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1. DOCUMENT OVERVIEW

The Quick Quote application gives vendors an opportunity to respond electronically to
informal solicitations issued by state and local buyers. Typically, Quick Quote is used for
purchases where competitive bidding is required.

USING THIS GUIDE

The features described below are designed to help you find the information you need in
this guide; please take a few minutes to review them.

HYPERLINKS

Hyperlinks have been added to help you navigate through the guide. Each entry in the
Table of Contents is formatted as a hyperlink that will take you directly to that topic.
Cross-references, such as “See Table 6,” or “Figure 2 shows ..."” are also hyperlinked, so
you can click the reference to go to the related information.

TYPOGRAPHICAL CONVENTIONS

The typographical conventions described in Table 1 are used throughout this guide. They
are designed to provide visual cues to help differentiate the various kinds of objects
under discussion.

Text conventions are applied to the proper name of the item but not to the defining term
(screen, field, button, etcetera), which will be omitted for simplicity when possible.

Table 1: Typographical Conventions Employed in This Guide

Item Convention Example
Screen Titles Small caps, bold print CURRENT REQUEST LIST screen
DASHBOARD
Field Names Initial caps, bold print Response Title field
Description
Control Labels Initial caps, bold print Met Specs? radio button
Do you wish to respond to Item 1?
pick list
Flag or indicator setting Initial caps, italic print If the flag is set to Yes, then ...
Parameter value When set to Statement, ...
Phase or Status A request in Issued status
Menu Item or Command Select Create New Response in
the Navigation bar.
Buttons Initial caps, bold print Submit button
Save
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Item

Convention

Example

Links

Links that are active in this document
appear in blue text. Position the cursor
over the link to see a screen tip.

Links that are active in the application but
are not active in this document are
underlined.

http://eva.virginia.gov/

The Requisition link will ...

Cross-references

There are two types of cross references in
this document. Both types are linked to
the object or section to which they refer.

Cross-references to tables, figures, and
page numbers appear in initial caps, bold
print. This type of cross-reference link can
also be identified by the shading that
appears when it is selected.

Cross-references to text appear in blue
print and are underlined for easy
identification.

See Figure 1.

See Accessing Quick Quote for
more information.
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2. ACCESSING QUICK QUOTE

All vendors can review Quick Quote requests online. However, only eVA-registered
vendors can respond online.

There are several ways you can view Quick Quote requests:

e By clicking the VBO Bids button from the eVA Home page.

e By clicking the Desktop Browser, eVA Mobile App, or eVA Mobile Browser link
from the Quick Quote request notification email.

e By logging on to your account and clicking the Quick Quotes link.

ACCESSING QUICK QUOTE REQUESTS FROM THE eVA
HOME PAGE

To view Quick Quote requests online without logging on to your account, go to the eVA
HOME page (https://eva.virginia.gov/) and click the VBO Bids button (Figure 1).
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Figure 1: eVA Home Page
Virgima .80V Agencies | Governor Search Virginia.Gov

A Announcing the Xcelerator Awards: Recognizing the Power of Procurement ~ Apply Here

Virginia’s eProcurement Portal

DEPARTMENT OF
GENERAL SERVICES

1 BUY FOR VIRGINIA I SELL TO VIRGINIA TRANSPARENCY CUSTOMER CARE BILLING

Register

i—:nvisioning the Future of Procurement...
Delivering it today...for everyone!

v 4,772,474 Orders v $45 Billion Spent

v 245 Agencies v 595 Localities 13,700 Users v 88,172 Vendors v 983 Catalogs

POpU lar Features \ L5 Open Construction Solicitations & Awarded Construction Solicitations

SWaM

A

State éoli)cc;ltaQtlc;r;: Future r::;:r:;zs:t Small, Woman &
Contracts ;Awa:jds Procurements Publicheponys Minority Owned

RAPP CENTER

Real-time access
{ to business
\ opportunities
4BUSINESS

~= eVAApprovers

(oo and Watchers

e have real-time
access to

VViosay/e requisitions
Download b

Info Center

® eVA Overview

® eVA Newsletters
® eVA Awards

® eVA Outreach

Contact Us

® DPS Contact Directory
® eVA Customer Care

Government
Buyls

® Harness the power of
eProcurement. See
what eVA can do
for you!

Learn More b

Resources

® Div. of Purchases and Supply
® Virginia Institute of Procurement
® Public Procurement Forum

Small Business Development Center (SBDC)
Springfield

August 15th

Springfield, VA

CAPA 2014 Fall Conference
September 12th
Richmond, VA

Small Business Development Center (SBDC)
University of Mary Washington
September 16th

Fredericksburg, VA  See All Events =

Resources

® NIGP Code Lookup

® VA Browser Optimizer
® Privacy Statement
*FOIA

® Ariba Supplier Network
® Virginia Information Technologies Agency
® Dept. of Small Business and Supplier Diversity

Web Browser Support
* Support and Configuration

® eVA Vendors
® eVA Facts

® UAT Training
* Mobile APP Center

Page 2 26-0004 Version 8
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ACCESSING QUICK QUOTE

The VENDOR SELF SERVICE screen appears. Click the Quick Quotes tab (Figure 2).

Figure 2: Vendor Self Service Screen
@_A/,,‘,EN[IOR SELF SE.R\‘IEE

Home Solicitations & Awards

Contact Customer Care for Help 886-283-7367

Bidding Opportunities. Business Opportunities

Marketing & Research

Show Me

---  OpenOy Closing Next 7 Days

Recently Published (last 3 days) Recent

Sign In Register

T g

Recent Intents Recent Awards
My Account
Hotification Setfings ( Keyword Search Advanced Search
TR Quick Quotes.
€VA Billing Portal
e Last
My Account Help
Change My Password Solicitation Agency/Buyer/Category Dates Status
Download the EXMEP Term Contract Christopher Newport University Published On : 8118114 Open
@ eVA 4 Business Denise Patesel Amended On e Lefts
s, i - . . 9
Mobile App Professional Services Closing On : 9/17/14 2:00 PM 20 Days
RFP: 242-15.00003
Intent Posted On
Get It I Reguest for Proposals (RFP}
S Details
Published On © 8/18/14 Open
Ex 1t Hardware, Software. and Fairfax County Govt. FAIRFAX GOVT.
lated Services Amended On
Related Services Teena L. Stewart . Time Left:
Non-Frofessional Services - Technology Closing On: 9/23114 2:00 P11 36 Days
Intent Posted On:
RFP : 2000001273 Request for Proposals (RFP)
i : Published On : 8118114 Open
oy D] m Local Govt. and Public Bodies Shenandoah Valley Juvenile Center

The list of Quick Quote requests is sorted by the Published On date, in descending order.

There are three ways to see additional information about a Quick Quote request:

(A Summary button
(B Request description
© Details button

link

Each of these methods are discussed below.

Figure 3: Anatomy of the Quick Quotes Tab

Business Opportunities

Show Me ... gpeno

Solicitations

rtunities Closing Next 7 Days

Keyword Search

Recently Published (last 3 days)

Recent Amendments Recent Intents

[(Search ] [Clear] Advanced Search

Recent Awards

Requests

Elcom ressors and Filter Dryer:
for HVAC

Set-Aside for Small Businesses

QQ: EVADD1_0Q203742

(A ==l C |

ElKDI\IIZ!C.’C.M"I KETCHUP {2
loads})/10-14

Set-Aside for Small Businesses

QQ: EVAD01_QQ203761

&

A NI IS NN A s

4

Agency/Buyer/Category

< M1D0OC Department of Corrections
gela (701D0C) Bailey

Equipment - Non-Technology

A194DGS Department of General Services
Kevin Davis

Supplies - Non-Technology

AS0MVDH Virginia Department of Health

Dates

Issued On: 10401/2014 04:40 PN

Closing On: 10/10/2014 05:00 PK

Issued On @ 10401/2014 03:11 PM

Closing On: 10/06/2014 05:00 PM

Issued On:  10/01/2014 03:04 PN

ife interpreter service
ﬂ%..- f‘“iillr‘ & " ’-.\ F“\ PP ’-.-‘—"-"—

Status
issued

Time Left:
& Days

issued

Time Left:
5 Days

issued

L

il -

Click the Summary button (Q) to see a short description of the request. A pop-up box

appears and presents basic information (Figure 4)

26-0004 Version 8
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Figure 4: Summary Information for a Quick Quote Request

Requests Agency/BuyeriCategory

[iic-::mgressors and Filter Dryers
for HVAC Angela (70100C) Bailey

Set-Aside for Small Businesses Eguipment - Nen-Technelogy

QQ: EVAOO1_QQ203742

‘Sumimany Dretails.

ATMDOC Department of Corrections

EVAD01_QQ203742 - Compressors and Filter Dryers for HYAC

(%]

lssued On: 1040114 4:40pm EST lssued By:

| =]

Closing On: 10410014 5:00pm EST Category:
Time Left: 8 Days Bid Valid (Days):
Award Method: Grand Total

ATHDOC Department of
Corrections

Eguipment - Non-Technology

30

Ej | Request Title: Comprezsors and Fiter Dryers for HVAC

SEDE e Scott, Smyth, Tazewel, Washington, Wise, and Wythe.

{
I Set-Aside for Small Businesses
< [x

Cities: Briztol and Norton. Counties: Bland, Buchanan, Dickenson, Grayson, Lee, Russell,

| Comments: See attached scope of work and fill cut attachment A.

Click the request description link (@) or the Details button (0) to see detailed

information (Figure 5).

Figure 5: Quick Quote Details

Back to your search criteria

New Search

@Prim Frigndly mai

Quick Quote: EVA001_QQ204680 Decals printed

Micro Business Set-Aside Award Priority

Issued ON: 111262014 12:22 P Current Status: issued
Closing Date: 12/08/2014 11:00 AM Issue By: Department of Game and Inland Fisheries

Time Left: 11 Days Type: QQ

Bid Valid (Days): 30 Category: Printing

Service Area:  Statewide

Buyer Karen Tuck(karen tuckg@daif virginia aov}
Infarmation | ppone;304-367-2779

[Comments  Pinting decal carriers for Waterfow! Blind License and Saltwater Boat Sport License. Specifications and Samples are attached

Views: Current Version( 20) All Versions(20) Detais

Response Options

[ Respond Online “ Respond By Mail ]

Additional Dates Bid Tab Published Date:
Award Date:

Special Terms and | none
[t

Print Quick Quote and Attachments

Attachments LotsiLines Bid T; i C A History

File Name Attachment Size
+ WA Std Terms and Conditiens htm 2.78 KB
Header Decals-Waterfowl Blind and Saftwater 14 doc 117.5 KB
Athachments: Saltwater Sport Fishing.pdf 158.13 KB
Waterfow| Blind Decal.pdf 120.63 KB
From 1 to 4 Total: 4  |First] |Fre ext | | Last
Lot/Line File Name Attachment Size
ttem Attachments: | * 0-1 Wiaterfowl Blind Decal.pdf  120.63 KB

0-2 Saltwater Sport Fishing.pdf 158.13 KB
From 1 to 2 Total: 2 |First| |FPre ext | | Last

Table 2 describes each of the tabs on the DETAILS screen.

Page 4
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Table 2: Quick Quote Tabs

Tab Description

Attachments Provides an easy reference to both header and item attachments. To view the
attachments, click the file name link.

Lots/Lines Contains detailed information about the items in the request.

Bid Tabulation Contains response bid tabulation information when published by the buyer after the
request closes.

Comments Contains comments provided by the buyer.

Amendment History Lists the changes made for each version of the request.

Click either the Respond Online or Respond By Mail buttons (Figure 5 @) if you want to
respond to this Quick Quote. See Responding Online or Responding by Mail for more
information about how to create a response.

I:;j IF you click Respond Online, you will be redirected to a log on screen. You must be
a registered vendor in order to respond online to a Quick Quote request.

ACCESSING QUICK QUOTE REQUESTS FROM THE
NOTIFICATION EMAIL

If Receive Solicitation Notices is selected on your user account and your Registration Level
is set to Send bid notices, you will automatically receive a Quick Quote request
notification email when the buyer issues a Quick Quote request and:

e At least one commodity code on the request matches the commodity codes for
which you are registered.

e The service area on the requests matches a service area for which you are
registered.

If your Registration Level is set to No Bid Notices, the buyer has the option to remove you
from the vendor notification list, even if the request matches your commodity codes and
service areas.

If you are not a registered vendor, you can still receive a notification if the buyer
specifically adds you to the notification list.

I:Qj THE Method of Notification for the solicitation contact must be set to Email or
Receive Solicitation Notices must be selected for a User on your account in
order to receive email request notifications.

You can access a Quick Quote request from the request notification email by clicking the
Desktop Browser, eVA Mobile App, or eVA Mobile Browser link (Figure 66). Table 3 provides
more details about each of these links.
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Table 3: Available Actions in the Request Notification Email

Link Action
Desktop Browser e Opens the Quick Quote details page (Figure 5) in
VSS.

¢ Click Respond Online if you want to respond to the
Quick Quote electronically.

o If you are not yet a registered vendor, click Respond
by Mail to complete a paper response.

eVA Mobile App e Opens the request in the eVA 4 Business browser.

e You can view the request or add it to your watch list
(after you log on).

eVA Mobile Browser e Opens the request in the eVA 4 Business browser.

e You can view the request or add it to your watch list
(after you log on).

l% YOU must use the Desktop Browser to respond to a Quick Quote request. See the

sections Navigating the Quick Quote, Viewing a Quick Quote Request, and
Responding to a Request for more information.

Accessing the Quick Quote Request From Your Account

If your company is already registered to do business using eVA, log on from the eVA
HoOME page (https://eva.virginia.gov). Enter your user name and password and click
the Vendor Login button (Figure 6).

Figure 6: Vendor Login on the eVA Home Page

- Virginia’s eProcurement Portal

DEPARTMENT OF
GENERAL SERVICES

TE

1 BUY FOR VIRGINIA I SELL TO VIRGINIA TRANSPARENCY ! CUSTOMER CARE I BILLING

BuyerLogin | VendorLogin [Ee[l¥z(=e} Register

Welcome to eVA

v 2
Envisioning the Future of Procurement...
Delivering it today...for everyone!
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You can see a summary of the Quick Quote requests to which you have been invited to
respond in the My QUICK QUOTES pane, including reverse auctions and requests that you
are watching.

