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Creating and Awarding Quick Quotes in OhioBuys

Introduction

Overview: A quick quote is a standardized, simplified solicitation process that encourages competition and standardization. A quick
quote needs to be completed in OhioBuys whenever a line item in a purchase requisition references a State Term Schedule (STS)
contract or contains over $5,000 in non-catalog items for a Supplier.

This learner guide covers the activities related to creating a quick quote in OhioBuys, identifying and inviting Bidders and/or
Suppliers, reviewing and comparing quotes, making awards, and updating associated purchase requisitions.

o Agencies that have adopted OhioBuys and are using it in the manner prescribed by State of Ohio Administrative Policy:
Purchasing Procedures (PM-01) are not required to submit requests to the Controlling Board when a minimum three or more
quotes or proposals is not obtained when purchasing from an STS Contract. Instead agencies must invite multiple suppliers to
the solicitation.

e State agencies not using OhioBuys in the manner prescribed in PM-01 shall continue to obtain a minimum of three quotes or
proposals.

¢ Unless you are planning to create a contract based on the results of the quick quote, you must create a purchase requisition
prior to the creation of the solicitation.

¢ Any quick quote that is being created and liked to a requisition must be awarded in OhioBuys.

e Agencies are encouraged to rely upon the items in the item grid as the official proposal from the supplier, instead of any quotes
(e.g., PDFs) that may also be attached along with their proposal. Doing so eliminates the risk of confusion when the proposal in
the item grid and the PDF quote don't contain the same pricing, or when attachments list other terms and conditions that
conflict with those governing the solicitation (e.g., shipping charges).

e Agencies should consider including language such as "Completion of the grid is required and will be considered the response
for evaluation. No outside/additional documentation will be considered." in the Process field of solicitations, when it's
applicable.

o If a PDF quote is attached, agencies must review it to ensure it is consistent with the terms and conditions governing the
solicitation. If there are any inconsistencies, the agency must conduct a clarification to obtain an updated copy of the quote.

e Suppliers have to agree to the following before they are able to submit a bid:

By clicking the below "I Agree," you are agreeing to the following:
1. If you are quoting against a contract in which you are a current supplier, the terms of that contract will apply.

2. If this solicitation includes terms and conditions, the terms and conditions of the solicitation will apply in addition to the State
Standard Terms and Conditions linked below. If there is a conflict between the terms and conditions in the solicitation and the State
Standard Terms and Conditions, the solicitation controls.

3. If this neither references a current contract nor includes terms and conditions attached to the solicitation, you are agreeing to the
State Standard Terms and Conditions linked below.

Users: Both Requisitioners and Requesters who have been given the Quick Quote Procurement User role may create and manage
quick quotes.

Process Overview:

1. Create the Quick Quote Solicitation: From a purchase Requisition, you can click Create Quick Quote to start the Quick Quote
Process.

2. Set Up the Quick Quote Solicitation: You can add information including the start and end dates, selection process, and summary
of the need to provide additional details to potential Suppliers and Bidders. You may also provide more detail about the items
contained in the solicitation, including adding any relevant attachments.

3. Identify and Invite Bidders / Suppliers: You must select Suppliers who can provide the commodity requested in the quick quote
solicitation. Searching for Bidders and Suppliers to invite can be filtered on qualifications such as Equal Employment Opportunity
qualification.

4) Release the Quick Quote Solicitation: You must release the quick quote solicitation by sending the invite to the selected Bidders
and/or Suppliers. Doing so will automatically post the solicitation on the OhioBuys Public Portal where additional Bidders / Suppliers
can see and respond to the request.

5) Analyze and Award: At the close of the bidding period, OhioBuys provides a simple and straightforward view for you to compare
quotes from Bidders / Suppliers side-by-side and select the one that best meets your needs.
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6) Update the Purchase Requisition: Once an award has been made, the original purchase requisition needs to be updated with the
award details. After the original purchase requisition has been updated, it can be submitted for approval.
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Creating and Releasing Quick Quote Solicitations

Topics
e Create a Quick Quote Solicitation
¢ |dentify Bidders and Suppliers for a Quick Quote
e Release a Quick Quote Solicitation
o Link to Post a Solicitation
e Cancel a Solicitation
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o °
(Eﬁw’ OhioBuys (reating a Quick Quote Solicitation
e

Updated: 09/04/2024 07:47 PM Version: 13.0

© Purpose & Profiles

This job aid covers the process for creating a new quick quote solicitation.

Profiles: Requisitioners, Requesters (with the Quick Quote Procurement User profile)

& Used When

Reference this when creating a new quick quote.

Note

Agencies that have adopted OhioBuys and are using it in the manner prescribed by State of Ohio Administrative Policy: Purchasing

Procedures (PM-01) are not required to submit requests to the Controlling Board when a minimum three or more quotes or
proposals is not obtained when purchasing from an STS Contract.

State agencies not using OhioBuys in the manner prescribed in PM-01 shall continue to obtain a minimum of three quotes or
proposals.

DOT Note

When DOT users create a purchase requisition that requires a quote, there are certain situations where it is appropriate to create
a quick quote, and others where it is appropriate to create a request for quote (RFQ) in OhioBuys.

¢ RFQ solicitations should be created when purchasing non-contract items that require quotes in OhioBuys in order to meet
all State requirements for electronic agency competitive selection. Please work with the appropriate Contract Analyst to
conduct an RFQ solicitation and get a contract created for this purchasing need.

e Quick quote solicitations should be created when purchasing items from existing contracts or catalogs that require quotes
in OhioBuys. (e.g., STS Contracts, Competitive Two Phase Contracts)
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Create Solicitation

OhioBuys i Souring Cortoots s A 05 Qv - @
1. Open the purchase requisition for which you would like to €9 % Reiston REU000004S2S-Tsing b Repsns (Dr)

create a quick quote solicitation and click Create Solicitation.

Note that the purchase requisition must be in either Draft,
Initialized, or Requisitioner Approval status.

Create Solicitation

Note

If you are creating a solicitation in reference to a contract with a
hosted or punchout catalog you must add items from the catalog
to your cart before clicking Create Solicitation. Freeform items will
not update properly.
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Create a New Sourcing Project
Create a New Sourcing Project

Sourcing Project Label *

Quick Quote Example

Sourcing Type*

Quick Quote [x
RFx Type*

Quick Quote [
RFx Grid*

Response [ %

Commodities*

81111812 - Computer hardware maintenance [ 2
support service

Organizations *
DPS100000 Directors Office CDSB Q-

Open Date*

4/12/2023

o

The associated line item information from the purchase requisition will be automatically carried over into the item grid of a new
quick quote solicitation (Supplier, Item Description, UOM, Price, Quantity). You can edit these details prior to releasing the quick
quote solicitation for responses. From this page:

¢ Enter the Sourcing Project Label, which should be a short description of what the quick quote solicitation is for. By default, this

field will populate with the Label from the purchase requisition. Note that this will also be the title that Bidders / Suppliers see,
and that users should always spell out agency names and divisions/offices/bureaus.

¢ Set the Sourcing Type and RFx Type to Quick Quote.

e Confirm and make any necessary updates to the Commodities and/or Organizations fields. These fields are pre-populated
based on your purchase requisition.

e Enter the Open Date. This informs when responses will be opened and reviewed.

Go to Sourcing Project

X X . . ) OhiOBUYS s somns coumes $wp Prummen Skt Anics bl Rones A N
2. After completing the sourcing project fields, click <D souchgben

Go to Sourcing Project.

Go To Sourcing Project
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Sourcing General Information

. . . . . [ - N — A 0O maex -
3. The sourcing project is displayed. Review the Sourcing Genera <D % Sourinsprojct SRCOO0O0O1093 - T o Repairs  Setu Projct

Information section for accuracy. After making any relevant
updates, click Save. = e Sourin G frnation

B Save

Setup Team

4. Navigate to the Setup Team tab.

Sourcing G

Sallcaton 10
SRCOAC00N1073
L

Note

If there will not be any team members from your organization
assisting you with this quick quote, you can proceed to step 5.

Setup Team

On the Setup Team tab, you are able to add team members to your quick quote. This is particularly helpful if you would like someone
to be able to take action on your quick quote while you are out of the office. Note that Requisitioners and Agency
Procurement/Fiscal/Final Approvers can see all sourcing projects within their organizational scope (i.e., these users can see relevant
sourcing projects without being manually added to each solicitation team).

Save & Close

Team

Select user(s) ©*

o-
Email < Profile Contact $
SME (Sourcing Project) -
W mkaizer@kpmg.com KAIZER Mike
Responsible (Sourcing o-
Project)
W michael.kaizer@das.ohio.gov KAIZER-REQUESTER Michael

Search for your team members using the Select User(s) field, and update their Profile if appropriate. Then click Save.

Note

e Only the user listed as Responsible for the project is able to release and award the quick quote.

¢ In most cases, users added to a team on a quick quote solicitation should be given either the Contributor or SME role.
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Prepare Solicitation

OhioBuys  suwes soren o Coocs Shop Prcumen  Rdened Pomil Aahics  PblcBoest  Adrin A 00O max -

5. NaVigate to the Prepare Solicitation tab. <D Sourcing project: SRCO000001093 - Training Lab Repairs - Setup Team

AdaaTasc

Document

Setup Project

KAZER REQUESTER Mchael

Inquiry

Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award

Amendment
OhiOBUYS  soviet surs Grines Son Mmoot i Pt A O ek -
6. Update the Amendment field to No. <D Sourcing project: SRCO000001093 - Training Lab Repairs - Prepare Solicitation
Amendment?* .
No o v
Note

Though not required, users should also update the Posting
Approval Required field to No.

Posting Approval Required?
No [ I

Dates

L . . OhioBuys = e A L8 QM -
7. Update the solicitation dates, starting with the <D % Sourcinsrofect SRCOODO001093 - Traning L Reais - repare Soltation

Closing Date and time, which is the date and time that responses

will be due from Bidders and/or Suppliers.

Inquiy BeginDate

‘Commodity Suppliers
InciryEnd Dt

Supplers Ntifed
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Solicitation Dates

Open and Closure ®

Begin Date
4/12/2023 6:16:03 PM -
Closing Date *
4/13/2023 9:00:00 AM - v Close

automatically

Open and Closure Dates

¢ Begin Date - The date and time the solicitation begins. This field will automatically populate with the date and time that the
sourcing project was created.

¢ Closing Date - The date and time by which Bidders and Suppliers must submit their response(s). Closing dates and times should
be during business hours so that issues can be resolved before bids are due.

To future date a solicitation start, enter a Begin Date that is in the future. When posting the solicitation, click Cancel in the pop-up
window that appears. Doing so will block the Suppliers from bidding until the future Begin Date is reached, thereby future dating the
solicitation.

Inquiry Period®

Inquiry Begin Date
4/12/2023 12:00:00AM . ~

Inquiry End Date*
4/13/2023 9:00:00 AM -

Inquiry Period Dates

¢ Inquiry Begin Date - The date and time that the inquiry period begins, and Suppliers will be able to submit questions using the
inquiry function in OhioBuys. If the Inquiry Begin Date is not populated by the user, it will automatically match the solicitation
posting date once the solicitation is open for bidding.

¢ Inquiry End Date - The date and time that the solicitation will stop accepting Supplier questions using the inquiry function.
Users must always manually enter the Inquiry End Date.

Enable for Public Posting®

Publication begin date
4/12/2023 12:00:00 AM " ~

Publication end date

4/13/2023 9:00:00 AM v

Enable for Public Posting Dates

¢ Publication begin date - The date on which the solicitation will appear for viewing on the public OhioBuys solicitation portal. If
not populated by the user, the publication begin date will automatically populate to match the Begin Date of the solicitation.

¢ Publication end date - The date on which the solicitation will stop appearing on the public OhioBuys solicitation portal. If not
populated by the user, the publication end date will automatically populate with a date one year after the Closing Date of the
solicitation.

Note

The attachment function for replying to inquiries is not enabled. All relevant details and documentation should be provided in the
comments section. For more information on Supplier Inquiry, please consult the Creating, Managing, and Awarding Solicitations
Learner Guide in the OhioBuys Training Catalog.
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Note
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Creating a Quick Quote Solicitation

If the Publicly Post Opportunity checkbox is disengaged, verify that the Commodity Suppliers Notified selector is set to No.

Process

8. Complete the Process field. This field provides additional

details regarding the basis for making an award, and should be
used to explain things like what the award will be based on or oth
procedures that apply to the solicitation.

Process

Lowest bidder will be awarded.

Summary

9. Complete the Summary field, which should include additional
details regarding the purpose for the solicitation. The Summary
field will automatically populate with the the information containe
in the Request Description field of the purchase requisition and
needs to include a clear description of the need, when the
goods/services will be needed, the Ship To address, and the
method of payment.

Summary

®

Repair services for the machines in our training lab. at
123 Parth Ave in Cleveland. Services are requested for
late April. Payment will be made on site.

Note

OhioBuys s ¢ Comscs e P

S T A 0@ k-
< 9D ‘Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation

e

v Tracking

Crestedon 4/112/2023 61603 PMIUTC-4) by Kaizsr Requeter Michsel

[ e N

A 0O M -

< 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation

e |

Publction s cste

owmm‘

[Sammary.

®

v Tracking

Crestedon 412/2025 61603 PMUTE4) by

The Process and Summary fields will both be visible to the public on the OhioBuys public solicitation portal.
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Note

Though not required, users can complete the Ship to field on the Prepare Solicitation tab to provide Bidders and/or Suppliers with
a precise shipping address.

Ship to

Ship To

Available addresses are limited by a user's organizational scope. To add a Ship to address, begin typing one in and select it from the
drop-down menu.

