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CREATING A NEW INTAKE REQUEST

1. Click on + New Project.
Find Projects
# My Projects
Q My Reviews
= My Comments
* My Evaluations
2 Fallowing

(¥ All Projects

T Add Fiter Save Fiiter /

= Browse Library

2. Click on New Intake.

What Would You Like lo Do?

3. In the Project Contact field, Project Contact — Enter the name of the person requesting the project if
entering for someone else.
Procurement Contact —Ensure the Procurement Contact auto-populated.
If this is for a review of an agreement or contract, change the Procurement Contact to Timothy
Phillips.
If this is for a review of a credit application, change the Procurement Contact to Yvette Talley.
Click on + Create Project.

Ready to Go!

Creator: @, Mt Ri0s # Ear ‘/
Project Contact @' Kathernne Rios # § /

Procurement Contact: @ Yeelie Talley o/ Ea

Depariment FPurchasing # Eoe

Project Typa:  Project Riequest /
+ Create Project
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4. In the Title Project field, enter the title for the project.
5. Project ID — DO NOT USE
Requisition ID (optional) — Enter requisition number from Workday if available.

Click Set Up Questions —

Next to proceed to the Set Up Questions Section.

Untitled

Staten: EEETID  Typer vt et Department Pt Project 0 s
A T Sy e FvT———

Profect intoemation Project Information

St Up Questions.

Sumemary & Backgrend
General Information

Titte

Dupartmsat
archasing

Project I0 {nptional)

Eaquisition |0 foptionsl)
Categories + a0

i i . o
Tves WMo

6. Answer the questions in the Project Properties section. Question 2 has the following instructions:

¢ If this is for a solicitation, all questions below must be answered or the intake form will be
returned. See the Procurement Planning and Yearly Purchasing Training document in the Internal
Only Documents section for purchasing guidelines and procedures.

¢ If this is for review of an agreement/contract set Timothy Phillips as the procurement contact in
the Project Information section. You can skip these questions and attach your document in the
INTERNAL ONLY DOCUMENTS. See the Legal Review of Contracts, Review and Signature
Authority, and Standard Addendum to Agreement documents in the Internal Only Document
sections for instructions on submitting an agreement/contract for review. IF THIS
AGREEMENT/CONTRACT WILL REQUIRE A PURCHASE ORDER, DELETE THIS FORM AND
ATTACH THE AGREEMENT TO YOUR REQUISITION.
If this is for completion of a credit application set Yvette Talley as the procurement
contact in the Project Information section. You can skip the questions and attach your
document in the INTERNAL ONLY DOCUMENTS.

Pt Progerties Dexument ks P cat () e

Paoject intormation Set Up Questions
[sﬂmmum o ‘ I

Summary & Dackground
1 What is the purpose of this request?*

2. Solicitation (Invitation to Bid, Request for Proposals, Request for Quotes, Request for Qualifications)
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Click Summary & Background - Next to proceed to the Summary & Background Section.

213, Provide email addresses for any vendar(s) that you would like to be invited to this project

234, Ploase state sach evaluator to be included on the evaluation step,

T

In the Summary field, give a brief description of the project being requested or agreement being
reviewed. The Summary field must have information in it in order to submit the project request.

.............. Summary & Background

Background (optaonal

€ Back - Sat Up Quentions Bocumant Editor - a.o

Click on Document Editor — Next to proceed to the Document Editor Section.

