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Introduction

This manual has been created as a guide to help you understand and direct you
through the On-line Bidding process. On-line Bidding is a procurement sourcing and
solicitation tool that enables purchasing agents to electronically send formal and
informal bid opportunities via email. Fulton County requires that vendors are registered
through the Fulton County Vendor Self Service System before they can respond to an
Invitation To Bid — Commodities (ITBC) or E-Quotes on-line. On-line bidding then, in
turn, allow registered vendors to electronically respond to bid opportunities. On-line
bidding allows vendors to submit their responses in a secure environment, allowing
registered vendors to receive automatic email notifications while permitting vendors to
keep track of their status throughout the process. Our desire is that this manual will
assist you with submitting your Invitation To Bid — Commodities and E-Quotes bid on-
line.

Invitation To Bid — Commodities (ITBC)
Invitation to Bid for Commodities is a formal solicitation for commaodities only valued at

$50,000 or more. Invitation to Bid for Commodities has letters "ITBC" in the project
number

RFE-320-14TBC12345AC1C-1 )

(example

Request For Quotes (E-Quotes)

Request for Quotes are for goods and services valued between $2,500 and $49,999.99.
Request for Quotes has letters “RFQ” in the project number

oxampc FLAHARTIRL]
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Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

) Welcome To Fulton County AMS ADVANTAGE Vendor Self Service: LOGIN - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help a"
\_)Back e M @ @ \:h p Search *Favorites @ &2v :\F |£| M \_J (]88 ﬁ ﬁ
Address |@ htkp: fFulkorvendorselfservice, co.fultbon.ga, usfwebapp VSSPROD Advantage V| Go  Links * @ T @ Snaght i &

Q ™ ieh Search <+ @ Bookmarks~ [ Settings ~

e add Tah
FULTON COUNTY, GA

Y[ - EﬂMaiI A @My Yahoo! ~ @Answers - aGames A @Anti-Spy‘

: Welcome To Fulton County AMS, .,

Welcome to Fulton County
Vendor Self Service System

The Fulton County Vendor Self-Service system enables vendors to register and maintain information about their organization for

the purpose of deing business with the County and receive notifications of business opportunities via the Internet.

Enter your User

Guests
Registered Users .
Reagister
N am e « Manage my sccount
» Activate my scoount
» Addd my company

» Addd my location to existing sccount
. Create User 1D for existing account

Public Access =

. igwe Posted Solicitations
« i vencor to vendaor solictation comments

Lser Mame :

Passward

Forgot “our P asanord’™ Clidk Here

Enter your
Password

=

@ Q Local intranet

I deparmental... e e.. | Of OnlineEiddi.. ne To ... ’(___l 11:01 AM

(1.0) Registered vendors should enter User Name and Password.
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Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

22 AMS ADVANTAGE Yendor, Self, Service - Microsoft Internet Explorer

File Edit ‘“ew Favorites Tools Help

@Back @ L) @ @ \/_h pSearch \‘?/r\\?Favorites @ Bv Li_; [#] - |_J ﬁ

address | ] httpf172.16.193.192fwebapp YSSTEST(Advantage v Beo ks ™

FULTON COUNTY, GA Home  Help by Logour

AMS ADVANTACs
Welcome to the Fulton County Vendor Self Service
System

This site is divided into the following areas:

Click on Business Business Opportunities - Search through Fulton County's solicitations.

Op portun ities « My Bids - You may view, edit, or check the status of bicls you have submitted.

« Account Maintenance - Gives you the opportunity to maintain your account information.

« Forms and Additional Information - Provides the most frequently requested forms for
vendor registration (e.g. W-9, BID General Terms & Conditions).

The links at the top will allow you to move between the main areas of our system.

@ Done 0 Irternet

‘3 Fulton Count; 2§ £MS ADVANTAGE Ye... AE g i g T &) 1010aM

(1.1) Click Business Opportunities to obtain a list of all solicitations.

On-line Bidding Training Manual 1



Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
File Edit View Favorites Tools  Help E.

@Back = J @ @ \/_h pSearch *Favontes @ Ljy_gv “:_\f |.'?_;| = l_J ﬁ

address | €] Hetpif{172,16.193,192/webapp{¥SSTEST Advantage BJeo ks

“ULTON COUNTY, GA Home  Help  Accessibility

Search for Solic Business Opportunities

View Commodit'

help & advice
£ Menu

This section provides access to the information about the various business opportunities currently
available.

Search for Solicitations viewand respond to Request For Quotes (RFQs)

through the standard solicitation process here. You cannot respond to Invitation To Bids
(ITBs) and Request for Proposals (RFPs) solicitation online. Click here to download ITBs
or RFPs from Fulton County’'s website.

Click on Search
for Solicitations

. View Com modlty History Search our database for information about our last
ten purchases of a given commodity.

Page Mavigations

4
@ 0 Internet

ADVAMTAGE Ve, .. IR 7| 'f' '(_JI 10:12 AM

(1.2) Click Search for Solicitations to see a listing of solicitations.

On-line Bidding Training Manual 1



2} AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

Fil=  Edit Wiew Faworites Tools Help

@Back < \\_) @ @ (h pSearch ‘;‘\?Favurites @ B' _1_} o] - I_J ﬂ

- Go Links *

address | @] http: 172, 16,193, 195 webapp/¥SSTEST Advantage

- Z FULTON COUNTY, GA ome e Accosibity  Losoud

Search for Solic
View Commodit

Search for Solicitations

help & advice | 1o

Allows you to search Fulton County's online solicitations. View and respond to Request For
Quotes (RFQs) through the standard solicitaion process here. Click here to download ITBs or
RFPs from Fulton County's website.

