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Vendor Portal Overview

The Vendor Portal allows you to enter Bid Responses online for each Major Category listed on a Bid
Worksheet you have received. During the bidding cycle, you can use the Vendor Portal to:

Log In to the Vendor Portal
Update your Vendor information

Update your Vendor Portal Password
Update your Secure Authentication Information
Record a Bid Response

-Enter an Alternate ltem

Submit a recorded Bid Response
Retract a submitted Bid Response
Generate a Bid Worksheet / Bid Worksheet Proof report
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Logging In to the Vendor Portal

When the bid is opened to vendors, you will receive an email message containing your temporary
password.

If it is your first time using the Vendor Portal, the email’s subject line will be “Welcome to Vendor
Portal”. If you had previously received the Welcome message, you will instead receive an email message
with the subject line, “Vendor Portal - Account Reset”. Either email message contains a temporary
password you must use to Log In. Then, you will need to change the temporary password for system
security purposes.

Your vendor code in the district’s Financial Information System is the Username you must use to Log In
to the Vendor Portal. If it is not within the body of the email message, contact the district to receive that
Vendor Code - Username information.

= EH S O F 4 s Welcerne te Vendor Pastal - Message (Plain Text) 7 B -~ 0O X
MESSAGE

Tue §/1472020 1:17 B

T

No Reply Fis
Welcome to Vendor Portal

To  Wendor Postal Vendor
Phish Alert + Get more apps

1 2 E 4 § v g

Weicome to the Vendor Portal for QA_SD - QA Sunny Valley Area School District.  Your lugin has been
created with a temporary password which must be changed the first time you log in to the application.

Wi/ fesqa-201 9. main. ceie prodFinancial OA 50

Username: JVPYendor
Password: 43104342

Steps To Log In to the Vendor Portal.

1. Click on the link in the Email message you received when the Major Category bid cycle began.
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The Login Page for the Vendor Portal displays in your Web browser.

2. Inthe Username field on the Log In page for the Vendor Portal, enter your Username
provided to you in the Welcome to Vendor Portal email message or in the Vendor Portal -
Account Reset email message. Tip: Your Vendor ID in the district’s system is your Vendor Portali
Username.

& Login

Username 0YPVendor
Password eeeseess

17

whur Passworg?

3. Copythe Password from your Vendor Portal email message.
4. Paste the Password you copied into the Password field.
5. Select the Log In button.
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First Time Accessing the Vendor Portal

The first time you access the Vendor Portal (from the Welcome to the Vendor Portal email), you will
need to provide a few additional pieces of information, to secure your Vendor Portal account.

This is your first login, please fill out this form %

Account Information
New passwords are required o
« Be a minimum of § characters in length
» Contain at ieast one Lower Case Character

» Contain at least one Numeric Character
= Contain at least one Special Character {(81@#5%~+=)

Usermame OVPVendor
Wendor Name: Vendor Portal Vendor

wendor ID: OVPVendor

= gid password
= News password
Confirm password
“ Authentication Queston  --Select-- v

“ Amswer

Steps for First Time Access

t‘?
Enter/Select data for all required fields, designated with a red asterisk *.

1.

w

Your Email address is automatically entered for you. You can change that email address if
you want, and the district’s records will be updated to include that new information when you
Save the form.

Copy the Password from your Vendor Portal email message.

In the Old password field, paste the Password you copied.

In the New password field, type a new password that meets the requirements listed at the
top of the entry form. New passwords are required to: Be a minimum of 8 characters in length;
Contain at least one Lower Case Character; Contain at least one Numeric Character; and Contain
at least one Special Character (&!@#5%"+=).

In the Confirm password field, repeat the new password you just constructed.

NOTE: Store your password in a secure location. We strongly urge you to use a password that
you will remember easily. The district staff do not have access to your password, and cannot
assign a specific password to you if you forget it; Vendor Portal security is applicable.

Select an Authentication Question from the list provided.

--Select--
= At ! In city were you born?

- _ ! What is the name of your elementary schaol?

What is the name of your favorite pet?
| What is your mother's maiden name?

In the Answer field Type the answer to the selected Authentication Question.

" Authentication Question
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o  FsBidding - Vendor Portal

8. Select the Save button to store your entries in the Vendor Portal securty system.
NOTE: District staff have no access to the security system for the Vendor Portal, so cannot
retrieve your security information for you. We suggest you store the security information you
provide in a safe place and do not share this information with others.

