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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 Contract Award Notices.

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

This guide provides instructions to Ministry Buyers on how to use the BC Bid.

How to Use this Guide

Hyperlinks throughout this guide take you to the appropriate sections, as well as to short video clips demonstrating key
functions.

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.

Abbreviated versions of this document are available as Quick Reference Guides (QRGs) on the BC Procurement Resources site.

Last Update: June 26, 2024 Page 2 of 183



Ministry Buyer Guide

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 such as instructions that will have impact further ahead in the
process or provides additional information or context for a process.
o This icon indicates additional information about or related to a process.
(0)(#) . I , . . : :
3 This icon indicates a link to a video clip demonstrating a function.
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General Interface

This section describes some general functionality of BC Bid.
Browser Types

BC Bid Ivalua will work with all modern web browsers. BC Bid is not compatible with Internet Explorer. Edge or Chrome are
recommended.

If using Firefox, note that Firefox has pop-up blocking functionality that can impede the workflow functionality: do not click
“Don’t allow env.ivalua.ca to prompt you again”.

Expand/Collapse Menu
Home Home Suppliers BRI Sourcing . The left-hand menu can be expanded or
collapsed by selecting the double arrow. When
1) 4 < 9w 4 )77 50';”" collapsed the icon related to each step is
2 visible, hover over the icon to see the name.
i> - « S Reset N . Expanded.
= 4zl s 3 ‘3. Filters on tables can be expanded by clicking
the funnel icon.
4. Expanded.
5. Click pinicon to keep open.

—

N

H4] 288 Cat 1in Taam
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Search Commodity Codes

In the Commodity Code search pop-up (only), the search is first match not best match. First match relates to close spelling as you
progress down the alphanumeric tree, whereas best match considers context. Alternatively, searching in the Commodities
drop-down produces a best match result. For more details, please see the Commodity Codes video.

Adding Files

i. Select the document to upload.

ii. Click Open.

iii. Alternatively, open Windows Explorer and drag the
file to the Click or Drag to add files button.

unity_Information_Tool_CIT_4.0 - Final

Document ®

Summary
Project D

Click or Drag to aldd files 1 ] ;

Search by keyword -+-7C
1
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https://youtu.be/TLYaL76-4YE

File Size and File Formats

File uploads are limited to 500 MB. An individual file of 500MB can be uploaded. If multiple files are being uploaded at the same
time, the total size must also be under 500 MB. File types include common business application file types. There are an
unlimited number of attachments.

Text Fields Editing Toolbar

Most text fields in the application allow for the entry of rich text using the editor or What You See Is What You Get (WYSIWYG)
toolbar. Only some of the buttons on this toolbar are operational.

Copy/Paste: Use CTRL+C for copy and CTRL+V for paste instead of mouse-click (right-click).

Also note that pasting in a bulleted list from an external document may not work as expected. Copy in an un-bulleted list of
text, select these rows of text, and then click the Bulleted List icon in the toolbar.

TR @ & X mmE - QLM EE®@0DRNCE -0

m W
| |
[
1
|
5
I

BIUS*.*’@EJ:E E|» ¥ |2 &

=3

Insert/Remave Bulleted List [BY -

List item 1
List item 2
List item 3

Close to Save Using “X”

In many instances throughout BC Bid, you will make selections in a dialog box. In cases where you do not see a Save & Close
button, click the “X" at the top-right of the dialog box, the application saves your entry.
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Adding a Link to a Text Field

Create New Link

To create a new link directly from a web page: Rswee @ @B XD EEEQUE IO =Y
1. Copy link from web page. B I UGS % x*|& I,| ;== El B2 == nEE e o
2. Paste link into text field. Styles Normal Font Size A - | 2
3. SeleCt text llnk and CHCk the llnk bUtton' Purchase of Bricks for Superior Street Project
4. In the dialog box, paste web address into URL
ﬁeld See the Supplier Guide on BC Procurement Resources for information on responding to an opportunity.
5. Click Ok. :
Link »
Copy and Edit a Link _
Link Info Target Advanced
If copying a link from another source such as a word document: Display Text
1. Copy text with URL from word document or other source. Supplier Guide
2. Select the link text and click the link button Link Type
3. In the dialog box, delete the content of the URL field. URL v
4. Go to the webpage and copy the URL.
5. Paste into the URL field. Frotocol WAL
6 hitps:/ w wiww2.gov.bc.ca/govicontent?id=3C62FBAD49TT4604AC21¢

Click OK.
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Public Portal, Login, and Registration

URL: https://bcbid.gov.bc.ca

ipportunities  Contract Awards  Unwverified Bid Results  Login

2 BC Bid Portal

BC Bid Procurement Marketplace Mews 6

Welcome to the BC Bid Portal 3

= April 12
= April 28
.« May 9

Resources

Suppliers 4

egister as a supplier on BC Bid

BC Bid - Application open for registration and sccoan|

Buyers 5 Help Desk 7

Meed help?

Help desk hours:

8:30 am to 4:30 pm Monday to Friday

Registered users (BCelD and IDIR) can 5

willl e 3 BCID to vegister in the new BE Bid

Last Update: June 26, 2024

. Click the BC Bid icon at any time to

return to this main page.

. The main menu has direct links to

Opportunities, Contract Awards,
Unverified Bid Results and Login.

. The Welcome box display a welcome

message and quick links.

. Suppliers see the benefits of

registration and can follow links to
prepare for registration, to register,
login and access their Supplier Guide
for navigation support.

. Buyers can link to register login and

access their navigation guides.

. News and upcoming events will be

posted here.

. Help Desk contact information

including a link to the ticket system.

. Adjust Contrast - Click here to

activate a higher contrast dark mode

0,
Navigating the Public Portal
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Login

@ s | Login to sfstest7.gov.be.ca 0 1. Navigate to BC Bid to see the Login
Screen.
Log inwith IDIR Or log in with: 2. Enter your IDIR Username and

Password.
IDIR Username

3. Click Continue.

Need help?

Contact your IDIR security administrator

Password 2 or the 7-7000 Service Desk at:

A Buyers will be directed to the Buyer
Email: 77000@gov.bc.ca Da S h boa rd

3

0,
Login and How the Buyer
Dashboard Works

Note: If you have registered for BC
Bid, and have certain permissions (eg:
purchasing permissions), and then
you switch organizations, ministries
or roles, you will need to contact the
BC Bid help desk to arrange

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 . . f h | 'f’ h
legal action against such person. permissions tor the new role It they
Disclaimer  Privacy = Accessibility  Copyright aren eed ed .

Last Update: June 26, 2024 Page 14 of 183


https://youtu.be/IYFQrrJeP2A
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Registration

.. Acceptance
T2 Adjust Contrast fa
Jwm, | BCBid ® i
Opportunities  Contract Awards  Unverified Bid Results  Login
{ 9 Buyer Registration
A
© Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time. x

Personal Information

BASIC BCelD REQUIRED
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*

Last name*

Position/Title *

Telephone (E.g. 1-777-888-9999 ext 1234)*

E-mail Address*
Address
' . EUROPE |
Map  Satellite : .

AFRICA

Last Update: June 26, 2024

There are a few situations where you
may not be successful logging in:

1. You may have moved position in the
B.C. government;

2. Your name has changed; or

3. You are a contractor with a new IDIR
or BCelD.

In these cases, you should first confirm
that you have a functioning IDIR. Then
you will need to fill out and submit the
Buyer Registration Form. The BC Bid Help
Desk will review your submission.

After you submit the Buyer Registration
form, it may take a few days before your
registration is processed and you are
able to login with your IDIR to BC Bid.
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Buyer Dashboard

Home - Buyer Dashboard

The Buyer Dashboard is the home page when buyers log in to BC Bid application. This section describes the layout and content
of the home page.

Acceptance ’I

Main Menu Bar: Access to Home,
Q 9 Charles B. v

@ Adjust Contrast

Suppliers  Sourcing

Sourcing Projects

i
Create a Sourcing
Project

4

Create a Contract
Award

Programs

Qualified Supplier
Lists

L=

Suppliers

Buyer Dashboard

News for Buyers @ 3

Important Note to Testers:
Some functionality in system is tied to ‘jobs' that run
automatically. Jobs have been configured and will run when the
system is in Production. In TEST environment, where you are
testing, some jobs need a manual step.
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
contacts activity)

2 e i Debae 16 simis momnd s Tabs ko ecis slanes sesall

RFxin Draft ®

Responsible email

Test WYSIWYG for block of

154185 Charles.Burnett@gov.bc.ca 1 0

Elash button

Testing font on Mandatory

312 rles. ett@gov.be.ca
23135 Criteria BEG-7335 Charles.Burnett@gov.bc.ca 1 4]
damages to agriculture lands
23096 Latidbud. dodplialll o Ll Charles.Burnett@gov.bcca 1 0

that resulted from the 2021 BC
floods

4 _

Buyer Resources

Intended to provide a list of information resources for Buyers

» Links to key training material, reference material, policies
etc.
+ Information for contacting helpdesk

Lot Amdmt Opportunity Type Closing Date/T

Request for Proposal 2022-02-22 12

Request for Proposal 2022-01-04 12

Request for Proposal  2022-01-15 2:

Last Update: June 26, 2024

Suppliers, Sourcing, and Operational
Reports drop-down menus.

Quick Access Menu: Quick access to
Sourcing Projects, Create a Sourcing
Project, Create a Contract Award,
Programs, and Suppliers (same as
accessing through Main menu bar).
News for Buyers: Information for
buyers from the BC Bid Help Desk.
Buyer Resources: Links to
information such as key training
material, reference material, policies,
and the BC Bid Help Desk.

Page 16 of 183



Acceptance 5. Adjust Contrast: Adjust your screen
O ciwnr. brightness to a darker mode or reset
it to the default brightness.

6. My Profile: to review your profile. If
adjustments are required contact
9 f Help Desk.
Bu‘yer Resources 8 My pending validations 7. SearCh bOX to SearCh fOF ContraCtS,
S connon Suppliers; or your Sourcing Projects.
i Connor!
Object Action 8. My Pending Validations: Shows
Intended to provide a list of information resources for Buyers 2 Activation projects and/or RFXS Where your
« Links to key training material, reference material, policies, action iS required
etc.
« Information for contacting helpdesk 9. Customize Dashboard to move or
resize widgets.
e email Lot Amdmt Opportunity Type Closing Date/Time (PT) Organization(s)
br@gmail.com 1 0 gi‘l‘l’i:ita:’gns @ps)  2022-01-11 2:00:00 PM Agricultural Land Commission

BCBidvl2®©

Last Update: June 26, 2024 Page 17 of 183



3

s BCBid
GEIEE  Suppliers  Sourcing

< E0) Buyer Dashboard

Project For example

« job to align ‘status’ on buyer dashboard and public portal
{relating to auto-issue)
tions 90 and 92 (to Help Desk re new Supplier

2

Create a Contract

Award
PR G s e e e gy
=] RFx in Draft ® 10
Programs
Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type Closing Date/Time (PT)  Organization(s)
= 23034 RES BenRosche@govbcea 1 0 Reepjest for 2021-12-28 12:00:00 AM Ministry of Citizens
o Submissions
Qualified Supplier
Lists
RFx Open ® 11
m Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type RFx Status  Closing Date/Time (PT) Orga)
Suppliecs Contract Award
23184 test Ben.Rosche@gov.be.ca 1 0 ‘\Jo"‘c; Ward Open 2022-01-26 12:00:00 AM Mini
RFx Closed, Not Awarded ® 12

Opportunity ID  Opportunity Description Responsible email lot# Amdmt Opportunity Type Closing Date/Time (PT) Org]

e-Request for

2019-08-22 2:00:00 PM  Min|
Proposal

ON-003238 Consultant Services Ben.Rosche@gov.bc.ca 1

RFx Completed ® 13

(o]
-]

portunity ID  Opportunity Descriptio

Responsible email lot# Amdmt Opportunity Type
1

munity Information Too! Ben.Rosche@gov.bc.ca 1

]

0600 Com Request for Proposal 2021-11-08 1:05:15 PM Ministry of Citizens’ Servic

[Site map] [Legal mentions]

Last Update: June 26, 2024

10. RFx in Draft Shows all draft
Opportunities that the Buyer is
involved in.

11.RFx Open Shows open projects and/
or RFxs where you are a team
member. These are sorted by soonest
Closing Date at the top.

