Arizona’s Procurement Soiution

\J

Responding to Solicitations

Step-by-Step Guide

The following will guide a vendor through the process of responding to a solicitation. In ProcureAZ, a
solicitation (Request for Quotation, Invitation for Bid, Request for Proposal, etc.) 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 fully registered in ProcureAZ. If the vendor is not
registered, they should go to http://procure.az.gov and click Register. A step-by-step registration guide is
located at http://www.spo.az.gov/ProcureAZ/Vendors/default.asp.

Creating a Response (Vendor Quote) to the Solicitation

In ProcureAZ, a response (offer, quote, bid, or proposal) to a solicitation is referred to as a “Quote.”
Use the following instructions to assist you in creating your quote.

1. Go to https://procure.az.gov and log in by entering your Login ID and Password into the Login Box.

State Procurement OFffice

ProcureAZ

Welcome to ProcureAZ, the State of Arizona's online procurement portal.

To view online tutorials and quick reference guides about using ProcureAZ, please

access

httpfwww. spo.az govw/ProcureAZ/Application_Basics/default.asp (State Agencies) or
http-/iwww spo az gov/ProcureA7Vendors/default asp (Vendors).

FOR NEW VENDORS: Please ensure that you complete the entire registration
process, including selecting commaodity codes as the last step. in order to ensure that
you receive notifications about saolicitations. Click on this link to access a quick
reference guide (and other help documents) on how to register as a supplier.

Register

Register here to begin using ProcureAZ.

Vendors, please read this disclaimer prior to registering.

Complete Registration

Complete registration here to begin using ProcureAZ.

Wendors, please read this disclaimer prior to completing registration.

Open Bids
Browse open bid opportunities.

Active Contracts
Browse active Contracts/Blankets._

Contract & Bid Search

Login ID:

Password,

Forgot your password?

© 2012 Periscope Holdings, Inc.
All Rights Reserved
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2. Once logged in you will be on the home screen bearing the greeting “Welcome Back, <Your Name>". If
you do not see this greeting, click on the Seller tab in the upper right of the screen. This should bring
you to the Seller Home Page.

3. Tolocate an active bid that you wish to respond to, click on the gray “Bids” tab just below the “Welcome

Back, ...” greeting.
Home - Welcome Back Help Desk

News(d) [ELE- N PO{0) Quotes(1)

4. A section labeled Open Bids will be available in the “Bids” tab. Active bids are referred to as “Open
Bids”. Initially only 5 open bids are displayed. In order to expand the list and view additional bids click
on the View More... link posted just under the list of Open Bids.
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5. Click the Bid Number to view the bid you are interested in. To view the bid you must acknowledge
download of the bid by clicking the “Yes” button.

Acknowledge Receipt and View Solicitation
Hid I AGFDI3-D0002384
Did Description Prntng Hurt and Fish Reguistons
Click Yes
i

continue?

o acknowladge the download of the bid, When you acknowledge a bid, you may receive any future

I you do not want to acknowledge click No, and the bid will be displayed. Do you want to

6. You can create a response by clicking the Create Quote button on the bottom of the bid. This will
display the New Quote screen.

Print Page Create Quote Bid 0 & A

Copyright @ 2012 Periscope Holdings, Inc. - All Rights Reserved.

7. 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 all of the data
entered on the previous tabs and allows you to submit the Quote.

New Quote

o pH Items  Questions  Subcontractors

Notes Terms & Conditions Attachment
Quote #

( e

NOTE: You must click the “Submit Quote” button in the Summary tab for your response to be
considered for award.

The General Tab

Fields marked with an asterisk (*) require you to enter information. Please refer to the bid you are responding
to for special instructions regarding required fields in your quote.

Page 3 of 14
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8. Once the necessary information has been entered, click Save & Continue. The screen will refresh and
a unique quote number will be assigned.

NOTE: Fields marked with asterisks are required.
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Error Messaging:

While working on the Quote, you may see red or yellow error messages. Red error messages indicate actions
that must be completed before submitting a response. A yellow warning indicates information or actions that
may need to be addressed, but the response can still be submitted.