Click Quick Quotes in the menu bar or the Go to Quick Quotes link in the My QUICK QUOTES
pane to view and respond to your requests (Figure 7).

Figure 7: My Quick Quotes Pane
eVA,, Veroor Serr Service Contact Customer Care for Help 866-289-7367

Home Solicitations & Awards Quick Guotes My Account

Bidding Opportunities.

Vendor Locations : Quessant 2-Ouessant 2
Marketing & Research

My Account My Quick Quotes (Quessant 2-Ouessant 2) -

Notification Settings My Quick Quotes | My Quick Quote Reverse Auctions | My Quick Cuote Watch List

Training ¥ EVADM_QQ0M4810-V2  Early Winter 2015 Knitting & Crochet Supplies issued on 08/04/2014 05:00 PM ...closing on 01/0%:2015 04:20 PM

VA Billing Portal
My Account Help

Change My Password

@ Download the
(& eVA 4 Business Go to Quick Quotes h
— Mobile App I I
Getlt | My Solicitations ( O t2-0 1t 2) -

My Opportunities | My Watch List | My Online Responses

The Quick Quote application opens in a new browser window.

Iphone, Ipad, Android, Blackberry & More

Not Registered?

If you are not an eVA registered vendor, you can register your business online in order
to access the request as a registered vendor.

If you are not an eVA registered vendor and have received an invitation to respond to a
Quick Quote request because a buyer added you to the vendor list, you can register your
business online in order to access the request as a registered vendor.

For instructions about how to register with eVA, see Appendix B: How to Register.

26-0004 Version 8 Page 7
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3. NAVIGATING THE QUICK QUOTE SCREEN

When accessing Quick Quote from your Vendor Self Service account, the CURRENT
REQUEST LIST is displayed. There are two areas on the Quick Quote screen: the
navigation bar and the request list.

Figure 8: Quick Quote Screen

(eVA Ouick Quote Current Request List | Past RequestList | Guides v
A B C

Current Request List

Number of Requests to show per page: Search 0
. Reverse o - - - - - . " Responses

Request ID %  Auction Request Title = Issued On = Amended On = ClosingOn ¢ Bid Valid Status Submitted
EVAD01_QQD14810-V3 Early Winter 2015

Knitting & Crochet 08/04/2014 05:00 PM 09/29/2014 05:29 PM  01/09/2015 04:20 PM 30 issued 1

Supplies
EVAD01_QQ014775 Take 5: Late Winter 2015

Knitting & Crochet 11/05/2014 06:14 PM 11/28/2014 04:20 PM 30 issued 0

Supplies

USING THE NAVIGATION BAR

The navigation bar contains links and a drop-down menu that give you access to various
Quick Quote functions (Figure 8):

@ Current Request List: Use this link to see the open requests to which you have
been invited to respond; this list is displayed when you access Quick Quote.

@ Past Request List: Use this link to see requests for which the Close Date has
passed; you cannot respond to requests on this list.

@ Guides menu: Use this drop-down menu to see the user guides and frequently
asked questions (FAQ) help documents that are available (Figure 9).

Figure 9: Guides Drop-Down Menu

(evA 0uick Quote Current Request List | PastRequestlist | GCuides w

Qa-FAQ
QQ - User Guide

Current Request List Vendor QQ Quick Guide

QQ - Reverse Auction Guide

USING THE REQUEST LIST

Request lists are initially sorted by Request ID in descending order (Figure 10). The format
for the CURRENT REQUEST LIST and the PAST REQUEST LIST is the same.
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Figure 10: Sortable Headings

(e‘/A Ouick Quote Current Request List | PastRequestList | Guides w
Past Request List
Number of Requests to show per page: 7 Search | 0 o
- |R - = = = . ry 1 " Responses|
Request ID E |Auction IRequest Titde = I Ilssued On * | IAmended On E I ICIoslng Oon = I Bid Valid Status Submitted
EVA001_QQ015073 Reverse Auction #3 for
Yes  Basic Knitting Supplies 11/26/2014 02:00 PM 11/28/2014 05:00 PM 30 closed 1
(Winter)
EVA001_QQ015043 Reverse Auction for
Yes  Basic Knitting Supplies 10/01/2014 12:12 PM 10/03/2014 05:00 PM 30 contact buyer 1
(Winter)
EVAQN_QQ015041 g:g:h;”:ﬁ Knitting 09/29/2014 0607 PM 10/15/2014 05:00 AM 30 comtact buyer 0
EVA001_QQ015029 Reverse Auction for
Yes  Basic Knitting Supplies 09/10/2014 03:55 PM 09/15/2014 05:00 PM 30 contact buyer 0
(Winter)
EVA001_QQ015014 Requested: Early Fall
2014 Knitting & Crochet 08/29/2014 02:52 PM 08/29/2014 03:55 PM 30 contact buyer 0
Supplies
BUMEENARREY gy, NEREDATERGE 08/20/2014 12:31 PM 08/20/2014 0500PM 30 comtact buyer 1
Basic Knitting Supplies
EVA001_QQ014989-v2 Basic Knitting Supplies 08/20/2014 12:19 PM 08/22/2014 04:286 PM  08/29/2014 05:00 PM 30 awarded 1

@' You can adjust the number of requests you see by adjusting the value for the
Number of Requests to show per page option. The initial value is 10. If there are more
requests than the Number of Requests value, click the Next button (located at the

bottom right of each pane) to list additional requests (Figure 10 @).

@ Click a sortable column heading (Request ID, Request Title, Issued On, Amended On, or
Closing On) to reverse the sort order. The current sort order is indicated by an up
or down arrow to the right of the column heading. Click the same column again
to restore the original sort order.

@' Click the Information icon to see additional information for the request lists (Figure
11).

@' Click Next to go to the next page of requests.

Figure 11: Current Request List Information Tips

Use this page to view outstanding Quick Quote requests. To view a
request, click on the Request ID link.

Click on the Past Request List link at the top of the page to view Quick
Quote requests that have closed.

Page 10 26-0004 Version 8
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USING THE CURRENT REQUEST LIST

The CURRENT REQUEST LIST in Quick Quote shows you the requests to which you have
been invited to respond (Figure 12).

Figure 12: Current Request List

» Quick Quote

Request ID s
EVA001_QQ014992
EVA001_QQ014989

EVAQ0D1_QQ014811
H EVADD1_QQ014810-v2

S
3
(
%
Q
:

EVAQD1_QQ014768

//"\,

Reverse
Auction

Yes

Current Request List

Number of Requests to show per page: 10

Request Title =

Reverse Auction for
Basic Knitting Supplies
Basic Knitting Supplies
“arn Order

Early Winter 2015

Knitting & Crochet
Supplies

Take 4: Early Winter
2014 Knitting & Crochet
Supplies

Search

Issued On

08/20/2014 12:31 PM

08/20/2014 12:19 PM
08/20/2014 12:22 PM

08/04/2014 05:00 PM

06/20/2014 02:17 PM

P
¥

Amended On

08/04/2014 05:21 PM

Current Request List |

-

¥ ClosingOn =

08/29/2014 05:00 PM

08/26/2014 05:00 PM
09/02/2014 08:00 PM

01/09/2015 04:20 PM

09/30/2014 04:20 PM

Bid Valid

30

30
30

30

Past Request List |

Status

issued

issued

issued

issued

canceled

Guides

o

Responses
Submitted

0

0
0

Table 4 lists each column heading and its definition.

Table 4: Current Request List Column Heading Definitions

Column Definition
Heading
Request ID Includes a link to the request details and your responses.

Reverse Auction

Yes indicates the request is a Reverse Auction.

Request Title

The buyer-provided description of the Quick Quote request.

Issued On The date and time (EDT/EST) the buyer issued the request.

Amended On The date and time (EDT/EST) the buyer issued the request amendment.

Closing On The date and time (EDT/EST) by which responses are due; after this date and time
passes, the request moves to the Past Request List and you cannot respond to the
request.

Bid Valid The number of days that your prices must be valid; this value is set by the buyer.

Status The current status of the request (see Table 5).

Responses Shows the count of active responses that have been submitted by all contacts from

Submitted your company; the initial value is 0.




Table 5 lists the statuses for requests on the CURRENT REQUEST LIST.

Table 5: Current Request List Statuses

Status Definition

issued The request has been issued and the Closing On date and time has not passed. You
can respond to requests in this status.

canceled The previously issued request was canceled by the buyer and the Closing On date and
time has not yet passed. You cannot respond to requests in this status.
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4. VIEWING A QUICK QUOTE REQUEST

From the CURRENT REQUEST LIST, you can view additional details or respond to any

request in issued status. To view a request, click a request link in the RequestID column
(Figure 13).

Figure 13: Selecting a Request to Review

Current Request List

Number of Requests to show per page: 10 Search @
. Reverse . - - - - I N Responses

Request ID A Request Title * Issued On = Amended On ¥ Closing On % Bid Valid Status Submitted
EVA001_QQ014810-V3 Early Winter 2015

Knitting & Crochet 08/04/2014 05:00 PM 09/29/2014 05:29 PM 01/09/2015 04:20 PM 30 issued 1

Supplies
EVA001_QQ014775 Take 5: Late Winter

2015 Knitting & Crochet 11/05/2014 06:14 PM 11/28/2014 04:20 PM 30 issued 1

Supplies
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REQUEST INFORMATION SCREEN

After you click the RequestID link, the REQUEST INFORMATION screen is displayed (Figure

14).

Figure 14: Request Information Screen

[GQY2Y) Quick Quote

A Create New Response |

rent Request List

Past Request List | Guides ¥

Cancel

Request Header

EVA001_QQ014810-V2 -

Early Winter 2015 Knitting & Crochet Supplies

Buyer Agency:
Buyer Name:
Buyer Phone #:
Buyer Email:
Request ID:
Request Title:
Set Aside:
Category:
Status:

Issued On:
Amended On:
Closing On:

Bid Valid (Days):
Service Area:
Award Method:
Comments:
Special Terms and Conditions:
Attachments:

A136VITA - Virginia Information Technology Agency - E2E
Alison Paca
555-555-6555
teri_simonds@cgi.com
EVAD01_QQ014810-v2
Early Winter 2015 Knitting & Crochet Supplies
n/a
Supplies - Non-Technology
issued
08/04/2014 05:00 PM
08/04/2014 05:21 PM
01/09/2015 04:20 PM
30
10 View Senice Area Map B View Senvice Area Table &8
Line
All goods and materials should be natural (i.e.. no acrylic yam)
none
Attached Files
eVA Std Terms and Conditions_htm &

Proprietary and Confidential
No

Request Items

Create New Response |

Item 1, Worsted weight wool yarn &
Item 2, Knitting Needles, circular, US8 &

Responses

Current Responses

‘ Active  EVAD01_QQ014810_RESP_1

Update Response Delete

Amendment History

‘ Version Date

| 2

08/04/2014 05:21 PM

Description
» Header

A Top

Cancel
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There are six sections on this screen as outlined in Table 6. Click the Information icon (6)
in the response header to see tips about how to use this screen.

Table 6: Request Information Screen Fields

Field

Description

@ Navigation Bar

Contains a Create New Response link, in addition to the standard actions.

@ Screen Heading

Contains the Request ID and Request Title. Includes the text Reverse Auction when the
request is a Reverse Auction.

ST
| Create New Response |

Button to create a new response.

@ Request Header

o

Information icon; when clicked, displays tips for using this screen.

Buyer Agency

The agency code and description identifying the buyer’s organization.

Buyer Name

The name of the buyer generating the Quick Quote request.

Buyer Phone #

The telephone number of the buyer generating the Quick Quote request.

Buyer Email

The email address of the buyer generating the Quick Quote request.

Request ID

The system-generated number for the request.

Request Title

The custom title for the request entered by the buyer.

Set Aside Designates the request as a set-aside for vendors with certain SWaM designations.

Category The classification of the goods and services being requested (for example, Supplies -
Non-Technology).

Status The current status of the request (issued/canceled/awarded).

Issued On The date the buyer issued the request.

Amended On The date the buyer amended the request.

Closing On The request is open until this date and time (EST/EDT). You can submit as many

responses as you want, as well as edit or delete previously submitted responses,
until the Closing On time passes.

Bid Valid (Days)

The number of days your prices are to remain valid.

Service Area

You received the invitation to respond because you have registered to serve the
service area on the request. The Statewide service area is always included.

Award Method

The award method (Line Item, Lot, or Grand Total) the buyer will use to select the
winning quotes. If the method is by Lot, the buyer has grouped line items into Lot
numbers.

Comments

Buyers can provide comments for the entire request at the header level. This field is
optional, so it might be blank.

Special Terms and
Conditions

Buyers can indicate special terms and conditions (T&Cs) for the entire request in the
request header. These T&Cs are in addition to the standard eVA Terms and
Conditions document that is always attached to the request header. This field is
optional, and will have a value of none if no special T&Cs were added by the buyer.
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Field Description

Attachments Click the attachment link to view and save the attachment to your computer. Your
computer must have the software to view the attachments, such as Adobe Acrobat
Reader, a word processor (Microsoft Word), or a spreadsheet application (Microsoft
Excel).

@ Request Items

Request Items The list of items the buyer has requested. A separate link is provided for each line

item of the request; includes the item number and the item description.
@ Responses

Status and response Contains the responses, including paper responses that you have submitted for the
link request. Status values are Active and Inactive. Click the Update Response button to
change the response. Click Delete to delete the response.

G Amendment History

Version, Date, and Contains the version humber of the amendment, and the date the request was
Description amended. Click a link in the Description column to view the details of the change.

REQUEST ITEMS

The REQUEST ITEMS pane (Figure 15) lists the items that the buyer has requested. Click a
link to view the details for that item.

Figure 15: Request Items Pane
B WU Y L/\-\'_""\,f“' WWAWM«WM.