Save

OhioBuys < s oo - PSR I

Process

10. Click Save. <o e

B Save

For details on subsequent steps in the Quick Quote process, refer to the following assets:

Identify Bidders and Suppliers for a Quick Quote

Release a Quick Quote Solicitation

Award a Quick Quote Solicitation

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


https://ohio.opuseps.com/app/content/tasks/130708
https://ohio.opuseps.com/app/content/tasks/129438
https://ohio.opuseps.com/app/content/tasks/129439
https://ohio.opuseps.com/app/content/tasks/130595
mailto:OBM.ContactCenter@obm.ohio.gov
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o .
CU;J,M’ OhioBuys Locating an Existing Quick Quote Solicitation

Updated: 06/21/2024 05:22 PM Version: 4.0

O Purpose & Profiles

This job aid covers the process for locating a quick quote solicitation in OhioBuys.

Profiles: Requisitioners, Requesters (with the Quick Quote Procurement User profile)

& Used When

Reference this when navigating to an existing quick quote solicitation that is in the in-progress, or completed state.

Click Sourcing

1. Log in to OhioBuys. From the Main Menu Navigation bar, click
Sourcing and then select Sourcing Projects from the drop-down
menu.

My pending validations

Sourcing Contracts Shop

| Sourcing Projects

Create Sourcing Project

Price Management

Create
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Click My Sourcing Projects

2. You can search for a quick quote by Keywords, Commodity,
Project Team, and Status. If you want to limit your search to only
show quick quotes on which you are a team member, click the M
Sourcing Projects checkbox.

Click Search

3. Click the Search button.
Q Search

Click the Pencil

4. Click the Pencil icon next to a quick quote to open it.

S
Pencil Icon: &

If you have questions or need additional assistance, please contact the
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov
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o .
(Bﬁw OhioBuys |§entifying Bidders and Suppliers for a Quick Quote

Updated: 08/07/2024 03:03 PM Version: 8.0

© Purpose & Profiles

This job aid covers the process for inviting Bidders and/or Suppliers to participate in a Quick Quote solicitation in OhioBuys.

Profiles: Requisitioners, Requesters (with the Quick Quote Procurement User profile)

& Used When

Reference this when inviting Bidders and/or Suppliers to participate in a quick quote solicitation.

For details on previous steps in the quick quote process, refer to the following assets:

Create a Quick Quote Solicitation

Note

In addition to the Bidders and Suppliers specifically invited to participate in a solicitation, unless the Suppliers Notified button on
the Prepare Solicitation Tab is set to "No," all Bidders and Suppliers that have indicated they can provide the commodity associated
with the solicitation will be notified that there is a new solicitation available.

Add Suppliers

OhioBuys

1. Open the quick quote solicitation, and navigate to the
Add Suppliers tab.

Setup Project
Setup Team
Inquiry

Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results
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Note
If you wish to only invite Bidders and/or Suppliers who hold a valid MBDD status, turn on the MBE Set Aside indicator on this tab.

O MBE Set Aside

If you wish to only invite Bidders and/or Suppliers from an STS or MMA contract, engage the STS and/or MMA slider(s).

O STS
O MMA

Note that this must be done before adding Suppliers. If either of these is selected, the Other Contracts field will become a required
field and be pre-filtered to only show relevant STS or MMA contracts. Once a contract(s) is selected, all dealers associated with the
selected contract(s) will be added to the Add Suppliers tab and will subsequently be invited to the solicitation.

Select Suppliers

OhioBuys s s o R—

2. Click the Select Suppliers field. By default, this drop-down will Sourin poject: SRCO000001104 - TraiinLab Repis - Add Suppiers
display all of the Bidders and Suppliers who have set up their
account with the relevant commodity code(s) in OhioBuys.

v Progress

Select Suppliers
K -
CAREWORKS TECHNOLOGIES

0000067707
PO BOX 182878 43218-2878 COLUMBUS

DLT SOLUTIONS LLC
091103

INSIGHT PUBLIC SECTOR INC

SIRIUS COMPUTER SOLUTIONS INC
000008130
EUNION PLZ ST

See All

Note

If the quick quote solicitation is for an item tied to a contract with Dealers, such as an STS contract, users can use the Other
Contracts field to automatically pull all of the dealers into the list of added Suppliers.

Other Contracts

Users can locate the contract by clicking in the Other Contracts field and typing in the name of the contract, then selecting it from
the drop-down menu. Users are able to select multiple contracts at once in the Other Contracts field.

Additionally, users can click See All on the Other Contracts field, search by an index number on the left side (e.g. STS123), check all of
the contracts that come back, and then pull in all dealers for a particular index number.
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Note

In certain circumstances, such as when conducting a two-phase quote, it may be appropriate to select Suppliers based on
preexisting contracts in OhioBuys. Note that the process below does not work to add all of the Supplier(s) and Dealers from an STS
contract. To locate the Dealers on an STS contract, please follow the steps outlined in the next note of this job aid.

Master Contract Other Contracts

o If applicable, users can indicate the Master Contract and/or Other Contracts for the solicitation. This will automatically add all
Suppliers associated with the Contract(s) to the list of invited Suppliers.

¢ These options are most commonly used when a contract has already been awarded to a pool of pre-qualified Suppliers and
secondary solicitations amongst those Suppliers are required before a purchase can be made.

¢ Adding a Master Contact will pull the Supplier associated with a parent contract, as well as the suppliers associated with any
child contracts. Note that users may only add one Master Contract.

¢ Adding Other Contracts will pull in the Supplier associated with a particular contract. Users should use this field to easily add
the suppliers associated with a Competitive Selection Two Phase Contract. This field can also be used to quickly add contract
Suppliers that are associated with a particular Index Number. Note that users may select multiple Other Contracts.

Other Contracts
[ | . } Add a Task

test1234 - Test Real Estate Amendment #1
SERVICENOW-CATALOG - ServiceNow Catalog
CTR001313 - Office Supplies and Related Products
i 000009-01 - NexGen eProcurement.
CTR001307 - MWK Punchout v2
CSP900917 - MANAGED SERVICE PROVIDER FOR NON-IT STAFF AUGMENTATION SERVICES Amendment #2
800767 - DO NOT USE Agricultural Machinery - Tractors, Mowers, Combines & Loaders, etc.

CTR001297 - Blanket Test Enhancement

CRP30004 - Assorted Pressure-Sensitive Tapes v2

See All

12345 - ALB Robv2 082120 Amendment #2

e Users can conduct a more detailed search in either the Master Contract or Other Contracts field by clicking in the drop-down
menu and selecting See All. There, users can search for contract(s) using a variety of filters, such as the Index Number, by
clicking on the More Filters ( Y ) icon. Selections can be made from the See All menu by clicking the Checkbox ( ) icon(s)
next to the relevant contract(s).

See All
OhioBuys = . s s nt RekmeSPmt Ay PbicRewet  Adrin A 08 @ vk -
3. To add additional Bidders and Suppliers that have not <va s < Lab Repars - Add Supplers
indicated on their company profile that they can provide the B =D =
commodity associated with the solicitation on the profile, click . ’ . Hpgrms

Ada Tk

See All in the Select Suppliers drop-down.

~ Documents

Select Suppliers

See All
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Commodity Filter
OhioBuys A 0 Qumac - @
4. Click the X icon next to the Commodity filter to remove it, the BronseSuppers ox @
search for the Bidder and/or Supplier you would like to invite. ol
Commodity ®
81111812 - Computer hardware maintenance support service o- i O oo ] ot i i il ] il
oomoerry supostary SARRORIS, adie PoBOX 182878 PoBOX 162878
ocooosti0a supzzziso DUISOLUTIONS  ftive SRR R
Note

You can also filter your results to only show Suppliers with a

Supplier Contact by toggling the Supplier Contact on File radio
button.

O Supplier Contact on File ®

Checkbox Icon

OhioBuys  swies s

5. Click the Checkbox icon select a particular Bidder or Supplier

click the Checkbox icon next to the OAKS ID header to select all of
the displayed Bidders and/or Suppliers. Then close the Browse
Suppliers pop-up window.

Browse Suppliers

Supplr Contaton Flle

= Company

v OAKSID ¢ Code ¢ CompanyName ¢ Status ¢ MBDD Status Address Code ¢
v 0000164503  SUP240538 it WORKS  gctive R—
1 Record(s)
Save
OhioBuys Supplirs Sourcing Contracts Shop. aremcnt Releac & Pomit Analyics Publc Roquest Admin A 0° @ vimak -
6. Click Save to confirm the list of invited Bidders and Suppliers. £ D & | soiohct Sco0co0ntiid okt Add Spkers

Master Cotract

Setec supplrs

% * ‘Supplier ws  ManCemtact Inviteds
B Save - pape— . = i

If you would like to remove a Bidder or Supplier, click the Trash Can
( Tl )icon next to their name and then click Save.



Note
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Users should select the Sourcing Invitation Contact to be listed as the Main Contact for the solicitation, if the supplier has applied
that role to a user's account.

Supplier contacts@®

+ Create New Supplier Contact

Contact

=  BROWN
Y GEORGE

Hunter Sally

Sherman
Kara

Select Existing Contact

Login @

GBROWN@BESOLUTIONS.ORG

shunter@besolutions.org

BESOBREQUEST@BESOLUTIONS.ORG

ksherman@besolutions.org

Role
Contract contact Order Contact
Revenue Share Contact

Supplier admin

Revenue Share Contact

Supplier admin

Sourcing Invitation Contact

Contract contact
Contract contact Order Contact
Revenue Share Contact

Supplier admin

For details on subsequent steps in the quick quote process, refer to the following assets:

Release a Quick Quote Solicitation

Award a Quick Quote Solicitation

Update a Purchase Requisition with a Quick Quote Award

Other assigned suppliers

BROWN ENTERPRISE
SOLUTIONS LLC

BROWN ENTERPRISE
SOLUTIONS LLC

BROWN ENTERPRISE
SOLUTIONS LLC

BROWN ENTERPRISE
SOLUTIONS LLC

Email

GBROWN@BESOLUTIONS.ORG

shunter@besolutions.org

BESOBREQUEST@BESOLUTIONS.ORG

ksherman@besolutions.org

Primary Phone

614/588-
0248

614-588-0248

6145880248

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or

phone (877-644-6771).



https://ohio.opuseps.com/app/content/tasks/129438
https://ohio.opuseps.com/app/content/tasks/129439
https://ohio.opuseps.com/app/content/tasks/130595
mailto:OBM.ContactCenter@obm.ohio.gov
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o °
C@m OhioBuys Releasing a Quick Quote Solicitation
e

Updated: 06/21/2024 05:35 PM Version: 8.0

O Purpose & Profiles

This job aid covers the process for releasing a quick quote solicitation.

Profiles: Requisiitoners, Requesters (with the Quick Quote Procurement User profile)

& Used When

Reference this when you are ready to post a quick quote solicitation and accept bids.]

For details on previous steps of the Quick Quote process, refer to the following assets:

Create a Quick Quote Solicitation

Prepare Solicitation

) o ) OhioBuys ~ swsies s Connes  Sp P Reeweipamt A AbicRees Agnin A 0 @ ek -
1. Open the quick quote solicitation that you would like to releas € # Sourcing projct SRCO00DD01093 T Lol R  Setu Pojct

and navigate to the Prepare Solicitation tab. = =)

Sourcing General Information

Solicitation D

- v Documents
Status

5
— o - " Contracting Entity” Particpating Organizatons. ~ 0 Sdected
() Prepare Solicitation s e 52 : :
Commodities’ Other Commodities. B I R Oy (8
il 4/15/2020 @)

Project tart e
sanzn

®

Market Type



https://ohio.opuseps.com/app/content/tasks/129436
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Items
OhioBuys ~ swwies souuime comocs 5o - A 2O Mk -
2. Navigate to the Items header to confirm the items that have < D % Sourcng project: SRCO000001093 - Training Lab Repais - repare Soficitation a s
been added automatically from the purchase requisition. foned T
seected
i1 Lo Repairs Orsf) © -
Contm vitedSuppcrs Docuents Workfo
Open and Closure @
S Solctation status s acginoste
Selected Lot - Round * oot S — Dazon | 61803PM O
Lot : 1 - Round : 2 - Training Lab Repairs (Open for Bidding) € ~ o cfj“::::u 230007 © -
Setup Confirm Invited Suppliers Documents Workflow
4122008
RFx Settings
Solicitation Status Workflow Status
Open for Bidding Save as a template Open for Bidding
RFx Type
Quick Quote

Solicitation Name *

Training Lab Repairs

Lot # ® Round # ® Amendment?*
1 2 Yes [ 4

Quick Quote Item Grid

+ Add Grid + Add products & Export Grids to Excel ~ 2. Import Grids from Excel Preview
Use the excel Exp port feature for large solicitati ing 300 items)
Response

= Actions ~

0 Selected

Code (V) = Type (V)* & Label (V)* Qty(v)* ¢ Unit (v)* & EE Reference Price + E Deliv. date (V) * I

Require @ ~
Item

PR 1 Require o- Training Lab Desktop Repairs 1 AMT O~

1 Record(s)

e The information displayed in the grid is populated from your purchase requisition. Review the displayed information. Ensure
that you complete the Label, Unit, Delivery Date (for Products), Manufacturer, SKU Number, and Detailed Description sections.

(Some of these fields are not applicable when obtaining a quick quote for a catalog item.)

¢ Any fields with a (V) in the title are fields that are visible to a Bidder and/or Supplier when submitting their response.

e There will always be one blank line item displayed in the grid, this is where additional line items can be added to a quick quote
solicitation if needed (e.g., and alternate item added by a Bidder or Supplier.

