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Introduction

BC Bid is an online marketplace where public sector organizations (including municipalities, school districts, health authorities,
Crown corporations and the B.C. government) advertise opportunities for a wide range of goods and services contracts.

The BC Bid application is a key tool, supporting B.C.'s Procurement Strategy transformation goals. This application provides a
modern platform for government sourcing projects, increases transparency, and makes it easier for businesses of all sizes to do
business with the public sector entities.

The application is easy to navigate and allows users to complete many tasks online:

e Buyers can set up opportunities, communicate with team members and suppliers, and post and award contracts.

e Suppliers can subscribe to or renew e-Bidding accounts and opportunity subscriptions, view and respond to opportunities
(some via e-Bids) and manage a dashboard of their opportunities and communicate with buyers.

Throughout this and other BC Bid User Guides, short video clips are available to demonstrate key functions.

This guide provides instructions on the Invitation to Quote template for Read-only users.

How to Use this Guide

Hyperlinks throughout this guide take you to the appropriate sections and accompanying videos.

Opening the Navigation Pane on the left of your screen allows you to quickly move between sections of the document - click

any heading to jump directly to that section. To open the Navigation Pane, click the View tab in the ribbon at the top of your
screen, select the check box beside Navigation Pane.
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Information Icons

Information icons are included throughout this document and other BC Bid Guides to provide additional context and navigation
support.

This icon indicates important information - either instructions that will have impact further ahead in the
process or additional information or context for a process.

o This icon indicates additional information about or related to a process.

»e-?.‘ This icon indicates a link to a video clip demonstrating a function.
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Reset Password

Your BC Bid username and password is your IDIR username and password. If you require your password to be reset, contact
77000, 250-387-7000 or toll free 1-866-660-0811.
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Acceptance

© st O 1. Navigate to the BC Bid Public Portal.

Opportunities Contract Awards  Unverified Bid Results  Login 2. ClICk LOgin.
BC Bid Portal

BC Bid Procurement Marketplace News
Welcome to the BC Bid Portal Stay informed, get all our latest news, and learn about upcoming events.
Access, create, browse, and compete on public sector opportunities anytime. 2021-12-07 UAT Testing Links

« Supplier Testing Links: Su; r Guide | St

stry Buyer Testing Ministry Buye Can't Log In? Ministry,

arded - Search for and read details on awarded contracts « BPS Buyer Testing Links: BPS de | BPS Buyer Requirements | BPS Registration Form
fied bid results - View preliminary results

Fi unity - Explore all current solicitations

ct

View all unver
2021-12-14 Super Trainer Explore

Ministry Super Trainers will be exploring new BC Bid print, video and web resourc
Registration is only required to; download more detailed information, respond to opportunities, stry Supel > ploring new BC Bid print, video and prces

and manage notifications for new opportunities in categories of interest to you.

Help Desk
Resources
Help desk hours:
Suppliers 8:30 am to 4:30 pm Monday to Friday

Contact us by email:
Submit a help ticket

5 gov.bc.ca
Register as a Supplier to

« Create a shortlist of opportunities that you're interested in,

Contact us by phone
+ Manage your submission, "

« Subscribe to commodity notifications and e-bidding, and Direct 1-250-387-7301
« Keep your company info up-to-date. Toll Free (BC only): 1-800-663-7867
vith Business BCelD View our BC Bid Resources Frequently Asked Questions (FAQ)

Supplier Guide | Supplier Registration Requirements | Supplier Registration Form

Buyers
Register as a Ministry or Broader Public Sector Buyer to

« Manage all your procurement events,
« Link to other bid sites, and
« Collaboration with team members, buyers, or suppliers.

Login with IDIR | Login with Basic BCelD
y_Buyer Guide | Can't Log In? Ministry Re
BPS Buyer Requirements | BPS R

ration Form

ation Form

Copyright Disclaimer Terms of Use
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3. Enter IDIR Username and Password.
4. Click Continue.

2 st | Log in to sfstest7.gov.bc.ca

You ill b directed to the Buyer
Log in with BCelD

IDIR Username Portal dashboard.
Need help?

Contact your IDIR security administrator

()
Password 3 or the 7-7000 Service Desk at: LOQIn and Buver Dashboard

Phone: 250-387-7000
Email: 77000@gov.bc.ca

:

Access to or unauthorized use of data on this computer system by any person other than the authorized employee(s) or owner(s) of an account is strictly prohibited and may result in
legal action against such person.

Disclaimer = Privacy Accessibility Copyright
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Acceptance 1 1
- — © rducons D There are a few situations where you
oo | BCBI i .
- may need to take steps to register:
Opportunities Contract Awards Unverified Bid Results  Login
< 9 Buyer Registration
PR st | cancl | e You may have moved position in the
A B.C. government;
© Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time X Y Your name has Changed; or
Personal Information *—| 1 e You are a contractor with a new IDIR
BASIC BCelD REQUIRED or BceID
A Basic BCelD account or BC Government IDIR is required to complete your BC Bid registration.
Need a Basic BCelD? Register and then return to this page.
First name In these cases, you should first confirm
r— that you have a functioning IDIR. Then
you will need to fill out the Buyer
p—— Registration Form. The BC Bid Help
Telephane (E:. 1-777-888-9999 ext 1234)" Desk will review your submission.
E-mail Address *
1. Complete the Buyer Registration
Address form.
g 2. Click Submit.
Map  Satellit C . . .
Pl e oy 3. The BC Bid Help Desk will review
e and process registrations.
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Buyer Portal

Home - Buyer Dashboard

- e 1. Navigate to the Home tab to see the
&, BCBid i
SEICE Suppliers Sourcing Operational Reports Buyer DaShboa rd'
1) & Buyer Dashboard Com a. Select a Quick Access button to
i navigate to quickly start a task in
: o | .
] ‘-P : News for Buyers @ b Buyer Resources C e My pending validatio BC Bld .
ourcing Projects R
Important Note to Testers: Intended to provide a list of information resources for Buyers
Some functionalty in system s tied to jobs that un e b. Check the News for Buyers for
"l" Julum‘r_lv‘r_qllv. Jobs '?.\v(: been ‘_unh;—u'ed and will run when the * ete v s : . iy > . .
Create a Sourcing ::’::IE\::I:;:::‘_’):::::; Ln”‘:'jlsllle::;;f-rne-u. where you are « Information for contacting helpdesk I m pO rta nt nEWS a bOUt BC B I d .
Project or example:
e c. Check Buyer Resources for
« job to align 'status’ on ‘.):J"“E’ dashboard and public portal . . .
@ . notifcations 90 3nd 92 (o Help Desk re new Supplier important information.
Create a Contract contacts activity)
st [ TR d. Check RFx in Draft to review
a RFxin Draft @ »—{ d opportunities that are currently in
Programs
Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type Closing Date/Time (PT) Organization(s) d raft fO rmat.
= o , , oy - Miistey o Gtens ¢ e. Check My pending validations to
Qualified Supplier 158049 Purchase of Picnic Tables Lauren Pinkerton@govbeca 2 0 Invitation to Quote  2022-05-27 200:00PM * R ML TS OF
LES Change Strategy see if there are any validations
155747 %"—‘;ﬁ—?—j—*}fﬂ‘g—‘-‘—g—"ﬂ Lauren.Pinkerton@govbe.ca 1 0 Invitation to Quote  2022-03-11 200:00PM ffc‘]“':’l'“:':; cﬁf{[‘:;i o0 di |
L R i pending approval.
Suppliers Four Mountain Snowmoniles - ren.Pinkerton@gov.bc.ca nvitation to Quote 2 2:00: P A :::z : rll:'i'ec.l:;?m;l 1
155437 P = Lauren.Pinkerton@govbcca 1 0 Invitation to Quote  2022-04-30 2:00:00 PM znaw:;:a:ie,;y f Select Adjust Contrast to Change
155215 1TQ Monday@Novembercom 1 0 Request for Proposal  2022-03-22 6:00:00 AM : gf‘iﬁi‘:ﬁ:?ti:sig} th e th em e fo r a ccessi bi | ity.
22859 Sample Opportunity Lauren.Pinkerton@govbcca 3 0 Invitation to Quote  2022-03-31 2:00:00PM ° ;Llf“:“:ﬁ'géf\'ti‘
Note: Depending on your account
permissions, you may see a slightly

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidvi2©

different dashboard.

