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Quick Reference Guide

To ensure receipt of notifications about Bid opportunities or to be issued Purchase Orders {POs) through
ProcureAZ, you must make sure that who you designate to receive this information is current within the system.
You can do this by accessing the ProcureAZ login screen and logging in with your unigue Login ID and

Password.

Updating Vendor Data

Upon logging into ProcureAZ with your unigque Login ID and Password, you may update your company's vendor
data if you have the role of Sefler Administrator. To update your company's data, click on the Seller
Administrator tab if it displays. NOTE: Users without the role of Seller Administrator can only update their

personal infermation by clicking on My Account.

Seller Administrators are presented with three initial options on their Homepage:

oy

BProcure¥AZzgoVv,

P T T LT

HIGP Code Browsa | My Actaunt | Customer Service | About

tlzintain Qrganization
Inforalion

oo

——

]

P

This section is uzed for
malntainiag arganization
information

Faintain |
AcCount

s anthis

P et

Gk

[EEe e

! This section is used lp mainisin

uaers for the orgenization

Copyrighl @ 2010 Periscope Holdings. Inc. - Al Rights Reserved

Adid Users oh this Accoumt

[PECTT————
[

This section is used to ndd
users to tha argasization.

Add Assacinted
. Organization

T

* This section is used for adding
an organization with the same

Tax O

By clicking on the Maintain Users on this Account, Seller Administrators can determine whether the user is
already set up in the system or whether adding the user is required. The following steps guide you through

adding a new user:

Addinga User

ProcureAZ will maintain the user name, job title, department, phone number, email, login id, password, security
question and answer, and user role. To begin adding a new user, select the Add User button.
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Adding a User

Enter New User information

Complete the New Vendor User information, including all required fields (fields with an ™).
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Select Role for New User

In the Roles section, select Seller this will allow other employees of the company to view and respond to bids
and proposals.
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Click the Save & Exit button upon completion.
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Each vendor that registers with ProcureAZ must have a unique tax identification number. However, if your entity
does business under multiple names, or has subsidiaries that utilize the same tax ID, you may want to register
gach of these DBAs or subsidiaries separately so that each can receive and manage solicitation opportunities,
contracts and purchase orders within ProcureAZ that are specific to them. In order for each of these DBAs or
subsidiaries to have standalone vendor records in ProcureAZ using the same tax |D, follow the instructions
provided below.

._Reﬂg__i's’iering a _\!enﬂc{i_qrﬂ in Procu'reAZ

In order to setup a DBA or subsidiary in ProcureAZ, you must first have successfully registered one vendor
within ProcureAZ with the tax ID that these entities will use. Once you have registered as a vendor within
ProcureAZ, you can then allow other associated entities to register with the same tax ID as that original vendor.

If you have attempted to register and seen the Federal Tax ID Exists message, then another entity is already
registered within ProcureAZ with the same tax ID. If you are unaware of who has registered within ProcureAZ
with your tax ID, then please follow the instructions provided. Do not enter inaccurate tax ID information info
ProcureAZ, as this information is utilized by the State of Arizona for tax and payment purposes.

Federal Tax [3; 123256753 already exists in our sysiem, If you befieve this is in error, contact us aliest@coperiscone com or regisiralion assistance include the
Federal Tax ) you 5r¢ using fos registration aad contact information. We will contact you via e-maii or phone wwith access information.

. Back .

Copyright ® 2010 Periscope Holdings, ne. - All Righls Reserved

If an affiliated entity has registered within ProcureAZ with the tax ID that you will need to utilize, then please
contact them and have them follow the instructions provided within this guide, which will allow you to register
with the same tax ID.

Sending a DBA Registration Link
ProcureAZ will allow you to register a new vendor with the same tax ID as a previously setup vendor if youl
access ProcureAZ using a link sent to you by that previously set up vendor.

in order to send this DBA registration link, a user from that previously registered vendor with the Seller
Administrator role will need to login to ProcureAZ and ensure that this role is selected in the top right corner of
the screen. The user that initially registered the vendor will automatically have this role, along with any other
users this person setup with this role.

