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Vendor Help Desk

E-Mail: Il.Bidbuy@illinois.gov

Phone: 866-455-2897
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The information contained in this document is a general guideline for the processing of procurements
using the State of lllinois BidBuy system. State of lllinois procurements shall be conducted in accordance
with applicable statutes and rules, including the Illinois Procurement Code 30 ILCS 500/. For any

guestions, please contact the State of Illinois Vendor Administrators at il.bidbuy@illinois.gov or (866)
455-2987.
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Overview

This manual assists registered vendors navigate BidBuy, search for active contracts, review bids, submit
quotes, and receive purchase orders in BidBuy. Vendors not registered in BidBuy can do so by selecting

Register on the BidBuy login page.

Vendor users have two user roles available in BidBuy, Seller Administrator and Seller.

e Seller Administrator - manages a vendor’s company information and is responsible for

creating user accounts. See Seller Administrator manual for instruction on Seller

Administrator functions, as Seller Administrator will not be granted to all vendor users.

e Seller Role - allows users to review bids, submit quotes, and receive purchase orders in

BidBuy.

This manual will cover general BidBuy navigation and functions of the Seller user role. Throughout the
document, numbers on screen prints correspond with numbered instructional text.

Informal
Home Page Quote
Process

Header Menu Review Quote

Navigation Respond to
Menu Quote

Control Center Submit Quote

Bid Process

Review the Bid

Create the
Quote

Submit the
Quote

Purchase
Order

Receive the
Award

Receive the
Purchase Order

Receive the PO
Change Order

Home Page Navigation
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BidBuy Terminology

The BidBuy Vendor Functional Manual includes several terms specific to the State procurement process.
Please find definitions of commonly used terms below.

Terms Crosswalk

Current Future
Solicitation/Notice Bid
IPB Registered User Bidders
Addendum Amendment

Bid/Offer/Response Quote
Award Information Bid Tab
Contract Purchase Order (PO)
Amendment Change Order

General Process Workflows

Small Purchase — Begins with an Open Market Requisition, then converted to a Purchase Order.

Bic

Competitive Solicitation — Begins with an Open Market Requisition, which is converted to a Bid for public
solicitation. Once quotes are obtained, the Bid Tab is opened and vendor is awarded. The Bid Tab is then converted to a
Purchase Order.

» I+ N I

Release (Order Against Contract) — Begins with a Release Requisition, then converted to a Purchase Order.

Release Requisition ~ - Purchase Order -~

Renewal - Begins with an Open Market Requisition referring to the asscciated Purchase Order/Contact. The
Requisition is converted to a Bid and the Bid Tab is completed with the renewal amount(s). Finally, a Change Order is
created against the ariginal Purchase Order/Contract for the Renewal terms.

JEEE- R

Change Order — Begins with an Open Market Requisition referring to the associated Purchase Order/Contact. The
Requisition is converted to a Bid and the Bid Tab is completed with the change order amounti{s). Finally, a Change Order
is created against the original Purchase Order/Contract based on the Change Order terms.

CiR - R

(510,000 to Formal
Solicitation Threshold)]
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Log into BidBuy

Login Instuctions
1. Go to BidBuy at https:/bidbuy.illinois.gov
2. Enter Login ID and Password, and click Login

Login

Login ID:

e Password:
Login Assistance | Register

3. Select Seller Tab from the user role tabs

@ If you have multiple roles, then each user role appears as a different tab.

Home Page Navigation

Under the Seller tab, the Home page is divided into four areas. If you do not have tabs at the top of your
screen and your screen looks different than the screen below, you have only a Seller Administrator role
(please see Seller Administrator manual).

1. User Role Tabs — allows users to navigate between Seller and Seller Administrator user roles
(only viewable if the user has multiple roles)
Header Menu — NIGP browse, account setup, search, help manual, and exit
Navigation Menu — navigation to PO, Bid, and Quote documents

Home Page Navigation 6|Page



4. Control Center —navigation of News, Vendor Communication, Bids, PO, and Quotes. The State
does not use Invoices or Vendor Performance.

ILLINOIS ¢PROCUREMEN |J Seller Administrator

Seller
NIGP Code Browse | My Account | Customer Service | About March 14, 2016 5:51:17 PM CDT Q 9 ¢ E‘

Home POsv Bidsv Contracts Quotesv Invoicesv Laura Batson

Home - Welcome Back Laura Batson

‘New5(1) ‘ Vendor Communication(0)  Bids(83) PO(1) Quotes(0) Invoices(0) Vendor Performance(0)

Effective Date Category Title

03/14/2016 Notices Welcome to BidBuy! Thank you for registering!

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.

User Role Tabs

If the vendor user has both Seller and Seller Administrator user roles within BidBuy, the user sees tabs in
the upper-right corner of the header as indicated below. Each role within the application has its own
Control Center (see 4 above).

The Seller user role can:

e Search for active contracts
e Respond to Informal Quotes and Formal Bids
e Pick up and acknowledge Purchase Orders and PO Change Orders

The Seller Administrator user role focuses on company account maintenance in BidBuy. Seller
Administrators can:

e Maintain company information
e Maintain and add users to the company profile

IdBuy
ILLINOIS «PROCUREMENT Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PMcDT Q @ € [
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Header Menu

The Header Menu is always displayed at the top of each page. This menu allows the user to access:

*

/7
*

NIGP Code Browse
My Account

-,

3

¢

K/
‘0

L)

Customer Service
About

BidBuy Date & Time
Advanced Search
Help Manual

3

A

3

¢

K/
‘0

L)

3

A

3

¢

System Log out

Header Menu: NIGP Code Browse

The NIGP Code is a coding system used to classify products and services procured by state and local
governments in North America. The NIGP Code Browse allows a search of commaodity and service codes
by NIGP Class and Class Item codes.

Note: The NIGP Code Browse is a search only function. The Browse function is not used to identify
goods or services to receive Bid opportunities. The Seller Administrator selects the NIGP Codes that are
associated with the good and services offered by their company that are used by the State to send Bid
opportunities from BidBuy.

Click NIGP Code Browse on Header Menu

NIGP Code Browsef] My Account | Customer Service | About

March 14, 2016 6:06:52 PM CDT Qee E’
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Select NIGP Class code from pulldown menu to filter by the 3 digit code
Select NIGP Class Item from pulldown menu to select a 5 digit code
Enter NIGP Keyword to search for a code based on code descriptions
Select search type criteria by Search Using pull-down

Click Search to execute search

ILLINOIS ¢PROCUREMENT J (S Seller Administrator

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 7:02:37 PM CDT Q 0 ¢ E’

Home POsv Bidsv Contracts Quotesv Invoicesv Laura Batson

Commodity Code and Service Codes - Batson Salt @

Search

NIGP Class =

NIGP Class Item | v O
NIGP Keyword O

Search using ALL of the criteria v O

Search

NIGP Code Browse O

To browse all NIGP Class codes, scroll-down to NIGP Code Browse
Click NIGP Class code to view NIGP Class ltem

Commodity Code and Service Codes - Batson Salt

Search
NIGP Class v

NIGP Class Item | v

NIGP Keyword
Search using ALL of the criteria »
Search

NIGP Code Browse
01 Administrative, Financial, and Management Services
02 Agricultural Equipment ang-Dalatad Dradurte and Qansicac

O 03 Arts. Crafts. Entertainmen 03 Arts, Crafts, Entertainment, Theatre

04 Automotive Products. VieH 037 AMUSEMENT, DECORATIONS, ENTERTAINMENT, GIFTS, TOYS, ETC.
05 Building Equipment, Suppl 050 ART EQUIPMENT AND SUPPLIES
06 Clothing, Textiles, Laundny 052 ART OBJECTS
o7 Cemmunication Equipmen 232 CRAFTS, GENERAL

08 Computers, Software, Suy 233 CRAFTS, SPECIALIZED

580 MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES
855 THEATRICAL EQUIPMENT AND SUPPLIES

860 TICKETS. COUPON BOOKS. SALES BOOKS. STRIP BOOKS. ETC

Home Page Navigation 9|Page



Header Menu: My Account

The My Account link allows the user to update some information on their user profile. Seller users may
receive email communications from the State at the email address provided. Modifying personal user
profile information does not change a company’s general information.

Click My Account on Header Menu

NIGP Code Browse}| My Account fCustomer Service | About March 14, 2016 6:06:52 PM CDT Q 9 ¢ E—»

Click Edit to change user profile information

Update information

Click Save and Exit to leave the page

Click Save & Continue to save and add more information
Click Cancel & Exit to remove updates and leave the page

Header Menu: Customer Service

The Customer Service link allows the user to email the State BidBuy Support team for additional
information or assistance.

NIGP Code Browse | My Account About March 14, 2016 6:0652 PMcDT Q @ € [

Header Menu: About

The About screen shows the current product version of BidBuy.

Click About O

NIGP Code Browse | My Account | Customer Service March 14, 2016 6:06:52 PM CDT Q 9 ¢ E»

Header Menu: System Date & Time

The System Date & Time is very important when submitting a Quote in the BidBuy System. The date &
time determines the official Bid Available date/time and the Bid Opening date/time. If a vendor’s Quote
is not sent to the State prior to the official Bid Opening date/time, BidBuy will not allow the vendor to

submit it electronically.

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PM CDT Q 9 ¢ E»

10| Page
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Header Menu: Advanced Search

The Advanced Search allows the vendor to search in BidBuy for Bids, Purchase Orders, and Master
Blanket Purchase Orders. Tip: The full document number does not need to be included in the search,
users can enter a portion of the document number from the email notification.