Last Update: February 26, 2024 Page 10 of 57



Invitation to Quote (ITQ) Ministry User Guide

Frequently Asked Questions (FAQS)

Q:
A:

What is the status of my purchase?
On the Prepare RFx - Setup tab, look for the opportunity status. The Opportunity status typically occurs in the following
order: Draft, Open, Closed, Processing, Complete.

Why can't I see my opportunity in BC Bid?

When a requisition is received by Procurement Services Branch (PSB), it goes through an intake process/queue before
being assigned to a PSB buyer. The PSB buyer will then add the Ministry client to the Set up team. The Sourcing Project
will not be visible until users are added to the Set up Team by the PSB buyer.

Who at PSB is responsible for my purchase?
On the Set up Team tab of the opportunity, look for the person with the Responsible role.

How can I have other people from my branch/office added to the project?
In the Discussion Forum, send a message to the PSB employee in the Responsible role asking to have the person added
to the Set up Team tab.

When will my opportunity close?
The closing date/time is visible on the Prepare RFx - Setup tab. If your opportunity is in draft status, both the issue and
closing date may be changed before the opportunity is issued.

I have been asked to review the draft opportunity. What do I ook at?
You should review the information on the Prepare RFx tab. Specifically the Setup, Additional RFx Info, Documents, Item
and Requirements tabs. This ensures that everything from the requisition is included in the ITQ.

What is the goods delivery date indicated to the suppliers?
The requested delivery date is listed on the Prepare RFx Items tab. This comes from the Corporate Financial System (CFS)
issued requisition.
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Q: How are Direct Awards processed in BC Bid?
A Direct Awards are issued as ITQs to the supplier indicated (they are not posted publicly). The supplier will have to
complete a response to the ITQ and submit it before the ITQ closing date.

Q: Where are the supplier submissions located?

A Supplier submissions are only visible after an opportunity has closed and the submissions have been unsealed by the
person with the Responsible role. The opportunity will be in Processing status if the opportunities are available to be
viewed. See View Supplier Submissions.

Q: What suppliers have seen my opportunity?

A: When suppliers are logged into BC Bid and select the Start Submissions button, they will be added to the Supplier tab
and the View RFx activity tab. See Prepare RFx Supplier tab and View RFx Activity. There is no tracking of suppliers who
access the BC Bid Public Portal or who view the opportunity without selecting the Start Submissions button.

Q: Why can't I see the supplier submissions?

A: Once the closing date/time has passed, the PSB buyer or the PSB admin need to enter submissions received outside of
BC Bid. Once those submissions have been entered, the person with the responsible role will need to unseal the
submissions.

Q: What documents are included in my opportunity?

A Documents are found in two different places. Documents related to the Sourcing Project are located on the Documents
tab. Documents are also assigned to the ITQ and they are located on the Prepare RFx Documents tab. Documents can be
in draft or approved status. Suppliers and Read-only buyers can only see Approved documents. When documents are
imported from CFS, they are imported in draft status.

Q: How is the Purchase Order (PO) issued?
A: Through BC Bid, the PSB buyer is able to send the award information directly to CFS. This provides information to CFS,
including: the successful supplier, the line item amounts, and the total award amount. The PSB buyer will notify the

Last Update: February 26, 2024 Page 12 of 57



Invitation to Quote (ITQ) Ministry User Guide

successful supplier and the Ministry buyer is responsible for sending a copy of the Purchase Order. See Appendix 3: ITQ
Requisition and PO Process Overview.

What does the supplier see when looking at the ITQ?
To see the public view of an opportunity, check the BC Bid Public Portal. If the opportunity is still in draft, go to the
Prepare RFx Items or Prepare RFx Requirements tabs and click on Preview.

e

Q: What is required for the supplier's submission to be compliant?

A: For a supplier’'s submission to be considered, it must meet the requirements listed in the Mandatory Criteria section.
For buyers (PSB and Ministry) this is contained on the Additional RFx Info tab. Suppliers will see this information on the
Opportunity Details tab. Once the Mandatory Criteria is met, a submission is evaluated against the stated specifications.
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Requisition Import

The CFS requisition is imported automatically to BC Bid after the Ministry’'s Expense Authority (EA) has approved it. The
requisition requester and the requisition preparer will receive a confirmation email that the import was successful. The
notification email will contain the requisition number (from CFS) and the requisition ID (a unique CFS number). The requisition

ID is what is used to search for the number in BC Bid.

The requisition information from CFS will automatically populate a draft ITQ opportunity which the PSB buyer will update
before issuing it on BC Bid for supplier responses. The PSB buyer will add the Ministry client(s) to the Set up Team tab. Until the
Ministry client(s) are added to Set up Team, the project won't be visible to the Ministry.

The PSB buyer may request the Ministry preparer/requestor make an amendment to the requisition to edit or add line items.

Last Update: February 26, 2024 Page 14 of 57



Invitation to Quote (ITQ) Ministry User Guide

Search for Opportunities

Acceptance i i
- — © rdecmes. o O rncrre % 1. On the main menu select Sourcing,
Sl v then Sourcing Project or click

Home m- Operational Reports

Sourcing Projects ® Sourcing Projects on the Buyer
< i i . HH
Create Sourcing Project 0 HH D h b
ashboard.
1 Qualified Supplier Lists ‘/vv
|
- Programs Buyer Resources My p}
Sourcing Projects Contract Awards _ _ ) . ..
Intended to provide a list of information resources for Buyers
My Contract Award Notices "o et EXplorlnq Opportunltles
d to 'jobs' that run ) . ) ) ) -
'_l_‘ Graste Contrack Awardilibiie Rigured and will run when the . tlt:ks to key training material, reference material, policies,
) wironment, where you are " . .
Create a Sourcing Unverified Bid Results Lo « Information for contacting helpdesk
Project For example:
« job to align 'status' on buyer dashboard and public portal
@ lists (relating to auto-issue)
« notifications 90 and 92 (to Help Desk re new Supplier
Create a Contract contacts activity)
Award
RAc ran run inhe £ uni nand 2 inh 0o run nlasca amail
E RFx in Draft ®
Programs
Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type Closing Date/Time (PT) Org
= o
) 5076810 Bricks for Superior Street Project Lauren.Pinkerton@gov.bc.ca 1 0 Invitation to Quote 2022-10-05 2:.00:00PM  « |
Qualified Supplier & 1
Lists i
485960 Bricks for Superior Street Project Lauren.Pinkerton@gov.bc.ca 2 0 Invitation to Quote  2022-09-22 12:00:00 AM i
3 f 13 = P
m 485722 WRM Lauren.Pinkerton@gov.bc.ca 7 0 Invitation to Quote  2022-09-09 12:00:00 AM Pro¢
Suppliers
484256 test Lauren.Pinkerton@gov.bc.ca 1 0 Invitation to Quote 2022-04-22 7:46:19AM ° :
202 .
155747 Content Development 202202 |, e pinkerton@govbcca 1 0 Invitation to Quote  2022-03-11 2:00:00PM  * |
25 - Chainsaws ol

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1.3©
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@ Adiust Contrast O

Acceptance

e Monday N. Vv

2. In one or multiple searchable fields,
enter text or use the drop-down lists

C Sourcing Projects to filter the search.
a. Enter the requisition ID from the
T conrchbykeyword Commoity Sourcing Project Type ctatus import notification in the
’ : - R e Opportunity ID field
2% (p 4 b. Click Search.
e i e o1 . 3. Select the Label or Pencil Icon to
view the Sourcing Project.
Filters Limitto myscope: v OpportunityID: 5076807 % Opportunity Type: Invitation to Quote Include Historical : v 4. Tostarta new SearCh’ C“Ck Reset.
Filters: There are 2 filters. Limit to my
Label Opportunity ID Code  ProjectType Opportunity Type RFxStatus  Date Created Commodity Organization scope limits the scope of the search to
" [renceand Sourcing Projects that the user is a
7 B R e P s76807 - BPM2e9144 (UL e Procesing | 20220902 Brcks S0 member of the team for. Unselecting
3 e this checkbox will show more results.
e Include historical will allow you to
search historical data as well,
otherwise it will be excluded by
default.

Last Update: February 26, 2024

Note: More than one opportunity
type can be selected in the
opportunity type drop down menu.
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View Sourcing Project

A Sourcing Project refers to one or multiple opportunities linked through lots or stages of an opportunity. An Opportunity
refers to a specific opportunity within a Sourcing Project. Sourcing Project information is imported automatically from the CFS
requisition.