Quote 000016017 - ProcureAZ Help Desk1

m Items Questions Subcontractors Hotes) Terms & Conditions § Afttachments  Summary Back to Bid

Quote Validation Errors

# Terms & Conditions is not acknowledged.

Quote Validation Warnings

= “Your quote has not been submitted.

NOTE: The errors above appear once you click on the Save & Continue button on the General tab of your
guote. You must view and make selections on the Terms & Conditions tab in order to be able to submit a
guote. However, it is still possible to move forward to the next tab, the Items tab, by clicking on the tab with
your mouse.

The “ltems” Tab

The items tab is where the vendor enters pricing information for the items requested. If pricing is requested
as a separate attachment (indicated by language in the solicitation documents), a Unit Cost of $1.00
must be entered and saved in order to deselect the “No Bid” check box next to the item.

Page 4of 14 Periscope
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‘Quote 000016017 - ProcureAZ Help Desk1

[Z0F Questions Subcontractors MNotes Terms & Conditions Attachments Summary  Back fo Bid

General s
G

eneral JlILIEE

Sort by Column: Print Sequence ~ [E] sortDescending (B

ltem #

Pri
Sequence Exist

1

10

No ANNUAL FALL HUNT REGULA'NE. Estimated quantity 23|mn Include Shipping I I

10 LUMPSUM|
0.00 l 00 | -

EE— l—l
Afternate Description ( 7 ’ D

A Quote Response Total | $0.00 ‘

Copyright © 2013 Periscope Holdings, Inc. - All Rights Reserved.

9. The following fields are available for entering information (please check your bid instructions to know
what is required in your response):

1)

2)

3)
4)
5)
6)

7

Unit Cost: Enter in the unit cost per item. ProcureAZ will automatically multiply the unit cost by the
guantity. This field will also automatically deselect the “No Bid” check box when an amount is
entered and saved.

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

Tax Rate: If applicable, choose the Tax Rate. ProcureAZ will automatically calculate the amount
Freight: If applicable, enter the freight

No Bid: If checked, indicates the vendor is not supplying a quote for this 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 you are providing a different brand, or if pricing is based on a
specific unit of measure that is different than indicated in the solicitation.

10. Once completed, click Save & Continue.

11. Check the Questions tab.

g
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The Questions Tab

The Questions tab allows the vendor to respond to questions posted on the Bid. Please note that if responses
to questions are required, you must respond in order to submit your Quote. Unanswered questions will
generate red error messages.

State Procurement OFffice
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If there are no questions posted, move to the next tab you need to complete.

11. Answer the question(s) and click Save & Continue.

12. Click the next tab you need to fill out.

The Subcontrators Tab

This State of Arizona does not use this tab. Do not enter any information here unless specifically told to do so
in your bid instructions.

The Notes Tab

The Notes tab allows you to record internal comments. For example, if multiple users are working on a
response, the Notes tab can be used to track changes from one user to another. TheAgency issuing the
solicitation will NOT see any notes when evaluating the responses.

Subcontractors

[EE) Terms & Conditions  Attachments  Summary  Back fo fid

Quote 000016017 - ProcureAZ Help Desk1

General ltems Questions

@ The quote notes tab is for vendor users o enter useful information about the quote. Only authorized users who have access to this profiie can view the information added to this tab. This information is not viewable by the agency.

Delete

HNote Date

Note

e

Copyright @ 2012 Periscope Holdings, Inc. - All Rights Reserved.
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The Terms & Conditions Tab

Step-by-Step Guide

The Terms & Conditions tab allows you to view or download any attachments to the bid. The attachments will
include the official documentation related to the bid you may have already downloaded from the bid itself. You

are also asked whether or not you accept the terms and conditions of the bid

The following list constitutes all the attachments for the bid which may include supplemental terms and conditions.