¢ To add attachments associated with an item, click the Buyer Attachments button and select the file that you want to upload.

e To make a field mandatory for a Bidder and/or Supplier, right-click on the column header for the field you like to update and
then select Column Settings. From the displayed pop-up window, click the Required? checkbox and then click Save & Close.

Note

If there is a need to add additional items to the quick quote, it is recommended that users first add them to the purchase
requisition, and then create a new quick quote using the Create Solicitation button. Lines added directly to the quick quote will not
be able to be updated on the purchase requisition.
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Documents

OhioBuUyS ~ swwies soouim  Comocs St proasement ReleseGPemit A Pl Rt Adin
3. Navigate to the Documents header to confirm that any

Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation

A 00O Mamax

Q search

relevant attachments have been applied to the solicitation.

Selected Lot - Round”
Lot 1 Round ;1 - Trsiing Lab Repirs (Drsf] ©

Kems  Confirm nvted Suppliers Workflow

RXGrid Groupl)
Selected Lot - Round *

Lot: 1 - Round : 3 - Training Lab Repairs (Draft) @ ~

4AMGH | +Addproducts & BponGrdstoBcel - LImportGrlds fomBxcel  Preview,
Setup Items Confirm Invited Suppliers Documents Workflow

Response

RFx Settings

= Actions -

Solicitation Status

Workflow Status
Draft

Save as a template
RFx Type*
Quick Quote

Q-

Solicitation Name *
Training Lab Repairs

Lot#® Round # ® Amendment?*

Posting Approval Required?
1 3

Commodity Suppliers

Suppliers Notified

@ Yes O No

Note

If your solicitation does not require attachments, proceed to step
5.
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Quick Quote Documents

Create a Document Attach Existing Document

~ 0 Selected

Title ¢ Type s At Contact % Last Modification (UTC-4) ¢ Creation Date (UTC-4) ¢
Lab Public KAIZER
B & Repair  Jolcitation @  REQUESTER 4/13/2023 2:17:54 PM
. Documents Michael
Details ichae
(Approved)
1 Record(s)

Releasing a Quick Quote Solicitation

Validity End Date ¢  Version

Users should use the documents section to upload any attachments that Suppliers will need in order to submit their response.

Create a Document

o Click Create a Document.

Select a document type

[Template] RFx Excel answer form
Ad-hoc Solicitation Document
Confidential Documents

Evaluation Documents

Pre-Solicitation Assessment Documents
Public Evaluations Documents

Public Proposals

Public Solicitation Documents

RFx Commercial Documents

RFx Technical Documents

¢ Select a document type. For most documents attached to a quick quote, users can select Public Solicitation Documents.

Title

Title*

¢ Input a document Title. This is the name of the document that will appear within OhioBuys.

Information

Status”®
Approved o-

®

® & Click or Drag to add files ~ (Publicfile)

¢ Use the Click or Drag to add files button to either drag the attachment from your desktop, or search for it in the File Explorer.

Save & Close
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o After uploading the attachment, click Save & Close.
Repeat the above process as required to upload any additional documents.

Note

All documents uploaded to the documents section of the quick quote will be posted to the public. Users should be careful not to
attach any internal-facing files to the solicitation.

Submit

OhioBuys - o s B bl st o N
4. Click Submit. < 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Q serch

[ oecom ] oo QRSN |

Selected Lot - Round
Lot 1-Round 1 - Traiing Lab Repars {Draf) © =

Sewp  lems  Confrminvied Suppiies  Documents  Workflow

e

s e s Aw ot s )+ 4 -

Fuic
Sltaton
Documents. @
oo

KAZER.
FEQUESTER 4132029 20759PM  4/13/2025 217547

Send

[ T —— A 0 @ Mk

5. Click Send . Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Q search

T
. .

Selected Lot - Round”
Lot 1-Round ;1 - Training Lab Repars (Draf) © =

Sewp  Mems  Confim nvied Suppliers

Attach Existng Document

0 Selected

Twe & Type
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Sending a Solicitation Invitation

Complete the following steps on the displayed pop-up window:

RFx Quick Quote 4/21/2023 8 BO@OX

CICE BT

Files to attach

RFx documents Excel 97-2003 quotation form (xs) Excel 2007-2010 quotation form (xisx)

Send to

v
© CompanyName Sendingmodes  User

Add Supplier Contact(s)
o-
W CINCINNATI ASSOCIATION FORTHEBLIND | Email @~ +

@ DOELLMANRACHEL #

1Record(s) <
Copy all team members

Email

Subject
OhioBuys: Solicitation Invitation: Quick Quote 4/21/2023 Send me a copy

Dear {Scontact firstname} {Scontact_lastname,
You are invited to participate in an OhioBuys solicitation: Quick Quote 4/21/2023.
This opportunity will close on 4/22/2023. Please click here to navigate to the event.

Event Details:

« Solicitation Name: Quick Quote 4/21/2023
« Solicitation ID: SRC0000001105

1. Select the files you would like to attach to the invitation to bid email.

2. Confirm the Bidder and/or Supplier list. Note that if a Supplier does not have a Supplier Contact in OhioBuys, you will need to
deselect that Supplier by unchecking the checkbox to its left, and will need to contact the Supplier outside of OhioBuys.

3. Revise the email Subject and Text as necessary. Be sure to check off Send me a copy as this will make it easier to copy and paste
the message text for any emails to Bidders and/or Suppliers sent outside of OhioBuys.

Note

e Once a solicitation is posted, it will also become available on the OhioBuys Public Portal unless the Publicly Post Opportunity
checkbox has been unchecked. This means that the solicitation is visible to all Suppliers regardless of whether or not they
were invited to participate.

¢ Alternative methods in OhioBuys to view and get a copy of the Solicitation Invitation email:

1. Click the View Solicitation Activity tab, click on the link in the Email column for one of the suppliers, from the Sent Email screen
click the email link under the Subject column to view and save a copy of the email.

2. Click the Workflow tab within the Prepare Solicitation tab, scroll down to Mail History section, click the email link in the Subject
column for one of the suppliers, and view and save a copy of the email.

Send & Close

OhioBuys  sesies swcor Connts 5o Prcrenes  ekseiremi A il st Adnin A0 O sk -
RFx Training Lab Repairs 8 ox

6. Click Send & Close, and click OK in any pop-ups that appear. R

Send and close

Email

Subject

Isite maplLegal mentions]
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ohio-pre.ivalua.us says

Do you really want to notifiy selected suppliers ?

ohio-pre.ivalua.us says

Click OK to open the bidding period

The solicitation has now been posted.To confirm its status, on the Prepare Solicitation tab confirm that it has both a
Solicitation Status and a Workflow Status of Open for Bidding.

RFx Settings
Solicitation Status Workflow Status
Open for Bidding Save as a template Open for Bidding
RFx Type
Quick Quote
Solicitation Name *
Quick Quote 4/21/2023
Lot# ® Round # ® Amendment?*
1 1 No o-
The workflow for a posted solicitation should resemble the image below:
Workflow
Ad Hoc No Ready to be 5 Cancelled Rfx._Yes
n— Approvals? Posted Open for Bidding Type? Cancelled
Yes No
Define Posting_No Send Public Noti Yes
Ad-hoc Approval eA';‘smS;l;”g _— e v ICRF?_,'ce o Complete

. . ) No Yes Printing No
a Auditor Review? Lot?
Posting Approval uditor Review Solicitation?

If the STS or MMA slider is engaged on the Add Suppliers tab on your quick quote, all of the dealers associated with the contract will
be automatically notified when the solicitation is posted.
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Releasing a Quick Quote Solicitation

Note

Once a solicitation is posted, Suppliers will be able to access it from the Public Solicitation page. Before Suppliers can respond to
the solicitation, they will be required to complete the following acknowledgement and then indicate if they will or will not bid.
Supplier acknowledgements can be tracked on the View Solicitation Activity of a solicitation.

Acknowledgement

By clicking the below “I Agree”,

of that contract il apply.
apply.
iched to the solicitation, you are agreeing to the State Standard Terms and Conditions linked below.

Receipt acknowledged on 3/2/2023 2:59:29 PM (UTC-5)

To answer to this RFx, please confirm that you intend to bid.

WILL BID: our intent is to respond to this RFx.

NO BID: we will not be able to respond to this RFx.

Submit

To future date a solicitation start, enter a Begin Date that is in the future. When posting the solicitation, click Cancel in the pop-up
window that appears. Doing so will block the Suppliers from bidding until the future Begin Date is reached, thereby future dating
the solicitation.
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A Step-by-Step Instructions for Sending Notices To Additional Bidders Note

The Inquiry tab of the solicitation has a “notice” message type that allows users send communications to external emails. Follow
this process to send bid notification to additional bidders that do not have OhioBuys contacts. Note, this additional notice should
occur shortly after posting the solicitation.

Prep Stage
1. Gather the list of additional bidders.

2. Format all emails in a chain, separated by a semicolon (;). Do not use any spaces in between emails.
Ex.david.colopy@das.ohio.gov;randall.dublikar@das.ohio.gov;curtis.brooks@das.ohio.gov

3. Have this file open and available at the time you post your solicitation (will be copy & pasting this later)
Posting

1. Approvals are obtained, posting dates are updated, and you are ready to advertise.

2. Click Send.

3. Scroll down on the popup to the language of the message. Copy the text of the message except for the heading (“Dear
{$contact_firstname} {$contact_lastname}")

RFx Violence and Injury Prevention Evaluation Services 8nmx
=3 eI
J
n 2 5 > J o

= DmBP XDHEB @ QNN B e 0DE = [/

B I USXNX &I, Y B E 2 28 99 ~om= Q=6
A-B- @2

> A

You are invited to participate in an OhioBuys solicitation: Violence and Injury Prevention Evaluation Services. This opportunity will close on 3/11/2022

Please click here to navigate to the event.

Event Details:

« Solicitation Name: Violence and Injury Prevention Evaluation Services
« Solicitation ID:
SRC0000002385

« Main commodity: Health administration services
o Lot#:1

« Round #:2

« Contracting Entity

DAS-Administrative Services

Thank you

£

4. Click Send and Close, along with confirming the two pop-ups for notifications and posting to the site.

Step-by-Step Instructions for Posting a Solicitation Note
Navigate to the Inquiry tab and click Compose.

) Setup Project

2% Setup Team

Compose

Project Schedule

Update the Message Type field to Notice by selecting it from the drop-down menu.
In the Recipients field, select Responsible - Sourcing project.

Enter the emails of the users you would like to invite in the External Emails field, separated by a “;” - note that you should not put a
space between emails after the semicolon.

Complete the Subject field and fill in the body of the message with the copied text from posting the solicitation. Note that if you did
not copy the text from the initial notice (step 3 of Posting), you can retrieve the language from the View Solicitation Activity tab.

Click Send.
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Message Type *

Notice - Send
me a
copy

Price Alex

Send To

Recipients * ® External Emails ®

Subject *

@ Click or Drag to add files m m

Your message will be delivered to the email addresses indicated informing them of the solicitation in OhioBuys. Note that
prospective Bidders and/or Suppliers will need to register in OhioBuys in order to submit a response.

Step-by-Step Instructions for Posting a Solicitation that is not Publicly Posted Note
Alternative methods in OhioBuys to view and get a copy of the Solicitation Invitation email:

1. Click the View Solicitation Activity tab, click on the link in the Email column for one of the suppliers, from Sent Email screen click
the email link under the Subject column to view and save a copy of the email.

2. Click any subtab within the Prepare Solicitation tab, scroll down past the Workflow to Mail History section, click the email link in
the Subject column for one of the suppliers, and view and save a copy of the email.

Step-by-Step Instructions for Sending Notices To Additional Bidders Note
Additional Bidder Notification:

1. The solicitation is now posted. Navigate to the Inquiry tab.

2. Click Compose.

3. Change the Message Type to Notice.

4. Select yourself as the recipient

5. Paste the text copied from step 3 above into the message text.

6. List the SRC Number and “Solicitation Notification” in the Subject field.

7. Add the list of additional bidder emails, formatted with no spaces & separated with a semicolon, and past into the external email
box.
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Message Type *

Notice Send me a copy

Oswald James

Send To

Recipients * ® External Emails ®

> Responsible david.colopy@das.ohio....
(Sourcing Project)-
OSWALD James

X

Subject *
SRC2385 Solicitation Notificatior|

You are invited to participate in an OhioBuys solicitation:
Violence and Injury Prevention Evaluation Services. This
opportunity will close on 3/11/2022.

Please click here to navigate to the event.

Event Details:

Solicitation Name: Violence and Injury Prevention
Evaluation Services

Solicitation ID:

SRC0000002385

Main commodity: Health administration services
Lot#:1

Round #: 2

Contracting Entity:

DAS-Administrative Services

8. Click Send.

If you do not copy the text from the initial notice (step 3 of Posting), you can retrieve the language from the View Solicitation Activity
tab.

For details on subsequent steps in the quick quote process, refer to the following assets:

Award a Quick Quote Solicitation

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


https://ohio.opuseps.com/app/content/tasks/129439
https://ohio.opuseps.com/app/content/tasks/130595
mailto:OBM.ContactCenter@obm.ohio.gov
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4 | °
cﬁﬁlﬂ' OhioBuys (Cancelling a Solicitation
e

Updated: 01/07/2025 06:13 PM Version: 9.0

O Purpose & Profiles

This job aid covers the process of canceling a solicitation.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract
Analyst, Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when attempting to cancel a solicitation.

Navigate to Sourcing Projects

1. Log in to OhioBuys. From the Main Menu Navigation bar, click
Sourcing and then select Sourcing Projects from the drop-down

menu.