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PM CDT E

Click Advanced Search Icon

Select Purchasing Module
Select Document Type to search from the dropdown

ILLINOIS PROCUREMENT J

NIGP Code Browse | My Account | Customer Service | About

Home POsv Bidsv Contracts Quotesv Invoicesv

(2]

Search for: Module: Purchasing Module v Document Type:

Advanced Search

Bids

Commodity Codes
Contract/Blankets
ltems

Purchase Orders
Invoice

Copyright © 2016 Periscope

Home Page Navigation

O Seller Administrator

March 14,2016 8:46:5 PMcDT Q @ € [

Laura Batson
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Enter Search Fields criteria
Click Find It

Advanced Search

Search for: Module: | Purchasing Module » Document Type: | Bids v
Search Using: | ALL of the criteria ¥

Find It | Clear

Search Fields:
Bid # Bid Opening Date{MM/DD/YYYY)

O Bid Description Purchaser v
Organization v

Department v

Location v

Type Code v

Catalog v

Purchase Method v Entered Date(MM/DD/IYYYY) m
NIGP Class v

NIGP Class Item v

Commodity Code q

Find It i Clear

Header Menu: Help

If a BidBuy specific reference is needed, selecting the Help Icon displays a reference manual for the
BidBuy software. Manuals and videos on the BidBuy login page provide reference materials for State
usage of BidBuy.

Click Help Icon O

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PM cDT O E
/' ) Uinois TESTTESTTEST: % [3 bso_sa Rw E ! u - _ (e oo T
€« C f @ httpsy/testbidbuy.illinois.gov/bso/help/seller/sa/bso_sa.htm Q% =0 =
i Apps  Bookmarks @ Fotolia (@) State of Iliinois Damn Delicious - Sin @) Tllinois Procurement ¢ @) Department of Trans:  [i}7 State Web App 43 Home - Dropbox Stz Sign in - Purium Hea!  [j (23 Other bookmarks

BuySpeed
Seller & Seller Administrator User Manual

Header Menu: Administrative Reports
The Administrative Reports Icon will not be used by the State. O

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PM CDT Q@ E
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Header Menu: Log Out

The Log Out Icon allows the user to exit BidBuy. BidBuy automatically logs users off of the system after
30 minutes of inactivity.

1. Click Log Out Icon o

NIGP Code Browse | My Account | Customer Service | About March 14, 2016 6:06:52 PM CDT Q 9 ¢ I

Navigation Menu

The Navigation Menu allows the user to move through BidBuy and gives access to Bids, Purchase
Orders, and Quotes.

The Navigation Menu displays at the top of each page. This menu allows the user access to:

*

K/
*

Home

POs

Bids

Contracts — Not used by the State
Quotes

L)

/7
0.0

R/
0‘0

K/
.0

L)

>

/7
‘0

R/
0‘0

Invoices — Not used by the State

Home POsv Bidsv Contracts Quotesv Invoicesv Laura Batson

Navigation Menu: Home

The Home tab displays the tabs covered in the Home Page and Control Center Navigation sections.
1. Click Home

@

Home POsv Bidsv Contracts Quotesv Invoicesv

Home - Welcome Back Laura Batson

‘Newsﬁ) ‘VendolCommumcalmn(O) Bids(83) PO(1) Quotes(0) Invoices(0) Vendor Performance(0)

News ID Effective Date Category Title

27 03/14/2016 Notices Welcome to BidBuy! Thank you for registering!

Copyright © 2016 Perniscope Holdings, Inc. - All Rights Reserved
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Navigation Menu: POs
The PO tab shows the user the status of Purchase Orders sent by the State through BidBuy. POs can
include either Master Blanket Purchase Orders or Release Purchase Orders. The Purchase Order is the

contract with the State of lllinois.
1. Click POs and select one of the following:

- Sent to Vendor (Purchase Order that has been awarded to the Vendor)
- Partial Receipt (State is not using receipts in BidBuy)

- Complete Receipt (State is not using receipts in BidBuy)

- Closed (State is not closing POs in BidBuy)

NIGP Code 8 1 ¥se | My Account | Customer Service | About

Home POsv Bidsv Contracts Quotesv Invoicesv
Sent to Vendor
Partial Receipt
Complete Receipt
Closed

‘Newsﬁ) ‘VendorCommumcal\on(O) Bids(83) PO(1) Quotes(0) Invoices(0) Vendor Performance(0)

News ID Effective Date Category Title

27 03/14/2016 Notices Welcome to BidBuy! Thank you for registering!

Navigation Menu: Bids

The Bids tab shows the user the status of open and closed Bids at any time. Bids are used in BidBuy for
solicitations, general notices, and other public facing documents. For instructions about how to respond
to a Bid, please see the Bid Process section of this manual.

1. Click Bids and select one of the following:
- Open—when a bid is available for responses by vendors
- Closed —when a bid no longer allows responses from vendors

NIGP Code Browse | M - ount | Customer Service | About

Home POsv Bidsv Contracts Quotesv Invoicesv

‘ News(1) ‘ Vendor Communication(0)  Bids(83) PO(1) Quotes(0) Invoices(0) Vendor Performance(0)
News ID Effective Date Category Title
27 03/14/2016 Notices Welcome to BidBuyl Thank you for registering!

Home Page Navigation 14 |Page



Navigation Menu: Contracts

The Contracts tab will allow the user to view the vendor’s contracts in the sub-tab. Master Blanket
Purchase Orders are used by the State when there is a recurring need for ordering goods or services.
Release Purchase Orders are orders issued by the State against the Master Blanket Purchase Order and
can be located under the PO tab.

Click Contracts (Vendor Contracts can be found under Master Blanket sub-tab)
Click Master Blanket sub-tab to view Master Blanket PO

NIGF Code Browse | My Account | jmer Service | About

Home POz Bids» Contracts Quotes

Browse Master Blanket/Contract POs

Master Blankst(0) | Contract()

No Contracts Available

Frint Page Exit

Navigation Menu: Quotes

The Quotes tab allows the vendor to view both Informal Quotes and Formal Quotes requested by the
state, including quotes that are in process or submitted by (or for) the vendor. Informal Quotes are
simple price quotes requested by the State. Formal Quotes are a vendor’s response to Bid documents in
BidBuy.

When a procurement is not submitted electronically in BidBuy, the State may manually enter Quotes on
behalf of the vendor. Once the procurement is awarded, the vendor may view the manually entered
Quote.

Click Quotes
a. Select Informal Quotes — To view a list of informal quotes that have been requested by
the State and those the vendor has responded to in BidBuy.

Home Page Navigation 15| Page



b. Select Formal Quotes:
i. Working: Quotes in process and not yet submitted, may be modified
ii. Submitted: Quotes that have been submitted to the State, may not be modified
iii. Withdrawn: Quotes withdrawn by the vendor, may be modified
iv. Un-submitted: All working quotes, regardless of bid status, may be modified
based on bid status

NIGP Code Browse | My Account | Customer Servic 1 bout

Home POsv Bidsv Contracts Quotesv Invoicesv
;_ Informal Quotes

Formal Quotes - Working
Home - Welcome Bé( La .
Formal Quotes - Submitted

Formal Quotes - Withdrawn

‘ News(1) ‘ Vendor Communication(0) Vendor Performance(0)

News ID Effective Date Category Title

27 03/14/2016 Notices Welcome to BidBuy! Thank you for registering!

Control Center
When a Seller logs into BidBuy, the following Tabs will display:

X3

S

News

7
.0

L)

Vendor Communication

Bids

PO

Quotes

Vendor Performance — Not used by the State

)/
.0

L)

X3

S

3

A

K/
.0

L)

Control Center: News Tab

The News tab includes news messages available from the State.

1. Select News tab

Home Page Navigation 16 |Page



2. Click News ID to view the message

Home - Welcome Back Laura Batson

’

News(1) ‘VendmCommunicahun(O) Bids(83) PO(1) Quotes(0) Invoices(0) Vendor Performance(0)

News ID Effective Date Category Title

9 27 03/14/2016 Notices Welcome to BidBuy! Thank you for registering!

3. After viewing news item, click Exit to return to Home page

Control Center: Vendor Communication Tab

The Vendor Communication tab includes notifications from the State.

Control Center: Bids Tab

All Bid opportunities or general notices that are active will appear on the Control Center under the Open
Bids section.

R/

% Request for Revision — Request from the State for a vendor to revise their bid submission
(Revisions are not used by the State in BidBuy)

<+ Bids/Bid Amendments -- Displays all Bid Amendments submitted by the State awaiting vendor

review. Bid amendments are changes to a Bid currently published and available. Once a bid

amendment is viewed and the “Acknowledge Amendments” button is selected on the bottom of

the page, it will no longer appear as Un-Acknowledged.

3

A

Open Bids — Displays bids available for responses by vendors

X3

%

Closed - Displays bids that no longer allow responses from vendors
Home - Welcome Back Laura Batson

News(1)  Vendor Communication(0) | Bids(83) | PO(1) Quotes(0) Invoices(0) Vendor Performance(0)

Request For Revision

No records found.

Bids / Bid Amendments (Un-Acknowledged)

No records found.

Open Bids

No records found.

Closed Bids
Bid # Qrganization Buyer Description Bid Opening Date Awarded Vendor(s)
16-AGENCY-TEST-B-207 State of lllinois Laura Batson Salt 03/05/2016 10:18:00 AM
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Control Center: PO Tab
The PO tab is the status of the vendor’s Purchase Orders issued by the State.