Quote 000016017 - ProcureAZ Help Desk1

tems Qi i COl O CE ) Terms & Conditions s Y Back to Bid

File Name Description File Size
é_w for eNews Flyer BW Vert.pdf (Sign-up for eNews Flyer BW Vert.pdf) 870,441 bytes
& AGFD13 00002384 ca Hunt and Fish Requlations IFB.pdf (AGFD13-00002394 ca Hunt and Fish Requlations IFB.pdr) | SOLCTATION EE
4_REQUIRED DOCUMENTS-3.doc (REQUIRED DOCUMENTS~3.doc) REQUIRED DOCUMENTS | 507,352 bytes
& AGFD13 00002384 ca Amd 1 no date chande.pdf (AGFD13.00002394 ca Amd 1 no date change.pdf) sorEiE SRR A
&4_AGFD13-00002394 ca Amd 2 No date change.pd (AGFD13-00002394 ca Amd 2 No date change.pdf) Amendment 2 38,556 bytes

‘ Do you accept the terms & conditions ofthe bid? ©) ves () Yes with exceptions ) No
If you do not fully accept the terms & conditions, please note the exceptions below:

Sawve & Continue

Copyright ® 2012 Periscope Heldings, Inc. - All Rights Reserved.

13. Click to accept, accept with exceptions or not accept the Terms & Conditions of the bid. If you select
Yes with Exceptions or No, the field below becomes required and you must state the reasons for not

accepting the Terms and Conditions.

14. Click Save & Continue.

15. Download bid attachments provided by the buyer in this section by clicking the File Name:

Hems @ i Ol Gl Terme & Conditions Y Back

The following list constitutes all the attachments for the bid which may include supplemental terms and conditions.

to Bid

Quote 000016017 - ProcureAZ Help Desk1

2 Description File Size
é_sign-ug for ellews Flyer BW Vert.pdf (Sign-up for eNews Flyer BW Vert.pdf) I 870,441 bytes
SOLICITATION 440,154 bytes

é_REQUIRED DOCUMENT &~3.doc (REQUIRED DOCUMENT S~3.doc)

REQUIRED DOCUMENTS | 507,392 bytes

& AGFD13-00002394 ca Amd 1 no date change.pdf (AGFD13-00002384 ca Amd 1 no date change.pdf) Amendment 1 42,746 bytes
_AGFD13-00002394 ca Amd 2 o date chanae.pof (AGFD13-00002394 ca Amd 2 No date change.pot] Amendment 2 38,556 bytes
Do you accept the terms & conditions of the bid? () Yes () Yes with exceptions ) No
If you do not fully accept the terms & conditions, please note the exceptions below:
R
Save & Continue

Copyright @ 2012 Periscope Holdings, Inc. - All Rights Reserved.
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16. Save these files to your computer so you can easily access them.

The Attachments Tab of Quote

The Attachments tab allows you to upload files to your Quote. These files can include specifications,
statement of work, pricing sheets and any other information requested in the bid instructions.

Quote 000016017 - ProcureAZ Help Desk1

M Aftachments

ﬂ Marking an item "Confidential" will ensure the document iz only seen by relevant personnel and will not be displayed publichy.

General Hems Questions Subcontractors Hotes Terms & Conditio mmary Back to Bid

© Click Add Attachment to add attachments.

Ho ments
]
Add Attachment

Copyright & 2012 Periscope Holdings, Inc. - All Rights Reserved.

17. To add an attachment, click the Add Attachments button.

o Name is the display name for the file that will appear where attachment repository files are displayed. it can be different from the name on diek and can contain alphanumeric characters, spaces, and special characters up to a maximum length of 200.

Name™®

Description p—
File™ [Erowse... | l
Location: vendor/000003137/quote - C

Copyright @ 2012 Periscope Holdings, Inc. - All Rights Reserved.

18. Click the Browse button to search for the file to upload from your computer. (Individual attachment
documents shall not exceed 10 MB. Only one (1) file may be uploaded at a time.) The Name* field will
automatically populate when you choose the file to upload. The Description field is not required.

19. Once you have selected your file, click Save & Exit.
20. To upload more attachments repeat steps 18 & 19.

NOTE: If you click on Save & Continue, ProcureAZ will save your changes, but will remain on the Attachment
screen. Clicking Save & Exit will return you to the attachments list.

Marking an attached 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
determination.

Page 8of 14 Periscope
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Successfully uploaded attachments will appear in the Attachments tab of your quote:

‘Quote 000016017 - ProcureAZ Help Desk1

General ltems Questions Subcontractors Hotes Terms & Conditions [N )l Summary  Back o Bid

@ Marking an item “Confidential” wil ensure the document is only seen by relevant personnel and will not be displayed publicly.

