Creating and Awarding
Quick Quotes in OhioBuys

For agency users responsible for creating, updating, submitting,
and reviewing quick quotes in OhioBuys.
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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 Minority Business Development
Division (MBDD) Status (e.g., MBE, EDGE, etc.).

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.



Creating and Awarding Quick Quotes in OhioBuys

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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Updated: 09/19/2025 01:14 PM Version: 19.0

© 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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Creating a Quick Quote Solicitation

Create Solicitation

Pt Reroh Pt s bRt i

1. Open the purchase requisition for which you would like to 5 & e )
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 o~
RFx Type*

Quick Quote Q-
RFx Grid*

Response 0~

Commodities”

81111812 - Computer hardware maintenance o~
support service

Organizations *

DPS100000 Directors Office CDSB o-

Open Date*

4/12/2023

e

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.

o Set the Sourcing Type and 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.

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

Go to Sourcing Project

G ovenan S Saces Cotcs  Shp  Pocreoant  RelredPeit oot ubicRecuest  Advin A O Quane - @

2. After completing the sourcing project fields, click <D songben s
Go to Sourcing Project. a )

Go To Sourcing Project || N . :
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Creating a Quick Quote Solicitation

Sourcing General Information
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Sourcing project: SRC0000001093 - Training Lab Repairs - Setup Q sere e
ourcing G . v Progress

AddaTisk

3. The sourcing project is displayed. Review the Sourcing General
Information section for accuracy. After making any relevant

updates, click Save.

B Save

Setup Team

4. Navigate to the Setup Team tab.

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).

Team

Select user(s) ®*

[x 4
Email Profile Contact
SME (Sourcing Project) Q-
0] mkaizer@kpmg.com KAIZER Mike
Responsible (Sourcing 0.
Project)
mw 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.
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See All

If selecting a contact that shares a name with multiple users, click See All to see more details and ensure the correct team member
is added.

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

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

Prepare Solicitation

B P s
5. Navigate to the Prepare Solicitation tab. < D & Sourdngproject:SRCO000001093 - Triing Lab Repais - Seup Team

Setup Project

Inquiry

Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award
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Amendment

6. Update the Amendment field to No.

Amendment?* s o

No Q-

v o

Commodity Suppliers.

Supplers Ntifed

Note

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

Posting Approval Required?
No 0-

Dates

7. Update the solicitation dates, starting with the
Closing Date and time, which is the date and time that responses
will be due from Bidders and/or Suppliers.

RETpet

‘Commodity Suppliers

Supplers Notifed
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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 12:00:00 AM " ~

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 12:00:00AM . ~

Publication end date

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

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.



https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
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Creating a Quick Quote Solicitation

Note
If the Publicly Post Opportunity checkbox is disengaged, verify that the Commodity Suppliers Notified selector is set to No.
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Process
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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 other
procedures that apply to the solicitation.

Process

Crestedon 4/12/2023 61603 PMIUTC-4) by Kaisr Requester Michss

Lowest bidder will be awarded.

The Process and Summary fields include a text formatting toolset.
These fields automatically track changes made. New text is
highlighted in green, while deleted text is highlighted in pink.

Publication end date
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The contract will be awarded to the highest scoreding respondant as determined by the state. Changes to
textin these fields will be highlighted)

Summary

@

To clear the highlight, use the text formatting toolbar to either
accept the changes, or stop tracking changes:
o Select Hide tracked changes to clear the highlights from the
text.
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Hide tracked changes

o Select Accept all changes from the toolbar.
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e To accept only particular changes, you can select the Accept
Change button for desired edits and Reject Change for
undesired edits.

e To stop tracking changes for the solicitation, select the pencil
icon to Turn Track Changes Off.

© Styles - | Font ~ | Size I U|lA-DQ-

B
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| Turn Track Changes Off re*
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Creating a Quick Quote Solicitation

Summary

s Sacns  Comscs  Shop Procsman  RelwedPek Aot ublcReuest  Advin A DOt - @
9. Complete the summary fleld, which should include additional < 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Q sere s

details regarding the purpose for the solicitation. The Summary
field will automatically populate with the the information contained
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.

v Tracking

Crestedon 4/12/2023 61603 PMIUTC-4) by Kaisr Requester Michss

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.
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The Process and Summary fields include a text formatting toolset.
These fields automatically track changes made. New text is
highlighted in green, while deleted text is highlighted in pink.

Publication end date
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The contract will be awarded to the highest scorediag respondant as determined by the state. Changes to
text in these fields will be highlighted)]

Summary

®

To clear the highlight, use the text formatting toolbar to either
accept the changes, or stop tracking changes:

o Select Hide tracked changes to clear the highlights from the
text.
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o Select Accept all changes from the toolbar.
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e To accept only particular changes, you can select the Accept
Change button for desired edits and Reject Change for

undesired edits.
e To stop tracking changes for the solicitation, select the pencil

icon to Turn Track Changes Off.

° -« Styles - | Font - | sie B I U A-B-
| E =i = | 2 = =« | Bswurce
Q by @& & X o =
| Turn Track Changes Off re*
Note

The Process and Summary fields will both be visible to the public on the OhioBuys public solicitation portal.
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Creating a Quick Quote Solicitation

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

B e o, W ok, G Do e
10. Click Save. < D #  Sourcing project SRCO000001093 - Taiing Lab Reg

Publction end ot
wn s0mam O~

Process

v Tracking

Createdon 4/12/2025 61603 PMIUTC-4) by Kair Reuestor i

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

Identifying Bidders and Suppliers for a Quick Quote

Releasing a Quick Quote Solicitation

Analyzing and Awarding a Quick Quote Solicitation

Updating a Purchase Requisition with a Quick Quote Award

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



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 .
tqfﬁla' OhioBuys Locating an Existing Quick Quote Solicitation

Updated: 02/27/2026 04:28 PM Version: 8.0

© 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.

Navigate to Sourcing Projects

et A L Qe ®
1. Log in to OhioBuys. From the Main Menu Navigation bar, click " o
Sourcing from the main menu ribbon. )
@l ®
@

Inquiies Exceptions

Sourcing

2. Select Sourcing Projects from the dropdown menu.

SR Necdsd

Sourcing Projects (= (=4
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Add Filters to Refine Your Search

G vt S S Gt oo P Rbesa Gt Anls Pk et Ao Gt a6 4 Qi - @
3. The Sourcing Projects page is shown. Sourcing projects that €D E SowdngProjets o = o
you are associated with (initiated the project, are member of g L CE
P pe -

project team, etc.) are displayed. To see additional sourcing - e [R5
projects, deselect the My Sourcing Projects checkbox, then refresh
the results using the Search button.

Fiters My Souriog rofects: /%

Lovonn  Sooies Soucie Contcts Seo Prascrom Rekc Pt Aiys | Rlceqest | Adnin Con Lo ¥ Qs - @
4. You can refine your search using Keywords or filtering by S rojct o ¥ o
Commodity. Additionally, you can filter projects based on progress ~ — :
toward completion. You can refine: = [ D B A

¢ Very specific: Workflow Progress (e.g., Approved, Draft, Under e
Evaluation) z
e Broader: Progression (e.g., Preparation, Awarding & ¢ st s U ity i+ poesriones e P ltn versani s

Contracting) 5§ CoumeRicus Ghges i w4
Using Advanced Filters
@mm, Swlers Soudnr  Contits  Shep  Powement  ReeweSPemit  Amiyics  PublcRequest  Admin  Conp A O 4 @mien - @
5. Expand the Advanced Filters pane using the Advanced Sourcing rfc P v @l

Filters W icon to see additional criteria.
1 - - : - Mymmgvmms@- Search Resat.

Wrkfow Sstus

sotcationtd | WO ConracongEntiy  Commodty & ProjctSrtDats & EndDate food

e lots BESetAsids &

001 08I E MHIA agz11507 siozo0
: as211507 [ vimes vasme 1 1

e Conmuric seos wrony "
L 705 08P Kish Flo Opnfer  DRC21ZIONDSate § .
>t sncoooonean Bidng  bestertiry OSKF Vo AE. B 4
SCBA REP Drating 1/7/26)FM Y26 - Non T Purhase
5 i " SCBAFici, ok Romktos s 13/3%/55 — prn P
SRC000003650

comse

Adminstation

SCEA REP Drsting /7/26) S Y26 Non T Purcese

G oweon s o 0 ¥ Qe - @

6. You can filter projects by Supplier, MBE Set Aside status, a <94 somchgres T " o
Project Start Date range, and more. Once you have selected all of
your criteria, click the Search button. [— oo I e
e
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Open Solicitation

7. Locate the sourcing project/Quick Quote you would like to edit
and open by clicking the hyperlink for the project.

Selecting the main project hyperlink will bring you to the
Setup Project functional tab of the main sourcing project.

8. For Quick Quotes with multiple lots or rounds, click the
Detail View button. This will display a subgrid of all lots/rounds.

Detail View button >

9. Select the hyperlink for the lot/round of interest. Selecting a
hyperlink from the subgrid will take you directly to the Prepare
Solicitation functional tab for that particular lot/round.

You can also select the more options *  button to use shortcuts
for opening or deleting an RFx.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


mailto:OBM.ContactCenter@obm.ohio.gov
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(4 °
(Bﬁlﬁ' OhioBuys |4entifying Bidders and Suppliers for a Quick Quote

Updated: 05/20/2026 08:44 PM Version: 19.0

© 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:

Creating 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.

