Design and Construction
Electronic Bidding Reference

Responding to a Bid
Solicitation

BuyMichigan:

Introduction

Guideline prepared for Design and Construction vendors to assist them through the process of responding to a

Construction Bid.

Pre-requisites

A Vendor must be fully registered in Buy4Michigan and can log-in with their user ID and password before they

can respond to a Bid Solicitation.

Steps

Step 1:

DCD Vendor must first log into
Buy4Michigan.

a) If not registered, please click
on Register link and
complete Registration.

Go to https://buy4michigan.com/bso/ and log in

BuyMichigan:

Wielcome to Buy4dMichigan com: the State of Michigan's online eProcurement solution_

Wiew general information about doing business with the State

Vendors - Instructions on Posting a Bid Response. Instructions on Completing
Registration., Quick Reference Guides. Screen Walks, and other Training Materials

Posting Agencies - Instructions on Paosting a Solicitation. Registering as an Agenc
and other training materials. Screen Walks. and Quick Reference Guides.

Contact the Help Desk

REMIMNDER: This is a completely new system. login ID's and passwords from previous
systems. including Bid4Michi

n A

Register
Register here to begin using Buy4Michigan_
Jendors. please read this disclaimer prior to registerin
Com istration

Complete registration here to begin using Buy4Michigan._

Wendors, please read this disclaimer prior to completing registration.

L& Open Bids

Browse open bid opportunities._
. Active Contracts

Browse active Contracts/Blankets_
. Contract & Bid Search

Search for Bids and active Contracts/Blankets._

Login ID:

watrosa

Password: sessesssee

Step 2:

From the home screen once logged
in, the DCD Vendor selects the Bids
Header Tab.

IB“ﬁﬁ\llichigam

NIGP Code Browse | My Account | Customer Service | About

@elhrAdminis‘tahr
March 30, 2015 10955 AMEDT 2 @ & %

Isidra Chavez

Home | POs v | Bids v | Contracts | Quotes v ‘

Home - Welcome Back Isidra Chavez

m Vendor Communication{4) Dtii} Quotes{37)
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Step 3:

From the Open Bids section, select
the Bid you are interested in by
clicking the Create Quote link.

I QOpen Bids

Bid# Organization Alternate Id Buyer Descripion | Bid OpeningDate | Bid Q& | Create

A Quate

Niew

HAuction
AGENCY15B0001948 | Department of Technology Management Isidra Chavez breathalyzer 10402014 11:01:00 | View (Create \'
and Budget testing Al \ Quote y

01234580001%46 Department of Training C20150342- Buy4Hichigan Furnace and 10162014 03:00:00 | View
100000 ofm_student201 Fiters | uote

Step 4:

Acknowledge the Receipt by clicking
the Yes button.

Acknowledge Receipt and View Solicitation

Bid # AGENCY 1580001948
Bid Description breathalyzer testing

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

Step 5:

The New Quote page displays,
defaulted to the General Tab.

a.) Recommended to only fill out
the following fields:

e Info Contact
(Name, phone,
email)

e Comments field
(Job Description
or File Number)

e Required field at
the bottom of the
page (Answer
must be YES)

e When finished,
click Save and
Continue

NOTE: Shipping/freight terms,
discount, promised date fields, etc.
are non-applicable.

DO NOT check the “No Bid” box.
If you choose this option, the system
will notify the Buyer that you do not
wish to submit a response, which will
then eliminate you from the Bid.

aGl tems Questions Subcontractors Motes Temms& Conditions Atiachments Summary  Back to Bid

Quote # bid # 0711480000862
Onganization: Deparment of Technology, Managemen & Budget, Procurement

Status In pogress Descrpbon®.  Test 7-28

Devary Days 0 Dt 00 k
1s "o B B HiemateBit

Shigang Terms: ~ Feight Tems -
Ship Via Tems: BestWay M mm M
Promised Date =

[WWDOYYYY) |

o Contac Isidra Chavez

Comments:

Please answer yes” here 2l fems you are submitting 2 quote on are manufactured within the United States and the cost of domesiic components

exceeds 50% of all components_ I you answer "No”, please click each kem Number on the ltems tb and indicate indiidually whether each item meets

these ciira. - J

DateLast Updsted H;L;‘_‘
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Step 6: Quote 00001925 -ICLLC
Genegll RGBS Cuestions Subcontractors Notes Terms & Conditions Attachments  Summary Back to Bid
Select the Items Tab. ‘ E'_:_’E.'.’ es
. Item # Print Questions Deseription
a.) Under Unit Cost, enter Sequence Exst . _ :
your base b|d amount Quantity | UOM Unit Cost Discount % Tax Rate Freight Extended
Amount
on Iy to disclose your quote. 1 10 No Need breathatyzer test equinment for 5 rison faciities. One dozen per facilty unless otherwise.
b.) Do not fill in other o | 0| pmm i 20| sz
boxes '
c.) If there are alternates,
please do not enter
amounts
electronically on Items
Tab. Submit these amounts
on the bid summary
Optional Tabs: Quote 00001925 - IC LLC
I Items Qi i Sub 5 lEEEmI erms & Conditions  Attachments Summal Back to Bid
The Subcontractor and Notes tabs _ - _ " _
are norma”y n0n-app|icable tO our ﬂ E;E—I;I;:nn::itti?ez;:ev:;?ﬁ;I:;::ct: enter usefu ormation about the quote. Only authorized users who have access to this profile can
projects. If these fields are
necessary, you will be notified on the °T° | neeoue User Note
Project Advertisement or Project -
Statement

The explanations below are for

reference Only. ] TEiy 2 CI"lsai:r:z I am a Disabled Veteran and have attached documentation to |+
the Attachment Tab.