= e I 1 e preseTe. e

To Delete an
Attachment:
Check the
Delete box and
click Save &
Continue. The
file will then be
removed.

Attachments that
have successfully
uploaded should
show in list form as
hyperlinks to those
files.

NOTE: File names cannot contain spaces or special characters. Also, it is best to put files you will be adding as
attachments on your Desktop — they will be easier to locate when browsing for them.

The Summary Tab of Quote

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

21. Scroll down to the bottom of the screen and click Submit Quote.

If you would like to print a copy for your records you will need to use your browser’s print function for each

screen.
w Edit  wiew History Bookmarks Tools  Help
New Tab CtreT +
Mew Window  CtrHN
Qpen Fie... Chr+Q iquates,vendor fyquoteSummary, sdo?quoteld=000018331 v e ‘ - procurE &z,dov ;"i"

Sawe Page As.. Ctr4+S
Emnail Link.

14

Print Preview
EEER selier Adm

tomer Service | About

Warch 3, 2013 8:15:34 PM MST S|

Quote 000018331 - ProcureAZ Help Desk1

General Kems Questions Subcontractors Hotes Terms & Conditions Attachments [T Back 10 Bid

Overall Validation Errors

* Terms & Concitions is not acknowlecdoed
® Guestion #1 for header iz mandatory and not answered.

Overall Validation Warnings

* our quote has not been submitted.

Header Information

Quote #: 000018331 Bid z: ADOT13-00002636 Status: In progress
Organization: Arizona Department of Transportation
Description: Create Microfiche from Data Tapesin- Delivery Days: o Discount Percent: 00
& Repart Format
Bid Flag: Alternate Bid: Mo Shipping Terms:
Ereiaht Terms: Ship Via Tenms: Pavment Term:
Page 9 of 14
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The Submit Quote button will submit the quote into the system. You must click the Submit Quote button to be
considered for award:

Header Information

Quote #: 000018345 Bid #: ADSPO13-00002732 Status: In progress

Organization: State Procurement Office

Description: Labor Assistart to Mtigate and Delivery Days: 0 Discount Percent: 0o
Invertory Abandoned Mines

Bid Flag: Alternate Bid: Mo Shipping Terms:

Freight Terms: Ship Via Terms: Payment Term:

Promised Date Info Contact: Quote Total $80.00

Comment:

Date Last Updated: (0272872013 OF 30043 A User last Updated: Help Desk

Vendor accepts the terms & conditions with no exceptions.

A I tep-by-Step Quote Revisi locx

Item Information

Print Sequence # 1.0 : {925 - 35) The Arizona State Mine Inspector (ASMI) is looking to contract with a vendor to provide lahor assistance to
i tory and mitig band I mines located within Maricopa and La Paz County.
Guantity LIOht Unit Cost Digcount % Tax Rate: Freight Extended Amournt Mo Bid Mo Charge
1.0 HR $30.00 0.0% 0.0% $0.00 $80.00 Mo Mo
L g g -
Copyright @ 2013 Periscope Holdings, Inc. - AllRights Reserved

NOTE: If you do not see the Submit Quote button at the bottom of your screen, as in the image above, then
you may still need to make a selection in the Terms & Conditions tab.

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 you will not be considered for
award.

No changes can be made to the Quote once submitted unless the Quote is withdrawn. (See below)

Header Information

Quote #: 00001834 Bid #: ADSPO13-00002732 Status:
Organization: State Procurement Otfice
Description: Labor Assistart to Mitigate and Delivery Days: 0 Discount Percentw

Invertory Abandoned Mines
Bid Flag: Alternate Bid: Mo Shipping Terms|
Freight Terms: Ship Via Terms: Payment Term: Status changes to
Promised Date Info Contact: Quote Total

“ . ”

Comment: SU bm'tted once
Date Last Updated: 0272872013 07:30:43 AM User last Updated: Help Desk quote is
Vendor accepts the terms & conditions with no exceptions.
. B submitted by
A tep-by-Step Quote R loex

clicking the

Print Sequence # 1.0 : {925 - 35) The Arizona State Mine Inspector (ASMI) is looking to contract with a vendor to provid Subm't Quote
i tory and mitig band I mines located within Maricopa and La Paz County. .
1 buttonin the
Cartity LOhA Unit Cost Digcourt % Tax Rate Freight Extencled Amount hlo Bid I
1.0 HR $80.00 0.0% 0.0% $0.00 $80.00 hlor I Su m m a r.y ta b .
| |

Copyright @ 2013 Periscope Holdings, Inc. - &1l Rights Reserved

You will receive a confirmation email of your submittal to the main email address of your ProcureAZ account. If
you do not receive this confirmation, call the Help Desk immediately at (602) 542-7600, Option #1, or email at
procure@azdoa.gov.

