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Materials Management

VENDOR RESPONSE TO BID INVITATION

If your organization has registered to do business with the State of South Carolina, you can create and submit bids on-line through the new SCEIS SRM (Supplier Relationship Management) system.  As a registered vendor you will be given a logon ID and password (secure password) to respond and create bids.  Follow the instructions below to view, create and respond to a solicitation.
1. Enter your User name and Password then select the Log On button.  If this is the first time you have logged into the system, you will be prompted to change your password from the one given to you by the state.  Your new password should only be known to you. 
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2. You will be directed to the home page of SCEIS SRM. Click Create Bid to see all bids offered by the state. 
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3. This section shows you all the bid invitations (solicitations) that have been issued by the SC Material Management Office (MMO), the SC Information Technology Management Office (ITMO) or a State Agency that is using the SCEIS SRM system.  Please check the agency websites and the SC Procurement Center web page for other solicitations.  
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4. To narrow your search for current bid invitations, click the drop down box under Status and choose Current Bid Invitations.  As a result, you will see all of the current open bid invitations.
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5. The Bid Status column allows you to see your status in all open bid invitations.  To view a bid invitation to determine if you would like to create a bid response, click on the bid invitation Number.  
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You can also access your bid by using the Action icons.  See the list below for a brief  

             description.

a. The [image: image7.png]@, Dispiay Bid



 icon will allow you to view the bid invitation.
b. The [image: image8.png]# Change 8id



icon will allow you to make changes to your existing bid response.
c. The [image: image9.png]] create Bid



icon will allow you to create your bid response.
d. The [image: image10.png]@ petete 50



icon will allow you to delete your bid response.

6. The bid invitation will be in a “display” mode for your review.  Use the “General Data” tab to see the Basic Data section that shows the End Date and time – this is the date and time by which you must submit a bid - and the Opening Date and time – this is the date and time the Purchasing Agent will be opening bid responses (the Purchasing Agent will not be able to open any bid responses before this date and time).
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7.  Click Information from Purchaser to see instructions written from the Purchasing Agent about this bid invitation.  Also, you will find attached documents that apply to the bid invitation, such as the solicitation document under the Description column.  You can click on the document to review the solicitation.
[image: image12.png]Display Invitation For
[Recoros iansgenent][Regster [Greate] [ [ Cranse | [Reresn | [Gutput raview] Sackto nsse

P Humber sasooez
B venoee.

Basic Data | Attroutes | Valuation |[Informaton from Purchaser]| PartneriDelvery Address.
Check the nformation for the b invtaton.

T Erincers will need co be delivered no lacer chan August 1, 2008

++1nis 15 & testr

Descrigtion Cateaory Version Processor  Tvp Fle Size (k6. Changed By ‘Changed on
‘Solctation Legal Document 1 doc. 122 PIAPPLUSER 0612672008 12:56:49




8. If you select the Partner/Delivery Address button you will be able to retrieve information regarding your Ship-To-Address.  Click on the  [image: image13.png]


  to get detailed information.
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9. After reviewing the bid invitation, click Create to start creating your bid response.
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10.  After clicking Create, the bid invitation will open in the Attributes section under the “General Data” tab. This section will have questions from the Purchasing Agent.  Questions may require a response before you can submit your bid.
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· You will need to answer all the Attribute questions.
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11. Click My Notes section to add notes to the Purchasing Agent about your bid response and to attach any documents.
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12. Click the “Item Data” tab to enter your price for each line item.  You will see the line items in an overview screen.  On this screen you can see if the Purchasing Agent has any Attachments, Notes or Attributes (questions).  Attributes would also be shown in a column.   You can either enter your price in the overview section or open the details of each line item by clicking the details icon [image: image20.png]


  at the end of the line item.
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13. The line item detail will open in the Basic Data section.  You may enter the price of the item in the Price box.  The system will allow you to change the quantity in the Submitted Target Quantity box and adjust the Per amount as needed.  WARNING – it may not be advisable to change quantity or per amount without checking with the Purchasing Agent.
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· You will enter your Price in the field below.
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14. Click on Attributes and answer the question or questions associated with each line item.  
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15. Click Information from Purchaser to see any special instructions about this line item or if the Purchaser has attached documents that pertain to this line item.
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16.  To add notes or attachments per line item, click the My Notes tab. To attach a document click the Browse button to find the file from your computer.
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17. You can maneuver through line items or go back to the line item overview by clicking the words on the upper right hand side of the “Line Item Detail” section.
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18.  In the “Item Overview” screen you can see if you have Attachments, Notes, or Attributes associated with each line item. In the example below there are no “Attachments” by the buyer or by the vendor, the “Notes” column indicates there are 3 notes by the buyer and 1 by the vendor and under “Attributes” there is 1 attribute and 1 that requires a response.
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19.  Click the Check button to make sure you have completed all the required fields.  Keep in mind that price is not a required field.
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· Note:  Please ignore the message below when checking for errors.  This message will appear but will not prevent you from submitting your bid.  Only messages beginning with the [image: image31.png]


 icon will not allow you to submit.
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20. It is good practice to place your bid on “Hold” (Save) throughout the creation of your response.  The system may time out and non-held items will be lost.
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21. Review your response carefully to ensure that you have attached needed documents in their proper places.  You can use the Output Preview tab to view a summary of your bid response.  General Data applies to the entire bid. Item data is line item specific.   If you have finished your review and your bid is on Hold, click the Change button.  
[image: image35.png]Display Bid
[Register] [Change] [ceric] [eneck] [eest] [Bounioas] [ouputreview]





22. Select the Submit button to send your bid response to the buyer.
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· You will receive a message that your bid has been submitted.
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23. The bid response has been submitted to the Purchasing Agent. 
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24.  After the end date and opening date have been reached, you can check the Bid Status column to see if your bid was accepted by the Purchasing Agent.  If so, the status will change from “Bid Submitted” to “Bid Accepted”.  Please note that “Bid Accepted” does not mean you have been awarded a contract.  When a contract is created the status will change to “Follow-on-Document Created”.
This bid has 3 versions
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Helpful Hint: The “External Version Number” indicates which version of the bid invitation you are reviewing. The number 1 indicates the first, or original, version.





Helpful Hint:  To add attachments click the Browse button to locate your files. You can change the description of the file name by typing in the Description box.  Select Add to attach your document.  Your attached document will appear in the Overview of Attachments section.  It is recommended to convert Word documents to PDF to reduce the size of the file.  The recommended file size is up to 10 MB.  Larger files may need to be uploaded in sections.





If you are not ready to create your bid but would like to get notified by the buyer of any amendments click the “Register” button.  Your email will become associated with the bid invitation and will be located in the bidder section of the buyer’s bid.
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Important:  The “Hold” button will save your bid information in case of a system time out or if you choose to work on your bid in stages.  





Important:  Leave the Vendor Product Number field blank.








10/01/2008 Version 2

©State of South Carolina
Page 2

