Submitting offers in WBSCM for AMS Designated Laboratories vendors

12/29/2014

Prior to being able to submit offers in response to the Request For Proposals (RFP) solicitation, a potential

vendor must be registered and active in System for Award Management (SAM) and be entered in WBSCM.
Once a vendor has been entered in WBSCM and user has successfully been added to WBSCM the following
instructions will be used for submitting offers under the RFP.

Navigate to: Suppliers™= Bid Management == Enter Offers

Enter RFP solicitation number:

2*XXXX (the asterisk is filler for the zeroes. For example 2100000461 is 21*461)

Click Start

The solicitation should display in the search results.

Highlight the applicable solicitation row, click maintain vendor response at bottom of page.

SupplierSelf Senvice BidManagement Maintzin Organization

Enter Offers

| Back
[4[¢] L]
Detailed Navigation
Find Bid Invitation
() Enter Offers|
= Vendor Response Log Bid Invitation Number: Document Name: Status:
= Public Procurement Documents I |211451 l ‘ | H[]pgn ‘v‘
Portal Favorites Transaction Type: Bid Inv Type: Processed Since:
| [=][ [~] |Last30Days | =|[ |WithR Only
e
View: | [Standard View] |~|| PrintVersion Exports W
*  Transaction Number Name Transaction Type Description Subtype R Deadline D
2100000461 AG-3)14-5-15-0004 Master/ShortFall Inv Master 12/30/2014 06:30:00

I = Maintain Vendor Response I
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Submitting offers in WBSCM for AMS Designated Laboratories vendors

Click “Create” on the Vendor Response page, a new pop-up window will be opened.

Vendor Resporse | \/endor Name

[Crete new ponse |
I ]

D Attribute IS THE OFFEROR AN ENTITY THAT HAS FILED ARTICLES O is mandatory; maintain attribute value |

D Attribute Offeror ges receipt of the ) tis mandatory; maintain attribute value |

Please click *Check’ to validate the Offer. |

RFx Response Number 3000022873 RFx Number 2100000459 Opening Date 12/28/2014 13:00:00 CST Target Value 0.00 USD RFx Response Version Number Active Version
RFx Version Number 1

Event Parameters —
validty Peroa: [ |-
Status and Statistics
Currency: | United States Dollar
e —
Vensorpar [
B —

[T The table does not contain any data
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Enter offer label (optional)

Create Bid | History, Back Forward E

Create RFx Respopse
Csem o see e

0 Aftribute IS THE OFFEROR AN ENTITY THAT HAS FILED ARTICLES O is mandatory; maintain attribute value

~
0 Aftribute Offeror ges receipt of the: ) t is mandatory; maintain attribute value v
Please click *Check’ to validate the Offer.
RFx Response Humber 3000022873 RFx Number 2100000459 ‘Opening Date 12/29/2014 13:00:00 CST Target Value 0.00 USD RFx Response Version Number Active Version
RFx Version Number 1
- tems. I Notes and Attachments I Tracking
Event Parameters 1

e N E—
rty Status and Statistics
Currency:  United States Dollar
T —. ]
vendorPlant [ [
shpping Point: [ [

[1 The table does not contain any data

Add vendor plant
Select a plant that was entered in WBSCM and approved by the WBSCMAMSHelpdesk. Click on the white box to
the right of the text box to display approved plants.

Response | History, Back Forward .

¥
(Edit RFx Response:

‘ RFx Response Humber 3000022873 RFx Number 2100000459 Opening Date 12/29/2014 13:00:00 CST Target Value 0.00 USD RFx Response Version Humber Active Version ‘

RFx Version Humber 1
- ltems. I Notes and Attachments I Tracking
Event Parameters ]

validty Period: [
Currency: | United States Dollar

Status and Statistics

OfferLabel: | ADL- OFFER
VendorPlant [ |

Shipping Point: | |
eeina I Enter the Vendor Plant

Select plant from the drop down window

All Values: Vendor Plant E m

Results List: 1 results found for Vendor Plant Personal Value List  Settings  Show Search Criteria

e o
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Go to “Questions” tab

1 attriuss 1 THE GFFERDR AN ENTITY THAT HAS FLED AR ave
L]
[ Fraans chek Thesk ta vasdat the CHfar