9. You will be returned to the Log In page, where you can enter the data you just provided to gain

access to the Vendor Portal

What to Do if You Forget Your Password

If you forget your password, the district staff cannot retrieve it for you. You can use the link in the
last email message you received from the Vendor Portal to access the Log In page.
1. Select the Forgot your Password? Link on the Log In page to get a new system-generated
temporary password sent by the Vendor Portal to your email address.

2= Login

Username
Password

I

2. When you select the Forgot your Password? Link, security features of the Vendor Portal
present you with a short series of entry fields for your authentication information that you
entered when you first logged in to the Vendor Portal.

Forgot Password
* Jsername OWPVendor

Submiz  Cancel

3. Enter your Username in the Username field (tip: your Vendor ID).
4. Select the Submit button.

Forgot Password
Username OVPVendor

Authenticatian Quest:icn What is the name of your elementary school?

¢ futhentication Answer | ) ]

Submit  Cancel
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5. Type the Authentication Answer to your Authentication Question.
6. Select the Submit button.

A new Temorary password will be sent to the email address you provided for the Vendor
Portal. Use that temporary password to Log In with the link provided in the email message.
You will need to change it to one that fits the criteria, and use that password the next time
you log in. Refer to the criteria in Steps for First Time Access.

District Contact Information
If you need to contact the specified Bid Administrator at the district, select the CONTACT tab.

Dot it{ﬂt;w‘év | Viendor Portal Instisciions |

{Doubte-click row to access responses for @ bid)

Lategory Year Bid Cut Date, Tive Staius Bt Qpen Date! Tire Bigt fovird Dot
| RE v s0aE Test IVE) # LR 4 Open, EL/27/ 2420 0006
R3Tesi2s) (03) 2t SHOL A0 0000 Chzmed CRO1 2001620

RM Test 2 (R2) 1 BE/2S/ 2020 1850 Cigsed O8730/2020 15:30

SM Bt {21 (RM) 21 03(20/2020 17:02 Tited D8/B0/ P00 £00

£ LR I, of 1 ¥ b & RowsPerPage: 10 Displayig 1 - 4 of 4
| Contact ;

Ageany Name: QA_SD-Qi Sunny Valiey Aren Sctiool Distrct
AGITESS BETHLEHEM, PA 18017

Contact Nome: R.McAndrews x 2128

Contact Phone: SH1-823-1154

Losact Emaeil softhelp@esia.erg

Provided below the Dashboard grid for your reference, you will find the district’s established contact
information, including the Agency Name and Address, the district’s Bidding Contact Name,
Contact Phone number, and Contact Email address.
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Bid Policy

If the district supplies them, select the BID POLICY tab to display the district’s bid policy document

below the Dashboard grid.

Dashboard

{Double-dick row to access responses for a bid)
Category
RM VP StaCat Test (P}
RITest21} {R3)
R Test 2 (R2)
R4 piaplat {20 (MY
Page 1 ofi ¢ & Rows Per Pagez 10

Bid Policy

Microsoft Word - DistrictVendorinstructions.docx

baas

e

"

B

Daskibuasnd | Costasd l Bid Palicy ! Viephioy Postal Instructions

Yeur
28
21
21
21

e s W, e = p— i 4
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W S Aty g ———
P e et I i e e I
. TR TSR 5 b el S SDE BB R ST R

P me L v e e & W 4 :

e gt B 8 N el | el ey

i o B Bl 4 B W e o St o —"
R R L T T T

I el

LN

But Due Dave/ Time:
15/20/2020 GO
TI/@3/2020 L0103
08/25/2020 16;30
SRI2/E0R0 100

- -

Lizsad

e
k%

- T e W A el BT B S S B S——— | S S -

- A D B S ————

-

v m—

- .

e FE TS G 8T

S e -

Bid Open Dae; Thine
1112772020 6200
©05/0172020 ©3.30
€8/30/2020 15:30
08/30/2020 00:00

B Avird Date

Displaying 1 - 4 o

The Bid Policy document displays in a view area that allows you to download and print the document.
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Vendor Portal instructions

This instructional document is available within the Vendor Portal. As needed, select the tab labeled
VENDOR PORTAL INSTRUCTIONS to reference this document (also available from a link in the
Welcome and Account Reset email you receive from the Vendor Portal).