Set up Project

Acceptance H H H H
© oo 0 O ronirre 1. Click on Set up Project, information

v

includes:

a. Project Status - the default status
< 9 % Sourcing project: BPM249144 - Bricks for Superior Street Project - Set up Project .
: will default to In progress.
) Setupproject o[ 1) Setup Project . b. Description - this is the title of the
St o e ) requisition. The PSB buyer can edit
General Information
% Discussion Forum Cod the tltle.
) Set up Documents BPM249144 C. Issued by/for - Issued by W|”
Sourcing Project Type Status a .
W Add Suppliers Strategic (Multistage) In progress defaUIt tO PrOcu rement seerceS
B Prepare RFx Opportunity Description b Date Created ©® Branch. The Issued for W||| dlsplay
i View RFx activity Bricks for Superior Street Project 2022-09-02 L. .
the Ministry/Branch requesting the
a :jésrcstcc SUppiies Confidential Sourcing Project pu rchase.
Issued By .
¥ Analyze & Award Procurement Services Branch d. commOdlty COdes - as |mp0rted
& Mottty & Share fsued For ¢ from the requisition. The PSB
Finance and Citizens Services
Main Commodity orogran ® buyer can edit the commodity
30131600 - Bricks ITQ_PSB - PSB: ITQ for Goods COd es'
d Other Commodities
v Tracking
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Set up Team

The team members and their roles are listed on the Set up Team tab. The PSB buyer overseeing the opportunity will have the
Responsible and Official Contact roles.

- © rimcws 0 o Monday 1. Click on the Set up Team tab in the

o . v
S BCBid

Home Suppliers LGNS Operational Reports

opportunity.
2. The team members names are listed.

< 9 % Sourcing project: BPM249144 - Bricks for Superior Street Project - Set up Team . .
3. The profiles are assigned to each
«
L 4
. Set up Team team member.
(0 Set up Project
3% Setup Team 1 5 4. The person with the Responsible role
eam
® Discussion Forum can add other members to the team.
Official Contact: is the single contact that suppliers can communicate with about the opportunity. Messages from Suppliers will be
) Set up Documents rccqvcd \f/uth|? the Discussion forum if sent throvu_v,h BC Bid. ‘ , ‘ 5. The person W|th the Ofﬂc'al CO nta ct
Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the creator of the sourcing
j 3 ha 5
® Add Suppliers project but can be changed role (usually the same as the
& P e Responsible: has full access to update the sourcing project and can unseal a Submission. . . .
W Posgers P Responsible role) will receive
M View RFx activity Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have access to update the set . . . .
e up team tab, unseal a Submission, or delete an RFx). communication from supphers while
e, Interested Supplier . .
& List Read-only: has access to view the sourcing project and can leave comments. th e 0 p po rtu n |ty |S O pen
® Analyze & Award Select user(s)
@ Notify & Share
Ml Setup Team
Email Profiles Contact
Read-onl
Monday@November.com ead-only 3 ;\\‘A(c);r\q/ng[R
2 Official C R ibl;
Lauren.Pinkerton@gov.bc.ca 5 clal,Contach; SRS 4 fi‘:“!(cERTON
[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i3 ©

0 The requisition preparer/requestor (Ministry buyer) are assigned the read-only role. The person with the
responsible role can add additional members to the team.

Last Update: February 26, 2024 Page 18 of 57
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Discussion Forum

The Discussion forum allows members of the team to communicate with each other. The person with the Official Contact role

will be able to receive enquiries from suppliers.
oo 1. Inthe left-hand menu click

@ Adjust Contrast fal 9 Lauren P. v
Discussion Forum.
The Discussion Forum is used for
internal communication among
) 8 Save g . .
e Proe ' buyers and external communication

s Set up Team Di 2 Fo . .

seussionrorum between the Official Contact and

o
&
®, Discussion Forum 1

Home

< 9 % Sourcing project: BPM085313 - Purchase of Bricks - Discussion Forum =

If you have recently been assigned the "Official Contact” role, replacing a previous individual in the role, click the "Recover Messages" button to get s u p p I i e rs It is a | SO u Sed to iss u e
visibility into all earlier communications. *
Addenda.

) Set up Documents

»

Add Suppliers
s Recover Messages

% Prepare RFx

#4 View RFx activity R PB . .
&+ Inersted Sl T — -0 How to use the Discussion

Display F 0 r U m

¥ Analyze & Award Al o-
@ Notify & Share
Supplier Message Type
Enquiries o-
User Date
(From) (To)

Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries” interface, if available, or the email address
identified on the "opportunity details" tab. Information obtained from any other source is not official and should not be relied upon. Other information
and rules regarding enquiries are set out in the "process rules” tab or within the attached RFx documents.

F .le\ue be neutral and objective in you: c.om nentary, J>.J|| ddl:l.."l(:%}dp,nl!., evaluation notes, etc.) may be subject to < Message History
disclosure under the Freedom of Information and Protection of Privacy Act

Compose

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv12©
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© rdmcomm O gum‘;_“e""“j 1. Click Compose.

The message box will display on the right
< 9 v Sourcing project: BPM085313 - Purchase of Bricks - Discussion Forum e Side Of the screen.

«
B Save L
Set up Project
#& Setup Team Discussion Forum

®, Discussion Forum
If you have recently been assigned the "Official Contact” role, replacing a previous individual in the role, click the "Recover Messages" button to get

8 Set up Documents St )
visibility into all earlier communications.

| Add Suppliers

Recover Messages
% Prepare RFx
# View RFx activity
Search by keyword
o, Interested Supplier
=" List Advanced search Reset
Display
¥ Analyze & Award Al O-
@ Notify & Share
Supplier Message Type
- Enquiries Q-
User Date
- (From) (To)

Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries” interface, if available, or the email address
identified on the "opportunity details" tab. Information obtained from any other source is not official and should not be relied upon. Other information
and rules regarding enquiries are set out in the "process rules” tab or within the attached RFx documents.

D] ber biective i ¢ mentar ata ( ing. ior Ymay i .
F .le\ue be neutral and objective in you L.DH\ nentary, a>.all ddln..vne»ahnu.. evaluation notes, etc.) may be subject to % Message History
disclosure under the Freedom of Information and Protection of Privacy Act.

Compose 1

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv12©
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© rdstcon 0 o _— 2. The Message Type will default to
Enquiries.

3. Optional: Select the Send me a copy

BCBid

Home Suppliers ELIGITEE Operational Reports

®
< 9 % Sourcing project: BPM249144 - Bricks for Superior Street Project - Discussion Forum 3 .
checkbox to receive a copy of the
« search Reset Message Type* 2 2 H
I [ oo ee o1 send message by email.
&% Set up Team COD;’ . [ .
4. In the To section
% Discussion Forum e o Movember Moy a. In the Recipients drop-down list,
5 Set up Documents 1ss identified on the “opportunity details" select the individual or role
not official and should not be relied upon. 4
: set out in the "process rules” tab or within T
® Add Suppliers Fseteutintne process uiest b orvin ¢ category to send the message to.
& Prepare RFx Recipients @* External Emails @ . .
el o S| (3 o. b. In the Subject field, enter the
i ViewReaaiy wivacy Act, e subject of the message.
e, Interested Supplier
= Lis members c. Inthe message text box, enter the
. Subject *
¥ Analyze & Award Qriginal sender Last sender updated specifications b content of the message.
. Monday Monday . .
@ Notify & Share NOVEMBER NOVEMBER € )| see attached fie for d. In Click or Drag to add files, add
@ updated specifications

any related attachments.

i EER S e. Click Send.

Click or Drag to add files d e

Note: Ministry buyers should only be
O &)specificationsadsx sending communication to the Internal

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i3©® Tea m .
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] Set up Project

& Setup Team
% Discussion Forum

Set up Documents

W Add Suppliers
% Prepare RFx
i1 View RFx activity

e, Interested Suppliel
List

¥ Analyze & Award

@ Notify & Share

- Purchase of Bricks - Discussion Forum

@ Adjust Contrast

Acceptance

fal 9 Lauren P. v

B Save ®
Specifications 2 Enquiries &
ed search m Reset
2022-04-06 11:23:35 AM

Pinkerton Lauren a

pe
o- To
0] Recipients
(To) Allinternal team
members

Hi team,

Can you please
d in writing to the Official Contact using the confirm the
dress identified on the "opportunity details" specifications d
2 is not official and should not be relied upon. document is
are set out in the "process rules” tab or within complete? It is

located in the

Set up
tary, as all data < Message History Documents tab.
-t to disclosure
of Privacy Act
Time) Original sender Last sender

Lauren Lauren
35 AM
“5 PINKERTON PINKERTON
=3
BCBidv12©

[Admin settings] [Page settings] [Site map] [Legal mentions]
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Select the message by clicking on any

part of it.