>

L4

RFx Resp 12090014 L “oousD
WFx Version Number 1

& THE OFFEROR AN ENTITY THAT “THE FIFTY STATES. THE DEGTRICT OF COLUMDIA. OR THE VARICUS TIRRITORES OF THE UNTED STATES? ¥OU WUST ANSWER Thi Ngj

HAS THE OFFEROR BEEN CONVICTED OF A FELONY CHRMNAL VIDLATION UNDER FECERAL OF 51

HAS ANY oF /ICTED OF & FELONY CRMBAL VIDLATION FOR ACTIONS oa s

DOLS THE OFFEROA MAVE ANY UNPAD FEDLAAL TAX LIABLITY ASSESSLD, WHICH ALL JUDICAL APSLD, THAT G HOT A TRILLY MANNLR PURSUANT TO AGRILI

Scroll to right and answer all questions

124 1IN EST  TargetValee GOOUSS  RFx Response Version Number Acive Verson

RFx Version Humber 1
B
Aephy Comment L,
p— .
Otteror Select WA if = M
TRCT OF COLUMBSA, DR THE VARIOUS VOU WUST ANSWER THE MEXT vig ] Ve e |

HAS THE GFFEROR BEEN CONVICTED OF A FELONT CRMIAL VIOLATIIN UNGER FEDERAL OR STATE LAW M THE 24 MONTIES PRECEDNG THE DATE OF OFFerl|] Cves  Cwe Cworeey ]

OF A FELONY CRMNAL VIOLATION FOR oF OR STATE LAW M THE 24 MONTHS PRECEDNG THE DATE OF OfFERfl ©ves Cwo Cwokecy R ]

£5 MAVE BEEN EXMASTEMLARSED, THAT 5 NOT BENG PAD M A TMELY MANNER PURSUANT TO AGRLLMENT WITH THE AUTHORITY RESPONSELE FOR cOLLECTRG M © Yes T o o Reoly

—_———

Go to notes and attachments
Go to Attachment section and click “add attachment”

[ The tabie does not contain sey dats |
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Browse to location of the file located on your local device.

Click “Open”

Note: File name cannot exceed 60 characters otherwise one will receive an error message that file name is too
long.

= Choose File t x|
L J. )8 . « AMS-ADL program - 2010 » approved TPs » » March-2012 s Search March-2012 o

Organize = New folder = 0l @

-

¢ Favorites Documents library Arange by:  Folder =
B Deskiop March-2012
‘Ll Recent Places Name -

(4l LFTB-saved-5-29
Approved Corrective actions for
{4 Libraries
@ Documents
&' Music
[&=] Pictures
¥ videos

18 Computer
& Local Disk (C:)
&9 Tomeqa HDD (H: ™ ¢ | m, r

File name: | - [anFies -

[ open |+] [ concel ]

File will display under the Attachment location if it was successfully uploaded.
One will be able to delete, edit file description of the uploaded file
Continue to follow the same steps to add additional attachments.

Create B | Hsgory, Bact Forward [E)

12EH0N4 1300:00 C5T Target Value 0.00 US0 REx Response Version Number Actve Verson
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Once all documents have been added, click “Check”

B

m AfxMumber 2100000455 Opeming Date 12292014 130600 5T 8050
s e

Should receive message: “RFx reponse is complete and contains no errors”
One is ready to submit offer (save it back to WBSCM)

Lvent Parsmeters —

b dtied :.]'i‘—‘ Satus and Sabistes
Curancy: - [Unked Sates Dotr
Differtabel [ADL. OFFER ]

Vendor Pact (1110183 1)

b L I - |

’n‘lrrmmmmmmw

Click “Submit”

 aexBe b 12000004 ST TarpetVate 000USD  RFxResponse Version Number Acte Verson

Offelatet (ATC GFFER |
Vessor vt [T1im8s Bl
shopngieet [ )

I The tabks ey nct contain sey s _
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Once submitted, message will be displayed:
“RFx response 3XXXXXXXXX saved. Submit the vendor response to complete the process”