Commodity
Code

EBrowse

Commodities : Status ;[ ~|
Departments :|

Solicitation Addendum Description

v REQ-230-06-YENDOR-TRAIMNIMNG-1 This Quote is For Wendor Orientation Training Furpose
EFBE-210-055C45081C-2 1 Meter Readers Uniforms 2005
EFQ-183-08-DJ-TRAIN-01-1 Crientation Solictation
REQ-220-0647241-BR-1 L
REQ-220-06-PLEASE TEST-002-1 Test to see if you can see the Solicitation Responses
REQ-220-06-PLEASE TEST-001-2 1 Testto see if you can see the Solicitation Responses
REQ-540-MAY 106-1 Citizens University On-Line Quote demo

|

P SAA S TR R S T B e ISy e B Y| S [P

< |

0%

8 Internet

(1.3) To search for Invitation To Bid — Commodities (ITBC) or E-Quotes
using a specific commodity code; enter commodity code, then click




Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

2 AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer,

Filz=  Edit ‘“iew Favorites Tools  Help a.

(€ L E @ \:h pSEar(h ‘-‘}:r\\?FavDritEs £ E:év :\ﬁ B - ) E

address | @] http: 172, 16,193, 195 webapp/¥SSTEST Advantage

FULTON COUNTY, GA Home  Help  Accessibiliy  Logout

Search for Solic
View Commodit

Search for Solicitations

help & advice | 1o

Allows you to search Fulton County’s online solicitations. View and respond to Request For
Quotes (RFQs) through the standlard solicitaion process here. Click here to download ITBs or
RFPs from Fulton County's website.

EBrowse Clear

Commodities :| M Status:[ ¥

Departments ;

Solicitation Addendum Description

RFQ-230-06-VEMNDOR-TRAIMNING-1

This Quote is For Vendor Orientation Training Furpose

Enter EFBE-210-055C45081C-2 1 Meter Readers Uniforms 2005
Dep artments RFQ-183-06-DJ-TRAIN-01-1 Orientation Solictation
Code here_ REGQ-220-0647241-BR-1 L
REQ-220-06-PLEASE TEST-002-1 Test to see if you can see the Solicitation Responses
REQ-220-06-PLEASE TEST-001-2 1 Testto see if you can see the Solicitaion Responses
REQ-540-hAY 106-1 Citizens University On-Line Quote demo
< b a P SO TR e e T a (—\.i- ..... T - - > s
&] 8 Internet

B © &)1n13am

(1.4) There are two (2) ways to narrow your search when using the
Departments search.

A. If department code is known enter the three (3) digit code and click
Browse

B. If department code is unknown, click to list all department
codes.

On-line Bidding Training Manual 1



Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

soft Internet Explorer

File Edit View Favorites Tools  Help ﬂ.

@Back @ ‘J @ @ \:H pSearch \‘?/r\\?Favorites @ D}%v .‘; W] - \_J o/ ﬁ .‘ﬁ
&) h fwebappVSSTEST JAdvantage v E)eo ks ? &

ON CO[JNTY CA Home Help  Accessibility  Logout

it Maintenance  Forms and

Address 1172.16.193,192

hdy Bicls jonal Information

Search for Solicitations

“ie Commodity History

help & advice
L]

enu

Allowes wau to search Fulton County's online salicitations. View and respond to Request For Quotes (RFQs) through the standard salicitaion process
here. Click here to download ITBs or REPs from Fulton County's website.

Browse Clear

Commodities | Status

Click here to

Departments I
search for
Solicitation Addendum Description ITBC or q uotes
~ RFE-118-2008/0LB-TRAIMMS-01-1 Training Adobe Software by Sta‘t u S Open 128
RFG-230-CMLIME TRAIMMG-07-1 This Guate is for Training OMLY PLEASE DOMNOT Closed 128
RFE-320-0MLIME TRAIMMNG-7-1 Far Cnling Training Purpose OMLY! PLEASE DO MOT QUOTE  Police O3M 472007 Closed 121
RFP-520-07RFPSTZTIYA-CC-1 Prirt, Reprographic & Mail Services General Services 02302007 Claged 1010
RFB-340-07ITBS7ESTC-BL-1 Medical Examiner O5/292007  Cloged 1010
RFB-540-07ITBS7ES3C-BL-1 Traffice Signal Equipment Public Warks O5/292007  Closed 1014
RFB-265-07SCSFTTeYC-AP-1 Election day technicians for the 2005 Elections Regiz & Elect 05/3002007  Cloged 0852
RFB-333-07SC57774YC-AP-1 Emergency services O8/30/2007 Closed 094
RFP-540-07RFPSTE] 9-%'C-1 Tree Planting Public Warks 052702007 Cloged 085
RFB-650-07ITBS7E545-BR-1 Library 05/25/2007 Closed 095
e | PPrewy | Next | Last |
v
< | >
@ Dane 0 Internet

(1.5) Click the Status drop down arrow button to view solicitations by
Awarded, Closed, Open, or Cancelled status.