P

D8R necded
within 20 days

nnnnnnnnnnnnnnnnnnn

Sourcing Contracts Shop

Sourcing Projects

Create Sourcing Project
] Schedules

Price Management

Create
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Open Solicitation

Supliers  Sourcng  Conuacls  Shop  Procurement  Release SPermit  Anaytics  Publc Request  Adin

OhioBuys _ A 0° @ vsconactmsion. -
Conte

2. Open the sourcing project you would like to edit by clicking th

Sourcing Projects Q serch -

Pencil icon.

Keywords Commadity

- v vysouring roicts© ([ Reset

Workdlow Status

Fiters My Sourcing Projects: v/

.
Pencil Icon: ¢

Infomation
. Technalony. 2
[@ SRC0000001184  Opus Demo op Do el o 52028 1
Bt Telecommunicatir

MWK Double Envelope. Iministrative. Jrt reporting =8 .
o srcomororizo YWKOMBENIOE o o DS oty (S o

Navigate to Add Suppliers

S aracts ot Rolmcs Pomit Avtics PublcRoqust Adrin
OhioBuys A 0 Q dsconcmaor - @

Contz

3. Navigate to the Prepare Solicitation tab.
Sourcing project: SRC0000001184 - Opus Demo - Setup Project Q Search - 8

saeacoe | aswe |

Sourcing General Information

Solicitation 1D
SRC000000118¢ Confidentil Sourcing Project
Label®
Opus Demo.
v Documents

B Prepare Solicitation

Status”
n progress o-

Project Type*

Single Envelope
0 Seecte

Contracting Enity” Participating Organizations

DASI03000 - Office of Calctve Barening

Documentaton ¢ Last Modifeaton = Atk
Commoies Other Commodites
43000000 nformation Technoloy raadeastng and = =
Telecommunicztions W L Instructions. 45200 @
ProjctStat Date”

1 Record) °

s02023

Swples S Cowds S Porenen  fekseSPamU Ak AMCREMS A
20 @ vroniacamaio - @)

OhioBuys -

4. Click the Other Actions drop-down menu and then click Creat
Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation - 8

a New Round.
[ T
: Create anew ot
N T

Open and Closure ®

» . RFx Settings.
Other Actions ~ v P— —
" x Type Closing Date

Create a new lot mtion RF) il & Sige) o

Inquiry Period®
Posting Approval Required?

Inquiy Begin Date:

Create a new round
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Create a New Round

Swpliers  Sourcing  Contracls Shop Procurement  Release & Permit Analytics  Public Request Adovin

5. The new round will default to copying all information from thé OhioBuy; Rouna/Lotcopy
previous round. Click Save & Close to make a new round. 9 & ® 8

Commity Contracting

8 OX s @

43000000: formation TechcogyBrosckasing snd 0- | pasioneo o- Reset
flecommuricaton: araning

Save & Close : e ®
Copy Options

Choose uhat o copy
Default from RFxType. Copy from selected RFx oo
SetpTab o a
tem Columns. o
Warning o o

No Inquiry Begin Date:
Do you really want 1o apply these changes 2
+ 9 columns will be added.

« 5 itoms will be added.
+ 4 questions will be added.

The following window will appear afterwards. Click Continue to
apply changes.

Update Rfx Type

6. Click the Rfx Type field and update the field to Cancellation. OhioBuys =~ — & 8@ s+ @

7 Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q search - 8

Workiow Status BeginDate.
Save a5 template s

Closing Date
=8/31/2023 415000

RFx Type * - ‘ e S
Request for Information (RFI) (Simple & Single) Q- » 5 e -

s e

Enable for Public Posting®

Cancellation

Update the Amendment Field

Rt At bRt Adnin
2 @ ormscemaior - @

7. Click the Amendment field and update the field to Yes.

Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation earch L]

[ ] ]

ot Save 25 2 template s
RExType” Closing Date”

Cancelation o- =esatia00 415004 ©
Solicitation Name

Opus Demo, Inquiry Period®
Lt4®

| na inDate

Commodity Suppliers | iy End Date

Amendment?”* = o i -

Enable for Public Posting®

- r Publcaton begin date
> Advanced Options 81282023 102950 AM -

Yes
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Update Sourcing Dates

8. Click the Begin Date to set a future date and time, and set the GhicBuys & @

closi ng Date to some time after the Begin Date_ v Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation
[ I

Open and Closure ©
BesinDate
Sen  120000AMO -

Closing Date”
291212028 120000 M

Open and Closure

Inquiry Period®
Posting AoprovalRequied?

Inauiy Begin Date:

Inauiry End Date”

Begin Date i | TR

[:9/11/2023 12:00:00 AM " ~ '

Closing Date™
£ 9/21/2023 12:00:00 AM " ~

Update Sourcing Dates Cont.

Suppliers Sourchg  Contacts  Shop  Procurement  Release & Permit Analytics  Public Request Acin

9. Click the Inquiry Begin Date to set a future date and time, ang ShicBuys s

set the Inqu",y End Date to some time after the Inqu"_y Begin Date Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q searen 8

Open and Closure ©

BeginDate

Inquiry Period® :

Tnauiry Period ®

Posting Approval Required?

Inauiry Begin Date:

Inquiry Begin Date e e

2912012023 120000 AM ) -

e v

Inquiry End Date”
£ 9/20/2023 12:00:00 AM  ~

Create a Public Cancellation Notice

e Comracts  Shop  Procurcment  Relessc§Permt  Amalytics  PublicRequest  Admin

OhioBuys :a A 0° O onemscmor - @

10. In the Summary field, enter any public notes.

Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q search -

soesCose | asne | ‘Other Actions -

a0

Summary - @

© a

b12023 2959 PMUTC-4) by Tooning DASContactAnalsto




Save Cancellation Round

11. Click Save.

B Save

Submit Cancellation Round

12. Click Submit.

Submit

Creating and Awarding Quick Quotes in OhioBuys

OhioBuys

OhioBuys

Supliers Souring  Conuwacls  Shop  Procurement  Release & Permit

Confie

Sourcing project: SRC0000001184 - Opus Demo - Prepar

Opus Demo Draft) @ -

onnaire tems Documets

Workfiow Satus
Soue 2 template

o-

Amendment?* Posting Approval Required?

Suplirs  Souring  Cantracts  Shop  Procurement  Release & Permit  Analytics

Contz

Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation

[ T Q] -]

v Dataas een savec

Selected Lot - Round
Lot 1 Round -2 - Opus Derma (Drsfl © =

Sewp | ConfiminvtedSupaliers  Documents  Workflow

RFx Settings

Sollctation Status Worklow Status
Dratt Sveasatenplate | Dft
RExType’
Cancellation o-
Sollctation Name"

Opus Demo.

Workfow

Cancelling a Solicitation

Publc Request Adin

A 0° @ oscontacanaysiior - @

Q search

= 8

v Progress

AddaTask

Open and Closure ® v
Documents
BeginDate
B0 120000AM0 -
Begin Date mustbe ess than or eaual o
1 Eiosing Oate (Dxpeceed ante format: Recordls)
Midim)
Closing Date”
souzs esoopd

Inquiry Period ®

o Admin

A 08 @ vusconactnaysiaoT @

Q searcn

Other Actions -

Open and Closure ®

BeginDate.
=9/11/2008 120000AM0 -
Closing Date

D9/21/2023 41500pM

Inquiry Period®
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13. Click Send.

Send to
v
Company Name :
® pany

v BROWN ENTERPRISE SOLUTIONS LLC

v CAREWORKS TECHNOLOGIES

v  ROLKA LOUBE SALTZER ASSOCIATES

Sending modes

Emal @~
Email Q-
Email @~

Supliers  Souring  Coniacls  Shop  Procurement  Release &Permit  Anaytics  Publ Admin

OhioBuys

A 0 @ vroriacamtaio”
o

Q search

Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation

eI BN

v Data has been saved
© Valdated successfully

Selected Lot - R

Lot 1~ Round -2 - Opus Demo (Drafl @ =

Setwp | ConfiminvitedSupsliers  Documents  Workflow

RFx Settings Open and Closure ®

Sollctation Status Workdlow Status BeginDate

orat Soveasatemplate | Reay o e Posted = 9r11/2023 120000AM -

RExType®
Cancellation o-

Closing Date”

@sr21/2003 41500PM © -

Solcitation Name

User

Add Supplier Contact(s)
o-
@  Brown George
Add Supplier Contact(s)
O~
@ Careworks Kurt

Add Supplier Contact(s)
-

@ Ralta Maroarat

Modify the Supplier Contacts as necessary. The listed contacts are

the recipients of the cancellation notice.

Send and close

Click Send and Close to finish the cancellation of the solicitation

and the ensuing notification.

Note

When a solicitation is cancelled, any previously submitted responses can be accessed and reviewed by opening the desired round

or lot.

Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation: Ohio

14. Click OK to complete the process.

Comrscts| envusod.valuaapp says

foaor - @

" e

Click OK to open the bidling period

User

Add Supplier Contacts
EBROWN ENTERPRISE SOLUTIONS LLC
@ Brown George >
A Supplier Contacts)

. 20000AM5 -
CAREWORKS TECHNOLOGIES L o

Carenorks Kt

L] aso0pm -
‘Add Suppler Contactls)

°-

ROLKALOUBE SAUTZERASSOCIATES  Emsll @+
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Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation: Ohio

Sourcing - Conacts  envus03.ivalua.app says

15. Click OK. This brings us to the end of our interactive OhioBuy! #exopuspemo B )
simulation. : -

Company Name

Add Supplier Contacts)

BROWN ENTERPRISE SOLUTIONS LLC

CAREWORKS TECHNOLOGIES

ROLKALOUBE SALTZER ASSOCIATES

If you have questions or need additional assistance, please contact the
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov
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Analyzing and Awarding a Quick Quote Solicitation

Topics
¢ Analyzing and Awarding a Quick Quote Solicitation
e Update a Purchase Requisition with a Quick Quote Award
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Analyzing and Awarding a Quick Quote Solicitation

(4 .
W OhioBuys Analyzing and Awarding a Quick Quote Solicitation

Updated: 07/18/2024 08:30 PM Version: 7.0

O Purpose & Profiles

This job aid covers the process of comparing Bidder and/or Supplier responses to a quick quote solicitation and making an award.

Profiles: Requisitioner, Requester (with the Quick Quote Procurement User profile)

& Used When

Reference this when determining the award for a quick quote solicitaiton.

For details on previous steps in the quick quote process, refer to the following assets:

Create a Quick Quote Solicitation

Release a Quick Quote Solicitation

Prepare Solicitation

[ ———— A 00O maax -

1. Open the solicitation in OhioBuys and navigate to the <D & Sourchs prfect SRCOODOOO1073- Traiig Lab Repais - Stup Prlect
Prepare Solicitation tab.

() Prepare Solicitation k

MarketTroe

Begin Evaluation

[ TR —— N

2. Click Begi n Eva | uation. <D Sourcing project: SRCO000001093 - Training Lab Repairs - Prepare Solicitation

Begin Evaluation

Commodity Suppliers

1200004M
Supplers Netifed



https://ohio.opuseps.com/app/content/tasks/129436
https://ohio.opuseps.com/app/content/tasks/130708
https://ohio.opuseps.com/app/content/tasks/129438
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Unseal the Bids

OhioBuys s w Comocs Swp Proaumens  Aeeved Pomi Anhics  PublcBeest  Adrin -

3. Click the Lock icon to unseal the bids. ¢ ® & Sourcingproject: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Q ama - B

Sealed Bids

The "sealed bids" option has been selected. All the bids will be available only after the bid due date and the sealed-bid opening session. e b’
RFx Settings Open and Closure @

Solicttion Sstus BeginDate
osed s anva | zmsaem

RecTe Closing ate
ik uote wvzs | 240000

Solcttion Name

Analyze and Award

OhioBuys . o ¢ RemaRmi i Rl A A 0 O v -

4. Navigate to the Analyze and Award tab. €D & Sourcing prject SRCODDO001093 - Taiing Lab Repais - Prepar Sfctation
[ o o]

Seectd Lt - Round:
Lot R 2 i Lo el C

Sewp  ems  Cont

Sealed Bids

¥ Analyze & Award

. Bl Unsested /16/2024 33603 b4

RFx Settings Open and Closure ®
Solictation status BesinDate

o e un n s 2atsaem
RRCTpe ClosingDate

Quikauete aan | zevonem v

Solction Name

Note

If you have not received enough responses to proceed with
awarding the quick quote, you can extend the solicitation period
by creating a new round. This process is discussed in more detail
in Creating and Issuing New Lots or Rounds.



https://ohio.opuseps.com/app/content/tasks/140241?doctype=3
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Analyze and Award

From the Analyze and Award tab, users can review a summary of each submitted response, download responses, compare
responses by item, and make an award.

& Proposals & Scenarios Award Justification

Invited Suppliers Total Proposals Submitted Supplier(s) Who Haven't Logged In Yet
~ 0 Selected Y
- . N Proposal y N - N
Suppliers 2 Status 2+ Documents P Submitted (UTC-4) s Total® Decision s N
INSIGHT PUBLIC . . . e 12,800.000
SECTOR INC Submitted 100%  4/13/2023 2:33:53 PM USD
CAREWORKS . . ran ) . 12,000.000
TECHNOLOGIES Submitted 100% 4/13/2023 2:33:04 PM UsD
ASSETWORKSLLC  E1OR2E sypmitteq 00%  413/202323227pM 13073000
3 Record(s)

e Awards cannot be made until the solicitation end date has been reached. To view the full details of a response, click on the
associated Proposal hyperlink.