Request Items

Item 1, Worsted weight wool yarn &
Item 2, Knitting Needles, circular, USS &

The REQUEST ITEM screen opens in a new browser window (Figure 16).




eVA

Figure 16: Request Item Screen

Request Item -1

Request 1D:

Item ID:

Item Description:
Vendor Part Num:
Brand Name:
Quantity:

Unit of Measure:
UOM Description:
NIGP Code:

NIGP Code Description:
Need By Date:
Ship To:

Comments:
Special Terms and Conditions:
Attachments:

A Top

Next

EVAQ01_QQ014810-V2
1

Waorsted weight wool yamn
none

none

10

sw

skein

59088

Yarn, Knitting
02/02/2015

VITA - Eastern Office
4053 Legato Rd_, Fairfax, VA, 22033
none

none
MO ATTACHMENTS

Next

Close

o

Close

Click the Next button to view additional line items. Click Close to close the window.

Table 7 describes the fields in this pane.

Table 7: Request Item Fields

Field Description
Request ID The Quick Quote ID number of the request to which the item belongs.
Item ID The sequential number of the item. Each line is automatically numbered.

Item Description

The buyer-entered description of the product to be purchased.

Vendor Part Num

The part number of the item requested.

Brand Name

The brand name of the item requested.

Quantity

The amount or sum of the item needed.

Unit of Measure

The unit of measure of the item requested.

UOM Description

The long description of the unit of measure.

NIGP Code

The commodity code used to classify the item.

NIGP Code Description

The standard NIGP description associated with the selected NIGP Code.

Need By Date

The date by which the buyer wants to receive the item.

Ship To

The address to which the item will be shipped.

Comments

Additional information provided by the buyer for the line item
requirements.

Special Terms and
Conditions

item.

Any special terms and conditions specified by the buyer for this particular
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Field Description

Attachments Click the attachment link to view and save an attachment to your
computer. Your computer must have appropriate software to view the
attachment, such as Adobe Acrobat Reader, a word processor (Microsoft
Word), or a spreadsheet application (Microsoft Excel).

RESPONSES

The RESPONSES pane lists all responses that your company has already submitted for

the request (Figure 17). See Responding to a Request for detailed instructions about how

to create a response.

Table 8 describes the fields in this pane.
Figure 17: Responses Pane

Responses

Current Responses

Inactive EVADO1_QQ014810-V2_RESP_1 Paper Response Action Needed - Response must be resubmitted
Active EVADO1_QQ014810-V3_RESP_1 Update Response Delete
Inactive EVAODO01_QQ014810-V2_RESP_2 Update Response Delete  Action Needed - Response must be resubmitted

Historical Responses

EVAO01_QQ014810_RESP_1

Table 8: Responses Pane Fields

Column Description

Current Responses

Status e The status of the response.
e Values are:
o Active: A current valid response.

Quick Quote Request that requires you to submit a new response.

Response e The ID number of the response. Each response is automatically numbered.
ID

Response e The buttons Update Response and Delete indicate that this response is an electronic response.
Type

entered in Quick Quote by the buyer on your behalf.

e AN P o N N TN P pn PN IN e P o™
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o Inactive: A response that is no longer valid because the buyer issued an amendment to the

e The value Paper Response indicates that the response was mailed or faxed to the buyer and was

Action e Message indicating that your response must be updated and resubmitted or that a new response

Needed must be submitted for the amended Quick Quote Request version.

Historical Responses

Response e A link to a previous response version; click to view the response details.
1D
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Hj IF you see the Action Needed - Response must be resubmitted message in the CURRENT
RESPONSES section, it is because an amendment was issued that requires a
new response. You must submit a new response or update and resubmit
your current response in order for your bid to be considered.

AMENDMENT HISTORY

The AMENDMENT HISTORY pane lists the changes for each issued version of the request
(Figure 18).

Figure 18: Amendment History Pane
e e A e Vo DU I U e I S N 2 WU NI VY

Amendment History

Version Date Description
3 09/29/2014 05:29 PM vitem ¥
Need By Date was changed from "02/02/2015" to "02/09/2015"
P ltem 2

2 08/04/2014 05:21 PM P Header

Y e e

Table 9 describes the information in the AMENDMENT HISTORY pane.

Table 9: Amendment History Pane Fields

Column Description
Version e The version number of the amended request.
Date e The date and time the buyer amended the request.
Description e The section of the request that was changed.
e Click the link to see the details of the change.
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5. RESPONDING TO A REQUEST

You can respond to requests online or by mail. This chapter explains both methods.

RESPONDING ONLINE

There are three steps to responding to a Quick Quote request:
e Enter information in the Response Header
e Provide pricing and other information for each item line
e Review and submit the response

Click the Create New Response link in the navigation bar or the Create New Response button
on the REQUEST INFORMATION screen to start your response.

Figure 19: Creating a New Response

Ouick Quo‘te Create New Response | Current Request List | PastRequestList | Guides w
Cancel

EVA001_QQ014989 - Basic Knitting Supplies

Request Header 0
Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E

Buyer Name: Alison Paca

Buyer Phone # 555-555-5565

Buyer Email: teri_simonds@cgi.com

Request ID: EVA001_QQ014989

Request Title: Basic Knitting Supplies

Set Aside: nfa

Category: Equipment - Non-Technolagy

Status: issued

Issued On: 08/20/2014 12:19 PM

Amended On:

Closing On: 08/26/2014 05-00 PM

Bid Valid (Days): 30

Service Area: 10 View Senice Area Map & View Sewice Area Table &

Award Method: Line

Comments: none

Special Terms and Conditions: nene

Attachments: Attached Files Proprietary and Confidential

eVA Std Terms and Conditions_htm & No
L Create New Response ] h
g )

Request Items

Item 1, Yarn &
Responses

You have not submitted any responses fo this request

A3lon Cancel

The RESPONSE HEADER screen appears (Figure 20).
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NAVIGATING THE QUICK QUOTE RESPONSE

There are several ways to move through the response you are creating, as illustrated in

Figure 20.

Figure 20: Response Navigation

Vendor Name:
Contact Name:
Phone #:

Email:

Fax #

* Response Title:

Comments:

Attachments:

A Top

G2 Quick Quote

Registration Type:

Ordering Address:

Create » Response Header » Item 1 » Response Summary

O Next

Response Header - Submitted for QQ Version 1 @

Ouessant 2
Self-Registered
Racka Lamb
703-555-1212  Ext:

rackalamb@yahoo.com

11325 Random Hills Rd Fairfax, VA 22030-6051

NO ATTACHMENTS

Manage Attachments

A Return to Request | Current Request List | Guides w

Summary Cancel

Summary Cancel

@ Click a link in the navigation bar to:

o Go back to the REQUEST INFORMATION screen

o Return to the CURRENT REQUEST LIST

o View the user guides

@ Click a navigation link located below the navigation bar to go directly to that
section in the response.

@ Use the navigation buttons to move forward or backward through the response:

o Next: Moves to the following screen

o Previous (not shown): Returns to the screen from which you came

o Summary: Goes directly to the RESPONSE SUMMARY Sscreen

o Cancel: Cancels the response

I% WARNING: Clicking the links in the navigation bar ( Q ) will cause your
response to be discarded.

Page 22
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RESPONSE HEADER

The RESPONSE HEADER screen (Figure 21) contains information gathered from your
registration, as well as information you provide. The registration information includes
the following items and cannot be changed in your Quick Quote response:

e Vendor Name

o Registration Type
e Contact Name

e Phone Number

e Email

e Fax Number

e Ordering Address

Figure 21: Response Header Screen

Create » Response Header - ltem 1 » Response Summary

Next | Summary Cancel

Response Header - Submitted for QQ Version 1

Vendor Name: Quessant 2 @
Registration Type: Self-Registered

Contact Name: Racka Lamb

Phone #: 703-555-1212  Ext

Email: rackalamb@yahoo.com

Fax #
* Response Title:

Ordering Address: 11325 Random Hills Rd Fairfax, VA 220306051
Comments:

Attachments: NO ATTACHMENTS

Manage Attachments

A Top Next | Summary Cancel

I:gj IMPORTANT: If any of the read-only information in the Response Header is

incorrect, contact eVA Customer Care. See eVA Customer Care for information
about how to contact them.

Table 10 lists the information you need to provide for the Response Header.
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Table 10: Response Header Fields

Field Required? | Description

Response Title |Required Enter a title for your response; the title should accurately describe
the response.

Comments Optional Enter any comments you want displayed with the response header.

Attachments Optional List of attachments that you have added to the response.

ADDING AN ATTACHMENT

If you have attachments, such as specification sheets, that need to be included with the
response, click Manage Attachments to attach one or more files to the response header
(Figure 22). You can include attachments of any file type.

Figure 22: Adding Attachments to the Response Header
N e N N O N e T A W I OV p Wy

Next Summary Cancel

Response Header - Submitted for QQ Version 1

Vendor Name: Ouessant 2 @
Registration Type: Self-Registered
Contact Name: Racka Lamb
Phone #: 703-655-1212  Ext:
Email: rackalamb@yahoo_com
Fax #:
* Response Title: Response for Basic Yarn Supplies
Ordering Address: 11325 Randam Hills Rd Fairfax, VA 22030-6051
Comments: -
Attachments: NO ATTACHMENTS
A Top Next || Summary Cancel

Click Browse... to open the CHOOSE FILE window (Figure 23).
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Figure 23: Attachments Screen
T e e e SN U S

Attachments

Dane o

Step 1: Click Browse and select a file.

If you do not see a "Browse" button, your browser does not support attachments.

[Browse ]| <—

Step 2: Click Attach File. Attach File

Repeat steps 1 and 2 to attach more files.

Step 3: Change Proprietary and Confidential settings as necessary.

Attached Files Delete Proprietary and Confidential

Step 4: Click Done when you are finished.

Dane

A Top

Locate the file you want to attach (Figure 24). Then select the file and click Open.

Figure 24: Choose File Screen

~ §
{& Choos= File to Upload u
o
@uvl .. Computer p Local Disk (C) » My_Data » Testfiles » Commodity Specifications - | ‘f |.| Search Commodity Specifications 0 |
Organize * Mew folder =~ [ @
-
& F - F i Wl L
X Feworites Il Name Date modified Type Size II
Bl Deskiop £ | anchorhtm (274201 HTML Document 103 KB
et Do £ bulkrock-Lhtml HTML Decument 20 KB
=i Recent Places
= & | bulkrock2 htrnl HTML Document 17 KB
x i O £ 15 K]
- Libraries | g, polishing compounds html HTML Dacument 15 KB
@ Dacuments T | £ | seasillchtmil 4/27/2000 T-34 PM HTML Docurment T KB
J}? Music £ | rolingmetor.htm 110 744 PM HTML Document 65 KB
[E5] Pictures || ¥arn_attachmentpng PNG image 185 KB
E Videos
:.;l Computer =y
&, Locai Disk )
L Groups (hams.com'
g timonds (\duro.am
¥ Users (Wiamscomhdi -
File name:  seasilkhtml - | Al Files () -|
I Open H l Cancel l
LS — —_— =

The files you attach must follow the naming conventions outlined below.

e The filename must be 50 characters or less (including the file type or extension)
e The filename must not include special characters, including (but not limited to):
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o Exclamation point (1)
o “At” sign (@)
o Left and right parentheses (())
o Pound sign (#)
o Dollar sign ($)
o Single and double quotation marks (* %)
o Ampersand (&)
o Caret (©)
e The filename can contain underscores (_) or hyphens (=)

I% NOTE: The recommended maximum file size for each individual attachment
is 30 MB. Be aware, when creating attachments, that large attachments could
cause substantial delays, and also could exceed the limits that buyers might
have for downloading files through their firewalls or Internet Service Providers
(ISPs).

After the file appears in the Browse box, click Attach File to add the file to the request
(Figure 25).

Figure 25: Attaching the Selected File
NPT g N0 VEURNTIPRPSR U fﬂwﬂvﬂx e g TN W

Attachments

Dane @

Step 1: Click Browse and select a file.

If you do not see a "Browse” button, your browser does not support attachments.

C:\My_Data\Test files\Commodity Specificat

Step 2: Click Attach File. | Attach File _

Repeat steps 1 and 2 to attach more files.
Step 3: Change Proprietary and Confidential settings as necessary.
Attached Files Delete Proprietary and Confidential

Step 4: Click Done when you are finished.

Done

A Top

The file is added to the Attached Files table under Step 3 with two options:

e Delete button
e Proprietary and Confidential check box

If you attach the wrong file, or if you decide not to include a file you have already
attached, click the corresponding Delete button to remove the file (Figure 26).
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QUICK QUOTE VENDOR USER GUIDE

RESPONDING TO A REQUEST

Figure 26: Marking the Attachments Proprietary and Confidential

Attachments

Step 1: Click Browse and select a file.

Step 2: Click Attach File. ' Attach File

Repeat steps 1 and 2 to attach more files.

If you do not see a "Browse” button, your browser does not support attachments.

Step 3: Change Proprietary and Confidential settings as necessary.

Done

“~

Attached Files Delete | Proprietary and Confidential
seasilk.html Delete il
Yarn_attachment.png Delete ]

Step 4: Click Done when you are finished.

Done

%BUYERS and authorized users in the buyer’s agency can view all attachments,

including those marked Proprietary and Confidential.

Click the Done button to return to the RESPONSE HEADER screen.
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Figure 27: Completed Response Header
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Vendor Name:
Registration Type:
Contact Name:

Phone #

Vendor Name:
Registration Type:
Contact Name:
Phone #
Email:
Fax #:

* Response Title:
Ordering Address:

Comments:

Artachments:

(A

A Top

Create » Response Header » ltem 1 b ltem 2 » Response Summary

(B

Response Header - Submitted for QQ Version 1

Quessant 2
Self-Registerad
Racka Lamb
703-555-1212  Ext:

Response Header - Submitted for QQ Version 1

Ouessant 2
Self-Registered
Racka Lamb
703-555-1212  Ext:

rackalamb@yahoo.com

Response for Basic Knitting Supplies
11325 Random Hills Rd Fairfax, VA 22030-6051

Attached Files

T
seasilkchtm| &

Yarn_attachment. png &

Manage Attachments

@ Summary Cancel

o

Proprietary and Confidential

Mo

No

@ | Next | Summary Cancel

The Attachments table contains the files you attached. Click the file name in the Attached
Files column to view the file (Figure 27 @).

Click the Next button or Item 1 in the navigation links below the navigation bar to go to
the RESPONSE ITEM screen for first item line (Figure 27 @).
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RESPONSE ITEM

Use the RESPONSE ITEM screen to provide pricing, delivery, and other information for the
item being requested (Figure 28). You can also use this screen to indicate that you are
not bidding on this item.