On-line Bidding Training Manual 1



3 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer |:||E”z|
Fil=  Edit View Favorkes Tools  Help zl

Qui- © A B @ Dot Frreom @3- B @ - LUK
deress | ] httpif{172.16.193. 192fwebapp/VSSTEST/Advantage v B so ks *?

‘ULTON COUNTY, GA elp  Accessibilty

Logout

Search for Solic
View Commodit'

Search for Solicitations

help & advice ] |,

Allows you to search Fulton County's online solicitations. View and respond to Request For
Quotes (RFQs) through the standard solicitaion process here. Click here to download ITBs or
RFPs from Fulton County’'s website.

Browse Clear

Commodities Status:[ v
Departments :

Click on the open
RFB Request for
Bid or Quote

Request for Solicitation Addendum Description
Quote (RFQ) that v REQ-230-06-VENDOR-TRAIMNIMNG-1 This Quote is For Yendor Origntation Training Purpose
yOU WISh to RFE-210-055C45081C-2 1 Meter Readers Uniforms 2005
RFEQ-183-06-DJ-TRAIN-01-1 COrientation Solictation
respond to REQ-220-0647241-BR-1 —
RFQ-2720-06-FLEASE TEST-002-1 Test to see If you can see the Solicitation Responses
RFEQ-220-06-PLEASE TEST-001-2 1 Testto see if you can see the Solicitation Responses
RFQ-540-14Y 106-1 Citizens University ©On-Line Quote demo
. M a P E A ST R e LT A 4 mluﬁﬁm TR U S SO S S, 3 o
@ B Internet

. YWY 3 :
'y Start O Document1 - Microsof.. . 2} AMS ADVANTAGE Ve .. DS INEaT » [ ’<| 10:135 AM

(1.6 ) Select solicitation that you desire to view. You can only respond to
Invitation To Bid — Commaodities (ITBC) or E-Quotes that have an
“Open” status.

Invitation To Bid — Commodities (ITBC)

Invitation to Bid for Commodities is a formal solicitation for commaodities only valued at
$50,000 or more. Invitation to Bid for Commodities has letters "ITBC" in the project
number

RFE-320- 4TTBC123454-CIC-1 Y

(example
Request For Quotes (E-Quotes)

Request for Quotes are for goods and services valued between $2,500 and $49,999.99.
Request for Quotes has letters “RFQ” in the project number

oxame NOHHRIRL




AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back - -J @ @ \{h pSearch *Favontes @ B' “i_\ﬁ v -~ LJ [ ] ﬂ .‘ﬁ

FULTON COUNTY, GA

trainone trainone
~ Business Opportunities

S ————— Solicitation Details View
iewy Commodity History

Address €] Htpiff172,16,193,192 webapp/VaSTESTjAdvantage v Go Links > & -

coount Mairtenance

Home Help Accessibility  Legout

Fo nal Information

Click here to
Create
Response

Create Response

help & advice

Menuy

Click Create Response to respond to Open Request For Cuotes (RFGs). Click here to download ITBs and RFPs from Fulton County's wehsite.

Questions and Anawers Bulletin Board Fre-Cualified Vendors Motice of Intent to Award Motice of Award Public Bid Reading Auction Bids Addendum Histony

Solicitstion 2008/0LE-TRAINING-01

Solicitation: 2002/0LE-TRAINING-01
Solicitation Type: Request for Quaotes
Deszcription: 2008 Online Bidding Training Adobe Software

Requesting Office: Fulton County
lzzuing Office: Purchazing

Status: Open

Issued Date: 18/2002
Clozing Date: 12/31/2008
Clazing Time: 1400
Time Left: 122 Days
Phone: 404-720-8212
Phane: 404-720-5207

Contact Infor mation

Frodney Dority
Email: radney.darity@eco fulton.ga.us

Phone: 404-730-5821
Fax: 404-293-1734

Commodity Information

Group 1: Default Commodity Group

|

Vimm Tomme e

|ln

@ Dane

® Internet

O§ ondine Bidding fo... 2 JTAGE... g OB

(1.7) View solicitation detail information, then click Lreate Response  to open
the solicitation response and begin entering your response to the

solicitation.




Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

ANTAGE Yendor Self Service - Microsoft Interne
Fle Edit Yiew Favortes Tools Help a!

@Back @ J @ @ \{h pSearch \‘?/n'\?Favorites @ Bv “i_\ﬁ ] - \_J 0! ﬂ .‘ﬁ

address | @] http:/172.16.193, 192{webapp{y3STEST/ Advantage v Go Links ™ | @y~

:_ FULTON COUNTY, GA Home  Hep Accessibilty Logout

2, trainone trainone

" Step 1. Response Summary
Solicitation Summary SR - 118- ESR08250800000000069- 1- New- Draft
1o Bicd
Digcourit Information

| Step 2 Commodity Responss  —eSglicitation Summary

Salicitation Summary Information
mﬂw Solicitation : 2008/0LB-TRAINING-01 Addendum : 0
Future Triggering Solicitation Type : RFQ Close Date 12131008
Solicitation Description : 2008 Online Bidding Training Adobe Software  Close Time @ 14:00
Issuing Office : Purchasing Phone : 404-730-5307
Reguesting Ofice : Fulton County Phone : 404-730-8318
Buyer - Rodney Dority Phone : 404-730-5821
Furchasging Fan: 404-893-1734
rodney.darityiic o fulton.ga.us Status : Open

r BNo Bid
Click the "Mo Bic"link to the left if you do not wizh to respond st this time, please set the Response Type WO BID' and provide &
eaz0n in the comment field

bDiscount Information
lick the "Dizcourt Information”link to the left to offer a cash dizcounts for prompt payment. |

[ swe Y undo [ attachweats | Sumi | ey | Clos= |

@ Done © Inkernet

EBmn ft... | O On-ine Biddingfo.,, | 34

(1.8) Review the solicitation summary information.