¢ While reviewing the summary of responses displayed in the table on this tab, you may notice some responses have a Proposal
Progress of less than 100%. This indicates the response may contain a quote for an alternate item or may have only submitted
quotes for some of the items in your quick quote solicitation.

e To download all of the responses or compare responses by line item, click the Select All Checkbox ( )icon and then
click Download selected proposals.

e To compare response by item, click the Select All Checkbox ( ) icon and then click Compare quotes by item. A pop-up
window will appear. From here you can select the item you would like to compare and then click Compare Proposals.

Award Justification
OhioBuys
5. Navigate to the Award Justification section of the Analyze and < D 1 Souning prjec SRCOO b s e A3
Award tab.
3
) | S
@ Proposats | i scenmrics [T v SZM %,:,s,. S | Documens P pmatmatics ¢ me\j“ © MEDDSuns | DabomertdDate A
3 v ASSETWONS Pt g o anazazarom 95
Invited Suppliers Total ¢ S
~ O Selected A d
Suppliers ¢ Proposal ¢ Status ¢ Documents
INSIGHT PUBLIC Proposal #

SECTOR INC Submitted

CAREWORKS Proposal #

TECHNOLOGIES Submitted

oposal #

ASSETWORKS LLC Submitted

"l

3 Record(s)



Select Justification

6. Click the Award Justification selector icon and choose the

option which most closely describes your reasoning for selecting
the winning Bidder or Supplier.

Award Justification”

Lowest Responsive & Responsible @ ~

Award Explanation

7. Add additional Award Explanation comments. For STS quick

quotes, the values input to this field will be pulled into the quarte
STS Report produced by DAS and submitted to the Controlling
Board.

Award Explanation”

Lowest responsive and responsible

Note

Creating and Awarding Quick Quotes in OhioBuys

OhioBuys
<9

OhioBuys
< 9%

Analyzing and Awarding a Quick Quote Solicitation

Suppliers Sourcng Contraets Swp  Procuement  RelesseSPemit  Awyiks  PublcRequest  Advin

A 0O maex -

Sourcing project: SRC0000001093 - Training Lab Repairs - Analyze & Award

Swors Sourcnz  Contecs Shop Procuroment Rokeaso & Fomic Ardhties

A 0° @ v -

Sourcing project: SRCO000001093 - Training Lab Repairs - Analyze & Award

=

Users must perform a quick quote prior to referencing an STS contract on a requisition. A quick quote must be in OhioBuys for
purchases referencing an STS contract because DAS will use quick quote data to populate the STS Report submitted to the
Controlling Board; if there is no quick quote, the data required for this report will not be captured. The justification for selecting an
STS Contract Supplier must be documented in the award justification fields.

Save

8. Click Save.

B Save

OhioBuys
< v

Sourcing project: SRCO000001093 - Training Lab Repairs - Analyze & Award

sowcaon | aswe |
Rowd
Lot 1 R 2- g b s e Esakion) o-

@ Proposls 48 Scenwios | Avardhstfeaion
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Proposals

OhioBuys  swes s o

Swp  Procuement  RelesseSPemit  Awyiks  PublcRequest  Advin

A Qe - @

Q sern -8

9. Return to the Proposals section of the Analyze and Award tab

< 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Analyze & Award

p—p—
e p——
Round

~ Documents
°-

Lot : 1 - Round : 2 - Training Lab Repairs (Under Evaluation) (x4

P -

Headng 5 g <
e 5 m0ns
& Scenarios Award Justification =

Award Justification”

Award Explanation®

Lowest Responsive & Responsible @ ~ Lowest responsive and responsible

Award
OhioBuys  swe s oo s poomoes ¢ lowaint Sobs  Pbiesd i
10. Click the Trophy icon in the Decision column for the Bidder g € D B | Sl pri SOO0000L08) s Lab el - Ardzs A
Supplier for which you would like to create an award, then click O D eI
in the pop-up that appears. : S S

3

It supplrs

AR §

Suwplors ¢ Proposal ¢ Ststus  Documents Sbnited(UTCE) ¢ ToBIO
R csrcror 2 s
e 1

oz asasyey 12600000
TECHNOLOGEES 1 el 4121202 28304 P 40

ASSETWORKS  Prapesal2 13075000
e - suomited a0 20227 e 200

For details on subsequent steps in the quick quote process, refer to the followinga

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


https://ohio.opuseps.com/app/content/tasks/130595
mailto:OBM.ContactCenter@obm.ohio.gov
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CBI ; . | OhioBuys Updating a Purchase Requisition with a Quick Quote
s Award

Updated: 06/21/2024 05:28 PM Version: 6.0

O Purpose & Profiles

This job aid covers the process for updating a purchase requisition containing either hosted catalog, or freeform line items with the
results of a quick quote solicitation.

Profiles: Requisitioner, Requester (with Quick Quote Procurement User profile)

& Used When

Reference this when updating a purchase requisition containing either hosted catalog, or freeform line items after having performed
a quick quote.

For details on previous steps of the Quick Quote process, please refer to the following documents:

Create a Quick Quote Solicitation
Identify Bidders and Suppliers for a Quick Quote

Release a Quick Quote Solicitation

Award a Quick Quote Solicitation

Review Award Results

OhioBuys . iics
1. Open the solicitation that has been awarded and navigate to < D & Sourcng prlect SRCOOO0001093 - Trling Lab Repairs - Seup Prect

the Review Award Results tab.

Setup Project
Setup Team

Inquiry

Add Suppliers
Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results



https://ohio.opuseps.com/app/content/tasks/129436
https://ohio.opuseps.com/app/content/tasks/130708
https://ohio.opuseps.com/app/content/tasks/129438
https://ohio.opuseps.com/app/content/tasks/129439
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Origin P.R.

[ T —— A 0 © mami

2. To update the purchase requisition associated with this quick <D % Sourinsprojct SRCO00O0O1093 - Tning Lo Repairs - Reviow Avard Resuts
quote with the award details, click the Origin P.R. hyperlink for the —

Review Award Results and Take Action ~ Progress

Bidder or Supplier you are planning to award to. —

supper of otzmna o ropost | Daction o] Awartamount | votteation oms <
§ ottt ooy ot Not sttt

I 2 1 selectes | Training Lo Repairs 03

camons Lt Pt .

TethnoLoGEs 2 § o seecter ‘000067707
Supplier 4 lot/Round ¢ Proposal  Decision ¢+ Awardamount Notification Contract  Origin PR. OAKSID  + T Tk Stunds Eroai T

SRR h - pr—
ASSETWORKS LLC Lot:1/Round: Poposald - Nat ot sleted o be [REQO000004526] Traiing .. g cacs Shecordl —
CAREWORKS Lot:1/Round:  Proposal # . Selected : to be [REQO000004526) Training. v ltems synthesis. o
G 5 # Selected 12000000UsD et 0000067707 T
INSIGHT PUBLIC Lot:1/Round:  Proposal #  Not Not selcted: o be [REQU000004528] Traning [ o s o e Touicon | Tgstamount o TouiCot ¢ Sangs & OMKSID ¢
SECTORINC 2 1 selected nofifed 0000085744
3 Record(s) o

Update Prices

Sarcoe GonlctsShoo Procurement  Releaso & orrit Avalics Pl Ravest i

3. Click Update Prices.

B~ Caution: Vi oxder supplieforine et
a

Header

Reausiton D, Shipto.
P

) Commerca rsing Recuicon ®
@] Ship o
stas

Update prices : - AT

Recelving R OPS INVESTIGATIVE UNIT
6550 W SNOWVILLE RD SUITE X
Sund urchase e ittt
Reauisition Lael” ono
Toing Lab Repars UNITEDSTATES
Requeser o
e Roauestr el

Orgamization ©

Request Description

St maplcgal mentons)

Select Items

OhinRinie  suies —
Requisition: REQO000004526 - Training Lab Repairs (Draft)

4. Click the Checkbox icons for the line items you want to updats ==

fter solicitation 8 ox

S

Labat 5 suppler S % s Qe Ameum s Pl ¢ Ut  ArsdyinpR | Updatedon ¢
Trinig LibDsshton  CAREWORKS UsD Unies
T 5 w0 100 m00000 owoco SRUE e

Update pricing after solicitation CRNalGGEs

TRecordsl @ T66S0WSNOWVILERD SUIT

Label ¢ Supplier : % ¢ QTY & Amount Kaizer-Bequester Michoe
" "
Liquid Disinfectant Sanitizer 80% Alc. 1 L bottles (case: 12) LOTTINDUSTRIESINC 10000 100  1,0000( Lo in s . e Request Descrption

1 Record(s)

Save & Close

_ _ _ O e secoomoosas T wremiso ‘ s x
5. Click Save & Close, then click OK in the pop-up that appears.

Update pricing after solicitation o x

A A0 O wichael k.

& suppler SR s Qe Amunt s Pie ¢ Ut o AreatyinPR | Updatedon ¢

Deskion CAREWORKS usbunies

Save & Close o |

Request Description
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Note

If there is any justification documentation required for the award, please attach it to the header of the purchase requisition.

Line Item

6. The purchase requisition has now been updated. Scroll down
to the line item(s) and, click on the Pencil icon to open it.

> Attachments - Internal, Supplier, and Justification®

> Chartof Account Values

Items & Services

kaw‘ on B Pice  + Tl Daivéies  BanketPODD

2 Rt

Order Supplier

OhinRuve s " s et 8
Reauisition: REQ0000004526 - Training Lab Repairs (Draft)

7. Complete the Order Supplier and, if applicable, Supplier tem
Contact fields. i

Note

If there are Dealers available in the contract they will appear as the options contained in the Order Supplier field. The Supplier
should remain the primary Supplier on the contract. (e.g., Supplier - HP Inc. Order Supplier - Brown Enterprise Solutions)
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Two-Phase Quote Contracts

Item = X

Save & Close Apply Order Supplier/Contact To All Line Items

l v More Item Information

Product Details

Training Lab Desktop Repairs &

Product Contract Contract Type Contract|Sub-Type
| -
CTR001316 - Price Management Contract - Court Reporter Amendment #1

Product Reference N
CTR001316 - Price Management Contract - Court Reporter

See All

Supplier Item Ref.

Minimum Order Quantity Attachments

Blanket PO Line Item @

If you awarding a solicitation that is for a Two-Phase Quote Contract purchase, scroll down to the More Item Information section and
select the corresponding Supplier contract in the Contract field.

Note

If there are multiple line items that need to be updated, click Save and then click Apply Order Supplier/Contact to All Line Items to
automatically update the Order Supplier, Supplier Contact, Delivery Date, and Attn field for all line items from that Supplier. Note
that this action will have no effect on any line items that are from another Supplier.

Apply Order Supplier/Contact To All Line Items

Save & Close

OhinRinve  susios  soucns  contc o Procursment o
. Reauisition: REQ0000004526 - Training Lab Repairs (Draft)
8. Click Save & Close. fiem
AT

a
| 4 -coon

£ Describe theitem Select Supplier

Suppller
< TECHNOLOGIES

D4 vy OB PO

Save & Close

Submit for Approval

9. Repeat this process for any remaining line items as required.
When you are finished, click Submit for Approval.

32 DPS INVESTIGATIVE UNIT 66505
EREEERTE

» S e EsToRTE U
S t for Apml Ceson WL D SuTE X
e | o 44141 BRECKSVILLE.
B 2 e
e sres

sitn

Request Description
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Notifying Suppliers
Supplier ¢ Lot/ Round ¢ Proposal Decision & Award amount Notification Contract Origin P.R.
LOTT INDUSTRIES INC Lot:1/Round:7 Proposal # 1 Not selected EQOX
LOTT INDUSTRIES INC lot:1/Round:7  Proposal # 2 te 1,000.000 USD) Create/Update a contract EQOO

While not required, users can notify Suppliers of the results of a quick quote solicitation from OhioBuys. Navigate to the Review
Award Results tab of the quick quote solicitation. In the Notification column, click on Selected: to be notified or Not selected: to be
notified to generate an email notification for the selected Supplier.

Send an e-mail i 8 ® 0o x

Message

Send to

v

10} Company Name s User

Add Supplier Contactls)
o~

¥ LOTTINDUSTRIES INC @  MENKETIM

Email

Subject
OhioBuys: Solicitation update: (RFX_BUSINESS_PROJECTS_CODE

Attachments

Message

evaluation of the UNDEFINED - Req. 2/27/2023 and is pleased to award this solicitation to LOTT INDUSTRIES INC

rder by an Ordering Agency will authorize work or provision of supplies under this Contract

"pany for responding to this UNDEFINED.

Select at least one Supplier Contact and then edit the notification email as needed. Attachments can be added as well as copy sent
for personal records. Click Send & Close to send the email.

Note

Once the purchase requisition has been processed into a purchase order, users should move the quick quote from an Under
Evaluation status into a Closed status. To do this, navigate to the Prepare Solicitation tab of the quick quote and click Approve.

Approve

Note that you will not be able to update the award after moving a quick quote into a Closed status.

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov
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Creating a New Round

Topic

e Create and Issue New Lots and Rounds
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o °
@ﬁlﬂ' OhioBuys (reating and Issuing New Lots and Rounds

Updated: 01/07/2025 06:09 PM Version: 5.0

O Purpose & Profiles

This job aid covers the process for creating new lots and rounds for a solicitation in OhioBuys.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst,
Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when creating a new lot or round for a solicitation in OhioBuys.

Navigate to Sourcing Projects

OhioBuys

1. From the Main Menu Navigation bar, click Sourcing and then
select Sourcing Projects from the drop-down menu.

Sourcing Contracts Shop

Sourcing Projects

Create Sourcing Project

Schedules

Price Management

Create
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Search Sourcing Projects

OhioBuys = €
2. The Sourcing Projects page is displayed. On this page, you ca ¢ > n | senmmoes

enter search terms to locate your solicitation. Enter search terms
the Keywords search field and then click Search. By default, the

search results on the Sourcing Projects page are filtered to only
show projects relevant to your scope.

