Bids — Open Market = - Quick Reference Guide
BuyMichigan:

Introduction
The “How to Create an Open Market Bid from Scratch” Quick Reference Guide is designed to provide the
minimum steps necessary in creating a Bid Solicitation and submitting the Bid for approval.

Pre-Requisites
You must have the Basic Purchasing Role.

Steps

'w 1 h |
9 | Basic Purchasing | A " Intenal i Organizati i Vendor Administr
NIGP Code Browse | My Account | Customer Service | About ‘Current Organization: Department of Technolog! em@ May 23, 2016 229:52PMEDT 0 @ » & |

Must be on the Basic
Purchasing role in order
to post a Bid

Ready To Open

In Progress

Click Documents > Ready for Approval ‘ Category ‘ Title |
Bids > New

Ready to Send Events [ Test |

Sent

Opened

Returned 16 Periscope Holdings, Inc. - All Rights Reserved.
Evaluated
Approved
Bid to PO

Canceled

BuMichigar: l

Basic Purchaging Department Access Inquiry Internal Administrator

NIGP Code Browse | My Account | Customer Service | About Current Organization: Dep of Technal, & Budget, Procurement 5] Me

[orm L s [ e v =

Create a New Bid
Flease select the method to create a new bid:

Click the create
a bid from
scratch

@® Creste s bid from scratch. Click save &

continue

. Clene a bid from another document.
’::‘ Copy Contracts For Renswal.

= | ——

‘Copyright ® 2016 Periscope Holdings, Inc. - All Rights Reserved.
L =
NOTE:
e Some required '

fields are
defaulted (|e bid NIGP Code Browse | My Account | Customer Service | About c i f & Budget, & WAEE R}
type, purchase | IS N T o e |
method prlnt date, print format, etc.)

’
format).

Basic Purchasing Department Access Inquiry Internal Adminis| Vendor Administrat

Documents+ Vendorsv

Page defaults to the General
M Tab, complete the page by ents Notes Bidders Amendments Q&A Reminders Summary
filling outthe circled fields.

. For local Bid Number: | Description* \ | |
. s Status: In Progress Purchaser* Chavez. Isidra hd
municipalities
P ! How Solicited: Email v | Towe Code: | M|

Ieave_ the fields [oeramen 7] e
mentioned Logstion [v Organization: Department ;:x:‘:;,::ﬂ:;g’::z (dget, Procurement
=]

above, as is. St on e o ow Bectont Resonse: Y

Requirsd Dsts l:' = I Bid Opening Date{MMWDDIYVYY HHOMMESS AMor M) |

° When ente ri ng |Ava\|ab\e Date H(MMWDDIYYY HHMM:SS AM or PM) | \E| Purge Date:(MM/DDFYYY) \—13
your bid opening
date, select the
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time first, then | i3 Tue Open Bid v O
the date. Control Gode L] HOTE: Oniyfor State [ -
Print Dest Detail agencies :c: use hLoc‘s\ l:l
. ey . municipaliies shoul
Definitions of Fields: | Purchase Methad* Gpentiorket V) | "ot use trsee netds
e ~ -
e Available Date - fem Single Awerd Only- ] Frobicd o
the date the Bid | |™ &= \
Pre-Bid Conference:
pOStS (Max size: 250 characters)
e Bid Opening
. . Bulletin Desc:
Date-date bid will tl:axsnlze. 500 characters)
be opened &
deadline for Cuote Nofficaion: [
submission oo | "
e Info Contact-who | ‘=st=tv== User s Upcisted been completed
to contact for
questions ) o . . . . . .
e Bulletin Des. - There will be a general validation error message that displays after saving your information. Disregard it, the
more detail info message indicates items need to be added. The message will disappear once you click the items tab (step 8).
e Funding Source -
how your project Open Market Bid 007115B0004301
is funded. If you
do not know, ltems Address Accounting Routing Attachments(?) Notes Bidders
enter N/A
General Validation Errors
NOTE: . Mo ftems.

For sealed bids, uncheck
the allow electronic
response box. Typically
applies to local
municipalities.

BuMichigan:

Basic Purchasing Department Access Inquiry Internal Administrator
NIGP Code Browse | My A it Current Drganization: Department of Tech & Budget, Proc @ May
‘ Home | ltems~ | Do Quick Buy I Find It

Click the Items Tab.

Click the Add Item button to
begin adding your line item(s).

ry

Items Address (2) Notes Bidders Questions

(LT EN Address

Notes Q

low © add an item.

I Add ftem _
Rights L

There are no items. Please click 'S

e

Search ltems I Search Inventory ltems
Copyright @ 201-6 Perizcope Holdings. Inc. - Al
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NOTE: When selecting
your commodity code(s)
keep in mind that an NIGP
class code 900 indicates a
service (i.e. construction
projects, consulting
services, etc.).