Navigate to Quick Quote

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


https://ohio.opuseps.com/app/content/tasks/129436
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2. Locate the Sourcing Project you wish to edit and expand its
row using the detail view button.

Detail view button

Open Quick Quote

3. Select the main project hyperlink or the hyperlink for the Lot/Round you wish to edit.

For more information on how to locate your sourcing project, please refer to the following document:

Add Suppliers

b &

L A 0 4 @ s - ®
EE

4. Navigate to the Add Suppliers tab.

ourcing project: SRC0000036472 - Quick Quote - Add Suppliers searc -5 0

Setup Project
Setup Team

Inquiry

W5 Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results



https://ohio.opuseps.com/app/content/tasks/206757
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A Note

If you want to limit participation to Bidders and/or Suppliers with a valid MBE certification, turn on the MBE Set Aside slider on this
tab. When this slider is enabled, the quick quote solicitation is marked as an MBE Set Aside, and only registered MBE Bidders or
Suppliers can be invited or submit responses.

O MBE Set Aside

If you want to limit participation to Suppliers from an STS or MMA contract, engage the STS and/or MMA slider(s).

O STS
O MMA

These sliders must be applied before adding Bidders or Suppliers. If the STS or MMA slider 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 quick quote
solicitation

If the MBE Set Aside slider is selected, once a contract(s) is selected, all MBE dealers associated with the selected contract(s) will be
added and will be subsequently invited to the quick quote solicitation.

A Note

Users can locate a contract(s) by clicking in the Other Contracts field and typing in the name of the contract, then selecting it from the
drop-down menu. Multiple contracts can be selected at once. 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 contracts that come back, and then pull in all dealers for a particular
index number.

Other Contracts
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A 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.

Master Contract Other Contracts

o If applicable, users can indicate the Master Contract and/or Other Contracts for the quick quote 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 Contract 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

CTRO01313 - Office Supplies and Related Products

000009-01 - NexGen eProcurement

CTR0O01307 - MWK Punchout v2

CSP$00917 - 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

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 ( T ) icon. Selections can be made from the See All menu by clicking the checkbox ( ) icon(s)
next to the relevant contract(s).

12345 - ALB Robv2 082120 Amendment #2

Select Suppliers

oject: SRC0000036472 - Quick Quote - Add Suppliers

5. Click the Select Suppliers button.

uuuuuuuuuu
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6. The Browse Suppliers screen is displayed. Bidders and
Suppliers who have relevant commodity code(s) that match the
code for the quick quote solicitation will automatically be
listed. Users can narrow a search for Bidders and/or Suppliers by

using different filters such as Keywords, Commodities, etc.

A Note

G ovonws saptors Sy Coxte S P ek s bt i G A 04 Qe - ®

Browse Suppliers

Kepords Commodiy ®

cote ‘Suppter Commonites setio

43212000 - Compuer diplay accessaries < @ + Reset

- s 0- O s
- Computerdiplay accssories  Level: Supplr Headoffic  Set 1D STATE
-

Code & Compayname 5 parentCompany & Lol

sups2186  ICanDole Supsler Heseoffice

supzsern2 Supplle Hese-office

SUP2S1104 A& Gross Corp Supsler Heseoffce

SUPs34T Medial proe 5
SUPS34373  ABD Medical LLC Suppl .

The first 150 Bidders/Suppliers that met the criteria will appear on the first page. Be sure to scroll to the bottom of the page to

access additional pages and click the checkbox icon ( D ) in the upper left corner of the table to select all displayed Bidders and/or
Suppliers on each page, if applicable, to ensure all Bidders/Suppliers are invited to the quick quote solicitation.

Browse Suppliers

Filtering Results

anox

ERERERRIERE L BB ENEE O L

7. To filter your results to only show Suppliers with a Supplier
Contact, toggle the Supplier Contact on File radio button.

() Supplier Contact on File ®

.
= .
i ovenes Sl Soui oo Shop Prorement el o Atcs Wbl Adnin  Canig 28 4 @ T - v
I S a4 0 ®
Browse Suppliers 8 x
Komrts pm—y
16212000 Cmputr °-
Cate St Carmottes s
s
[r— X tamk X setos sTATE
.
-
+ P Company | Lo o Sous Quikaton® Pl Chngereeustss & ZinCode &
‘Supplier Head-office. ddhw 4313
Pr—— sis20
S——, wor
sups F—— e, asss0
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To see additional Bidders and/or Suppliers, click the Xicon ( » ) next to the commodity name and then click Search.

Add Suppliers

Commodity @

43212000 - Computer display accessories [ I
OAKSID 2 Code % Company Name =
0000050628 SUP074292 2LMN INC
0000312092 SUPS560716 32 Truckin LLC
0000285584 SUP4920095 3Amigosit LLC
0000331362 SUP610768 3hree Clothing
0000334858 5SUP618926 3P Brava, Inc.
0000320673 SUP580990 426 BACONRD LLC

8. Use the checkboxes to add Bidders and Suppliers. Or use the

top checkbox to select all listed Bidders and Suppliers.

9. Once you have added all intended Bidders and Suppliers, click
the Save & Close button.
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A Note

OhioBuys requires the selection of at least 1 Bidder or Supplier. If the user does not want to select any individual Bidders and/or
Suppliers, search for the Supplier ID associated with the contracting entity (e.g., DASO1, DPSO01, etc.) in the Keywords eld and select
this Supplier in the search results. To do this, the chosen Supplier record must have a contact associated with it. Doing so fulfills the
need to invite at least 1 Supplier.

Review the Main Contacts

10. Review the Main Contacts for your selected Suppliers. This
Supplier contact will receive the invitation to respond. Use the
Invited toggle button to determine whether or not a Bidder or
Supplier on the list should be invited to respond to the solicitation.

A Note

If the Supplier has designated a contact with the role of Sourcing Invitation Contact, this contact will be automatically added as the
Main Contact. If no Sourcing Invitation Contact role exists, a contact with the role of Supplier Admin will be automatically selected
instead.

11. You can expand the rows using the Detail View Button for
each supplier, to confirm their Roles and Contact Status.

- b
Detail view button

Contacts will have a Contact Status of:

[
= Valid: Indicated in Green with a checkmark

°
=& Disabled: Indicated in Orange with a lock. You can select
another contact, uninvite the supplier, or update the contact.
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In this first example, the Supplier has no Sourcing Invitation Contact role, so the contact with the Supplier Admin role was added.

> Supplier % Status % Main Contact Selection Reason Invited G 4  MBDD Status. RFx Comment.
" ~ "I Can Do It" Learning Center Active Supplier DIPIAZZA Peter [pdipiazza@myhealthyalliance.com) o - mﬂ‘m and @ - D ] ®
Select Contact
Contact Name Email Role Contact Status Notified Irwited
DiPiazza Peter pdipiazza@myhealthyalliance.com Supplier admin g x ®

In this second example, the Supplier contact with the Sourcing Invitation Contact role was added.

" v 24/7 Enterprises, LLC Active Supplier  BAPTISTE Alberic abaptiste@247csl.com) @ - Eonwn and o- o) o ®
Select Contact
Contact Name Email Role Contact Status Notified Invited
Baptiste Alberic abaptiste@247cslcon Sourcing Invitation Contact 3 ® ®
In this third example, the Supplier contact has a Contact Status of Disabled.
o v 4K Solutions LLC Active Supplier Ehasiréauh o - -5 Eﬁn&\.vnand o - a 0 ()]
Select Contact
Contact Name Emnail Role Contact Status Notified Inwited
Theriault David dksolutions@gmail.com Supplier admin ;- x x

G o i s A O Queme . @
12. To add or change the Main Contact(s) of a Supplier, click the Souring rjot 0000037349 - Ops Do - Add Supprs o res o
Select Contact button. B -

Select Contact button Select Contact

[r——— ok Consctsitis | Natied it
P T — z x x

3 > e UC sovosiier | BETSTEMbt

o Jo— [ T ——— - ®
13. Use the checkboxes to add or remove contacts. Click the $ st onacts xe0cx ree o
=3
Close button when complete. e —
e

Poston & Phone DototUse] 2| CollPaneDoNottse) = Enol s

1Can Dot Leering Centr/ 1 Cn Do Lsring.
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Save

ing project: SRC0000039369 - Opus D,

14. Click Save to confirm the list of invited Bidders and Suppliers. < 3%

Modify Selected Suppliers

15. To modify the list of Added Bidders and/or Suppliers, use the
Trashcan icon to remove a Bidder or Supplier or change the
Invited toggle button to off to change their invitation status.

@ Trashcan icon

ABCOETECH NG

A Note
Bidders or Suppliers must have a contact in OhioBuys to be invited to participate in the quick quote solicitation.

A Note

Any contact added to a sourcing project, whether a new Supplier, a new contact for an existing Supplier, or an internal team
member, will automatically gain access to all ongoing discussions initiated before their addition. This ensures that all public
discussions visible to internal teams and Suppliers are accessible.