Background (optanal)

¢ Dok - Sel Up Questions Document Editor a.o

In the Scope Of Work field, list the requirements for this project or attach a scope of work. Steps 11-
14 show you how to add a scope from the library. These steps are not required if the library is not
being utilized. If you do not have a scope of work, you can Search Scope of Work Library for
suggestions for scope of work that were used at other entities.
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PjeciProgenes  Dommest Gfw  ARachrerws  Fi Rees Ghackin e Lo
Oocument Cutse Mamage Sectsen Scope of Work o i o
P o e oWt ibrs:PcectLors B st
Yoo SeachScoos oLk Lbuary  AJd Susessted Conent P Resources
Scope of Work

R I

11. Search projects by entering keywords and then click on the scope of work you would like to view.

Project Library Search
Son By Son Orger. 12324 Projects Found
Search Projects Date 1% Descencing - 2|3

Search by Category + Add

Cellular Site Simulator

M Ciy or Pasacena E2 8372023 dhCopies 1

Searching ail calegories % 05035, 06037. 12036, 28000, 28500... show all
The Pasadena Police Departm S Seek fro

pUFChase of ONe COMPIESE MgN-DOWES, M-

General Engineering Services
M Giynn County 22 8/2/2023 & Copies: 0
W 90656, 90740. 91140, 925 535... Sho

The Bo: o

Courier Servi
X Alachua County. Florida £ 872/2023 3] Copies: 0

W 91538, 96224

Furpose: Annuai Courier Services for Alachda Counly for the benelit of the Fire Rescue and Public
Works Departments

[y

)
UTILITIES BILL PRINT AND MAILING SERVICES
B County of Hemando &2 8722023 ) Copies 0

»

12. Select all or only certain items by clicking on each item.

Fnse Sl ek i PO Images. ARt e LT meghd Coion, e e cortnacl
DrCES menT be vSDRe 10 52T DRoRg orers. COMpiries CROETS Mul? D I0nfiemed BacK 1D
Syl P T

R e e peteadt 8 SR Dirion Sy hicn of S Sutg SOreud Suirebks iy

chme;ﬂ’_ﬁgzmlm prCes. gl gt wih speca onder feme

a‘”‘f

LI peur vt ! e S I i Ty mpeor] T e, B lioeng
octai

¥} FEvoRDE Mumber

b} ey and CEN0Y DESCEnEage JSCoUWT
) CRanmmes

) PeTRamng LOCaee

e} Sy

i Prce

13. Once all items are selected, click Copy Scope ltems.
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CATALCS AND BRANDS EQUNVALENTS

© The fems isied in Mese SORCACINONS EHMESEnt e Crands we puichase. The Drands
ofiened murst e of equal Or etier QUalTy 300 e Teserve The FIGHE 10 EIRCt 2Ny DrEnd cleTed
For amy regon
1 PRICING MUST 5E vALID from Juty 1. 2033 mmugh June 30, 2024
2 AWNARD WL BE BASED ONLOWEST BID
3 Any scampune D A 08 NASD UNMESDONTAE BN MOy RO D CORSMIERED fOr 3N Fean
4. Awarded veraor wil be PRGUIned o provice the iicwing
& WS
b Compistad vendor QUESIORNaNS T 107 I vERaors.
€ IRSUraNCE COCUMEES & vRndor IS COMING G SR Plaqss fefer 1 The JIachmens Tor
SETRiE formS
@ EI0ES 10 D LRIcaced 1O 08r N3N § GV ATeT N TRGUINES Cetpry NG COMplencn
date imwmte st ety spanfy the PO numBer, Setuled deserplion of gooss andior
SErACES 35 OPRCADES (Ex. UMl e, SUBNIRES Dl extended Mo, Sarvice a2 SErviCE
0Ca00N). 3N any apehcatie taees

® INSURANCES | CENSES SESINTS
Wendor Mus! comply with ihe City of Fasacens’s NSUrsnce requirements and & reSpordibie
for all oemses. permits. 2nd CeMiCAtions fequired 1o fullll the requiremants of RS Contract
SAFETY

(]

Wendor assurnes full responsibainy and katity for compliance with ai appscabie heaith and
safely reguiations when Tuliling the requinements. of This confract

14. Once the items are listed in your project, the items can be edited to add or delete information as
required. Click in the field and delete or add text. If a section should be removed, click on the
trashcan. To add an additional section below a section, click on the +.