Review the message on the right side

of the screen (side-to-side scrolling

may be needed). The message

content will include:

a. Who the message was from.

b. Date and time the message was
sent.

c. Recipients of the message.
Message content.

e. Optional: View any attachments
included with the message.
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Set up Documents

Documents can be added at the project level (Set up Documents) and at the opportunity level (Prepare RFx - Documents).
Documents listed here may be internal or external. For a document to be visible to a supplier it needs to be in approved status
and added to an opportunity. General and Project documents lists contain general reference documents for the buyers (e.g.,
government templates). Documents related to the Sourcing Project are listed under Sourcing Project Documents.

Acceptance
o Adjust Contrast /2 9 MondayN.

1. Click on Set up Documents.
2. Under the Sourcing Project

4 D o Sourcing project: BPM085313 - Purchase of Bricks - Set up Documents L =3 Documents see the related
() Setup Project Set up Documents o documents
Documents stored on this page are only visible to internal users, i.e. not the suppliers a . Docu m ents W| I I n eed to be | n
To share documents with suppliers see the Documents tab within the Prepare RFX section
1) > GeneralDocuments @ approved status for users with the
> Program Documents @ Read-Omy r0|e tO VieW them
~ Sourcing Project Documents @ 2
Ay R Note: Documents imported from the
arc EYWOTT
& Reset requisition will be in draft status until the
® Anaivze & Avard PSB buyer updates the status.
@ Notify & Share — 0
Last Modification Created on
Title Att. Contact (Pacific Time) (Pacific Time) Validity End Date
Specificatior @ specifications.docx PINKERTON 2022-04-06 11:32:33  2022-04-06 11:32:33
fheahons Lauren AM AM
d
Ri‘:,"‘i'l‘;m i3] Delivery Instructions pdf E‘.T.T-ERTON 2022-04-06 1:34:48 PM  2022-04-06 1:34:48 PM
2 Result(s) e
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View Opportunity

‘ o © ristcont O o Monday 1 1. To view an opportunity within a

Sk Sourcing Project, click on Prepare
RFx.

2. Use the Lot/Amendment drop-down

s to select the desired opportunity. All

projects begin with Lot 1: Amendment

Home Suppliers JELNIIES Operational Reports

< 9 Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx

7] Set up Project

Set up Team

"
L[]

Selected Lot - Amendment”* Q View as Supplier
%, Discussion Forum Lot : 1 - Amendment : O - Bricks for Superior Street Project [ 2 O
a (Draft) .
) Set up Documents . . .
Setup Additional RFx Info RFx Process Rules Documents Suppliers Item Requirements Scoring Approvals a * Th e 0 ppo rtu n Ity Statu s wi | | be in
® Add Suppliers brackets at the end of the title.
& Prepare RFx 1 Prepare RFx - Setup
M\ View RFx activity RFx Setti ngs
e, Interested Supplier
List

Opportunity ID
P Analyze & Award 5076811
@ Notify & Share RFx Status

Draft

Opportunity Type

Invitation to Quote

Opportunity Description

Bricks for Superior Street Project

Lot# ®
1

N Amendment # ®

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i.3©
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Prepare RFx - Opportunity Details
Setup tab

- © rcows 0 O ronioit e 1. Click on the Setup tab. The Setup tab

v

S, BCBid

Home Suppliers JEGIIWLES Operational Reports

includes information such as:
a. Opportunity ID - the requisition

< 9 % Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx L.

ID from the CFS requisition.
et ® b. RFx Status - the status of the
& Setup Team Selected Lot - Amendment * Q View as Supplier O p po rtu n Ity
®, Discussion Forum ’\L[g:aftlﬁ - Amendment : O - Bricks for Superior Street Project o~ C_ opportu n ity Description - the
) Set up Documents . .

t 1 Setup Additional RFx Info RFx Process Rules Documents Suppliers Iltem Requirements Scoring Approvals na m e Of the o p po rtu n Ity that IS
® Add Suppliers visible to suppliers.

Prepare RFx - Setup

& Prepare RFx
M\ View RFx activity RFx Settings

e, Interested Supplier
=" List

Opportunity ID

P Analyze & Award 5076811 a
@ Notify & Share RFx Status
Draft b

Opportunity Type

Invitation to Quote
Opportunity Description

Bricks for Superior Street Project C

Lot# ®
1

N Amendment # ®

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i.3©
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Acceptance 1
© rdstcon 0 O vonirn d. Estimated amount - the approval

amount from the imported
requisition. This is not visible to

< 9 % Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx .
suppliers.
o . e. Summary Details - a brief
O Setup Project Opportunity ID . . .
2% set up Team 5076811 description of the opportunity that
%, Discussion Forum RFx Status |S Visi ble to su ppllers'
Draft
8) Set up Documents
Opportunity Type
W Add Suppliers Invitation to Quote

Opportunity Description
= Prepare RFx

N Bricks for Superior Street Project
M View RFx activity
Lot # ®

e, Interested Supplier 1
&= List

Amendment # @

¥ Analyze & Award 0
@ Notify & Share Estimated Amount (CAD) ®
300,000.00 d
Category
Goods
Summary Details ® e

Purchase of Bricks for Superior Street Project

Additional CFS Information (not directly displayed to Supplier/Public)

_Cot of Boolc. 20

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i3©®
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«
[ Setup Project
s ot un Te
- Setup Additional CFS Information (not directly displayed to Supplier/Public)
Set of Books: 69
% D F
“ ¢ ‘ Requisition Number: 43183
D s Dox t
- P Contact Info Type: invoice
Adc 3 SUPERIOR ST 1ST FLR
B Add Suppliers PO BOX 9476 STN PROV GOVT
VICTORIA
% Prepare RFx BC
V8V 0C5
#4 View RFx activity Contact Person: PINKERTON, LAUREN
e, Interested Supplier
& List Email: Lauren.Pinkerton@gov.bc.ca
pe: shipto
¥ Analyze & Award PERIOR ST 15T FLR
® Chae PO BOX 9476 STN PROV GOVT
Notify & Share VICTORIA
BC

VBV 0CS
Contact Person: PINKERTON, LAUREN

Contact Information from CFS (not di
Preparer Email: Lauren.Pinkerton@

Requestor Email: Lauren.Pinker

[Admin settings] [Page settings] [Site map] [Legal mentions]

Last Update: February 26, 2024

f

g

f. Additional CFS Information -
information for the PSB buyer

from the CFS requisition

= g. Contact Information from CFS -
email address of the requisition
requestor and preparer.
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h. CFS Integration Information -
account coding from the CFS
requisition used by PSB for

6 Adjust Contrast fa

p 5 reporting.
et Projec CFS Integration Information ®— h i. The Issue/Close dates of the
38 Set up Team . )
o Do o CF:\?:ie::y:ig CF:Otzzu:islition CFS Purchase Order oppo rtun |ty When ind raft, the
B Setup Documents Ministry Responsibility Account STOB Project ResponSible person can Change
o Add Supplers o . - i o these fields before issuing the
A Propans R opportunity. They can also
4 View RFx activity . .
o :."':llf'ww Supplier Issue Date and Closing Date (times are shown in Pacific Time) i manua”y Issue the Opportunlty
. before the date/time.

P Analyze & Award 2022-09-26 10:00:00 AM Auto issuing @
@ Notify & Share Closing Date & Time ®

2022-10-06 2:00:00 PM ) Auto closure®

Enquiries Deadline ®

RFx to be pre-advertised

NDA required from Suppliers

Visible to Public

] Post this opportunity publicly?