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

Releasing a Quick Quote Solicitation

Analyzing and Awarding a Quick Quote Solicitation

Updating a Purchase Requisition with a Quick Quote Award

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



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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Releasing a Quick Quote Solicitation

4 °
(@ﬁw’ OhioBuys Releasing a Quick Quote Solicitation
e

Updated: 05/19/2026 06:19 PM Version: 12.0

© Purpose & Profiles

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

Profiles: Requisitioners, 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:

Creating a Quick Quote Solicitation

Prepare Solicitation

G v Swpies S Cownds S Pt feseS Pt Awk  AMcReet g AL Quonm - @
1' Open the quCk qUOte SOIlCltatIOn that yOU WOUId ||ke to release < 9D Sourcing project: SRC0000001093 - Training Lab Repairs - Setup Project Q serch - B8
and navigate to the Prepare Solicitation tab.
Sourcing General Information ~  Progress
o In progress o

rrrrrrrr ot Cos3 o-

P b—— Documentation = Last Modification = Att.

) Prepare Solicitation

81111812 Conputer hardvare maienance sppere @ = o
ansio0 @

Project tart Date”
S a22008

°
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Items

Supliers  Sourcing  Contracts  Shop  Procurement  Release & Permit  Anaytics  Public Request  Admin A D Quenne - @

Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Search " 8

saescose | aswe | (O soone | Other Actions ~

2. Navigate to the Items header to confirm the items that have
been added automatically from the purchase requisition.

Open and Closure ®

Selected Lot - Round*
Lot : 1- Round: 2 - Training Lab Repairs (Open for Bidding) € ~

Setup Confirm Invited Suppliers Documents Workflow

61603PM © -
Closing Date-
o- 1312023 230000M 0+ v C

Round # @ Amendment?” Posting Approval Required?

1 No o o- e
4122023 120000AMO -
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 [x 4
+ Add Grid + Add products & Export Grids to Excel - 2. Import Grids from Excel Preview
Use the excel Export/Import feature for large solicitations (exceeding 300 items)
Response
= Actions «
0 Selected
Code (V)* Type (V)* Label (V)* Qty (V)* Unit (V)* Reference Price Deliv. date (V)
Require @ ~
'4 .2 dltem -
VA | 1 Require @ - Training Lab Desktop Repairs 1 AMT @~
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.

e 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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Releasing a Quick Quote Solicitation

3. Navigate to the Documents header to confirm that any
relevant attachments have been applied to the solicitation.

Selected Lot - Round *

Lot : 1 - Round : 3 - Training Lab Repairs (Draft) © »

Setup Items Confirm Invited Suppliers Workflow

RFx Settings

Solicitation Status

Workflow Status
Draft

Save as a template
RFx Type”

Quick Quote o~
Solicitation Name*

Training Lab Repairs
Lot#@®

1

Round # @&
3

Amendment?*

Commodity Suppliers

Suppliers Notified

@ Yes (O No

Note

5.

Selected Lot - Round”

Sewn  hems

Lot 1-Round : 1~ Taiing Lab Repars (D726 © =

G 500 )
< 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Q Search - B8
)

Confirm nvited Sunplers

Posting Approval Required?

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

Create a Document Attach Existing Document

= 0 Selected

Title < Type < Att Contact %+ Last Modification (UTC-4) ¢ Creation Date (UTC-4) ¢
Lab Public KAIZER
@ & Repair olicitation &  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 Q-

®

® @ Click or Drag to add files ~ (Pebicfile)

¢ 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

@mm Supplers  Sourcing  Cantacts  Shop  Pracurement t Relewse&Permit  Amlytics  PublicRequest  Admin A D Quenme - @

4. Click Submit. < 9w Sourcing project: SRC0000001093 - Training Lab Repairs - Solicitation Q Serh - 8

Selected Lot - Round” v Pre

Sewp hems

Warkdlow

Propare Solicitation

[ERRTI .ok exising Document Docum

8/ Eﬂ”a‘, :;:j‘ws & [ s sz
Note
If the SIA Review flag is selected for the quick quote's corresponding contract, the quick quote will route to IT review before it can
be posted.
Send

G ovenr Sunplers s Shop  Procuement ReleweSPemit  Amivics  PublcReauest  Admin A D Quewe - @

5. Clle Send. Sourcing project: SRC0000001093 - Training Lab Repairs - Pry licitation Q Search - 8
= =
o i

Sewp  Nems  Confvminvited Supplies  Documents | Workflow

Attach Existng Document Docum
0 Selected

Twes Twe & At Comact s s & Version
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Sending a Solicitation Invitation

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

RFx Quick Quote 4/21/2023

=
Files to attach
RFx documents Excel 97-2003 quotation form ) Excel 2007-2010 quotation form (dsx)
Send to
v
@ ComoanyName Sendingmodes | User
Add Suppiier Contact(s)
o-
& CINCINNATI ASSOCIATION FORTHEBLIND | Email @ - 2
® DOELMANRACHEL P
1 Record(s) L

Copy all team mermbers.

Email

Subject

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

Dear {Scontact_firs ct_lastname},

You are invited to participate in an OhioBuys solicitation: Quick Quote 4/21/2023.

avigate to the ever

This at

Event Details

» Solicitation Name: Quick Quote 4/21/2023
- Solicitation ID: SRO0000001 105

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

Releasing a Quick Quote Solicitation

e BOOX

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

¢ 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

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

Emal

RFx Training Lab Repairs

>

Send and close




ohio-pre.ivalua.us

Creating and Awarding Quick Quotes in OhioBuys

Do you really want to notifiy selected suppliers ?

ohio-pre.ivalua.us says

Cli K to open the bidding period

L]

Releasing a Quick Quote Solicitation

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

Open for Bidding Save as a template

RFx Type
Quick Quote

Solicitation Name ™

Quick Quote 4/21/2023
Lot #® Round # @
1 1

The workflow for a posted solicitation should resemble the image below:

Workflow

Ad Hoc No Ready to be
- Approvals? Posted

No

Define Posting No

Ad-hoc Approval Approval?

Posting Approval

Workflow Status

Open for Bidding

Amendment?*
No Q-
T Cancelled Rfx._Yes
Open for Bidding el
No
Send Pablic Notice or Ves
Notification RFI?
No
No
Auditor Review? Lot?

Cancelled

Complete

Printing Mo
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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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 “1 Agree”,

supplier, the terms of that contract will apply.
licitation will apply.
conditions attached to the solicitation, you are agreeing to the State Standard Terms and Conditions linked below.

d conditions, the terms
ontract nor includes ter

 references a

Read State Terms & Canditions

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 8 nx
= e
1
n 2 5 > " o

=} e DA @B/ XD @B @ QN EaeeDNCw I

B I USXx «T1I 9 W|x 2 am w9 mom=0Ox=®
A-B- )7

Dear r !

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:
SRCO000002385

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

» Round #:2

» Contracting Entity:

DAS-Administrative Services

Thank you

L

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

i Setup Team

Compose

B 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 “;” and 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 @ Cancel

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)-

QOSWALD James
X

Subject *
SRC2385 Solicitation Notification|

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:
SRCO000002385
+« 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:

Analyzing and Awarding a Quick Quote Solicitation

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


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 | °
C@M OhioBuys (Cancelling a Solicitation
e

Updated: 04/27/2026 12:32 PM Version: 14.0

© Purpose & Profiles

This job aid covers the process of cancelling 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. From the Main Menu Navigation bar, click Sourcing and then
select Sourcing Projects from the drop-down menu.

Sourcing Contracts Shop

Sourcing Projects e (PP

Create Sourcing Project

Schedules

Price Management

Create

Open Solicitation

2. Locate the sourcing project you wish to edit. Use the
Detail View button to expand the row.

Detail View button
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3. Select the main project hyperlink or the hyperlink of the
Lot/Round you wish to edit.

For more information on how to locate your sourcing project, please refer to the following document:

Browsing and Opening Sourcing Projects

Navigate to the Prepare Solicitation Tab

Supliors Souring  Conmacts  Shop  Procurement  Roleasc&Parmit  Analyics  PublicRequest  Admin

4. Navigate to the Prepare Solicitation tab. G 480w~ O

< 9w Sourcing project: SRC0000001184 - Opus Demo - Setup Project Q Seach - 8
e
b Confidential Sourcing Project Add a Task
& Prepare Solicitation e
‘ Contracting Entity* Participating Organizations e seleced
Commodities” Other Commodities. e i ettt
. s . iy ononurs —_— A O verame )
5. Click the Other Actions drop-down menu and then click Create i
< 9w Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation h - 8
a New Round.

seeacoe | aswe | Begin Evaluation

Selected Lot - Round”

RFx Settings. Open and Closure @
Other Actions ~ p— p— pr—
is RFx Type Closing Date
Create a new lot

Inquiry Period®
Round 5 @ Amendmenc? Posting Approval Requlred?

1 1 No

Create a new round

iy Begin Date



https://ohio.opuseps.com/app/content/tasks/206757
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Create a New Round

Suoliers  Sowcon  Conteacts  Shoo  Procurement  Release & Permit Analvlics  Public Reauest A

6. The new round will default to copying all information from the G Round /Lot copy Bax e - @
previous round. Click Save & Close to make a new round. £ D% = 8

Commadity

a o- CECICR - - e
Telecommunications Bargning

RRxType. : lot# s Ronds o SolctationName : BegiDate ¢ EndDate

®  Recuest forinformation [RF) (Simple & Sngls) 1 1 Opus Demo, 82802028 /3172028

1 Recorels) @

Copy Options

Save & Close

Choose what to copy

RN EEE

‘Warning o n Date
Cancel
The following window will appear afterwards. Click Continue to
apply changes.
Update Rfx Type
7. Click the Rfx Type field and update the field to Cancellation. o T & 0 Qv @
44 Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q Search - 8
RFx Type* o s — T ...

