

Done

Time Zone Pacific Standard Time

Columns Hidden 8

Advanced | Manage Watchiist | Saved Ssarch Active or Draft Responses ~
Al least one is required
** Solictation Title ** Response Status Actve or draft -
** Solicitation Line Description
** Response
o] |
Search Results
Revising a draft response automatically locks it
Actions w  View w  Formal w i Detach o Wrap  Accept Revise
Response — —— Solicitation Time Unread .
Response poile Solicitation Solicitation Title Remeining Messages  Monitor
18189 Dran KC000155,1 KCtest G3S Solicitation 1 Day 5 Hours
5164 Active 638 Solicitation & Days
18162 Dran) C000154,1 0... 23 Days 6 Hours 2
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= Highlight the desired solicitation response, click the “Actions” drop-down and
select “Delete Draft.”

Note: responses only can be withdrawn before the solicitation close date. If
you would like to withdraw after the close date, contact King County via

email.

Active responses can only be revised and cannot be deleted or withdrawn
whether the solicitation be open or closed. If you would like to withdraw an
active response, contact King County via email.

n F O

Kag King County

Manage Responses

Done

Advanced | Manage Watchiist | Saved Search Active or Dra

4 Search
** Solicitation Title ** Response Status Active or draft ~

** Solicitation Line Description

Resp
| search  Reset | Save.
Search Results
Revising a draft response automatically 1ocks it
View v Format w Freeze [ Detach | Revise |
lesponse i bt Solicitation Time Unread .
it Solicitation Solicitation Title Typw Remaining Messages Monitor

Revse i
rany 88 Solicitation 1 Day 1 Hour
Uniock Draft

ctive
Delete Draft
ran )

Columns Hidden &

Time Zone Pacific Standard Time

= A warning pop-up will appear, click “Yes.”

/. Warning b4

Your draft response will be permanently deleted. Do you want to continue? (PON-2085460)

[ =

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

+ Confirmation x

You deleted draft response 18159,

OK

= End of process.
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