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv13©

Last Update: February 26, 2024 Page 28 of 57



Invitation to Quote (ITQ) Ministry User Guide

Acceptance

6 Adjust Contrast n 9 MondayN.

Selected Lot - Amendment * Q, View as Supplier
Lot : 1 - Amendment : 0 - Purchase of Custom Picnic Table -
Draft
Setup Additional RFx Info f 1 5 Rules Documents Suppliers tem Requirements Scoring Approvals Approval Workflow
B Add Suppliers Prepare RFx - Additional RFx Info
&= Prepare RFx
Official Contact a
" w RFx activit
i< Enquiries related to this labl ail address identified on the
.. Su
- inf tion and ruk Jing enquirie t
¥ A A
Official Contact Contact email
@ Notif
Lauren Pinkerton Lauren.Pinkerton@gov.bc.ca
L th nitor p t
Alternate email
ent@
Submissions b
Submissions must be submitted using one of the following delivery methods
]
@
[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv12©

Last Update: February 26, 2024

1.

Click on the Additional RFx Info tab.
The Additional RFx info tab includes
information such as:

a. Official Contact and contact
email address for supplier
enquiries. If the Alternate email
field is completed, the contact
email will not be displayed with the
ITQ.

b. Submission delivery methods
when suppliers respond to the
opportunity.

Page 29 of 57
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e c. View the Delivery location of the
9 Monday N. v
goods. This section includes the
region where the goods will be
delivered to and any additional
. information related to the delivery

@ Adjust Contrast g

Home

< 9 W Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx

Set up Project

185 Set up Team Delivery Location for Goods, Services, or Construction C site.
% Discussion Forum For Goods:

Enter the street address where the supplier will deliver goods to.
B Set up Documents
For Services (including IM/IT and Construction):
Enter the location where the supplier will carry out the work. This could be a street address, a municipality, geographic coordinates and/or

M Add Suppliers !
service.

%= Prepare RFx
1. Enter address or geographic coordinates

# View RFx activity If there is more than one delivery location, add an appendix with all addresses to the "documents” tab, and make a note in the Additional Inj
e, Interested Supplier - s Supenor =+
-
List re . ra
, Map  Satellite Ppark Be F1n
hool Park . 1€
2
P Analyze & Award .
ichigan S
ewood Inn @ Michig
@ Notify & Share +
o & &
7] - o
- 5 2
- c 5
E 3 £ —
X I

to St =
oogie Terms of Use  Reporta map error

[T Py
¢ Keyboard shortcuts - Map data ©

Office Street Address

563 Superior St

Postal Code City
v8v1T7 Victoria
Country State/Province

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i.3 ©
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Q e © rstconmst 0 o Monday e d. Tr.ade Agreements that apply to
» this purchase. The values for the
trade agreemends are based on
the approved amount from the
) : . requisition.

Set up Project

Home Suppliers JELNGENE Operational Reports

< O % Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx

18t Set up Team Trade Agreements d
% Discussion Forum

Trade Agreements apply?

4 Set up Documents

W Add Suppliers
& Prepare RFx Trade Agreement(s)
#\ View RFx activity (M

Interested Supplier |
List

¥ Analyze & Award .

@ Notify & Share .

Current thresholds for the applicable Trade Agreements can be found below. Exemptions from trade obligations may apply to certain purch:
Trade Agreements have minimum posting periods. For any questions regarding the impact of the Trade Agreements on your procurement o
agreement applies, please contact the Ministry’s Procurement Specialist, Procurement Services Branch, or Ministry of Attorney General, Leg

The New West Partnership Trade Agreement

« select this option if the opportunity is for goods valued at or above $10K, services at or above $75K, or construction at or above $1C

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1.3 ©®
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Acceptance H 1
- - © rdstcon 0 O vonirn e. The Mandatory Criteria related to
P — : lo.,e —r the opportunity. The PSB buyer
me uppliers ourcing rational Reports
® may add additional mandatory
< 9 % Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx . . .
criteria depending on the
o Pt ® opportunity. Suppliers must meet
2 St upTeam Mandatory Criteria®—{ € all the criteria listed in order for
% Discussion Forum their submission to receive
In order for the Quotation to receive consideration it must meet the following: . .

8) Set up Documents COﬂSlderatlon.

The Quotation must be in English.

The Quotation must be received by the Ministry before the Closing Date and Time.

Quotation pricing must be in Canadian dollars.

The Quotation must comply with the Quotation delivery submission method requirements set out in the Delivery of Subr

"overview" tab.

If the Quotation is submitted by fax or email the Quotation must include a Submission Declaration (located in the RFx doc

"overview" tab and/or attached to a Response Form) signed by an authorized representative of the Proponent.

+ Interested Supplier Regardless of the Submission method, the Quotation must include the information and documentation, if any, required by
List Form(s).

.

M Add Suppliers

= Prepare RFx

# View RFx activity

¥ Analyze & Award

@ Notify & Share Additional Mandatory Requirements

Quotation Pricing Evaluation

Quotations will be assessed in accordance with the terms and conditions of the ITQ. The Quotation with the lowest price that satisfies
terms and conditions of the ITQ and the Specifications, will be awarded a Contract.

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i3©®
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RFx Process Rules tab

The ITQ Process Rules are the legal terms related to the ITQ Process. The PSB buyer may edit these rules if needed, in
consultation with Legal Services Branch.

Acceptance i
© rincomnt [ @ Mondyn v 1. Click RFx Process Rules to read the

legal terms for the ITQ.

Home

< 9 W Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Prepare...

o Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time. x

) Set up Project

&% Set up Team

M Discussion Forum @ Click on save to update your selections

4) Set up Documents

Selected Lot - Amendment* Q, View as Supplier
B Add Suppliers Lot : 1 - Amendment : 0 - Purchase of Custom Picnic Tables Q-
(Draft
% Prepare RFx
Setup Additional RFx Info RFx Process Rules 1 ents Suppliers Item Requirements Scoring Approvals
M View RFx activity
&+ Interested Supplier Prepare RFx - RFx Process Rules

List

® Analyze & Award Generate Process Rules
ANalyze & Awara

@ Notify & Share

ITQ Process Rules
(Updated January 27th, 2021)

1 Definitions

Throughout this ITQ, the following definitions apply (and the singular is interchangeable with the plural

“Addenda” means all additional information regarding this ITQ including amendments to the ITQ

Amendment” means a change to the ITQ that posting an updated version of the ITQ requiring Proponents to submit a new Quotation to the ITQ a;

BC Bid” means BC Bid located at https-/www.bcbi

Closing Location” means, as a cable, BC Bid for th bmission of Quotations as indicated on the BC Bid “Overview” menu tab, or the fax address

Closing Date and Time” means t| n section of the “Overview” menu tab

“Copntract means an asreement hetween the Province and a Contractor a< 3 recylt of thic [TO _a< further ¢ gibed in sectign 2 11

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1.2 ©
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Documents tab

Any documents related to an opportunity will be added on the Prepare RFx Documents tab. These documents may be added
from the Sourcing Project documents or added as new documents to the opportunity. Documents must be in approved status
before being visible to read-only users.

Acceptance H i
© ‘e [ @ i 1. Click on the Documents tab to view

BCBid

Home Suppliers ELIGEITEE Operational Reports

the RFx Documents.
2. Click the file to view the attachments.
3. Documents imported from CFS are
: s imported with Draft status. The PSB

< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Prepare...

(0 Set up Project

18 Set up Team Setup Additional RFx Info RFx Process Rules Documents 1 ks Item Requirements Scoring  Approval > b uye r Wi | | Cha ng e to Ap p roved statu S
- - ) . . . .
& Discussion Forum Prepare RFx - Documents to have them visible to suppliers with
) Set up Documents .

Add documents here to share with suppliers. You can upload a new document, or publish an existing document from the Set up th e 0 p po rtu n Ity'

® Adds . Documents section. In order for a file to be visible to a supplier, the status must be set to Approved.
dd Suppliers

& Prepare RFx
Search by keyword

#1 View RFx activity m Reset

e, Interested Supplier
&= List
- 0
¥ Analyze & Award
@ Notify & Share
. Last Modification Created on .
Title Att. Contact (Pacific Time) (Pacific Time) Validity End Date Status
@Spec'ﬁcatiunsdoc PINKERTON 2022-05-20 2022-05-20 RFx
. . i .docx ! -05- -05-
Specifications Lauren 7:40:44 AM  7:40:44 AM Documents
2 (Approved)
. RFx
Sample « photo 1.jpg PINKERTON 2022-05-20  2022-05-20 Documents
Photo Lauren 7:41:14 AM 7:41:14 AM
(Approved)
2 Result(s) e ]
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Supplier tab

For most opportunities, the Public Portal will be selected. This posts the opportunity publicly on BC Bid. Suppliers will be listed
here if they have clicked the Start Submission button or once the opportunity has closed and the Responsible person has
entered the responses received from outside of BC Bid.