On-line Bidding Training Manual 1



Click here
to No Bid

only.

Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

2) AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
File Edit View Favoribes Tools  Help :ﬂ"

@Back - J @ @ \:h pSearch *Favorites @ D}:zv :\; Iy_.;| . l_J o/ ﬁ ‘ﬁ

Address | @] http: /172,168,193, 192{webappfYSSTEST {Advantage vIB G ks ? @y
£ 2 FULTON COUNTY, GA Accessibity  Logout

ount Mairtenance  Forms and

+ Step 1. Response Summary
Solicitation Sumimary SR - 118- ESR08250800000000069- 1- New- Draft
I Bid
Cizcount Information
Step 2 Commadity Response

- wSolicitation Summary

Salicitation Summary Information
mﬂw Salicitation : 2008/0LE-TRAINING-01 Addendum : 0
Future Triggering Solicitation Type : RFQ Close Date - 12031708
Solicitation Deseription - 2008 Online Bidding Training Adobe Software  Close Time : 14:00
Izzuing Office : Purchasing FPhaone : 404-730-5807
Requesting Office : Fulton County Fhaone : 404-730-8318
Buyer : Radney Dority Phone : 404-730-8821
Furchasing Fa: 404-893-1734
rodney.datity@e o fulton.ga.us Status : Open
= o Bid

Click the "Mo Bid"link ta the left if you do not wish to respond &t this time, please set the Response Type WO BID' and provide &
&az0n in the comment field

Click here to apply thiz Responze Type & Comments to 3l of
Response Type the Commadity Lines. Your request may take 3 moment to
process
comrments :

bDiscount Information o
lick the "Dizcourt Information'link to the left to offer & cash discounts for prompt payment. |

Tep
& |
@ Dane D Inkermet

| %
|«

T on-lne Bidding Fo... | T Online Bidding fo...

(1.9) If you do not wish to bid on the solicitation at this time, click - ®MNo Bidl
then click Response Type drop down arrow button and change “Bid”
to “No Bid". In the Comments section, please provide reason(s) for
not bidding.

Otherwise, go to Step 2 (Commodity Response)

On-line Bidding Training Manual 1



Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
File Edit View Favoribes Tools  Help :ﬂ'

@Back - J @ @ \:h pSearch *Favorites @ D}:{v :\; ] - J (] ﬁ .‘3

Address | &) hitp:1172.16.193,192)webappv3STEST fhdvantage v Go Links ™ @~
FULTON COUNTY, GA o b dccosty Loy

&, trainone trainone pportuniies zourt b C& &l Information

|3

+ Step 1. Response Summary : A
Solicitation Summary Requesting Office ; Fulton County FPhone ; 404-730-8318

Ho Bid Buyer : Rodney Dority Fhane : 404-730-5821

Cizcount Information ‘ . _aa
2 e Feaies Purchasmg Fan: 404-893-1734
Step 3 Critetia Responses rodney.datityi@en fulton.ga.us Status : Open

ocument History
scument Reference ~whlo Bid

rture Triggering Click the "Moo Bid"link to the left if you do not wish to respond ot this time, please =2t the Response Type '™WO BID' and provide &
eason in the comment figld
Click hereto apply this Response Type & Comments to 3l of
Response TWJE . the Cornrnodity Lines. Your request raytake 3 morment to
process

Click Step 2:
Commodity
Response here

Carmments

cyDiscount Information
ick the "Dizcourt Information'link to the lef to offer & cash discounts for promet paymert.

Discount1 % | Daye |
Discuunt?%:l Days:l
) Discount 3% | Daye |
Click here to enter _ _ _
. D|sc0unt4%.| Days.l
Discount
Information o
[ sae Y i [ attachments | Sumi | copy [ ciose ]

=

|~
|ne

@ Done D Inkermet

'@i On-line Bidding fa... Uzi 0On-ling Bidding fa...

Step 2 Commodity Response

(1.10) Enter discount information if applicable; then click

On-line Bidding Training Manual 1



Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

Home Help

nal Informeation

Step 1. Response Summar
+ Step 2 Commodity Response
Commoddity Information
Commodity Response

SR - 118- ESR101408000000005 14- 1- New- Draft

Specification Details First Prev Go TO% Ladt
Shipping EHanling B Commadity Information
Step 3 Criteria Responzes Eommodi‘t\; Information Summary / / |
Document History / /
Document Reference ommauodity Response
Future Triooerino ommodity detailz. Enter the Unit Price SDelivery Days, Contract Information, or Discourt offered as applical /
H Reguested Guantity : 1.00000 | Bi
Click here to [ N Response Type : | Bid -
expand Requested Unit: EA CI|Ck Next here to
Unit Price : a s
C dit | Comments - enter multiple lines
ommodi y Delivery Days from Award : H f t
’ information.
Response
wo rkspace BSpecification Details
lick the "Specification Detailz"link to the left to enter/change specification details if different than those detailed in the Solicitation.l

lick the "Shipping &Handling"link to the left to enterichange the shipping 2handling instructions if differert than those detailed in

bShipping &Handling
Ena Solicitation.