Figure 28: Response Item Screen

(eVA ouick Quote Retumn to Request | Current RequestList | Guides w

Create » Response Header » ltem 1 » ltem 2 » Response Summary

Previous Next | Summary Cancel

Response Item 1 - Submitted for QQ Version 2

View Request Item 1 Details & 0
Do you wish respond to ltem 1? Yes E

Item 1D: 1

= Vendor Part Num: Delivery is F.0.B. destination unless otherwise designated.

= Unit Price: Price will be rounded to 10 digits after the decimal.
+ Quantity: 10
= Unit of Measure: sw Look up Units of Measure &
UOM Description: skein
* NIGP Code: 59088
NIGP Code Description:  Yarn, Knitting
Comments: -
= Delivery Date: 09/15/2014 |}
Ship To: VITA - Eastern Office

4053 Legato Rd., Fairfax, VA, 22033
= Brand Name:

+ Short Name: Yamn
* Description: Yam B
« Lead Time: 0 Calendar Days After Receipt of Order (ARO)

Met Specs? ® Yes © No

Attachments: NO ATTACHMENTS

Manage Attachments

A Top Previous Next | Summary Cancel

For each Response Item, the default value for the Do you wish to respond to ltem #? field is
Yes. If you do not want to bid on this item, select No Bid from the drop-down list.

Table 11 lists the remaining fields and their description.

Table 11: Response Item Screen Fields

Field Required | Description

Item ID Required |A system-assigned identification number for this item.

Vendor Part Required |Initially shows an asterisk (*). If the item has a part number, delete the asterisk

Num and enter the number. Otherwise, do not delete the asterisk. Cannot exceed 20
characters.

Unit Price Required [Enter the price per unit.
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Field Required | Description

Quantity Required [Contains the quantity specified by the buyer for the unit of measure selected.
You might need to change the quantity, especially if you have changed the unit of
measure. Must be numeric.

Unit of Measure [ Required [Contains the unit of measure selected by the buyer. You can change it. To
review the list of valid units and their descriptions, click the Look up Units of
Measure link.

UOM Required |The description of the Unit of Measure field. The system generates the description

Description based on the value in the Unit of Measure field.

NIGP Code Required | The commodity code the buyer has entered for the item line; you cannot change
this value.

NIGP Code Required [The commodity description for the NIGP code the buyer entered; you cannot

Description change this value.

Comments Optional |Enter comments to provide the buyer with additional item information. Cannot
exceed 255 characters.

Delivery Date Required |Initially populates with the Need By Date entered by the buyer. You can change
the information in this field by clicking the calendar icon ( D ) and selecting the
date the item can be delivered to the buyer.

Ship To Required |[The address to which the item will be shipped; you cannot change this value.

Brand Name Required |Initially shows an asterisk (*). To specify a brand name, delete the asterisk and
enter the brand name information. Otherwise, do not delete the asterisk. Cannot
exceed 50 characters.

Short Name Required |The buyer has entered a name or brief description for the item. You can change
the information in this field. Cannot exceed 50 characters.

Description Required |The buyer has entered a long description. You can add to or change the
information in this field to describe your product or service. Cannot exceed 255
characters.

Lead Time Required |The number of days after you receive an award before you can deliver the
product or service; initial value is 0. Must be numeric.

Met Specs? Required |Initial value is Yes. If your product or service does not meet specification
requirements, select No.

Attachments Optional | Click Manage Attachments to open the ATTACHMENTS screen if you want to select

files to attach to the line item. See Adding an Attachment for instructions.

Review the data you have entered, then:

e Click Next to respond to the next item. If there are no other items, the RESPONSE
SUMMARY screen will be displayed.

e Click the Summary button or the Response Summary link to go directly to the
RESPONSE SUMMARY screen. If you skip any items or do not bid on them, they
will not be included on the RESPONSE SUMMARY screen and the buyer will see
them as No Bid responses.
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RESPONSE SUMMARY

At the RESPONSE SUMMARY screen, review the information you entered for the RESPONSE
HEADER and the RESPONSE ITEMS sections.

Figure 29: Response Summary Screen

(e‘/A Ouick Quote Return to Request | Current Request List | Guides
Create » Response Header » ltem 1 » lflem 2 » Response Summary
q Print | Previous Submit Cancel |

Response Summary - Submitted for QQ Version 2
Response Header o
Vendor Name: Quessant 2
Registration Type: Self-Registered
Contact Name: Racka Lamb
Phone #: 7035551212 Ext
Email: rackalamb@yahoo.com
Fax #:
Request D: EVA001_QQ014989-V2
Response Title: Response for Basic Yarn Supplies
Ordering Address: 11325 Random Hills Rd Fairfax, VA 22030-6051
Comments: -
Attachments:

Attached Files Proprietary and Confidential

seasilk html| & No

Yarn_attachment.png & No
Response Iltems
Item 1
Item ID: 1
Vendor Part Num: "
Unit Price: $6.70
Quantity: 10
Unit of Measure: sw
UOM Description: skein
NIGP Code: 59088
NIGP Code Description: Yarn, Knitting
Total Price: $67.00
Comments: A
Delivery Date: 09/15/2014
Ship To: VITA - Eastemn Office

4053 Legato Rd., Fairfax, VA, 22033
Brand Name: "
Short Name: Yam
Item Description: Yam A
Lead Time: 0 Calendar Days After Receipt of Order (ARQ)
Met Specs? Yes
Attachments: NO ATTACHMENTS
A Top Print Previous Submit || Cancel
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From the RESPONSE SUMMARY screen (Figure 29), you can:

e Click Previous to return to the previous screens if you need to change any of your
response information.

e Click Cancel to quit the response without saving and return to the REQUEST
INFORMATION page; you must respond to the confirmation message (Figure 30).

e Click Print to send a copy of the RESPONSE SUMMARY screen to the printer.

e Click Submit to send the response to the buyer. A RESPONSE COMPLETED
confirmation screen appears with the Response ID and a Return to Current
Requests List link so you can view other Quick Quote requests. If you want to
return to the request, click the Return to Request link in the navigation bar (Figure

31).
Figure 30: Response Cancellation Confirmation Screen
0K Cancel
Response Cancellation
This action cannot be undone and the response will not be saved.
A Top OK | Cancel
Figure 31: Response Completed Screen
(eVA Quick Quote Return to Request | Cument Request List | Guides »

Response Completed

A new response with Response ID (EVA001_QQ014989-V2_RESP_1) was successfully created. Email notification was sent to
rackalamb@yahoo.com.

4a Retum to Current Requests List

UPDATE OR DELETE A RESPONSE

You can update or delete an electronic response if the Closing On date and time have not
passed.

I%j NOTE: All users at the same company location can edit previously
submitted responses, even if they did not create them.

Update a Response

From the CURRENT REQUEST LIST, click the link in the Request ID column that contains the
response you want to update (Figure 32).
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Figure 32: Choosing a Response to Edit

Current Request List

Number of Requests to show per page: 10

. Reverse
Request ID et

™

Request Title ]

EVA001_QQ014992 Reverse Auction for

Yes Basic Knitting Supplies
Basic Knitting Supplies
Yarn Order
Early Winter 2015
Knitting & Crochet
Supplies

Take 4: Early Winter
2014 Knitting & Crochet

E\.lfAUD1_(:)@[]14959—\4’5b
EVA001_QQ014811
EVA001_QQ014810-V2

EVA001_QQ014768

Search

Issued On

08/20/2014 12:31 PM

08/20/2014 12:19 PM
08/20/2014 12:22 PM

08/04/2014 05:00 PM

08/20/2014 02:17 PM

Amended On =

08/22/2014 04:28 PM

08/04/2014 05:21 PM

™

ClosingOn =

08/29/2014 05:00 PM

08/29/2014 05:00 PM
09/02/2014 08:00 PM

01/09/2015 04:20 PM

09/30/2014 04:20 PM

Bid Valid

Status

issued

issued

issued

issued

canceled

o

Responses
Submitted

0

1
0

Supplies

From the REQUEST INFORMATION screen, there are two ways to update the response:

e Click the Response ID link in the RESPONSES section at the bottom of the screen
to view the response, and then click the Update Response button on the RESPONSE
SUMMARY screen.

e Click the Update Response button to go directly to the RESPONSE HEADER Sscreen.

Figure 33: Ways to Update the Response
AN Y N i R W N VI VN e WL WP NN

Request ltems

ltem 1, Yam &
ltem 2, Knitting needles &

Responses

Current Responses

Active |EVA001_QQ014989-v2 RESP_1 Update Response Delete

Amendment History

Version Date
2 08/22/2014 04:28 PM

Description
P Header
»ltem 2

aylop Cancel

An Update Response confirmation message appears (Figure 34).
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Figure 34: Update Response Confirmation Message

Update Response - Confirmation %

Clicking OK will create a new draft response. NOTE: You will have to resubmit your
response even if you do not make any changes.

If you are sure you want to continue, click OK. This action opens the RESPONSE HEADER
screen, which contains the information from your previous response.

Using the steps explained in the section Responding to a Request, make the necessary
changes to your response.

If you decide that you do not need to make any changes, click the Cancel button and
then the OK button on the confirmation screen. The new response is discarded and your
existing response remains active (Figure 35).

Figure 35: Canceling while Updating a Response
N N e VNN W EE Ny e S o, NI L WY o S NP AN PP

Edit » Respzﬁm 1 » ltem 2 » Response Summary

Next | Summary
Response Header - Submitted for QQ Version 2

Vendor Name: Ouessant 2 @
Registration Type: Self-Registered

Contact Name: Racka Lamb

Phone #: 703 R85

I%REMINDER: If your response has a status of Inactive, you must update and

resubmit the response or create a new response in order for your bid to be
considered.

When you are finished updating your response, go to the RESPONSE SUMMARY screen.
Click the Submit button to submit the edited response. This action sends the updated
response to the buyer and updates the status of prior version of the response to
Historical. The response confirmation screen shows the updated version of your
response.
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Figure 36: Parts of the Response ID

Response Completed [ quick Quote
Request ID

Information for the response with Response ID EVA001_QQ014989-V2_RESP_1-V2 was successfully updated. Email notification was sent to
rackalambi@yahoo.com.

Quick Quote Response ID,

4a Return to Current Requests List version 2

In this example, the response ID changed from EVA001_QQ014989-V2_RESP 1 to
EVA001_QQ014989-V2_RESP_1-V2, indicating that an updated response was submitted
(Figure 36).

The buyer sees only the active response versions and cannot see earlier historical
versions. The active responses from your company are listed in the CURRENT RESPONSES
section (Figure 37).

Figure 37: Current and Historical Responses

Responses

Current Responses

Active EVADD1_QQO014775 RESP_1-v2 Update Response Delete
Active EVADD1_QQ014775_RESP_2 Update Response Delete

Historical Responses

EVADD1_QQ014775_RESP_1

The HISTORICAL RESPONSES section lists all responses that your company has previously
submitted. You can view historical responses but you cannot change them.

Deleting a Response

If you want to remove a response from being considered by the buyer, you can delete it.
From the CURRENT REQUEST LIST (Figure 32), select the link in the Request ID column for
the request that contains the response you want to delete.

In the CURRENT RESPONSES section, click the Delete button next to the response you want
to delete (Figure 38).



Figure 38: Deleting a Response

Responses
Current Responses

Acive EVADO1_QQD14775_RESP_1V2 | Update Response Delete
Active EVADO1_QQ014775_RESP_2 Update Response h

Historical Responses

EVADD1_QQO014775 _RESP_1

The confirmation screen appears (Figure 39).

Figure 39: Response Delete Confirmation Screen

Submit
Response Delete
You have chosen to delete the following response. Change will take effect immediately if you choose to continue
Response Selected Response Title
EVADD1_QQO014775_RESP_2 2nd Response for Knitting Supplies
DD Submit

Cancel

Cancel

Click Submit to delete the response and return to the CURRENT REQUEST LIsT. Note that
the deleted response is no longer visible in the CURRENT RESPONSES section, nor has it

been added to the HrsTORICAL RESPONSES section (Figure 40). Click Cancel on the

confirmation screen to return to the REQUEST INFORMATION screen without deleting the

response.

Figure 40: Current Responses after Deletion

Responses

Current Responses

Active EVADD1_QQ014775_RESP_1V2  |Update Response Delete

Historical Responses

EVADD1_QQ014775_RESP_1

RESPONDING BY MAIL

You can create a paper response and mail it to the buyer, who will enter a response in

Quick Quote on your behalf.
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From the Vendor Self Service BUSINESS OPPORTUNITIES screen, click the Details button for
the request for which you want to create a paper response (Figure 41).

Figure 41: Quick Quote Business Opportunities Screen

Business Opportunities

Show Me ... open Opportunities Closing Hext 7 Days I (last 3 days) Recent A Recent Intents Recent Awards

Keyword Search | Advanced Search
Solictations ||EeIT el

Pre: Last
Regquesis Agency/BuyeriCatt Dates Status
irgini ! - Issued On @ 10/01/2014 12:12 PM issued
ElREVEI’SE Auction for Basic A136VITA Virginia Information Technology Agency - E2E
Knitting Supplies (Winter Alison Paca 5 )
Closing On: 10/03/2014 05:00 Pl Time Left:
Eguipment - Non-Technology 1 Day
RA : EVADD1_QQ015043
- Issued On: 09/29/2014 06:07 PM issued
ElChristmas Knitting Supplies AN3BVITA Virginia Information Technology Agency - E2E
Alison Paca . .
Sunplie - HonTechnal Closing On: 10/15/2014 05.00 AN '1"'3";3 Left:
QG : EVADD1_QGQO15041 upplies - Non-Technology ays
- . i - lesued On:  08/04/2014 05:00 PM issued
El Early Winter 2015 Knitting & A136VITA Virginia Information Technology Agency - E2E . o ons Damate sk 20
och lies Alison Paca wmen ed On: _M%

Click the Respond by Mail button in the RESPONSE OPTIONS section (Figure 42).