12.RFx Closed, Not Awarded: Shows
closed projects and/or RFxs where
you are a team member. These are
sorted by oldest Closing Date at the
top.

13.RFx Completed: Shows completed
projects and/or RFxs where you are a
team member. These are sorted by
most recent Closing Date at the top.

Page 18 of 183



Customizing My Profile

This section provides the steps for updating your profile in BC Bid application. It is not necessary to update or complete the
profile, but there are features that may be useful to you. For example, if you usually buy for only one organization, that detail
can be prepopulated in the Default settings.

Note: Other users can see some of the information within these profile pages, such as Identity, Addresses, Organization, and
Purchasing Scope.

Edit My Profile

1. To customize your profile, click your
name (top right-hand corner) and
click My Profile.

kes My pending validations

mt Opportunity Type Closing Date/Time (PT)  Organization{s)

Page 19 of 183
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2. Available fields include:
a. Default Settings: Only the option
¢ 9w Profile Management : selected in the Main Organization
drop-down list will be
prepopulated in future Sourcing

© Ficlds marked by an asterisk * are mandatory, All times are displayed as Pacific Time.

@ Click on save to update your selections P r0j ects .
Default settings a Identity b Delegation b. Identity: The detalls (except for
Main Organization Position) entered here will be
- First Name* Last Name " Give my private access to F
Defout commacity . prepopulated in future Sourcing
. Email* .
Give my approval workflow tasks to ProJeCts'
prtien® o o. : c. Organizations/Commodities:
This section is controlled by
Last Connection Organizations/Commodities C

Administrators. So, it is not

Last Connection

2022-03-22 at 11:53 AM with IP address: 192.168.195.63 Organization Perimeter Co H

o 0szz applicable to any user.
1 valuefs) selected =

Tracking B Organiza &

Last Modification 2022-02-15 1:15:56 PM (Pacific Time B
by Rosche, Ben

My preferences

Time Zone

UTC -07:00) Pacific Time (US and Canada)

Rlases Lo s

[Page] [Missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024 Page 20 of 183



$ 9 Profile Management :

Last Modification 20 -15 1:15:56 PM (Pacific Time)

2]

2

=]
[~

My preferences

Time Zone

UTC -07:00) Pacific Time (US and

Name format

First Name Last name

d Accessibility mode
Date format

2022-03-22 3

Number format

1,234,567.89

Customized number format

Subscriptions

75 - RFQ Termination date approaching
+ BC Bid - New Organization Created

' BCCA Error Notification

+ BCCA Success Notification

+ CFSITQ Error Notification

https://envalt.ivalua.ca/buyer/sshc/|

/page. Jusriaccount_

Last Update: June 26, 2024

by

FEEEEHEEEE

B E 6

BE@

B &

EHIEEAEEEA

H @

nistry of Transpo

nced Education, Skills and Training

fice of the Auditor Ge:

fice of the BC Human

Yfice of the Inforr

and Child

es and

Food

and Privacy Commissioner

Rghts Commission

BEE 66 E

d. My Preferences: The Accessibility
mode setting allows users to
adjust the zoom level.

e. Click Save.
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Explore Sourcing Projects

BCBid

Home [Admin) JEEHTES m Analyties Admin Config Integration
Sourcing Projects
kg Bu

Create Sourcing Project

1 Qualified Supplier Lists
) News f¢ Programs Buyer Resources My pending val
. : Contract Awards
I P
Sourcing Projects Important Intended to provide a list of information resources for Buyers

My Contract Award Notices

Some fum ! . K L ial. ref ial. polici
. ) A « Links to key training material, reference material, policies,
== automatic Create Contract Award Notice nwhen the ete. ! ! .
" system is *you are formation f ntacting helpde
Create a Sourcing testing, s¢  Unverified Bid Results » Information for contacting helpdesk
Project For example;

= job to align 'status’ on buyer dashboard and public portal
lists (relating to auto-issuc)

E’i » notifications 0 and 92 (to Help Desk re new Supplier
Create a Contract contacts activity)
Award

BAs can run jobs. If you need a job to run, please email

=] RFx in Draft ®
Programs
Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type Closing Date/Time (PT)  Organi
= [Master] Skills Training an Multiuse List - Min
"— 1000 i'ﬁ:ﬂpq Progr -m. Ben.Rosche@gov.bc.ca 1 Q Request for 2021-11-30 12:00:00 AM and
Qualified Supplier Emplgyment Prostam Qualification « Min|
Los 20550 Cedar Licenses Ben.Rosche@gov.be.ca 1 0 Timber Auction 2021-11-30 12:00:00 AM Miniistr
20516 REP for Comparison Ben.Rosche@gov.be.ca 1 ] Request for Proposal 2021-12-15 12:00:00 AM Ministr]
N 16656 Pending Val Courtney.DunsmoorFarley@govbcca 2 Q Request f'ur 2021-10-28 12:00:00 AM  Ministr]
Suppliers Information
14330 For Definitions Ben.Rosche@govbe.ca 1 0 e-Request far 2021-11-24 200:00 AM  Ministr]
Proposal
16663 Ben.Rosche@gov.be.ca 1 0 #-Request for 2021-11-26 2:00:00 AM  Minist
Propasal
12849 Test Ben.Rosche@gov.be.ca 1 0 Sprint with Us 2021-09-29 2200:00 PM  Ministr]

- xt audit] [Site map] [Legal mentions]

1. In the Quick Access menu, click
Sourcing Projects or click Sourcing
in the main menu, then click Sourcing
Projects.

0,
Exploring Opportunities

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.

Last Update: June 26, 2024
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https://youtu.be/cPG8eZrDiiI
https://youtu.be/cPG8eZrDiiI

. BCBid

Home Suppliers ESTTERTS

L4 ok Sourcing Projects

Search by keyword Commodity

Opportunity ID Organization

Filters Limit to myscope: « X

5

Label
4

Opportunity

Include Historical : +*

# [ Cedar Licenses 20550
# [ Joyce testing 3

& [ Community Information Tool : %gzig
# [0 RFPfor Comparison 205146

S W T 17839

y _.‘»13{.[-_-.-_ Skills Training and Employment 1000

Opportunity ID Code

BPMO13874

2

Sourcing Project Type

Opportunity Type

Project Type

BPMD16%57 Strategic (Multistage

BPMO16959 Timber Auction

BPMO16%53 Strategic (Multistage)

BPMO16%35 Strategic (Multistage)

BPMO014245 Strategic (Multistage)

Multiuse List Reques
Qualification

[Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Status

RFx Status

Opportunity Type

Timber Auction

BPMO16955 Strategic (Multistage)

« Request for Proposal
« Request for Proposal
+ Reguest for Proposal

Request for Proposal

c-Request for Proposal

t for Multiuse List Request for
Qualification

| Limit to my scope ® m Reset

RFx Status

Draft

» Closed
+ Completed
+ Draft

Draft

Draft

Draft

a b

Commodity
Live Plant and Animal Material a
Accessories and Supplies

Ceder or cedro colorado tree

Computer data storage manager|
systems

Research programs

Mineral and Textile and Inedible
Animal Materials

Fisheries and aquaculture

Education and Training Services

Last Update: June 26, 2024

In one or multiple searchable fields,
enter text or use the drop-down lists
to filter the search options.

a. Click Search.

b. To start a new search, click Reset.
To read-only, click the Label or Code
of the Sourcing Project.

To edit opportunities click the pencil
icon to edit the Sourcing Project.

To create a new sourcing project, click
Create Project.

The General Information form wiill
display.

Filters: There are 2 filters. Limit to my
scope limits the scope of the search to
Sourcing Projects that the user is a
member of the team for. Unselecting
this checkbox will show more results.
Include historical will allow you to
search historical data as well,
otherwise it will be excluded by
default.

Note: More than one opportunity
type can be selected in the
opportunity type drop down menu.
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Step 1 - Create a Sourcing Project

1. In the Quick Access menu, click

o v PR ry—— Crgate Sourc!ng Pro;e.ct orinthe
(== Sourcing Projects main menu click Sourcing and then

< o E1 o Create Sourcing Project
. .
. — Create Sourcing Project.
Qualified Supplier Lists
) News f¢ Programs Buyer Resources My pending val
Sourcing Project. 1 Contract Awards ) . ) ()
Important My Contract Award Notices Intended to provide a list of information resources for Buyers o ' H OW to C reate a SO u rci n q
Same fun y Contract E l
“l" aulon‘lal-tl'licl Create Contract Award Notice nwhen the . :;i‘u;ks to key training material, reference material, policies, P .
system s *you are - o ; ooy vl
Create a Sourcing testing, sc  Unverified Bid Results + Information for contacting helpdesk ro I eCt
Project For example;

= job to align 'status’ on buyer dashboard and public portal
lists (relating to auto-issuc)

E’i » notifications 0 and 92 (to Help Desk re new Supplier
Create a Contract contacts activity)
Award

BAs can run jobs. If you need a job to run, please email

=] RFx in Draft ®
Programs
Opportunity ID  Opportunity Description Responsible email Lot Amdmt Opportunity Type Closing Date/Time (PT)  Organi
e 0 " . Multiuse List » Min|
—_— aster] S ail 3
= 1000 Jesterl Sl Training and Ben.Rosche@gov.bc.ca 1 0 Request for 2021-11-30 120000 AM  and
Qualified Supplier Emplgyment Prog! Qualification « Min|
Los 20550 Cedar Licenses Ben.Rosche@gov.be.ca 1 0 Timber Auction 2021-11-30 12:00:00 AM _Miniistr|
20516 REP for Comparison Ben.Rosche@gov.be.ca 1 ] Request for Proposal 2021-12-15 12:00:00 AM Ministr]
N 16656 Pending Val Courtney.DunsmoorFarley@govbcca 2 Q Request f'ur 2021-10-28 12:00:00 AM  Ministr]
Suppliers Information
14330 For Definitions Ben.Rosche@govbe.ca 1 0 e-Request far 2021-11-24 200:00 AM  Ministr]
Proposal
16663 Definition Review Ben.Rosche@gov.be.ca 1 0 e-Request for 2021-11-26 2:00:00 AM  Minist
Propasal
12849 Test Ben.Rosche@gov.be.ca 1 0 Sprint with Us 2021-09-29 2200:00 PM  Ministr]

ate t] [Site map] [Legal mentions]

Buyers are unable to use team member names to narrow the scope of the Sourcing Project search.
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General Information Form

The selection of Sourcing Project Type determines the available Opportunity Types within the Sourcing Project. Some
Opportunity Types are not available to all ministries. Furthermore, some Opportunity Types have sealed Submissions, which

prevents Buyers from viewing Submissions prior to the Closing Date & Time of the Opportunity.

All Sealed
Sourcing Project Types Opportunity Types Ministries? Submissions?
Invitation to Quote (ITQ) No Yes
Request for Information (RFI) Yes No
Single Use Request for Qualifications (SURFQ) Yes Yes
Request for Proposal (RFP) Yes Yes
Strategic (Multistage) Request for Standing Arrangement (RSA) No No
Request for Submission (RFS) No No
Request for Corporate Standing Arrangement (RCSA) No Yes
Negotiated Procurement No Yes
Other Procurement Type No Yes
Multi-use List Multi-use List Yes No
Timber Auction Timber Auction No Yes
Notice to Vendors Notice to Vendors (NTV) Yes No
Limited Tendering (NOI/CAN) | Notice of Intent (NOI) to Contract Award Notice (CAN) Yes No
Last Update: June 26, 2024 Page 26 of 183



< w Create Sourcing Project

© Fields marked by an asterisk * are ma
a -
@ Click on save to update your selec

datory. All times are display

Set up Project

General Inforp~*on

Other Commodities

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

ed as Pacific Time

a
Code
Is a template
Sourcing Project Type * Status*
In progress -

Opportunity Description* Date Created ®*

2021-11-04
C

Confidential Sourcing Project b
Issued By *
Issued For
= e

Main Commodity * Program ®

1. In the General Information Form

a.