cope: lems

Ttk +*
LOCATION OF WORK \ I‘I'
P work cowened in these Specifications will be ol verous kocstions Broughout the PR service terrtory L]
Tithe 3
CONSTRUCTION ORDER OF WORK !
Wos L]
15. Add a section at the bottom by clicking + Add Item.
Tithe ]
ASBESTOS .
a

Supporting Attachments
Upload a file or spreadsheet containing detailed requirements for your project (if needed)
Uplexssd

& Orag s B N by uplcused or Glich Taben 1o Select a filg

16. Click Attachments - Next to proceed to the Attachments Section.
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17. The following instructions will be displayed when proceeding to the Scope of Work section. Do not
attach anything in this section that needs to be attached to the solicitation. Click done to proceed.

Scope of Work - Instructions

Attach any documents in this section that will need to be included in the solicitation
such as specifications, drawings, site maps, etc.

18. To attach documents, drop files or add files by clicking the blue Drop some files here or click to select
files to upload. Attach any documents here that will need to be attached in the solicitation. Click next
to proceed to the Internal Only Documents Section.
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Attachments

Internal Decuments &l Oy
o= /

Uploaded Documents

L e ere i 1 o Chch Fine 10 Sebect 3 fike

£ Dack - Document Ediler Finisl leview Checklist -o:

19. Once all steps are completed, click Final Review Checklist - Next.

Attachments

Internal Documents [es—r—"

Upload

Uphiaeiod Docasmants

proE——— ——. ]

20. Return to any section that is not marked with a green check.

Final Project Review

Gheck for any errors before moving your document into the review stage

g You have one or more incomplete sections.
You must complete all required fields before starting project review.

Project Properties Checklist

Project Information Incomplete A
Document Set Up 1Field missing A
Summary & Background 1Field missing A
Timeline Complete ®

Document Outline Checklist

1. Scope of Work Incomplete A

< Back - Attachments e

21. Once all sections are marked completed, click Submit Project Request to start the review and
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approval process.

Final Project Review

0 ::.'::I‘::;:lnqﬂl;wm(' Dutbon 1o reviev and fnaiee those who will approve s Ol Alber Frafizing Sprovwers. you will Sulent your drafl kor review.
Project Properties Checklist
Praject brtoematon Compicic @
Dicvimnt Se1 Up wete &
Summary & Background Compirto O
Timaline Compets &

Document Outlane Checklist
L. S of Work ;::y

£ Back - Altachenenis

22. Click Submit For Review.

Confirmation Required

Ready to start the reveew and approval process?
You will st be able to make changes to your do ‘/
Cancel (& Submit For Review

23. Your project has been submitted for review. Click Got it!

Great Job!

24. To add a comment for the Buyer, click on the Chat sign located in different sections of the project.

Introduction (O«
- 1=___H__E
Type: Inroducion z

Summary @

25. Tag the Buyer by clicking the plus sign + and select their name. Enter the comment in the Start a
New Conversation field. Click Comment.
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Comments on Introduction Section
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VIEWING & EDITING INTAKE FORM REQUESTS

When clicking on the link received through email, the link will take the user straight to the request for
viewing.

1. Once opened, click Edit Request.

o Project Request b

If you are logged into OpenGov:

1. To see all requests you have been invited to click on All Request.

MO project requests crealed yer

COLLIN Project requests will be displayed here once created,
COLLEGE
Find Requsis 4 New Project Request
# Wy Requesis

8T Desboard & Fapon - 2
O -] ©
COLLIN
COLLEGE o o
e o o
S o] @
3. Once opened, click Edit Request.
o Project Request w

1l
‘m

Cithar Asticrr:

s Irnrie Colasorson
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INTAKE FORM FOR REBID — ONE STAKEHOLDER

You will receive a notification when you are invited to view an intake form for a contract that is due to be
rebid. The Project Information section will have the information entered prior to receiving the notification.