1 2 - - InquiryBegin Date

Commodity Suppliers

Request for Information (RFI) (Simple & Single) Q-

iy End Date”

Enable for Public Posting®

Cancellation

Update the Amendment Field

Supplies  Sourcing  Contracts  Shop  Procurment  ReleasofPermit  Arslybies  PublicRoquest  Admin
1

8. Click the Amendment field and update the field to Yes. W 4 0 Quen ®
Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q Search - 8

Solctaton Name”
Oous Dema Inquiry Period ®
sing Approval Recuired?

o

Lt#® Round #©
B Inquiry Begin Date:

Inquiry End Date

Commadity Suppliers

-
-
»

Amendment?”

Su

otited
5 No

Enable for Public Posting®

> Advanced Options

Yes




Update Sourcing Dates
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9. Click the Begin Date to set a future date and time, and set the

Closing Date to some time after the Begin Date.

Open and Closure G

Begin Date

[ 9/11/2023 12:00:00 AM . ~

Closing Date™

[ 9/21/2023 12:00:00 AM " ~

Update Sourcing Dates Cont.

Swolles Sourcing  Contiacts  Shop Procurement it Relesseremit  Avalvtics  Public Request  Admin

10. Click the Inquiry Begin Date to set a future date and time,
and set the Inquiry End Date to some time after the Inquiry Begin

Date.

Inquiry Period®

Inquiry Begin Date

Inquiry End Date*
[ 9/20/2023 12:00:00 AM © ~

Create a Public Cancellation Notice

o F——
Ghior oviosurs A L @ vertane @
27 cant
o Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q search LI
Open and Closure ® v
Documents
Workflow satus Begin Date
E o ot @902 | 120000AMO -
Glosing ote” oy
°- g | 120000AM0 - v Close
scromatical
[ae— Inquiry Period®
= Round #© Amendment? Postng ApprovalReauied?
5 ves °- - InauiyBegin Date
Inauiry End Date
9202025 120000AMG -
Supolies  Sourcg  Convacs Shon  Procurement  Release G Pemit  Avalyics  PublicRecuest  Admin
Ghior oniosuys = A D O vsertane @
Cont
o Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q search L]
Open and Closure ® v
Documents
Worflow satus Besi Date
ot 12000045 -
o
Recondts
o- 120000AM0 « | v Close
Sromatial
Inquiry Period®
Amendment? Postng Approval Reauied?
ves o- Inquly Begin Dste
Inaury End Date
9202025 | 120000AMG -

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

Summary

®

Userame (]
cant A DO
Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q Search, - B8
[~ T ]
o
lo]

b /2023 2:19:59 P0 (UTC-4) by Traning DASContractanalystio




Save Cancellation Round
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52
. G o —
12. Click Save. - A 0 Quenn e
< 9 v Sourcing project: SRC0000001184 - Opus Demo - Prepare! Q search - B8
; - g
ionnaire Items Documents. Workflow Adlp e
B Save
Open and Closure @ v
s Workflow Status Begin Date Documents
Save as 2 template 911/2023 120000 MO +
T Dot (Bepecied ot ot Recordty
= B
g
e J— —
2 Yes o- - Inquiry Period®
-
. . T omomurs _— A O O username (7]
13. Click Submit. %
w Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q Search - 8

Selected Lot - Round”
Lot 1-Round -2~ Opus Demo {Drait © =

Setwp | ConfrminvitedSupsliers  Documents  Workfiow

RFx Settings Open and Closure ©
Solctation tatus Workfiow Status BeginDate.

Dot Sveasatenplate Dot S or1i2008 120000840 -
RExType’ Closing Date

Cancellation o- /211200 41500PM © -

Sollctation Name"

o Cave Inquiry Period ®
Send a Cancellation Round
' G v — )
14. Click Send. ZE e & 0 @ue
P*d Sourcing project: SRC0000001184 - Opus Demo - Prepare Solicitation Q Search - (=)

Send to
v
® Company Name % Sending modes User

«  BROWN ENTERPRISE SOLUTIONS LLC Email

v  CAREWORKS TECHNOLOGIES Email

v  ROLKA LOUBE SALTZER ASSOCIATES Email

Modify the Supplier Contacts as necessary. The listed contacts are

Add Supplier Contact(s)

@  Brown George

Add Supplier Contact(s)

@ Careworks Kurt

Add Supplier Contact(s)

@ Ralta Maroarat

the recipients of the cancellation notice.

Send and close

Click Send and Close to finish the cancellation of the solicitation

and the ensuing notification.

Q-

Q-

[x

® Addsun

Prepare Solctation

EEm B B s

v Data has been ssved x
© Validated successtuly

Selected Lot - Round
Lot 1-Round -2 - Opus Demo (D13t © =

Setup | ConfrminuitedSupsliers  Documents  Workflow

RFx Settings Open and Closure ®
Sofctaton Status Worldiow Status BeginDate

Dt Sematemplte | Resnyto e postd Soim | 120000AMO -
RExType* Closing Date:

Cancellation °- sonao | aasooem

Solicitation Name
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Note

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

oy : T envus03ivalua.app s, s
Fiib oviosay. RFx Opus Demo PP 52y
2%

kK tapn e ik
o I e
Send to

v
& i @ CompanyName . Scndingmodes  User

15. Click OK on the pop-up screen.

‘Add Suppler Contactts)

v BROWNENTERPRISESOLUTIONSLLC  Emal @ -

v CAREWORKS TECHNOLOGIES Eval ©- 40000 AM O -

1500 © -

Add Supplie Contacts)

v ROLKALOUBESAUIZERASSOCIATES  Emal  © - i

Begin Evaluation

16. Click the Begin Evaluation button to advance the status of all
lots and rounds to cancelled.

All lots and rounds of the Sourcing Project are now cancelled.

17. All lots and rounds for the project are now cancelled.

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



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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(4 | °
(Bﬁw OhioBuys Analyzing and Awarding a Quick Quote Solicitation

Updated: 08/29/2025 02:55 PM Version: 11.0

© 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:

Creating a Quick Quote Solicitation

Identifying Bidders and Suppliers for a Quick Quote

Releasing a Quick Quote Solicitation

Prepare Solicitation

Supplers Souring Cotrcis Shon Procursment RokaseRrumit  Adhtcs  PublicResuest  Adrin

1. Open the solicitation in OhioBuys and navigate to the 5 % Sourcingproject SRCOBO001093 - Tining Lab Repis-Setup Prfect
Prepare Solicitation tab.

B Prepare Solicitation

Begin Evaluation

Supplis Sourcns Contots Shop  Procusnen

2. Click Begin Evaluation.

Commodity Suppliers.

Supplers Ntifed



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

Unseal the Bids
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3. Click the Lock icon to unseal the bids.

A Note

DO NOT click the Approve button, as a supplier has not been
chosen. Selecting Approve will close the solicitation without an

award.

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.

Analyze and Award

- Sy, Moy i Sy Dt 'S deils FANewsd Ao ——
G . PN - T ©
< 9D o Sourcing project: SRC0000001093 - Training Lab Repairs - Prepare Solicitation Searc - B8

[ T ]

RCEEEE

4. Navigate to the Analyze and Award tab.

¥ Analyze & Award

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.

G omonrs i hp Prourement  RelesePornit  Avbtis bl eest  Admin A D Quenn - @
o
< 9w ject: SRC0000001093 - Training Lab e w8

[ o oo |

Closing e

atm ze0om v ame


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 8 Scenarios Award Justification
Iivited Suppliers Total Proposals Submitted Supplier(s) Who Haven't Logged In Yet
~ 0 Selected T
N Proposal . .
Suppliers Proposal Status Documents Progress Submitted {UTC-4) Total @ Decision M
INSIGHT PUBLIC Proposal # ] . A A 12,800,000
SECTOR INC 1 — Submitted 100% 4/13/2023 2:33:53 PM usD
CAREWORKS Proposal # . . 4 rArA T e 12,000.000
TECHNOLOGIES 1 Submitted 100% 4/13/2023 2:33:04 PM UsD
ASSETWORKSLLC  FTORSEE g pmitieq 100% 413202323227 pm 13073000

3 Recordis)

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 (at the top of the
Suppliers column) and then click Download selected proposals.

e To compare response by item, click the Select All Checkbox ( ) icon (at the top of the Suppliers column) 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.

5. To review all items for all bids including the reference price, R EES s

click the Scenarios tab. = & Scenarios

0 1 3 0 77.550 (7.63 %) [N

6. % @ BestPriceonEachline @ Click the

Best Price for Each Item scenario.

f{ ® BestPriceonEachline @
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7. Click the Display Full Grid = pispuyrucia  button.