)

» Purchase Orders/Change Orders (Un-Acknowledged) — POs and PO Change Orders awaiting

vendor review and acknowledgement

o

X3

8

* Purchase Orders - Sent — POs received by the State and acknowledged by the vendor
Subcontractor Purchase Orders — POs the vendor is included as a Subcontractor

Control

Home - Welcome Back Laura Batson

News(1) Vendor Communication(0)  Bids(83) | PO(1) ‘ Quotes(0) Invoices(0) Vendor Performance(0)

Purchase Orders / Change Orders (Un-Acknowledged)

No records found.

Purchase Orders - Sent

Purchase Order # Organization Purchase Order Date Fiscal Year Description Status Vendor Name Total Number of Change Orders
16-AGENCY- State of 01/31/2016 2016 Logistics Management Services 3PS - Sent Rachel Inc  $522,000.00 None
TEST-P-189 lllinois

Center: Quotes Tab

The Quotes tab displays the following sub-tabs:

K/
.0

L)

X3

S

S

K/
.0

*,

K/
.0

L)

Working: Quotes in process and not yet submitted, may be modified

ubmitted: Quotes that have been submitted to the State, may not be modified

Withdrawn: Quotes withdrawn by the vendor, may be modified
Un-submitted: All working quotes, regardless of bid status, may be modified based on bid status

The Quote-Submitted sub-tab shows the Bid Opening Date for each quote submitted.

Mewsl)  Vendor Commumication(i0)  BISEX) PO | Guolssif) | vandor Perbemancalt)

Informald)  Workingl) m Revislon)  Witharawmd)

Quate 2

GO0DD01E

QO0D0014T

QO0DD01LL

QO0D001Z

B00000150

Control
The State

Control
The State

Cngarization sa# 5id Opening Dane Date Lam3 ooty
Sme of Mo ABABENCY.TE STE-140 OZO01E 10:3500 AM TS 1025018 AN
Stme of Mol ABABENCY.TE STE-137 002016 053500 P OROHINIE CE1ET I
Sme of Mo AB-ABENCY.TESTE131 OZO12016 061500 P OROVINE 55515 I
Stme of Mol AB-ABENCY.TESTE124 132016 030000 AM CIAZDNIE 054TET U

Sume ot s ABAGENCY.TESTEA2E UG HAGD0 AM C1OSI01S 045323 AN

Center: Invoices Tab

does not use the Invoice functionality.

Center: Vendor Performance Tab

does not use the Vendor Performance functionality
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Informal Quote Process

The Informal Quote process allows the State to obtain informal price quotes from the vendor
community, outside of the formal solicitation process. This process is typically used for goods or
services under the small purchase threshold.

The following is a general guideline to responding to an Informal Quote request in BidBuy. All
procurements are unique, so it is very important to review all attachments and specifications in each
procurement for instruction on submitting the informal quote response and required attachments.

Quotes Notification

The State sends the vendor an email notification regarding the availability of an informal quote
opportunity. The vendor is directed to login and is provided instructions about how to review and
respond to the informal quote request. For questions or additional information, you can contact the
buyer listed in the notification email.

Sat 6/11/2016 12:45 PM

llITrainreturn@buyspeed.com

Vendor Notification - Req # 16-AGENCY-TEST-R-418, Small Purchase
To

An informal quote request has been sent to you by State of Illineds.

login and password information to sign into the system. Once logged in, click Quotes, and then chclc on the Informal Quote-s link.

The information from the request iz below:
REQUISTION HEADER

Requesting Department: TEST — Test Department
Buyer Name: Laura Batson

Buyer Emml laura. batson@catconmlt_com
Requisition Number: 16-AGENCY-TEST-R-418
Description: Small Purchase

Thank you for your participation.

Use this link to log on to [Nineis*TRAIN*TRAIN*TRAIN*TRAIN*: hitps:/train bidbuy.illinois. gov/bso/login. sdo

Respond to Informal Quote

Upon receipt of the informal quote opportunity email, the vendor logs into BidBuy to respond to the
informal quote request.

Select Quotes, then Informal Quotes
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Click Create to enter a quote

BidBuy

RIS Seller Administrator
NIGP Code Browse | My Account | Customer Service | About

June 11,2016 110708 AMcoT QA @ @ [

Kirk Smith

Home POsv Bids™~ Confracts Quotesv

1 Informal Quotes

Formal Quotes - Working
Formal Quotes - Submitted
Formal Quotes - Withdrawn

Formal Quotes - Unsubmitted
(=1L - v | e S (2] | weraor Performance(0)

Home - Welcome Back Kil

Newsi{2) Vendor Communication(2)

0 URN S Working(0)  Submitted(1)  Revision(0)  Withdrawn(0)

Req Number ‘Organization

Description Estimated Bid Ending Date Informal

Total Quote

16-AGENCY-TEST- State of lllinois Test Small Purchase Unknown  Jun 11,2016 11:15:00 create
R-727 AM

Enter Item amounts

a. Torespond without providing a quoted amount for an item, click No Bid

Click Save & Continue to save quoted amounts entered and make additional updates or add
attachments

OR

Click Save & Exit to save quote and return to the prior screen

Sortby Column: | Print Sequence ¥ Sort Descending Go

Req Item Info

Quantity Unit >UOM Tax Rate Freight Extended Quote No
Cost

Amount Total 8id
ftem# 1 20000  EA-Each v 0.00 530000 No Charge
Print Sequence: 1.0

(040 - 30) Dogs to train as companion dogs for Human Services
Quantity(UOM}) : 4.00(EA)

tem# .3

5.0 EA-Each v 0.00 $30.00 No Charge
Print Sequence: 3.0

(325 - 25) Grain free dog food
Quantity(UOM) : 5.00(EA)

$830.00 $0.00

@ Please save your changes before sorting . Otherwise, your changes will be lost e

[ Save & Exit || save&Continue || Exit

Add Attachments and Forms

Once the quote is saved, attachments and forms can be added to the informal quote. Both files and

forms can be attached by a vendor. Please see instruction from the State on the informal quote request
for details regarding any required attachments for each procurement.

Attaching files to informal quotes is used to include disclosures or other documents pertaining to the
procurement. The State may also have attached files the vendor must save, fill in and attach.

Informal Quote Process 20| Page



1. Click view/update under Informal Quote if reopening the Quote.

Informal Quote list

Req Number Organization Description Estimated Bid Ending Date Informal
Total Quote
16-AGENCY- State of lllinois Test Small Purchase Unknown  Jun 11, 2016 11 300 view/update
TEST-R-727 AM
Exit

Add Attachments

1. Click Manage Attachments
2. Click Add File

Informal Quote for Open Market Requisition 16-AGENCY-TEST-R-963

@ Marking an item "Confidential” will ensure the system doss not dlispiay the document publicly.

Informal Quote Vendor File Attachments

No File Attachments

Informal Quote Vendor Form Attachments
No For 2 hments

|
[ saesma || saesconine || adoFie || Add Form I Exit |

3. Add file Name and Description
4. Click Choose File to browse the computer for a file
5. Select Confidential to make a file viewable by the State and your company, but not viewable by

the general public

6. Click Save & Exit to return to save and return to the previous screen when done with loading the
file

7. Click Save & Continue to save changes made and remain on the same screen
8. Click Reset — to reset display before saving
9. Click Cancel & Exit to exit without adding any files

Add File

o Name is the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and special
characters up to a maximum length of 200

@ Warking an item "Confidential’ will ensure the document is anly seen by relevant personnel and will not be displayed publicly.

Name*: 9
Description:

File*: Choose File | No file chosen
Location vendor/00000041/profile
Confidential e O o o 0 @

Save & Exit ‘ ‘ Save & Continue ‘ ‘ Reset ‘ ‘ Cancel & Exit

Copyright © 2016 Periscope Holdinas, Inc. - All Rights Reserved.
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Update Files

Attachments can be added and deleted. The following steps are options to edit attachment information
or delete attachments.

1. Select Confidential to make a file viewable by the State and your company, but not viewable by
the general public

Select Delete to delete attachment

Click the file name under Name to update description or download attachment

Informal Quote for Open Market Requisition 16-AGENCY-TEST-R-727

€ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.

Informal Quote Vendor File Attachments

Name Description Confidential Attached By Attached Date Delete

BTest Document.docx o O BATSONENTERPRISES Jun 11, 2016 E o

Informal Quote Vendor Form Attachments

No Form Attachments

| save&Ext || Save&Continue || AddFile || Add Form

Exit ‘

a. Enter a new Description to update

b. To download file, click é
c. Click Save & Exit

® Quote File Attachments Field Descriptions are in the Table Below

Attachment File Detail: Test Document

Name® Test Document
Description: |Test Document
File: é Test Decument~1.docx
Locaticn agency
Size: 11,366 bytes Last Modified On Disk 01/06/2016 04:12:34 PM
Uploaded: 01/06/2016 D4:12:34 PM Upleaded By: Laura Batscn
Save & Exit | | Save & Continue | ‘ Reset ‘ | Cancel & Exit

Copyright @ 2016 Periscope Holdings, Inc. - All Rights Reserved

4. Click Save & Continue
OR
5. Click Save & Exit
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Quote File Attachments Field Descriptions

Name* Required. Enter the name of the file. If left blank, the file name will default.
Special characters are not allowed in this field.

Description Enter a description of the file being added.

File* Required. Using the browse button, search your computer for the file to be

uploaded and attached to the informal quote. Special characters are not
allowed in this field.
Location Protected. This will display the repository location where the file is saved.
Confidential When selected, the file is will not be displayed to users other than the
vendor submitting the quote and the State.