Gasnboond | Contart | Wl oalicy [ Vendor berial Instructions |
Dashboard

{Double-dlick row to access respanses for a bid)

Catagory vear B Due Di&fTure Status Bl Open BateiTans & Aviard Date
MR MiCat Tt ) 2 T2/2020 03100 Gpen 112202 8088
R3Test213 (R3) 2 DHOLA0H 00 Cigsien ©5/03/2020 03:31
| Re Test 2 R} 2 08/25/2030 16:50 Closed ©8/362020 15:30
58 MzCat {20} (M) 2 CBIZ2010 1740 Ciosed 08/30/2020 03:0

' Vage 1 Al b b AR Kesys Ve Page 10 Despliying 1 - 4 o

Vendor Portal Instructions for Vendors

Download

CENTRAL SUSQUEHANNA INTERMEDIATE UNIT
Application: Bidding

Vendor Portal Instructions for Vendors

In a view area below the Dashboard grid, you can download or print the document, as needed.
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How to Enter Your Bid Prices
After Logging In to the Vendor Portal is complete, the Dashboard displays categories available to enter

your bid prices.

| Dashboard | Contact | Bid Policy | Vendor Portal Instructions
Dashhaard 1
{(Double-click row to acoess responses for a bid)
Category Yea: Bud Due Date/Time St &0 Gpen Gaie e it Award Date
| R v Marn Test (493 2 | L3HY2020 000 Open 11/27/2020 00:00
RITesH 21} (R3) 21 QUL 2026 D060 Closed 030171020 09:30
R Test 2 {R2} 1 08/25/2020 16:30 Chagedd ©6/30/2020 15:30
KA M0t {ek) TR 2 DH/A 2020 1750 Tissed 08/30/2020 00:00
4 Pege 1 |Gl1 & b @ RowsPerPoge:10 Displaying 1 -4l 4

1. Double-click the row in the Dashboard grid for the Category for which you will enter your bid
prices. A new tab in your browser is opened, providing the fields for your bid responses.

b Dashboard x @ + = 1] X
- 2 @)

& y C A Notsecure | csqa-2019mainesiuorg/Finanoal QA_SD/MendorPortal/Home

Dashboard | Contac | BidPolicy | Vendor Portal tnstructions

Dashboard
{Double-click row to access responses for a bid)
Canegary ey Bd Due Daze;Time Stans Bid Open Dote/Time B9 Aveed Oate
RM VP 22:Ch! Test (WP} 2 1172042020 Q00 Gpen 11/27/2020 03:60 JI
R3Test2t} (R3) 2 GO0 0000 Chosed TNGLIIORE TR0
RM Test 2 [R2) i 08/25/2020 16:30 Clesed 08730672020 15:3¢
RM Maglat (21 (RM] 2t BE206/72020 37:00 s 08/30/2020 0000

Page 1 i v bl &Y Rows P Page 10 Displayiog 1 - 40F 4
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2. Select the Vendor Responses tab in your browser. Several display-only fields are provided
at the top of the page based on the category you selected, including the Year and Major
Category, as well as your Vendor ID & Vendor Name.

e T
I = 3 i
Serftesponse/lmhexPlkMajorCategory =22 w » i 0
* vear | Mgl Lategey v
*venger Dy
Rl 7O amt $O Maling Addrcss
Referenoe Numiser l ' :
: e |
SELECT EXISTING »éxfﬁas £ ENTER 864 ADDRESS [
3 - s fistal Venos 123 Suny Side Steet, DUBDISTOWRN, PA « Address 1 :
Address 2 i
Addcess 3 !
ity
e
Fips et
Zips
Sww Conosd
$i1gote Go
Responses,
Prirdt B Worksheet
Frint g Worsshest Prool
s XD TOTAL: SO.00
Hyumber o Hems gidr 1
Subar® fod Cancel
AT em Dty er trweiBal Dal Somgie w l-yr Wit Del Unit owf
Reguested U unit Requires  Bid Price Bid Price El¢ Prica Hom
- FT0019 - Autiee T1 Witoytsaili Tiaing Machse - Spotatma s i s 7 5 AW 0000 20006 30000
S
al =i = 3

3. Optionally, any Reference Number already stored in your vendor bidding information
displays. You can add a Reference Number, or update one that is displayed (up to 20 characters

may be entered). This Reference Number will display on a Purchase Order Form resulting from a
winning/awarded bid.