8. Compare each line item amount with the available
Reference Price.

9. Alternatively, you can also click the Pivot View

T owonn St Sy Coas P e—— AL Quenne - ©

ScanaioName Scenario Descripion
T

ot Svigs 001 oms Avarded) Spend Alocation 0Spples

Tobl Cos20000 (1D

Do Dol Code Pl Mot Qo Refrece Do SKU. Uni Awad NETPACINTERNATIONALLLE i
o | 5 | 5 B e e S

Suwpler
s

10. Compare each line item.

11. Compare each line item with available reference prices.

£4700

341300

80.2800
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Award Justification
s Cont e Epemlt Anlyles  PubicRoest A A D Quae @
12. Navigate to the Award Justification section of the Analyze and Sosig ioct SREDOND L6 ks A S e ® 8
[coo ] oo ]
Award tab.
8 3 0 0

@ Proposals 4B Scenarios | Award Justification

3
Invited Suppliers Total £ 2 Recercts)
~+ 0 Selected T
Suppliers Proposal Status Documents
CAREWORKS Proposal #

TECHNOLOGIES Submitted

Proposal #

ASSETWORKS LLC Submitted

3 Recordfs)

Select Justification

o Gonds oo Pocummen fewe Pl Ay b bogt i A D Quie - @
13. Click the Award Justiﬂcation selector icon and choose the Sourcing project: SRC0000001093 - Training Lab Repairs - Analyze & Award Q sere - 8
=

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

Award Justification™

Lowest Responsive & Responsible €@ «

Award Explanation

A D Quenee @

14. Add additional Award Explanation comments. For STS quick
quotes, the values input to this field will be pulled into the quarterly
STS Report produced by DAS and submitted to the Controlling
Board.

Award Explanation*

Lowest responsive and responsible

Note

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.
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Save

=
o Sl
&

s Shop Pt RSPt Aohcs i Reest A A D Qunn @
15. Click Save. < D ¢ Sourcingprofect: 5Rcoﬁooooms:-Trainngubnepairs-m@ W - o
o
Lo:1-Round: 2 Torio 2 Rl U Bt o-

B Save

Proposals
@Emm, " Relsse & pumit Artcs Publc Request Advin & O O venme ©
16. Return to the Proposa|s section of the Ana|yze and Award tab. < D ¢ Sourcingproject SRC0000001093 - Taining Lab Repairs - Analyze & Award a s Y
@ i T
+ Progress
s bio o s s Esion o-
% prowr— ¥ Documents
Round R — . o-
Lot : 1 - Round : 2 - Training Lab Repairs (Under Evaluation) Q- L & # o 10 e
&6 Scenarios Award Justification =
Award Justification™ Award Explanation™
Lowest Responsive & Responsible @ ~ Lowest responsive and responsible
Award
G awonen Supptrs RelsseGPamit Ansiics  PublcResuest  Adrin A D O e ©
17. Click the Trophy icon in the Decision column for the Bidder or < D% Sourcing project: SRC0000001093 - Training Lab Repairs - Analyze & Avard LI}
Supplier for which you would like to create an award, then click OK
in the pop-up that appears.
3 0 0

Feoposl T ] 7 = wEnd e+ Agenc
P — = SbmiedUTC4 ¢ TEI® | D B EnaDace = Agenc
— 0% 413202029353 g

o s S

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

Updating a Purchase Requisition with a Quick Quote Award

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



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

Updated: 07/30/2025 12:55 PM Version: 8.0

© 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:

Creating a Quick Quote Solicitation

Identifying Bidders and Suppliers for a Quick Quote

Releasing a Quick Quote Solicitation

Analyzing and Awarding a Quick Quote Solicitation

Review Award Results

1. Open the solicitation that has been awarded and navigate to
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.

G onenon S Saces  Cocs Sip  Pocrena Rl Peit Aot ublcRecuest  Adiy A L @ verone ©

2. To update the purchase requisition associated with this quick €D % Sourcingprfoct RED0001053- Trining Lab i Reiow Averd R e
quote with the award details, click the Origin P.R. hyperlink for the ————

Bidder or Supplier you are planning to award to. — — =

B RevewAvard Resuts

rsservomsue Lok Rownd: Pt N

sdectee Hepsies 93

T 20000 a7 . o st
Supplier 4 lot/Round ¢ Proposal  Decision ¢ Awardamount  Notification Contract ~ Origin PR OAKSID & T -
§ oonoasi7is Heng =
ASSETWORKS LLC Lot:1/Round: Poposald - Nat ol IREQO000004526] Traiing .. oy crcos w .
CAREWORKS Lot:1/Round:  Proposal # N Selected  to be [REQO000004526] Training ¥ _Itemssynthesis o
CEREWORKS 5 1 seeced  12000000UsD 0000067707 et
INSIGHT PUBLIC Lot:1/Round:  Proposal #  Not ctedt to be [REQO000004528 Traiming Reuets ¢ Rounde | tems o Suder o Smos RelToslCo s Togstomount s TolCots Swhgss OMSID
SECTORINC 2 1 selected notified 0000085744
3 Record(s) Ed
Oteren R i b b Bt b Aan. . - ©
8 6 x
3

3. Click Update Prices.

A - Cauton: Misin ordr supplerfor e el

5
s: oy Commercial Printing Requisition @ %
(= Ship to*
» M P005432 DPS INVESTIGATIVE UNIT 6650 W SNOWVILLE RD SUIT
Update prices

Request Description

Select Items

JEDPS ©

Lab Repairs 8 8 x

4. Click the Checkbox icons for the line items you want to update. ) P T o | o | e | e |

o

= rer solicitation 8 ox
-
N o T T ]
o = Supplier s % : QIY: Amount : Price & Unit + AresdyinPR  Updatedon =
.. . * 1%, o 100 oo oo YRV e

Update pricing after solicitation .

a
Label ¢ Supplier ¢ % ¢ QIY: Amount e T

Orgization @ FiscalYesr
DPS100000 Dirctors Offce CDSE s

Liquid Disinfectant Sanitizer 80% Alc. 1 L bottles (case: 12)  LOTT INDUSTRIES INC  100.00 1.00 1,000.0(

Request Description

1 Record(s)

Save & Close

5. Click Save & Close, then click OK in the pop-up that appears. ) e =

Update pricing after solicitation 8 ox

v b < soppler S% s ae Amnt s P s Umt 5 AradyinPR Updstedon ¢

vyoseEO

o TmslahDekos CAREWORKS wom 1w zomon  rzompe  USDURied .
Regais e NOIDGIES 0 oo e
1Records) o | resw o

L]

Save & Close

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 i o —
: p q P : Lo [ oo | onccen ]

rnal, Supplier, and Justification®

to the line item(s) and, click on the Pencil icon to open it.

Order Supplier

B i s - I ——
Reauisition: REQ0000004526 - Training Lab Revairs (Draft)
Item

7. Complete the Order Supplier and, if applicable, Supplier
) I
Contact fields.

Ontercdany @
100 | avr o-

Commoriy” Praie D SupplerLocation ®

BL11112 - Gonputor e maintoranco supoor enice
MeE st Aside
N

Senices

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)



Two-Phase Quote Contracts

Item
v More Item Information
Product Details
Training Lab Desktop Repairs &

Creating and Awarding Quick Quotes in OhioBuys
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Apply Order Supplier/Contact To All Line Items

Product Contract Contract Type

Product Reference
CTR0O01316 - Price Management Contract - Court Reporter

See All
Supplier Item Ref.

CTR0O01316 - Price Management Contract - Court Reporter Amendment #1

Contract|Sub-Type

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 anot

her Supplier.

Apply Order Supplier/Contact To All Line ltems

Save & Close

8. Click Save & Close.

Save & Close

Submit for Approval

Reauisition: REQ0000004526 - Training Lab Repairs (Draft)
tem

a

A - Goution: When "M i

e vowm,

Describe the item

ttem ode

P 1D

MeE SetAsde
N °-

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

Requisition: REQU0000!

Header

Requisiionid
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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

LOTT INDUSTRIES INC Lot:1,/ Round : 7 Praposal # 2 Selecte 1,000,000 USCY t tifi Create/Update a contract

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 8 8O0 X

oo | cmviome oo ]

Message

Send to

-

@ CompanyName s User

Add Supplier Contact(s)
o-

¥ LOTT INDUSTRIES INC B MENKE TIM p

Email

Subject
OhioBuys: Solicitation update: {RFX_BUSINESS_PROJECTS_CODE

Attachments
Click or Drag to add files Send me a copy

Message

Dear [$contact_firstname} {$contact_lastname].

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

Issuance of a purchase order by an Ordering Agency will authorize work or provision of supplies under this Contract

d your company 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.

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 Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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4 °
(@ﬁw’ OhioBuys (reating and Issuing New Lots and Rounds

Updated: 05/20/2026 12:49 PM Version: 11.0

© 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

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

Open Solicitation

2. Locate the Solicitation you wish to edit and expand its row
using the Detail View Button.

Detail view button -
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3. Select the main project hyperlink or the hyperlink for the
Lot/Round you wish to edit. = e B

For more information on how to locate your sourcing project, please refer to the following document:

Browsing and Opening Sourcing Projects

Prepare Solicitation

4. Select the Prepare Solicitation tab.

& Prepare Solicitation

Create a New Lot / Create a New Round

5. Click Other Actions and select either Create a new lot or Create
a new round.

Create a new lot

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.
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Commodity and Contracting Entity
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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

Copy Options

7. Confirm the Copy 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 0o

®
®
®

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
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9. Click Continue.

Note

Continue

=~

G e - ST . B Y VP — Y- )

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.

Open & Closure and Inquiry Dates

Suppliers to Copy *

Envelope Options

Only suppliers with accepted proposals

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).

20

27

21

28

~ 2023

We

Th

10
17
24

3

+1

Fr

1

18

25

+7

Su

10
17

24

+14

Mo

11
18

25

+1M

September 2023

Tu

12

19

26

We
30
6
13
20

27

+3M

Th
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Amendment

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

Public Post Opportunity

12. Scroll down on the solicitation. In the Advanced Options
section, review the options selected to ensure they are appropriate.