If submitting a redacted copy of the Bid via BidBuy, then Vendor shall
include “Redacted” in the file name. When attaching the unredacted
version, Vendor shall include “Unredacted” in the file name and check
the Confidential box on the Attachments tab which ensures that
BidBuy does not display the unredacted document to the public.

Submitting the Quote

Before exiting from the Quote, please review the information before clicking Save & Exit.

Informal Quote - Requisition

Header Information

Requisition Number 18-#GENCY-TESTRG82  Description Smsl Purchase

P-Card Desired Mo
Bu dams
ver Fhone: (855)555-6555
amy sdameGilinais gov
Ship To Stration Office Buiking Bl To Stratton Office Building
4011 5. Spring Street 401 & Spring Srast
Springfeld, IL 62705 Springfield, IL 62708

Agency Files: Chrysanthemum jog
Agency Forms:

Vendor Files:

Vendor Forms:

Agency Files:

Agency Forms:

Vendor Files: Chrysanthemum jpg
Vendor Forms:

Iem Information

Soe by Courr: [FitSemence ] ] Son Desosnding

Req tsm Info Quantey Unit =UoM TaxRate  Freght Extended Cuote No
Cost Amount Toezl Bid
ltem & 1 100 10.00] EA-Each $100.00 $10000 | []

Frint Sequence: 10
{240 - 63} Small Purchase - culery
Cuanitp{UOM) - 1D.00EA)

5100.00 $100.00

1@ Flesse save your changes before sorting . Othenwise, your changes wil bz lost

Mansge Anscaments | | Save & Exit |[ saves Gontinue || Exit
Copyright 2018 Perisoape Holdings, Inc. - All Rights Reserver.

The Informal Quote is now submitted to the State for review and consideration. After the Informal
Quote request expires or is converted to Purchase Order, it will no longer be viewable to the vendor.
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Notification of PO

An Informal Quote, if awarded, will result in a Purchase Order to the selected vendor. BidBuy notifies
the vendor that a Purchase Order is available and can be viewed by logging into BidBuy. The email
supplies the vendor with the general information they will find on the Purchase Order. Stepsto a
purchase order are detailed in the Purchase Order section.

" 1nbox > Message Detail Sriet 8
Subject Purchase Order Notification - Computer software
From: |iTrpincetom@ouaioesd com  (Ax s Preere; Sances) ¥
Date: Sun, Feb 28. 201€ 3.00 pm
To: undindiosed-redipients

This is 8 notification of 8 purchase Sroer awsrd 1o you Dy State of IHinois foe Purchase Order 10-AGENCY-TEST-P-144, Computer sofware

To view the purchase order ocaline, you need your compan)’s user name and login ID. Go 1o the State of lllinots site at hitps /train Bighuy (linois govbso/ioqin sdo. Enter
your login and password information o sign into the system. Onoe logged in, new purchase orders are listed in the Unadnowledged PO?s section of the home page. Your
Purchase Orders can also be acoemsed by dicking on the Purchase Order menu option. Printed copies of the Purchase Order can be scoessed on the site

The information rom the request is Delow
Purchase Order Header

Crganization Name: State of lllincis

Requesting Depariment TEST - Test Depaniment
Buyer Nama
Buyer Phone
Buyer Email
Purchawe Order 1AAGENCY. TEST.P.144
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Bid Solicitation Process

The Bid solicitation process allows a vendor to review and respond to Bids, such as IFB or RFP, via
hardcopy or electronically, if applicable. The link for Open Bids is found on the BidBuy Login page and
contains formal competitive solicitations, general notices, and other notices as required by the lllinois
Procurement Code. In BidBuy, Open Bids serves as the public procurement bulletin for State of lllinois —
General Services.

The following is a general guideline to responding to a Bid in BidBuy. All Bid solicitations are unique, so
it is very important to review all attachments and specifications in each bid for instruction on submitting
the quote and required attachments.

There are two ways vendors may identify bid opportunities: (1) Bid Notification Email or (2) Open Bids.

Bid Notification Email

Bid notifications are sent to vendors via email based on NIGP codes or other criteria selected on bid
solicitation or notice. The criteria may include registered vendor NIGP code selections, vendor program
enrollment, or set-aside goods or services.

Upon receipt of a bid notification, the vendor is directed to login and is provided instructions about how
to access the bid.

View Bid notice
View Bid information

From: .bidbuy @illinais.gov Sent  Tue 7/19/2016 3:14 PM
To:

Cc
Subject: Bid Notification - Bid # 16-AGENCY-TEST-B-405, Arch Services Req

O A notification has been sent to you by State of [llinois.

To respond online, yvou need your company's user name and login ID. Go to the State of Illinois site at https://dev bidbuy illinois. sov/bsologin.sdo. Enter your login and password information
to sign into the system. Once logged in. open formal bids are listed in the Open Bids section of the home page. All formal bids can be accessed by clicking on Bids. then Open Bids. Printed
copies of the bid can be requested from by calling .

The information from the request is below:
Bid Header

Requesting Department: TEST - Test Department
Buyer Name:

Buyer Phone:

Buyer Email

Bid Number: 16-AGENCY-TEST-B-403
Description: Arch Services Req

Opening Date/Time: 07/19/2016 03:22:00 PM
Available Date/Time 07/19/2016 03:11:00 PM

Thank you for your participation. Extemnal bid URL : https:/dev.bidbuv.illinois gov/bso/extemal bid Ack sdo?parentUrl=activeBids&bid1d=16-AGENCY-TEST-B-4035

Use this link to log on to Illinois*DEV*: hitps://dev.bidbuy.illinois.gov/bso/login.sdo
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View Open Bids

Vendors can respond to any available bid even if an email notification was not received. Bids available
for vendors to respond are found under the Bid tab.

1. Select Bids tab and click Open

ILLINOIS :PROCUREMENTJ CEI  Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

June 11,2016 122234 PMcDT A @ € &

Home POsv Bidsv Contracts Quotesv Kirk Smith

Open
'Open/Rolling Enroliment
Closed

News(2)  Vendor Communication(2) ‘ Bids(85) ‘ PO(6) Quotes(1)  Vendor Performance(0)

Request For Revision

No records found.

Bids / Bid Amendments (Un-Acknowledged)

2. From drop-down menu, select a category or All to see all open bids

3. Click Go
Bids - Open
Show Bids for Category | All v

Administrative, Financial, and Management Services
Agricultural Equipment and Related Products and Services
Arts, Crafts, Entertainment, Theatre j
Automotive Products, Vehicles, and Services
Building Equipment, Supplies, and Services
Clothing, Textiles, Laundry Equipment, and Supplies
Communication Equipment and Services

Computers, Software, Supplies, and Services
Ennd Eauinmeant and Ralatad Qansinac

- All Rights Reserved

4. Select Bid # hyperlink to view the Bid

Bids - Open
Show Bids fanategory|A|| v ‘
‘ Bid(2) |
Bid # Organization Alternate Id Buyer Description Purchase Method Bid Opening Date BidQ&A Quotes Bid Holder
16-AGENCY-TEST-B-186 State of lllinois Laura Batson ~ RFP Open Market 03/31/2017 12:43:00 PM View Create New
eProcurement
System
16-AGENCY-TEST-B-110 State of lllinois Brock Fotis Checklist Test Open Market 02/08/2017 01:24:00 PM View Create New

® Thoroughly review the Bid information and all attachments to help ensure a proper

response is submitted to the State agency.
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The Bid solicitaiton contains important information and instruction which must be thouroughly reviewed
before submitting a Quote. Please pay particular attention to the following information in the Bid

solicitiation:

Description
Bid Opening Date

Purchaser
Organization
Department

Location

Type Code

Allow Electronic Quote
Required Date
Available Date

Info Contact
NIGP Code Certified Required
Acknowledge Inclusion

Required

Hour of Acknowledge Inclusion

Pre Bid Conference

Bulletin Desc.

Ship-to Address

Bill-to Address

File Attachments

Potential BEP/VBP Part. Goal

Questions

Item Information

Bid / Bid Response Process

Short description to help identify the solicitation or notice.

Bid opening date is when the bids are opened by the State and no additional
vendor quotes are accepted.

Procurement staff contact name.

State Agency name.

Bureau/Division of the State agency.

Sub-bureau/division of the State agency.

Procurement/Notice Type

Yes/No — Identifies if an electronic quote submission is allowed.

The date the commodity or service is required.

The date the bid or notice becomes active and posts to BidBuy so vendors
may view and respond.

Agency contact information of the individual who can be contacted for bid
or notice information.

Subcontractor must be certified in at least 1 bid item NIGP Code.

Yes/No — Subcontractor added to the quote must acknowledge
inclusion/participation. Vendors will not be disqualified if the subcontractors
do not acknowledge inclusion; the Quote will display a warning notification.
Hours from bid closing for subcontractor to acknowledge
inclusion/participation. Vendors will not be disqualified if the
subcontractors do not acknowledge inclusion; the Quote will display a
warning notification.

Displays the details of a pre-bid conference if one is scheduled for the
solicitation.

Overview of the solicitation/notice and may include specific instruction for
the vendor.

Ship-to address.

Bill-to address.

Agency attachments the vendor must review. May contain required
documentation the vendor must return as part of the response.

Reminder of a potential BEP/VBP goal to check Subcontractor tab of the
Quote.

Agency questions for the vendor to answer with a specified response type in
the Quote. A response may be a required.

Information specific to each item such as the NIGP Code, description, unit of
measure (UOM), quantity, etc. May include cost information for notices.
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Respond to an Open Bid

After viewing a bid, the Seller can decide to submit a quote.