Crons L [ oo v

Open Market Bid 007115B0

[ERY rcons Accouniog

(o0 Address  Accounting

General

Item #:

BuMichigan.

NIGP Code Browse | My Account | Customer Service | About Current

| description of the commodity

Print Sequence -
Deseription”: [B]

EEEEEEI  Department Access

Inquiy  Internal

Vendor Admil

& Budget, (=] May 25,2016 1214:04 PMEDT P @ » S @

Enterin a detailed

or senvice you are seeking

tem Type:

Item Status:

Stock tem Number: (&4

pidders  Questions Amendments Q&A Reminders Summary

261 - In Progress

L ]

Required Field - Entel

quantity or an est. quantity

rina

Status: 2Bl - In Progress £

Isic

NIGP Class Item:

This product was manufactured within the United State]

Brand Requirement -

Very important step - select the
appropriate comm. code(s) from either the
drop down menu or eyeglass icon.
For new users, we recommend fo use
the eyeglasses to do a keyword search
(i.e. construction, consuting,
maintenance, security, etc.

enterin a Unit of Measurement
Ifunknown, leave at EA

Guantity Unit Cost Net Unit Cost uom Discount % Total Discount Amt. Total
| ﬁ 0.00 $0.00 EA v 0.0 0.00 000
| Tax Rate:
NIGR Class | ‘ ‘ hd Use the drop down menu to
Tax Amount: 50.00

Extended Amount:  50.00

leds 50% of all components. "

T —

Custom new v

[

Save & Add New Save & Exit Save & Continue I Resst

Click save & add new if you have other
comm. codes you need to enter. The

system only

Click save & exit when you are finished
adding your code(s).

allows a user to add one fine
item at a time.

[

NIGP KEYWORD SEARCH
FROM THE ITEMS TAB

Step #13 from above

MIGP Clazs:

BN—

MIGP Clazs [tem:

By clicking the
eyeglasses, you
have the ability to do
a keyword search.

Date Last Revised: 5/27/16
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Bu¥Michigan:

NIGP Class

indicates a service.

Commodity Code and Service Codes

Enterin a keyword
(i.e. HVAC, construction, etc.)

NIGP Class ltem

I NIGP Keyword

Search using

|ﬂ\LL of the criteria v| Click search after

entering a keywaord

|| Search |

NIGP Code Browse
1

Code

Descri

335-98

Alist of results will display.
NOTE: A 3 digit 900 code

Wire anl Click the appropriate code (this |ise Specified)

S06-34

915

Teleci

example is a service - 815). -
Only one code can be selected P, ste.) - Architectural
atatime.

b 915-35 for Telecommunication Relay Services)

91579

Telecommunication Services (Mot Ctherwize Classified)

915-35

Telecommunication Relay Services (Text Telephone (TTY); Text-To-\Voice; Veoice Camy Ower (WCO); Hearing
Carry Ower (HCO): Speech-To-Spesch Relay; Video Relay, Spanish Relay; 7-1-1 Access to TRS

91595

Telecommunications Consulting

93872

Radio/TelecommunicationsiTelephone Equipment (Including 311 Systems and Facsimile Transceivers)

Maintenance and Repair

955-35

Telecommunications Management Services

967-35

Communicaticns Equipment Manufacturing Sernvices

olo|lo| olo o@ooo

93569

Rad
Click save & exit

E Equipment and Accessory Rental or Lease (Including Radic Towers)

when finished

Date Last Revised: 5/27/16
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NOTE: Be sure to view
both descriptions for the
commodity code(s). This
includes the NIGP Class &
NIGP Class Item.

The system only provides
the class item (2 digit)
description from the list
displayed when doing a
keyword search.

For assistance, you may
contact the Buy4Michigan
coordinator. Isidra Chavez
chavezi@michigan.gov

The system only provides a
partial (class item)
description. It's
recommended to check the 3
Commodity Code and Service Codes F digit (NIGP class) description
| as well Putyour mouse over
the description.

NIGP Class 915 - COMMUNICATIONS AND MEDIA RELAT ...

NIGP Class ltem | v

NIGP Keyword | TELECOMMUNIC.

|ALL of the criteria |
NIGP Code Browse

Code

Search using

Captioned Services for the Hearing Impaired (See 915-55 for T

@) 915-25 joes)
Class Item Description

(2 digit}

(O] 915-79 | Telecommunication Services (Mot Otherwise Classified)  m——

O 915-85 | Telecommunication Relay Services (Text Telephone (TTY); Te (WC0); Hearing

X TO VO, VORe GOy uwer
Carry Cver (HCO); Speech-To-Spesch Relay; Video Relay; Spanish Relay; 7-1-1 Access o TRS

T

Crrwrinht & MMHE Pererane Holdinaz Ine - All Rinkhte Recaried

“Ylichigars

Basic Purchasing Department Access Inquiry Internal I O Vendor Adnj
NIGP Code Browse | Current ion: Department of T & Budget, = May 25, 2016 43708 PMEDT 0 @ /7
You can disregard these —
tome | tens | tabs ouick ooy | N =T

Open Market Bid 0( 7115B0004301

General Items | Address Accounting Romm

‘Status: 2B1 - In Progress

Aﬂﬂ(hm?m] Bidders Questions Amendments Q&A Reminders Summary

o Click Add File o add file attzchments.