~ Advanced Options(3)

« Publicly Post Opportunity

« Sealed bids

Require suppliers to respond to RFxinvitation
v Check the presence of a total column grid
Allow rmultiple total columns (but only one per grid)

Suppliers can partially bid

Previously sealed before the solicitation Clasing Date
Buyers can create early contract documents

Reopen supplier proposals
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Summary

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

Summary
®
Save
G o e S o s b fomote s e T P — A D Qurm - @
14. Click Save.
B Save
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.

RFx Type *

Request for Quote (RFQ) v | ¥ IsaClarification

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.



Documents
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15. Click the Documents tab and upload any new amendment
documents.

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

RFx

StateTermsand  Commercial gy LANDSBERG
o s Conditions Documents o Jordan 6/17/2016 5:51:57 PM
(Approved)
RFx
Affrmationand  Commercial g LANDSBERG
@ ¢ DisclosurcForm  Documents ©  Jordan ©/23/2020 62343 P11
(Approved)
Independent RFx
Contractor Commercial =Y LANDSBERG
o s Acknowledgement Documents = Jordan 6/23/2020 6:35:48 PM
Form (Approved)
3 Record) @

Confirm Invited Suppliers

16. Navigate to the Confirmed Invited Suppliers tab. il = res o
D -

Confirm Invited Suppliers o R
@Mm Susalers hop  prec A H Quenn . @
17. Select the Suppliers you wish to include in the new lot or o ¢ - Opus Demo- rpare ot = xas o
round using the checkboxes. I S B e :

ORECT RESOURCE INC o
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Review Supplier Alerts

18. Use the Alerts filter to review Bidders and Suppliers whose
accounts are experiencing issues.

Alert Filters

Supplier Unavailable: The Supplier is in a deleted or archived status
and must be removed from the solicitation invitation.

Supplier Blocked: The Supplier record has a blocking alert that must
be resolved before inviting to the solicitation invitation.

Invalid Contact: The Supplier's current main contact is not valid in
OhioBuys, therefore the supplier will not receive the invitation. The
contact is either in inactive status, is missing a login, or does not
exist on the supplier record in OhioBuys. Select another contact for
the Supplier, resolve the contact issue, or remove the Supplier from
the solicitation and contact them outside of OhioBuys.

Alerts

Supplier Unavailable
Supplier Blocked

Invalid Contact

" See All

19. Select one or more Alerts from the dropdown and click Search

. You can then bulk remove the checkboxes for Suppliers with the
chosen Alert.
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Adding Additional Bidders and/or Suppliers

Sl Soucns Goniads hp  Poomceent oweSRomik A PolkRowest Adnh O - ©
20. To add additional suppliers, navigate to the Add Suppliers tab. <D F | Sourdng et SROI000001184- Ops Dao- St Prfoct Al i

M Add Suppliers

Note

Any contact added to a sourcing project, whether a new supplier, a new contact for an existing supplier, or an internal team
member, will automatically gain access to all ongoing discussions initiated before their addition. This ensures that all public
discussions visible to internal teams and suppliers are accessible.

Note

OhioBuys requires the selection of at least 1 Bidder or Supplier. If the user does not want to select any individual Bidders and/or
Suppliers, search for the Supplier ID associated with the contracting entity (e.g., DASO1, DPSO01, etc.) in the Keywords field and
select this Supplier in the search results. In order to do this, the chosen Supplier record must have a contact associated with it.
Doing so fulfills the need to invite at least 1 Supplier.

Select Suppliers

min  Confi o 00 4 @ meen - @
®

Sourcing project: SRC0000036472 - Quick Quote - Add Suppliers searh - 5

(oo T ]

21. Click the Select Suppliers button.

22. The Browse Suppliers screen is displayed. Bidders and
Suppliers who have relevant commodity code(s) that match the
code for the solicitation will automatically be listed. Users can
narrow a search for Bidders and/or Suppliers by using different

filters such as Keywords, Commodities, etc.
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To see additional Bidders and/or Suppliers, click the X icon next to the commodity name and then click Search.
Commodity ®
43212000 - Computer display accessories El [ I

OAKSID £ Code ¢ Company Name s

0000193697 SUP132787 }h?JEARSMUSFC

0000254545 5UP189836 1Spatial Inc.

360
0000183765 SUP155588 COMMUNICATIONS
LLC

0000099458 SUPD87976 3M COMPANY

3M Health
0000261103 SUP199587 Information Systems
Ine
Add Suppliers
[l roarement  Reesed Pomst Ao reyics PRt Adnin Con . A 004 Quemn - ®

23. Use the checkboxes to add Bidders and Suppliers. Or use the —_—

Browse Suppliers x @

top checkbox to select all listed Bidders and Suppliers.

G v s Socs G S Prosonnt FkoR ot ot i Gt I - T )
24. Once you have added all intended Bidders and Suppliers, click ———

Browse Suppliers : ax 2
the Save & Close button.
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Review the Main Contacts

25. Review the Main Contacts for your selected Suppliers. This
Supplier contact will receive the invitation to respond. Use the
Invited toggle button to determine whether or not a Bidder or
Supplier on the list should be invited to respond to the solicitation.

ss0680880888

A Note

If the Supplier has designated a contact with the role of Sourcing Invitation Contact, this contact will be automatically added as the
Main Contact. If no Sourcing Invitation Contact role exists, a contact with the role of Supplier Admin will be automatically selected
instead.

26. You can expand the rows using the Detail View Button for
each supplier, to confirm their Roles and Contact Status.

Detail view button

Contacts will have a Contact Status of:
Valid: Indicated in Green with a checkmark

L]
=8 Disabled: Indicated in Orange with a lock. You can select
another contact, uninvite the supplier, or update the contact.
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In this first example, the Supplier has no Sourcing Invitation Contact role, so the contact with the Supplier Admin role was added.

> Supplier % Status % Main Contact Selection Reason Invited G 4  MBDD Status. RFx Comment.
" ~ "I Can Do It" Learning Center Active Supplier DIPIAZZA Peter [pdipiazza@myhealthyalliance.com) o - mﬂ‘m and @ - D ] ®
Select Contact
Contact Name Email Role Contact Status Notified Irwited
DiPiazza Peter pdipiazza@myhealthyalliance.com Supplier admin g x ®

In this second example, the Supplier contact with the Sourcing Invitation Contact role was added.

" v 24/7 Enterprises, LLC Active Supplier  BAPTISTE Alberic abaptiste@247csl.com) @ - Eonwn and o- o) o ®
Select Contact
Contact Name Email Role Contact Status Notified Invited
Baptiste Alberic abaptiste@247cslcon Sourcing Invitation Contact 3 ® ®
In this third example, the Supplier contact has a Contact Status of Disabled.
o v 4K Solutions LLC Active Supplier Ehasiréauh o - -5 Eﬁn&\.vnand o - a 0 ()]
Select Contact
Contact Name Emnail Role Contact Status Notified Inwited
Theriault David dksolutions@gmail.com Supplier admin ;- x x

@mm; s shop Prcroment Bk nwiing B &Pt Anslyics P ot i
27. To add or change the Main Contact(s) of a Supplier, click the L ——
Select Contact button. . -
e > e PR - sociontcnon | icd® 2 "% pgx | comment i)
Select Contact button Select Contact o, L e | B 50 @ ,
A p s oo | BT 0 H %7 @ .

S Select Contacts xBOBX a8 0

28. Use the checkboxes to add or remove contacts. Click the
Close button when complete.

B o IS
e the supplic racy: e e
Poston & Phone DotlotUse] 2| CollPone(DoNoctse) = Enol s

D0 1 s Conter 1 Can Do g

e fenc

1Can Dol Lasning Cncr/ Hesthy Allnca, LLC

eusenzzsy [ P

o
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Save

A O Querare + @

=es O

29. Click Save to confirm the list of invited Bidders and Suppliers.

ooy
R P sotonten i@ 2] 0 x| Comment

Submit

30. Continue to update the solicitation as necessary to capture
the details of the new lot or round. When you are finished, click

Submit.

[ oo T oo ] =3

Seectad Lo - R ~ Progress
Lot Rounc: 1 SEC 260527 koo CS0 AE Dt @ =

S few  Domers  Confomimidsupples  Questorndie Sl Jton Questorsaite  Viilon

RFx Settings Open and Closure © ' Document

Posting Aoprol Regied

Commocity Suppliers om Consensus Approval

Supplars Neritod

Note

Issuing a new lot or round will retrigger the solicitation approval workflow.

Note

If a new round is issued, Suppliers will need to resubmit their responses. If a new lot is issued, Suppliers will need to provide the
required clarifications. 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 Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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(aﬁw OhioBuys Answering Supplier Questions (Inquiry)
e

Updated: 02/26/2026 08:00 PM Version: 13.0

© 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

1. Log in to OhioBuys. 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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Open Solicitation

2. Locate the solicitation you wish to edit and expand its row
using the Detail View button.

Detail View button

Open Solicitation

3. Select the main project hyperlink or the hyperlink for the
lot/round you wish to edit. - e

Navigate to the Inquiry Tab

4. Navigate to the Inquiry tab.

% Inquiry

Review Submitted Inquiries

5. 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.
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Note

Any contact added to a sourcing project, whether a new supplier, a new contact for an existing supplier, or an internal team
member, will automatically gain access to all ongoing discussions initiated before their addition. This ensures that all public
discussions visible to internal teams and suppliers are accessible.