1. Once opened, click Edit Request.

e Project Request i

1l
m
3

e Irwite Colasorss

2. The Summary & Background Section will have information completed for review. The Summary
section will have detailed information regarding the contract that is due to be rebid.

mmmmmmmm tion Summary & Background
Wit 3 sirvwmary Aol byt ot o prcfect. Theos i ik That €
et Up Questions

Surmmary & Bachground

s . o
3. Enter the estimated spend in the Background section. If the contract is no longer required, enter a

comment indicating that you wish not to rebid the contract.

!
!

/ 2

Background (oplonal)
Bact oL Formason shoud be eisanl
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Click on the Setup Questions Section on the left side of the screen. Answer the questions that
populate.

gt Proparties D e e L

Project intsrmation / Set Up Questions

Set Up Quastions.

Summary & Backgreund
1. What is the purpose of this request?*

2. Solicitation (Invitation to Bid, Request for Proposals. Request for Quotes, Request for Qualifications)

21, Is this project a new solicitation or one we have issued before? o

Click Document Editor tab to proceed to the Document Editor Section.

Review the Scope of Work section. The buyer will have uploaded the specifications used previously
here for each stakeholder to review and edit as needed.

Click on Attachments — Next to proceed to the Attachments tab.

st TR T Prosci o Department Project 15

Scope of Work © g

1 Scops af work

Scope of Work ]

Attach any documents here that will need to be attached in the solicitation. To attach documents,
drop files or add files by clicking the blue Drop some files here or click to select files to upload. Click
Upload.

Attachments
Manage il documants that shuid beinck

Internal Documents ke Oy
Include any documents that will support the creation of the project. These documents are for internal use only.

Upload

2 Drag afile here to upload or click here to select a file

Uploaded Documents

£ [ A- Legal Review of Contracts @Ear
@ Ean

@Edn

@ Edn

ning December 2022 @Eear

[ F - OpenGov - Requester Guide 01222024 @ Eat
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9. Once all documents are uploaded, scroll to the bottom, and click Final Review Checklist - Next.
:;‘.t-l.ich-l'lllllts s,

nternal Documents

Lyl

i L

10. Return to any section that is not marked with a green check.

Final Project Review

Check for any errors before moving your document into the review stage.

A You have one or more incomplete sections.
You must complete all required fields before starting project review.

Project Properties Checklist

Project Information Incomplete A
Documen it Set Up 1Field missing g A
Summary & Background 1Field missing g A
Timeline Complete @

Document Outline Checklist
Complete ®

1. Scope of Work

o

< Back - Attachments

11. Once all sections are marked completed, click Submit Project Request to start the review and
approval process.

@ i ssctions are completet Submit Project R t
Click the "Submit Project Request" button to review and finalize those who will approve this draft. After finalizing approvers, you will submit your draft for review. ubmit Froject Reques

Project Properties Checklist

Project Information Complete ©
Document Set Up Complete ®
Summary & Background Complete ®
Timeline Complete ©
Document Outline Checklist
1 Introduction Complete ®
2. Scope of Work Complete ®
3.INTERNAL ONLY DOCUMENTS Complete ®

< Back - Document Editor Submit Project Request
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12. Click Submit Project Request For Review.

Confirmation Required

Cancel f Submit For Review
|

13. Your project has been submitted for review. Click Got it!

Great Job!

&

Your Project Request Has Been lssued!

YOur Gepanmen] Ras pre-sel BpeNowal Noups. 50 30 approver NS Aeady Deen A5Sgnat
B0 PAred AnTmatcak !

iou will receive 3 noofCAton ONCe your MEguest Nas Deen procesisd
-
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INTAKE FORM FOR REBID — MULTIPLE STAKEHOLDERS

You will receive a notification when you are invited to view an intake form for a contract that is due to be
rebid. The Project Information section will have the information entered prior to receiving the notification.

