Step-by-Step Guide

Arizona’s Procurement Solution

[
i Bid Opening Reports

& Bid Tabulations

A Bid Opening Report* is available for viewing AFTER a purchaser/buyer opens a bid after the bid opening
date and time. If the bid was a Request for Proposals (RFP) the report will just list the vendors who submitted
guotes. If the bid was an Invitation for Bid (IFB) the report will list the vendors with the total dollar amount of
their quotes. A Bid Tab is available once an award has been made and provides a detailed view of vendor
quotes.

*|t is not necessary to login to generate the bid opening report.
Bid Opening Report

1. Go to http://procure.az.gov and click on the Contract & Bid Search link:

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

ProcureAZ HelpDesk will be Closed 9-1-14 in observance of Labor Day

For assistance contact the ProcureAZ Help Desk at 602-542-7600[ or email
procuref@azdoa.gov Monday through Friday from 8:00am to 5:00pm MST.

To view online tutorials and gquick reference guides for using the procurement portal,
please visit the ProcureAZ State Agency webpage or the Procure®7 Resources for
Vendors webpage.

FOR NEW VENDORS: Please ensure that you complete the entire registration
process, including selecting commodity codes as the last step, in order to ensure that
you receive notifications about solicitations.

How to Reqgister in ProcureA7 step-by-step guide

How to Respond to Bids (Solicitations) step-by-step guide

| Register
Register here to begin using ProcureAZ.
Vendors, please read this disclaimer prior to registering.
L | Complete Registration
Complete registration here to begin using ProcureAZ.
Vendors, please read this disclaimer prior to completing registration.

L | Open Bids

Browse open bid opportunities.
[ | Active Contracts
kets.

L | Contract & Bid Search
Search for Bids and active @ontracts/Blankets.

Login D |

Password: |

Forgot your password?

s
All Rights Reserved
ﬂ ADOA‘SPO Page 1 of 6

State Procurement Office

Periscope


http://procure.az.gov/

Step-by-Step Guide

Arizona’s Procurement Solution

o Bid Opening Reports
& Bid Tabulations

2. Click the Bids button:

Advanced Search

Searchfor: | @ gids () ContractsiBlankets

The Advanced Search screen opens with various search fields available.

3. Enter your search criteria in the appropriate field. In the example below a partial bid number was entered
along with a Bid Opening Date. Note also that the search is being done using “ALL of the criteria” entered
to search by.

Se r: @ gids (! Contracts/Blankets

Search : ALL of the criteria B

[ Find It ] [ Clear ]

Bid # [ADSPOWS- ] Bid Opening Date(MM/DI 02/13/2013 )
Bid Description Buyer |z|

Organization =]

Department |Z|

Location [=]

Search Fields: | Type Code |z|

Catalog [=]

Purchase Method |Z| Entered Date(MM/DDVYYYY) E

NIGP Class [=]

NIGP tem [=]

Commodity Code @

=== I Find It I Clear

4. Click on the Find It button when you are finished entering your search criteria. Search results appear under
the button.

In this instance the results returned were two bids beginning with the number ADSPO13- that had an “opening
date” of 2/13/2013. If the bid had been awarded there would be a Contract/Blanket number in that column:

ded Vendor{s)
it awarded yet.

ed yet.

Buyer Description Bid Opening Date

ADSPOT3-

Laura Eason Legislative Liaison Services - Board of Nursing 02/13/2013 03:00:58 P
00002616

ADSPO13-
00002491

I»rlal‘ Assessment and Coaching

! Contract/Blanket #

| Award information

5. Click on the Bid number to view the document.
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6. Scroll down to the bottom of the document and click the Print button:

Bid Solicitation: ADSP013-00002616

Header Information

Bid Number: ADSPO13-00002616 Description: Legislative Liai ervic
Purchaser: Laura Eason

es - Board of Nursing Bid Opening Date:
Organization: State Procurement Office
Department: BMNA - State Board of Nursing Location:

02/13/2013 03:00:59 PM
BNA - State Board of Nursing

bid content removed intentionally to decrease screenshot size

| Counties Requiring Service:

Print | | Exit

A report like the one below will open in a separate window. Requests for Proposals (RFP) will list those that
submitted offers (see below). Invitations for Bid (IFB) would include the total amount bid as well as the
company name.