4. The Order Identification from your vendor record displays the address stored in the district’s FIS.
The address shown here is where any Purchase Order form for a winning/awarded bid will be
sent. You may select a different address already on file with the district. OR, you can use the
small drop-down arrow to select the "—Select—" option which opens up the address fields
listed under the “Or Enter New Address” area of the page.

Ref 1D aind PO Mailing Addeess
Aeference Humbes Enter = 20Ckarecters
SELECT EXISTING ADDRESS
SOk PO OR ENTER NEW ADDRESS

<Selat hddress L

Address i
r Puntel Wandos, 123 Sansy Side Street, CUBDISTOWN, PR |
e R B S R LR it Rt B RS Address 3
Cty
State
Zip Code &
Zipra
Save | Cance
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' a!l FIS Bidding - Vendor Portal |

5. Using the open address fields, you can optionally enter a new address not already on file with
the district to which you want any resulting purchase order to be sent. The Address 1 and ZIP
Code fields are required to save the record. TIP: Entering a ZIP Code automatically completes
the City and State fields.

NOTE: An address is required, either one already displayed, one you select, or one you enter
manually.

6. Select the Save button to store your changes.

Below this area is where you will enter your Bid Responses. You might need to use your browser’s
vertical scroll bar to display the area where for the total Quantities shown on the Bid Worksheet(s) you
received, you can enter your bid prices. You can use the Tab key on your keyboard to move to the next
open field for your data entry.

1itgede Go
Resgonves
15t BID TOTAL: $0.00
Number of Itenss Bid: 3
Sidrest Bed aor
Allernate  pem Qnty Lod yini Ol Sample  Tots [LERTER Dl Unit Orger
Requested Uit Unit Requited  Bid Price B Price Bad Price Nurmber
130004 - GOUF BALLS, MLASTICPRACTICE, WITH BAG, PEG OF 120 G0

7. Place your cursor in the Total Bid Price field and key in your bid price for the total Qnty
Requested.
Or, place your cursor in the Inv Unit Bid Price field and key in your bid price for ONE
inventory unit.
Or, place your cursor in the Del Unit Bid Price field, and key in your bid price for ONE
delivery Unit.
NOTE: The rest of the price fields are calculated automatically when you press the TAB key on
your keyboard to leave the Price field in which you have entered data.

8. Select the Save button in the lower left of the page to store your entries.

9. Review the entries you made, and if you are satisfied with your data entry, select the Submit
Bid button to submit your bid. An email message will be sent from the Vendor Portal to the Bid
Administrator at the district, alerting her/him that your bid has been submitted.

How to Add on Alternate Item for Response Entry

Use the following steps to add an alternate item, when the units of measure you can supply differ from
those already specified on the Bid Worksheet you received. You will be able to enter bid prices for an
alternate item you add in the Vendor Portal. The Bid Administrator at the district will be able to review
your alternate item bid response when the Major Category’s Opening Date/time has passed. If your
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alternate is awarded the bid, an item will be added to the district’s Bidding system (referencing the
original item) if Purchase Orders are created for awarded alternate items.

Steps to Add an Alternate ltem

Wiy
Ak W10 TOYAL: 90480
Muciber of Rrons $a3: 1
Yst B Cae
et Qnty e Do Sampla  Total g i Dl Uy Oroer ot
) Reowstes b T G egues s P B Pce Be Price Muraser e
iy 4 1230 - Bapwr i Ly B b T - 18 . o 00 Gy [F20

1. Select the green plus button to add a new row for your bid response. This record is
referenced as an Alternate Item.

Aits T - Ll Sompie  Todud e A Lt D 2 Kt
Bl U T G Zeed St i Biven Beaki Frionr e :

S -Padir e by the B Y ALa v ¥ - 8 S 20000 90000
i PR » £as « L 3 30 0T vandia's Deder 87 33340 FiCrma-bed Pagcr S Caer TS Ciian boo eonietid. 22 forad sl

ARl g

The row you added is automatically indicated as an alternate (Alternate checkbox is selected). If
needed, you can select the Clear Row button to the left of the green plus button to remove any
entries you make in that row.

2. Inthe Inv Unit field, use the small downward facing arrow to display a list from which you can
select an appropriate Inventory Unit of measure for your alternate item (individual units).