1. Once opened, click Edit Request.

e Project Request i

1l
m

2. The Summary & Background Section will have information completed for review. The Summary
section will have detailed information regarding the contract that is due to be rebid.

nnnnnnnn tion Summary & Background
Wikt susmemary Arel Bk st e prefact. Thata il e ritden tha

2.
A Far e 0 AT g M T STETARS] 2L A1 L] o

3. Enter the estimated spend in the Background section. If the contract is no longer required, enter a
comment indicating that you wish not to rebid the contract.

Background (optiopal)
Background -r--f.::- wevant 10 your progect and heip Ihe vendor Detter understand wiy thes progect o mpor tant. shat the Challenpes. are. or what would et the Ball out of the Dark
Sorutor Wraghtt

Kathenne fos - $1000

o

{ Back - Set Up Questions Document Editor = Next » |
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Click on the Setup Questions Section on the left side of the screen. Answer the questions that
populate.

B T Ry e ——— cat (P Proveow
Project intsrmation / Set Up Questions
| Set Up Quastions
Summary & Backgreund
1. What is the purpose of this request?*
2. Solicitation (Invitation to Bid, Request for Proposals. Request for Quotes, Request for Qualifications)
21,18 this project a new solicitation or oo we have issued before? o

Click Document Editor tab to proceed to the Document Editor Section.

Review the Scope of Work section. The buyer will have uploaded the specifications used previously
here for each stakeholder to review and edit as needed.

Click on Attachments — Next to proceed to the Attachments tab.

st TR T Prosci o Department Project 15

Scope of Work ©

1 Scops af work

Scope of Work

€ Back - Project Proparties

Attach any documents here that will need to be attached in the solicitation. To attach documents,
drop files or add files by clicking the blue Drop some files here or click to select files to upload. Click
Upload.

Attachments

Internal Documents
Include any documents that will support the creation of the project. These documents are for internal use only.

Upload

Uploaded Documents

@ Edit

[ A- Legal Review of Contracts,

t [ B-Review and Signatory Authority @ Edit

1 [ C- Standard Addendum to Agreement @ et

1 [ D-Procurement Planning @ et

# [ E-Yearly Purchasing Training December 2022 @ Edit

[ F- OpenGov - Requester Guide 01222024  Edit

< Back - Document Editor Final Review Checklist e)
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9. Once all information is added, Click Save at the top right of the screen.

# Meaninesia Page Iméte B
Untitled
Stotu: EIE]  Type Pectiuent  Departamt rchiry  Propect D nons
Dotument Gutfing amage Sectisrm Sco of Work & ..’
0ol ik Libr:
Scope of Work s

10. Once all stakeholders have entered the required information, the Lead Stakeholder will review and
submit the Intake Form.
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INTAKE FORM FOR RENEWAL — ONE STAKEHOLDER

You will receive a notification when you are invited to view an intake form for a contract that is due to be
renewed. The Project Information section will have the information entered prior to receiving the
notification.

1. Once opened, click Edit Request.

o Project Request i

1l
m
7

s Inwite Colabors

2. The Summary & Background Section will have information completed for review. The Summary
section will have detailed information regarding the contract that is due to be renewed.

Project intsrmation Summary & Background
Sl Up Questions

Summary & Backgreund

%
st et Vs Yy D sttt e Fopsacitate 3. " o

3. Enter the estimated spend in the Background section. If the contract is no longer required, enter a
comment indicating the goods and/or services are no longer needed, do not renew.

!
!

/ .

Background (optonal)
Bachygrourd rleemasion shesld be relssant
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4. Click on the Setup Questions Section on the left side of the screen. Answer question one (1).

L N ——— e 1
nnnnnnnn g / Set Up Questions
SHTUP Quastians 2 5 I i
ST

1 What is the purpose of this reque:

4t et e ssion e v st ers? (5]

5. Once all sections are marked completed, click Submit Project Request to start the review and
approval process.

Project Request Sections Checklist
Project Information
Document Setup
Introduction

Scope of Work

00000

INTERNAL ONLY DOCUMENTS

& Submit Project Request

Great job, all the sections have been successfully completed!