Page 1of 1
Bid Opening Report
For Bid ADSP013-00002616
Opening Date: 2013-02-13 15:00:59.0

Organization State Procurement Office

Submitted An Offer

Diane Zipley Consulting
Policy AZ LLC

LEWIS AND ROCA

Bid Tab

1. Once an award has been made follow steps 1-5 above. Now instead of a Print button at the bottom of the
bid a Bid Tab button will be available:

Manufacturer:

Brand
llake:

Model:
Packaging:
Counties Reguiring Service:

Click the Bid Tab button. The Bid Tab opens with a row of tabs.
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On the Quotes tab you can click on any of the quote numbers to view that vendor’s submission. Note that the
quote will open in a separate window:

Bid Tabulation for Bid #ADSP0O13-00002544
(L8 Items  Header Questions  Subcontractors  Score  Summary Back to Bid
Total Numb oW Swignitted Quotes: 2

Quote # Description Vendor ID Vendor Name Submit Date
000017021 Asian Citrus Psylid (ACP) Eradication 000005606 TRULY NOLEN OF AMERICA INC 12/28/2012 12:48:25 PM
000017084 Asian Citrus Psyllid (ACP) Eradication 000005606 TRULY NOLEN OF AMERICA INC 01/02/2013 08:58:05 AN

The Items tab lists the items by vendor. Checkmarks, like those in the third column below indicate what items
were awarded and to whom:

Bid Tabulation for Bid #ADSPO013-00002544

gder Questions  Subcontractors Score Summary Back to Bid
#of Quotes per page:| & :I Sortby:| Quote Total  [~] n
Total Item Count: 2 Total Awardable Quote Count: 2 Bid Status: 2BPO - Bid to PO (When a Bid is turned into a PO}
(000005606TRULY NOLEN OF AMERICA INC 1000005606)TRULY NOLEN OF AMERICA INC
e e oo sl <Quote: 000017084> <Quote: 000017021>
Small Residential Lot for Pesticide spraying for Asian D $205.00
Citrus Psyllid ke
Item #1 Print Sequence:1.0 Status:2BPO - Bid to PO
Quantity:1.0 Uom:EA
Large Residential Lot for icide spraying for Asian [ ] 528000
Citrus Psyllid wor
Item #2 Print Sequence:2.0 Status:28P0 - Bid to PO
Quantity:1.0 Uom:EA
‘Commercial Lot for Pesticide spraying for Asian D $200.00
Citrus Psyllid "
ftem ®3  Print Sequence:3.0  Status:28P0 - Bid 10 PO | Ao nate Description: S200 per hour. minimum of 2 hours. Alternate Description: 5200.00 per hour. Two hour minimum
Quantity:1.0  Uom:EA
Totals: $Vendor Gross Total $685.00
8 Vendor Discount: $0.00
$ Vendor Net Total $685.00
3§ Preference Discount: $0.00
$ Evaluation Total $685.00
8 Vendor Freight: 3000
§ Awarded: $0.00
Eval Codes:
Pref Codes:
Evaluation Code Descripticns:
4 = Lowest ltem Price or Lowest Evaluation Quote Total

The Bidder Questions tab shows any questions the vendors had to answer when submitting their quotes.
There were no questions for vendors on this bid.

Bid Tabulation for Bid #ADSP013-00002544

p—
Quotes  Hemsf{J =20 SR TR B2 Subcontractors  Score  Summary Back to Bid

There are no guestions for the bid header

Subcontractor functionality is not currently being used in ProcureAZ.

Bid Tabulation for Bid #ADSP013-00002544

———
Quotes Items Header Questions 002 F T8 Score Summary Back to Bid

There are no guotes for the Bid.
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Scoring functionality is not currently being used in ProcureAZ. Scoring information is attached to the master

blanket if not attached to the summary tab of bid tabulation (see image after the one below for the Summary
tab).