Top

r Save T Lhnde T.q?fachmenésT Submit T Copy T Close ]

henu

(1.11) Enter unit price, number of delivery days, & contract information.

If the quote has multiple lines, click 4 ===t in the upper right
corner and follow this procedure for each line.

On-line Bidding Training Manual 1



Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

E Vendor Self Service - Microsoft Internet Explorer

Fle Edit ‘iew Favorites Tools  Help ?,'

eBack - J @ @ (h pSearch *Favorites @ Bv .‘i_\; ly_.?| - \_J /- ﬂ .‘3
Address @http:,l,l'l?z.ls‘193.192,l'webapp,l'VSSTEST,l'Advantage b &

Step 1: Response SUmMmary
¥ Step 2 Commodity Response G Cof
Cornmodity Information roup : ‘1)
Commacity Response
Specification Details Group Description : Default Commaodity Group
Shipping EHandling 1
Step 3 Critetia Responzes Line : of
Document History 3

m’?w Commaodity : 2094
Future Triggering
e ragern Expert System Sotware

Commodity Specifications

Line Type : ltem
Total Price

~wCommodity Response
Commaocdty detailz, Erter the Unit Price SDelivery Days, Cortract Information, or Discount offered a3 applicahle,

Requested Quantty 1.00000 Respansa Type ;
Reguested Unit: EA

Unit Price : I
Delivery Days from Award © I

Comments :

bSpecification Details
lick the "Specification Details"link to the left 1o erterichange specification details if different than those detailed in the Solic'rtation.|

r bShipping &Handling . q
Click the "zhipping &Handing"link to the left to entarichange the shipping Shanding instructions if different than CIICk SU b m It
he Solicitation.

r Save I Uy T.ﬂﬂachments]’ sthmit Copy Cloze

&] Done 0 Internet

(1.12) After responding to all lines click |
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Section 1
How to Respond to Invitation To Bid - Commodities or E-Quote On-line

<3 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer |:|
File Edit ‘iew Favorites Tools  Help ?

@Back M 'k.;l @ @ \/_h /'/__)Search ‘E{E‘Favorites @ 8- .‘{_; @ v |_J ﬂ

Address @ htbp:jf172.16,193.192 \webappNSSTEST fAdvantage

_: FULTON COUNTY, GA ome  Help

Go  Links *

Accessibility

o - TET1\CEEA o) [~ @ You have 1 message. Click here to view the message.

ssachiSok . pagnonse Submitted

View Commodit

help & advice
B Menu

Your response has been processed. Thank you.

Click any link to continue.

0 Internet

73 A5 ADVANTAGE Ye... S84y B S R) iz

(2.13) You have successfully submitted your Invitation To Bid —
Commodities (ITBC) or E-Quote.

On-line Bidding Training Manual 1
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Section 2
Navigating Through the System

= FIJLTON CO[JNTY, G 0 e Accessibility Logout

Melcome, trainone trainone LI

~ Business Opportunities
Search for Solicitstions

iewy Commadty History

Browyze Clear
Comrodities Status W
Depar‘tmems 2.0 I 2.1 2.2
Solicitation Addendum Description
¥ RFO-S20-07RGSST146% A -1 Map Books - Atlants Metropaolitan Series
RFP-999-07SC57S03-YE-1 Cost Allocation Plan
RFP-999-07SCS7 51 6-YE-1 A-133 Single Audit Services
REB-220-07 MBS 3678-TR-1 Linw Enterprize Servers
RFB-320-07ITBSY 355 B-BR-1 F'0& ITE for High Performance, High Speed Pursuit Tires and
RFP-520-07RFPST454K-0u-4 3 Aszzet Management System Sudit RFP
RFB-520-07ITBSE006Y &-DRER-2 1 Locks, Door Hardware and Locksmith Services
RFE-330-07 CTSY 54681 Orffice Furniture
RFE-405-07RHS /8494 -1 DRUG TESTIMNG URINE CURS 2007 5 Panel W) THC ORI COC AMP A
RF2-330-07RDS/5108-2 1

Firsti Previ Nex‘ti Lasti

[=

i
&) B Internet

|

2.0 Solicitations — Are all solicitation that can be viewed.

2.1 Addendum - This column is used to keep track of revisions in the form of an
“Addendum” made to Invitation To Bid — Commaodities (ITBC) or E-Quotes.

2.2 Description - This column is used to identify the quote and/or provide a brief
description of an Invitation To Bid — Commodities (ITBC) or E-Quote.
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Section 2
Navigating Through the System

@ AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
Fle Edit View Favotites Tools  Help %"

@Back - \_/J @ @ ,_h /_J-j Search ‘f‘\'J(’Favorites @ D/:<' ,:;\ |y_;| - J e'v ﬁ 'ﬁ

Address ] hitp:f{172.16.193,192{webapp/VSSTEST ddvantage v Go Links > &~
FIJLTON CO[JNTY, GA Home Help  Accessibility  Logout

2, trainone trainone ! portunties My Bids

Accourt Mairtenance  Forms and Additional Information

+ Business Opportunities
Seatch for Solictations tions

Yigny Commodity Histary

help & advice

Meny

unty's online solicitations. View and respond to Request For Quotes (RFQS) thraugh the standard solicitaion pracess
Bs or RFPs from Fulton County's wehsite.

