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PURPOSE AND DESCRIPTION

Purpose

This document explains the key activities involved in respond to a bid . It provides an overview
of the sub-processes involved, as well as step-by-step procedural guidance to perform the
activity.
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SUBMIT A BID
Step Action
1. Select the Sign In tile.
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2. Enter the desired information into the User ID field.
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Enter the desired information into the Password field.
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Select the Sign In button.
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Step Action

Select the Bidding Opportunities Title.

The Bidding Opportunities tile displays the number of events that are currently
available for bidding. The image below shows that four (4) bidding events are available.

inferms

Supplier Portal

‘Welcome to Supplier Portal Purchase Orders.

Welcome JORGE GONZALEZ =
Mizmi-Dede Counly Intemsl Services Depariment is dedicated to customer
senviee and timely acquisition and provision of goods and services. Ciick here
for more detsils.
Visw PO Information
Receipts

View Awarded Contract Invoices

o b &

0 Rejected Receipt Lines

Payments Manage Profile Bidding Opportunities

Update your Registration and Prefilg 04 Events
Announcements FAQs | Contact Us
\m @%?
T (]

01 Amouncemenis et hlptl normaton pere

6. Select the Invite Events or Public Events button.
s | inferms
jcounr] A A .
< Supplier Portal Bidding Opportunities
Time Zone | Eastern Time (US) v Date Format | MMDDYY v Apply
Bidding Event Information
Invited Events Public Events
1 row
- ~
d 08
Duying Event
Event Name Organization / Format/ Type Start Date / End Date Ends In  Bid Status Details
Event ID
. Internal Services Sell 05/18/2022 02:33 PM EDT
WWood Chairs EVN0000722 RFx 05/28/2022 02:33 PM EDT Sdays  New ’
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Step Action

7. Select the applicable Buying Organization / Event ID.
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8. Select the Bid on Events button.

< Bidding Opportunities Event Details

Upload Bid || @ Acceptinvitation |

l iy Bid on Event I‘

 Bidding Event Information

Event Name TEST Default QTY Event Start Date 10/15/2021 08:47 PM EDT
Business Unit Animal Services Event End Date 11/05/2021 08:47 PM EDT
Event D 0000000270 EventRound 1
Event Status Posted Event Version 1
Buyer Name Event Format Sell
Sealed Event Yes Event Type RFx
Payment Tems Multiple Bids Not Alowed
Contact Information Bolakowski, Ron 4] Edits to Submitted Bids Yes
TEST Default QTY
Description

& View Bid Package &b View Discussion Forum

Lines
3rows
3
Line Number Bid Mandatory Item Description Line Group Requested QuantityUOM Comments and Attachments
1 No CUTTERS, ABRASIVE 10.0000 g
Each =
2 Mo BELTS, ABRASIVE, ALUMINUM OXIDE, CLOSED GOAT 3IN. X 24 IN,, BELT SIZE 20.0000 5]
TYPE A, COARSE 36 GRIT Each =
- 10000 _
3 M 'GROUP OPTION S

° © Each E}
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Step Action

9. Select the OK button.

| hereby acknoviledge that the Event is scheduled to End at 2021-11-05-20.47.30.000000.

10. Select the applicable answer(s) to the RFI Question(s) or Event Question(s).
o

Event Details

-

Event Questions

#Bid Required *Idsal Response Required

4 1of4 v b
General Questions

*

Are you a certified Miami-Dade County Tier Small Business Enterprise? If not, please select "Hone.”

R o Add Comments or Attachments
esponse

*

are you a locally certified veteran Business Enterprise (VBE)?

Add Comments or Attachments
Response v

*

Are you classified as a local vendor?

Add Comments or Attachments
Response

*
are you locally headquartersd?

- Add Comments or Attachmenis
Response | ¥|
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Action

11.

Input Your Unit Bid Price for each line item, if applicable.

Note: Skip the price steps if you are submitting a Bid Proposal, Submittal or RFI
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12.