Click the button above o start the review and approval process.

6. Click Submit For Review.

Confirmation Required

You will 55l be able to make an0ges 1o your docum ‘/
Cancel & Submit For Review

7. Your project has been submitted for review. Click Got it!

Great Job!

&

Your Project Request Has Been Issued!

Yiour depanment has pre-ge1 Sppioval groups, 50 an Approver Nas alkeady been assiged
i automatcaly!

Yiou will receive 3 noUNCAtoN Gnce your request *as?:
’
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INTAKE FORM FOR RENEWAL - MULTIPLE STAKEHOLDERS

You will receive a notification when you are invited to view an intake form for a contract that is due to be
renewed. The Project Information section will have the information entered prior to receiving the
notification.

1. Once opened, click Edit Request.

o Project Request i

1l
m

2. The Summary & Background Section will have information completed for review. The Summary
section will have detailed information regarding the contract that is due to be renewed.

Project intsrmation Summary & Background
Sl Up Questions

Summany & Background

z.
315 P 1 A2 ST R S A STETARSY S SRS 8 § L] o

3. Enter the estimated spend in the Background section. If the contract is no longer required, enter a
comment indicating the goods and/or services are no longer needed, do not renew.

Background fi?»?m)
St Wt

Katharure R, - $1000

o

€ Back - Set Up Questions Document Editor = Next > |
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4. Click on the Setup Questions Section on the left side of the screen. Answer question one (1).

L N ——— o (O e
nnnnnnnn g / Set Up Questions
e —
-
L Whats the ar
Solcitation - Raquest for
201 et e slton e e meiommd s (o]

5. Once all information is added, Click Save at the top right of the screen.

# Mar intais Page Irmdle m
Untitled
mmm Type Fromcl Mpees! Departmt Pucbours Peojecl B ot
Project Frigaris Dovurmend Edior ErLacFrrurds Pl Py C Fechbcad it ‘ﬁm
Drsersrrent Cutne Marape Soitim Sc g ——
ope of Work ¢
sy Sy il Worh Filirs Progecs £ onors & s ¥ it Sect
L Soogss 0 Work
Tk Sogrch Sooos ol Work | ibrarny Agd Segzosted Content  Pariner Besguicos

6. Once all stakeholders have entered the required information, the Lead Stakeholder will review and
submit the Intake Form.
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CREATE, VIEW & RESPOND TO COMMENTS

Creating A Comment

1. To add a comment, click on the Chat sign located in different sections of the project.
Irrvite Expart = m

Profirt B i
ot [ J Proves

"

I A TTT —

+ Croate Pricing Table

2. Tag the person to receive the comment by clicking the plus sign + and select their name. Enter the
comment in the Start a New Conversation field. Click Comment.

Comments on Introduction Section

ntroduction Section

Viewing and Responding to Comments

1. When natification is received that a comment was added, click on the link to view the comment. The
comment will display and a reply section will be availble to enter your comment. Click in the Reply to
Comments field to enter your comment.

@ Katherine Rios Aug 10 2023 at 12:50 PM
Test

T
//
@ Reply to comments ‘—/

2. Once finished with your response, click Reply. Click Close to close the comment section.

@ Katherine Rios Aug 10 2023 at 12:57 PM
Test

@ Reply to comments

O Resolve Reply el
Followers o @ +

«
Close
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HOW TO FIND YOUR EVALUATIONS:
When the Project Manager adds you to the list of Evaluators, you'll get an email notification inviting
you to the Project.