Figure 42: Response Options

Back to your search criteria Mew Search (&, Print Friendly Email
Quick Quote: EVA001_QQ015041 Christmas Knitting Supplies
Issued ON: 08/29/2014 06:07 PH Current Status: issued Views: Current Version( 3) All Versions(3) Details

@ Add this item to Watch List

Closing Date: 10/15/2014 05:00 AM Issue By: Virginia Information Technology Agency - E2E
Time Left: 13 Days Type: QQ
Bid Valid (Days): 30 Category: Supplies - Non-Technology Response Options |

Service Area:  Statewide [ Respond Oniine I Respond By Mail ]Ih
Buyer Alison Paca(teri simonds@cal.com} Additional Dates  Bid Tab Published Date:
information  pponc:sss-sss-5555 Award Date:
|[Comments none Special Terms and  none

Conditions

Print Quick Quote and Attachments

Attachments Lots/Lines Bid T i C A History

File Name Attachment Size
Header
Attachments: ~ €\VA Std Terms and Conditions.htm 2.78 KB
From 1to 1 Total: 1 |First| | Pre ext
T TS LotiLine File Name Attachment Size

From 0 to 0 Total: 0 | First] | Pre e

The printable response form is displayed (Figure 43).
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Figure 43: Quick Quote Paper Response Screen

Quick Quote Paper Response

Menu

Paper Response Instructions

1. Print this response farm = & Print
2. Complete the printed response form by entering the required information and signing the form where indicated. * denotes required information
3. Add your attachments to your response package
4. Submit your response
-See the Terms and Conditions Section or contactthe Buyer for and address

Responses must be received prior to the Solicitation closing date and time listed for the Solicitation Quick Quote Request

Caution: The Commonwealth reserves the right to reject responses that are not complete and accurate

Quick Quote Details View

Quick Quote Paper Response EVA001_QQ015041

Quick Quote: EVADDT_QQ015041 Current Status: issued

Type: QQ Issued On: 8/28/2014 6:07 PM
Title: Christmas Knitting Supplies

Category: Supplies - Non-Technology Closing On: 10/15/2014 5:00 AM
Service Area: Statewide Bid Valid (Days): 30

Award Method: Line
Special Terms & Conditions: none
Comments:
Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Alison Paca
Buyer Phone: 555-555-5555
Grand Total: §.

Attachments

AttachmentMame: Attachment Type(Select One): [[] Standard [0 Proprietary
Name: Attachment Type(Select One): [C] Standard [0] Proprietary
Name: Attachment Type(Select One): £ Stanaard (£ Proprietary

Commaodity Response Information

Lot Number: 0

Lot 0, Line 1
NIGP Code: 59088 Yarn, Knitting Quantity: 10
Description: Yarn Unit of Measure: skein
*Quantity:
*Unit of Measul
*Wendor Part Number: *Unit Price:
*Brand: *Line Total: §
Met Specs? *Delivery Date:
1 Yes *Lead Time: Calendar Days After Receipt of Order (ARO)
[ Mo
Ship To. Response Type;
VITA - Eastern Office F Bid
4053 Legato Rd
Fairfax VA 22033 B nosia
us
Comments: Special Terms & Conditions: nong
Lot 0, Line 2
NIGP Code: 59009 Crochet Hooks, Embroidery Hoops, Embroidery Needles, Kniing Needles, etc Quantity: 5
Description: Knitting needles Unit of Measure: each
*Quantity:
*Unit of Measure:
*Vendor Part Number *Unit Price:
*Brand *Line Total: $
et Specs? *Delivery Date
[ ves *Lead Time: Calendar Days After Receipt of Order (ARD)
=
Ship To Response Type
VITA- Eastern Office I Bid
4053 Legato Rd .
Fairfax VA 22033 E NoBia
us
Comments: Special Terms & Conditions: none

Acknowledge & Sign Statement

In compliance with this invitation for bid and to all the conditions imposed therein, the undersigned offers and agrees to furnish the goods/senvices at the bid price(s) indicated. | certify that | am authorized to sign
this bid

* Name of Firm * Date:

* Street * Authorized Signature:
Street * Printed Name & Title:

* Gty * DUNS

* State/Province: *Vendor ID

*2ZIP Code * Phone (i) 00k 100k

*Email Address Fax (o0x) oee-i006c

Page 38
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You must print the form and complete it by hand. Required information is denoted by
an asterisk (*) and must be provided. After you have completed the form and attached
any additional information, send the paper response to the buyer.

When you are a registered vendor and after the buyer enters your response into Quick

Quote, you will receive an email notification that a response has been entered on your
behalf (Figure 72).
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6. USING THE PAST REQUEST LIST

After the Closing On date of a request has passed, the request moves to the PAST
REQUEST LIST and you can no longer submit a response (Figure 44). Requests are first

seen on the PAST REQUEST LIST with a status of closed. When a buyer takes an action
on the request, its status will change accordingly.

Figure 44: Past Request List

Request ID £
EVAQ01_QQ014944

EVAD01_QQ014875
EVAQ01_QQ014874

EVAQ01_QQ014855

EVA001_QQ014853
EVA001_QQ014812-V2

EVAQ01_QQ014676-V2
EVAD01_QQ014671
EVAQ01_QQ014664

EVAD01_QQ014636

. Reverse
Auction

Past Request List

Number of Requests to show per page: 10

Late Summer 2014
Knitting Supplies
Reverse Auction: Yarn
Order

Knitting Supplies for
Occupational Therapy
SK-Copy Take 2:
Knitting Supplies for
Autumn Knitting
Classes

Qccupational Therapy
Supplies
Occupational Therapy
Supplies

SK - Bookmobile Test

Yes RA-Weaving Supplies

Autumn Weaving
Supplies

Take 2: Knitting
Supplies for Autumn
Knitting Classes

-

Request Title =

Search

Issued On

08/04/2014 02:36 PM

07/15/2014 06:09 PM

07/15/2014 1213 PM

07/11/2014 01:23 PM

07/10/2014 04:24 PM

07/15/2014 04:54 PM

04/28/2014 06:06 PM
04/22/2014 05:39 PM

04/21/2014 02:52 PM

06/25/2014 05:33 PM

Amended On

07/15/2014 05:08 PM

05/13/2014 04:29 PM

-

Closing On %
08/04/2014 03:45 PM
07/29/2014 08:00 PM

07/15/2014 01:30 PM

07/25/2014 03:00 PM

07/10/2014 05:30 PM

07/15/2014 06:30 PM

06/19/2014 05:00 PM
04/23/2014 05:30 PM

04/21/2014 04:00 PM

06/26/2014 12:00 PM

Bid Valid

30

30

30

60

30

30

120
30

30

30

Status
closed
closed

awarded

closed

contact buyer

canceled

bids opened

contact buyer

contact buyer

no award

o

Responses
Submitted

0
0

1

Table 12 lists each PAST REQUEST LIST column heading and its definition.

Table 12: Past Request List Column Heading Definitions

Column Definition
Heading
Request ID Includes a link to the request details and your responses.

Reverse Auction

Yes indicates the request is a Reverse Auction.

Request Title

The buyer-provided description of the Quick Quote request.

Issued On The date and time (EDT/EST) the buyer issued the request.

Amended On The date and time (EDT/EST) the buyer issued the request amendment.

Closing On The date and time (EDT/EST) by which responses are due; after this date and time
passes, the request moves to the Past Request List and you cannot respond to the
request.

Bid Valid The number of days that your prices must be valid; this value is set by the buyer.
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Column Definition

Heading

Status The current status of the request; includes a link to the BiD TABULATION SUMMARY
screen (all statuses except canceled).

Responses Shows the number of active responses to the request submitted by your company;

Submitted initially 0.

Table 13 lists the statuses for past requests.

Table 13: Past Request Statuses
Status Definition
closed The buyer has not taken any evaluation action on the request.
bids The buyer has not taken any action on the request and has published the Bid Tabulation
opened Summary for vendors to view.
OR
The buyer has evaluated at least one line on the request. The Bid Tabulation Summary may or
may not be published for vendors to view.
awarded The buyer has awarded at least one line item.
no award |[The buyer has set all lines to no award or has set all previously awarded lines to no award; no
lines have been awarded.
contact The buyer has not made an award decision or has not yet finalized the award for the request;
buyer contact the buyer for more information about the status of the request.
canceled The buyer has canceled the request.

BID TABULATION SUMMARY SCREEN

The BID TABULATION SUMMARY screen is available after the Closing On date of the request
has passed. To access this screen, go to the PAST REQUEST LIST and click the link in the
Status column (Figure 45).
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QUICK QUOTE VENDOR USER GUIDE
USING THE PAST REQUEST LIST

Figure 45: Accessing the Bid Tabulation Summary Screen

Past Request List

Number of Reguests to show per page: 10 Search o
. Reverse . - s . - . . Responses
Request ID e Request Title = Issued On Amended On = ClosingOn = Bid Valid Status Submitted
EVAQN01_QQ015043 Reverse Auction for
Yes  Basic Knitting Supplies 10/01/2014 12:12 PM 10/03/2014 05:00 PM 30 closed 1
(Winter) \
EVAD01_QQ015029 Reverse Auction for
Yes  Basic Knitting Supplies 09/10/2014 03:55 PM 09/15/2014 05:00 PM 30 closed ]
(Winter)
EVA001_QQ015014 Requested: Early Fall
2014 Knitting & Crochet ~ 08/29/2014 02:52 PM 08/29/2014 03:55 PM 30 contact buyer 0
Supplies
EXAU0ERAUTEYS2 e e islauchon ool 08/20/2014 12:31 PM 08/29/2014 05:00 PM 30 contact buyer 1
Basic Knitting Supplies
EVAO01_QQ014959-v2 Basic Knitting Supplies 08/20/2014 12:19 PM 08/22/2014 04:25 PM  08/29/2014 05:00 PM 30 awarded 1
EVAGCIROGTS G2 L Smmmsrall 08/04/2014 02:36 PM 08/04/2014 0345 PM 30  contact buyer 0
Knitting Supplies
EVAON_QQ014875 Yes Ef;s;se Auetion YaM 711515014 06:09 PM 07/29/2014 08:00 PM 30  contactbuyer 0
BT EETERTE gl Suppiesliod 07/15/2014 12:13 PM 07/15/2014 0130 PM 30 awarded 1
Occupational Therapy
EVAQN01_QQ014855 SK-Copy Take 2:
HPMWW‘WMN’

Figure 46 shows the published BiD TABULATION SUMMARY screen with responses.

Figure 46: Bid Tabulation Screen, Showing Responses

[GY2Y) OQuick Quote

Current Request List |

Past Request List

Guides v

Close

Bid Tabulation Summary

Request ID:

Set Aside:
Category:

Buyer Email:

Request Title:

Bid Valid Days:

Buyer Phone #:

EVA001_QQ014761
Take 3: Early Fall 2014 Knitting & Crochet

Supplies
n/a

Supplies - Non-Technology

30

565-655-6655

teri_simonds@cgi.com

Status:
Issued On:

Closing On:
Amended On:
Buyer Agency:

Buyer Name:

bids opened
08/29/2014 12:44 PM

08/29/2014 02:30 PM

Alison Paca

A136VITA - Virginia Information Technology Agency
E

Vendor
Sheeps-r-Us
Ouessant 2

Vendor
Sheeps-r-Us
Ouessant 2

View Comment

SWAM

Downlead Responses ¥,

ay
10
10

UOM = ea, Desc = Knitting Needles, circular, US8
SWAM

10
10

uom
sw

sw

uom
ea

ea

Downlead Responses ¥,

Unit Price
$4.50
$7.690754

Unit Price
$2.00
$8 4590876

ITEM1 Qty UOM = sw, Desc = Worsted weight wool yam

Total Price

$45.00
$78 90754

Total Price

$20.00

584 590876
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USING THE PAST REQUEST LIST

This screen displays the most recent request status and information for each of the
request lines. Responses are grouped by Item ID and are sorted by Unit Price. Click the
Download Responses link to save the Bid Tabulation Summary page to a Microsoft Excel file.

The message *No Responses Received* is displayed if the buyer published the Bid
Tabulation Summary and there are no responses from vendors (Figure 47).

Figure 47: Bid Tabulation Screen, Showing No Responses Received

(evA Quick Quote Current Request List | Past RequestList | Guides v

Close

Bid Tabulation Summary

Request ID: EVAD01_QQ015014 Status: bids opened

Request Title: Fslequesled: Early Fall 2014 Knitting & Crochet Issued On: 08/29/2014 02-52 PM

upplies

Set Aside: n/a Closing On: 08/29/2014 03:55 PM

Category: Supplies - Nan-Technalogy Amended On:

Bid Valid Days: 20 Buyer Agency: A136VITA - Virginia Information Technology

Agency - E2E
Buyer Phone # 555-555-6555 Buyer Name: Alison Paca
Buyer Email: teri simonds@cgi com
* No Responses Received *

A Top Close

The message *No information is published by the buyer* is displayed if the buyer
has not published the Bid Tabulation Summary (Figure 48).

Figure 48: Bid Tabulation Summary Screen for a Bid Tab That Has Not Been Published

Ou'ck Quote Current Request List | Past RequestList | Guides
Close
Bid Tabulation Summary
Request ID: EVA001_QQ014874 Status: awarded
Request Title: Knitting Supplies for Occupational Therapy Issued On: 07/15/2014 12:13 PM
Set Aside: n/a Closing On: 07/15/2014 01:30 PM
Category: Supplies - Mon-Technology Amended On:
Bid Valid Days: 30 Buyer Agency: /AM36VITA - Virginia Information Technology Agency - E2E
Buyer Phone # 555-555-5555 Buyer Name: Alison Paca
Buyer Email: teri.simonds@cgi.com
* No information is published by the buyer *
A Top Close
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USING THE PAST REQUEST LIST

VIEW COMMENT

If a buyer publishes a comment for vendors to see, the View Comment button is available
on the BID TABULATION SUMMARY screen. Click the View Comment button to access the
VIEwW COMMENTS screen (Figure 49).