3. Inthe Inv/Delfield, type the quantity of inventory units contained within the unit of measure
to be delivered to the district.

4. Inthe Del Unit field, use the small downward facing arrow to display a list from which you can
select an appropriate Delivery Unit of measure (the unit you can deliver to the district).
MNOTE: If your alternate item has identical inventory and delivery units, be sure to select each
unit and type a ‘1’ in the Inv/Del field to indicate a 1 to 1 ratio of inventory to delivery unit.

5. Select the Save button to store this data entry.

Continue with steps 7 — 9 of How to Enter Your Bid Prices.

Be sure to SAVE and then select the Submit Bid button when you are satisfied with your Vendor
Responses.
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How to Submit Your Bid Responses

In the Vendor Portal, on any Open Bid (Bid Due Date/Time has not yet arrived) for which you have
entered and saved bid prices, you can submit your Bid.

Steps to Submit a Bid
After you have entered, reviewed, and saved your Bid Responses, the final data entry phase is to submit
your bid. Use the following steps to submit a Bid.

Dashboard Cesiilsct Bid Policy = Vendor Portal Tnstructions
Dashbaard

i{Double dick row to access respoases for a bid)

Lategory Yeai Bid Dur DRIEMimE Stabis 84 Open Date Tme Bs Awid] Date
RM VP Maplel Test (v} i 1142026 QB ogEn JNeRTIENEG G0 T
R3Texti21} (R3; 2 0#/61/2020 03:00 Oksedd £9/0172020 69:30
R Tes & RY) it QRI2S2020 16 Oased RR/30/202 15:30
RM fa;tat (21) {R¥} F3 08/20/2020 17:00 Choged 087362020 60:0C
Page 3 ol 1 & | Roves Per Page: 10 Digpigion 1 - 447 2

1. Double-click a Category in the Dashboard with an Open Status to display the detail for that

record. Your saved bid prices display in the Responses detail.

Resxisaey
st WID FOEAL: $1.050.00
Bunler of Reess Bid: 1
e . L] kmy ot Pl Sampic  Yotal e W= e it Drger
Rototid Loy : Unie Raauires  Bid Prize Bii Price Bid Price Numser
¥ B - ek 1] GollevhallTrarng Madbene - Seortsattac UL 1o 7 1050, 0000 30 B 13,0000 Verd Orge, 17
S

2. Select the Submit Bid button.
A pop-up message displays the terms and expectations for a submitted bid.

i -
It bmit Bid Infor i »x |

' By pressing the submit button, I agree that I wish to submit a bid |
| electronically for these items. I understand that once I have submitted this
‘ bid, I cannot change or delete this bid information. ‘

3. Select the I agree button (or select Cancel to cancel your bid submission).

When you select the I agree button, to agree to the stated terms and conditions, your Vendor Portal

response entry is stored in the district’s database. The system sends an alert the district’s Bid
Administrator. The data entry fields are disabled upon your bid submission.

RCTE: Staff at the district have no access to Vendor Responses until the Category’s Bid Opening Date.
Upon the Bid Opening Date/Time, all submitted bids are included in calculations of winning bid prices.

If needed, you can still Retract a submitted bid prior to the Category’s Bid Due Date/Time.
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How to Retract a Bid You Submitted

Occasionally, you might make a mistake in data entry when you enter your bid prices. If PRIOR to the
Category’s Bid Due Date/Time you realize a bid you submitted is not the pricing you intended to submit,
you can use the Vendor Portal to retract your bid. ‘

Steps to Retract a Submitted Bid

Use the following steps to retract a Bid you have submitted.

Doshboord | Costect | Bld palicy
Dashboard

Venidee Pored Ipstractions

{Double-click row to access responses for a bid)

ooy - Year B e Ouie/Tope Status Bid Open Date T 8t Aviord Bate
| R84 ub it Test ue) F V14232025 0% Soertted {13/ 812000 1 ATAT LB H0LY ] !
3Tl 21} (RY; 21 DROL/AERC 01T [ 65/01f2020 19:30
8 Test 2 {H7 2% BEIN N 16 (€] P30 R0 1530
z 2 G3A0/ZI0 1700 Cused 08735/ 2530 £0:00
ofd b bl RN Fows e Pages 10 DigAaing § - 4 a4

1. Double-click a Category in the Dashboard with a Submitted Status to display the detail for that
record. Your submitted bid prices display in the Responses detail, along with the date/time of
bid submission. Notice that the data entry fields were disabled upon your bid submission.