Bid Tabulation for Bid #ADSP013-00002544

Quotes Items Header Questions  Subcontracto mary Back to Bid

Score Summary
Scorecard Creation/Maintenance

Scoring Component Description Weight

total: 0.0 subTotal: 0.0

D Hide pricing from scorers D Display scoring summary to scorers D Display scoring detail to scorers

Please note that more information is available after award if logged in to your vendor profile.

The Summary tab shows the items awarded (see arrows below) and attachments relevant to the solicitation
may be located here. When possible, purchasers attach evaluation related documentation here as well. If not
located on the Summary tab of the Bid Tab, the documentation is likely attached to any awarded contract(s).

To open an attachment:

1. Click on the file name.

Bid Tabulation for Bid #ADSP013-00002544

Quotes Items Header Questions Subcontractors

Attachment name

ts: Attachment I: Organizational Profile , Attachment Il: Vehicle Warranties , Attachment lil: Upfit , Attachme
Price Sheet , Statewide Law Enforcement Vehicles IFB (Amended) , Attachment IV: Price Sheet (Amended
Vehicles IFB (Amended 2) , Solicitation Amendment 2

Bid Tabulation Information

Attach

eet , Statewide Law Enforcement Vehicles IFB , Attachment IV:
Solicitation Amendment 1 , Statewide Law Enforcement

Attachment V: Supplemental Pricing

Total Item Count: 3 Total Awarded Quote Count: 1 Bid Status: 28P0 -Bid to PO {When & Bid is turned into a PO)
> E (000005606)TRULY NOLEN OF AMERICA INC
Canceled Item info/Quote info e B
Small Residential Lot for Pesticide spraying for Asian Citrus * [7] $205.00
Psylid = ok

ltem#:1 Print Sequence:1.0  Status:2BP0 - Bid to PO
Quantty:1.0 UomEA

Large Residential Lot for Pesticide spraying for Asian Citrus .* [7] $285.00
Psylid

ftem#:2 Print Sequence:2.0 Status:2BP0 - Bid to PO
Quantty:1.0 Uom:EA

Commercial Lot for Pesticide spraying for Asian Citrus Psylid -} [7] S200.00
ftem#:3 Print Sequence:3.0  Status:2BF0 - Bid to PO wx

Quantity:1.0 UomEA

Totals: SWendor Gross Total
§ Vender Discount: 50.00
$ Vendor Net Total

$ Preference Discount

50.00
§ Evaluation Total. $690.00
S Vendor Freight: 50.00
§ Awarded: $690.00
Eval Codes:
Pref Codes:

Evaluation Code Descriptions:
** = Low ftem Price
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2. Click the File* icon:

Attachment File Detail: Solicitation File

Name™: Solicitation File

Description:

File™: -) ) |ATTACHMENT 1-ORGANIZATION PROFILE doc
Location: ALSPO
Size: 3,147 054 bytes Last Modified On Disk:

Uploaded: 01/04/2013 04:25:55 PM Uploaded By:

The file will open/download as you would expect based on the web browser you are using.

If the file does not immediately open, there may be an action question in the form of a message that must be
addressed first as in the picture below.

NOTE: Not all browsers will generate the same messages.

Attachment File Detall: RFP Court Reporter Final pdf

MName RFP Conrt Bogortar Pl it

Descrewon Cerafied Cownt Regomer Request for Prapeaal

™ i are cout Rapsrier Pratpdt

Soe 125,008 byt Lot MoShed On Dak 120N SR IT P

Upleaded: 12052011 01 5217 U - Jerry Catnaky
CCEARA——

Copyright § 2012 Pora THET TRRTET P CRPTO0S Fisserved,

open || swe || Camcel ﬂ o

3. Click the Exit button to go back to the Summary tab of the Bid Tab. Repeat the process to download
more attachments.

Additional Information

For more information on how to use ProcureAZ go to https://spo.az.gov/contractor-resources/procureaz-
resources-for-vendors and view the Quick Reference Guides, Step-by-Step Guides, and recorded webinar.
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