M R“ P &
— g -
State Procorerent Oiice

Periscope



Quick Reference Guide
Erocuie? A= oV,

ATL A PR s e

~ Adding a DBA or Subsidiary

Ariiaria s FH 1 erbmin SR

HIGP Code Hrowse | My Account | Cuskomer Service | About

Llaittaln Drganization Llakiain Huers on this add Ussrs or this Account Sild Assnclated
Infarnvation Ascount | haeMsesl ACCOU pysalzation

it R R e |

= = 824

[, [ttt ] [t s BESERS
This seclian is used for i This section is used to maintain * This seclion is used to sdd  Thig saction is used for adding
meintaining organization users for ihe arganizalion users Lo the arganization an organization with the same
informatian Ta I

Cepyright & 2010 Perlscope Holdings, Inc. - Al Rights Reserve

Once the Seller Administrator role has been selected, four links will appear below. Clicking the far right link, Add
Associated Organization, will enable the user to send a notification and the DBA registration link to the
individuals that will register separate entities within ProcureAZ with the same tax ID.
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Upon selecting Add Associated Organization, the Send Mail screen will appear. Completing the following

fields on this screen and selecting the Send button on the bottom of the screen will send the email and the link
fo the desired recipients.
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+ To - The email addresses of the individuals that will receive this email and the DBA registration link
which allows them to register a vendor with the same tax ID.

+ CC - The email addresses of additional individuals that should receive this email.

» Send confirmation email to (your email address) — When checked, an emall will be sent to the sender
confirming that the email was sent and listing the recipients.

» From — This will automatically contain the sender’'s email address and cannot be edited.

s Subject — The subject of the email that will be sent. This automatically populates with the following
language, but can be edited:

{(Vendor Name) requesis you register with the State Procurement Office’s eProcurement
system

« Text- The body of the email that will be sent. This automatically populates with the following language,
which cannot be changed, but text typed into this field will appear before the standard language below.

Use the link below to register with the State of Arizona’s eProcurement system using the
same tax ID as (Vendor Name).

o Use the email form below to request thal the associated crganizations register in BSO. The ok provided belowe must be used in order te regisier with the spme lax

15

Ce:

[ send coafirmation emnil to charcis@qoperiscope com

Fram:

"
Subject™: Periscope Holdings. inc requests you ragister with the Stale Procurement Office’s eFrocurement system.

Text:

. Send H Concal & Exi

Copyrighl © 2010 Periscope Holdings. Inc - Al Rights Reserved.
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Registering as a DBA or Subsidiary .

Once the email notification and DBA registration link have been received, you will be able to register a separate
entity with the same tax ID as the vendor that sent the email and link. Simply click the link received in the email
and the ProcureAZ vendor registration screen will appear.
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Note that the same user account cannot have access to multiple vendors within ProcureAZ. Therefore, if you
need to be able to login on behalf of different vendor records, you will need to setup a different ProcureAZ
account for each one. For more information about the registration process, please view the ProcureAZ
Resources for Vendors website.
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. Vendor Maintenance

To ensure receipt of notifications about Bid opportunities or to be issued Purchase Orders (POs) through
ProcureAZ, you must make sure your information is current within the system. You can do this by accessing the
ProcureAZ login screen and signing in with your unigue Login ID and Password.

Who Can Update Vendor Data?

Upon logging into ProcureAZ with your unique Login 1D and Password, you may update your company's vendor
data if you have the role of Seller Administrator. To update your company's data, click on the Seller
Administrator tab if it displays. NOTE: Users without the role of Seller Administrator can only update their
personal information by clicking on My Account.