] status:

Addendum Description

2.8

Publisned
Date

Closing | Closing | Prequalifieu
Time List ‘

Department

2008 Online Bickding Training Adobe Software Courty Manager 01AER2008 Open 1203172005 14:00:00
Thiz Guate iz for Training OKLY PLEASE DOMOT GUOTE Purchasing 031402007 Cloged 120312007 14:00:00 falze
For Orling Training Purpose ONLYIPLEASE DO NOT QUOTE  Police 031402007 Cloged 120312007 1400:00 false
Prirt, Reprographic & Mail Services Genetal Services 0853072007 Closed 10042007 11:00:00 falze
Medical Examiner 082972007 Cloged 100372007 11:00:00 falze
Traffice Signal Equipment Public Warks 032802007 Cloged 10032007 11:00:00 falze
Election day technicians for the 2005 Elections Redis & Elect 08/3002007 Cloged 090262007 11:00:00 falze
Emergency services  0D8/30/2007 Closed  09/26/2007 11:00:00 false
Tree Plarting Public Works 082772007 Closed 0902602007 11:00:00 false
Likrary 0502572007 Cloged 090252007 110000 false
v
3 ER
@ Done 0 Inkernet

2.3 Department - Identifies the user department requesting the service or
commodity.

2.4 Published Date - Identifies the date that solicitations are posted for public viewing
and response.

2.5 Status - Identifies if the solicitation is open or closed. Once a solicitation is closed
no responses can be accepted.

2.6 Closing Date - Identifies the last day that responses will be accepted.

2.7 Closing Time - Identifies the time for responses. No response will be accepted
after the closing date and time has expired.

2.8 Prequalified List - Identifies if a prequalification is required. The word “true”
indicates prequalification is required, the word “false” indicates no prequalification
is needed.
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Section 2
Navigating Through the System

2} AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File  Edit  ‘iew Favorites Tools  Help a’
Y A { Jnl_ . ; /-‘-\ '_\

@Back = \_/J @ @ '_lj /ﬁ Search ‘?m(’ Favorites @ &r_ﬁ' = Iy_—| - J G'v ﬁ .‘3

Address | @] hetp: {172, 16,193, 192/webapp{¥SSTESTfadvantage v Go Links | @~

LTON CO[JNTY, GA Home  Help  Accessibilty  Logout

ainone trainone B portunties My Bids  Accourt Maintenance  Farms and Addtional Information
+ Business Opportunities A
Search for Solicitsati P 5
Tl T o LT Search for Solicitations
Wigwy Commaclity Histary
Meny

Allows you to search Fulton County's onling solicitations. View and respond to Reguest For Quotes (RFQs) through the standard solicitaion process

here. Click here to download ITBs of RFPs fram Fulton County's website.

Browse Clear 2 g

Comrmodities [ € sl stws:| €= 2.10

Departments | €— 2.11 H
Solicitation Addendum Description Department. Pu:l::ed Status CI

¥ RFGE-1158-2008/0L8-TRAMNMNG-01-1 2008 ©nline Bidding Training Adobe Software County hanager AGB2008 Open 121
RFE-230-OMLINE TRAIMMG-07-1 This Quate is for Training OMLY PLEASE DOMNOT QUOTE Purchasing 031472007 Clozed 1212
RFE-320-OMLINE TRAINMG-7-1 For Cnline Training Purpose OMLY! PLEASE DO NOT QUOTE  Police 03142007 Cloged 1212
RFP-520-07RFPSTTT Y A-CC-1 Prirt, Reprographic & Mail Services General Services 0873072007 Clased 1010
RFE-340-07TBS7ESTC-BL-1 Mecdical Examiner 03/2972007  Cloged 100
RFB-240-07ITBS7E93C-BL-1 Traffice Signal Equipment Public Works 0872972007 Cloged 101
RFB-265-07SCEFT 7Y C-AP-1 Election day technicians for the 2003 Elections Regis & Elect 08/30/2007  Closed 095
RFB-333-07SCE77 74y C-AP-1 Emergency services 083002007 Closed 0915
RFP-540-07RFPSTET 9-4'C-1 Tree Plarting Public Wiorks 0872772007 Closed 097
RFB-650-071TBS76546-BR-1 Likrary 0872572007 Cloged 0952

Mext | Last

|~
|
| £

@ D Irtemet

2.9 Search for Solicitations by Commodities — Search based on the Commodities
that you selected during registration.

2.10 Search for Solicitations by Status — The System provides vendors an option to
check for Invitation to Bid — Commaodities (ITBC) or Quotes that are Awarded,
Closed, Opened, and/or Cancelled.

2.11 Search for Solicitations by Department — There should be a three (3) digit
number that identifies the department (Ex. 230 = Purchasing, 245 = Tax
Commissioner’s and etc.)