Note

You can also search for projects based on a variety of filters
including commodity, workflow status, contact, Supplier,
contracting entity, participating organizations, index, RFx type,
solicitation status, or whether or not the solicitation has been
designated for MBE set-aside. To access additional filters not

pictured, click the More Filters ( ¥ )icon.

Is a template

Contact
Supplier

O MBE Set Aside

Contracting Entity
Participating Organizations
Index Number

RFx Type

Solicitation Status

Pencil Icon

3. Open the sourcing project you would like to edit by clicking th
Pencil ( £ )icon.

B
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Prepare Solicitation

OhioBuys
< 9%

4. Navigate to the Prepare Solicitation tab.

& Prepare Solicitation

Create a New Lot / Create a New Round

OhioBuys
5. Click Other Actions and select either Create a new lot or Creat o

a new round.

Other Actions ~ : e

Create a new lot

~ Documents

Create a new round

Note

Once you have selected which you would like to create, the
process for creating a new lot or round is the same.

Commodity and Contracting Entity

OhioBuys s =

6. If necessary, update the Commodity or the Contracting Entity.
These fields both carry over from the original sourcing project.

Commodity Contracting Entity

10101500 - Livestock € ~ DRC-Dept of Rehab & Corrections @ ~ m Reset
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Copy Options

OhioBuys

7. Confirm the options that should carry over from the original
RFx. You can also choose to leave a section blank, or populate the
section with the default from the RFx type.

Copy Options®

Choose what to copy

Blank Default from RFx Type Copy from selected RFx

Setup Tab o o ®

Item Columns

Questionnaire

O O O

o] ®
o] ®
o] ®

Documents

Note

The Setup Tab selector will determine whether or not the
Advanced Options from the original RFx carry over. Users should
carefully consider whether to retain this field.

Create

8. Click Create.

B Create

Continue

OhioBuys s

9. Click Continue.

Continue
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Note

When creating a new round for a double or triple envelope solicitation, the sourcing responsible can elect to copy over the
proposal status from the previous round or un-validate the proposals, and can choose to include only Suppliers with accepted
proposals or all invited Suppliers.

Envelope Options

Suppliers to Copy *
Only suppliers with accepted proposals [x 04

Open & Closure and Inquiry Dates

OhioBuys
10. A new lot or round has been created. Make any necessary =

updates to the Open & Closure and Inquiry Dates by clicking the
fields and selecting the date(s).

© A v 2023 v September 2023 ®
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 5 30 1 2
6 7 8 9 10 1 12 3 4 5 6 7 8 9
13 14 15 16 17 18 19 10 11 12 13 14 15 16
20 21 22 23 24 25 26 17 18 19 20 21 2 23
27 28 29 30 31 24 25 26 27 28 29 30

T +1 +7 +14 +1M +3M

Amendment

B o —

11. Update the Amendment field to Yes or No depending on the =
reason the new round or lot is being created by clicking the field. :

Amendment?*

| -
Yes

No
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Public Post Opportunity

OhioBuys s e comen s e R —— st povic Pk SV —

12. Scroll down on the solicitation. In the Advanced Options

section, if you are not posting clarifications be sure that the Publid
Post Opportunity checkbox is checked.

v Advanced Options®

+ Publicly Post Opportunity

Summary

o —

13. Enter the reason for the new lot or round in the Summary
field.

Summary

Save

OhioBuys =

14. Click Save.




Creating and Awarding Quick Quotes in OhioBuys
Creating and Issuing New Lots and Rounds

Note
If you are creating a new lot, you should indicate whether or not the lot is a clarification using the Is a Clarification checkbox

If the lot is a clarification, the Sourcing Responsible user is able to manually close the solicitation prior to the scheduled close date
once clarifications have been received

When conducting Agency Competitive Selection purchases in OhioBuys, the need to conduct clarifications with a supplier(s) may
arise. Users should create new lots to conduct these clarifications, not new rounds. Once the required information has been
gathered from the applicable supplier(s), users should proceed with awarding the round that suppliers originally submitted their
proposals for, not the lot that was used to conduct the clarification.

This will ensure that the resulting contract is tied to a solicitation that meets the quoting requirements.

If the Inquiry Begin Date is not populated by the user, it will automatically match the solicitation posting date once the solicitation is
open for bidding, however, users must always manually input the Inquiry End Date

If not populated by the user, the Publication Begin Date will automatically populate to match the Begin Date of the solicitation, and
Publication End Date will automatically populate with a date one year after the solicitation closing date

RFx Type *

Request for Quote (RFQ) ~ | v IsaClarification *

Documents

15. Navigate to the Documents tab and upload any new
amendment documents.

Title ¢ Type ¢ At Contact ¢ LastModification(UTC-4) ¢ Creation Date (UTC-4) ¢ Validity End Date & Version

RFx
, SateTermsand  Commercal gy LANDSBERG
@ 4 Conditions Documents  ©) Jordan
(Approved)

6/17/2016 5:51:57 PM

RFx
Affrmationand  Commercia

@ ¢ Disclosure Form  Documents
(Approved)

LANDSBERG
Jordan

o

6/23/2020 6:23:43 PM

Independent RFx
 Contractor Commercial
ol Acknowledgement  Documents
Form (Approved)

m

LANDSBERG y
Jordan 6/23/2020 6:35:48 PM

3 Record(s) o
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Confirm Invited Suppliers

OhioBuys

16. Navigate to the Confirm Invited Suppliers tab and select the
Suppliers you wish to include in the new lot or round.

Confirm Invited Suppliers

«  Invited Suppliers

v 3M COMPANY
v KPMG LLP

v  IBM GLOBAL SERVICES

3 Record(s)

Submit

OhioBuys =
17. Continue to update the solicitation as necessary to capture =

the details of the new lot or round. When you are finished, click
Submit.

Submit

Note
e Issuing a new round or lot will retrigger the solicitation approval workflow.
e Ifanew lotor round is issued, Suppliers will need to resubmit their responses. Please ensure that this is communicated

clearly to your participating Suppliers as appropriate. For instructions on how to quickly resubmit a response, please direct
Suppliers to the Viewing and Responding to Solicitations Learner Guide.

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov
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Answering Supplier Questions

Topics
e Answer Supplier Questions
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‘@ﬁiﬂ' OhioBuys Answering Supplier Questions (Inquiry)
e

Updated: 07/31/2024 02:37 PM Version: 8.0

O Purpose & Profiles

This job aid covers the process of answering Supplier questions.

Profiles: Contract Analyst, DOT Contract Analyst, Printing Contract Analyst, Real Estate Contract Analyst, Agency Contract Analyst,
Procurement Manager, Agency Sourcing Associate

& Used When

Reference this when needing to answer Supplier questions.

Note

When a Bidder or Supplier submits an inquiry, the user responsible for the solicitation will receive an email notification and can
view the question. They then can "unlock" the question for edit by forwarding. They can forward to any teammate on the team.

Navigate to Sourcing Projects

OhioBuys
1. Log in to OhioBuys. From the Main Menu Navigation bar, click o

Sourcing and then select Sourcing Projects from the drop-down
menu.

Sourcing Contracts Shop

Sourcing Projects

Create Sourcing Project
] Schedules
Price Management

Create



Open Solicitation

2. Open the sourcing project you would like to edit by clicking th
Pencil icon.

g
Pencil Icon: ¢

Navigate to the Inquiry Tab

3. Navigate to the Inquiry tab.

% Inquiry

Review Submitted Inquiries

4. All Supplier-submitted inquiries are listed. Search for specific
questions by using the Keywords search field. Click anywhere on a
question line to open the question.

Keywords

Note
You can also search for projects based on a variety of filters
including commodity, workflow status, contact, Supplier,
contracting entity, participating organizations, index, RFx type,
solicitation status, Sourcing Project Start Date, Solicitation Date
Range, or whether or not the solicitation has been designated for
MBE set-aside. To access additional filters not pictured, click
the More Filters ( Y )icon.

Creating and Awarding Quick Quotes in OhioBuys
Answering Supplier Questions (Inquiry)

OhioBuys
<o

OhioBuys =

<o

OhioBuys
<o




Creating and Awarding Quick Quotes in OhioBuys
Answering Supplier Questions (Inquiry)

Begin the Inquiry Response Process

T —

5. The question is displayed. To respond to the question, a user <3 | b st e bt
must first click the Forward icon. =

) Assetworks John (ASSE... (

Send To

@ Recipients

SME (Sourcing Project)-TRAINING
DASContractAnalyst10,
Responsible (Sourcing Project)-
TRAINING
DASContractAnalyst10

Does the State have a preferred
training development software that
we should use for this project? (e.g.
Articulate 360, Captivate, Camtasia)

Forward Icon: g4

Update Inquiry to a Public Response

OhioBuys

< 2w

6. Select Public Response for the Message Type. This will post th

Supplier's question publicly so that other Suppliers are able to see
the State's response.

Message Type*
I Inquiry [

Public Response

Notice
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Sending an Inquiry to the Responsible User

7. Select the Responsible user in the Recipients field.

Recipients ©*

Responsible (Sourcing Project)

Update Supplier Inquiry

OhioBuys

Sour

8. Update the Supplier's question as necessary to remove any
sensitive or identifying information as well as correct any

grammatical mistakes. Click Send when finished.

Send To

Recipients ®* External Emails ©®

Responsible [x
(Sourcing Project)

Subject”

Software Questions

Does Lthe State have a preferred training development
software that we should use for this project? (e.g.
Articulate 360, Captivate, Camltasia)

Select Forwarded Message

OhioBuys
9. The forwarded message will now appear in the inbox and has -
message type of a Public Response. Click on the message to open - =

Id ¢ Subject ¢ Messages Lastupdate(UTC-4) ¢ Originalsender & Lastsender s Message Type + | Publicly Posted =

Software 9/21/202311:17:14  DASContractAnalyst10  DASContractAnalyst10
218 Questions a2 AM  TRAINING TRAINING PUERE Risticfie
216 Software 0/1 /22023111234  JONASSETWORKS  John ASSETWORKS o™ =
Questions AM  (ASSETWORKSLLG)  (ASSETWORKS LLC)

2 Record(s)
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Continue the Inquiry Response

10. Navigate to the opened message and click the Reply icon.

Software 9/21/202311:47:14  DASContractAnalyst10  DASContractAnalyst10 ;
218 Questions o AM  TRAINING TRAINING PublicResponse
Reply Icon:

Answer the Supplier Inquiry

OhioBuys

11. Enter the answer/response to the Supplier question in the
free text entry field.

Training Software? Public Response &

Send me a copy

Training DASContractAnalyst25

Send To

Recipients * @ External Emails ®

> Responsible (Sourcing Project)- -
TRAINING DASContractAnalyst25 x

The State uses Captivate 2019.

& Click or Drag to add files - Send

Note

If you are adding an attachment as part of a response to an inquiry, then embed the attachment in the free text entry field.
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Select Recipients

12. Select the Recipients of the response. You can choose intern -
contacts on the project team and Supplier contacts.

Recipients ®*

> SME (Sourcing Project)-TRAINING [x 104
DASContractAnalyst10

> Responsible (Sourcing Project)-
TRAINING DASContractAnalyst10

|
All internal team members
SME (Sourcing Project)
> SME (Sourcing Project)-OBI Simon

Responsible (Sourcing Project)

Distribute Inquiry Answers

13. Click Send to distribute your reply.

Save Inquiries

OhioBuys

S ——— —
14. Click Save. Con .

B Save
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Post Inquiry Answers to the Public

OhioBuys =

15. Click Post Inquiry to Public. This will post publicly all of the - L
questions and answers with the public response type.

# Post Inquiry to Public

Note

Inquiry responses that have been posted to the public can be marked as replied.

1. In the Inquiries header, click the Inquiry line item.

Inquiries
Keywords
Q Search Reset Advanced search
Display
Al -
o Message History
Subject Messages Last update (UTC-4) Original sender Last sender Publicly Posted
. 8/3/2020 11:00:35 KYLE
v
Question 0/2 M KYLE BAILEY BAILEY
N 8/3/2020 10:59:54 KYLE
Question 0/1 M KYLE BAILEY BAILEY
_— Dipan Dipan
Question 071 /32020105820 oy aRuMsI A
(KPMG LLP) (KPMG LLP)
Public e Will will
Portal 0/1 8/3/2020 10'56'3,5; ROBINSON ROBINSON A
(KM LLP) IKM‘ LLP)

2. In the Subscription details header, click the Checkmark ( v ) icon to mark the inquiry as replied.

Subscription details

Kumar Induri Naresh (EX...

Send To

@® Recipients

Responsible (Sourcing
Project)-LEWIS Kimberly

Could you please confirm
whether the version
is Standard or Ultimate?"
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Note

Any responses posted for a previous round of a solicitation will remain visible to the public in the event that subsequent rounds are
created.

For solicitations that have not been publicly posted, the sourcing responsible can follow the above process to respond to any
Supplier inquiries. The responses will display in the solicitation overview for all Suppliers that have been invited to the solicitation.

Note
Inquiry responses that have been posted to the public can be removed if required.

1. In the Do you need to remove public postings drop-down menu, select Yes.

. ~
Sourcing project: SRC0000002534 - MWK Phase 2 Test - Inquiry

Action to Post
# Post Inquiry to Public Do you need to Remove Public Postings? (
| Yes
[No Add a Task
Inquiries
q Document

2. A new BPM Public Inquiries - Please Save After Populating drop-down will appear. Select the post(s) that you want to remove
from the drop-down menu.