Seller Administrators are presented with three initial options on their Homepage:
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By clicking on the Maintain Organization information, Seller Administrators can update company general
information, addresses, terms, categories/certifications, and commadities provided. The following guides you
through these updates:

Updating Vendor General information

ProcureAZ will track general information about your company, including business description, primary emailffax,
and information you may choose to provide as an Emergency Supplier (autharizing the State to contact you
2417 for emergency orders). This data may be updated by clicking on Maintain General Organization
Information. NOTE: Vendors must contact the State Procurement Office to update their Tax ID #.
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Vendor Maintenance

Updating Vendor Addresses

To update addresses, click the Maintain Addresses icon. This will provide a list of current addresses
registered for your company. You can update an existing address by clicking on the blue link in the Name
colurnn, or you can click Add Another Address to create a new address for your company.
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ProcureAZ allows you to save multiple types of addresses for your company, including General, Bid, Purchase
Order, and Remittance addresses. In addition, you can have multiple addresses for each type (example: if you
have multiple locations where POs can be sent by the State), however, you will be asked to identify a Default
address for each type you create.

I BT
HIGP Code fugwra | My Awcount | Customet Setvice ] Aout
Joitn | Deg Mainternincy | Diss Malstasancs | RddUswe

PRUHEST RAK - 1w

e AT

tiame this Agdtzas™ fleneral

Gontact lisme™: Jonn sadeeth

Aadrest Line 1% § 1234 Exraightn Way E

Aidreae Ling 2 F BB
. f |
Addrens Lee 2

badressbee & |

County™ US - Unted Stalea of America T
Cy™: II:I’\:_——__ StaeProvince” r.ﬁ_zw__:_]

b Eﬁ??— Caurty: I—‘W
Pione®; [EEC CTER T r"‘“

Tel Free: r’m r—— l_—— [£i4.1-0 I_-“ r’m r.......—-

Fax i [ f Emsl™ fiehn Angrethteuing com
Tiatuy e vi
] Uelauk addraas for this s3drees Lipe

Save &Ext - - Seve b Cone | Feeset 0 pancer & e

Cepyright ® ZO0T Pansceps ¥okthps. e, - AT Hights Reserved

Once you have made all additions or changes, click Save & Exit to return to the list of addresses for your
company.
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Updating Commodity Codes and Services

To update information you have provided the State about which goods and services you offer, click the
Maintain Commodity Codes and Services icon. This will help ensure that you receive notifications about Bid
opportunities for those commodities and services. From this screen, you can either Display Inactive
Commodity Codes to view any codes you had previously registered for, but that the State no longer uses for
vendor searches.

For most updates, you should click Maintain Commodity Codes. You will see a list of commodities and
services you previously registered for. You can deactivate current commodities, or add new commodities by
clicking Add Additional Codes to reach the Commodity and Services Codes screen.

The Commodity and Service Codes screen allows you to search for the National Institute of Governmental
Purchasing {NIGP) Codes that correspond with what your entity offers. You can peruse through general
categories of commodities and services, or search by keyword. Once you've selected all the codes that match
what you provide, select Save or Save and Add More.
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Updating Terms and Gategories

To update information you have provided the State regarding which goods and services you offer, click the
Maintain Terms and Categories icon.

Here you can update your standard payment and shipping terms, which can be applied o purchase orders
issued by the State, as well as designate your status for various categories and certifications requested by the
State (subh as business type or minority business status).

NOTE: YOU MUST COMPLETE THE CATEGORIES & CERTIFICATIONS SECTION COMPLETELY IF YOU
WANT TQ DO BUSINESS WITH THE STATE OF ARIZONA.

After you've completed this screen, click Save & Continue Registration along the bottom.
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Shpang Y Ethod:
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NOTE: The State of Arizona will not track Regions for vendors. While you will stili see the Regions icon on
your Seller Administrator screen, the system will display “No Regions Available” when you click on the Regions
fcomn.
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Vendor Reg

istration

In order to receive notifications about Bid opportunities or to be issued Purchase Orders (POs) through ProcureAZ, vendors
must be registered within the system Vendors can register themselves by accessing the ProcureAZ login screen and
selecting Register.

Providing General information

Upon clicking Register, a pop-up window will appear asking you o provide your entity’s tax identification number (including
a selection to indicate whether it is an SSN or EIN) and name, as well as the country in which your business is based and
an email dddress where you can receive important information about your account.

ProcureAZ will confirm that your tax 1D does not already exist in the system  If your tax 1D is already registered, you will be
notified that you cannot complete registration.