1 2100000458  OpeningDate 12/20/201413:00:00CST  TargetValue 0.00USD  RFx Response Version Number Active Version
Event Parameters /
Validity Period: L
Status and Statistics
currency:

Offeriatet [fol0FFER ]
Vendor Plant: | 1111183
stppngpunt ||

[i The table does not contain any data

Close the pop-up window

Vendor response page is displayed
Click on “Offers”

Will take you to the Offers page

[Standard View]

View or maintain offers for this response

Click “Refresh” (if response does not show pending) Offers page status needs to be pending to continue.
R
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Status - Pending

Submitting offers in WBSCM for AMS Designated Laboratories vendors

Click "back"
Offiers -
vRa 1LY Hama: | AGALE 5150002 Tyt Masteerstont al v Sutlypa:  Master
Sebminsion Deading: | 12730014 130500
Dffers: | hits.

[ [ croaes || 5 et || () Cogy || ] viander Rescanse Lig |
WMiewe|[itancard Vew] |=) | Print Versen  Ddgorta
& -

Cffer Nrmber  Offer Label Pt
=

g b

chmm
Pandng

J0000INT) ADR-OFFER  FSHSAFOOD SAFLTY NIT SER-SAN ANTONE TX

Vendor response page — ready to submit offer
Click "Check"

[ Back || % Autresn |
Ivvitation
Wiston: | 100000455 | Mame: | AG-LINF 5150007 Ty Mssleesno ol b
Suterisaion Dasdnec | 12292914 13 0060
Response: |

Cartral Trma (Dates)

—

coese [ferr o7 Chanes T Delle  te Consvants [ Vieadar Responss Lopll 55 Chock I Sutmi Reagomae 1000
Views [Ga-darc Vew]  v| | PtVersios Exports C
Vansor Raspnas  Raapoans Status Mo Cast (Rasged
TOOMO11501000  New

Crangedlly Susmmed Suvenena vy ]
ADTWRI4 194757 CST  USERTON04  DMDODO00 000003 C5T

Pop window showing “Item passes all validations”
Click “OK”

Item passes all validations.

Click “Submit response”

Should receive message “This response has been submitted”

This response has been submitted.
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Vendor response shows offer has been submitted on time with the date and time it was submitted

Vendor Response -

Invitation
Invitation: 2100000453 Iﬁ MName: AG-LBEF-5-15-0002 Type: Master/ShortFall Inv Subtype:
‘Submission Deadline; | 12/29/2014 13:00:00 Central Time (Dallas)

Response: 1 hits
Create [[]Copy 7 Change T Delete Mo Constraints ] Wendor Response Log 58 Check Submit Response  ©F Withdraw

View: | [Standard View] |~ | | Print Version Expori ¥ &
* Vendor Response, NoCnst Changed Changed By mSubmiied Submitted By ||

’_ 7000011931-000 12/29/2014 12:28:49 CST  USERT0004 § 12/29/2014 12:28:49 CST JUSERT0004

One has the option to view or print the vendor response log by clicking on the “Vendor Response Log”

Vendor Response -

Invitation
Invitation: | 2100000459 Name: AG-LBEF-5-15-0002 Type: |Master/ShortFall Inv Subtype:
Submission Deadiine: | 12/28/2014 13:00:00 Central Time (Dallas)

Response: 1 hits
Create [[]Copy 7 Change [ Delete Mo Constraints

Submit Response (G Withdraw

View:|[Standard View] || | PrintVersion Export « ¥ &
* WVendorResponse Response Status  MoCnst Changed Changed By Submitted Submited By [ ]
| 7000011831000  Submited - On-time 12/28/2014 12:28:49 CST  USERTODD4  12/28/2014 12:28:49 CST  USERTO004

Adobe file is created with all responses shown under the offer.

File Edit View Window Help

@Creﬂe' |@ D LEF‘ ‘ ﬁ'} ‘L_'Dﬁ; [3 D, j P8 |E|

|
| ® "3 | & | (=) & | Tools Comment Share

| Protected View: This file originated from a potentially unsafe location. Learn More. Enable All Features
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