Note

An inquiry reminder notification will be sent out to the Sourcing Responsible if an inquiry has not been responded to after 2 days.
Reminders will not be sent out if the sourcing project is in an ‘under evaluation’, ‘cancelled’, or ‘closed’ status.

Begin the Inquiry Response Process

6. The question is displayed. To respond to the question, a user
must first click the Forward icon. e

Hours needed

Forward
2/2/2026

- e

Davis Sarah ("l Can Do l...

Send To

@ Recipients

Responsible (Sourcing
Project)

Greetings,
Approximately how many hours of
services are needed? Would you

prefer a T&M pricing structure?

Thanks!
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Note

Users also have the ability to create their own inquiry and publicly post the answer for all potential Bidders and/or Suppliers to see.
Users may use this functionality to proactively communicate or answer a question or may use this method to split an inquiry that
has multiple questions into multiple subsequent public messages. The Sourcing Responsible user can then respond to each
question individually. To create your own inquiry click Compose instead of responding to a question. Follow the remainder of the
steps after this note while making sure to post the question you wish to answer before clicking Send. Respond to that message with

the answer to the question you have created and/or split up.

Compose

Update Inquiry to a Public Response

7. Select Public Response for the Message Type. This will post the
Supplier's question publicly so that other Suppliers are able to see
the State's response.

Message Type "

nauiry

i

Public Response

Naotice

Sending an Inquiry to the Responsible User

8. Select the Responsible user in the Recipients field.

Send To

Recipients () External Emails (&)

| -

All internal team members
Responsible (Sourcing Project)
= Responsible (Sourcing Project)-ANALYST Training

Responsible {Sourcing Project)
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Update Supplier Inquiry

Py )
9. 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 Q-
(Sourcing Project)

Subject”

Software Questions

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

Select Forwarded Message

10. The response now appears in the inbox. The Message Type is
Public Response. Click on this message.

80174 :::;Z & 0/1 2/2/202610:50:56 AM Training ANALYST1 Public Response

Training
ANALYSTL

Continue the Inquiry Response

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

Reply Icon: =




Answer the Supplier Inquiry

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

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

Hours needed Public Response &

Send me a copy

Analystl Training

E Y oD =

M TEE- e s WSO QE®
Size - ?
AlTime and Material pricing structure is great. ]

® @ Click or Drag to add files

If you are responding to multiple questions as part of a single
inquiry, make sure to answer each question.

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.

Select Recipients

13. Select the Recipients of the response. You can choose internal

contacts on the project team and Supplier contacts.

Recipients ®*

> SME (Sourcing Project)-TRAINING Q-
DASContractAnalyst10

> Responsible (Sourcing Project)-
TRAINING DASContractAnalyst10

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

Responsible (Sourcing Project)




Distribute Inquiry Answers

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

14. Click Send to distribute your reply.

Save Inquiries

15. Click Save.

B Save

Post Inquiry Answers to the Public

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

B Save

& Post Inquiry to Public
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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
T —
Display
All -
- oy 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 pa KYLEBAILEY
- 8/3/2020 10:59:54 KYLE
Question 0/1 g KYLEBAILEY
en.on DiRan Dipan
Question 071 O30S0 pimg kaRUMSI A
(KPMGLLP)  [KPMG LLP)
Public . s ne Will Will
Portal 0/1 YR/2020105635 copison  ROBINSON A
Confiz (KPMGLLP) __(KPMG |1P)

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

Note

Subscription details

Kumar Induri Maresh (EX...

Send To

@® Recipients

Responsible (Sourcing
Project)-LEWIS Kimberly

Could you please confirm

whether the version

is Standard or Ultimate?"

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.
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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
I No Add a Task
Inquiries
a 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 Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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<Bl ; . | OhioBuys Updating a Purchase Requisition with an Existing Quick
s Quote

Updated: 10/13/2025 05:57 PM Version: 6.0

O 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

1. From the purchase requisition that you would like to connect B I G 0 @ v - ®
to a quick quote, click Create Solicitation. & w8

Create Solicitation

Requisition: REQ0000004816 - Copy of 10/24 QQ Demo - Award (Draft)

- e o

A - Caution: Missng order supplie forline itemis).

Requisifon 1D Ship to
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Add to an Existing Sourcing Project

Supliers Sourcing  Contacts Shop  Procurement L Release GPemit  Analtics  Public Request  Advin

2. Under the Add to an existing Sourcing Project header, click on W, - 4 0 Qun - O
the Sourcing Project field and search for the name or SRC number $ B 0L ssunsEe 8 "
of the solicitation you would like to reference on the purchase
requisition. When you find it, select it from the drop-down menu, s Sourcing Proeci® Create a New Sourcing Pojct

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

Sourcing Type
REXType

Add / Select Suppliers to the Sourcing Project  RFxGrd

Add to an existing Sourcing Project(® st

BREEN LAW FIRM LLC » o.  Commodties
80121707 Labor disute

Sourcing Project

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
. . _ e o e e ittt ek
3. Update the RFx Type field by selecting Quick Quote from the % e °
drOp—dOWn menu. < 9w Sourcing Event Q search s
/Add to an existing Sourcing Project® Details of the consultation

P— ,
RFx Type™ i

| Quick Quote o- -

PG

Add / Select Suppliers to the Sourcing Project Commorities

80124707 - Labor isputes law services
Supplers
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Go to Sourcing Project

s PublcRequest  Advin

4. Click Go to Sourcing Project. 400w~ -0

Search e

Go To Sourcing Project

Add / Select Suppliers to the Sourcing Project

Supplers

Review Award Results

Susplirs  Souring  Cantracts  Shop  Procurement Relessc & Permit Aalyties  PublicRequest  Admin

5. On the solicitation, navigate to the Review Award Results tab. e L 20 °
< 9w Sourcing project: SRC0000001256 - 10/24 QQ Demo - Award - Setup Project 2 Search - a

v Datahas been ssued

Sourcing General Information v Progress
Solicitation 1D
SRC0000001256
Label®
10124 QQ Demo - Avard

Setup Project

AddaTaskc

Setup Team

Inquiry T e
Add Suppliers

Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results
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Origin P.R.

Supliers  Sourcng  Coniacls  Shop  Procurement  Release GPermit  Anaytics  Publc Request  Adoin

. e B v —_— LD Qurm - ©
6. Select the hyperlink to the new purchase requisition in the
< 9w Sourcing project: SRC0000001256 - 10/24 QQ Demo - Award - Review Award Results 2, Search !, 8

Origin P.R. column.
N

Review Award Results and Take Action v Pro
Supplier Round

Note

Suppller ¢ Lot/Round = oasID &

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.

Origin P.R.

[REQO000004816] 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 column sex ©

of the line item(s) on the new purchase requisition.

Sourcing

Amount 250000 USD
Amount(Total: 250000 USD

10/24 QQ Demo - Award

o

If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.
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A Note on Continuation Purchases

Guidance for Flagging Continuation Purchases

Item

MBE Set Aside

N 0 -

Type

Product

Delivery Date™
3/6/2023

Product Code
CRP30485-1

Continuation Comment

Continuation Order

Continuation?
(@) Yes

O No

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




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

o~y

(Bﬁlﬁ' OhioBuys pyrchasing from a Two-Phase Quote Contract

Updated: 10/13/2025 06:49 PM Version: 6.0

© 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.

Sho D ) My Recant Acity o Purchases

Browse Items

Import

My Shopping Lists



Advanced Search

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

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

In the Advanced Search options, click the X icon to remove the item
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 select
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 E'
Mandatory- First Requisite Programs

Mandatory- Second Requisite

Commodity

Contract

CRP30485 - Hand o~
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

sttoss

> % Browse ltems Q seen " W
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Purchasing from a Two-Phase Quote Contract

Checkout

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

< 9w Browse ltems

Save

e + Anw ARt Ada Gt ezt oo O - ®

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

294 - Req. 11/28/2023 (Draft) Q s LR

e Update the Requisition Label using your agency's agreed upon
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: REQO000106088 - Copy of Req. 2/27/2023 (Draft) w

OcherActors +

Create Solicitation

7. Click Create Solicitation.

Requisition: REQU000164294 - Req 11/28/2023 (Draft) Q s weue

Create Solicitation
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Purchasing from a Two-Phase Quote Contract

Edit Sourcing Project

8. 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 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.

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 today's date as the Open Date.

s

Create a New Sourcing Project

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

RFx Type*
Quick Quote -

RFXGrid"

Response o-

[Commdities -
53131626 - Hand sanitizer o-

DPS511000 Grants Management EMAEOC o-

Open Date* [
3/3r2023 | 106088
i3

Go To Sourcing Project

9. Click Go To Sourcing Project.

Sourdog Pt

Go To Sourcing Project

Add / Select Suppliers to the Sourcin Project
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Purchasing from a Two-Phase Quote Contract

Save

A L Qune - @

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

as needed. Then, click Save.

Sourcing General Information
Solicitation ID
SRCO000014673 Save as a template

Label*
Req. 11/28/2023

Project Type * Status*®
Quick Quote o- In progress o~
Contracting Entity * Participating Organizations

DAS101000 Administrative Support Divisn GSVC € =
Commodities * Other Commodities

72101510 - Plumbing system maintenance or repair € -

Project Start Date*
11/28/2023

B Save

Save

11. Navigate to the Setup Team tab.

On the Setup Team tab, you re able to add team members to 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
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.