> © ron 0 O ot 1. Click on the Suppliers tab.

it - BCBid

Home Suppliers JEGIILES Operational Reports

2. View the Suppliers who have been
interacting with the opportunity.

< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Prepare... X L.
a. When an opportunity is issued, the
o » Public Portal is invited.
s St up Team ot Lot At R b. If an opportunity is a Direct Award,
®, Discussion Forum E_Doﬁaftl} Amendment : O - Purchase of Custom Picnic Tables Q- the |nV|ted Su pp“er W||| be |IStEd.
) Set up Documents . .
t Setup Additional RFx Info RFx Process Rules Documents Suppliers i 1 Requirements Scoring Apprc > c' Once the Opportu nlty IS Open'
® Add Suppliers suppliers who are registered and
% Prepare RFx Prepare RFx - Suppliers o— 2 click the Start Submission button

i View RFx activity

v Invited Suppliers Wl” be |IStEd.
o Interested Supplier invited supptiers
List

v Public Portal a
¥ Analyze & Award 1 Result(s) &

@ Notify & Share

Public Portal

Sample Company A
v Public Portal

Sample B C

v Sample Company A

SampleC

v
v
v
v
v

SampleD
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Item tab

The items being purchased are listed on the Items tab; item description, quantity, and unit are included. Items can be identified
as required or optional by the PSB buyer. Some changes to the items will require a requisition amendment by the Ministry
buyer.

1. Click on the Items tab.
2. View the Response grid, all

< 9D v Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx 2 e information iS imported from the CFS
requisition.
- . . . .
SRR a. Type - required or optional item

38 Set up Team Setup Additional RFx Info RFx Process Rules Documents Suppliers Item i 1 nents Scoring Approvals Approval Workflov

b. Description - description of the

% Discussion Forum
B Setup Documents s ko item
® Add Suppliers Search by keyword Group(s) RFx Grid Type C. Qty - hoW much Of the item
~ - - - Q Search Res¢ . .
momeen d. Delivery date - the required by
2 View RFxactivity 3 Ex rids to Exce eview rate Pricing Form R
o R W 3 RS date from the requisition
" List i (V) indicates that the column is visible to suppliers . .
e. Reference Price - the per unit

¥ Analyze & Award 2 Response a b c d e . . “ ele
& s — pricing from the requisition

W U B paen o B commesy B R [NV reencerice | 3. Click Preview to see the supplier view

of the Pricing form.

30131600 - 2022-12

1 5679087 Required Item red bricks 100.000 Bricks 30 Each 1.0000
2 5679088 Required Item grey bricks 100000 gOL31600 3822 122 Eaen 1.0000 . . .
— Note: The unit price field can support
3 5679089 Required Item yellow bricks 100000 FOLE1600- 202212 gy 1.0000 .
up to 6 decimal places.
3 Result(s)
[Admin settings] [Page settings] [Site map] [Legal BCBidv1.3©
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Requirements tab

The requirements tab form allows the PSB buyer to collect information from the suppliers when responses are submitted. This
can include items such as: confirming make and model or warranty information.

- A O Mond 1. Click the Requirements tab.

@ Adiust Contrast

» BCBid

Home Suppliers ELIGEITEE Operational Reports

2. Click Preview to review the content of
the supplier response form.

< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Prepare...
»
Save and Close o
Setup Additional RFx Info RFx Process Rules Documents Suppliers Item Requirements 1 Approvals Approval Workflow

Prepare RFx - Requirements

9
Response Form Configuration
L
=
m 2 erate Response Form
(3]
o Row/Answer Type Section/Question Required Answer List Multi-Answer In scoring Scoring Ty|
>
& [ Section Specifications
¥ & [ Listof values Does the product meet the stated specifications? E'ustom
ist
1]
& 1 Text State warranty period
& [] Section Delivery
o . . Custom
& 1 List of values Goods need to be delivered Monday - Friday between 9am and 3pm List
- IS
Dropd
& I Section Proponent Identification ropdown

- list

FOR ATTENTION OF PROPONENTS THAT ARE SUBMITTING
PROPOSALS THROUGH A SUBMISSION DELIVERY ROUTE OTHER
& 1 Text THAN ELECTRONIC BIDDING THROUGH BC BID: You must include

include the attached farmwith voue orannsal packace It must be sicned

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidvi2 ©®
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e 3. Navigate through the Response Form

m | RORid @ Adustcontrast A @) MondayN. &
e sections to view the supplier response

Sourcing
form.
< Response Form : Purchase of Custom Picnic Tables 4 BeX . X
4. Click X to close the dialog box
- Overview Overview o
Specifications 0/2 Supplier
3 Delivery 0/1 Answered by
e November Monday
. Proponent 0/6
< Identification

Export / Import

"|Download in Excel 2007-2016 format (xlsx)
3 | Download in Excel 97-2003 format (xls)

Drop your Response Form (in Excel format) here
.. » Complete Response Form )
n 307.200 kb limit

oring Ty|
-t & Click or Drag to add a file
b 4
o

opdown

FOR ATTENTION OF PROPONENTS THAT ARE SUBMITTING
PROPOSALS THROUGH A SUBMISSION DELIVERY ROUTE OTHER
Text THAN ELECTRONIC BIDDING THROUGH BC BID: You must include

include the attached farm with vaur nrannsal nackace It mus
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Addenda

Addenda represent small changes to an opportunity (clarifying information and answers to supplier questions) and are issued
by the PSB buyer in the Discussion Forum.

1. Click on the Discussion Forum tab.

@ Adiust Contrast

' BCBid
ome |EREI GperstionsReport 2. Click the message.
< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Discuss... ® e 3. V|eW the content Of the message on
. the right side of the screen.

Discussion Forum

A e 1) searchbykeyword Addenda # 1 3
L) Set up Docun L

Display

2022-06-02
" . All o~
=
. To
M View RFx activity
® Recipients

o
&
® A A
@ N

Subject Messages Last update (Pacific Time) Original sender Last sender

Addenda # P —_——— Lauren

2 1 0/1 2022:06-0211:56:52AM o)\ ERTON PINKERTON
1 Result(s) £+3

Site map| [Legal mentions) BCBidvi3©
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Amendments

Amendments represent substantial changes to an opportunity (changes in quantity or specifications). For suppliers, an
amendment will require them to resubmit a response to the opportunity.

6 Adjust Contrast

1. Click on the Prepare RFx, Setup tab.
2. To navigate between amendment

O] . .
< 9 Sourcing project: BPM247849 - test - Prepare RFx a8 VerS|0nS’ c“ck the Amendment
| . dropdown.
Selected Lot - Amendment
- gy Amendment 2 Puchase of Custom Plric Tabes @ - 3. Look at the current Amendment #
:: : ) Setup | Additional RFxInfo  RF: R Do uppli Iter Appre App Workflow and Amendment Reason‘
- Prepare RFx - Setup 4. If there are previous amendents, they
& repare REx RFx Settings are listed in the Amendment History.
e Q- Opportunity ID
Amendments can be initiated by an
P A A o e, e . .
. L= amended requisition or in BC Bid by the
itation to Quote PSB buyer.
Lot#® -
Amendment # ©
# Amendment reason Date & time (Pacific Time)
1 change item quantity from 50 10 75 2022-06-03 1:55:27 PM
Estimated Amount (CAD) @

Last Update: February 26, 2024
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Direct Awards

If an opportunity is identified as a Direct Award, the PSB buyer will issue the opportunity to the one supplier indicated for the
Direct Award. The Direct Award supplier will need to respond to the Direct Award opportunity within the issue/close date of the
ITQ. Direct Awards are not posted publicly and are only visible to the one supplier indicated.

v

- © rdstconst O o _— 1. Click on the Add Supplier tab.

S | BCBid

Home Suppliers ELGENITEE Operational Reports

a. The Direct Award supplier will be
listed. Public Portal will also be

< 9 % Sourcing project: BPM249146 - Bricks for Superior Street Project - Prepare RFx
selected, but this does not control
O set up Project ) * the visibility of the opportunity.
5 5ot un Toam Setup  Addifional RFxInfo  RFxProcessRules  Documents  Suppliers  Item  Requirements  Scoring  Approvals 2. Onthe Prepare RFx Setup tab, the
% Discussion Forum Issue Date and Closing Date (times are shown in Pacific Time) *— 3 visible to public checkbox will be
D Set up Documents esue Dote ® unchecked.
® Add suppliers o—{ ] 202209-26 | 10:0000AM pupissine® This allows only the invited supplier to
& Prepare Rx p) femebeesime® S view the opportunity.
A View ey Enquiries Deadiine ® 3. View the Issue and Closing date. The
o invited supplier needs to respond
® Analyze & Award RFx to be pre-advertised before the Closing Date & Time.