Select Create Quote if viewing from the Bid Solicitation

Bid Solicitation: 16-AGENCY-TEST-B-400
Header Information
Eid Number: E-AGENTT-TEST-5-400 Description: Tast id Opening Date: CEZ32017 C207.00 PM
Purchaser: Amy Agams Organization State of Ilinals
Department: TEST - Tast Depanment Location: TEST- TestLaczton
Fiscal Year: & Type Code: 10~ Imvitation for Sia (IFS) Allow Electronic Quote: Yer
Alternate Id: Required Date: asz20E Available Date - CSZY2018 02:07.00 M
Info Contact: Contznt Hame Bid Type: oFEN Informal Bid Flag: o
Purchase Method:  Cpen Market Rolling Enroliment Enabled: Open Enrollment Enabled:
NIGP Cade No Acknowledge Inclusion Required: ves Hour of Acknowledge Inclusion: g
Certified Required:
Subcontractor
Info:
Pre Bid Conference:  Thare will be 3 gre-0ld canfersnce.
Bulletin Desc: Tz i 2 Euken Descapuan.
Ship-to Address:  SIaton OMcz Eulang Bill-to Address: StrEton 02 Euling Print Format: Bio 2t New
101 5. pring Swest 401 . Spnng Strast
‘Springnsia, IL 62706 Spangnein, IL 5270
us Us
Emar tesygpanecopensiange cam Email teEy@pansspenaiings com
Phone: (555)555-5555 Phang: (355/555-3555
File Attachments:  Chrysenlnemun1jog
Form Attachments:
SPO Name: Amy
Potential BEP/VEP
Participation Goal?
{(Only if estimated Mo
amount is.
>/=$250,001
Link to Original
Contract { for a
Renewal or
Change Order):
‘Questions:
Queenon = print s2quence Requrza Quzesan Razponee
1 10 N Dol neq 1o 35k 3 queston?
Mem #1: (918 - 12) Consulting services are needed for geners| services.
MIGP Cone: 91812
Analytical Pradiciive Studles and Survays Consuing
ayy Una cast uom Total Discount Amt. Tax Rate Tax Amaunt Totsl Coat
10 R Hour
Manutaciuser Srang: Moget
MKz Packaging:

I Bid Soficitation: 16-AGENCY.TEST-BA10

=T B4 Opering Date
R
B Esemonic Gasts:
Al Date
L Informal B4 iag

R

Adiress s o S —
il 1o A s Frint

e

00300 1748 AU e 1. S Qe G rarges o CSGH361) 0134 050 00011 GBS

e 811 (318 - 32) Conmstng baraces ot Oarv Carans

¥
d

e | mais
e —

Y [er- £ o St Ak T L

sem

Bid / Bid Response Process
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1. or Create New to submit a quote from the Bid Tab

Bids - Open
Show Bids for Category ‘ All v ‘
Bid(2) |
Bid# Organization Alternate Id Buyer Description Purchase Method Bid Opening Date BidQ&A Quotes Bid Holder
" 16-AGENCY-TEST-B-186 State of lllinois Laura Batson ~ RFP ‘Open Market 03/31/2017 12:43:00 PM View Create New
eProcurement
System
16-AGENCY-TEST-B-110 State of lllinois. Brock Fotis Checklist Test Open Market 02/08/2017 01:24:00 PM View Create New

2. Click Yes to acknowledge the receipt of the Bid

Acknowledge Receipt and View Solicitation

Bid# 16-AGENCY-TEST-B-138
Bid Description Test 3-8

Click Yes to acknowledge the download of the bid. When you acknowledge a bid, you will be added to the bid holder list and you may receive any future correspondence regarding this document, including
amendments. If you do not want to acknowledge click No, and the bid will be displayed. Do you ao continue?

[ Yes [ No

BidQ& A

Prior to the Bid Opening, vendors can ask questions to the State through BidBuy if Q & A is activated for
the bid. Administrative questions that point the vendor back to the procurement may be responded to
within BidBuy. Other questions, such as scope of work questions, will be posted as an Amendment to
the bid.

Add a question

1. On Summary tab, scroll to bottom page and click Bid Q & A

(1)

| Print Page | CreateQuote || Bid Q & A | Exit

2. Enter Question Subject and Question

@ Q&A is activated by the State. Q&A may not be available on all Bids.

3. Click Save & Exit to save question
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4. Click Save & Continue to save question and add more

Open Market Bid 16-AGENCY-TEST-B-186

Current Q & A for this bid:

Question # Created Date User Created Question Subject Question Answer
1 06/13/2016 Laura Batson Subcontractor Requirements Are there any subcontractor requirements  Yes - 25% BEP
for this bid

Add new questions:

Question Subject Question (max 2000 characters)

o \Work to Begin ‘

Once the bid is awarded, when will the work begin?|

4

© O

Save & Exit ‘ ‘ Save & Continue | ‘ Reset || Cancel & Exit

5. An alternate way to view Bid Q&A — Select Bid tab, and click View under the Bid Q&A

Home - Welcome Back Kirk Smith

News(2) Vendor Communication(2) | Bids{85) | PO(E) Quotes(2) Vendor Performance(0)

Request For Revision

No records found.

Bids / Bid Amendments (Un-Acknowledged)

Bid# QOrganization Altemate Id Buyer Description Bid Opening Date Bid Holder
16-416CMS-BOSS54.8-298 Department of Central Management Services Kylie Carter Security dogs fer Stratton 05/23/2016 02:00:00 PM List
16-426D0C_CMGT4-B-315 Department of Corrections DOCUser01 DOCUser01 Dogs for PAWS Program 06/01/2016 11:11:00 AM List

Open Bids
Bid # COrganization Alternate Id Buyer Description Bid Opening Date Bid Q& A Create Quote Bid Holder
MNView Auction
16-AGENCY.TEST.B-186 State of lllinois Laura Batson RFP eProcurement System 03/31/2017 12:43:00 PM View Create Quote
16-AGENCY-TEST-B-110 State of lllinois Brock Fotis Checklist Test 02/08/2017 01:24:00 PM View Create Quote

Create Quote

Quotes record a vendor’s response to a bid or other request for pricing in the BidBuy system. This
section assumes an electronic quote submission is allowed. See attachments for further instruction if
electronic response is not enabled or vendor wishes to submit a paper response. The State may
manually enter Quotes on behalf of the vendor for procurements that are not submitted electronically
through BidBuy. Once the procurement is awarded, the vendor may view the manually entered quote.
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Each vendor’s response to a bid is an individual quote. Vendors can submit multiple quotes and select
“Alternate Bid” on the alternate quote(s).

1. Scroll to the bottom of the Bid Solicitation and click Create Quote

o

Print Page | Ccreatequote || Bid Q & A | Exit

Quote: General Tab

The General tab requires the vendor to add mandatory and other information important to the quote.

1. Enter Description - Description will be pre-filled from the Bid description but is editable by the
vendor on the quote. Editing this field is not recommended.

2.  Enter required information

3. Click Save & Continue

New Quote

General | Items Questions Subcontractors Notes  Terms & Conditions  Aftachments  Summary Back to Bid

Quote # Bid# 16.AGENCY.TEST.B-186
Organization: State of lllinois

Status: In progress. Description™: ‘RFP eProcurement System ‘

T —
Is "No Bid"- Altemate Bid [

Freight Terms: :

Payment Temms

Shipping Terms
Ship Via Terms

=]
L -
L ]

(MM/DDIYYYY)

Info Contact:

Comments:

Are you registered and active in the Illinois Procurement Gateway? * -

Did you attach Form B?

|
Did you attach Form A? * | ‘
|

If there is a BEPIVBP Goal, and you are selffulfilling the goal, please navigate to the Subcontractor Tab and enter your company name as the

vendor fullfilling the goal. * No response required ‘

Date Last Updated: User Last

Updated:

@ Quote General Field Descriptions are in the table below. Asterisk fields are required.
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Quote General Field Descriptions

Description*

Delivery Days
Discount Percent

Is No Bid

Alternate Bid

Terms

Promised Date
Info Contact

Comments

Are you registered and active in
the lllinois Procurement
Gateway? #

Did you attach Form B?

Did you attach Form A?

If there is a BEP/VBP Goal, and
you are self-fulfilling the goal,
please navigate to the

Subcontractor Tab and enter your

company name as the vendor
fulfilling the goal.

Quote: Items Tab

Defaults to the description of the bid and can be modified by the vendor.
Editing this field is not recommended.

Days to deliver items or services from award of PO.

If entered, a discount will automatically be applied to all items on quote.
Discounts can be added on an item by item basis on the item tab.

No Bid is confirmation that the vendor reviewed the bid but is not formally
submitting a price quote. Checkmark to formally respond to bid without
actually bidding on any items.

If multiple quotes for consideration are submitted by the vendor, the
additional quote(s) can be flagged as an alternate bid.

Identifies Shipping, Freight, and Ship Via Terms, and Payment. Terms default
from the vendor profile and can be modified when submitting the quote.
These are the vendors preferred terms and are subject to change by the
State upon award of the contract.

Date to deliver items to Agency.

Contact information for questions regarding quote.

Field to enter in notes to Agency.

Yes/No response

Reminder for vendors to attach Form B to the quote. Vendors registered in
the Illinois Procurement Gateway are required to attach Form B.

Reminder for vendors to attach Form A to the quote. Vendors not
registered in the lllinois Procurement Gateway are required to attach Form B

Reminder for vendors regarding BEP/VBP Goal self-fulfillment.

Quote Items: General Sub-Tab

On the Items tab, there is a General sub-tab where price is entered for the Quote.