In the Sourcing Project Type
drop-down list, select the
appropriate Sourcing Project

Type.

. In the Opportunity Description

text box, enter a title for the
opportunity.

If a Buyer needs to run a
Confidential Sourcing Project
they must contact BC Bid
Helpdesk to set up the
Opportunity.

From the Issued By drop-down
list, select the appropriate
Organization.

Optional: If posting on behalf of
another Organization, select the
Organization in the Issued For
drop-down list. To see more
options, click See All.
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R
atha | B( Bld

Home Suppliers EIITIRATS

Create Sourcing Project

© Ficlds marked by an asterisk *

@ Click on save to update you ections

mandatory. All times are displayed as Pacific Time

Set up Project

General Information

Code
Is a template
Sourcing Project Type* Status*
In progress o~
Date Created ®*
2021-11-04

Opportunity Description*

Confidential Sourcing Project

Issued By *

Issued For

Main Commodity * Program ®©

Other Commodities

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

@

Last Update: June 26, 2024

f.

In the Main Commodity
drop-down list, select the
appropriate code at the
appropriate tier, based on the
purchase.

Optional: Use the Other
Commodities drop-down list to
select the appropriate
commodities at the appropriate
tier, based on the purchase. If a
more detailed search is require,
select See All.

Optional: Select a Program from
the drop-down list. Selecting a
Program will provide access to
any approved documentation
associated with the selected
program and create a link to the
Sourcing Project being developed.
Click Save.

-
M Commodity Codes

The Issued by and Issued for fields cannot have the same value as each other. If using Issued for field,
select the branch or division at a different level than what is selected in Issued by.
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Multi-use List General Information Form

bt - BCBid

Home Suppliers JEITEETT

$: D sy Create Sourcing Project

General Information

Code

Sourcing Project Type * Status*

Multiuse List Request for Qualification - In progress

Opportunity Description*

Skills Training and Employment Programs

[:] Confidential Sourcing Project
Issued By *

Ministry of Citizens' Services o -
Issued For

Ministry of Advanced Education, Skills and Training o~

Main Commodity * Program ©®

86101810 - Personnel skills training -

Other Commodities

Do you want all other ministries to have access to this RFQ list? Before selecting YES confirm with Legal Services Branch to ensure you have the authority to do this.

Yes o No

Available only to these organizations: (Select your own branch, division, or ministry, plus any other organizations who should have access to this list)*

j. If the resulting Qualified Supplier
List (QSL) can be accessed by all
other ministry organizations,
select Yes.

k. If No is selected, then use the
Available only to these
organizations drop-down list to
select the ministry organizations
that can access the resulting QSL.
If no other ministry organization
can access the QSL, then select
your ministry or the specific
division/branch that is allowed to
use the list.

Note: If more than 5 organizations are
listed, click the double arrow to view all.

[. Click Save.

k D)
How to create a MUL
[Site map] [Legal mentions]
Users must seek legal advice to establish if they have the authority to create QSLs for other ministries.
0 This must be done prior to selecting the Yes radio button for Do you want all other ministries to have

access to the RFQ list?

Last Update: June 26, 2024
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Set up Project

1. In the Set Up Project menu, review
the information entered after
selecting Create Sourcing Project and

make changes, if necessary.

3 SetupProject &/ ] - =3 2. Optional: Select the two left-facing

Cony Somcks arrows to expand or collapse the left-

cTWWa"g@ - hand navigation pane.

To copy RFx tabs from an existing Sourcing project, choose a project using the selector above and click the Save button
Note: the copy will only occur when the Sourcing project has no RFx

< b0 I ¢ Sourcing project: BPM017004 - Community Information Tool - Set up Project

& Setup Team

B Prepare RFx .
& Prepare RF> General Information

w RFx activity
Code
o Interested Supplier BPM017004 Is a template
List
Sourcing Project Type* Status*
® Analyze & Award Strategic (Multistage) o~ In progress [x
@ < g Opportunity Description* Date Created ®*
Nonify & Share
Community Information Tool 2021-11-08

Confidential Sourcing Project
Issued By *

Ministry of Citizens' Services o-

Issued For

Main Commodity * Program ®
81112000 - Data services o~

Other Commodities

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o The Sourcing Project Type can be changed at any point prior to selecting an Opportunity Type on the
Prepare RFx - Setup tab.

Last Update: June 26, 2024 Page 30 of 183



Copy Sourcing

Copy Sourcing

< 9 v Sourcing project: BPM017004 - Community Information Tool - Set up Project

& Set up Team

® Discussion Forum Copy sourcing @
|

a s Docu S

B Add Suppli

General Information

Code
BPM017004

Sourcing Project Type *

Strategic (Multistage)

Opportunity Description*

Community Information Tool

Confidential Sourcing Project
Issued By *

Ministry of Citizens' Services

Issued For

Main Commodity *
81112000 - Data services

Other Commodities

Is a template
Status*

In progress

Program ®

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o Note that not all Buyers will see the Copy sourcing function.

Last Update: June 26, 2024

To copy RFx tabs from an existing Sourcing project, choose a project using the selector above and click the Save button
Note: the copy will only occur when the Sourcing project has no RFx

Date Created ©*
2021-11-08

1.

In the Set up Project tab, select a
previously created Opportunity from
the Copy sourcing drop-down list.

Note: Copy sourcing duplicates all
data from a previous Opportunity
except for the Opportunity ID and
Opportunity Description fields. . Some
information will only display after the
buyer clicks 'Save' on the Prepare RFx.
In this scenario, you can only change
the Opportunity Type prior to Validate
& Save.

.0,
Copy Sourcing and Status
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Set up Team

1. In the left-hand menu, click Set Up
Team to add team members and
assign roles for the project.

< RO IS 4 Sourcing project: BPM017004 - Community Information Tool - Set up Team

a Save oA@
0 sk up Projéct 1A Setup Team

& SetupTeam g 1 Set up Team

% Dis

ssion Forum
Team

B Set up Documents

Official Contact: is the single contact that suppliers can communicate with about the opportunity. Messages from Suppliers will be received within the Di:

s Add Suppliers Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the creator of the sourcing project but can be ct
B Prepare RF Responsible: has full access to update the sourcing project and can unseal a Submission
# View RFx activity Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have access to update the set up team tab, unseal a S

Read-only: has access to view the sourcing project and can leave comments,

Select user(s)*

Decision By Profiles

Official Contact Responsible

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o Assigning users to a team can only be done by the user with the Responsible role. The creator of the
Sourcing Project is the Responsible by default. This can be changed.
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Adding Users

1. To add users to a sourcing team:

a. In the Select user(s) drop-down
list, enter the username and
select the user to add to the team.

3 Set up Project b. In the Select user(s) drop-down
2 Setup Team Set up Team list, click See all to search using
& Dcion for _— Browse Users.

{ O Sourcing project: BPM017004 - Community Information Tool - Set up Team

) Set up Documents

Official Contact: is the single contact that suppliers can communicate with about the opportunity. Messages from Suppliers will be received within the Di

W Add Suppliers Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the creator of the sourcing project but can be ¢
B Prepare RFx Besponsible:  has full access to update the sourcing project and can unseal a Submission
M View RFx activity Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have access to update the set up team tab, unseal a §

», Interested Supplier
- +

L Bead-only: has access to view the sourcing project and can leave comments.
ist

Select user(s)®
¥ Analyze & Award O~

| a
@ Notify & Share ADMIN Amanda
ADMIN CA
ADMIN CharlesAdmin
Responsible

ADMIN Clarity
ADMIN CourtneyAdmin
ADMIN FR

ADMIN James

ADMIN Jason

ADMIN US.

ANMIN Vivek

See All b
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o It is advised that the Buyer adds users to the team through the process of selecting See All to ensure
that the correct user is selected.
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ct:!  rowse Users

T

CourtneyAdmin

Q, Admin FR

nfiguration context audit] [Site map] [Legal mentions]

Filter by profile

BCelD

T Search by keyword
Type
Internal contact
BCelD
k. st
ons st
Filters Type: Internal contact
as ful
S acC
Add
acces M
\ Q Admin
c -_. Amanda
Q, Admin CA
I Q, Admin
CharlesAdmin
I Q, Admin
Clarity
Q. Admin

Decision By

amanda.admin@oo.com

adminca@clarity.corp

123@gov.bc.ca

no-reply@clarity-demo.com

marisa.admin@hoo.com

adminfr@clarity.corp

Last Update: June 26, 2024

Profile c dity

Administrator / Supplier Approver

Administrator / Employee g‘;g.':ﬁ:;" Financial /
Administrator / Buyer / Buyer (BPS)

/ Buyer copy function / Buyer (ITT)

/ Employee / Procurement Service

Branch / Supplier Approver

Administrator / Developer / Indirect / Financial /
Configurator Risk Ma...

Administrator / Buyer / Buyer (BPS)
/ Buyer copy function / Buyer (ITT)
/ Employee / Procurement Service

Branch / Risk Management

Administrator / Employee

 texts] [Update texts] [D] [$] [E] [No configuration context audit]

Orga

Corporate Projects
/ Corporate...

AMERICAS N /
Canada /
Headquar...

Ministry of Citizens'
Serv...

Corporate Projects
/ Corporate...

Type

Internal
contact

Internal
contact

Internal
contact

Internal
contact

Internal
contact

Internal
contact

2. In the Browse Users window use
Search by keyword to find a user.

d.

b.

Select a profile type in the Filter
by profile to narrow the search.
Click Search.

Select the checkbox in the Add

column, for the required Users.

Optional: Click the pin button to
open the advanced filter.
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-t: E Browse Users

@, Search

Organization

Resat—

ter by profile

Decision By,

adminf
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Profile

Administrator / Supplier Approver

Administrator / Employee

r / Buyer (BPS)
1/ Buyer (ITT)

ver / Buyer (BPS)
1/ Buyer (ITT)
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Commeodity perimeter

Indirect / Financial /
Risk Ma...

Indirect / Financial /
Risk Ma...

Orga perimeter Type

Corporate Projects Interna

{ Corporate... contact
AMERICAS N / irdernal
Canada / contact
Headquar... e
Ministry

Serv

Corporate Projects  Interna
/ Corporate... contact

Internal
contact

e. Optional: Click the Organization
drop-down list to filter users by
organization.

f. Optional: Click the Commodity

drop-down list to filter users by

commodity.

Click Search.

h. Repeat steps 2(a) through 2(g) as
required.

3. Click X to close the window. There is
no Save or Validate & Save for this
window.

o

If a user cannot be found, they may not be registered in BC Bid.

Last Update: June 26, 2024
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urcing project: BPM019043 - Community Information Tool - Set up Team

up Team

Team

Qfficial Contact: is the single contact that suppliers can communicate with about the opportunity. N es from Suppliers will be reccived within the Discussion Forum if sent through BC Bid

Email notifications sent to suppliers use the Official Contact (name and email). This role is set by defa he creator of the sourcing project but can be changed

Responsible: has full access to update the sourcing project and can unseal a Submission.
ontributor: has access to edit the sourcing project. including creating offline Submissions (does not have access to update the set up team tab, unseal a Submission, or delete an RFx)

Read-only: has access to view the sourcing project and can leave comments

Select user(s)*

[
Email Profiles Contact
Official Contact Responsible o~
x Ben.Rosche@gov.bc.ca ROSCHE Ben

Contributor

4

Read-only

Last Update: June 26, 2024

4. Use the Profiles drop-down list to

select a profile for the added user.
Click Save.

Note: Before reassigning the
Responsible role to another user, to
ensure you don't lose access to the
Sourcing Project, assign an alternate
role to yourself.

Note: There can only be 1
Responsible profile and 1 Official
Contact profile assigned. The Official
Contact does not have to be the same
user as the Responsible profile.