Notify & Share
e NDA required from Suppliers

Visible to Public

¥ Public Portal

v Sample Company A Post this opportunity publicly?

a Sealed Submissions

[Admin settings] [Page settings] [Site map] [Legal mentions] BCBidv1i.3©
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View RFx Activity

The View RFx Activity tab displays the suppliers that have been involved in the opportunity based on lot/amendment. Users can
see if the supplier has received emails and if they have logged into BC Bid. Supplier submissions can only be viewed after the
opportunity has closed and the PSB buyer has unsealed the submissions (opportunity status will be “Processing”).

-~ © M 0 O o 1. Click on the View RFx Activity tab.

S | BCBid

Home Suppliers LGNS Operational Reports

2. Confirm the status of the opportuity
and if submissions are unsealed.

< 9 v Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - View RF... .
3. Once the opportunity has been closed
<« . . .
o it and submissions are unsealed, view
(] Set up Project ) .
R ISWRESactivity the list of suppliers who interacted
® Discussion Forum with the opportunity. Suppliers listed
Submissions Evaluations . . .

D set up Documents have interacted with the opportunity,
W Add Suppliers Refresh Select the 'Refresh’ button to update "Submission Available” column. bUt may nOt have Su bm itted a
& Prepare RFx

v Lot : 1 - Purchase of Custom Picnic Tables (Amendment 0) response'
#\ View RFx activity i

Open - Open for Submissions From: 2022-05-25 To: 2022-06-1016d 03h 46min 0és a
e, Interested Supplier
List

Supplier DBA Email Logins Last login (Pacific Time) Non-Disclosure Agreement Read docs. Submissions
¥ Analyze & Award ﬁ}if’(;:o' Sample Company A 1 2022-05-25 9:53:16 AM
@ Notify & Share

SE?!, Sample B 1 2022-05-25 9:59:57 AM

2 Cat 3
C;;s;c SampleC 1 2022-05-25 10:05:04 AM
Bgiﬂ:‘s SampleD 1 2022-05-25 10:09:29 AM
4 Result(s)

All Submissions are sealed. The person in the Responsible role can unseal the Submissions after 2022-06-10 2:00:00 PM (Pacific Tir‘

[Admin settings] [Page settings] [Site map] [Legal mentions] ' BCBidv12®©
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View Supplier Submissions

Once an opportunity closes, it will be in closed status. While it is in closed status the PSB buyer or PSB admin will need to enter
any submissions received outside BC Bid. Those submissions will be visible in BC Bid once the person with the Responsible role
unseals the responses. Once the responses are unsealed, the opportunity will be in Processing status and the individual
submissions can be viewed.

v

s 2 O Mont 1. Click View RFx Activity.

@ Adjust Contrast

< | BCBid

Home Suppliers ELIELTE Operational Reports

2. Confirm that the opportunity has
been unsealed.

< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - View RF...

<«
.

Submissions Evaluations

) Set up Project
&% Set up Team

% Discussion Forum

Refresh Select the 'Refresh’ button to update "Submission Available” column.
) Set up Documents

® Add Suool v Lot : 1 - Purchase of Custom Picnic Tables (Amendment 0)
ad Supplhers ——

B Prepare RFx Processing - Open for Submissions From: 2022-05-25 To: 2022-05-25

M View RFx activity 1 Supplier DBA Email Logins Last login (Pacific Time) Non-Disclosure Agreement Read docs. Submissions
& :_r:i:(:_'LsLLL! Supplier ﬁ:‘j_{i}“ Sample Company A 1 2022-05-25 9:53:16 AM 1 Q
Bear, Sample B 1 2022-05-25 9:59:57 AM Q
¥ Analyze & Award mary
@ Notify & Share t SampleC 1 2022-05-25 10:05:04 AM Q
SampleD 1 2022-05-25 10:09:29 AM Q
}:},-T Moose's Doggy Day Care Q
5 Result(s)
2 Submissions are now available for evaluation, unsealed on 2022-05-25 10:48:26 AM (Pacific Time)

by PINKERTON Lauren
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View Selected Supplier

Once the PSB buyer has identified the lowest priced submission, the results can be viewed from the Notify & Share tab.

- © it [ @ Mondrn 1. Click on the Notify & Share tab.

ditwn - BCBid . . . .
: 2. View the Decision column to identify
Home [E[JGGLEY Operational Reports . . .
® the lowest compliant submission.
< 9 % Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Notify ... . L. . .
| 3. Toreview the submission details, click
Notify & Share . the title of the submission.

) Set up Project
& Set up Team B )
Notify Suppliers and Create a Contract Award Summary

% Discussion Forum

8 Set up Documents Search Submissions

Supplier Amendment

B Add Suppliers - Lot : 1 - Purchase of Custom Picnic Tables - Amendment : 0 [ m

& Prepare RFx

#\ View RFx activity Decision
Unsuccessful Selected [

o ILv*‘.;?-n:stcm Supplier

¥ Analyze & Award 3 2
Supplier DBA Lot / Amendment Submission Decision Award amount Notification
Bear, Barry Sample B Lot: 1/ Amendment: 0 Submission # 1 Unsuccessful Send Notification
Cat, Cassie SampleC Lot:1/Amendment: 0 Submission # 1 Unsuccessful Send Notification
Dog, Douglas SampleD Lot:1/Amendment: 0 Submission # 1 Selected 45,600.00 CAD Successful: Notified

3 Result(s)

v Items synthesis
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a. Inthe Supplier Submission dialog
box, review the information

i | BCBid

Home gttt y
Supplier Submission 8 Ox contained in the Submission Info,
<
@save | SavesClose Response Form, and Pricing tabs.
Submission Info
£ Response Form a Submission Information
ia% Set Pricing Opportunity ID
°, 484107
Opportunity Description
Purchase of Custom Picnic Tables
s Ad Legal Name
Dog, Douglas
=
Doing Business as Name
M Vi SampleD
-t Submission Type
Original
P A Submission Status
Received
@ Not
Offline Submission Receipt
Offline Submission Entered
ati
Label Notified
Submission # 1
v Items synthesis

[Site map] [Legal mentions] BCBidvi3®©

Last Update: February 26, 2024 Page 45 of 57



Invitation to Quote (ITQ) Ministry User Guide

Award Info

Once the Purchase Order has been issued to the supplier, the PSB buyer will complete the Contract Award Summary on the
Notify & Share tab. This will make public the results of the opportunity.

© rimcomnt O @ Moimn 1. Click on the Notify & Share tab.
— [r—r— 2. Click on the PO number in the
< 9 v Sourcing project: BPM247733 - 12345 - Purchase of Custom Picnic Tables - Notify ... =} Contract Award summary column.

3CBid

2% Set up Tean Notify & Share

Notify Suppliers and Create a Contract Award Summary

W Add Supplic Search Submissions
Supplier Amendment
=
Lot : 1 - Purchase of Custom Picnic Tables - Amendment - 0 o- m Reset
[}
(2 Decision
&
Unsuccessful Selected o-
¥ Analyze & Award
@ Notify & Share 1

Notifications Sent (Selected and Not Selected)

Supplier DBA Lot/ d Submission Decision Award amount Notification Contract Award Summary,
Bear, Barry pl Lot:1/Amendment : 0 Submission #1 Unsuccessful Send Notificatic

Cat, Cassie SampleC Lot:1/ Ame ent: 0 Submission # 1 Unsuccessful Send Notificatic

Dog pleD Lot : 1/ Amendment : 0 Submission #1 Selected 45.600.00 CAD Successful: Notified CTR050103| PO-987654321

3 Resuilt(s -3

~ Items synthesis

Requests Amendment # Items Supplier Ref amount Target amount Price Total target savings Grand total: Identified savings / Target
Purchase
of Customr - . . N A —
e cnic Tables - Style 1 SampleD 50,000.00 22,800.00
cnic
Tables
Purchase
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3. In the dialog box, view the award

= ' v
Contract: (=3 X . :
information.
»
B Save ®
i
Contract header 3
. Type Contract Status g
Simple Agreement 50103 Awarded [
:0:
= Sourcing Project Rfx reference
o, 12345 - Purchase of Custom Picnic Tables Purchase of Custom Picnic Tables
Contract Number*
PO-987654321
LW Supplier Supplier Address *
= | Dog, Douglas &
n! Justification for Direct Award/Limited Tendering
o, |
il |
> ¢ | Award Date ®* Issuing Location *
2-05-25 r
@ | 2022-05-25 Victoria
Contract Value* Contract contact email *
45,600.00 procurement@gov.bc.ca
Issued by Commodities
Ministry of Citizens' Services, 56101603 - Outdoor tables or picnic
tables on
Ministry of Environment and Climate Change Strategy
ot vasan e e L e Sy T s B ULESI et ssusnauO
Dog. Douglas Samplel Lot: 1/ Amendment: 0 ubmis: # 1 Selected 45,600
3 Resul
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© rhmcome 0 o Monday I 1. Click on the Analyze & Award tab.
2. View the CFS PO number.
3. View the CFS integration result.