Enter Unit Cost to be quoted for the bid quantity

Enter a Discount %, if applicable

Enter a Freight Charge, if applicable

Enter Alternate Description, if applicable

Bid / Bid Response Process
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5. Click Save & Continue

Quote Q00000164 - Batson Consulting

General | Items | Questions Subcontractors Notes  Terms & Cenditions Summary Back to Bid

Nores
St by Col: prin Soquerce v | @ Son Descendng | Go

ltem#  Print Questions Description

Sequence  Exist
Extended Amount No Bid No Charge

Quantity uom Unit Cost Discount % Tax Rate Freight
1 10 No food, bird, sparmow o — 9

50.0 CTN ‘ 1OD.DD| | D.D\ \I| $5000.00 (=] (=]

et e
P

Quote Response Total  $5000.00

@ Discount only quotes indicate discount ameunt off of list catalog price. e

Save & Continue

@ Quote Item Tab Field Descriptions are in the table below.

Quote Items Field Descriptions

Unit Cost Price quoted per item based on unit of measure.

Discount Percentage Enter Discount here, if applicable.

Tax Rate Not Used by the State

Freight Enter the Freight charge, if applicable.

No Bid Place a check in the box if the vendor is not supplying a price quote for the
item.

No Charge Check the No Charge box if item will be provided by the vendor free of
charge.

Quote Items: Notes Sub-Tab

The vendor can add notes to the Quote at the item level for information considered important for that
particular item; notes are internal messages for the vendor and not viewable by the State.

1. Click Item number to view the Item

Quote Q00000154 - Sample Inc.

Genersl | Hsms | Questions  SubconTacions  Molss  Terms £ Conditions  ASschments Summary Es=ok io Eid

o (23
O ™ EL T et s e uote. Ol SUSCHZET LSS WS P SCTRSS 8 S Erofile SaT vl S infcrmation axidied 50 S S THE Information I Fiof wiawsie by e agenicy.
Heen ¥ (Mofe Count) Heen Desoriphon
o 1 0} Comprrer Operacing) System Sofware B licenses

7. Enter note information
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3. Click Save & Continue to add more notes
4. Click Save & Exit to exit the screen

CQuote Q00000154 - Sample Inc.

General | Hems | Questions  Subconfaciors Motes  Ters B CondBlors ASschmenss Summary Ezok fo Bld
-
ﬂmwmuuummummmmmmm szzess can view e axgad 10 s tab. This information IS mot viswabie Dy The agency.

e =1 Compner Oparating System Sofivers S licenses
Daide AN Nols Dade Usar ode

O
\2J

o—0

| ERry-— || Save B EE || R || Cancel & Ex

Quote: Questions Tab

The Questions tab includes questions asked by the State that the vendor may respond as part of their
Quote response. Some questions are required to be answered prior to submitting the Quote. The
vendor’s response will be visible to the State when the quote is submitted.

1. Enter response
2. Click Save & Continue

Quote Q00000154 - Sample Inc.

Genersl  mamm | Quasons | SubconTacis  Motes  Tem G Congmons  Amsohmasm Sumensny Esoklo Bid

Queston#  Required Queston Response
1 L] iagtogs: i 'We want han 173 of Shem down for She Windows 10 reload ot & fime. Please aovise The cownload CyCle time over Cument imately 5 houss iz
Wingows: 7 t’ F
Sawe & Cortiue

Quote: Subcontractors Tab

The Subcontractors tab details subcontractor requirements and allows vendors to add subcontractors to
the Quote, if requested by the State. This tab also provides goal participation information such as BEP
goals.

If there is a BEP/VBP Goal, and you are self-fulfilling the goal, please enter your company name as

the vendor fulfilling the goal.
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Select Lookup & Add Vendors to add subcontractors to the Quote.
Quote Q00000594 - Kirk Enterprises

General ltems Questions | Subcontractors | MNotes  Terms & Conditions ~ Attachments  Summary Back to Bid

Participation information BEP Certified
Subcontractors must be certified in at least 1 bid item NIGP Code: Mo
Subcontractors must acknowledge inclusion: No

Hours from bid closing for subcontractors to acknowledge inclusion: 0.00

Goal Type Mandatory Certification Target % “four %
Required
BEF Certffied No No 10.0% 0.00%

@ Enter subcontractor participation, and select vendor category participation type and amount, Note that this solictation has targeted goals s listed below. If the vendor is 2 general subcontractor, and not part of the participation goal, select nene for the goal type,
Also note that if the vendor certified flag Is yes, the subcontractor must be certified In order to be used. To list a vendor for more than one goal type, enter the vendor selected goal type for each

Quote Total: $10,000.00 [1)
.

Please click lookup and add vendor button to add subcontractor item.

| Save & Continue || Save & Exit | | Lookup & Add Vendors |

Enter search criteria to find subcontractors to add to the bid, and select Find It

Lookup & Add Reference Vendors - Bid Q00000594
Vendor Lookup =

SearchUsing: | ALL ofthe criteria ¥

Fined It Il Clear |
Search Figlds:  VendorID Vendor Name
Vendor Tax 1D Show | Yendor Legal Mame
Vendor Keyword Alternate ID
Intesgration ID
ZIF Code County
State v
Emergency Suppliers Reference Vendor

HIGP Class A
NIGP Class ltem hd
NIGP Keyword
Ethnic Crigin

Asian [ Pacific lslander -
Gender

Female Owmed w
Weteran Status

‘eteran Owmed -
Type of Firm

Broker -
Annual Gross Sales

-

Humber of Employees

Less than 15 -
BEF Certified

Minority Owmed -
Veteran Owned Business

‘etzran Owmed Business -
State Use Vendor

= -
Active vendor in the lllinois Procurement Gateway

Yes- Prime -
Small Business Set-Aside

Ve w

Errowse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ

012345678910
Fir:cht Il Clear
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Select Checkbox for the vendor to return as a subcontractor on the Quote
Click Save & Exit

Lookup & Add Reference Vendors - Bid Q00000594
Vendor Lookup

Select Vendor |D Vendor Alternate Last PO Date Last Bid Date Address City State Contact Phone Reference
Name 1D Name Vendor
O o 00000001 DaH Apr 4, 27 123W. Chicage IL Test 1355 Mo
Consulting Izin “endor
Strest
| Save & Exit | | Save & Continue || Close Window |

Copyright @ 2017 Periscope Holdings, Inc. - All Rights Reserved.

After the subcontractor(s) is returned to the Quote, enter the Goal Type and Estimated Dollar for their
participation.

Select Goal Type from the dropdown list
Enter Estimated Dollars
Click Save & Continue

Quote Q00000594 - Kirk Enterprises

Genersl  ltems  Questions | Subconfractors | Motes  Tems & Conditions  Attachments  Summary  Back to Bid

Participstion information: BEP Certified
Subcontractors must be certified in at lesst 1 bid item NIGP Code: No
Subcontractors must acknowledge inclusion Mo

Hours from bid closing for subcantractors to scknowledge inclusion: 0.00

Gosl Type

Mandatory Certification Targst % “Your %
Required

BEP Certified No No 10.0% 100.00%

@) Erter subcontractor participation, and select vendor category participation type and smount. Note thet this solicitation has targeted gosis s listed below. If the vendor is & general and not part of the . select none for the goal type. Also note thst if the vendor certified
flag is yes, the subsontractor must be certified in order to be used. To list & vandor for more than one goal typa, enter the vendor selectad goal type for sach.
Quote Total: $10,000.00 oY
Delete All ‘Vendar ID ‘vendor Name Gosl Type O Estimated Estimsted
Percentage Dollars
00000001 DAH Caonsulting

BEP Certified v

O [ SsveaContwe || SsvesExt || Lookup & Add Vendors |

100.00% 10000.0

Quote: Notes Tab

The Notes tab enables vendors to add general notes that can be used as internal communication when
submitting a Quote. Notes are for vendor use and are not viewable by the State.

Enter note information
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Click Save & Continue

Quote Q00000154 - Sample Inc.

Ganarsl  mavm Qusstions snmamlmbslmaoa-\n:ﬂ Asschmants Sumenary  Emokdo Bl

) Tr= quone mones tn i for vamior umens 10 amter Usetul infonistion siout e uote. Dl SUSHONTET USarS WNO MEUS SCDESS B0 S profile Dan yisy e Iormation sated 1o s ten. This Intormation i not vlewsnie by e agancy

Deieds A Mols Duads Usar Mods

O
O

Sawe & Confinue Rzt

Quote: Terms & Conditions Tab

The Terms & Conditions tab requires the vendor to indicate acceptance of the State’s Terms and
Conditions. Attachments are provided by the state to include the terms and conditions which may also
include additional information specific to the bid opportunity. Modifying the terms and conditions, or
failing to accept the state’s terms and conditions, may result in the quote being disqualified.

Select acceptance terms
Enter exception information if applicable (may result in disqualification of the quote)
Click Save & Continue

Quote Q00000154 - Sample Inc.

Genersl  Gems  Quastions  SuooonTacions  Motes | Terms E Condilons | Asmohmenss  Summeny Esnok in B0

The foliowing Nist consisutes 2l #he stisctments for #he bid which may includs supplementsl f2rms and condiions..

Fiie Name Desoripiion Flle Bize

) Sy - = es
2 sustimostion-7.doon Cperaning Syssem Rusicanon 1ZE50 Dy

Do you Scospt The Sanms S conaitions of The Dld™
D®w O O

H 30 060 % Bully A00eD? The tarms £ CONAITIoNS., plasms NON Tie aCantions Dekow:

(2]

Smwe £ Comtne
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Quote: Attachments Tab

Attachments allow the vendor to add required and supporting documents. The attachments may be
Files uploaded from the vendor’s computer (e.g., PDF, Word, etc.), or predefined published Forms the
State has directed the vendor to populate within BidBuy. Review the Bid document for specific File and
Form requirements.