If ProcureAZ indicates that your tax ID is already in use, your business may also be registered. If you are registering on
behalf of an organization that is affiliated with a vendor that is already registered and shares the same tax ID (for example,
a DBA or Affiliate), please contact that entity to add you as an Associated Organization, and refer them to the Quick
Reference Guide, “Adding a DBA-Subsidiary” on the State Procurement Office ProcureAZ Resources for Vendors

page.

NOTE: If you are certain your entity has not registered and you believe this message to be an error, please contact the
ProcureAZ support line at (602) 542-7600.

If your tax ID is new to the system, a Register screen will appear with a series of tabs to be completed in order from left to
right. After completing each tab, you will be able to return to previous tabs in order to edit what you have entered.

Within the Company Information {ab, supply your company's official address and contact information. If the Company
Name that you market your services under differs from the legal name of your business that is on your tax
certificate with the IRS, ensure that the name on file with the IRS for the tax ID you have entered is correct in the
Vendor Legal Name field. By default, this field will include the Company Name you entered at the beginning of the
registration process An asterisk {*) indicates required fields, and you will not be allowed to proceed if required fields are
blank or contain errors. When you have completed all information on the Company Information tab, select the button at the
bottorn of your screen that says, Save & Continue Registration.
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Your Pre-Registration Notification Email

After completing the Company Information tab, you will receive an email providing your vendor number and contact
information for the Help Desk at the State Procurement Office. This email may take a few minutes to arrive. This email will
provide information needed for the Help Desk to support you if for some reason you are unable to complete your
registration at this time.

Entering Your Seller Administrator Information

You will now be taken to the Administrator tab, and will need to provide the information for an administrative user from
your entity. This user will be responsible for adding new users from your entity to allow them access to ProcureAZ. Please
make note of the Login ID and Password used to create your account, as you will need this to access the system going
forward. Once you have compieted this information, select the Save & Continue Registration button at the bottorn of your
screen.
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Entering Your Addresses . U

Once the Administrator tab is complete, you will be taken to the Address tab. You will be required to enter at least one
address, to be used as your General maiting address. After you have done so, you may select to Save and Add Another
address and will be required to select an Address Type for each (Remit-to, PO, Bid, etc.}. When you create each address,
you can also check a box if that address should be used as the defauit for that address type.  Please be sure to add and
maintain all addresses that you need State of Arizona agencies to send documents and payments o in ProcureAZ using
this section. After you have finished entering addresses, select Save & Continue Registration
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i Vendor Registration
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Selecting Your Terms

QOnce you have selected 1o continue the registration process, you'll be taken to the Terms tab Here you are asked to
provide your standard payment and shipping terms

After you've completed this screen, click Save & Continue Registration along the bottom.
Selecting Your Categories and Certifications

You will now be taken to a Categories and Certifications tab, where you will desfgnate your status for various categories
and certifications requested by the State of Arizona, and the counties your business will serve.  You are responsible for
ensuring that certifications selected are accurate, as your registration will not be considered complete without them, and
failing to complete them now may cause delays with orders and payments from State Agencies who rely on this information
for compliance purposes. You will see links on the screen and information in the Help menu providing definitions of
required fields. Once all required fields are completed, you may select the Save & Continue Registration button

Registering for Commodity Codes

The last step in the registration process is to select the commodities and services that your entity provides. This will help
ensure that you receive netifications about Bid opportunities for those commodities and services.

The Commodity and Service Cades screen allows you to search for the National Institute of Governmental Purchasing
{NIGP) Codes that correspond with what your entity offers. You can peruse through general categories of commodities and
services, or search by keyword. You can save your selections and browse for / add more commodity codes by selecting the
codes you want to register for and selecting the Save and Add Additional Codes button. Once you've selected all the
codes that match what you provide, select Save and Continue Registration.
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Registering Your Commodity Codes

Reviewing Your Registration Summary and Finalizing Registration

You have now compieted the self-registration process in ProcureAZ. The email provided within the Company Information

section will be emailed with a confirmation once your registration is complete.
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The following will guide a vendor ihrough the process of responding to a solicitation. In Procure AZ, a solicitation
(Request for Quotation, Invitation to Bid, Request for Proposal, efc.) is referred to as a"Bid’ document.