Action to Post

& Post Inquiry to Public

BPM Public Inquiries - Please Save After Populating |Do you need to Remove Public Postings?

- Yes -

3. Click Save.

B Save

4. Click Remove Public Posting.

Remove Public Posting

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov
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Topics
e Updating a Purchase Requisition with a Quick Quote Award
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e Updati Purchase Requisiti ith an Existi ick
<Bﬁ ¥ OhioBuys pdating a Purchase Requisition with an Existing Quic

s Quote

Updated: 06/21/2024 05:30 PM Version: 4.0

© Purpose & Profiles

This job aid covers the process of linking an existing quick quote to a new purchase requisition.

Profiles: Requisitioner, Quick Quote Procurement User

& Used When

Reference this when there is a need to either create a new copy of the purchase requisition that references a previously conducted
quick quote, or if a quick quote was created without an initial purchase requisition.

Note

Note that the process outlined in this section should generally be leveraged if a solicitation created from a purchase requisition has
already been conducted, and there was a problem with that purchase requisition that requires the creation of a new one. In that
scenario, users should duplicate the original purchase requisition prior to completing the steps below.

This process may also be used to connect a new purchase requisition to an existing quick quote. In this scenario, users will not be
able to update item prices with the Update Prices button at the conclusion of the quick quote, and will need to manually update the
prices on each item according to the winning proposal response.

For instructions on how to duplicate a purchase requisition, please refer to the following material in Opus.

Duplicate a Purchase

Create Solicitation

Supliors Souring  Contmacts  Shop  Procurement  Rolease &Parmit  Anaytics  Public Request

1. From the purchase requisition that you would like to connect pr o - & @ it @

Conte

toa quick quote, C“Ck Create Solicitation. 0 Requisition: REQ0000004816 - Copy of 10/24 QQ Demo - Award (Draft)

A

= SubmitforApproval | <<BacktoCatalog | Reset Allocations || Create Soicitation OtherActions -

A\ - Caution: Mising ordersupplier forline e,

A -Caution

Header

Create Solicitation T— S



https://ohio.opuseps.com/app/content/tasks/128700

Add to an Existing Sourcing Project

2. Under the Add to an existing Sourcing Project header, click o

the Sourcing Project field and search for the name or SRC numbe
of the solicitation you would like to reference on the purchase
requisition. When you find it, select it from the drop-down menu,

Add to an existing Sourcing Project®

Sourcing Project

Creating and Awarding Quick Quotes in OhioBuys
Updating a Purchase Requisition with an Existing Quick Quote

s PublicRequest  Adin

A 0° O baeastonsor -

GoTo Sourcing Project

Create a New Sourcing Project

Sourcing Project Label
ooy of 10/24.QQ Demo - Award

Sourcing Type

REXType.

Add / Select Suppliers to the Sourcing Project  RFxGrid

Supplers

BREEN LAW FRMLLC o- Commodites

80124707 - Labor dispute

Note
After choosing the sourcing project, you will have the option to select a specific lot or round from the solicitation, and/or a specific
item grid.
Lot / Round in progress
RFx Grid
RFx Type

3. Update the RFx Type field by selecting Quick Quote from the
drop-down menu.

RFx Type*
| Quick Quote [% 04

L — Rt A PblcRemt  Adnin
_ A 0° @ owcasienst - @

o

Sourcing Event earc wa

Add to an existing Sourcing Project® Detailsgiibe consultation
Sourcing Project
v - < werd
Lot/ Round n progress E
- aQ

< 9w

RFxGrid

Add / Select Suppliers to the Sourcing Project

80121707 - Labor isputes law services
Suppl
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Go to Sourcing Project

Supliers Souring  Coniracts Shop  Procurement

4. Click Go to Sourcing Project. G oo

Confie

< 9D % Sourcing Event

GoTo Sourcing Project

/Add to an existing Sourcing Project® Details of the consultation
Go To Sourcing Project ot ot proeerm

RFxGrid prome
Quick Quote

R Gria®
Respanse

Add / Select Suppliers to the Sourcing Project oot

Suppliers 80121707 - Labor disutes aw services

T5ite mapllgal mentions)

Review Award Results

Release & Permit Analyties  Public Request

P . . . i ) o° Dasrequiitioner01T.
5. On the solicitation, navigate to the Review Award Results tab. e s e ®
Sourcing project: SRC0000001256 - 10/24 QQ Demo - Award - Setup Project iearct !" a8

v Data wed

Sourcing General Information v Progress

Setup Project Soltaton D
SRcommnn2ss
wber
10721 QQ e - v
Setup Team

~ Documents
Status”

o- In progress o-
Contracting Entity " Participating Organizations 0 Selected
Inqu
[— Otrer Commities

Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results
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Origin P.R.

6. Select the hyperlink to the new purchase requisition in the
Origin P.R. column.

s PublicRequest  Adin
Confie

Updating a Purchase Requisition with an Existing Quick Quote

A 0° @ oasreqisitoner0i T«

Sourcing project: SRC0000001256 - 10/24 QQ Demo - Award - Review Award Results

Q search

Review Award Results and Take Action

Note

Suppter Round

If the solicitation has already been awarded, you should select it

on the row that corresponds to the winning bid. Otherwise you
can select it in any row.

BREEN LaW
FIRM LLC

CAREWORKS  Lot:1/ Proposal
TECHNOLOGIES  Rount sl pending

Origin P.R.

[REQ0000004816] Copy of 1...
[REQO000004755] 10/24 QQ ...

[REQO000004816] Copy of 1...
[REQO000004755] 10/24 QQ ...

View the Link

7. The linked solicitation will now appear in the Sourcing colum e
of the line item(s) on the new purchase requisition.

PublcRequest. Adin

‘Submitfor Approval | <« Back o Catalog

Create Sollcitation

+ Sourcing

10/24 QQ Demo - Award

ount 250000 UsD

ount(Total): 250000 USD
Isitemaplegal mentions]

o

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).

0164503

00231657

00067707


mailto:OBM.ContactCenter@obm.ohio.gov
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A Note on Continuation Purchases

Guidance for Flagging Continuation Purchases

Item

svvicom | o |
MBE Set Aside

N Q-

Type
Product

Delivery Date*
3/6/2023

Product Code
CRP30485-1

Continuation Comment

a
Continuation Order

Continuation?
(@) Yes

() No
C

If a purchase is a continuation of a previous purchase off of an STS contract, users must indicate this on the line item(s). Click Yes in

the Continuation? Field on each line item that is part of a continuation purchase. This will allow you to enter any relevant comments
in the Continuation Comments field.

If the previous purchase was made in OhioBuys, search for the PO number in the Continuation Order field and select it from the
drop-down menu. Then click Save.

e Users should also attach any supporting documentation referencing the original solicitation and/or purchase in the
Attachments section on the purchase requisition header.

¢ A continuation on a purchase originating from an STS contract where the initial solicitation and purchase were made outside of
OhioBuys will not show up in the Continuation Order field. This will cause the new PR to show up on the STS exception report.

¢ Classifying a purchase as a continuation will not allow an agency to bypass the STS purchase requirement that requires the
solicitation of multiple suppliers.

Additional Quick Quote Materials

Topics
e Purchasing from a Two-Phase Quote Contract
e Creating a Purchase Requisition when Awarding a Completed Quick Quote to a Supplier with a Punchout Catalog
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(4 .
‘Bﬁlﬁ' OhioBuys pyrchasing from a Two-Phase Quote Contract

Updated: 06/21/2024 05:17 PM Version: 4.0

O Purpose & Profiles

This job aid covers the process for soliciting pre-qualified Suppliers as part of a purchase from a Single Agency Contract Quote, Multi-
Agency Contract Quote, or Enterprise Contract Quote contract.

Profiles: Requester, Requisitioner, Quick Quote Procurement User

& Used When

Reference this when an agency would like to purchase from a Single Agency Contract Quote, Multi-Agency Contract Quote, or
Enterprise Contract Quote contract in OhioBuys.

Note

A Two-Phased Quote Contract is a contract that was awarded to multiple (i.e., pre-qualified) suppliers offering the same
goods/services in the same geographic region. These contracts will have a Contract Type of Competitive Selection - Two Phase and
a Contract Sub-Type of Single Agency Contract Quote, Multi-Agency Contract Quote, or Enterprise Contract Quote. Each qualified
Supplier will have their have own contract (e.g., CSP900922-1, CSP900922-2, CSP900922-3, etc.). These contracts will share an Index
Number. When an agency has a need and would like to purchase from one of these contracts, they should only solicit the pre-

qualified Suppliers on that contract. Only those Suppliers may submit a response to the solicitation and then a subsequent award
can be made.

Shop: Browse Items

1. Log in to OhioBuys. From the Main Menu Navigation Bar, clicK
Shop and then select Browse Items from the drop-down menu.

Shop J

Browse Iltems

Import

My Shopping Lists



Creating and Awarding Quick Quotes in OhioBuys
Purchasing from a Two-Phase Quote Contract

Advanced Search

2. The Browse Items page is displayed. Click the Advanced Search
( Y ) icon.

In the Advanced Search options, click the X icon to remove the ite
Tag filters. Then, enter and select the Contract for the Two-Phased
Single Agency, Multi-Agency Contract Quote, or Enterprise Quote
Contract you are trying to purchase from (e.g., RSI016359). To sele
the correct contract, you may need to click See All in the Contract
field to search for and select the correct contract. Then, click
Search.

Tag
Mandatory- DAS Contract @v
Mandatory- First Requisite Programs

Mandatory- Second Requisite

Commodity

Contract

CRP30485 - Hand [
Sanitizer/Disinfectant

Select the Items

3. On the results page, choose your item(s) by selecting the
checkbox(es) next to the item(s).

Once you have selected the checkbox(es), you can adjust the
quantity by either manually inputting the quantity or clicking the
or - symbol next to the shopping cart.

Add Selection to Cart

4. Once you have selected your item(s) and adjusted quantities,
click Add selection to cart.

Add selection to cart
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Checkout

5. The specified item(s) have been added to your shopping cart.
To begin the checkout process, click Checkout.

Save

6. The checkout page is displayed.
After making any necessary updates, click Save.

e Update the Requisition Label using your agency's agreed upg
naming convention. If your agency does not have a naming
convention, use a brief description of the items and your
initials (e.g. John Doe buys office supplies so the label is
"Office Supplies JD").

e Select your Organization and Business Unit, which is the
department or division of your agency that this requisition is
for. This field may be pre-populated depending on your
access.

e Select the requisition's Ship To and Bill To addresses.

Requisition: REQ0000106088 - Copy of Req. 2/27/2023 (Draft) S w

Create Solicitation

7. Click Create Solicitation.

Requisition: REQU000164294 - Req. 11/28/2023 (Draft)

Create Solicitation




Edit Sourcing Project
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8. The associated line item information from the purchase
requisition will be automatically carried over into the item grid of
new quick quote solicitation (Supplier, Item Description, UOM, Prig
Quantity). You can edit these details prior to releasing the quick
quote solicitation for this page.

¢ Enter the Sourcing Project Label, which should be a short
description of what the quick quote solicitation is for. Note
that this will also be the title that Bidders/Suppliers see.

o Set the RFx Type to Quick Quote.

¢ Confirm and make any necessary updates to the

Commodities and/or Organizations fields. These fields are

pre-populated based on your purchase requisition.
¢ Enter today's date as the Open Date.

Add / Select Suppliers to the Sourcing Project |

o-

| GoTo Sourcing Project

Create a New Sourcing Project

‘Sourcing Project Label -
Copy of Req. 2/27/2023
Sourcing Type"
Quick Quote

RFx Type*
Quick Quote

RFx Grid"
Response

[Commodities -
53131626 - Hand sanitizer

DPS511000 Grants Management EMAEOC

Open Date* [
3/3/2023 | 106088
o

Go To Sourcing Project

9. Click Go To Sourcing Project.

Go To Sourcing Project
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Save

10. The quick quote solicitation has been created. From the Set
Project tab, confirm the displayed information and make updates

as needed. Then, click Save.

Sourcing General Information
Solicitation ID
SRC0000014673 Save as a template

Label”
Req. 11/28/2023

Project Type* Status”
Quick Quote [ In progress o~
Contracting Entity " Participating Organizations

DAS101000 Administrative Support Divisn GSVC -
Commodities* Other Commodities

72101510 - Plumbing system maintenance or repair @ ~

Project Start Date*
(511/28/2023

B Save

Save

11. Navigate to the Setup Team tab.

On the Setup Team tab, you re able to add team members to you
quick quote. This is particularly helpful if you would like someone
be able to take action on your quick quote while you are out of
office. You should also add all of the relevant approvers for your
associated purchase requisition as team members on the Setup
Team tab so they have access to review your quick quote award
details.
e Search for your team members using the Select User field.
Assign them a profile of Contributor (Sourcing Project).
¢ Note that only the user listed as Responsible for the project is
able to release and reward the quick quote.

a2 Setup Team

Select user(s) ®*
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Trash Can

12. Navigate to the Add Suppliers tab and click the Trash Can (

0000014673 - Req 1

1 yicon to remove the placeholder Supplier (e.g., DNRO1, DASO1
etc.).

B Add Suppliers

Note

To only invite bidders and/or suppliers with valid MBE status, slide
the MBE Set Aside indicator on this tab. The system will then add
the selected contract(s) with MBE suppliers.