On-line Bidding for Quotes 17



Section 2
Navigating Through the System

&3 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

Fil=  Edit View Favorites Tools  Help a’
@Back < -_J @ @ \J_h pSearch *Favorites @ L/,B- :\ﬁ Iy_—| - I_J ﬁ
address | &) hetpsf172.16,193.192 /webapp /Y35 TEST tdvantage v Go  Links *

FIJLTON CO[JNTY, GA Home Help Accessibility L-:g-:un
v
| B
~ Business Opporgs A
Search for Solic - - - -
ey comogr | Solicitation Details View
o
Click Create Response to respond to Open Request For Quotes (RFQs). Click here to
dc 212 ITBs al 2.13 from Fulton County 214 & 2.15 L
Quesxns and Answers Bulle*n Board Pre-Qualified Yendors Motice of Intent to Award Notice*owaard Fublic Bid Reading Aoction Bids
Addendurn Histary
Create Response V\ 2.16
Solicitation 06 VENDOR-TRAINING
Solicitation: 0B-YENDOR-TRAINIMG
Solicitation Type: Reguest for Quotes Status: Open
Description: This Quote is For Wendor Orientation Training Purpose lzsued Date: 8/8/2006
Only!
Closing Date: 9/25/2008
Closing Tirme: 14:00
Tirme Left: 6 Days, 22 Hours
Requesting Office: Fulton County Phone: 404-730-7949
lzsuing Office: Purchasing Phone: 404-730-5800 5800
v Contact Information v
< 3 @ | &
@ ® Internet

O Table of Content... | D oOnvline Bidding fo... werP... 2§ AMS ADVANTAGE. .,

2.12 Question and Answers — Allows you to ask questions and provide answers
directly to the Buyer.

2.13 Bulletin Board — Allows Vendors to communicate with other vendors.
2.14 Notice of Intent to Award - Informs vendors they are considered for award.

2.15 Notice of Award — Informs vendors that the solicitation has been awarded and
to whom.

2.16 Addendum History — Keeps a history of all Addenda associated with a
solicitation.

2.17 Create Response — Allows Vendors to respond to open Invitation To Bid —
Commodities (ITBC) or Quotes.
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Section 2
Navigating Through the System

23 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help a’
A A . ’ : Ty A

@ Back ~ () @ @ \'_lj p Search 7 Favorites {‘3 D/r__{ = [ET J &I ﬁ .‘3

Address @ htpe fffultanvendarselfservice . co. Fulkon. ga.usjwebapp/YSSPROD) Advantage V| Go Links | @ T @ Snaglt E tﬁ

Y! - | Q - |Web Search «» I%Bookmarks' [ Settings = Ea Mal - @ My Yahoo! - @ Answers T ﬁ Games T @ Anki-SpyT

| | AMS ADVANTAGE Yendar Sef 5... I o Aol Tab

Home Help Accessibility Logout

urt Mairtenance  Forms a ional Infortnation

SR - 118- ESR09220800000000417- 1- New- Draft

Digcourd * -~ ) -
Sten2Car D 18  =—Pwsolicitati v
Step 3 Crit i Salicitation Summary Infarmation
Document sty Solicitation : 2008-TRAINING-OLE-01 Addendum : 0
Future Triggering Solicitation Type : RFQ Close Date : 12531008
Solicitation Description : 2008 Online Bidding Training Adobe Software Close Time : 14:00
lssuing Office : Purchasing Fhaone : 404-730-5807
Requesting Office : Fulton County Fhaone : 404-730-8318
Buyer: Rodney Dority Phone : 404-730-5821
Furchasing Fax: 404-893-1734
rodney. dorityg@eo fulton.ga.us Status © Open

wlick the Mo Bid"link to the 1ed if you oo not wish to respond st this time, please setthe Response Type 'NO BID' and provide &

#No Bid
eazon in the comment field ‘

pDiscount Information
lick the "Discount Informstionlink to the left to offer a cash discourts for prompt paymernt. |

Top

[ sawe [ umo Y attechments | submit [ Gy [ Cless ]

Menu

@ Done ‘Q Local inkranet

'4 start z 0 r a eparmental... 4 e... T on-line Biddi...

2.18 Solicitation Summary — Provides summary information on the solicitation (who,
what, when, and where).

2.19 No Bid — To be used if vendors does wish to bid on a particular item at that time,
please set the Response Type 'NO BID' and provide an explanation in the
comment field.

2.20 Discount Information - Allows vendors to offer cash discounts for prompt
payment.
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Section 2
Navigating Through the System

23 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
File Edit View Favotites Tools  Help al

@Back © J @ @ \:_;j pSearch ‘;?/n'\?Favorites @ D?{v :\’!,. lH_-| @ J ﬂ

Address &) hitp:ff172,16,193.192/webapp/YSSTEST Advantage v Go Links >
JLTON COUNTY, GA ep A ~

Step 1: Respon
~ Step 2: Commo SR -230-ESR09220600000000390- 1- New- Draft
Commaodity In
CommOd“! R First Prev Go To Mext Last

—§Re—d=‘;;1 [ *Commodity Information
. Shipp < kommodity Information Summary
Step 3: Criteria

PLNG 2 22

[ *Commodity Response
Commadity details. Enter the Unit Price &Delivery Days, Contract Information, or
Discount offered as applicable.

—»-pSpecification Details
Click the "Specification Details"link to the left to enter/change specification details if
different than those detailed in the Solicitation.

“»-pShipping &Handling
Click the "Shipping &Handlinglink to the left to enter/change the shipping &handling
instructions if different than those detailed in the Solicitation.