All solicitations issued by the State of Arizona in ProcureAZ will be managed and conducted online, including
solicitation responses by vendors . All offers shall be submitted electronically in ProcureAZ to be considered. In
order to respond to a solicitation, a Vendor must be a fully registered vendor in ProcureAZ. If the vendor is not
registered, they should register by accessing the ProcureAZ login screen and selecting Register.

For vendors who are fully registered, log in with the User |ID and Password.

Creating a Response to the Solicitation

in ProcureAZ, a response (offer, quote, bid, or proposal) to a solicitation is referred to as a “Quote’ Once you are
viewing an active, open solicitation, you can create a response by clicking the Create Quote button on the
bottom of the screen. This will display the New Quote screen.

Quotes are completed by working through the tabs along the top of the document from left to right, saving on
each tab. The final tab on the right, the Summary tab, contains a summary of ali of the data entered on the
previous fabs and allows you to submit the Quote.

NOTE: You must click *Submit Quote” on the Summary tab for vour response to be sybmiited and be
considered for award,

aclors  Holes  Torms B Conditions A

Custe & Bl £, HORGRRR3
Organization. Kicering Troirog Sessions

Stetuz: nprogess Destription™

Detvery Doys: Dizrourd Parcent:

iz o By Afernate Bid
Shipping Terms: | :} Freight Yerms: ‘ t’_]
Ship Vis Terms: Paymert Termz; [ ;;V
Promized Date.
(MDY YYY)
Info Cortact:
Commerts: e B e L
Dode Last Updated Uoer Lagt Updated,
Sava § Codinua :

The following table provides a description of the fields provided on the General tab of the quote. Please note
that the * denotes a required field.

Quote Number Will be auto assigned upon com pletion of the General tab

Same as the Bid description. This can be edited to provide a description of your

Description ) .
response, if appropriate

(i vy ii®
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nding to a Solicitation

Delivery Days If applicable, number of days for delivery

If entered, will indicate the payment discount term being offered for all items on

Discount Percent quote. The State requires a minimum payment period of Net 30.

Is “No Bid” Selecting No Bid' will notify the agency that you do not wish to submit a response
Alternate Bid ‘E;é;en;?;dor submits multiple guotes, the vendor can flag specific response as

Defaults to terms selected during vendor registration. These can be modified by

Terms selecting the appropriate term from the drop down menu

If applicable, promised date for delivery of the requested good or service (for

Promised Date one-time delivery)

Info Contact Enter Vendor primary contact information for the solicitation response

Enter in any comments for the quote. This will display to the buyer and be

Comments .
’ considered part of your response

Once the vendor has entered in the necessary fields, click Save and Continue. The screen will refresh and a
unique quote number will be assigned.

Error Messaging

While working on the Quote, the vendor may see red or yellow error messages. Red error messages indicate
that something must be corrected before submitting a response. A yellow warning indicates a component of the
response that may be non-standard; however the response can be submitted even if yellow warnings display.

Please note this particular error below activates once you click on the Save & Continue button on the General
tab of your quote and can be corrected by viewing and making selections on the Terms & Conditions tab.

Quole Velidation Errors

2 Tenns X Cgndtions 0 Bt ackro ozl

Items Tab

The items tab is where the vendor will enter pricing information for the items requested.

SSNOEE Periscope

Elate Procurement Ofice



it Wnana

o~

Guick Reference Guide

Responding to a Solicitation

Questions  Subeonlzactars |

Terme & Candil

Sorl by Cohatry hhmrg;mme v [} 5on Dezcendng

Aem N Frint Dutstlons Description
Sequance Exist
Gunartity FHEES Uinit Cort Discourt Y Tax Rate Feaight Extended Uz Bid Ho Chatge
Amosard
1 io Ko 20" Flnt Screen Mondor
R T ® [ owm| » | ® | O

Arerninde Descrigtion.

Guote fespoate Tots | $0.00

P
| Save & Cortzua ]
e b Lo

The following fields allow for the vendor to enter in information:

Unit Cost

Enter in the unit cost per item. Procure.AZ will automaticaily multiply the unit cost
by the quantity.