Note: When adding or removing
profiles (as per step 4), the page will
update with the change in the set up
teams tab, but the change has not
actually been saved yet. You must still
click the save button (Step 5) to
finalize the change, otherwise it will
revert, and the updated profile will
not save.
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Remove a User or Profile

1. Click the X beside a profile to remove
that profile for that specific user.
2. Click the X beside a Contact email to
- remove that user from the team.
e D — =X 4 3. Click the X in the Select user(s)
Set up Team dropdown to remove the entire team.
m—— 4. Click Save.

< 9 v Sourcing project: BPM017004 - Community Information Tool - Set up Team

Official Contact: is the single contact that suppliers can communicate with about the opportunity. Messages from Suppliers will be received within the Di
Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the creator of the sourcing project but can be cHf

Responsible: has full access to update the sourcing project and can unseal a Submission.
Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have access to update the set up team tab, unseal a S
Read-only: has access to view the sourcing project and can leave comments,

Select user(s)*

Dericinn By Profiles
Delete ROSCHE Ben
Official Contact Responsible 1
2 x Ben.Rosche@gov.be.ca
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To reassign the Responsible role to a new user in an event where the current person acting in that role is
o no longer available to reassign themselves, someone from the sourcing projects organization should
contact the BC Bid Help Desk for assistance.

Last Update: June 26, 2024 Page 37 of 183



Discussion Forum

The Discussion Forum allows Sourcing Project teams to keep relevant collaborative discussions in one place for records
management. The Official Contact can also communicate with Suppliers, as appropriate, for example issuing Addenda.

1. Optional: In the left-hand menu, click
Discussion Forum.

& D oYy Sourcing project: BPM017004 - Community Information Tool - Discussion Forum

) m

0,
How to use Discussion Forum

® SetupP
8 s V If you have recently been assigned the “Official Contact” role, replacing a previous individual in the role, click the "Recover Messages” button to get visibilit
& setup Note: Thereis n ili repl
% Discussion Forum 1 Recover Messages 'Ote ereis 0 ab ty to ep y
B St B directly to other users
o iid's Search by keyword Communications. ThiS iS an

e Supplers Advanced search Q Search Rese . . . g .
R = ’ intentional design to mitigate the risk

Al o- of sending out potentially sensitive
; 2 information to all interested
Supplier Message Type i X i

® Ansivze & Avard - || Enaies o- suppliers. Best practice is to
@ Notity & Share g il & reformulate the questions and send it

out as a separate addenda.

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 identifig

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.
Please be neutral and objective in your commentary, as all data (messaging. evaluation notes, etc.) may be subject to disclosure under the Freedom of Inform

Compose

0 Result(s)

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024 Page 38 of 183


https://youtu.be/j-MZaF9z4tY

Creating a New Message

Set up Project
2% Set up Team

® Discussion Forum

) Set up Documents

W Add Suppliers
% Prepare RFx
# View RFx activity

e, Interested Supplier
&7 List

P Analyze & Aw

@ Notify & Share

Sourcing project: BPM017004 - Community Information Tool - Discussion Forum

Recover Messages

Search by keyword

Advanced search m Reset

Display
Al o~
Supplier Message Type
v 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 identify
the "opportunity details” tab. Information obtained from any other source is not official and should not be relied upon. Other information and rules regard

enquiries are set out in the "process rules” tab or within the attached RFx documents.

Please be neutral and objective in your commentary, 3s all data (messaging, evaluation notes, etc.) may be subject to disclosure
under the Freedom of Iaformation and Protection of Privacy Act.

Compose & 1

0 Result(s)
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D Message Histo

Last Update: June 26, 2024

1. Click Compose.
A message field will display to the

right of the window. By default, the
message type is Enquiries.
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6 Adjust Contrast

ty Information Tool - Discussi...
m Reset Message Type®
Enguiries [ Send
me
copy
Rosche Ben
0-
To 3
Recipients (0* External Emails @
Subject*
| Contact using the "enquiries” interface. if available. or the email address identified on
is not official and should not be relied upon. Other information and rules regarding
documents,
2, evaluation notes, etc.) may be subject to disclosure < Message History
==
(Pacific Time) Qriginal sender Last sender
812:40:51 PM Ben ROSCHE Ben ROSCHE Click or Drag to add files
. Ally ACORN Ally ACORN
512:38:26 PM (Company A Corp) (Company A Corp) =
-]

Optional: Select the Send me a copy
checkbox to receive a copy of the
email.
In the To section, select the recipients
using the Recipients drop-down list.
Selectable recipients include
sourcing project team members and
Suppliers added in the Add
Suppliers step.
Recipients are grouped by role.

. You can send your message to

external email addresses by entering
the addresses (separated by semi-
colons) in the External Emails field.
Note that the Recipients field must be
populated to use this field.

Messages emailed by the application (Discussion Form) do not contain attachments. Suppliers (and

o Buyer team members) need to sign into the application to retrieve attachments. It is recommended that
if the buyer attaches files to a message that they make a note in the message text that attachments are
available. Buyers should encourage suppliers (or buyers) to register for a BC Bid account.

Last Update: June 26, 2024
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1 KJ - Discussion Forum =
[ |
o the Official Contact using the
ed on the "Opportunity Details” tab.
| should not be relied upon. Other Send To
RFx Process Rules” tab or within the
Recipients @" External Emails @
All in})ernal team 0- procurement@gov.bc.ca
’ members
1 D Message History r
re under the
Subject”
5
© 6
$ 7 8
Click or Drag to add files
BCBidv1i2©
o You cannot delete a message once it has been sent.

Last Update: June 26, 2024

Enter the message subject in the
Subject field. The Subject should
always include the Opportunity ID
and Opportunity description.

. In the field below, enter your

message.

. Add attachments to your message by

clicking Click or Drag to add files or
directly dragging and dropping a file
onto the button.

Once your message is ready, click
Send.
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Print a Communication

1. Select the communication you would
like to print.

< 9 v Sourcing project: BPM005560 - Project Manager - Discussion Forum
«
- < :
Pt Advanced search m Reset
‘™ Se Team Di
isplay
%, Discussion Forum All O -
137 Set up Documents
N Enquiries related to this RFx may only be directed in writing to the Official Contact using the "Enquiries” in
& \dd Suppliers
Information obtained from any other source is not official and should not be relied upon. Other informatios
& Prepare RFx attached RFx documents.
# View RFx activity Please be neutral and objective in your commentary, as all data (messaging, evaluation notes, etc.) may be s
Protection of Privacy Act.
¥ Analyze & Award Compose
@ N &S Subject Messages Last updal
RFP for Architect 0/1 2021-04
RFP for Architect ¢ 1 0/1 2021-04
2 Result(s)

[Site map] [Legal mentions]

Buyers should note that when archiving message data for an Opportunity, i.e. the 'message history’,

0 they will need to the print out of each message plus the Excel file to establish who was sent each
message. An Excel document showing the content isn't going to cut it so we'll need both. The message
spreadsheet can be downloaded via the cog icon.
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2. Click the Print (printer) icon.

hger - Discussion Forum =

-

.

2
RFP for Architect Enquiries &

=

2021-04-23 10:33:48 AM
Jack Kathy
Send To
the Official Contact using the
d on the "Opportunity Details" @ Recipients

and should not be relied upon. =
" . All internal team
the "RFx Process Rules” tab or members

This message is in regards to
% Message History RFP for Architect.

BCBidv1i2©
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3. In the dialog box, click Print.

3

202 10:33:48 AM
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Set up Documents

=
i BCBid
< 0 IR 4 Sourcing project: BPM017004 - Community Information Tool - Set up Documents
£44
B Save
[ Setup Project

~ General Documents @
# Set up Team

&
® Discussion Forum Search by keyword
2

Set up Documents 1 m Reset
B Add Suppliers
& Prepare RFx -~ 0
#3 View RFx activity . Last Modification Created on o
Title Att. Contact (Pacific Time) (Pacific Time) Validity End Date
#, Interested Supplier
-
testq (@TestFleAllodt  TAYLOR  5021.06-23 10:48:50 AM 2020-12-31 12:27:49 PM
¥ Analyze & Award
@ Notify & Share 1 Result(s) o

~ Program Documents @

v Sourcing Project Documents @

Search by keyword

Create Document

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

In the left-hand menu, click Set Up
Documents.

[ Set up Documents

o Provides an list of all the General Documents, Program Documents, and Sourcing Project Documents
that are relevant to the project. Buyers can use this screen to upload Sourcing Project Documents.

Last Update: June 26, 2024
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Uploading Documents

1. Click Create Document.
a. Enter aTitle.
b. Using the Document Status
drop-down list, select Draft or
Approved.

c. Optional: Enter a Summary

L[ Sourcing

Sourcing project: BPM017004 - Community Information Tool - Set up Documents

-~ 1 i Zip Selec . . . . .
Sourcing Project Documents d. Open the file manager application
4 e v by clicking Click or Drag to add
N
st] TestFiled © A Draft document is not visible to other users. Changing the status to Approved makes it visible to others. fl I es'
1 Result(s) Title _ Information
a |
Title* - l Document Status®
v Program Documen Draft -l b
Document @
. ) Summary
v Sourcing Project D
o English - & P
o d Click or Drag to add files -
Search by keyword ' J
(1) Sourcing Project
B
Create Document Community Information Tool

0 Result(s)
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o Buyers must only upload 1 document per upload.
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iv. Select the document to

BPMADITIOH ommurtyformation oo P upload.

v. Click Open.

vi. Alternatively, open Windows
Explorer and drag the file to
the Click or Drag to add
files button.

Document @

i ] Summary
Sourcing Project D

Search by keyword

Sourcing Project

[Page] [539 missing texts] [Update texts] [D] [$] [E] [No configuration context audit]
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ljus
the uploaded documents from a
Sourcing Project Documents 8 OX Supplier perspective.

e f
f. Click Save & Close to upload.

Title Information
Title* Document Status *
RFP_Community_Informa... Approved (xR
Document @
Summary
English o-

&
Click or Drag to add files

[ =] @ EN - RFP_Community_Information_Tool_CIT_4.0 - Final.docx

Sourcing Project

Community Information Tools

Tracking

Created on 2021-11-08 12:09:33 PM (Pacific Time) by Rosche Ben

Last Modification 2021-11-08 12:09:33 PM (Pacific Time) by Rosche Ben
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Downloading Existing Documents

1. Select the Checkbox next to the
document(s) to be downloaded.

2. Click Zip Selected Documents to
download the document(s).

L4 b0 IR 4 Sourcing project: BPM017004 - Community Information Tool - Set up Documents

B Save

[ Setup Project
v General Documents @

322 Set up Team

s Discussion Forum Search by keyword
2 Setup Documens =l -
B Add Suppliers
B Prepare RFx - 1 5 Zip Selected Documents 2
M View RFx activity . Last Modification Created on -

v Title At Contact (Pacific Time) (Pacific Time] Validity End Date
&, Interested Supplier
= List =

1 @ testq TestFledlpdt  TAYLOR  5021.06-2310:48:50 AM 2020-12-3112:27:49 PM

¥ Analyze & Award
@ Notify & Share 1 Result(s) b+

~ Program Documents ®

v Sourcing Project Documents @

Search by keyword

=y -

Create Document
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Add Suppliers

Add Suppliers from a Qualified List
After adding suppliers, click Save. Note: the list of suppliers above must be empty (except for the Public Portal) in order for suppliers from the list to be add

Add Suppliers

< 9 v Sourcing project: BPM017004 - Community Information Tool - Add Suppliers
«
m Extract Supplier List
Set up Project
& Set up Team Add Suppliers
% Discussion Forum
s : Invited Suppliers - Warning: Supplier additions are not saved until you click "Save"
Set up Documents
If you know the name of the Supplier you want to add, start typing the company in the box. To browse the list of registered Suppliers, select “See All" in th
W Add Suppliers @ 1
Select Suppliers
& Prepare RF
" v F ity
d Supplier Supplier DBA Status Main Contact Invited ®
x E_"’;“ Public Portal Active Supplier  Public Portal 0~ v
1 Result(s) bed
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1. In the left-hand menu, click Add
Suppliers to review the list of invited
suppliers fom the Add Suppliers tab.