&2 Setup Team

Select user(s) ®*
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Purchasing from a Two-Phase Quote Contract

Trash Can

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

< 9w RCD000014673 - Req. 1 sen weoia

= e

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

~ Progress
~ Documents

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.

Q MBE Set Aside

See All

13. Click the Selector ( * )icon on the Other Contracts field and i
< 9% Sourcing project: SRC0000014673 - Req. 11/28/2023 - Add Suppliers Sowen weie
then click See All. [Fsicu [ oo |

Asoati

Other Contracts

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
R$902221 - WORKWEAR, OUTERWEAR, AND RAINWEAR GARMENTS Amendment #1

NPSN16855 - 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). All applicable Suppliers' contracts are returned.

Keywords
STS515

Search

15. Click Search.

Checkbox Icon

wEox

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

Sourcing prc

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

,,,,,,,

Browse Contracts

REBox

17. Click Save.

A O Qe -

wew o
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Prepare Solicitation

0 Quenme - @
18. Navigate to the Prepare Solicitation tab. :

[J Prepare Solicitation

< D % Sourcing project: SRCO000014673 - Req. 11/28/2023 - Prepare Solicitation Semen wew o
omma o .

Inquiry Period®

Enable for Public Posting©

e oo ]

Selected Lot - Round "

Lot : 1- Round : 1 - Copy of Req, 2/27/2023 (Deaty) @ ~
Setwp | liem Confminvited Suppiiers  Document Workfiow
RFx Settings Open and Closure (0
Salicitation Status Wiorkflow Status Begin Date

Draft Saveasa : P . T
RFxType* Clasing Date*

Quick Quote Q- & « Close automatically
Solicitation Mame*

272023 Inquiry Period @

Lots @ Round # @ Amendment?® Posting Approval Required?
. . Inquiry Begin Date

Commeodity Suppliers

Supplicrs Notified
C

Inquiry End Date”

Enable for Public Posting®

Publication begin date

[§

Advanced Options

of bids Publication end date

 irnilation frrocess

Summary

[0}

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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Purchasing from a Two-Phase Quote Contract

Save

A G Qurme - @
19. Fill out the mandatory fields and then click Save. T
RC0000014673 - Req. 1 Search L -E
B Save -
Submit

. T . . - G e . o ) & 5 B @

20. After saving your solicitation, click Submit. Note that thiswill — ~ =~ 5
0000014673 - Req. 1 L -

NOT send your quick quote to Suppliers.

Inquiry Period ®

Enable for Publc Posting D

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 Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.


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 Completed Quick Quote to a Supplier with a Punchout Catalog

Creating a Purchase Requisition when Awarding a

@M OhioBuys Completed Quick Quote to a Supplier with a Punchout

Catalog

Updated: 08/07/2025 02:49 PM Version: 6.0

© 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

A L Qe ()
1. Log in to OhioBuys. From the Main Menu Navigation bar, hover *
over Shop and then select Browse Items from the drop-down & ‘
menu.
Q9
WWWWWWWWW L
Shop Procurement R
Browse ltems T ———

My Shopping Lists
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Creating a Purchase Requisition when Awarding a Completed Quick Quote to a Supplier with a Punchout Catalog

More Filters

2. To limit the displayed items to only include punchout catalogs,
click the More Filters icon.

More Filters icon

Punchout Only Checkbox
G oo vl sirng T S0 Mo SUSW fS AN o AL Querme - @
3. Select the Checkbox icon to filter for Punchout only. P e ™

Checkbox icon

To filter and search for a punchout catalog from a specific
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 = o~

Mandatory- First Requisite Programs
X

Mandatory- Second Requisite
Programs

MBE Set-aside

Search

4. Click Search.
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Shop Online

5. Once you have located the Supplier whose punchout catalog
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

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

-

Checkout

7. Click Checkout.

Checkout
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Open the Line Item

] o . . e
8. Navigate to the line item(s) you intend to award and click the w Pl Aann o g S
Pencil icon. < D% Requisition: REQ0000004795 - Req. 12/5/2023 (Draft)

Submitfor Appraval | << Backto Catalog

Addatine

0 Selected

} -
Pencil Icon: ¢

6t LXB20 Classic Full St Seapier 20- St Cap.. 1500 © OrercdQuantty s Units Prce = Totl Delvdates  BlanketPOID &

# 0 A 47952 UNV75000  Standard Chisel Point Staples, 0.25. 100 Box 0930 093 -

2Records)

Update the Item Price

9. Enter the price quoted by the awarded Supplier in the Pricing il S MLEL
section.

5

E  [Pricing Define delivery place
145000 || uso Ship to
AT Amount
" .
E 10500 bt
ricin ]+

Supplier Quote 1D ©

A

Dayous want to apply 3 Speed Chart?

14.5000

Enter the Quote ID

10. Select the Supplier Quote ID field and enter the sourcing R xenoox O
project number. ¢

o | Define delivery place
= = Ship to
Supplier Quote ID ® s
45 stipto
SRC1005] — -

n

Do ou want to apply a Speed Chart?
v
N

Update the Remaining Line Items

Supliers Sourcing  Contracts  Shop  Procurement  Approvals  Irvolcing Release & Permit Analytics

11. Click Save & Close and continue to update the pricing for the | xseonx (@

remainder of the line items.

Continution?

Pricing Define delivery place
Save & Close B

At
Do you want to pply 2 Speed Chart?

o v

&
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Create a Quick Quote

Supliers  Sowring  Comiacls  Shop  Procurement  Aprovals  Invoicing  Release & Permit Anabd

. Ay T onion A O Usertame = @
12. Click Create Solicitation. L oo PibleRiqust  Admin Confy Itegraion  Stigs e
o Requisition: REQO000004795 - Req. 12/5/2023 (Draft) o wYex s ®

SubmitforApproal | <<BacktoCaog | ResetAllocations | Create Solctation
i Purchase Requisiton

A\ - Cauton: Missing: oder supplir forline tem(s.
A -Cauton:

Header

Requisiion D

Create Solicitation

Type* Receiving Required?*
Requisition Label”

Link to the Existing Quick Quote
OV

13. In the Add to an existing Sourcing Project, select the name or B i o o i 42 Qv -0
SRC number of the solicitation you would like to reference on the Sga L SRR g Paxs o

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

Sourcing Project Label”
Req.12/5/2028

Sourcing Type"

RExTyve

Surcing Project  RexGrid

Add to an existing Sourcing Project®

Medision Services e Commoties
Medistion Services 44102305 - Srapping tersionersorseskers % 44122107 Staples % © -

Sourcing Project

Orgarizations*

Select the RFx Type

Suplers  Sowcing  Commcts  Shop  Procurement  Approwals Invoicing  Release & Permit Anaytics

14. Enter the RFx Type field and select Quick Quote. [ TR 4 8 Qune - @

< 9 % Sourcing Event Q seach wYexd o

noject 1
woQeme  ©- o

dinprogress

RFx Type*

P Tvoe”
I

| Cancellation
Quick Quote.

slect Suppliers to the Sourcing Project

See Al

Tz

Cancellation s v i, P

ENTERPRISE SOLUTIONS LLC, VIE ABILITY. O R ST R PO

Quick Quote

Create a Quick Quote

Supliers  Sowrcing  Coniacls  Shop  Procurement  Approwals Involcing  Reease & Permit Analytics

15. Click Go To Sourcing Project. QA" e o g N

< 9D % Sourcing Event Q search Yexe o
Add to an existing Sourcing Project® e of the consultation
Sourcing Project curingPre

Go To Sourcing Project s

o-
RFxGrid"
Response o-
Add / Select Suppliers to the Sourcing Project Commoriies

44102305 - Strapping tensionersorseners, 4122107 - Staples,
Supplers 80121707 - Labor cisputes law services

ASSETWORKS LLC, BREEN LAW FIRMILLC, 5

BROWN ENTERPRISE SOLUTIONS LLC. VIE ABLLITY Organizations
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Award a Quick Quote

. . G oviosuys A O @Quenme - @
16. Navigate to the Review Award Results tab. i et e e
< 9 % Sourcing project: SRC0000001255 - Awarding QQ Demo - Setup Project. wYeoxe ®
Sourcing General Information v Progress@®
—

I e I'l"-' Alhl'ill_" :—‘1

DPS200000- OHIOSTATE @ =
HIGHWAY PATROL

Commoiies Other Commodities

Linka PRto a QQ

Approvals  irvaicing  Releaso & Permit  Analytcs

G o AL Qunn - @

17. Click the Origin PR hyperlink for the purchase requisition to

be ||n ked to the SOI |Citat|on . < 9 v Sourcing project: SRC0000001255 - Awarding QQ Demo - Review Award Results !1 L E. X
I

~ Document

Origin F.R. o ®
[REQOOO0106132] Reg. 3/6 —— |
[REQOOO0105965] Req. 2/27
Req. 3/6
2] Reg
Complete the Purchase Requisition
18. The line items for the purchase requisition will be linked to St E000004795 - e, 2151202 Dt k x8eoox |

the quick quote from which the pricing was determined. Populate

any remaining information on the purchase requisition.

Sourcing

ContractType & Contract SubType. + | sourcing Fixed Asset

oasc Re)

Awarding QQ Demo

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.
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If you have questions or need additional assistance, please contact the OBM Financial Support Services to create a help desk ticket for OhioBuys: 1-
877-644-6771 OR OBM.ContactCenter@obm.ohio.gov.



mailto:OBM.ContactCenter@obm.ohio.gov
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