Discount Percent

Enter in the discount for the specific item, if applicable. Procure AZ will
automatically calculate the amount

If applicable, choose the Tax Rate. Procure AZ will automatically calculate the

Tax Rate amount

Freight If applicable, enter the freight

No Bid If checked, the vendor is not supplying a guote for thi s specific item

No Charge If checked, the item is considered to be included provided the vendor is awarded

the contract

Alternate Description

An alternate description can be provided, either to supplement the description
provided in the State's solicitation or to replace the State’s description. For
example, you can use this field to indicate if y ou are providing a different brand, or
if pricing is based on a specific unit of measure that is different than indicated in
the solicitation.

Once completed, click Save & Continue

Questions Tab

The Questions tab allows the vendor to respond to guestions posted on the Bid. Please note that if responses to

questions are required, the vendor must respond in order to allow the Quote to be submitted. Unanswered
guestions will generate red error messages.

AR
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N Responding to a Solicit

General  ltems Subcentractors  Metes  Terms & Condith Att ] y Dagh te hid

Queaslion ¥ | Required Question Response

1 No Wht brand of monder is &7 e

S_u bcontractor Tab

if indicated as part of a solicitation, a response may require you to indicate if you are using subcontractors. If
subcontractors are used, you may be asked to provide the following information:

» |dentify the specific vendor/subcontractor(s). The vendor must be registered in ProcureAZ. You can
search for the vendor by clicking Lookup and Add Vendor. If the subcontractor is not registered, they
must register prior to submitting your response, or you may be considered non-responsive.

» Provide a proposed dollar amount being paid to the subcontractor if you are awarded the contract.
» identify whether the subcontractor is in a specified category, such as small or minority business.

N_otes T_ab

The Notes tab allows vendors to record internal comments. For example, if multiple vendor users are working on
a response, the Notes tab can be used to tr ack changes from one user to another. Please note that the
agency issuing the solicitation will NOT see any notes when evaluating the responses.

g

Genersl Mems  Questivns  Subcontreciors Pads

Terns & Ci i ry

@) The quote nates tob iz for vendor users Lo enter usetul information about the quate Only oudhorized users who have access 16 1his profile con view the information added 1o
thiztoh YThis information is not viewabie by the ngency

Detetr
Hide Dita Urer Hete

i Save i Continus iﬁ . Reaet

Terms & Conditions Tab

The Terms & Conditions tab allows the vendor to view or download any attachments to the solicitation. The
attachments will include the official documentation related to the solicitation. The vendor is also asked whether
or not they accept the terms and conditions of the solicitation.
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. Rasponding to a Solicitation

h t ¥ Naek Ao Bigk

Thie following Bst eonstiutes all the sidnchiments for the B which may lneluge supplementst terms and canditions

File Hame Descriplion File Size

105542 byles

gj-‘l‘?ﬂ!f:'|f.f.1.rfi‘ﬂ‘f“:‘ﬂ!)!ﬂi.:.i;ﬁ.’}.ﬂ

Do you occepd the terms & conddlons of 1hs big? O Yoo O ves with exceplions G
1t you o nct fully eccept the terms 8 condlions, please nole the exceplions below.

i Save & Cortrwe I

If the Terms and Conditions are accepted, select Y es and click Save & Continue. If the vendor selects Yes
with Exceptions or No, the field below becomes required and the vendor must state the reasons for not
accepting the Terms and Conditions.

Attachments Tab

The Attachments tab allows the Vendor to add any neces sary documentation for the Quote. This can include
specifications, statement of work, pricing sheets and any other relevant information.

General Mtems Questions  Subsopireciors  Holes  Terms & Conditlons 71 Summaory
€ Marking an kem “Confidential® will ensure ihe document is only seen by relevant personnel and wil nol be displayed publicty

) Click Aud Attachment {0 add attachments

Ho Attechments

Add Altachiment !