Add a File

1. Select Attachments tab and click Add File
Quote QO0000155 - Sample Inc.

General  Bems  Questions  Sudconmacios  Moses  Tens & Conomions | Aschments | Summary Bzl o E1

) Mariong an mem “Confidential” will ensure e dozument is only y t wal ¢

) Coick Acd File 20 acd fie amachmenss.

Ho Fiks Afisohments.

) Coick Acd Form 5o a0d fonm amachments.

2. Add file Name and Description

3. Click Choose File to browse the computer for a file

4. Select Confidential to make a file viewable by the State and your company, but not viewable by
the general public

5. Click Save & Exit to return to save and return to the previous screen when done with loading the
file

6. Click Save & Continue to save changes made and remain on the same screen

7. Click Reset to reset display before saving

8. Click Cancel & Exit to exit without adding any files

Add File

@ Name s the display name for the file that will appear where attachment repository files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and special
characters up to a maximum length of 200

o Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.
Name*: e

Description

File*: 9 Choose File | No file chosen

Location vendor/00000041/profile

e ) © (6 @ O

| sae&Ext || save&cContinue || Reset || cancel&Extt |

Copyright © 2016 Periscope Holdinas, Inc. - All Riahts Reserved
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Update Files

Files can be added and deleted.

1. Select Confidential to make a file viewable by the State and your company, but not viewable by
the general public

2. Select Delete to delete attachment
3. Click Save & Continue
4. Click Name to download attachment

Quote Q00000155 - Sample Inc.

Genersl  hems  Quastons  Subtoniachs  Notss  Tas & Condions | Aschmentill) | Summery  Esok i Bid

Name Desoripton Confidential Afizohed By Attzohed Date Doiele

o Justiioation doox OD o Puaikc ORI e O

Forms

D L T T re—
%o Form Aftsohmants.

[omsomme || amme || s

5. Click (View Details) to modify Description

6. To download file, click é
7. Click Save & Exit

Attachment File Detail: Test Document

Name™*: Test Document

Description: 9 ‘Tﬁl Document

File: é Test Document~1.docx
Location: agency
Size: 11,366 bytes Last Modified On Disk: 01/06/2016 04:12:34 PM
Upleaded: 01/06/2016 04:12:34 PM o Uploaded By: Laura Batson
‘ Save & Exit ‘ | Save & Continue ‘ | Reset | ‘ Cancel & Exit

Copyright @ 2016 Periscope Heldings, Inc. - All Rights Reserved.

@ Quote File Attachments Field Descriptions are in the Table Below

Bid / Bid Response Process 39| Page




Quote File Attachments Field Descriptions

Name* Required. Enter the name of the file. If left blank, the file name will default.
Special characters are not allowed in this field; i.e. commas, quotations, etc.

Description Enter a description of the file being added.

File* Required. Using the Choose File button, search your computer for the file to
be uploaded and attached to the quote. Special characters are not allowed
in this field.

Location Protected. This will display the repository location where the file is saved.

Confidential When selected, the file is will not be displayed to users other than the

vendor submitting the quote and the State.

If submitting a redacted copy of the Bid via BidBuy, then Vendor shall
include “Redacted” in the file name. When attaching the unredacted
version, Vendor shall include “Unredacted” in the file name and check
the Confidential box on the Attachments tab which ensures that
BidBuy does not display the unredacted document to the public.

Add a Form

1. Click Add Form

Quote Q00000155 - Sample Inc.

e mems Questons rioms Ters Sumeary  Bsok i B

@ Marking an Bem “Torifigentiar will ensure.

s Dessripton Confidsniial Aftnoned Sy Atmsved Dnts Daists
Justiastion doax M Jon Pusiic TG M
) ok Add Farm 20 200 Sorm amachmens.
o Form Atizotments
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Click Find it to find form
Click Clear to restart search
Click Exit to exit

vk wnN

Enter search criteria or leave blank to return all forms

Search Forms

Search Using:  [Al| of the criteria ¥

| Search Fields:

o First Name |

Last Name |

Form Title |

TI

Find It

Clear |

Results

Quote Form Attachment Field Descriptions

L5

Copyright © 2016 Periscope Heldings, Inc. - All Rights Resensed.

Search Using You can search using all the criteria in the search results to return only
results that all entered criteria is met; or any of the criteria to return results
that any of the selected criteria is met.

First Name Not for vendor use.
Last Name Not for vendor use.
Form Title Enter the title or partial title of the form title.
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Update Form
Forms can have multiple versions. If anything is added to a form, it then becomes the primary form.

1. Select radio button for Form Title
2. Click Edit & Attach Form to edit form and attach to Quote

e Enter form information, then click Save and Exit buttons
3. Click Attach Form to quote

Search Forms
Search Using: (41| ofthe criteria ¥
Search Fields:
First Name | | Last Name |
Form Title | \
Find It | Clear |
Results
‘ ’ Select Form Title Form Description First Name Last Name Date Created
@® Emergency Purchase Affadavit Declares an emergency purchase has bsen made Diane O'Brien 0810412015
State of Il Contract Value Total Contract Diane O'Brien 12142015
[ attachForm || Edit & Attach Form || cencelaExt
Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved.

Quote: Summary

The Summary Tab allows the vendor to review and evaluate all the information entered on the tabs. To
edit any information, return to the specific tab, revise and save. When satisfied with the quote, it is
submitted.

Quote 00000406 - Rumsfield Bizarre Emporium
General Items Questions Subcontractors MNotes Terms & Conditions Attachments [0 5L Back to Bid

Header Information

Quote #: 00000408 Bid #: ATTEST00000425 Status: In progress
Organization: Division of Purchase and Property

Description: test Delivery Days: o Discount Percent: 00

Bid Flag: Alternate Bid: No Shipping Terms:

Freight Terms: Ship Via Terms: Payment Term:

Promised Date Info Contact: ‘Quote Total $600.00
Comment:

Date Last Updated: 12/2812016 04:24:15 PM User last Updated: Art Weingariner

Vendor accepts the terms & conditions with no exceptions.
Please refer to the NJSTART glossary for further information.:

Agency Files:
Agency Forms:
Vendor Files:

Vendor Forms:

Print Sequence #1.0: (035 - 20) test

| Quantity | uom ‘ Unit Cost ‘ Discount % | TaxRate Extended Amount ‘ Mo Bio ‘ No Charge |

$0.00 | £600.00 ‘ No ‘ Ne |

= [ e | oo

Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved

-
)
&
£

| 10.0 | EA ‘ $60.00 ‘ 0.0% | 0.0%
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To submit quote, scroll to the bottom of the Summary tab and click Submit Quote
Click OK
Click Print for a copy of the quote

Hw N R

Click Cancel Quote to cancel the entire quote

Item Information
x

train.bidbuy.illinois.gov says:

Print Sequence #1.0: (325 - 10) food, bird, sparrow

Are you sure you want to submit this quote?

Quantity uom Unit Cost Discount % e Ere=l ount No Bid
500 CTN $100 00 0.0% U U suormd No
| Print ‘ ‘ Submit Quote || Cancel Quote

Verification of Quote

BidBuy sends an email notification to the vendor contact that submitted the quote that it has been
submitted to the State and is ready to be opened for review on the Bid Opening date and time. Quotes
in BidBuy cannot be submitted electronically after the Bid Opening date and time. All quote numbers

are unique.
& M jnbox » Message Detail Prin
Subject: Quote Q00000154 has been submitted
From: |l Trainreturni@bu eed.com  [Add 35 Preferned Sendsr)
Date: Fri, Feb 28 2018 10:14 am
To: undisclosed-recipients:;

This email confirmation is to confirm to the Vender that their guote has been submitted. Thank ou, State of lllincis

Use this link to log on to lllingis*TRAIN*TRAIN®TRAIN®TRAIN® https:/‘train. bidbuy.illingis.gowbso/login.sdo
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Notification of Bid Award

At the formal award of the bid, an email is sent to notify vendors of the vendor(s) the State intends to
award.

& 5 jnbox > Message Detail Ecick
Subject Bid Awarded - Bid # -18-AGENCY.TEST-B-143, Computer software

From: |lITrsinreturnifbuyspeed com  (Add 2= Preferred Sandar) &
Date: Sun, Feb 28, 2016 2:00 pm
To: undisclosed-recipients:;

# -16-AGENCY-TEST-B-143 has been awarded
The following vendor(s) have been awarded all or part of the bid:

Sample Inc.

Thank you for your participation.

Use this link to log en to llincis*TRAIN*TRAIN®TRAIN*TRAIN®: https:\train. bidbuy.illinois.gowbso/login.sde

Notification of PO

After all post-award requirements have been met, the State will finalize the resulting Purchase Order.