If any question remains regarding whether a Quote has been submitted, the list of all your Submitted Quotes
can be viewed by selecting the gray “Quotes” tab on the vendor's homepage, then the “Submitted” sub-tab that
appears below.

SN Pese 100014 Periscope

State Procurement OFffice



Step-by-Step Guide

Arizona’s Procurement Soiution

\J

Responding to Solicitations

:“\-.J | sever ECTCIS

P March 4, 313 BT AMMET 2D @ & ¥

| ==
’ ] i | Crgmistion Biaw e Dt Lyst Wit

| | [T | | [ p— 0322013 164300 Al DANGZ0N3 12422 AM
| | | B Stata rocurmeset Oca o1 0 08 00 onae B2 102 A
| | Dgares | | Somte Procuremant Ofce o) T2 124000 PU D0 224 e P
o | State Procarmmast Gifce AUIPO1Z NI uriiaena 124000 L s 17T M
MRMTDEE ‘Stwte Pracuramant Cifice A0SIO —— LRI 124000 P DUIEONE 122807 AL

Eopyrght B 7013 Parmcaps Heldings, I - A1 Sights Radsrad

The five most recently submitted Quotes will appear first. Clicking View More will display the twenty-five (25)
most recently submitted 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 locateyour Working
Quote and click the Submit Quote button on the Summary tab of the quote to be considered for award.

The Cancel Quote button cancels the quote.

Viewing and Submitting Questions

Vendors may also be able to view and submit questions in ProcureAZ regarding a solicitation.

1. Locate the Open Bid in the Bid tab on the Seller homepage and click the bid humber to view that bid.

Seller Administrator
¥ vy March 4, 2013 IR AMMST @ & B
Holp Dosk

[y

Home -We, oe Back Help Desk
Wevwath) PO Buoteatn

Rirquist for Rovision

He revusds found,

B | Orgasitaben. Akt i Buymr Dweripin Bl Oopsarsrng Uiste B Wkt
AACD 002548 Office ol the Arizens Amamey Ganeral Jarry Coansly Law Enforement Afles and Accesseres OS2I 230000 PU
Ampeees | Aczin Drseinact ol (Qucaten : CCwylmnes | Commosty ricesseg of USOA Dosaed Frods i 122010 19000 A
ADED ] G000 RS aricona Department of £ decaton REF for ANETONT 100000 A
ALE[H ] 00048 l ‘Asizana Depariment of Education PODES1TE. Syutem DEDENZ S 0000 P Lint
AL 0000008 | Arzens Decatnert of Educaton ;wmm i Lia Wabers ﬁvwmu;gmmumn;gmm ) OWHENIHL000 A N
o M.

e l T e
il Ructon
Coconing County Mertd Menla OCY Verw Create Quote
FeT G I o o |4 251353 Eelelied Svetod TP DR | wosesnizormm | wew | oo |
Lasenng Coursy Merrll Menta | D 2012-0% Chip Seal Aggrejane | CAMRA09D G2 0F0d P Yiew Civave Quoee
[P F——— - Marnsa AX | mmmansiess | vew | cosieouos List
Arizoag Department of Transpertsiion EariPayne Hortn Proeni Wainienance Yard Cansiruction Preject QTR0 X055 P Wi Creane Quote Lif

hen Miirea

At the bottom of the bid page there will be a Bid Q & A button:

1-50f23
12345

Print Page Create Quote Bid Q& A

Copyright ® 2012 Periscope Heldings, Inc. - All Rights Reserved.
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2. Click the Bid Q & A button to view any previously published questions and answers.

If enabled by the procurement officer, the vendor will now have the ability to add new questions:

7 01022013 Preferred Candidates Are you going to have Freferred Candidates (pre-selected sources)? If so, will you want special pricing for that? Ho.