Hosponses
PYInE Bl Work
18t BID TOTAL: $1,050.00
Number of Wems Bid; 1

[raras v_g..:] |cancat
salpilted 337387 AR S04.05 ;
Allatnate Quty v Os! Sample  Totnl e Uinit  Onlilnit  Order

L) Requessed st % on Recuied BIgPrice BidPrice Bid Price Numbar Siama i

310018 - Amark 11 VolloybsliTraiving Machie - Sportsetad L 230 L EA ~ ? EA v 105000 15000  i5085 Veod Oed¥: 5234 SortAnte

- B e - o omL L - £ . I oE e, T »

2. Select the Retract Bid button. As the system prepares your request to retract the bid, you
might notice a “Please Wait...” message that displays for a brief duration.

3. The data entry fields are enabled for you to enter your bid prices, and the Retract Bid button
is replaced by a Submit Bid button. Make any changes to your previous bid response entry.
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4. Besure to Save your changes to your bid Response data entry.

5. To submit this current bid, complete the needed Steps to Submit Your Bid Responses.
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Update your Vendor Information in the Vendor Portal

While you are logged in to the Vendor Portal, you can adjust your individual settings.

Dashpard | Contact  8id Policy | Vendor Portal Tnstructions
Dashixard

1. Select the gear icon in upper right corner of the page, above the Dashboard. An Edit Preferences
tab opens in your web browser, where your current information displays.

Edit Preferences
Username pyPvender " Bact come pendor Sortal Vengae
Hidgle name " Lest nome . Qyivendas
" Email address ytendor@maildistrist. eey * applcation Theme g w

2. Selectthe EDIT PREFERENCES tab. Your Vendor Portal Username displays for
informational purposes, but cannot be changed.

Using the open fields on the page, you can edit the currently displayed information. Retain or supply
edited data in all required fields, designated with a red asterisk *.

3. You can edit your First name, Middle name, Last Name, and Email address.

4. The default Application Theme is ‘Blue’. Select the small downward facing arrow to display a
list of other choices. Retain or select Blue, Green, Purple, Brown, Gray, or Burgundy, as the color
to be applied to ALL pages of your vendor portal.

5. Save your data to apply any changes you made.
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Change Password

If you need to change your password, you can do so with your Vendor Portal Settings.

| Pashbeard | fassteor | B Rty |

Yoot Vgirtad fnstreeticom

Dashboard

1. Select the gear icon in upper right corner of the page, above the Dashboard. The EDIT
PREFERENCES page opens in a new tab in your web browser.

Edit Preferences
UBRIEBIE Cupysnder © Rt a0 yendor Sortel Yaniier
Hidgie rama = L8t vame  gypvendor
©Emad addrens ypyesdorpensd distrct.org * hgphoation Treme g v

Save Eand Change Question and Angmer

2. To change your password, select the Change Password button. The password complexity
requirements are listed at the top of the CHANGE PASSWORD page.

Change Password
New passwords are reguired to:
» Be a minimum of 8 characters in length
= Contain at least one lower case character
» Contain at least one numeric character
» Contain at least one special character (8!@#$% ™ +=)
“ Old Password ”

* New Password

* Confirm Password

Save | Cancel

3. Inthe Old Password field, type your current password.

4. Inthe New Password field, type a new password that meets the requirements listed at the
top of the data entry form.

5. Inthe Confirm Password field, repeat the new password you just constructed.

6. To apply your changed password, select the Save button. The next time you log in to the
Vendor portal, your new password will be needed.

MNOTE: Store your password in a secure location. We strongly urge you to use a password that you will
remember easily. The district staff do not have access to your password, and cannot assign a specific
password to you if you forget it. If needed, the Bid Administrator can reset your access to the Vendor
Portal, then the system will send you an email message with a temporary password that must be
changed when you use it to log in.
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Change Authentication Question and Answer
If you need to change your security authentication question and answer, you can do so with your
Vendor Portal Settings.