Subcontractor Tab: if indicated as =
part of a solicitation, a response may m—
require you to indicate if you are —
using subcontractors.

Notes Tab: Allows vendors to record
comments, which are external.
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Step 7: Quote 00001925 - IC LLC
General Htems Questions Subcontractors MNotes( |' tachments Summary
Select the Terms & Conditions Tab. —

The following list constitutes all the attachments for the bid which e supplemental terms and conditions.

Bac

a.) Acceptthe Terms & FElEE Description
Conditions clicking the . STANDARD CONTRACT TERMS 03-21-14.doc (STANDARD CONTRACT TERMS 03-21-14.doc) | Standard Contract Terms
appropriate radio button. &_specs (Chrysanthemum~11.ipa) Breathalyzer Testing

Do you accept the terms & conditions of the bid?
NOTE: These are General Terms @ ves () Yeswithexceptons () No
and Conditions. The Bid Solicitation DU G0 not Tully Aceept e Terms & condmions,

General Conditions also apply.

please note the exceptions below:

Save & Continue

Quote 00001925 -IC LLC
Select the Attachments Tab to S M) o '

upload necessary document(s) for ﬂ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publict
your bid.

Step 9:

ﬂ Click Add Attachment to add attachments.

NOTE: Qualified Disabled Veteran’s
documents MUST be attached

Ho Attachments

P ———

separately from your Bid Summary,
Bid Schedule, and Bid Bond. —_—

Bid bond means attaching both the
form and the surety.

Project Requirements vary for each
project, please check bid
requirements for instruction on
submitting the EMR Rating, Project
Superintendent Resume and
Certification forms as these forms
are typically are Post Bid Submittals.

Bidders must click the
Confidentiality button for each
document submitted

Marking your document(s)
CONFIDENTIAL will ensure that your
document(s) are only seen by DCD
staff and will not be seen publicly.
Information attached is still subject to
the Freedom of Information Act
(FOIA).
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BuyMichigan:

While Responding to a Bid
Solicitation follow the steps below:

a.) Click the Add Attachment
button.

NOTE: When uploading your file,
please name your document in the
following manner as shown below

Example: Project file number is
511/14115.TMH

Please name your bid as follows:
14115 Bid Pkg ABC Company

Additional documents would be
named

14115 QDV ABC Company
Additional documentation or form
would follow above format.

DO NOT include special characters
in the file name, text fields, OR leave
any blanks to avoid the attachment
from uploading improperly. It is
recommended to use ONLY letters
and numbers.

Open Market Bid AGENCY15B0001947

General Items Address Accounting Routin 'Aﬂau:hmantslﬂ" es Bidders Questions Amendments Q&A Reminders Summary

Hame Description vm Atiached By Atiached Date
STANDARD CONTRACT TERMS 03-14-14.doc Standard Contract Terms Isidra Chavez 10082014

—

Step 10:

The Add File screen displays.

a.) Enter a File Name (a
description is optional).

b.) Click the Browse button.

c.) Select your file and upload
your document.

d.) Click Save & Exit.

Add File

0 Name i the display name for the file that will appear where attachment repository files are displayed. If can be different from the name on disk and can contain alphanumeric cl
of 200

Name*: Specs

Destription:

Filg": C:\Users\Public\Pictures\Sample Pictures\Chrysanthemum.jpg
Lozation: oor1

Your Attachment is now saved.

For additional documents, repeat
steps 9 and 10.

When finished, click save and exit
and go to Step 11

tes Bidders Questions Amendments Q&A Re

Name Description vml Attached By
STANDARD CONTRACT TERMS 03-21-14.doc Standard Contract Terms lsidra Chavez
Specs Breathalyzer Testing Izidra Chavez
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Step 11:

Select the Summary Tab, scroll
down to the bottom of the page and
click the Submit Quote button.

Click OK on the pop-up confirmation
message.

General Items Questions Subcontractors MNotes Terms & Conditions Attachments Back to Bid

/

Attachments: Veteran Documentation

Item Information

Print Sequence #1.0: (680 - 24) Need breathalyzer test equipment for 5 prison facilities. One dozen per facility 1

Quantity {1[a]F] Unit Cost Discount % Tax Rate Freight Extended Amount

5.0 Doz $25,000.00 0.0% 0.0% 30.00 $125,000.00

This product was
manufactured within the
United States and the cost
of domestic components
exceeds 50% of all
components.:

Your Bid should now have a
Submitted status.

NOTE: If a Vendor wants to withdraw
their bid, they must do so at this
stage or else you cannot go back
into a specific bid at a later time/date
and withdraw your bid.

Quote 00001925 -IC LLC

General ftems Questions Subcontractors Motes(t) Terms & Conditions Attschments(f)f BITuluyg

Back fo Bid

Header Information

Quoted: 00001325 Bid# AGENCY15B000143

Orqanization: Oepartment of Technology Hanagement end Budget

Wiraw Guoe
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HELPFUL HINTS

Validation and Warning Error
Messages

Red: Document does not have
sufficient information to continue
forward. Once the proper data is
entered, you may continue your
document to completion.

Yellow: Errors that do not require
any intervention. The document can
continue as the message is strictly
for your information.

Revising Your Bid?
If you need to change your bid,
you must submit a new bid.

Design and Construction will
only consider the most recent
bid submitted.

Revisions are allowed up to the
bid opening date. Revisions
submitted at 2:00:01 will NOT
be accepted.
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