To add an attachment, click Add Attachments. The following screen will appear.

o Hamne it the display name for ine tite thel wil appear where sllachmert repository files ere displayed N can be different from the name on disk and cen contein atphanumeric
characiers. spaces, end speciel cheraclers up {o & maximum lengih of 200

Mame™: 1 |

Descriplion; [

File™ P [ Browse.. |

Location vendorQO000003/Guote

. Save &Exit . m Save & Confinue M Reset. || .. Cancel&Ext

i

Use the Browse button to search for the file to upload from your computer. Please note that individual
attachment documents shall not exceed 10 MB. Once chosen, the vendor can edit the name of the file as well
as giving it a description. Once completed, click Save & Exit.
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Please note that if you click on Save & Continue, Procure.AZ will save your changes, but will remain on
the Attachment screen. Clicking Save & Exit will return the user to the quote screen.

The Attachments tab will then list all attachments on the Quote. The Vendeor may select an attachment and mark
it Confidential. Marking a document Confidential signals your desire for the document not to be visible publicly.
The State, pursuant to A.C.R.R. R2-7-104, shall review all requests for confidentiality and provide a
written defermination.

General Hems  Questions  Subcontractors  Hotes  Terms & Conditions Summary Itack dn 1t

¥ Merking an fern “Condidertial” will ensure the document Is only seen by relevent personnel and will not be displayed publicly

Hama Descrlplion Contidentiat Miached By Fiached Dule Delete

[ Timolhy Gerza 08/02/2008 M}

_Sove & Confitue | [ Add Atlactment |1

Summary Tab

The Summary Tab is the Vendor's opportunity to review all the information entered on the Quote. If any changes
need to be made, select the tab to go back to that screen and edit the information.

The Print button allows the Vendor to print a copy for records.

The Submit Quote button will submit the quote into the system, Once finished making changes to the
Quote, “Submit Quote” must be selected for the response to be considered for award.

Once submitted, the Status field on the top right of the Quote will display 'Submitted.” If anything else displays in
this field, then the Quote has NOT been submitted and "Submit Quote’ must be selected to be considered for
award. No changes can be made to the Quote once submitted uniess the Quote is withdrawn.

The Cancel Quote button cancels the quote.
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. Responding to a Solicitation

g astnde

Diganization; Homing franeg Seceions

Deseription:  Mondors Dativory Doys: ¢ Diseount Porcent: on
Bk Flag: Aftornato Sids Na Shipplng Tosms:
Fiolgit Ship Via Toims: Payment Teum:
Torms:
Promised Info Contact: Quota Total H X600
Bala
Comman
Date Last RO2000 10 25 21 A Uses kast Updntoak: Timolrry Gowzn
Updatas:
Vondar accepts the lerms & conditions with no excopsiens,
Questions: Quezton f | Requred Guesion Responzo
1 Ma § Wehotirond of monkor it AT
Galrk Brtntenes nr,

Print Sonuence # 103 {263 - 54) 20°Flat Sereen Bonltor

Cunbity LOM nd Cost Darcourt % Tar fia Frept Exdencsd Amaaart hotnd tig Charge

kL1 A 40000 co% 00% W 14,000 60 o Ha

Frrt il sumtCude  jil  Cancd Quue

If any question remains regarding whether a Quote has been submitted, the list of all submitted Quotes by this
vendor can be viewed by selecting the “Quoted' tab on the vendor's homepage, then the "Submitted’ tab that
appears below. The five most recently submitted Quotes will appear first. Clicking View More will display the
twenty-five (25) most recently submitied Quotes and links to the pages where any previously submitted Quotes
will display. If a Quote does not appear on any of these screens, then it has NOT been submitted. Please return
to the Quote and click the Submit Quote button on the Summary tab of the Quote once all edits have been
made to be considered for award.