00
1.1 Add Suppliers Overview

If adding additional suppliers after
initially completing this step: go to the
Prepare RFx, Suppliers tab, check
that the supplier is listed and click
Validate & Save.
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Adding Suppliers Not On Qualified List

¢ D 3y Sourcing project: BPM017004 - Community Information Tool - Add Suppliers a
7} Setup Pro

Add Suppliers

Invited Suppliers - Warning: Supplier additions are not saved until you click "Save"
If you know the name of the Supplier you want to add, start typing the company in the box. To browse the list of registered Suppliers, select "See All" in th

Select Suppliers

Company A - 1
" ctiv RepresentativeOf, CompanyA |
&+ Interested Supplier 1 Invited ®
L |
® A
]

for the Public Portal) in order for suppliers from the list to be add

See All 2
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o

Last Update: June 26, 2024

1. In the Select Suppliers drop-down
list, start typing in the name of the
Supplier to be added, then select it
when it displays.

a. Click Save.

2. Ifunable to find the Supplier, click See

All.

OE)
1A Adding suppliers not on a QSL

NOTE: In the Select Suppliers drop-
down you will be able to identify Shell
Suppliers as they will be marked with
[SHELL (Unregistered) Supplier] to
the right of the supplier name.

Once an opportunity is posted, Suppliers that are selected here will get a notification.
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Browse Suppliers

RIS Sourcing

Browse Suppliers

¥ Search by keyword

Alerts

b —8

—Add Supplier Code
A SUPQ06188
A 5UP006187

A 5UPQ06186

A 5UP006185

C
= x
. a
Commodity @ To confirm your selection(s), close this
- My Reset window using the X in the top right
Commodities corner
Type

Supelier #

Sourcing project: BPM017004 - Community Information Tool - Add Suppliers

Filters Level: Supplier Group X Supplier Head-office X  Supplier Site X

Doing Business as Name Parent Company. Level ~ Web site

Supplier
Head-
office /
Supplier
Group

Circum DBA

Supplier
Head-
office /
Supplier
Group

Everest DBA

Supplier
Head-
office /
Supplier
Group

Company C

Supplier
Head-

Test4 DBA office /

[Page] [551 missing texts] [Update texts] [D] [$] [E] [No configuration context audit]

companyC example com

Document Do
Status Qualification ® Status® Val

Enroliment
Rev.

Registration

Active
Supplier

Registration

e texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

In the Browse Suppliers window,
filter Suppliers using setting
search parameters. Once search
parameters are set, click Search.
Once the Supplier(s) to be added
are found, select the checkbox(s)
in the Add Supplier column.

Click the X to add and close the
Browse Suppliers window.

. When the Browse Suppliers

window closes, click Save on the
Add Suppliers tab.
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Removing Suppliers and Extracting Supplier List

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o

D 9y Sourcing project: BPM017004 - Community Information Tool - Add Suppliers 3

Extract Supplier List

Add Suppliers

4 B Save

Invited Suppliers - Warning: Supplier additions are not saved until you click "Save"

If you know the name of the Supplier you want to add, start typing the company in the box. To browse the list of registered Suppliers. select "See All" in the box.

Select Suppliers

1 Supplier DBA Status

x  CompanyB Company B Active Supplier
RenresentativeCf
Delete CompanyC. RepresentativeOf

x  CompanyC,

RepresentativeOf Company C  Active Supplier
J cntativelLn

¥ Public Portal Public Portal Active Supplier

RepresentativeOf, . .

X ,

CompanyA Company A Active Supplier
4 Result(s)

Add Suppliers from a Qualified List

Main Contact

RepresentativeOf
CompanyB

RepresentativeOf
CompanyC

Public Portal

CompanyA,
RepresentativeOf

Invited @

Je {2

After adding suppliers. click Save. Note: the list of suppliers above must be empty lexcept for the Public Portal) in order for suppliers from the list to be added.

Last Update: June 26, 2024

To remove a Supplier, select the X
next to the Supplier name.

To remove a Supplier from the
invitation list, select the checkbox in
the Invited column.

Click Extract Supplier List.

Click Save

0,
Removing suppliers and
extracting a supplier list

For limited competitions that are below trade thresholds or competitions that are run off a Qualified
Suppliers List, do not remove Public Portal from the invitation. The Public Portal needs to be selected to

allow addenda to be visible to invited suppliers.
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Creating a New Supplier

Creating a new Supplier is used when the Buyer is uploading Submission data from a Supplier that is not yet identified in BC
Bid. Buyers should ensure that the Supplier does not yet exist, prior to creating a new one. If a duplicate is found, contact the

BC Bid Help Desk.

1. In the Select Suppliers drop-down
list, select See All.

< v W Sourcing project: BPM017004 - Community Information Tool - Add Suppliers

» m Extract Supplier List

a Add Suppliers

.0,
Creating a new Supplier

o
o Invited Suppliers - Warning: Supplier additions are not saved until you click "Save"
is,
If you know the name of the Supplier you want to add, start typing the company in the box, To browse the list of registered Suppliers, select "See All" in the box.
B
Select Suppliers
. Company D -
"
., Invited ®
-
7
> 4
(7]
v
o- /
/
SecAll ¢ 1
o

Add Suppliers from a Qualified List
After adding suppliers, click Save. Note: the list of suppliers above must be empty (except for the Public Portal) in order for suppliers from the list to be added.

Add Suppliers
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Sourcing

< b0 IR * Sourcing project: BPM017004 - Community Information Tool - Add Suppliers

Browse Suppliers

9
- T Search by keyword Commodity @ To confirm your selecti
® Discussion Forum . My o window using the X in
Commeodities cormer
&at un Documents:
) Set up Documents Alarts Type

Filters Level: Supplier Group X  Supplier Head-office X Supplier Site X

Create Supplier 2 \

Add Supplier Code

M Add Suppliers
=

Supplier # Doing Business as Name Parent Company Level — Web site Status Qualificatid
$up|;|icr
Head-

Cireumn DBA office / Egvrollmen;
Supplier -
Group

A SUP006188

Supplier
Head-
Everest DBA office /
Supplier
Group

Registration

A SUPQ06187

Supplier

Head- Activ
Company C office/  companyC.example.com ¢St

Supplier uppli

Group

A SUPQ0S18S

Supplier
Head-

Testd DBA office / Registration
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2. In the Browse Suppliers window, click
Create Supplier.
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coiim - BCBid

< »

*

Bl

i Supplier Informatior 1
a0 = Doing Business as Name ®.® Type
o,

) Legal Name @ Responsible
3 3 Yo
[N Website
=
Legal Structure

M :
- Year Founded
S 4 Company Size @
P »

Add Suppliers
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I
Address
3 EUROPE
Map Satellite £
: AFRICA
R o+
Cuean A
Go gle Keyboard shortcuts  Map data $2021  Terms of Use
Address Label ®
Office Street Address
>
Mailing Address (if different)
City
Postal / Zip Code
State/Province Country *
{4
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1. In the Doing Business as Name
textbox, enter the business name
the Supplier is operating as.

2. In the Type drop-down list select
Vendor or Shell for offline
Submissions, as applicable.

3. In the Legal Name textbox, enter
the Suppliers legal name.

4. In the Country drop-down list,
select the Country the Supplier is
in.

5. Click Save.

Note: SHELL supplier accounts

require an address to comply with
trade agreement requirements.
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Home Suppliers EITEHTS

¢ Create

2 16 )

;s o/ Supplier contacts
FL0Y
- =

+ Create Contact Select Existing Contact

9
- ( 7 )
=
4]
5
¥

ts] [Update texts] [D] [$] [E] [No configuration context audit]
R odve. 19 of Supp anow

Add Suppliers
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In the left-hand navigation pane,
click the Contacts tab.
Select the + Create Contact

button.
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8. In the Contact First Name
textbox, enter the Supplier

Identity

Contact

First Name*
plect Exis

Email*

(10)—e

Phone

Phone
Cell Phone

Fax

Map

D

~T Supplier Legal Name

Satellite

Oconn

Supplier contact management

Contact
Last Name *

Position ®

Supplier DBA

EUROPE

AFRICA

Last Update: June 26, 2024

cq
[

RS

8

o X

contact’s first name.

9. Inthe Contact Last Name
textbox, enter the Supplier
contact’s last name

10.In the Email textbox, enter the
Supplier contact’'s email address.

11.Click Save & Close.
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¢ Create -.'_1 2
. a
- Supplier contacts
& o pp
- g
+ Create Contact Select Existing Contact

8

Contact Role Other assigned suppliers
L]

Last 5
= L First D
4]
5
¥

Add Suppliers
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12.Click Save & Close.
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Adding Suppliers From a Qualified Suppliers List

-~ 1. Click Add Suppliers.

Jula | BCBid

a. Insert a keyword in the Search
by keyword textbox.
b0 I ¢ Sourcing proiect: BPM017004 - Communitv Information Tool - Add Subbliers .
Qualified Supplier Lists = x b. Click Search.
c. When the Qualified Suppliers
List is located, select the
—a) checkbox to add the Qualified
Invited Suppliers o - S Iiers LISt
If you know the name ¢ ' b upp .
' oot ) d. Click Save after the Qualified
Opportunity Type Suppliers List closes.

Multiuse List Request for Qualification, e-Multiuse List Request for Qualification

Home Suppliers ETENES

Use the checkbox to add qualified suppliers from RFQ lists available to you below.

H Suppliers Search by keyword

Select Suppliers

Supplier DBA ole
o . .
Filters Opportunity Type: Multiuse List Request for Qualification e-Multiuse List Request for Qualification Opportunity Type: Multiuse List R - ' H OW to Ad d fro m a M u |t| - u se

e-Multiuse List Request for Qualification L|St Qua“ﬁed Supphers LISt

% Public Public

'orta

1 Result(s)
Commodity Opportunity Description  Can be used by all  Opportunity ID Can be used by?
Add Suppliers froma (= ) g 10000000 - Live Plant and Animal Material LgL2728
After adding suppliers. / and Accessories and Supplies ds1za1nuly - 12728
. « 12731
10000000 - Live Plant and Animal Material
Add Suppliers and Accessories and Supplies 091621 murfg 13385
10000000 - Live Plant and Animal Material « 12619
(1) and Accessories and Supplies mrfa « 12619
. 10000000 - Live Plant and Animal Material
and Accessories and Supplies mrfq 07 14243
L _______________________________________________________________________________________________________]
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https://www.youtube.com/watch?v=Lx3GxkyTsSw&feature=youtu.be
https://www.youtube.com/watch?v=Lx3GxkyTsSw&feature=youtu.be

Step 2 - Prepare RFx

Setup

This section is where all public or Supplier facing information on the Opportunity are inputted or uploaded. You will be working
your way left to right through the tabs (e.g. Setup, Additional RFx; Documents; Suppliers; and Approvals and Approvals
Workflow if needed).

£ D s¥ Sourcing project: BPM017004 - Community Information Tool - Prepare RFx
«
@ Validate & Save
7 SetupFf
& S Setup
% Di F n
Prepare RFx - Setup

B SetupC

RFx Settings
W Add Supg 8
& Prepare RFx 1

RFx Status
# View RFx activity Draft

Opportunity Type*

- da
P Analyze & Award Opportunity Description*
b ) Community Information Tool

@ S|

Lot# ®

1
Amendment # ®
Summary Details ®*
c The Ministry of Citizens' Services, Connectivity Division, is solicitating for 8 contractor to enhance our Community Information Tools (CIT) to perform the follow

current and future state of connectivity projects in BC; integrate connectivity data and other sector-based data into CIT to enable rapid analysis to support inve|
making; incorporate strong linkages and user centered design to provide more intuitive features. Budget maximum is $250K.

Issue Date and Closing Date (times are shown in Pacific Time)

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]
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In the left-hand menu, click
Prepare RFx.
a. In the Opportunity Type drop-

down list, select the applicable
Opportunity Type.

In the Opportunity
Description text box, confirm
the description of the
opportunity. Changing the
Opportunity Description here
will not change the
Opportunity Description on the
Set up Project tab.

In the Summary Details text
box, enter a summary of the
Opportunity.