Figure 49: Viewing a Comment

Close

Bid Tabulation Summary

Request ID: EVA001_QQ014761 Status: bids opened
Request Title: Take 3: Early Fall 2014 Knitting & Crochet Issued On: 08/29/2014 1244 PM
Supplies
Set Aside: n'a Closing On: 08/29/2014 02:30 PM
Category: Supplies - Non-Technology Amended On:
Bid Valid Days: 30 Buyer Agency: A136VITA - Virginia Information Technology Agency
Buyer Phone #: 555-b55-6055 Buyer Name: Alison Paca
Buyer Email: ter.simonds@cgi.com

View Comment h
Download Responses Q’
ITEM 1 Qty =10, UOM = sw, Desc = Worsted weight wool yam

Vendor SWAM Qty Uom Unit Price Total Price

“yme, | Sheeps-r-Us el » 1H. r r r-\ g ﬁigglé $45.00 M‘

l:b The View Comment button will not be displayed if the buyer has not
published any comments for the request.

Comments are displayed in ascending order by date and time (Figure 50). After a
comment has been published, the buyer has the option to withdraw the comment. If
the comment is withdrawn, it will not be displayed on the VIEW COMMENTS screen. Click
the Close button to return to the BID TABULATION SUMMARY Screen.

Figure 50: Example of Evaluation and Award Comments

Close

View Comments

Comments

Date Created:  09/02/2014 05:47 PM ET

Date Published: 09/02/2014 05:47 pm ET

Comment Type: Evaluation QQ will be awarded in the next couple of days.
Date Created:  09/02/2014 05:54 PM ET

Date Published: 09/02/2014 05:55 pm ET

Comment Type: Award Awarded to two different vendors

A Top Close
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7. REVERSE AUCTIONS

A reverse auction is a type of auction in which the roles of buyer and seller are reversed.
In an ordinary (or forward) auction, buyers compete to obtain goods or services by
offering increasingly higher prices to the seller. In a reverse auction, sellers compete to
obtain business from the buyer by decreasing their prices.

Reverse auctions in Quick Quote are indicated by a Yes in the Reverse Auction column in
the CURRENT REQUEST LiIST (Figure 51).

Figure 51: Reverse Auction in the Current Request List

Current Request List

Number of Requests to show per page: 10 Search @
. |Reverse = - - - . e " N Responses
Request ID * | Auction Request Title = Issued On £ Amended On ¥ Closing On  + Bid Valid Status Submitted
EVA001_QQ015043 Reverse Auction for
Yes |Basic Knitting Supplies 10/01/2014 12:12 PM 10/03/2014 05:00 PM 30 issued 0
(Winter)
S AR o 09/29/2014 06:07 P 10/16/2014 0500 AM 30 issued 0
upplies
EVA001_QQ014810-V3 Early Winter 2015
Knitting & Crochet 08/04/2014 05:00 PM 09/29/2014 05:29 PM  01/09/2015 04:20 PM 30 issued 1
Supplies

You can bid on and monitor the progress of reverse auctions. View the reverse auction
by clicking the link in the Request ID column; the REQUEST INFORMATION screen opens
(Figure 52).
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REVERSE AUCTIONS

Figure 52: Reverse Auction Request Information Screen

(eVA Yol qeile:=

Join Auction | Current Request List

Past Request List | Guides w

Cancel

EVA001_QQ015043 - Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Header

Buyer Agency: A136VITA - Virginia Information Technology Agency - E2E
Buyer Name: Alison Paca
Buyer Phone #: 555-655-5555
Buyer Email: teri.simonds@cgi.com
Request ID: EVAD01_QQ015043
Request Title: Reverse Auction for Basic Knitting Supplies (Winter)
Set Aside: nla
Category: Equipment - Non-Technology
Status: issued
Issued On: 10/01/2014 12:12 PM
Amended On:
Closing On: 10/03/2014 05:00 PM
Bid Valid (Days): 30
Service Area: 10 View Senvice Area Map B View Senice Area Table &
Award Method: Grand Total
Comments: none
Special Terms and Conditions: none
Attachments: Attached Files
eVA 5td Terms and Conditions_htm &

Proprietary and Confidential
No

e
Join Auction |

Request ltems

ltem 1. Yarn &

ltem 2. Knitting Needles & @
liem 3, Crochet Hooks &

Responses

You have not submitfed any responses to this request.

A Top

Cancel

Click an item link in the REQUEST ITEMS section (@) to see the details for that item in a

new browser window (Figure 53).

Page 48
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Figure 53: Reverse Auction Item Screen

Request Item - 1 - Reverse Auction

Next Close

Request ID: EVAD01_QQ015043 @
Item 1D: 1
Item Description: Yamn
Vendor Part Num: none
Brand Name: none
Quantity: 500
Unit of Measure: W
UOM Description: shein
NIGP Code: 59088
NIGP Code Description: Yarn, Knitting
Need By Date: 10/14/2014
Ship To: VITA - Eastern Office
4053 Legato Rd., Fairfax, VA, 22033
Comments: none

Special Terms and Conditions: none
Attachments: NO ATTACHMENTS

A Top Next Close

Use the Next and Previous buttons to move between item lines; click Close to close the
window and return to the REQUEST INFORMATION Sscreen.

To participate in or monitor the auction, click the Join Auction link in the navigation bar
or the Join Auction button (Figure 52 9).

There are three sections on the REVERSE AUCTION MONITORING screen (Figure 54).

Figure 54: Reverse Auction Monitoring Screen

Close
Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction
u Request Information
Request ID: EVA001_QQ015043 Response Due Date: 10/03/2014 05:00 PM Time Left: 2 Days
@Eid Menitering
My Current Bid My Draft Bid Current Low Bid —
$3,614.50 Refresh | Create Bid
eYour Current Response Details
You have not yet submitted a bid for this request.
A Top Close

@ REQUEST INFORMATION: This section provides basic information about the Reverse
Auction request and allows you to monitor the time remaining in the auction.
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@ BID MONITORING: This section lists your bid information, as well as the current
low bid. Use the Refresh button to update Current Low Bid and Time Left. Click Create
Bid to create a new bid. You do not have to create a bid to monitor an auction.

0 YOUR CURRENT RESPONSE DETAILS: This section displays your auction bid details.

CREATING A REVERSE AUCTION BID

To create a bid for a reverse auction, click Create Bid (Figure 55).

Figure 55: Creating a Reverse Auction Bid

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information
Request ID: EVAQ01_QQ015043 Response Due Date:  10/03/2014 05:00 PM Time Left: 2 Days

Bid Menitoring

My Current Bid My Draft Bid Current Low Bid -
$3,614.50 Refresh ‘

Your Current Response Details

You have not yet submitted a bid for this request.

A table appears in the YOUR CURRENT RESPONSE DETAILS section where you can enter
unit prices for each of the item lines (Figure 56).
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Figure 56: Entering a Reverse Auction Response

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information

Request ID: EVA001_QQ015043 Response Due Date:  10/03/2014 05:00 PM Time Left: 2 Days
Bid Monitoring @
My Current Bid My Draft Bid Current Low Bid

$0.00 $3,372.22 $3,614.50 Refresh SubmitBid Cancel Bid

Your Current Response Details o e

*Response Title: Ouessant 2 RA Response
* Unit Price is required for each item line.

- * My Draft Bid Details Current Low Bid
Brand Delivery
Line Description Quantity Name Vendor Part Num Date Ship To Unit Price Total |Unit Price| Total
Yarn WITA - Eastern Office
1 500 * * 10/14/2014 4052 Legato Rd., Fairfax, $5.30 | 52,650.00 $5.678 | $2,639.00

View Reguest tem 1 Details & VA 22033

Knitting Needles VITA - Eastern Office
z 7y = = 101472014 4053 Legato R, Fairfax, @ $5.00 | $500.00 $4.50| $450.00

View Reguest tem 2 Details B VA 22033

VITA - Eastern Office
Crochet Hooks
3 100 . 101412014 4053 Legato Ad, Feirfex, $2.22222 | $22222| 83255 §325.50

View Reguest tem 3 Details i Ve 22008

Grand Total $3,312.22 $3,614.50

e # Submit Bid| | Cancel Bid

Attachments:

Add Attachments 0

You must:

@ Enter a response title.

@ Enter the unit price for each item.

G Use the Add Attachments button to add attachments, as needed.

@ Review the Grand Total under My Draft Bid in the Bip MONITORING section; a value
in My Draft Bid indicates that you have not yet submitted your bid.

@ Click the Submit Bid button to submit the bid.
In this example (Figure 56), the Current Low Bid field contains a value, indicating that at

least one vendor has placed a bid. If this field is empty, no one has placed a bid.

If your bid has missing or incomplete information, it will not be submitted until all errors
are resolved.

TIPS FOR BIDDING
Keep in mind the following tips when creating your reverse auction bid.

e Zero ($0) will be accepted as a valid Unit Price bid; however, your bid Grand
Total cannot be zero ($0).
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Never enter a Total Price in the Unit Price field; the line Total and bid Grand Total
prices will be calculated for you.

View the Current Low Bid details for each item line to help you determine your
item line bid price.

Monitor the Grand Total to see the value of your draft bid as it is being prepared.

Use the Cancel Bid button to cancel your draft bid. See Canceling a Draft Bid for
more information about how to cancel a draft bid.

Auction bids are evaluated by Grand Total bid price and not by individual line
items.

The Grand Total of your bid cannot be the same as the Current Low Bid.
Your bid cannot tie with your previous bid or any other bid in the auction.

Your bid does not have to beat another vendor’s bid to be accepted; however,
your bid must beat the Current Low Bid Grand Total price to become the new
Current Low Bid for the auction.

CANCELING A DRAFT BID

If you decide that you no longer want to submit the reverse auction bid you are working
on, you can cancel the draft bid by clicking the Cancel Bid button (Figure 57).

Figure 57: Canceling a Draft Bid

My

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information
Request ID: EVAD01_QQ015043

Response Due Date: 10/03/2014 05:00 PM

Time Left: 2 Days

Bid Monitoring

Current Bid
$0.00

Current Low Bid
$3,614.50

My Draft Bid
$3,3712.22

Refresh | Submit Bid Cancel Bid h

Your Current Response Details

*Response Title: Ouessant 2 RA Response

* Unit Price is required for each item line.

. * My Draft Bid Details Current Low Bid
Brand Delivery
Line Description Quantity Name Vendor Part Num Date Ship To Unit Price Total | Unit Price| Total
varn WITA - Eastern Office
1 500 ° * 10/14/2014 4053 d. Fai $5.30 |$2,650.00 $5.678 $2,839.00
View Request lem 1 Details 8 ? :D ‘zégi‘itc Rd., Fairfax ?
Kniting Needies ) WVITA - Eastern Office
2 X i 100 ¢ * 10/14/2014 4053 Legato Rd., Fairfax $5.00 | $500.00 $4.50( $450.00
View Request tem 2 Details 8 WA 22033
WITA - Eastern Office
g el 00+ : 10114/2014 ' 5222222 | $22222| §3255| $32550
View Request tem 3 Details B ;,D‘ .Zéeciitc Rd., Fairfax - ) )
Grand Total $3,372.22 $3,614.50
Submit Bid Cancel Bid
Attachments:
Add Attachments
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A confirmation message is displayed (Figure 58).

Figure 58: Cancel Bid Confirmation Message

=

Message from webpage

5]

This action will rernowve your new bid details and return you to your prior
submitted response detaile. Click OK to remove your new bid or Cancel
to continue entering new bid information

Lo J|

Cancel

When you click OK, the draft bid is discarded. The previous REVERSE AUCTION
MONITORING screen is displayed and the My Draft Bid field has been cleared (Figure 59).

Click Cancel to return to the draft bid to continue working on it.

Figure 59: Reverse Auction Monitoring Screen after Canceling a Draft Bid

Reverse Auction #3 for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information
Request ID: EVA001_QQ015043

Bid Menitoring

My Current Bid

$3,900.00

Your Current Response Details

Response Title:

Line Description

Yarn

1

View Request tem 1 Details &

Knitting Needles

View Request ftem 2 Details &

Crochet Hooks

View Request tem 3 Details &

Response Due Date:

My Draft Bid

10/03/2014 05:00 PM

Current Low Bid
$3.614.50

You are not currently the low bidder.

Quantity Brand Name

500

100

00 ¢

Vendor Part Num Delivery Date

10/14/2014

10/14/2014

* 10/14/2014

Time Left: 2 Days

Ship To

VITA - Eastern Office

2

VITA - Eastern Office

4053 Legato Rd., Fairfax, VA,

22033

VITA - Eastern Office

4053 Legato Rd., Fairfax, VA,

22033

Grand Total

h Change Your Bid Withdraw-Delete Bid

My Current Bid

Current Low Bid

4053 Legato Rd., Fairfax, VA,
22033

Details
Unit Price| Total |Unit Price| Total
$6.00| $3,000.00 $5.678|$2,639.00
$6.00( $500.00 $4.50| $450.00
$4.00( $400.00 $3.255| §325.50
$3,900.00 $3,614.50

MONITORING THE REVERSE AUCTION
After you submit your bid, the grand total value appears in the My Current Bid field in the
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BID MONITORING section, with a message indicating your bid status in relation to the
other bids that have been received (Figure 60 0). Table 14 contains a list of bid status

messages.

Figure 60: Bid Monitoring Screen after Placing a Bid

Request Information
Request ID: EVAD01_QQ015043 Response Due Date:  10/03/2014 05:00 PM

Bid Monitoring

My Current Bid My Draft Bid Current Low Bid
$3.372.22 $3.372.22

Your Current Response Details

Response Title:

Line Description Quantity Brand Name  Vendor Part Num

Yarn
1 500

View Request ttem 1 Details &

Knitting Needles

View Reguest tem 2 Details B

Crochet Hooks

View Reguest tem 3 Details B

\oq You are currently the low bidder.

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Time Left: 2 Days

Refresh Change Your Bid Withdraw-Delete Bid | @

My Current Bid o
Details Current Low Bid
Delivery Date  Ship To Unit Price | Total |UnitPrice| Total
VITA - Eastern Office
1011412014 4053 Legato Rd., Fairfax, VA, $5.30| §2.650.00 $5.3052.650.00
22033
VITA - Eastern Office
10/14/2014 4053 Legato R, Fairfax, VA, $5.00|  §500.00 $5.00| $500.00
22033
VITA - Eastern Office
10/14/2014 4053 Legato Rd., Fairfax, VA, $2.22222| $22222| $2.22222| $22222
22033
Grand Total $3,372.22 $3,372.22

Table 14: Bid Status Messages

Bid Status

Displays When

You are currently the low bidder.