O MBE Set Aside

See All

13. Click the Selector ( * )icon on the Other Contracts field ang
then click See All.

0000014673 - Req. 1

Other Contracts

-1

MLA0031-1 - ZixCorp Systems Email Encryption SaaS Master License Agreement Amendment #4

DPS016331 - ZetX TRAX SUITE: Annual Renewal for ONIC

DPS016654 - ZetX renewal

CSP904519 - YOUTH RISK BEHAVIOR SURVEY/ YOUTH TOBACCO SURVEY Amendment #1
2023-315 - Youngstown CCD

CTRO18125 - Yoga Instructor at Northcoast Behavioral Healthcare

MMA7481 - XTEK PARTNERS INC Renewal for SFY24-25

CRP30502 - Writing Utensils, Pens, Pencils, Highlighters and Imprinted Items Amendment #3
RS$902221 - WORKWEAR, OUTERWEAR, AND RAINWEAR GARMENTS Amendment #1

NPS016855 - Workshon on Comnrehensive School Threat Assessment

See All
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Enter Index or Contract Number in Keyword field

14. Enter the Index Number in the Keyword field (e.g., STS515). A
applicable Suppliers' contracts are returned.

Keywords
STS515

Search

15. Click Search.

Q, Search

Checkbox Icon

16. Click the Checkbox ( | | )icon next to the Name header to
select all of the displayed Suppliers.

If there are multiple pages of search results, navigate to each page

and click the Checkbox ( © ' )icon next to the Name header on
each page to ensure all Suppliers are selected.

Save

17. Click Save.
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Prepare Solicitation

18. Navigate to the Prepare Solicitation tab.

0 Prepare Solicitation

Enable for Publc Posting®

Selected Lot - Round*
Lot : 1 - Round : 1 - Copy of Req. 2/27/2023 (Draft) © ~

Setup = lems  ConfwminvitedSuppliers  Documents  Workflow
RFx Settings Open and Closure
Solicitation Status Workflow Status Begin Date

Oraft Save as

= 3/3/2023 3:14:59 PM

RFxType* Closing Date*
Quick Quote o- - v Close automatically

Solicitation Name *

Copy of Req. 2/27/2023 Inquiry Period®

Lot#® Round # © Posting A al Required?
1 : Inquiry Begin Date

Commodity Suppliers

v Advanced Options

Inquiry End Date *

Enable for Public Posting®

Publication begin date

Publication end date

0Cess

Suppliers can partially bid

Previously sealed before the solicitation Closing Date

Summary

Enter a Closing Date and time, which is the date and time responses are due from Bidders and/or Suppliers.

Set the Amendment field to No.

Indicate the Inquiry Begin Date and time, and Inquiry End Date and time, which is the period during which Suppliers can submit
questions about the solicitation.

o If the Inquiry Begin Date is not populated by the user, it will automatically match the solicitation posting date once the
solicitation is open for bidding. However, users must always manually input the Inquiry End Date.

It is highly recommended to update the Process and Summary fields. These fields provide additional details regarding the basis
for award (Process) and the purpose of the solicitation (Summary) and are visible to the public.

o The Process field should be used to explain things like what the award will be based on (e.g., lowest responsive and
responsible, best value, etc.) or other procedures that apply to the solicitation. If your solicitation requires a site visit
before a bid can be submitted, detail the site visit process in this field.

o The Summary field will automatically populate with the information contained in the Request Description field of the
purchase requisition and can be edited as needed. It needs to include a clear description of the need, when the
goods/services will be needed, the Ship To address, and the method of payment as appropriate.

¢ Under Advanced Options, uncheck the Publicly Post Opportunity checkbox and set the Commodity Suppliers Notified selector
to No.
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Save

19. Fill out the mandatory fields and then click Save.

B Save

Enable for Publc Posting®

Submit

20. After saving your solicitation, click Submit. Note that this will
NOT send your quick quote to Suppliers.

0000014673 - Req.

Enable for Public Posting®

Proceed to release the quick quote solicitation by following the steps in Release a Quick Quote Solicitation. After the Bid Closing
Date for the quick quote solicitation has passed, please refer to Analyze and Award a Quick Quote Solicitation for details on how to
analyze and award the quick quote solicitation. Once an award has been made, follow the steps on updating the original purchase
requisition with the award details and be sure to select the awarded Supplier's contract on the Contract field of the line item details
page for each awarded line item.

After completing the steps outlined in this document, please reference the following materials for additional instructions:

Release a Quick Quote Solicitation
Analyze and Award a Quick Quote Solicitation

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


https://ohio.opuseps.com/app/content/tasks/129438
https://ohio.opuseps.com/app/content/tasks/129439
mailto:OBM.ContactCenter@obm.ohio.gov
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Creating a Purchase Requisition when Awarding a

CBAID’ OhioBuys completed Quick Quote to a Supplier with a Punchout

Catalog

Updated: 06/21/2024 05:33 PM Version: 4.0

© Purpose & Profiles

This job aid covers the process of creating and updating a purchase requisition with the results of a completed quick quote when the
Supplier receiving the award provides these items in a different punchout catalog.

Profiles: Requisitioners, Quick Quote Procurement Users

& Used When

Reference this when you have completed a quick quote using items from a Supplier's hosted or punchout catalog in the original
purchase requisition and need to award a Supplier who provides those same items in a different punchout catalog. (e.g., certain
STS033 contracts.)

Shop: Browse Items

1. Log in to OhioBuys. From the Main Menu Navigation bar, hové
over Shop and then select Browse Items from the drop-down
menu.

Shop Procurement R

Browse Items

My Shopping Lists
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More Filters

OhioBuys ~ somies s - oo P —— T -
2. To limit the displayed items to only include punchout catalogs <o mowerems

click the More Filters icon.

More Filters icon

Y

Punchout Only Checkbox

OhioBuys
3. Select the Checkbox icon to filter for Punchout only.

Checkbox icon

To filter and search for a punchout catalog from a specific n
supplier or contract, clear the item filters in the Tag drop-down

list and enter the supplier or contract name in the field you would
like to search.

Tag
Mandatory- DAS Contract [ =

Mandatory- First Requisite Programs
X

Mandatory- Second Requisite
Programs

MBE Set-aside

Search

OhioBuys w50 b S O

4. Click Search. t 9 a [womwn
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Shop Online

OhioBuys =i
5. Once you have located the Supplier whose punchout catalog <o

you would like to access, click the Shop Online icon.

Shop Online icon

Users can order items from the punchout catalog and will be
returned to OhioBuys with the items from the Supplier's
punchout catalog already added to your shopping cart. Supplier
punchout catalogs are unique and what users see in each catalog
will depend on which is selected.

Checkout

OhioBuys  we s [— —— masere i et A

6. After completing the cart on the Supplier's punchout catalog o 5| wonsmar S
website, users will be brought back into OhioBuys to complete the
checkout process. Click the Shopping Cart icon located over the
scroll bar.

Checkout

L —— 2o

7. Click Checkout. C 5 h o =
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Open the Line Item

Supliers  Sowrcing  Comiacls  Shop  Procurement  Approwals Involcing  Reease & Permit Analytics

8. Navigate to the line item(s) you intend to award and click the s s b oy o - - EE N )
Penc” icon' 3 Requisition: REQO000004795 - Req. 12/5/2023 (Draft) Q Search 'E. PEX:] @

Addatine

0 Seected

. -
Pencil Icon: ¢ e | FSSON [ o Ry oot R,

8 T T D G s i > on wwo i .

2 0 A 47952 UNVTS00D  Standrd Chisel Pint Staples, 025 100 Bec %m0

2 Records)

B3 /0162 VIEIINo configuration

Update the Item Price

Approvals fcing  Release & Permit Analtics

9. Enter the price quoted by the awarded Supplier in the Pricing

section.

Define delivery place
145000 Ship to
shipto

Pricing s

Do you want to pply 2 Speed Chart?

14.5000

00.24M8lAjax: 3/ 01625]V][ElINo configuration context audt{Check accessibltySte mapllLegal meriions]

Enter the Quote ID

10. Select the Supplier Quote ID field and enter the sourcing LR LLAN

project number. p—

O Yes

@

O

Define delivery place

Ship to

Supplier Quote ID ®

SRC1005| upplier Quote 1D ©
SrC1008)

shipto

Do you want (o apply a Speed Chart?

O Yes

Settingsl[Page settingsIHLPIIDIS]  +0.125126.48)

Update the Remaining Line Items

ivocing Release & Permit Analytcs

11. Click Save & Close and continue to update the pricing for the T —

remainder of the line items. et

O ves
C N
Pricing Define delivery place

125000 | Usp

ToAmaunt
&cl 12500
Save ose Sl Qute DO
oo

Ship to

Do you want to apply aSpeed Chart?
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Create a Quick Quote

Supliers  Sowring  Comuacls  Shop  Procurement  Aprovals  Invoicing  Release & Permit Anabd

12. Click Create Solicitation. R o Qe - O

i Config Intcgation  Scttngs

Requisition: REQO000004795 - Req. 12/5/2023 (Draft) a\ Yexd o

A\ - Caution: Missing order supplir forline tem(s,

A -cauton:

Header

RequisiionID.
795
Status
orse

Typet

Stancord Purchase.

Requiston Label
&

x:3/ 01453 VIEINo cont xt audiCreck accessbly| it mapllLegal mentions]  Ohio 30 & Trling -New

Link to the Existing Quick Quote

ggggg ontracts Shop  Procurcment  Approvals  Invoicing  Release & Permit Analytics

13. In the Add to an existing Sourcing Project, select the name o = s o G i v I
SRC number of the solicitation you would like to reference on the g | SoucreEer = Paxs o

purchase requisition from the drop-down menu. R
fuisting Sourcing Project® Create a New Sourcing Project

Sourcing Project Label”
Req.12/5/2028

Sourcing Type"

RPxType.

urcing Project  RFxGrid

Add to an existing Sourcing Project® 1059

Medation erves o.  Commodiies
Medistion Senvices 24102305 - Stspiog tersonersoselrs X 44122107 Sples % © -
. . sltaiontest
Sourcing Project

Select the RFx Type

14. Enter the RFx Type field and select Quick Quote. B s e oy e & G -

Sourcing Event wYexd o

GoTo Sourcing Project

RFx Type*

FTyoe”
|

| Canceliston.
QuickQuote.

blect Suppliers to the Sourcing Project

Cancellation b seeen v eim e

ENTERPRISE SOLUTIONS LLC, VIE ABILITY TR

Quick Quote o tlUpt ol i st e APIDIE

——————————————————————————————————
ElAja: 4/ 02255IMI[E]No confguration contet sudi[Che ityi[ite maplLogal mantions]




Create a Quick Quote

15. Click Go To Sourcing Project.

Go To Sourcing Project

Award a Quick Quote

16. Navigate to the Review Award Results tab.

Linka PRtoa QQ
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Suopliers Sourcing Contracts
Publicfequest  Admin Config

Sourcing Event

Add to an existing Sourcing Project®
Sourcing Project
AvardigQQDemo @~

Lot/ Round n progress

RFxGrid

Add / Select Suppliers to the Sourcing Project

Supplers
ASSETWORKS LLC, BREEN LAW FIRM LLC.
BROWN ENTERPRISE SOLUTIONS LLC. VIE ABLLITY

Suspliers  Sourcing  Cantracts

PublicRequest  Admin  Confg

Shop  Procurement

Itegration  Setsin

GoTo Sourcing Project

Detals of the consultation

Sourcing Project Label

Response

Commoies
124102305 - Strapping tensoners orseaers,
80121707 - Labor isputes law services

Organizations

Ipuoicing Release & Permit Aalytics

44122107 - Staples,

B Reeasedpermit  Anaytics

Itegation  Sefrings

Sourcing project: SRC0000001255 - Awarding QQ Demo - Setup Project

() Setup Project

 Datahas been saved

saeacose | aswe |

A 2o° @ simno.

@ oo

Sourcing General Information

Solictation D
SRC0000001255

Label®
Awaring QQ Dema

Project Type
Quick Quote o-

Conidenril
Saureing Project

DPS200000-DHIOSTATE @
HIGHWAY PATROL

v Progress®

v Documents

0 Selected
Documentation =

Last Modifcation = Att

4/15/2020 @)

17. Click the Origin PR hyperlink for the purchase requisition to
be linked to the solicitation.

Origin P.R.

[REQO000106132] Req
[REQO000105965] Req

3

2
[REQO000106132] Req. 3/6/
[REQD000105965] Req. 2/2

Supliers  Sourng  Coniacls  Shop  Procurement  Approwals  Invoicing  Release & Permit Avalytics

PublicRequest  Admin  Config  Integration  Setings
Sourcing project: SRC0000001255 - Awarding QQ Demo - Review Award Results Q. Search

-

v Document
 Awardamount  Notification OriinPR. baksiD
[REQO000004795] Req, 12/5/20p3 164503

IREQ0000004795) Req, 121 - .
2350000USD Cress/pdao s contract E - 231659 0 Selected

jooo180se1 Heading & Login
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Complete the Purchase Requisition

Contacts  Shoo Procurement  Aprovals  Invoicin

18. The line items for the purchase requisition will be linked to | Reatisiton: REQO00004755 - Req. 12/5/2023 (Draft saeon® |0
I 2 L

the quick quote from which the pricing was determined. Populate
any remaining information on the purchase requisition.

Sourcing sy o o em=mn § emenm

onsce

oas e

Awarding QQ Demo

txtslAdminsettings[Page settingsIHLPIIDIIS]  +0.145154 4SMBIEIINo configuration context audtiCheck

Awarding QQ Demo

Note

Once the new purchase requisition has been successfully lined to the sourcing project, the original purchase requisition that was
created can be canceled.

If you have questions or need additional assistance, please contact the OBM Contact Center via email (OBM.ContactCenter@obm.ohio.gov) or
phone (877-644-6771).


mailto:OBM.ContactCenter@obm.ohio.gov