Note: Once the Opportunity Type is
selected and Validate & Save is clicked,
the Opportunity Type cannot be changed.
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d. Select an Issue Date.
e. Optional: Click Auto issuing. If
Auto issuing is selected, there

< 9 % Sourcing project: BPM017004 - Community Information Tool - Prepare RFx g )
will be no Ready to Issue
) Set up Project . button in Step 3 - Issue an
o Ouiptutiy Tyes' Opportunity.
m Request for Proposal o~ . .
N Opportunity Descrption® f. Select a Closing Date & Time.

Commurity Information Too g. Click Validate & Save.

M Add Suppliers Lot#®
1

Amendment # ®

: Note: Auto issuing will automatically
issue the opportunity to BC Bid at the

Summary Details ©®*

@ ags o oty S R e, i Do b A i et ke e o lorlae e TS s v Bt b selected Issue date & time, once all
current and future state of connectivity projects in BC; integrate connectivity data and other sector-based data into CIT to enable rapid analysis to support invi
@ Notify & Shar emaling: incorpirst sron lnkaoes and user centired desige 8 provide more intultive festures. Badget masienwrs is $250K. approvals are completed. For MUL,
see Multi-use List Setup. If not,
Issue Date and Closing Date (times are shown in Pacific Time) continue to the next page.
Issue Date ©*
d 2021-11-09 2:00:00PM O ~ Auto issuing,
Closing Date & Time ®*
f 2021-12-08 12:00:00 PM - 7' Auto closure ®
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After your first Validate and Save, you may see alert/error messages related to incomplete mandatory
0 fields in this and other tabs. Review other tabs and fill in fields. Validate and Save often. Mandatory error
guidance will be visible on the Setup tab.
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< D v Sourcing project: BPM017004 - Community Information Tool - Prepare RFx
o i -

71 Set up Project

18 Set up Team Estimated Amount (CAD) ®*

250000 h
n Foru
Category*
3 Setup D f Bervices -,

Construction

Goods
THE FITAISEEY OF CItIZENS SErvIces, CoORmEctVIty DIVISIOn, 15 SoIICItatING Tor 8 CoNtractor to ennance our Community Information Tools (CIT) to perform the followi
current and future state of connectivity projects in BC; integrate connectivity data and other sector-based data into CIT to enable rapid analysis to support inve
making; incorporate strong linkages and user centered design to provide more intuitive features. Budget maximum is $250K.

Add shortlisted suppliers from a single-use RFQ

J Add shortlisted suppliers @

To add all shortlisted suppliers from a single-use Request For Qualifications to this RFx. check the checkbox and click Save.

Issue Date and Closing Date (times are shown in Pacific Time)

Issue Date ®*

2021-11-09 2:00:00 PM - Auto issuing ®
Closing Date & Time ®*

2021-12-08 2:00:00PM @~ v Autoclosure®
Enquiries Deadline @
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Continuing in the Setup tab.

h. In the Estimated Amount
(CAD) field, insert the
estimated value of the end
contract.

i. Inthe Category drop-down
list, select a category.

j- Optional: Select the Add
shortlisted suppliers
checkbox, if the Opportunity is
the Lot after a Single-use
Request for Qualifications. See
Create New Lot.

o Depending on the Opportunity Type, a Buyer may not see all fields. Although not in the screenshot,

Opportunity ID can be edited as required.

Last Update: June 26, 2024
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k. Optional: In the Enquiries
Deadline field, select the deadline
for submitting enquiries.

< D W Sourcing project: BPM017004 - Community Information Tool - Prepare RFx Note: if ata Iater time the cIosing
. ) E date is extended, the enquiries
0 SetupF . .
L 2021-11:09 | 20000PM O ~ Auto ssuing ® deadline can be extended without
= v Closing Date & Time ®* an amendment
% Discussion Forum 2021-12-08 2:0000PM @~ ¢ Autoclosure® )
2 s Enauiries Deadiine © . |.  Optional: If applicable to the
— : Opportunity Type, select the
I Interested Supplier List used for this RFx Interested Supplier LiSt used for
this RFx checkbox to create a
m NDA required from Suppliers . . . .
public facing interested suppliers
o Visible to Public list. Contact your Ministry
S Procurement Specialist prior to
Ssnar n v Post this opportunity publicly? .
using.
Sealed Submissions m. Optional: If an NDA is required,
8 Al Submissions are sealed. The person in the Responsible role can unseal the Submissions after the Closing Date and Time has passed. Select the NDA required from

Suppliers checkbox to add the
NDA workflow to the Opportunity.
n. Optional: In the Visible to Public
section, deselect the Post this
opportunity publicly? checkbox.
This step is for invite-only.
0. Click Validate & Save.

v Tracking

Created on 2021-11-08 11:57:06 AM (Pacific Time)
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At this stage you will be prompted to complete all mandatory fields that can be found on the Additional
RFx tab and the Approvals tab. For procurement processes that are not MUL, skip Multi-use List Setup
and see Additional RFx.
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Multi-use List Setup

(T RT3l Sourcing

< 9 w

Set up Project

* Set up Team

i

Discussion Forum

B &

Set up Documents

Add Suppliers

v @

Prepare RFx

i\ View RFx activity

W

Analyze & Award

@ Notify & Share

Sourcing project: BPM008868 - Pre-Qualified List of Painters (Multiuse List) - P...

B Validate & Save

Services o-

Category

Summary Details @*

The Ministry of Citizens' Services, Procurement and Supply Division (PSD), is seeking a list of pre-qualified
Road, Victoria, BC.

Issue Date and Closing Date (times are shown in Pacific Time)

Issue Date @
2021-06-07 11:30:00 AM " = Auto issuing @

Termination Date (D*
2023-06-06 2:00:00 PM -

Initial Intake Date and Time @
2021-06-14 2:00:00 PM - 1

RFx to be pre-advertised

[Site map] [Legal mentions]

Last Update: June 26, 2024

1.

Optional: Select an Initial Intake
Date and Time for the intial batch of
submissions for evaluation.

Note: This date is visible to Suppliers.
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-

BRITISH
COLUMBIA

BCBid

[ GTO R T Sourcing

< 9

J_, Set up Project

& Set up Team

% Discussion Forum
0 set up Documents
m Add Suppliers

& Prepare RFx

i\ View RFx activity

¥ Analyze & Award

@ Notify & Share

Sourcing project: BPM008868 - Pre-Qualified List of Painters (Multiuse List) - P...

“ @ Validate & Save

RFx to be pre-advertised

2 NDA required from Suppliers

3 This lot to be used for Qualified List

Visible to Public

4 « Post this opportunity publicly?

g5 Post Shortlisted results publicly?

v Advanced Options

« Buyers can change the Closing/Termination Date and Time

[Site map] [Legal mentions]

Ready to Issue

@

. Optional: If a Non-Disclosure

Agreement (NDA) is required for the
Opportunity, select the NDA required
from Suppliers.

. Optional: Select This lot to be used

for Qualified List checkbox if the
MUL will have multiple lots or stages
of evaluations

. Optional: Select the Post Shortlisted

results publicly? if the results of the
MUL are to be posted publicly.

. Optional: Select or unselect the Post

this opportunity publicly? checkbox
as appropriate.

RFx to be pre-advertised checkbox and the checkboxes under Advanced Options section are not to be
used for MULs. To save all progress, Buyers must select Save before navigating to a different tab or
menu. If the lot is to be used for Qualified List checkbox is selected, Buyer needs to state which ‘Lot’ will

be the one where the final shortlisting will happen.

Last Update: June 26, 2024
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Additional RFx

1. Click the Additional RFx Info tab.
2. Review the Official Contact.
a. To edit the Official Contact, click
Set up Team and change the

‘ 1 o tssue L
S SRS E Official Contact.

Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow

& Setup Team b. Optional: Enter an alternate
Prepare RFx - Additional RFx Info email, this will replace the default

< b0 I ¢ Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

D SetupD ¢
email address of the Official

W Add Supr

& Prepare RFx Official Contact @ 2 ContaCt-

# View RFx activit 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 iden

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.

o @6 .
Suppli M Additional RFx Info

-t

Official Contact Contact email a
P Analyze

Ben Rosche Ben,Rosche@gov.bc.ca
@ No S|

If you want to change who the Official Contact is, go to Set up Team to assign the role to another team member.

The email address on your buyer profile is displayed by default to suppliers. If you want to provide an alternate email account that you monitor (e.g. a gef
email address.

Alternate email

Submissions

S issi must be submitted using one of the following delivery methods *

BC Bid Electronic Submission: Submit an electronic Submission using BC Bid. Submissions must be in accordance with the requirements set out 3
Bid system can make an electronic Submission using the BC Bid system

(7Y S VO U SN T ST ST L ST SRy TEper I S SO SOt S
[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o The Save button is different than Validate & Save. Save will save the sourcing project without checking
the template for errors. Validate & Save will only save if all mandatory fields are filled out correctly.
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https://youtu.be/GS8ps2erpB8
https://youtu.be/GS8ps2erpB8

3. Within the Submissions section,
select the delivery methods using the
appropriate checkboxes.If Hard Copy

< WYY Sourcing project: BPM017004 - Community Information Tool - Prepare RFx
- = Submission is selected, enter Physical
O et up Projec Address for delivery. If Email
Lo s Submissions e e .
St m o Submission is selected, enter the
® Discussion Forum issi must be itted using one of the following delivery methods * X .
email address for delivery.
D) Set up Documents , BCBid Electronic Submission: Submit an electronic Submission using BC Bid. Submissions must be in accordance with the requirements set out 3

Bid system can make an electronic Submission using the BC Bid system

Add Suppliers mail Submission: Submit a Submission by email. Submissions by email must be submitted to the email address specified below in accordance wi
B Add Suppl Email Subi Submit a Sub b I. Sub b | must be submitted to th | add fied bel d t
opportunity description and ID in the subject line of the email
& Prepare RFx
Hard Copy Submission: Submit one (1) paper hard-copy of Your Submission together with one (1) electronic copy of Your Submission saved on a |
# View RFx activity this manner should be contained within an envelope clearly marked with Your name and address, the Opportunity Description and ID number and

List Refer to the Guidelines for the Receipt of Submissions Via Email before selecting the email option

Delivery Location for Goods, Services, or Construction

For Goods:
Enter the street address where the supplier will deliver goods to.

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 a region, dep|

1. Enter address or geographic coordinates
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 Information fie

EUROPE

Map Satellite e
AFRICA
o+
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4. On the same page in the Delivery
Location for Goods, Service or

Construction section
< O N 4 Sourcing project: BPM017004 - Community Information Tool - Prepare RFx
a. Enter alocation.
«
B Validate & Save Ready to Issue =
) Set up Project
e Delivery Location for Goods, Services, or Construction e— 4
2+ Set up Team
® 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 a region, dep)
5 Add Suppliers
1. Enter address or geographic coordinates
% Prepare RFx 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 Information fie|
M View RFx activity
X EUROPE v
e, Interested Supplier Map Satellite LJ
- IS5t y,
AFRICA
P A ward ——m—————e e wam—— e .
o o+
@ Notify & Share e il
Google Keybourd shortcuts  Map data 82021 Terma of Use
Office Street Address
Postal Code City
Country State/Province a
Latitude Longitude
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Home Suppliers ELI=NT

"] Set up Project
&% Set up Team
® Discussion Forum

L) Set up Documents

B Add Suppliers
& Prepare RFx
M View RFx activity

e, Interested Supplier
= List

¥ Analyze & Award

@ Notify & Share

144

@ Adjust Contrast

Sourcing project: BPM083742 - Community Information Tool - Prepare RFx

.

Save and Close B Validate & Save

Country State/Province

Latitude Longitude

Mo physical location (e.g. vendor can carry out the work remotely)

2. Select region(s) where the work will be done or goods will be delivered to
Select all that apply. Don't know which region to pick? Refer to WorkBC's Regional Profiles.