Hews{d} Bids{i77} PGHJ}% Hietn i
lnfumg_t{ﬂ] Working{0} Revision{7) Withdrawn{}}

Quote # Qrganization Bid # Bid Opening Date Date Last Modified
GEARDLOZ.L State Procuremant Olfice AREROL-000600263 0272872011 OB:EB:00 P4 027282611 08:E812 PR
a0gaH ALY Arizong Schoo!s for the Dea! and Biind AGRR1.000R335 GU972011 10:30:00 A 02092011 10:42:58 AN
60110307 Corparalion Commisslor CORPIL.GE000IS] 02/05/2011 9;30:80 ALY DZ/0S72011 10:42:54 AR
ROIGU R Arizona Stete Retirement Systern AUHITIAOIOIAD 020872011 10:30:00 AM 02092011 10.42:50 ARt
GEGARIAYS Arizona State Parks PARISILO0000347 Q210972011 10:20:00 AN 02/08/2011 D3:5412 Al

Vigwve Imore, ..

Viewing and Submitting a Question

Vendors may also be able to view and submit questions regarding a solicitation through ProcureAZ by clicking
on the Bid # listed on the Bid tab. They can scroll down to the bottom of the page and click on the Bid Q&A
button.
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Any previously published questions and an swers will be visible here. If enabled by the procurement officer, the
vendor will now have the ability to add new guestions.
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Withdrawing a Quote

Once the quote is submitted, no changes can be made. If changes need to be m ade either due to an
amendment or by vendor decision, the Withdraw Quote button will appear on the Summary tab. Click this
button, then choose the Reopen B utton at the bottom of the Summary tab if you would like to modify and
resubmit the response. The Quote will be fully open to make changes.

Please note the Quote must again be submitted before the Bid Opening Date/T ime or the Quote shall not be
accepted.

Amendments and Acknowledgements

If the Agency makes an amendment to the Bid, the Vendor must acknowledge the amendment. If the vendor
has previously submitted a Quote, was originally notified about the Bid, or has viewed and acknowledged the
Bid, the vendor will receive an email and the amendment will be shown on the Seller homepage. On the Bids
tab, a new section will appear labeled as Bid Amendments Unacknowledged.

Organization Ritarnate id Buyer Dageription Bid Opening Date Pre-Sid Corderence | 8id Holder

Afternoon Treining Sessions Afternoon Trainget | prirting services 08/25/2008 01:30:00 P Srheduled

[T NS Detaull Organization Chris Haerls Leplops and reloted equipment  § 082772089 $8;15:.00 AM
GHA0RNTN i Maorning Trefming Sessions Morning Treinee1(  § Police Bicycles 08/27/2009 D3:15.00 AM Sehidulan
ounanner & Morning Training Sessions Morning Trainee® | compuier software 08/27/2009 09:45:00 AM Schodulad
40000623 | Morning Training Sessions Morning Traineeb | Residential Placerent 087272003 08:15:00 At

Clicking on the Bid # will bring the vendor to the Bid Detail view. Once the vendor has read the amendments,
click the Acknowledge Amendments button. Please note that if the Am endment makes a change to the items,
the Vendor may wish to withdraw any quotes in the system and make updates based on the Amendment before
resubmitting the quote.
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Revisions

Once the bid is officially opened, during the tabulation and evaluation process the Agency may ask the Vendor
for a Revision. The Revision may be clarifications or a Best and Final Offer. The vendor will receive an email
containing the instructions for the Revision,

JRUU—

Guote ¥ Organization sid# Bid Opening ate Date Last Modified

BohE0 13311 Aflernoon Yraining Sessions anEeenRy 0812772008 01:36:00 PM 087272000 $4:34:27 PM

On the Seller Homepage, the Request for Revision section will appear. The Vendor can click on the Quote
number, and then following the guide above for responding to a bid they can edit and update the revised quote.
Once completed, the quote must be s ubmitted via the Submit Quote button on the Summary Tab.
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CONTACT INFORMATION

Christine Ruth, Chief Procurement Officer

Tracey Thomas, Procurement Specialist

Kailee Hart, Procurement Associate

(Vendor Registration Expert)

Receptionist
Fax
Address:

Arizona Department of Health Services
Office of Procurement

1740 West Adams Street

Room 303

Phoenix, Arizona 85007

602-542-0442

Christine.Ruth@azdhs.gov

602-542-1011

Tracey. Thomas@azdhs.gov

602-542-2942

Kailee.Hart@azdhs.gov

602-542-1040

602-542-1741
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