2 01/02/2013 Staffing Categories

Regarding the Temporary Staff Categories, if a vendor's Speciatty does not normally cover al of the categories outined in the RFP
(ie., Adminisirative or Light Industrial vs MedicalHealth Care or Food Services), is the vendor alowed to bid only on those for
which they have the greatest strength, or should the bid cover al of the categories?

Offeror does not need to cover all categories.

3 014022013 Awards Will there be multiple or single awards?

Mukiple

Add new questions:

Question Subject

‘Question (max 2000 characters)

3. To ask a question type the subject of your question into the Question Subject field, then ask your
question by typing it in the Question field.

4. Click Save & Continue to submit

Withdrawing a Quote

your question(s).

Once the quote is submitted, no changes can be made. If changes need to be made either due to an
amendment or by vendor decision and the bid has not closed, the Withdraw Quote button will appear on the

Summary tab of the submitted quote.

Submitted quotes may be located in a sub-tab of the Quotes tab on the Seller homepage.

Seller Admsisteator |
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Home - Welcome Ba “k Phalper Dasker
Mol ey EXED
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Cewight © 2013 Permesse Hoblegs, ke - A1 Mights Reserved

e 154 Gpanieq Oste Dt Last Madad
007N Glate Procuremest OMfce ARSEO1 0001345 PLEHI0ID AT 00 AM SV N T AN
CuOTIEAS | Stan Procursmest Otce ADSPOTL01IT4 1) 020070 P o1E3 1628 P
DOOMTHS | Siate Procuremest OMce AD&"DI.HDNK:N SLIARGY 124000 MU .ﬂh'.\‘.ﬂﬂ‘! |?‘:"|(’|l
N wen | I State Prcurermet Offce ADEPOI 00001313 Suratans 12 4000 L D101 1207 02 B
000TESE | Glate Procurement Offce ARSPO1 0091373 I T AR PN QIR0 1T 20T U
N— Vi mare.,

1. Click the Quote # to view that quote.

2. Click into the Summary tab of your quote and scroll to the bottom of the page.
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3. Click the Withdraw Quote button:

pr—
Harch . w13 o P D G 6 |
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ot #: =r [T T seatus: P
e

Demcsipsion Traa: Doalherry Ty v Diacrare Paveost:

4 Flag: Aemats Bio: - mppang Tems:

Frelght Tarme: Ship Via Toemas Faymans Toms:

Promisnd Daty Irfo Cortace. Quete Total L
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Oate Laat Updasact: s v Usor taes Upcasoc: s i

Vimdon n=capss the s & condiions with no axcepton.

4. Next, choose the Reopen button 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. Yellow warning messages
alert you to the withdrawn/unsubmitted status of your quote.

[ ~
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5. Once you have made the necessary changes you must resubmit your quote by clicking the Submit
Quote button in order to be considered for award.
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NOTE: The Quote must again be submitted by clicking the Submit Quote button in the Summary tab
before the Bid Opening Date/Time or the Quote shall not be accepted.
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Amendments and Acknowledgements

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

Home - Welcome Back Help Desk

News(4)

SR PO(D)  Quotes(1)

Request for Revision

Bids / Bid Amendments {Un-Acknowledged)

| Bid # Organi

ﬂ AAGO13-00002548 Office of the Arizon

ADED11-00000342 Arizona Departmg

o Pimmcbe,

Clicking on the Bid # will bring you to the bid detail view. Once you have read the amendments (usually located
in the attachments of the bid), click the Acknowledge Amendments button.

Acknowledge Amendment(s) Print Page Create Quote Bid Q & A

Copyright ® 2012 Perizcope Holdings, Inc. - All Rights Reserved.

NOTE: If the Amendment makes a change to the items, you may wish to withdraw any quotes in the system
and make updates based on the Amendment before resubmitting the quote.

Additional Information

For assistance with your quote contact the ProcureAZ Help Desk at 602-542-7600 (option 1) or email
procure@azdoa.gov.

For more information on how to use ProcureAZ go to http://www.spo.az.qgov/ProcureAZ/Vendors/default.asp
and view the Quick Reference Guides and recorded webinar.

Page 14 of 14

Periscope

State Procurement OFffice