Regions”®
British Columbia 0-

3. Additional Information

If there are more details the supplier will need to know about the location, please provide them here:

Acceptance

Q 9 Charles B. v

Last Update: June 26, 2024

b. Select the No physical
location... checkbox if the
work can be done remotely.

c. Select the Regions where
the goods or services will be
delivered from the drop-
down list.

d. Enter any Additional
Information as required.
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Documents

1. Click the Documents tab.
a. If adding a new document, click
Upload a Document. Once
selected, see Uploading
e Documents. Only add new
¥ e e Documents to the Set up
- e Documents tab, then upload
them using the following steps.
) OISR 2 b. If adding an existing document,
from the Set up Documents tab,

< O w Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

| 13
v
ol

[

&
Y

»

Add Suppliers

v
3
a
©
1
e
]
Rl
x

M v Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow
& lnt select Add file from Set up

Prepare RFx - Documents 1

- Documents.
® Analyze & Award Add documents here to share with suppliers. You can upload a new document, or publish an existing document from the Set up Documents section. In of . . . .
€8 Hofify 5 Shase a Upload a Document Add file from Set up Documents b 2. Optlona/' ClICk Vlew as Suppller to

review the Opportunity from the
Search by keyword
aserch JEEERS Supplier perspective.
0 Result(s)

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

o Documents to be uploaded on the Documents tab must be in Approved status to be posted publicly.
Documents uploaded on the Documents tab will also be visible in Set up Documents.
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Uploading Existing Documents

-~ i. Navigate to the document(s)
S | BCBi .
i location.
< Sourcing Project / Documents ) ii. Select the checkbox next to the
R document(s) to be added from
test1 & Test File Al pdf TAYLOR Jason 2021-06-23 10:48:50 AM 2020-12-31 12:27:49 PM any of the lists on the Set up
& A Documents tab.
’: ' iii. Click Save & Close.

v Program Documents @

1.1 How to add documents to an

= Pre

v Sourcing Project Documents ® H( i \\
A

A i Opportunity
a | l Search by keyword
Q Search Reset
¥ A
@ Not

— & Zip Selected Documents 1

Last Modification Created on
4 Title Att. Contact {Pacific Time) (Pacific Time)

Y
" o - ~
C @ # REP Community Information Tool \RIRFP-Community information Tool CIT_40-Finaldocx  ROSCHE  2021.11.08 12:09:33 PM 2021-11-08 12:09:33 PM

1 Result(s)

[Page] [602 missing texts] [Update texts] [D] [$] [E] [No configuration context audit]
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Suppliers

1. Optional: Click the Suppliers tab.
a. Select or unselect checkboxes
next to supplier as applicable.

< O w Sourcing project: BPM017004 - Community Information Tool - Prepare RFx
© Ficlds marked by an asterisk * are mandatory. All times are displayed as Pacific Time Eve n if the o p po rtu n Ity is n’t pOSted
@ Click on save to update your selections .
publicly (from the Prepare RFx Setup
Selected Lot - Amendment* Q View s Supplicr tab) the Public Portal needs to be

M Add Suppliers Lot : 1 - Amendment : O - Community Information Tool (Draft) © ~

selected to allow addenda to be

% Prepare RFx

Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow
R visible to invited suppliers.
& Interested Supplier Prepare RFx - Suppliers 1
List
P A v Invited Suppliers

v Public Portal
v Company A
7/ Company B
v CompanyC

4 Result(s) o]
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o This tab is a due diligence tab. On this tab the Responsible will ensure that the correct Suppliers are
invited to the Opportunity.
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< 9

[] Set up Project
‘&% Set up Team
%) Discussion Forum

L set up Documents

M Add Suppliers
= Prepare RFx
" View RFx activity

e, Interested Supplier
&% st

¥ Analyze & Award

@ Notify & Share

<«

Sourcing project: BPM248334 - Audit Report Test - SURFQ to RFP - Prepare R

Selected Lot - Amendment ™ Q, View as Supplier

Lot : 3 - Amendment : O - Audit Report Test - SURFQ t~=%P - 0 -
Now the RFP - Amendment 1 (Open) b

Setup Additional RFx Info Documents Suppliers Approvals Approval Workfla »

Prepare RFx - Suppliers

v Invited Suppliers

v Company A Corp C
v Company C SP

v Company B New Site

3 Result(s) o

2. Optional: To add additional Suppliers,
return to the Add Suppliers tab.

3. If additional supplier(s) were added
on the Add Suppliers tab:

a.
b.
C.

Click on Prepare RFx.
Click on Suppliers.
Confirm that the added
supplier(s) is listed.
Click Validate & Save.

NOTE: When adding suppliers, Shell
Suppliers will be marked with [SHELL
(Unregistered) Supplier] to the right
of the supplier's name.

o If the Validate & Save step is not completed, additional Suppliers will not be notified of the Opportunity.

Last Update: June 26, 2024
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Check Supplier View

1. Click View as Supplier to review the
Opportunity from the Supplier
perspective.

< 9 w Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

Set up Project

2% Set up Team
© Ficlds marked by an asterisk * are mandatory. All times are displayed as Pacific Time.
W Discussion Forum & Click on save to update your selections
) Set up Documents
Selected Lot - Amendment* Q View as Supplicr 1
W Add Suppliers Lot : 1 - Amendment : O - Community Information Tool (Draft) © ~
& Prepare RFx Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow
M View RFx activity
e, Interested Supplier Prepare RFx - Suppliers
- &
List
P Analyze & Award ¥ Invited Supplicrs
Notify & Sh ' Public Portal
Notify & Share

Company A
v Company B
v CompanyC

4 Result(s) -]

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024 Page 75 of 183



2. In the Preview window, review the
Supplier preview.

Preview of Community Information Tool 8 Ox 3. Click the X to close the Preview
Ft: E
« . .
s | swescioe JEN 8 DowniosdDocumens | ConclSumisn window.
i Overview
1 Opportunity Details
Remaining time;
van B Addenda 59d 02h 31min 22s
D upd . -
Remaining time:
59d 02h 31min 43s
ndm B8 Enquiries Note all times shown are in Pacific Time.
hent B E-bidding - &\ No Submission has been sent
Honal e, Interested Supplier N
=" List RFx General Information RFx Documents
-G “& Manage Your Team Opportunity Type B
o
Request for Proposal 0 Result(s) Ly %}
N
18s Opportunity Description @
Community Information Tool
Opportunity ID Status
23370 Draft
D"
Issued by
Ministry of Citizens' Services
Issued for
Type Information Management & Strategic Initiatives
- Pre
Desc
y Inft Main Commodity _J
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Approvals

1. Click the Approvals tab.
a. Select No or Yes for Legal
Consultation required.
If No, provide a Reason in the

“ S -
B Validate & Save Ready to I
° — text box.

Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow b

< 9 v Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

Select No or Yes for Risk
Prepare RFx - Approvals Management approval
required.

If No, provide a Reason in the

Approval Workflow Setup
W Add Suppliers

Please select who needs to approve this opportunity. If you select "no” for these roles, please give the reason why.

% Prepare RFx

Legal advice required * Legal Services Branch advice must be obtained as per Core Policy: text bOX.

(i) for any changes to the RFx template including the RFx process rules:

d Supplier No (ii) if using a non-government wide standardized solicitation template: If Yes, enter the name of the

(iii) to use the standard General Services Agreement (GSA) for service contracts over $250,000;

¢ Yes (iv) if using a form of contract other than one of the three standard versions of the GSA;
P Analy a (v) for any changes to the standardized terms and conditions of the GSA; a p prove r'
(vi) if planning to use or using select contract clauses: and
@R Not (vii) if using a form of Purchase Order terms and conditions that differ from the standardized terms af
Reason

o
LM AQ prova Is
Risk Management consultation required @*

® No

Yes

Reason”®
N/A

Have you obtained Expense Authority approval?*

No
[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Buyers may see different approval needs depending on the Opportunity Type. Additionally, Buyers may
o not see the Approvals or Approval Workflow tab for their Opportunity Type, if so, progress to Step 3 -
Issue an Opportunity.
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https://youtu.be/S-ki_HlPD8w

Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

o i, £
() t up Project

i Set up Team
e rr—— 2
% Discussion Forum
® No
) Set up Docum
Yes
M Add Suppl
Reason*
& Prepare RFx N/A
M View RFx
Have you obtained Expense Authority approval?* Please attach PDF from E-approvals, or other documentation of EA approval.
e, Interested Supplier
List
No
P Analyze & Award & Yes ¢ Click or Drag to add a file*
@ Notify & Share (o -
© &z eApprovals.pdf
Reason

Risk Management consultant ®

d

Engage with the Procurement and Supply Division, Ministry of Citizens' Services in the planning pha
(i) the procurement involves goods with an estimated value equal to or above $10,000

(ii) the procurement involves services with an estimated value equal to or above $250.000

(iii) the procurement impacts or involves multiple ministries

Procurement Services Branch approver ®

(iv) the procurement is high risk; or
(v) a customized solicitation template is required, including negotiated processes or joint solutioning.

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

c. Select No or Yes for Expense
Authority approval required.
If No, provide a Reason in the
text box.

If Yes, attach PDF from E-
approvals or other
documentation of EA approval
using the Click or Drag to add a
file button.

d. If required, indicate the Risk
Management consultant by
selecting the name from the
drop-down list.

2. Click Validate & Save.
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Step 3 - Issue an Opportunity

1. Click Ready to Issue.

0,
Approvals Workflow and

< 9 v Sourcing project: BPM017004 - Community Information Tool - Prepare RFx 1
“ K fssuing.an Opportunity
) Set up Proj
8 Set up Team Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow

® Discussion Forum

Prepare RFx - Approval Workflow
D) Set up Documents
e

W Add Suppliers
% Prepare RFx

Launch
A View RFx activity

e, Interested Supplier
&7 List

o Legal
Analyze & Award Legal? ¥ egal process
¥ A 5 Consultation Legal processed
@ Notify
Check if no Risk Maanvs:n n M 'ARI:’k” ot Approved for
approvals Management? BECOE: AnApETRTY Launch
% Approval processed
Expense Expense
Expense
AutZo'll\" Authority Authority
b Approval processed

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mns]

0 If, on the Prepare RFx - Setup tab, Auto issuing was selected then there will be no Ready to Issue
button. The Opportunity will be posted at the selected Issue Date and time.
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2. Click the applicable approvals or
reject buttons.

< 9 v Sourcing project: BPM017004 - Community Information Tool - Prepare RFx

: T T

Set up Project

Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow

&% Set up Team 2
% Discussion Forum Prepare RFx - Approval Workflow
D) Set up Documents
e
W Add Suppliers
% Prepare RFx Launch

# View RFx activity

e, Interested Supplier
List

Legal? 23
P Analyze & Award & Legal processed
@ Notify & Share
Risk Risk r
Check if no Risk $ Approved for
Ready to Issue apronls S srghment? Management Management - G
Approval processed
Expense Expense
Authority? Authority
processed
PSB? PSB Aporoval _PSB processed

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

A Buyer may have more Approved buttons to accept prior to issuing. Selecting Rejects will return the
Sourcing Project to draft.
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3. Click All approvals complete.

< D W Sourcing project: BPM017004 - Community Information Tool - Prepare RFx 3
(] Set up Project
38 Set up Team Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow

® Discussion Forum
Prepare RFx - Approval Workflow

L) Set up Documents

@

Add Suppliers

Prepare RFx
Launch

=

View RFx activity

Interested Supplier
List

o

Analyze & Award Legal? Legal processed

¥

Consultation

@ Notify & Share

Risk Rigk
Management Management -
Approval processed

Check if no Risk
approvals ““Manageément?

Ready to Issue

Expense Expense
R Aetithority: - Authority
Approval processed

Expense
Authority?