Select the Bid Link for Grouped Lines, if applicable.

antfurires
-
WL " b -
Laep 1 EneT Livek Gogiah Bad Bespod s
Lt may R e growped 12 selats @ ieois repesemeel] By Frer sbeady pedend mdncadedl e reseiries row o w ready B Comeede 8 ron 8= 0fies mien Bavie slse
TR M W e T ; .
W GATaaes iy Thes Evawst 2 2 pap Baponded Ta " Sy Eiel
m Q - Vs
Iacrgon Ui W“"': Ubnt St Price  Yous Linit Bl Prices 'Four Tofal Bad Price o B
METAL DHARS GROUS EA 1 00DE DY LIS E
) (AR JRGR Ex 15988 Lt
Marloh s e
gy g e S . YO T SR 8. W S e G o Lot I, TN i B e 8 Gy, Bkl L G
Tubwrdt sl v b Lt Valalyte K sty




INFORMS Job Aid: Respond to a Bid

inferms

Step

Action

13.

Input Price per Item for each group member, if applicable.
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14.

Select the No Bid checkbox if you are not interested in bidding on the group.
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15.

Enter the answer(s) to the Line Question(s), if applicable.
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16.

Select the Next Group button until all prices and line answers are entered for

all Groups.
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Step Action

17. Select the Start Page button.
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18. Select the Event Comments and Attachments link.
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19.

Select the View button.
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Step Action
20. Select the Upload button, to upload any desired attachments
e Select the Choose File button.
e Select the desired file. Note: The file name has a 64 Character Limit.
e Select the Open button.
e Select the Upload button.
s 2= Eil Evenl Commentd and Aschmenty
— O_EVRROE00T_N_1_ B A_Ga-01- 29 e oyl B L W
I:.q .l__-...._l.--:- arey . -
e o | cemw
21. Enter the desired information into the Attach Description field.
Note: To upload additional Attachments, select the Add New Attachments Link.
22. Select the OK button.

13
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Step Action

23. Select the Mandatory Online Forms and Addendum Acknowledgment link.
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24, Select the applicable Form’s link.
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Action

25.

Enter the desired information into all of the required fields.

inferms
Bid Submitial Form S
Related Contentw | Help &
Giize Pag=:
Internal Services Department
Bsi MIAMIDADE . P A
COUNTY Strategic Procurement Division
Eve Bid Submittal Form
Eve 111 NW 1st Street, Suite 1300, Miami, FL 33128
Eidder Compa
. Solicitation No: EVNO0D0003 Solicitation Titie: Metz] Chairs
Bidde
| +Bidder's Legal Company Name (Include dibia if applicable): *Bidder's Federal Tax Identification Number:
[T MR LEWIS FRED LLC 123450789
To acceptiis
Forme. If Corporation - Date Incorporated!Organized: State IncorporatediDrganized:
Bid Submittal, o
Subcaniractin
*Company Operating Address: “City: *State:  *Zip Code:
r—r 111 NWMAIN 5T MIAMI F 331
Addendum_1
*Company Contact Person: *Email Address:
Flease be aw MICHAEL JONES. MIKE@INFORMS.COM
an original si
See Elecroni
Number{include area code): Company's Internet Web Address:
[ == ] =
Pursuant to Section 2-8.6 of the Code of Miami-Dade County (County), any individual, corporation,
partnership, joint venture or other legal entity having an officer, director, or executive who has been
convicted of a felony during the past ten (10} years shall disclose this information at the time of Bid
submission.
[ Place a check mark here only if the Bidder has such conviction to disclose to comply with this
requirement.
Pursuant to Section 2.11.1 {c) and (d) of the Code of Miami-Dade County, please 10 the
26. Select the OK button.
inferms
Dt Sutomttal Foeme - =v
-
s MIAM ¥
COUNTY. Strategic Procurement Division
e Bid Submittal Form
ond 115 NW Lt Sormet, Sune 3300, Miamid, #L 33128
Eadte Comnd
sl St pom Wa  EAVO00000L Setuitstum Tle Mein Trery
“Hder b g Company Kame (eiude Xls §agedd st Woddee A hetmis Tas metfeaten M
You munr viel 5 -
L T ST )
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- ¥ Carporation - Dute moacporstadOrpenised Yt oo et Organ 30t
L H -
Tconcsnd
Commery Oper wing Adl PO “Tp Cote
THY NN My 4 Y o L2l
s
Asdena~_ Y
o G . BB B PO W g v N
Panse e o
- gl
Sae Doy |
1ove