5 1nbox > Message Detail Lrie »
Subject Purchase Order Notification - Computer software
From: |IiTrpinegtorn@uaoesd com (A e Prperes Sances)
Date: Sun, Feb 28. 201€ 3.00 pm
To: undinciosed-redipients:;

This is 8 notification of & purchase Srcer award 10 you by State of Ilindis foe Purchase Order 18-AGENCY-TEST-P-144, Computer software

To view the purchase order caline, you need your compan)’s user name and login ID. Go 1o the State of lilinots site at hitps /rain bigbuyllinois govbsoionin sdo. Enter
your login and password information to sign info the system. Onoe logged in, new purchase orders are listed in the Unadmnowledged PO?s section of the home page. Your
Purchase Orders can also be accessed by dicking on the Purchase Order menu option. Printed copies of the Purchase Order can be accessed on the site

Thae information from the request is below
Purchase Order Header

Crganization Name: State of lllincis

Requesting Depariment TEST - Test Depariment
Buyer Nama
Buyer Phooe
Buyer Email
Purchase Order 18AGENCY.TEST.P. 144

BidBuy notifies the vendor that a Purchase Order is available and can be viewed by logging into BidBuy.
The email supplies the vendor with the general information they will find on the Purchase Order.
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Purchase Order

Open the PO

To review or print the Purchase Order, the vendor will log into BidBuy.

1. Click PO tab

Mo Mews Available

2. Click Purchase Order #

Home - Welcome Back John Public

News(D) Vesgor Commumicasonll)  BOsiS) | PO | Quctesi  vendor Perormancell)
Purchase Orders / Change Orders (Un-Acknowledged)
Wumbst of Change Drders

' Date Fisaal Year Desarigion Bt ‘iendor Hams Total
e 18-A0ENCY-TEETLP-144 Saae of Winais ozEEns 2016 | Computer sofware 3PS -Semt Eampis Ino. =700 (=N
Purchase Orders - Sent
s Date Fisa vear Desangson status wengor rams otz MumBer of Changs OrasTs.
3PE-Zem Bample ino. =700 (=N

18.ABENCY.TESTPA48 Stme of Winois RIS 2015 | Computer sotwars

Select the box marked I’'m acknowledging receipt of this purchase order - this selection

3.
documents the date and time that the vendor acknowledges receipt of the PO.

4. Select the box marked Notify requestor of receipt of this purchase order - this selection sends
an email notification to the State informing them the PO has been acknowledged.

5. Click Proceed to view the Purchase Order. Acknowledgement of receipt of the purchase order

may be required to view the document.

Download Acknowledgement

3 D 1 &m acknowledging receipt of Hils purchase onder.

4 Dmmwmmu.:whupmm.
[Procesd Cancel & Exi

Review the Purchase Order

The Purchase Order will open to the Summary tab.
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To print the Purchase Order, scroll to the bottom of the Summary tab and select Print. A PDF of the
Purchase Order opens in a new tab and can be saved or printed.

Exit Print

To review the Purchase Order electronically, select each tab to view detail:

Open Market Purchase Order 16-AGENCY-TEST-P-144

Ganeral  Rems ASachmensil)  Mowes  Change Onoers 543:011a::0r=—| llrmlan'l

>

7
*

General Tab: The Header information

o

/7
0.0

Items Tab: The line item and PO price
Attachments: The name of the files and forms attached to the PO
Notes Tab: Allows the vendor to add an additional text note that will not show on the printed PO
but will be viewable by the state.
Click the Notes Tab
Enter note text

o
0‘0

7
‘0

o

Click Save & Continue

Open Market Pu rchas@d er 16-AGENCY-TEST-P-144

General s .‘L‘a:wle'rs:l:-l Nodes | Change Orders  SubconTacions  Summary

Iiode: Duts sar ol

(2]

(3]

Same & Corfinue Fasa?

“* Change Orders Tab: Formal changes to the PO will be detailed here
“* Subcontractor Tab: Any Subcontractor information will be found here

When the Purchase Order has been awarded, a PO document can be issued to the vendor electronically
or via standard mail. This Purchase Order document can serve as the contract between the state and
the vendor. Alternatively, detailed contract documents may also be required. The vendor shall follow
any instructions in these documents, which includes executing the PO or contract documents prior to
fulfilling the contract. Detailed instructions can be provided in the Notes Tab or the template
documents.

Purchase Order 46 |Page



Purchase Order Change Order

Change Orders allow the agency to modify a purchase order and request the vendor to approve the change.
When a vendor is asked for approval of a change order, an email is sent to notify the vendor. The notifications
are also visible on the vendor’s homepage on the PO tab.

Following the approval of the PO modification, an email with details of the changes is sent to the vendor by
BidBuy. After receiving the email, vendors will log into BidBuy to review details.

Tue 5/2/2017 &:45 AM
ill.bidbuy train@illincis.gov
[External] Change Order Notification - PO # 17-416CMS-BOSS4-P-1530, Deflate-Gate Patriots
To

This Change Order notification is being sent to you by Central Management Services, Department of for Purchase Order 17-416CMS-BOSS4-P-1530, Deflate-Gate Patriots.
To see the change order online, you need your company’s user name and login ID. Go to the Central Management Services, Department of site at htt;

login and password information to sign mto the system Once logged in, access the purchase order by clicking the Purchase Order menu option. Printed copies of the change order can be accessed from the
PO document on the site.

s://train bidbuy. illinois sov/bso/login.sdo. Enter your

The information from the request is below:
Purchase Order Header

Requesting Department: BOSS41610 - Strategic Sourcing
Buyer Name: Katherine Tople

Buyer Phone: (217)355-3355

Buyer Email: katherine tople2@jillinois.gov

PO Number: 17-416CMS-BOSS4-P-1530

Description: Deflate-Gate Patriots

Change Order Number: 1

Change Order Date: 05/02/2017

Change Order Description:

Change Order Description:

Accessing a Purchase Order Change Order
To review the PO Change Order details, the vendor will log into BidBuy.

Click PO

Home - Welcome Back John Public

(1]

I Newsil | Wendor Communicationidi | BidsiEd PO Suotesy)  Vendor PerformancelD)

No Mews Available

Select Purchase Order # under Purchase Orders/Change Orders (un-Acknowledged)

Home - Welcome Back Kirk Smith

News(1) Vendor Communication(2)  Bids(180) ‘ PO[11) ‘ Quotes(4)  Vendor Performance(0)
Purchase Orders / Change Orders (Un-Acknowledged)
Purchase Order # Organization Purchase Order Date  Fiscal Year Description Status Vendor Name Total Number of Change Orders
O 16-AGENCY-TEST-P-322: 4 State of llinois 0812912016 2016 | Test3 for Cindy 3PS - Sent Kirk Enterprises 510,000.00 HNene
16-416AISCMS-AISAD-P-468 AIS Test CMS 08/0612016 2016 Computer Software Contract 3PS5 - Sent Kirk Enterprises 50.00 1
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Acknowledge Receipt of Change Order

Select the box marked I’'m acknowledging receipt of this purchase order and/or its change order(s) —
this selection documents the date and time the vendor acknowledges receipt of the PO Change Order
Select the box marked Notify requestor of receipt of this purchase order and/or its change order(s) —
this selection sends an email notification to the State informing them the PO Change Order has been
acknowledged.

Click Proceed

Download Acknowledgement

O | am acknowledging receipt of this purchase order andier its change order(s).

O Motify requestor of receipt of this purchase order and/or its change order(s). O

[ Proceed || Cancel & Exit |

Open the Summary Page
The Purchase Order will open to the Summary tab. To print the modified Purchase Order, scroll to the bottom

of the Summary tab and select Print. A PDF of the modified Purchase Order opens in a new tab and can be
saved or printed.

Click the Change Orders tab

Open Market Purchase Order 16-AGENCY-TEST-P-144

General  Rems Amachmen=il)  Mowes Change Ondersil)  SuboonTacions | lulmn-l

The

Change Order opens to the Change Order Note
Click the Change Order (#)

Open Market Purchase Order 16-AGENCY-TEST-P-144

Geowral merm AmmcmeiD Nm| Changs Ordersl) | Suomemesios Summany

Change Orders

Change Onder # Changs Onder Hods Changs Ordsr  Elisieral Changs
Dude Order

O 1 An amachment has been added Tt cutlines known perionmance ssues Sollowing Instail of Windows 10 over previcusly loaded WINGows 7. Please review and Confitm you have: Sokions ASschment 001 o
File Chianges: Header 1. File Everying jou nesd 3o know sout Windows 10.000¢: File 'Everyiing jou nead 1o know sbout WIndows: 10,005 added 11:55:42 AN
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Review the detail of the Change Order based on what is included in the Change Order Note
Click Exit to return to the Change Order tab general display

Open Market Purchase Order 16-AGENCY-TEST-P-144

General  Mems  ASschments()  Mows | Changs Ordersil) | Suoconmacirs  Summary

Fomten Dae OROVIONE 115541 AM
An amachemant hias: bean added Suat oulines known pariormance ssuss Sllowing ns2all of WIndows 10 cvar previcusiy ioaded Windows 7. Plaass review and confinm you e Sokfions Sostes User Tom McLaughiin

Crested User:  Tom McLaughiin Cresen Dape OHOVREE T1434 AN

An amachenant hias: bean added St outlines known pariormance ssuss Sollowing ns2all of WIndows 10 cvar previcusiy inaded Windows 7. Pltass review s confirm you e Solufions ASschmen: Flie Changes: Headar 1. Flie Everhing you

Note 20

enor P 50 koW SD0U WINoWS: 10,000 File "EveryShing y0u rssr 10 know S5ou Wingows 10.000r saded

Approval Path

Dwae Apzrous e Apzrous e Azorousr e Dme ApzrowaDisarrsCance Comemant
Segamnne Pan Tiee Reguemin AgprowsnDisaporowed i View
D
Tam McLarughiin 1 1 Primary 03.01:010 A CRCZ0HE H304 AN T WzLsughiin
=4

To print the modified Purchase Order, scroll to the bottom of the Summary tab and select Print.

For additional questions, please contact the State of lllinois Vendor Help Desk at
il.bidbuy@illinois.gov or (866) 455-2987.
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