DEMO: Evaluation Requested (OC123: Multiple Evaluation Phases Test (Ocean County))

Date: Fri, Sep 23, 2022 12:52 PM

To: Cody Winiesdorffer <cwiniesdorffer+demo2@opengov.com>

From: OpenGov Procurement Notifications <procurement-notifications@opengov.com>

Subject: DEMO: Evaluation Requested (OC123: Multiple Evaluation Phases Test (Ocean County))

(@) OPENGOV

PROCUREMENT

Hi Cody,

You have been added as an evaluator for OG Support to the project OC123
Multiple Evaluation Phases Test (Ocean County) by Cody Winiesdorffer.

The evaluation criteria have been finalized and all vendor proposals have been
uploaded. The project is all set for you to start your evaluation!

Please Note: You will be required to consent to a Proposal Viewer Agreement
before viewing proposals and starting your evaluation.

Start Evaluation

From the Projects page, select "My Evaluations" on the left-hand side of the page. This will pull up a
list of all your active evaluations that need completed.

© Tour Dashboard [ Documents SortBy # Craated Date IF= | Fiter ¥ All Statuses & Export

Y

CITY

Find Projects

# My Projects

©G Pro OpenGay

BEETIEEI Multiple Evaluation Phases Test
3 monihs ago (Oc County)

Q My Reviews
£ Wy Comments

-—
A Following

3] Al Projects

Navigate to the Notifications Inbox by selecting the bell icon in the blue OpenGov Procurement
banner, and select the Evaluations tab.
@ DPENGUV & Projects A Intake Bi Contracts | + New l
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Notifications Inbox @

Intake Builder (10) Sourcing (25) Evaluations (1) b-

~ New (1) @ Mark ogress | v Mark as Completec

O Date Subject

I () Sep 23, 2022 10:52 AM DEMO: Evaluation Requested (OC123: Multiple Evaluation Phases Test (Ocean County)) I
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4. You will be required to agree to the terms of the agreement before continuing to the evaluation.
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HOW TO SCORE PROJECTS:

1. Click on the Project and you will access the Project Landing Page.

LY)OPENGUV ®Projecs  Nnake [ Contracts ‘fNew‘

PROCUREMENT

Walk-in Grocery & Miscellaneous Items BRepors || 3\ Folow
D Status History 1 follower
Ternplate Request for Proposal

Department Food Services

Project ID 2021-RFP-005

@ Project Request

Solicitation v
In progress
@ Builder v <
@ Sourcing v <

2. Click on Evaluations to open up the options available: Score Proposals.
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Solicitation v
In progress
@ Builder v <
@ Sourcing v <
© Evaluations % v
* = @ Next Action
View Manage Evaluators
Evaluation Proposals Admin

Other Actions:

& Invite Collaborators

score

Proposals

™\

@ [Demo Only] Reseal Bids

You'll get started with the evaluation process from the Evaluations tab on a specific project's home

page.

My Evaluations
List of vendor proposals to evaluate
= Compare Proposals
Vendor Status Progress Actions

Crimson Procurement Consulting @ Not Started

You can see proposals in a side-by-side comparison.

My Evaluations

List of vendor proposal

= Compare Proposals ‘ k Show Scorecards »

Vendor Status Progress Actions

Crimsen Procurement Consulting @ Not Started

Show Scorecards ~

When opening up comparison proposals you will see questions down the left side of the screen,