Click Add File to upload

your atiachments
Click the Attachment Tab

addrie |

Date Last Revised: 5/27/16
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Basic Purchasing

Department Access Inguiry Internal Administra

Enter in a File Name. The name
will be the file name ofthe
attachment

Current Organization: Department of Technology, Management & Budget, Procurement @

[ I

& that will appear where attachment repesitory files are displayed. Click Browse to upload
yourfile from your

personal computer.

on disk and can contain alphanumeric charact

€ Name is the display name fo
of 200.

Mame*: Specs

Deescription:

Filg™: CAUsers\Public\Pictures\Sample Pictures\Chrysanthemum.jpg
Location: 0071

Once complets, dick save Sme&Bxt | Seved Coninue || Resst [| conelaEut -
& exit You can only upload Parurinkt @ MR Dariennne Haldinne Ine All Binkbe Basandad
one file atatime.

BuyMichigan:

NIGP Code Browse | My Account | Customer Service | i & Budget, P (] May 25,2016 4:57:42PMEDT 0 @ - @ §

Bagic Purchasing Department Access Inquiry Internal i o] izati ini Vendor Administ

Warning message will
disappear when bidders are Status: 281 - In Progress 2
selected

iescodaboab s Click the Bidders Tabto select

= No bid bidder. your vendors who will be
notified about the bid
Select, ipation, open or clo ject vendors to notify opportunity

' Unrestricted bid, all vendors can view and respond

() Restricted bid, only selected vendors can view and respond

Preferred

Vendor ID
Vendor Address Delivery Method

You do not have to check i | the
E system is defaulted this way. Typically,
restricted is not used. However, it can be and

\* it's recommended that local municipalities not
use this option.

. Leave as ig, do not check or
Show Unit Prces to Vendors uncheck. Local municipalities have Click Lookup & Add
their own purchasing autharity and Vendors Button

Hide Bid Helder List on Vendor Side may dowhat ey want

ﬂ Before you look up bid vendors or add Otherwise you wil lose those changes.

Date Last Revised: 5/27/16 Page 6 of 9



Bids — Open Market

Quick Reference Guide

BuyMichigan:

Lookup & Add Reference Vendors - Bid 007115B0004301

ALL of the criteria  »

Search Using:

| Find It [ Clear |
Search Fields: | yendor ID | | Vendor Name | |
Vendor Tax ID | | Show | Vendor Legal Nnmel |
Vendor Keyword | | Alternate ID |
ZIP Code |
State

Click Find Vendors for All
Commodity Codes on the
Bid button.

D Emergency Suppliers
NIGP Class

NIGP Class ltem
NIGP Keyword

ABCDEFGHIJKLM QRSTUVWXYZ
012345678910
|

Browse by:

| Find It Clear |

_ Find “Yendors for All Commeodity Codes on the Bid I Close Window -

Note: It's recommended to
select all the vendors in an
open market bid.

You also have the ability
to manually select specific
vendors if you're doing a
pre-qualification bid.

For local municipalities,
you also have the option
to select specific vendors
if you do not want to select
all vendors listed.

Lookup & Add Reference Vendors - Bid 007115B0004301

[ Find It I[ Clear |
sooen s [ venor0 [ vesername [
Vendor Tax 1D Show [ Vendor LegalName |
Vendor Keyword Alternate 1D |:|
— County —
State v
] Suppliers. [[] Reference Vendor
NIGP Class v]
NIGP Class ltem | »
NIGP Keyword
. . |ABCDEFGHIJKLMNOPQRSTUVWXYZ
ewsebY 1012345678910
Find It I Clear |
Indicates how many
5B ] vendors there are. The
----- systern pulls vendors
select || Vendor ID | Vendor Name | Alternate | Last Last Address registered under the Phone | Reference
0 D PO Bid comm. codes selected Vendor
Date Date from the ltems Tab.
b
24700 (248)
O 1104 | 123.Met, Inc Northwestern Hwy. [TSoTmme | wr = 225- Mo
Ste. 700 e 8214
_ (517)
- Mr. Bill
L1 28 cckine setect chect boxn S28NPutnam ) Willemston | ML jnapp I
order to select ALL vendors
listed from the displayed list. 567 Brunswick ST
(Billing) {355)
O | oooz £495Unionville | Sebewsing | w1 | D2dd o Ess | o
RO (Shipping) 3411
| | 567 Brunswick ST

Save & Continue Find Vendors for All Commodity Codes on the Bid I

Seroll down to the bottom of the
page and click Save & Exit. The
vendors will populate on your
Bidders Tab.