Your active bid is the current low bid for the reverse
auction.

You are not currently the low bidder.

Your active bid is not the current low bid for the
auction.

You are no longer the low bidder — A new low bid has
been received.

Your active bid was the current low bid and a new low
bid is submitted while you are monitoring the auction.

You can take the following actions after you submit a bid or to compete against a new

low bid (Figure 60 ©):

¢ Refresh: Refreshes the screen and updates the current low bid.

e Change Your Bid: Enables the fields in the My Current Bid Details column to allow
you to update your bid pricing; you will need to resubmit your bid. Refer to the
section Changing your Bid for more information.

¢ Withdraw-Delete Bid: Removes your current bid from the auction. Refer to
the section Withdrawing from the Auction for more information.
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As shown in Figure 61, when another vendor submits a bid that replaces your low bid, the
screen refreshes and:

e Displays a message that a new low bid has been received.

e Updates the Current Low Bid information in the YOUR CURRENT RESPONSE DETAILS
section.

Figure 61: Bid Monitoring Screen Showing a New Low Bid

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information
Request ID: EVAD01_QQ015043 Response Due Date:  10/03/2014 05:00 PM TIITIE Left: 2 Days

Bid Monitoring

My Current Bid My Draft Bid Current Low Bid i - = = =
$3.372.22 $3377.22 Refresh; Change Your Bid Withdraw-Delete Bid

You are no longer the low bidder - A new low bid has been received. h

Your Current Response Details

Response Title:

My Current Bid 5
Details Current Low Bid
Line Description Quantity Brand Name  Vendor Part Num  Delivery Date  Ship To Unit Price | Total Unit Price | Total
Yarn WITA - Eastern Office
1 500 ¢ * 10/14/2014 4053 d A $5.30 | $2,650.00 $5.25 $2.625.00
View Reguest tem 1 Details & ? Egi;}igm Rd., Fairfax, VA, .
Knitting Needles WITA - Eastern Office
2 avrmrmrmammesC] 10 - : 1042014 453 Legato Ra, Farfa, VA $5.00| $500.00] 5499999999 |  $500.00
o ) 22033
Crochet Hooks WITA - Eastern Office
3 \iew Request tem 3 Details & 100 * B 10/14/2014 iEgz,LEgm Rd., Fairfax, VA, §222222| §22222) §21222222| §21222
22033
Grand Total $3,372.22 $3,337.22

Click Change Your Bid to create another bid if you want to compete against the new low
bid.

TIME LEFT

The Time Left field tracks how much time is left in the auction and changes accordingly as
described in Table 15.

Table 15: Time Left Descriptions

Time Left Displays As Example

More than 24 hours Days 3 Days

Between 24 hours and 4 hours Hours 8 Hours

Between 1 hour and 4 hours Hours and minutes 3 Hours 15 Minutes
Less than 1 hour Minutes and seconds 5 Minutes 10 Seconds
None Auction Closed
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You cannot update or submit bids after the Response Due Date has passed and the
auction has closed.

CHANGING YOUR BID

As the auction progresses, you can choose to update your bid in order to remain
competitive. Click the Change Your Bid button. The screen will change to enable the fields
in the YOUR CURRENT RESPONSE DETAILS section. These fields will contain your prior bid
information and can be changed.

Follow the same steps to update bid information as you did to create the bid. See
Creating a Reverse Auction Bid for detailed information. Be sure to click Submit Bid after
you have entered the new bid information and corrected any errors that have been
flagged. Your existing bid will remain valid and the new bid will not be accepted until all
errors have been corrected.

I;\]_j REMEMBER: When your changed bid submission is successful, your previous
active bid is no longer valid.

TIPS FOR CHANGING YOUR BID
Keep in mind the following tips when changing your reverse auction bid.

e You may change any or all lines in your bid. If you change only the lines on
which you were outbid, the bid pricing on lines that you did not change will
remain valid.

e You can change your bid as often as needed until the auction closes.

e View Time Left to keep track of the amount of time remaining in the auction; when
the Response Due Date is reached and the auction closes, bids can no longer be
submitted.

WITHDRAWING FROM THE AUCTION

If you decide you no longer want to participate in the reverse auction, you can withdraw
from it and delete your bid. Click the Withdraw-Delete Bid button (Figure 62).
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Figure 62: Withdrawing from a Reverse Auction

Close

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information

Request ID: EVA001_QQ015029 Response Due Date:  09/15/2014 05:00 PM

Time Left: 5 Days

Bid Monitering
My Current Bid My Draft Bid Current Low Bid

$3,475.00 $3,475.00 Refresh Change Your Bid | WithdrawDelete Bid

You are currently the low bidder.

Your Current Response Details

itle: Winter Knittigg Supplies

The RESPONSE DELETE confirmation screen appears (Figure 63).

Figure 63: Response Delete Confirmation

Submit Cancel

Response Delete

You have chosen to delete the following response.

This action will delete your response and withdraw you from the auction. To rejoin the auction bidding, you will need to create a new response.
Click Submit to delete your response and withdraw from the auction. Click Cancel to return to the previous page without deleting your response.

Response Selected Response Title
EVADD1_QQ015029_RESP_1 Winter Knitting Supplies
A Top

Submit Cancel

When you click Submit, your bid is withdrawn from the auction and deleted. The Your

CURRENT RESPONSE DETAILS section is updated to show that you have not submitted a
bid for the auction (Figure 64).
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Figure 64: Bid Monitoring Screen after Withdrawing from the Auction

Close
Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Infermation

Request ID: EVAD01_QQ015029 Response Due Date: 09/15/2014 05:00 PM Time Left: 4 Days

Bid Monitoring

My Current Bid My Draft Bid Current Low Bid -

$3,208.42 Refresh Create Bid

Your Current Response Details

You have not yet submitted & bid for this request

A Top Close

I:Jj IMPORTANT: Previously submitted bids that are withdrawn cannot be reinstated
after you withdraw from the auction.

Click Cancel on the RESPONSE DELETE screen to stop the withdraw action and return to
the auction without withdrawing your bid (Figure 63). You will be returned to the bid
monitoring screen; your active bid is displayed along with the updated current low bid
information (Figure 65).
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Figure 65: Updated Bid Monitoring Screen

Reverse Auction for Basic Knitting Supplies (Winter) - Reverse Auction

Request Information

Request ID: EVAD01_QQ015043 Response Due Date: 10/03/2014 05:00 PM TiITIE Left: 2 Days

Bid Monitoring

My Current Bid My Draft Bid Current Low Bid : T = = =
$3372.22 $3,337.22 iRefresh; Change Your Bid Withdraw-Delete Bid

You are no longer the low bidder - A new low bid has been received. _

Your Current Response Details

Response Title:

My Current Bid N
Details Current Low Bid
Line Description Quantity Brand Name  Vendor Part Num  Delivery Date  Ship To Unit Price | Total Unit Price | Total
Yamn VITA - Eastern Office
1 ew Request tem 1 Detais Bl 500t ’ 10/14/2014 4053 Legato R, Farfax, VA, $5.30 $2.650.00 55.26 | 52,625.00
o ) 22032
Knitting Needles VITA - Eastern Office
2 View Regquest tem 2 Detais B 100 £ a 10/14/2014 fESiLegm Rd., Fairfax, WA, $500| $500.00)$4 99999999 ( $50000
22033
o VITA - Eastern Office
rochet Hooks X . .
3 View Request tem 3 Detals B 100 10/14/2014 4053 Legato Rd., Fairfax, VA, 5222202 | $222 22| §21222222| $21222
A 2203
Grand Total $3,372.22 $3,337.22

REJOINING THE AUCTION AFTER YOU WITHDRAW

If you decide that you want to continue bidding in the auction after you withdraw, you

can join the auction again by clicking the Create Bid button in the Bip MONITORING section
(see Creating a Reverse Auction Bid and Figure 64).
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8. eVA CUSTOMER CARE

If you have questions that are not answered in this guide, please contact eVA Customer
Care. Email your questions and requests to eVA Customer Care at
eVACustomerCare@dgs.virginia.gov.

For other questions, contact eVA Customer Care directly at the toll-free number, 866-289-
7367.


mailto:eVACustomerCare@dgs.virginia.gov
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APPENDIX A: VENDOR NOTIFICATIONS

This section provides examples of the notifications that vendors receive during the life of a
Quick Quote request.

QUICK QUOTE REQUEST NOTIFICATION

Figure 66: Quick Quote Request Notification

From: noreturnUAT @dgs.virginia.gov [mailto: noreturnUAT @dgs.virginia.gov]
Sent: Monday, August 04, 2014 5:01 PM

To: Lamb, Racka

Subject: New Quick Quote Request - Early Winter 2015 Knitting & Crochet Supplies

Alison Paca at the Virginia Information Technology Agency - E2E (A136) has publicly posted the following:
Quick Quote: QQ014810 - Early Winter 2015 Knitting & Crochet Supplies
Closing Date/Time: 01/09/2015 04:20 PM
Line | Qty | UOM Desc
1 10 | skein | Worsted weight wool yvam
2 10 | each |Knitting Needles, circular, US8
Attachments: 1 document
Buyer: Alison Paca 535-555-5555 alison.paca@dgs.virginia gov

[ View the full Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (www.eVA virginia.gov).
Desktop Browser, eVA Mobile App or | 1. From vour account, click the Quick Quote link.
eV A Mobile Browser 2. Click the Quick Quote ID in the Cuwrrent Reguest List.

[m]

Ounline bidding instructions are available at: http://eva virginia gov/librarv/files/buvers/QQ-online-bidding-instructions.pdf

You received this notification because vou have configured vour eV A account to receive solicitation notifications for the
commodity code(s) identified by the agency on this Quick Quote.

Please do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eV ACustomerCare/@dgs. virginia gov.

Thank vou,
eVA Customer Care

----- DO NOT REPLY TO THIS NOTIFICATION -




REVERSE AUCTION NOTIFICATION

Figure 67: Reverse Auction Notification

From: noreturnUAT @dgs.virginia.gov [mailto: noreturnUAT @dgs.virginia.gov]
Sent: Tuesday, July 15, 2014 6:12 PM

To: Lamb, Racka

Subject: New Quick Quote Request - Reverse Auction: Yarn Order

Alison Paca at the Virginia Information Technology Agency - E2E (A136) has publiclv posted the following:
Quick Quote Reverse Auction: QQO014875 - Reverse Auction: Yam Order

Closing Date/Time: 07/29/2014 08:00 PM

Line Qty | UOM Desc
1 200 | skein | Worsted weight wool vam
Attachments: 1 document
Buyer: Alison Paca 535-335-35535 alison.paca@dgs.virginia.gov

- View the full Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (www.eVA virginia gov).
Desktop Browser, eVA Mobile App or | 1. From vour account, click the Quick Quote link.
eV A Mobile Browser 2. Click the Quick Quote ID in the Current Request List.

[m]

Online bidding instructions are available at: http:/eva.virginia. gov/librarv/files/buvers/QQ-online-bidding-instructions.pdf

You received this notification because vou have configured vour eV A account to receive solicitation notifications for the
commodity code(s) identified by the agency on this Quick Quote.

Please do not reply to this automated notification. If you have questions please contact us at (866) 289-7367 or
eVACustomerCare@dgs. virginia.sov.

Thank vou,
eVA Customer Care

————— DO NOT REPLY TO THIS NOTIFICATION -—
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AMENDED QUICK QUOTE NOTIFICATION

The email in Figure 68 is sent to all vendors who appear on the notification list and who have
not responded to the Quick Quote.

Figure 68: Amended Quick Quote Notification

From: noreturnUAT @dgs.virginia.gov [mailto:noreturnUAT @dgs.virginia.gov]
Sent: Tuesday, July 15, 2014 5:12 PM

To: Lamb, Racka

Subject: Amended Quick Quote Request - Occupational Therapy Supplies

Alison Paca at the Virginia Information Technology Agency - E2E (A136) has amended/changed the following:
Quick Quote: QQ014812 - Version 2 - Occupational Therapy Supplies

Closing Date/Time: 07/15/2014 06:30 PM

Line | Qtv | UOM Desc
1 10 | each |Handweaving Loom

Attachments: 2 documents
Buyer: Alison Paca 535-335-3555 alison.paca(@dgs.virginia.gov

.| View the full Amended Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (www.eVA virginia gov).
Desktop Browser, eVA Mobile App or | 1. From vour account, click the Quick Quote link.
eWVA Mobile Browser 2. Click the Quick Quote ID in the Current Reguest List.

[m]

Online bidding instructions are available at: http://eva. virginia.gov/librarv/files/buvers/QQ-online-bidding-instructions. pdf

You received this notification because vou have configured vour eV A account to receive solicitation notifications for the
commodity code(s) identified by the agency on this Quick Quote.

Please do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eVACustomerCare@dgs.virginia.gov.

Thank vou,
eV A Customer Care

————— DO NOT REPLY TO THIS NOTIFICATION -
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AMENDED QUICK QUOTE NOTIFICATION—NEW
RESPONSES NOT REQUIRED

The email in Figure 69 is sent to all vendors who responded to a Quick Quote request before it
was amended. If you receive this email, it is because an amendment was issued that does
not require a new response. Review the changes to the request to ensure that you do not
need submit a new response or update your current response.

Figure 69: Amended Quick Quote Notification (New Responses Not Required) Sent to
Responding Vendors

From: noreturnUAT @dgs.virginia.gov [mailto:noreturnUAT @dgs.virginia.gov]

Sent: Monday, August 04, 2014 5:23 PM

To: Lamb, Racka

Subject: Amended Quick Quote Request - Early Winter 2015 Knitting & Crochet Supplies

New Responses mav not be required: It is important to review the summary of changes below and review vour existing
responses to determine whether vou need to revise and resubmit vour current response. PLEASE NOTE: The status of anv
responses vou have submitted has not changed due to this amendment. Please log-in and review the status of anv responses
vou have submitted.