vendors across the top of the screen and their answers vertically below.
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Proposal Comparison
Side-by-side comparison of vendor questionnair
‘endor Questionnaires Y Select Questions v | B Export fo Excel | & Export to C8V
tion Crimson Procurement Consulting
Acknowledgement and Acceptance of o
ns of the £
El
Acknowledgement and Acceptance of The Offeror takes no exceptions or modifications to the terms and conditions of the Solicitation. (Note: If none are listed below, it is understood that no
Terms and Conditions of the Solicitation”™  exceptions/deviations are taken)
Exception Requested N/A
Request for Confidentiality of
Proprietary Information
Request for Confidentiality of Propristary N/A
Information
Non-Collusion Affidavit
Non-Collusion Affidavit Confirmed
Requested Forms
w-9 [® Fon
Services Generating Cost to the District
Additional or separate contract
RFP Response (No Cost Proposal) men
Cost Proposal
Questions for Evaluation
Business Name(s) Costeo
AZ Locations Sossamon and Southern
Discount No
Discount (If Yes) N/A
Dizcoune (urther eclanaton needed) N/A
Work through the list of proposals, reviewing and scoring each one.
Crimson Procurement Consulting Scorecal
Cost Scoring to be determined by admin
eward Low Cost (28% of fotal)
The price or cost of the Proposal. According to Federal
Regulations, price or cost is weighted as the most
important factor.
Ability Score (0-25 Points) Comment (optional)
Points Based | 25 Points (25% of tota) -
The Offeror's ability and readiness to fully perform hd
according to the scope of work and other requirements of z
the Solicitation, taking into consideration any additional Y =
services, specialized services or expertise offered that
would meet or exceed the requirements of the
Solicitation.
Qualifications Score (0-22 Points) Comment (optional)
Fc Based | 22 Foints (22% ol I -
The Offeror's experience in performing comparable hd
projects with appropriate staffing and timely completion of 4
goals 0 22
Responsivness Score (0-25 Points) Comment (optional)
Points Based | 25 Points y .
The responsiveness of the Proposal to the requirements -
of the RFP, including an understanding of the scope of 4
work and how it can be achieved most efficiently and Y =
effectively

As you record your scores, you can make specific comments on each score:
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Ability Score (0-25 Points) Comment (optional)
Points Based | 25 Points (25% of total)

. . Enter a score Enter any comments
The Offeror's ability and readiness to fully perform -
according to the scope of work and other requirements of
the Solicitation, taking into consideration any additional
services, specialized services or expertise offered that
would meet or exceed the requirements of the
Solicitation

8. You may also take general notes about the vendor you are evaluating:

My Evaluations

List of vendor proposals to evaluate

npare Proposals Show Scorecards «

Vendor Status Progress Actions

Crimsen Procurement Consulting @ Not Started B Notes + Submit Scores

Grimsan Procurement Gonsulbng Notes

9. When you've completed your scorecards, submit the scores to finish your job as an evaluator.

Foints Based | 25 Foints (25% of totai)

. I 25 . l This vendor shows great ability in their responsel
The Offeror's ability and readiness to fully perform -

according to the scope of work and other requirements of =

the Solicitation, taking into consideration any additicnal o N,

services, specialized services or expertise offered that
would meet or exceed the requirements of the

Solicitation

Qualifications Score (0-22 Points) Comment (optienal)

Points Based | 22 Points (22% of tota) =

. I 22 l This vendor has all the qualifications needed to
The Offeror's experience in performing hd
iy complete the job as required

projects with appropriate staffing and timely completion of 4
o (N --

goals

Responsivness Score (0-25 Points) Comment (optional)

Points Based | 25 Poinis (2% of totai) =
l 25 l This vendor met all criteria for being responsive.

The responsiveness of the Proposal to the requirements
of the RFP, including an understanding of the scope of

work and how it can be achieved most efficiently and e 25

effectively.
‘ <A Submit Scores Save + Save & Close

Submit your scorecard once you have completed scoring for each item
Your scores will not be counted until they are submitied
You can unsubmit later in case you need to make changes

UN-SUBMIT, MODIFY & SUBMIT

1. If needed, you can Un-submit to modify your scores.
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= Compare Proposals | Compare Scores »
Vendor

Cody W Test Vendor {Demo}

Second Proposal

Status

« Submitted

@ Excluded

My Evaluations

List of vendor proposals to evaluate

4 Proposal Viewer Agreement Accepted
Sep 23, 2022 2:17 PM

Progress Actions

© Complete! # Scorecard END:ES‘I ' Unsubmit I

/
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