Date Last Revised: 5/27/16
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[T Department Access Inquiry  Internal
= — ¢

e

Vendor Adminis.

May 26,2016 4:45:44 PMEDT 20 @ 0 @ |

NIGP Code Browse | My Account | Customer Servica | About

& Budget, =

Documentsv | Vendorsv

et Bid 007115B0004301

General ltems Address Notes EMM Amendments Q&A Reminders Summary
The Questions Tab is optional
You can use the tabto aska
Changes saved successful o gor 3 question. Ifyou decide not

to use this tab, skip to step #28
Delete AN . )
o Required Question Response Type
O 1 ‘1_0 | / [¥i| Zre you a disabled vet? YESNO
You have the option to
O 2 Ea::sivilﬁriﬁnar:::é:rd =] As a disabled wet, can you prowvide YESNO ~
proper documentation?
0 O Choose a specific response AVAILABLE
type. This is the way a vendor il
will respond
Click save & continue
once complete Save & Contive || Reset

Capyright & 2016 Periscope Holdings, Inc. - All Rights Reserved

BuYMichiga

RPN Department Access  Inquiry  Internal
NIGP Code Browse | My Account | Customer Service | About

Current izati F

ep & Budget, =

o

Vendor Administ
May 27,2016 0:33:04 AMEDT 2 @ & §

Vendors~

‘Open Market Bid 007115B0004301

Status: 2B1 - In Progress £

General Items

Address  Accounting Routing Attachments(3) MNotes Bidders Questions

Header Information
Bid Number:

0711580004301

Description:

Purchaser: Isidra Chavez Minor Status: Q&A and Reminders Tab are

o aptional. The State of Michigan

. Department of Technology,
Organization: Ma?;gﬁimagﬁd;;“'%{mmmm typically uses these tabs vs local
) municipalities. Q&A is generally X

Fiscal Year: i Department: UsEdfor the QBA period andme Location: 0071 - DTMB - Procurement
Show On Web: Yes Allow Electronic Quq Reminders tab is a reminder toal Required Date:
Bid Opening Date: 05/31/2016 02:30:00 PM Available Date:
Purge Date:
Bid Type: Open Bid

Informal Bid: Mo

Once you review you
information, scroll down and

click Submit for Approval.
|
_ I Submit for Approval I Cancel Bid | Clone Bid | Brint

‘Copyright © 2016 Periscope Holdings, Inc. - Al Rights Reserved.
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NOTE: Do not check the
manually add approvers
button.

Basic Purchasing

Department Access

Inguiry Internal Adm

Bu¥Michigan:

NIGP Code Browse | My Account | Customer Service | About

Current O of Tec & Budget, Procurement |05

=

‘ Home | tems | Documents v | Vendors | Quick Buy

Open Market Bid 007115]

Click the Automatic
Approval button.

Mo approval path meets the documen; wers or mark the document as approved?

Click Save & Continue.

Please select an approver if you want to manually add approvers.

Approuerl Vl ‘ Add Approver

pess Inquiry Internal Administrator The status is ready to rendor Adn|

send. Once you send your
bid, it will change to Sent

& Budget, Pracurement (5} May 2] |

The system will default back
to the Summary Tab from
step #30 &#31. Scroll down
to actually send your bid
(step #32)

Home | tems v | Documents | Vendors |

Find It

Open Market Bid 007115B0004301

Status: 2BR - Ready to Send

General ltems Address Accounting Routing Aftachments(3) Notes Bidders Quel

Send Bid Actions

Click the Send Bid butten in
order for your bid to post.
NOTE: ifyou set a later date on

Option(s)

® Change bid status to "Sent” and notify vendors () Change bid status to "Sent” only.

|l Send Bid ] the available date, the bid will
not post until then.
I T = T | —

Prmirrinint B A Dariennna Linldinns Ine ANl Dinkbe Dasansed

This view are the vendor
email recipients.

You're all set, your bid has
now been posted. Vendors
will receive an automatic
email notification about the
bid opportunity.

Also, you'll receive 3 email
confirmations (ready to
send, approval requested
& an email that lists all
vendors who were
notified).

15690 Carouse! Industries Mr. Alan White (test@periscopeholdings.com)

17119 ADr Consultants, LLG | Click OK. Vendors will now Mr. Barry Ellentuck (iesi@periscopeholgings.com)
be aL notified

19009 Cast'd Ashes aboutthe bid opportunity. Mr. Thomas Reed (test@periscopeholdings.com)

Date Last Revised: 5/27/16
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