Pursuant to Section 2.2.6 of the Code of Miam|.Dade County (County). any Individual, corporation,
Partnershin, joint venture or other kegal enlity having an ofMicer, director, of executive who has been
convicted of a felony during the past ten (10) years shail disciose this information at the teme of Bed

"'Mn&ommmlnmmmmwamwwwm
roQqureTant

Purssant 10 Section 2.11,1 (<) 204 (1) of the Code of Miami.Dade County. please respond to the
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-m - | ] | ]
Step Action
27. Enter the desired information into the Password field and select the Continue
button.
a’ ""f"!‘"!-?
Dad Sutmty F oom
| s Py
od MIAM Internal Services Department
7] Strategic Procurement Division
-l Bid Submittal Form
Lo 111 NW 15 Smeeer. Sorte 1300, Miaml, FL 33128
Pdder (o d
- Metatnas B DA ASOO00EI Lbatones T€o Vee racy
oo TPt s Logs Comgory Name ivitute 8% 0§ sprin sy | "Ptter 1 Fode w Tan et A ehon Namiper
s LW BRED LS e 'n
:-!:A—ed i
p— < Uper 0 Crenva
e ] —E=2—1
:-:w-!
.'1 . -
- syl G
Parsuant 10 Section 286 of the Code of Mami-Dade County (County), 3ny individual, Corporation,
parinershig, joint veature or other legal entity having an ofdicer, director, of executive who bhas boen
mm&umomummalmmsmmw-mmmummuu
PRace a chack mark hece only £ e Bidder has such convichon 30 Gacione 10 comply wiih this
regurement
28. Select the View Addendum File link, if applicable.

Note: The addendum file will open or download. Once review, close addendum
file and return to the Forms and Addendum page.

[ | fnfurims

s skt v e SETAP o N e by s sl e B
Tin ccaptiham ot horm. it oo chat e

Py B e B By CEeng p0 B T e ST B e bendieg
Ser [umones Sonumen i1 Fobe prd Vzgey Spmarps Ao lor mom infa
29. Select the Acknowledge Addendum checkbox.
30. Enter the desired information into the Signature field.

31. Select the Save button.
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Step Action
32. Select the OK button.
33. Enter Password.
34. Select the Continue button.
35. Select the “ X “ to close the Forms and Addendum Tab
@ Create Bich ¥ | @ Forms and Addendum E + RO
O ¢ @ efsstgmiamidadegowpsp/EXTSUPP_20/SUPPLIER/ERP/c 8 = &« » 0 2

f’:ﬁﬂ irferms

Eveient Virpapa: I
Biiger Compasry Name: LEWIE FRED

Bichdar Unar I CHIRLE]

Viou maste v and socapt S forma bk Bafor o cin sulimit yoor bid
T Sppapiiviie vl hoevs, gl g phop L it

For vies Sl

g form Compiete el

aoeraT ACERCREIRE LIS L NAT amgratu R e e

Vilra it F il ]
Paasa Ba dwarn thic by ipeng ouT pelmonrd B0 B U BeCTDNRG Igneen and bndeg s

B QRN AT
S Eroptrpres Sronirns in oty el W ptonl Comiurin it for reory il

Eirvn
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Step Action

36. Select the Submit Bid button.
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Sstend Bt Save for Later
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37. End of Procedure.

< Ewent Details Bid Confirmation

Mew Window |
Bid Confirmation

“four bid has been successfully submitted.

BidID 1 Bid Date  06/01/2022 3:06:00PM EDT
EventID  EVNO0D000O3 Metal Chairs
Event Format Sell Event Round 1 Version 2
Start Date  06/01/2022 5:00AM PDT End Date “530/2022 02:00 FM EDT

QA End Date 06/08/2022 3:00AM
Your Total Price  36,200.00 USD

Help

Personalize Page|

18