Top

r Save T Lindo T.ﬂﬂac.’mentsr Submit T Capy T Cigse ]

L7
@ ® Internet

2 AMS ADVANTAGE V... S B4 B T R) 4

2.21 Commodity Information — Provides information on each item listed in the
Quote.

2.22 Commodity Response — Allows vendors to enter the Unit Price, Delivery b/c
Days, Contract Information, or Discount offered as applicable.

2.23 Specification Detail - Allows vendors to enter/change specification details if
different than those detailed in the solicitation.

2.24 Shipping and Handling — Allows vendors to enter/change the shipping and
handling instructions if different than those detailed in the solicitation.
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Section 3
Miscellaneous Navigational Features

i AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

Sile  Edit View Favorites Tools  Help o

@Back v J @ @ \’_h pSearch ‘-‘?/r\\'g‘Famrites @ E:R' :\ﬁ o] - \_J ﬁ

wddress @] hitp: /4172, 16,193, 192 fwebapp/VSSTEST /Advartage

3 FULTON COUNTY, GA ome  te

Boo Liks -

ip Accessibility Legout

earch for Solicital

B =% Welcome to the Fulton County Vendor Self Service
System

This site is divided into the following areas:
« Business Opportunities - Search through Fulton County's solicitations.
« My Bids - You may view, edit, or check the status of bids you have submitted.

» Account Maintenance - Gives you the opportunity to maintain your account information.

« Forms and Additional Information - Provides the most frequently requested forms for
vendor registration (e.g. W-9, BID General Terms & Conditions).

The links at the top will allow you to move between the main areas of our system.

§ Internet

) on-line bidding ov...

3.0 My Bids- This Option is where vendors click to view, edit, or check
the status of bids they have submitted. You can link to any of the
responses by clicking on the desired response link under the Link to
Response column. You will only be able to make changes to responses
that you created and have not previously been withdrawn.
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Section 3
Miscellaneous Navigational Features

3.1 My Bids Toolbar

[ et [ aackments | swmt | [ Gay [ cClose ]

» Edit-Changes the mode of a document from read-only to editable.

= Attachments- Allow you to upload and attach files created in other
applications (for example, Excel spreadsheets and Word documents),
to Advantage

= Withdraw- The user (Vendor) has chosen to withdraw a response.
For this to happen the response must have already been accepted,
the solicitation must be open.

» Copy — Used to create a new document from an exiting document of
the same document.

» Close- Closes the currently opened document. If any unsaved
changes have been made to the document, you are prompted to save
their changes before the document is closed.
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Section 3
Miscellaneous Navigational Features

3.2

Solicitation Response Toolbar Features

[

Save T Ui T.-flﬂac.'?mﬂ-n-tsT Subni T Copy T Cioze ]

Save- You are required to explicitly save the changes to the database
by selecting the save option on the page.

Undo - Restores an existing document to its last saved condition
during data entry.

Attachments- Allow you to upload and attach files created in other
applications (for example, Excel spreadsheets and Word documents),
to Advantage

Submit — Commits any updated/changes to the database if there are
no errors.

Copy — Used to create a new document from an exiting document of
the same document.

Close- Closes the currently opened document. If any unsaved
changes have been made to the document, you are prompted to save
their changes before the document is closed.
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FREQUENTLY ASKED QUESTIONS (FAQ'’s)

Below are some FAQ’s:

How do | get a User ID and Password?
You can create your User ID and Password through vendor registration.

Can I view solicitation without logging into the system?
Yes, by clicking on Public Access.

Can | respond to a quote if I'm not a registered vendor?
No, only registered vendors can respond to solicitation on-line.

How do | respond to quotes online if I do not own a computer?
Local Libraries, Kiosk located in the lobby of the Department of Purchasing &
Contract Compliance

Q0 20 20 20

How will | be notified of quotes?
You will be notified by email based upon solicitations using the commaodity
code(s) you selected during registration.

20

How will | be notified if awarded?
Awarded vendor(s) will receive an email and purchase order.

How can | view Notice of Award?
By clicking on Notice of Award on Solicitation Details View page.

Can a quote be withdrawn?
Yes, prior to closing date and time.

How can | change my unit price or contract amount after acceptance?
After quote has been accepted you can change your pricing by clicking on My
Bid and click on the response to be changed and click edit.

zOQ 20 20 20

How will I be notified of addendum?

There are two (2) ways you can be notified (1) Vendors will be notified by
emalil, if you have responded to quote. (2) If the commodity code is being
used that you selected during registration.

2O

. If I need help, who will assist me?
You can call the person listed as the contact person for the quote.

: Can | submit a faxed response instead of an on-line?
No, effective September 1, 2008, quotes will only be accepted on-line and
effective May, 1, 2014, Invitation To Bid — Commodities will only be accepted
on-line.

>0 20
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FREQUENTLY ASKED QUESTIONS (FAQ'’s)

(Continued)
How will I know the total number of lines in the quote?
The Commodity Summary page will state the number of lines to be quoted.

How do | get to the next line in the quote?
Click, on Next in the upper right hand corner of the page.

Will my comments be viewed?
Yes, comments are viewed on the tabulation sheet.

Where can | get a copy of the tabulation sheet?

Tabulation sheets can be viewed or downloaded from the County’s website.

How can | change my quote once it has been accepted?

By clicking on My Bids and retrieving the original quote and clicking on Edit
and going to Step 2, Commodity Response page and make the necessary
changes.
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