Dashboard Contact Bid Policy | Vendor Portal Instructions

Oashlinard

1. Select the gear icon in upper right corner of the page, above the Dashboard. The EPIT
PREFERENCES page opens in a new tab in your web browser.

e mdm-
Username gupvender " First name yendor Portsl Vendor
Huddic name " Last name  pyPvender

T Emad address  ypvendord maldistngt org © Applostion Theme g, ~

2. Select the Change Question and Answer button.

Change Question And Answer
* Current password

“ Authentication Question  1p what city were you born? v

* Authentication Answer

3. Inthe Current Password field, type or paste your current password.

4. Using the small downward facing arrow, select a security Authentication Question.

© Authentication Question  --Select--

* Answer

i In what city were you born?

i What is the name of your efementary school?
| What is the name of your favorite pet?
{ What is your mother's maiden name?

5. Inthe Authentication Answer field, type the answer to the question you selected.
6. Select the Save button to store your security authentication information.

NOTE: The Vendor Portal system will use your authentication information to confirm your identity in
the event you_forgot your password and need to establish a new one.
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Generate a Bid Report
The Bid Worksheet report is available in the Vendor Portal.
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1. Inan open record, where you would enter your bid prices, select the Print Bid Worksheet
link to generate a PDF of the Bid Worksheet for the Major Category being accessed.

2. Anew tab is opened in your web browser where the Bid Worksheet is automatically generated.
3. Select the Bid Worksheet tab to see a view area where you can download or print the generated

report.

Generate a Report of Your Submitted Bid
After you submit a bid, you can generate a Bid Worksheet Proof that includes your submitted bid Prices.
ONLY your bid prices will be included on the report, and you alone can access this information prior to

the Bid Opening Date. After the Bid Opening date has passed, district personnel with Bid Administrator
permissions can see your bid responses that you entered in the Vendor Portal.
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1. Inasubmitted record, select the Print Bid Worksheet Proof link to generate a PDF of the
Bid Worksheet Proof, that includes your bid prices for the Major Category being accessed.

2. Anew tab is opened in your web browser where the Bid Worksheet Proof is automatically
generated.

3. Select the Bid Worksheet tab to see a view area where you can download or print the generated
report.
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Example of Bid Worksheet

For each Major Category for which you are permitted to submit a bid, a Bid Worksheet will be provided
to you (mailed to you, or attached as a Portable Document Format (PDF) file in an email message).

The Bid Worksheet(s) you received can be used to prepare your bid responses. Within the Vendor Portal
you can generate a Bid Worksheet/Bid Worksheet Proof (includes your own submitted bid prices). Here
is a simplified example of the Bid Worksheet:

BID WORKSHEET
Major Category. RV RM MyCot (24
Bid Deadie.  GB12/2020 05:00 PM Vantor; Vendor Pors! Verdax
Big Opening  DHACAMN 1200 AW Rot 1D
B4 Award PL Adess: 123 Suvy Sie Street

CUBOISTOWN, PA 17702

ey Sarmg's Prios Tatai
Alerrate Bem Requested bw Ua  bnfliel Dol Urt  Requires Fae Un# Bedt Price  Ordiee Mumibas Brand Namo
110338 . GOLF BALLE 3 PACK 1 PALH L]
FLASTICERACTICE, WiTH
BAG. PYG OF 120
GOLF BALLS, PLASTIC
PRACTICE. WiTH BAD, PG
OF 120

NOTES

123123 - Swelent Actvety 20 BADN 4 CASE No
sroamors - Got! STES
liong paper streaman for

student golf events

153X - Pk Second and 2 PCS 358" (3%

Trird pisoe quaifying 2203 Pevroy
Theae pacts per set (151 2nd -
3ed place A3y

> Mutipie vandor responses for e Totasl Bid Proe exduded fom grand 1ot Fage Y21

Note the Qty Requested to determine how many units of each item (total quantity) are to be bid
upon. The total is given in Inv Units (Inventory Units). Within the Vendor Portal, the total quantity to
be bid upon is also displayed in Inventory Units of Measure. When you enter your Bid Prices, we suggest
you enter the Inventory Unit price, to follow this same pattern.

In the example, above, ltem 110338 has a total Quantity Requested of 3 PACKS. Item 123123 has a total
Quantity Requested of 20 EACH (a CASE contains 4 EACH, so in Del Units = 5 CASEs), and Iltem 123330
has a total Quantity Requested of 32 PCS (a SET contains 3 PCS, so in Del Units = 8 SETs).

How to End Your Vendor Portal Session

— re——————————

To end your Vendor Portal session, select the Logoff arrow at the top right of the Dashboard page, or
close your web browser.
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