Alison Paca at the Virginia Information Technology Agency - E2E (A136) has amended/changed the following:
Quick Quote: QQ014810 - Version 2 - Earlv Winter 2015 Knitting & Crochet Supplies
Closing Drate/Time: 01/09/2015 04:20 PM

Line | Qty | UOM Desc
1 10 | skein | Worsted weight wool vam

2 10 | each |Knitting Needles, circular, USS
Attachments: 1 document

Buyer: Alison Paca 335-3553-3335 alison.paca@dgs.virginia gov

View the full Amended Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (www.eVA virginia gov).
Desktop Browser, eVA Mobile App or | 1. From vour account, click the Quick Quote link.
eV A Mobile Browser 2. Click the Quick Quote ID in the Current Request List.

Online bidding instructions are available at: http://eva.virginia gov/ibrary/files/buvers/QQ-online-bidding-instructions pdf

You received this notification because vou have configured vour eVA account to receive solicitation notifications for the
commodity code(s) identified by the agency on this Quick Quote.

Dlease do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eV ACustomerCare(@dgs virginia gov.

Thank vou,
eVA Customer Care

————— DO NOT REPLY TO THIS NOTIFICATION -—-




eVA

AMENDED QUICK QUOTE NOTIFICATION—NEW
RESPONSES REQUIRED

The email in Figure 70 is sent to all vendors who responded to a Quick Quote request before it
was amended. If you receive this email, it is because an amendment was issued that
requires a new response. You must submit a new response or update your current
response in order for your bid to be considered.

Figure 70: Amended Quick Quote Notification (New Responses Required)

From: noreturnUAT @dgs.virginia.gov [mailto:noreturnUAT @dgs.virginia.gov]
Sent: Wednesday, January 22, 2014 11:59 AM

To: Lamb, Racka

Subject: Amended Quick Quote Reguest - Knitting Supplies—Winter 2014

NEW RESPONSES REQUIRED: Your previous response is NO LONGER VALID. You must either edit and resubmit
vour previous response or submit a new response to be considered for this Quick Quote.

Alison Paca at the Virginia Information Technology Agency - E2E (A136) has amended/changed the following:
Quick Quote: QQ014378 - Version 3 - Knitting Supplies--Winter 2014
Closing Date/Time: 02/28/2014 05:00 PM
Line Qty | UOM Desc
1 |100 | skein |Yam

2 20 | each |Knitting needles
3 | 100 |packet | Stitch markers

Attachments: 1 document

Buyer: Alison Paca 535-555-5555 alison.paca@dgs.virginia. gov

View the full Amended Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (www.eVA virginia.gov).
Desktop Browser, eV A Mobile App or | 1. From your account, click the Quick Quote link.
eVA Mobile Browser 2. Click the Quick Quote ID in the Current Request List.

Online bidding instructions are available at: hitp./eva.virginia. gov/librarv/files/buvers/QQ-online-bidding-instructions.pdf

You received this notification because vou have configured vour eVA account to receive solicitation notifications for the
commodity code(s) identified by the agency on this Quick Quote.

Please do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eV ACustomerCare(@dgs virginia.gov.

Thank wvou,
eV A Customer Care

----- DO NOT REPLY TO THIS NOTIFICATION --—--
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ELECTRONIC RESPONSE RECEIVED NOTIFICATION

Figure 71: Electronic Response Received Notification

From: racka.lamb@ouessant?.com [mailto: racka.lamb@ouessant?.com]

Sent: Tuesday, July 15, 2014 5:37 PM

To: Lamb, Racka

Subject: Your new/revised Quick Quote Response has been received for request QQ014812 - Version 2 - Occupational

Therapy Supplies
————— DO NOTREPLY TO THIS NOTIFICATION-—--

Your online response for Quick Quote QQ014812 - Version 2 - Occupational Therapy Supplies has been
received.

Important - this Quick Quote may be amended/changed prior to the close date/time. It is vour responsibility to
monitor for changes and, if necessarv, revise or resubmit vour response. Amendments that require new responses

will invalidate this response and a new response must be submitted prior to the close date/time.

To view vour response, access the Quick Quote by either:

Clicking one of these links: Logging into vour eV A account (http:/www.eva.virginia gov).
Desktop Browser, eV A Mobile App or | 1. In vour account, click on 'Go to Quick Quote’.
eVA Mobile Browser 2. Click the Quick Quote ID in the Current Reguest List.

3. Under 'Current Responses’, click the Response ID.

Online bidding instructions are available at: http:/eva.virginia. gov/librarv/files/buvers/QQ-online-bidding-
instructions pdf

Dlease do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eVACustomerCare@dgs virginia.gov

Thank vou,
eV A Customer Care

————— DO NOT REPLY TO THIS NOTIFICATION ——-
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PAPER RESPONSE ENTERED NOTIFICATION

Figure 72: Paper Response Entered Notification

From: racka.lamb@ouessant2.com [mailto:racka.lamb@ouessant2.com]

Sent: Tuesday, July 15, 2014 5:52 PM

To: Lamb, Racka

Subject: Your new/revised Quick Quote Response has been entered on your behalf for QQ014812 - Occupational Therapy
Supplies

————— DO NOTREPLY TO THIS NOTIFICATION -——-

The new or revised response that vou submitted to Alison Paca at the Virginia Information Technologv Agency -
E2E (A136) for Quick Quote QQ014812 - Occupational Therapy Supplies has been entered on vour behalf into

eVA, the Commonwealth of Virginia's eProcurement svstem.
Important - this Quick Quote may be amended/changed prior to the close date/time. It is vour responsibility to
monitor for changes and, if necessary, revise or resubmit vour response. Amendments that require new responses

will invalidate this response and a new response must be submitted prior to the close date/time.

To view wour response, access the Quick Quote by either:

Clicking one of these links: Logging into vour eVA account (http:/www.eva. virginia gov).
Desktop Browser, eVA Mobile App or | 1. In vour account, click on 'Go to Quick Quote'.
eV A Mobile Browser 2. Click the Quick Quote ID in the Cuwrrent Request List.

3. Under 'Current Responses’, click the Response ID.

Online bidding instructions are available at: http://eva.virginia gov/library/files/buvers/QQ-online-bidding-
instructions pdf

Please do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eVACustomerCare@dss virginia.gov

Thank vou,
eV A Customer Care

----- DO NOT REPLY TO THIS NOTIFICATION -—--




CANCELED REQUEST NOTIFICATION

Figure 73: Canceled Request Notification

From: Alison Paca [mailto:noreturnUAT @dgs.virginia.gov]

Sent: Tuesday, July 15, 2014 5:57 PM

To: Lamb, Racka

Subject: Cancelled eVA Quick Quote Request - Occupational Therapy Supplies
***This is NOT a new Quick Quote Request™**

Dear Racka Lamb of Quessant 2,

The eVA Quick Quote EVAD0L_Q0014812-V2 titled "Occupational Therapy Supplies" has been cancelled by the Buyer. If you have any
guestions, please contact the Buyer directly.

If you need help with Quick Quote, please contact eVA Customer Care at (866) 289-7367 or by email at
eVACustomerCare @dgs.virginia.gov.

Email sent to: racka.lamb@ouessant2.com
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BID TABULATION PUBLISHED NOTIFICATION

Figure 74: Bid Tab Published Notification

From: noreturnUAT @dgs.virginia.gov [mailto: noreturnUAT @dgs.virginia.gov]
Sent: Tuesday, July 15, 2014 6:17 PM

To: Lamb, Racka

Subject: A Quick Quote Bid Tabulation has been posted

***THIS IS NOT A NEW QQ REQUEST***
The Bid tabulation for the following Quick Quote Request has been posted.
Occupational Therapy Supplies

Request ID: EVAQOO01_QQO014853
Close Date/Time: 07/10/2014 05:30 PM
Service Area: Statewide

To see the Bid Tabulation information, use one of the Quick Quote links provided below to access the QQ
Request details and view Bid Tabulation section.

To wview the Bid Tabulation:

(Go to the eV A site at http:/www._eva virginia gov.

Click the Solicitations & Awards (VBO) link.

Click the Quick Quotes tab.

Enter the Quick Quote number referenced above in the Kevword Search field and click the Go button.
Click the Details button and then click the Bid Tabulation tab.

LA e L Pl e

Online bidding instructions are available at: http:/eva virginia gov/librarv/files/buvers/Q Q-online-hidding-
instructions pdf

Dlease do not reply to this automated notification. If vou have questions please contact us at (866) 289-7367 or
eV ACustomerCare@dgs virginia sov

Thank vou,
eV A Customer Care

————— DO NOT REPLY TO THIS NOTIFICATION ——--
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APPENDIX B: HoOw TO REGISTER

APPENDIX B: HOW TO REGISTER

To register, go to https://eva.virginia.gov and click the Register link to go to the eVA
REGISTRATION screen (Figure 75 and Figure 76).

Figure 75: eVA Home Page
Virginla 5 gQY Agencies | Governor Search Virginia. Gov

,A Announcing the Xcelerator Awards: Recognizing the Power of Procurement  Apply Here

Virginia’s eProcurement Portal

DEPARTMENT OF
GENERAL SERVICES

¥E
1 BUY FOR VIRGINIA I SELL TO VIRGINIA TRANSPARENCY CUTOMER CARE BILLING

Buyer Login M VendorLogin [EJe[lil5(=s] Reqister

Welcome to eVA

P, g
Envisioning the Future of Procurement...
Delivering it today...for everyone! _..

eVA Customer Care 1-866-289-736
EVACW QamatCar SdasiAe v g gy

D You can make eVA run more efficient by adjusting your Browser Seftings

The eVA Registration screen has links to information that you will need for the registration
process. After you have gathered the information you need, click the New to eVA—Register
link (Figure 76).
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Figure 76: eVA Registration Information Screen
Virginla .20V Agencies | Governor Search Virginia Gov

A Announcing the Xcelerator Awards: Recognizing the Power of Procurement  Apply Here

.. Virginia’s eProcurement Portal o

DEPARTH
GE

fE
| BUY FOR VIRGINIA I SELL TO VIRGINIA TRANSPARENCY CUSTOMER CARE BILLING

ation for

eVA Registration

Buyers Vendors
eVA provides tools for every aspect of conducting a procurement . eVA gives your company easy access to tools that will make doing
Requisition, Approvals, Sourcing, Orders, Contracts, etc. business with the Commonwealth efficient and save you money.
State Agencies, Colleges and Universities New to eVA — Register (1 | _
Contact your procurement office to request a login.
+ Registration Quick Guide
Local Government ; ) - » Brief registration ‘How To' video
Cities, Towns, Counties, Community Service Boards, Authorities, « Do you have a DUNS number? Get one here
Public Schools and all other Public Bodies are welcome to leverage » Look up your Gommadity Codes
eVA's electronic procurement tools, free training and support. .

Small, Woman or Minority Owned Businesses click here

Mew Location to your eVA Account
* Add Location Quick Guide

Ariba Netwark Registration

Necessary to receive orders electronically from the
Commaonwealth, your Ariba Network Account also makes you an
available supplier to all other Ariba customers.

Paper Registration
Far vendors with limited access to the internet, download our
printable registration packet.

Info Center Contact Us Resources Resources

® VA Overview ® DPS Contact Directory ® Div. of Purchases and Supply ® NIGP Code Lookup

® VA Newsletters @ eVA Customer Care ® \firginia Institute of Procurement ® ¢\/A Browser Optimizer
® VA Awards ® Public Procurement Forum ® Privacy Statement

® VA Qutreach Web Browser Support ® Ariba Supplier Network *FOIA

® VA Vend ¢ \firginia Information Technologies Agency ® UAT Training

® Dept. of Small Business and Supplier Diversity *® Wobile APP Center

® VA Facts ® Support and Configuration

The Vendor Self Service SEARCH FOR YOUR COMPANY LOCATION SCreen opens in a new
browser window (Figure 77).
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Figure 77: Search for your company location Screen
eVA ‘ V'ENMR ‘_‘ e ‘_‘ e Contact Customer Care for Help B66-289-7367

Home Solicitations & Awards
Bidding Opportunities. Search for your company location

Marketing & Research [hetp & adviee
My Account

Nofification Settings Has your company done business with us in the past? If so, your company may already be in our database. Please use the search below. Enter partial or complete name to perform search.

Training

VA Billing Portal Company Name :

My Account Help
Change My Password

Is your company listed 7
Download the Yes, | found my Headquarters but not my Location b Click Add Location to create new Location for the existing Headquarters

% 3"“:," E:;'"m Yes, my Account is activated but | don't know the login s Call Customer Care @ 1-866-289-7367 Tor help.
@ Mobile App

Get It

Iphone, Ipad, Android, Blackberry & Mare Headquarter Standard Name Location Name HQ Account Registration Type.

Search for your company’s name to ensure that it is not already registered. If no match is
found, click the New Registration button (Figure 77) and follow the subsequent instructions to
complete the registration for your company.

26-0004 Version 8 Page 75



	List of Figures
	List of Tables
	1. Document Overview
	Using This Guide
	Hyperlinks
	Typographical Conventions


	2. Accessing Quick Quote
	Accessing Quick Quote Requests From the eVA Home Page
	Accessing Quick Quote Requests From the Notification Email
	Accessing the Quick Quote Request From Your Account
	Not Registered?


	3. Navigating the Quick Quote Screen
	Using the Navigation Bar
	Using the Request List
	Using the Current Request list

	4. Viewing a Quick Quote Request
	Request Information Screen
	Request Items
	Responses
	Amendment History

	5. Responding to a Request
	Responding Online
	Navigating The Quick Quote Response
	Response Header
	Adding an Attachment
	Response Item
	Response Summary
	Update or Delete a Response
	Update a Response
	Deleting a Response


	Responding by Mail

	6. Using the Past Request List
	Bid Tabulation Summary Screen
	View Comment


	7. Reverse Auctions
	Creating a Reverse Auction Bid
	Tips for Bidding

	Canceling a Draft Bid
	Monitoring the Reverse Auction
	Time Left

	Changing your Bid
	Tips for Changing Your Bid

	Withdrawing from the Auction
	Rejoining the Auction after you Withdraw


	8. eVA Customer Care
	Appendix A:  Vendor Notifications
	Quick Quote Request Notification
	Reverse Auction Notification
	Amended Quick Quote Notification
	Amended Quick Quote Notification—New Responses Not Required
	Amended Quick Quote Notification—New Responses Required
	Electronic Response Received Notification
	Paper Response Entered Notification
	Canceled Request Notification
	Bid Tabulation Published Notification

	Appendix B:  How to Register