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] configuration context audit] [Site
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017004 - Community Information Tool - Prepare RFx

risk * are mandatory. All times are displayed as Pacific Time.
our selections

Community Information Tool (Pre- 0-

Info Documents Suppliers Approvals Approval Workflow

oval Workflow

Launch
|
besd Consultation Legal processed
Check if no Risk Risk ‘
approvals B anaoe 2 Management

1enty
n context audit] [Site map] [Legal mentions

Last Update: June 26, 2024

Approved for
nch

4

4. Click Issue Opportunity to open a
new window.

5. Click View as Supplier to review the
Opportunity from the Supplier
perspective.
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a. Optional: In the pop-up window,

RFx Community Information Tool 8 O x review the invited Suppliers and
n select or unselect the checkbox
Send to to ensure an invitation is sent.
= b. Optional: In the User column,
3 ® Doing Business as Name Sending modes User Legal Name Select the + icon if a Contact iS
pd
Contacts ‘ n e e d e d .
f o- (b
nd a oy Company A Email ¥ g RepresentativeOf, CompanyA
ent. x CompanyA )
2l Note: The system requires all
Contacts
o- Suppliers to have at least 1 contact
v Company B Email + CompanyB, RepresentativeOf . . .
A X RepresenativcOr added. If a contact is missing the
Contacts Buyer will be unable to remove the
7] Comgany € Email ° sm CompanyC., RepresentativeOf Supplier or add contacts to other
e Suppliers.
Contacts
o -
v Public Portal Email + Public Portal
x Public
Portal
4 Result(s) ]

[Page] [612 missing texts] [Update texts] [D] [$] [E] [No configuration context audit)

nfiguration context audit] [Site map] [Legal mentions]

o If a public opportunity and no invited suppliers are part of the process you must still send the notification
to the Public Portal.
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Maximize

8 Ox

RFx Community Information Tool

: EZZX ¢

®  Copy all team members

Ft: E

Email
d e
Subject T

d I
BC Bid - \_BCBID_RFX&_’IDI - Opportunity NEW [or AMENDED << buyer to edit]

:; Send me a copy
ndm [Buyer to edit. Please remove instructions in square brackets, Remember to edit the SUBJECT too.]

Dear {Scontact_firstname] {Scontact_lastname]

Include next paragraph if this is a new opportunity, otherwise delete.]

You are invited to review a new opportunity on BC Bid

-A Include next paragraph if this is an amendment, otherwise delete.
This opportunity has been amended. If you received this amendment notice after you have submitted an e-bid to this opportunity, you will be required to submit a new

f Submission. Please review the changes related to the amendment reasons (on the "overview” tab), copy a previous Submission using the ‘other actions’ menu, update
your Submission as necessary, and submit your new Submission before the Closing Date and Time.

Some information about this opportunity is provided below.

[Bold any lines below as required. For example, in the case of an amendment, bold these fields: Amendment #' and 'Closing Date and Time']
«» Issuing Organization(s): Ministry of Citizens' Services

« Opportunity Description: Community Information Tool

« Opportunity ID: 20600

« Amendment #: 0

« Closing Date and Time: 12/08/2021 2:00:00 PM PST

If you have any questions, please contact the Official Contact using the email shown below,

[Page] [612 missing texts] [Update texts] [D] [$] [E] [No configuration context audit]

nfiguration context audit] [Site map] [Legal mentions]

to separate the two prior to posting.

Last Update: June 26, 2024

c. Optional: Click the Copy all team
members checkbox to send the
invitation to all team members.

d. In the Subject textbox, review
the subject name and make the
applicable edits.

e. Optional: Click the Send me a
copy checkbox to receive a copy
of the invitation.

f. Review the email and make edits
following the Blue text
instructions, then deleting the
blue text. Note: Bracketed
content in the salutation will be
autopopulated so do not edit.

6. Select Send and close.

Issuing Organization(s) shows both the Issued By and Issued For organizations. The Buyer may choose
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RFx Community Information Tool
[t E

4 Result(s) L]
Copy all team members

Email

Subject
BC Bid - {_BCBID_RFX_ID} - Opportunity NEW [or AMENDED << ... J| Send me a copy

Dear {$contact_firstname} {$contact_lastname}.

v You are invited to review a new opportunity on BC Bid.

« Issuing Organization(s): Ministry of Citizens' Services

« Opportunity Description: Community Information Tool
« Opportunity 1D: 20600

« Amendment #: 0

= Closing Date and Time: 12/08/2021 2:00:00 PM PST

If you have any questions, please contact the Official Contact using the email shown below,
Regards,

Ben Rosche
Ben.Rosche@gov.bc.ca

9 m

[Page] [62 ing texts] [Update texts] [D] [$] [E] [No configuration context audit]

T Approval processed

afiguration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

7. Click OK.
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RFx Community Information Tool

4 Result(s)

ory. #
Copy all team members
Email
matic
Subject
BC Bid - { BCBID_RFX_ID} - Opportunity NEW [or AMENDED << ... '/ Send me a copy
Tt
Dear [$contact_firstname} {$contact_lastname},
v You are invited to review a new opportunity on BC Bid.

« lssuing Organization(s): Ministry of Citizens' Services

« Opportunity Description: Community Information Tool
« Opportunity 1D: 20600

» Amendment #:0
.

Closing Date and Time: 12/08/2021 2:00:00 PM PST

If you have any guestions, please contact the Official Contact using the email shown below,
Regards,

Een Rosche
Ben.Rosche@gov.be.ca

g texts] [Update texts] [D] [$] [E] [No configuration context audit]
: Approval processed

afiguration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

8. Click OK.
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Step 4 - Manage Open Opportunity

Inviting Suppliers to an Open Opportunity

018873 - Test RFP - Prepare RFx

est RFP (Open) © ~ Send Invitation C

fo Documents Suppliers Create a new lot
Create a new amendment

Close Opportunity

Cancel

(BPS)

Last Update: June 26, 2024

1. Optional: To add a Supplier to an
open opportunity:
a. Add the new Supplier in the Add

Suppliers menu.

b. In the left-hand menu, click

C.

Prepare RFx.
From the Other Actions drop-down
list, select Send Invitation.
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0.
“an®

[\

[Site map] [Legal mentions]

-

BRITISH
COLUMBIA

Set up Project

Set up Team
Discussion Forum

Set up Documents

Add Suppliers
Prepare RFx
View RFx activity

Interested Supplier
List

Unverified Bid Results

Analyze & Award

Notify & Share

®

RFx RFP for Architect

Company A Corp

d e v CompanyB GP

Public Portal

2 PDacuiltle)

Opportunity ID

20117

Last Update: June 26, 2024

Doing Business as Name

Sending modes

Email

Email

Email

{fl e Send and close

User
Contacts e
0~ 5
+
Ally
Acorn
Contacts
[
Billy
X
Barnacle
Contacts
[
+
Public
" Portal

d. Inthe dialog box, select the new
Supplier.

e. Optional: Click the + button to add
a contact to the Supplier profile.

f. Click Send and close.

NOTE: Shell Suppliers will be marked

with [SHELL (Unregistered) Supplier]
to the right of the supplier name.
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Creating an Addendum

An Addendum is created in the Discussion Forum to make minor changes or clarifications to an opportunity. Items that are
changed via addendum could be: clarification on a requirement, responding to a Supplier question, and providing additional
information with an additional document. Creating an addendum will not cause Submissions to submit a new Submission.

Sourcing project: BPM017004 - Community Information Tool - Discussion Forum

@ Save

O] Setup Project

A3 Set up Team
Search by keyword
% Discussion Forum ‘l ey
Advanced search m Reset
D) Set up Documents Display
All 0-
W Add Suppliers
& Prepare RFx
Supplier Message Type
Enquiries [
User Date
(From) (To)

Enguiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries” interface, if available, or the email address identifig
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 rul

Please be neutral and objective in your commentary, as all data (messaging, evaluation notes, etc.) may be subject to disclosure under the Freedom of Inform|

Privacy Act.
Compose b
Subject Messages Last update (Pacific Time) Original sender Last sen
. 11 . CompanyA REPRESENTATIVEOF Company
a Enquiry 1 1/1 2021-11-08 12:38:26 PM (Company A) (Compan|
1 Result(s)

[Page] [Missing texts] [Update texts] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: June 26, 2024

1.

In the left-hand menu, click
Discussion Forum.
a. Toreview an Enquiry, select the
message in the messages table.
b. Click Compose to begin the
Addendum.

()

1 Issuing an Addendum

Note: Keep "Public Portal" selected in
the list of recipients to publish on the
Addenda tab. Please refer to your

Training Guide for more information.
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6 Adjust Contrast ﬂ e Ben R.

Tool - Discussion Forum

e

Cantact using the “enquiries” interface, if available, or the email
rom any other source is not official and should not be relied upan.

 rules” tab or within the attached RFx documents.

2. evaluation notes, etc.) may be subject

D Message History

Ir Last sender

PRESENTATIVEOF CompanyA REPRESENTATIVEOF A
(Company A)

o

f

Message Type*

Enquiries o- Send me a copy
Rosche Ben

To
C

Recipients (" External Emails (@
> Public Portal o d

Subject”
Addendum 1 e

h E R

Click or Drag to add files g

© 43 Solicitation Question and Answers for Development of CIT 4.0.pdf

In the Recipients drop-down list,
select Public Portal for publicly
posted opportunities, or All Invited
Suppliers for opportunities that are
limited to specific suppliers. For the
addenda to be visible to all team
members, also add All Internal
Team Members.

Optional: In the External Emails
textbox insert an external email, if
applicable.

In the Subject textbox, enter the
subject of the addendum. This is
visible on the Public Portal and
Supplier Dashboard

In the second textbox below
Subject, enter the description /
content of the addendum.

Optional: Upload documentation
related to the addendum. See
Discussion Forum.

Click Send to complete the
addendum.

o Suppliers will receive notification on an addendum if they have selected the Start Submission button and
the message is sent to All Invited Suppliers.

Last Update: June 26, 2024
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Changes to Closing Date

Changes to the Closing Date must have an Addendum processed at the same time as a method to notify suppliers of the
change. They do not require an Amendment.

] Setup Project

proge
4at Set up Team

Sourcing project: BPM009936 - Purchase of Bricks - Prepare RFx

Selected Lot - Amendment **

Lot : 1 - Amendment : 1 - Purchase of Bricks (Open) € =

Setup Additional RFx Info
Prepare RFx - Setup
RFx Settings 2

Opportunity ID
13418

RFx Status
Open

RFx Type
Invitation to Cuote
RFx Name
Purchase of Bricks

Lot # @

1

Amendment # @
1

Amendment reason

Update item quantities and extend closing date

Estimated Amount (CAD) ©
150,000.00

Requests for IMAT services of $500,000 or more and requests for goods over $5,000 must be competed through the Procurement Services Branch (PSB). PSB must also revie

$100,000 and $500,000

Satggony

= i -

Cancel

Last Update: June 26, 2024

1. On the left-hand menu, click Prepare

RFx.
2. Click the Setup tab.
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BCBid

Sourcing

Set up Project
. Summary Details ©
2% Set up Team

Purchase of Bricks
® Discussion Forum

L) Set up Documents

® Add Suppliers Issue Date and Closing Date (times are shown in Pacific Time)

% Prepare RFx Issue Date ®

A 2021-09-24 10:34:43 AM @ Autoissuing®
M View RFx activity

Closing Date & Time * ®*

A S 3 20211021 | 20000PM © - (@ Autociosure®
Amendment Date & Time ®

L 2021-09-28 7:49:45 AM

@ Notify & Share Enquiries Deadline ®

@ RFx to be pre-advertised

C] NDA required from Suppliers

Visible to Public

Post this opportunity publicly?

< 9 v Sourcing project: BPM009936 - Purchase of Bricks - Prepare RFx

“ VR ; o Validate & Save

Sealed Submissions

F« W UTE SN bl bl el

Last Update: June 26, 2024

3. Update the Closing Date & Time.
Optional: At this time enquiries
deadline can also be changed without
creating a new amendment.

4. Click Validate & Save.
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5. On the left-hand menu, click
Discussion Forum.
6. Proceed with creating an addendum
« o to notify suppliers of the change in

o closing date. See Addendum section
2&k Set up Team
REE———— for more information.

< Y B o Sourcing project: BPM009936 - Purchase of Bricks - Discussion Forum

0] Setup Project

Search by keyword 6
B Set up Documents Advanced search m Reset Message Type "
Display Enquiries [x]
Add Su
® Adds Al 0-
5 Prepare RFx
4 View RFx actis Pinkerton Lauren
# View RFx activity Supplier Message Type
- Enquiries o-
To
User Date
¥ Anal