Home

< 9 % Sourcing project: BPM249144 - Bricks for Superior Street Project - Analyze & Award
&«
-
(] Set up Project
Selected Amendment *
&+ Setup Team Lot: 1 - Amendment : O - Bricks for Superior Street Project [x 4
(Processing)
% Discussion Forum
B Set up Documents Scenarios © Currency
Scenario #1 (validated simulation) @ ~ ¢ B CAD Canadian dollar

M Add Suppliers
& Prepare RF:
= Trepare R Search by keyword Submissions
i\ View RFx activity Received [ I Shortlisted Submissions only Advanced search Q Search
e, Interested Supplier
=" List
P Analyze & Award 1 o Generate POs and send them to CFS after Award:

1. Ensure the Supplier # is present for the awarded Suppliers. If not displayed, it will need to be updated on the Supplier record by the helpdesk team.
@ Notify & Share 2. Enter the Site # for awarded Suppliers and click on Save.

3. Click on the Generate PO(s) button.
NOTE: The Generate POls) button only displays if a proposal has been awarded and both a Supplier # and Site # are saved for all awarded proposals.

2 3

RFx Results Date/Time (Pacific Time) BPM CFS PO Results
Bricks for Superior Street Project 2022-09-07 1:38:24 PM Bricks for Superior Street Project PO-BPM249144-1 SUCCEEDED
1 Result(s) 3
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Appendix 1: Provincial Help Desk
Help desk hours: 8:30 am to 4:30 pm Monday to Friday

Email Contact: bcbid@qgov.bc.ca

Contact the help desk by phone:
Direct: 1-250-387-7301
Toll Free (BC only): 1-800-663-7867
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Appendix 2: Training Video Links

Video Name

URL (Link)

Login and How the Buyer
Dashboard works

https://youtu.be/qEFdCimZNvw

Exploring Opportunities

https://youtu.be/cPG8eZrDiil

Set up Team

https://youtu.be/PCAXNIQ|POw

How to use the Discussion
Forum

https://youtu.be/|-MZaF9z4tY
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Appendix 3: Invitation To Quote Requisition & Purchase Order Process Overview

This outlines the steps from the Ministry Buyer creating a requisition within the Corporate Financial System (CFS) using

iProcurement (iPro) through the PBS Buyer creating and issuing the Invitation to Quote (ITQ) opportunity within BC Bid to the
Ministry buyer issuing a Purchase Order to the successful supplier.

Requisition
1. CFS/iPro requisition is created.
a. iProis used to submit an approved requisition
b. Ministry buyers use the new UNSPSC commodity codes when creating the iPro requisition
c. Ministry buyers can use the iPro Sourcing via BC Bid guide for assistance in creating the requisition
d. Ministry buyers may need to amend a requisition at the PSB buyer’s request. This could be to: change the unit of

measure or to move items to additional lines. A notification email will be sent to itg.procurement@gqov.bc.ca to

notify PSB about the amendment. PSB may initiate the request to Ministry buyers via the BC Bid Discussion forum
2. EA approves requisition.

a. This initiates the import to BC Bid.
3. CFS-BC Bid integration creates the Sourcing Project and draft ITQ in BC Bid.
a. Email notification is sent to PSB Admin at itg.procurement@gov.bc.ca as well as the Ministry requisition preparer
and Ministry requisition requestor confirming the successful import to BC Bid.
b. Email contains the requisition number and requisition ID for searching in BC Bid.

c. Email notifications will also be sent for amended requisitions. The contents of the email will indicate if it is an
amendment to a requisition.

4. PSB buyer or ITQ supervisor completes intake/assignment process.

Draft/Issue ITQ
1. PSB buyer locates the Sourcing Project BC Bid
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a. The PSB buyer will use the requisition ID contained in the notification email to search for the Sourcing Project. The
Limit to my scope checkbox is to be unselected.
2. The PSB buyer drafts the opportunity in BC Bid
a. If the opportunity is a Direct Award, see the Direct Awards section.
b. The PSB buyer adds the Ministry buyer to the team with the Read-only role.
c. If changes to the requisition information are needed, PSB can ask the Ministry buyer to amend the requisition.
i. Amended requisitions are imported as new draft versions of the ITQ.
3. PSB buyer issues and closes the opportunity in BC Bid
a. Amendments - may get issued because of an amended requisition or due to a supplier question and does not
need the requisition amended.
b. Addenda - providing clarifying information due to a supplier question.

Direct Awards

1. The desired supplier will be added to the ITQ, and post publicly checkbox will be unchecked.
2. The Supplier will need to respond to the opportunity.

Analyze/Award/Close

1. PSB admin enters offline submissions in BC Bid, creates new suppliers in BC Bid, if needed.
2.  PSB buyer completes evaluation and award in BC Bid
a. For successful supplier only PSB admin confirms or requests: CFS Supplier #, Site code.
b. PSB buyer confirms award criteria with Ministry buyer using the discussion forum and Ministry buyer logging in to
view results.
c. PSB buyer confirms tax verification letter status with the successful supplier for opportunities over $100k using the
discussion forum or the successful notification email.
3. PSB buyer ensures PSB buyer initiates BC Bid-CFS integration with award information by clicking the Generate PO button.
4. PSB buyer sends notifications to successful and unsuccessful suppliers.
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5. PSB buyer completes the Contract Award Summary (with the PO # generated above) and including the Direct Award
justification if needed.
6. PSB buyer closes RFx and Sourcing project.

Purchase Order
1. The Ministry Client completes the PO in CFS and sends PO to supplier.

Last Update: February 26, 2024 Page 53 of 57



Invitation to Quote (ITQ) Ministry User Guide

Appendix 4: Corporate Financial System (CFS) Resources

Resources for Ministry Buyers for Corporate Financial System (CFS) to create requisitions and issue Purchase Orders.
These links are owned and managed by Ministry of Finance.

Ministry CFS Resources

iProcurement Sourcing via BCBID

Purchase Order Print Report
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Sourcing Project Roles Chart

v users with that role can complete the function

Orange users with that role are the only ones that can complete that function
BC Bid Function Responsible | Official | Contributor Read- | Notes

Contact only
Edit the sourcing project v v v -
Add members to Set up Team tab v - - -
Send and receive Discussion Forum messages v v v v
Receive Discussion Forum messages from - v - -
suppliers
Add/edit documents (Set up Documents or v v v -
Prepare RFx Documents)
Add suppliers to a Sourcing Project v v v -
Create a supplier* (from Add Suppliers menu) v v v -
Edit the opportunity v v v -
Add/edit items tab (ITQ and Timber Auction only) 4 v v -
Delete a draft RFx v - - -
Issue (post) opportunities v - - -
v v v

Create an amendment - Some opportunity types, only
responsible can create

Edit an amendment in draft status v v v -
Issue an amendment v

Enter supplier offline submissions v v v -
Unseal supplier submissions v - - -
View and download supplier submissions (once v v v v
unsealed)

Award a decision v v v -

v v v

Shortlist suppliers from an opportunity
Send successful and unsuccessful notifications - Best practice for the Official
Contact to send notifications

<
AN
\

Create the contract award summary v v v -
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| Create a new (draft) lot | v v v | - | |
* Suppliers can also be created by selecting Suppliers from the main menu, then selecting Create. Users don't need to have a role on a
team to create a supplier from the Suppliers menu.
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