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DATE:
September 28th, 2000

SUBJECT:
Documentation for Purchasing Internet Enhancement (4.1.1) - Add Bidders Package file download capability to the Internet Site.

This document is divided into 3 main areas:
Internet User Interface:
1
Pace Administrative Interfaces:
5
Pace Technical Specifications:
13


Internet User Interface:

Currently a Vendor can view a listing of the open bids on Pace’s Internet site as shown below:
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The user can sort the results by any of the column headings by clicking on the heading.

The enhancement provides a Hyperlink from the Bid # to a “Required” Vendor information form and then a link to a PDF file which contains the entire Bidder’s Package. There will also be a Hyperlink in the Description field if a bid has a longer description to display. The new interface looks like the image below:
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When a Vendor clicks on the Bid #, they are asked to complete a form which gathers required information shown below:
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This information is needed in case an Addendum is created for the specific Bid Number. Pace is required to notify all Vendors who have downloaded the Bidder’s Package that an Addendum exists and that the Vendor is required to include the Addendum information in their response if they plan on Bidding on the RFP. Pace will make every attempt to notify the Vendor of the Addendum, initially via e-mail. If an e-mail attempt is returned to Pace, Pace will FAX the notification. As a final option, Pace will mail a notification via the USPS.
After completing the Vendor information form, the user is shown a screen similar to the one below. The screen will vary depending on the browser being used.

[image: image5.png]You have selected Bid Number 95190 which is briefly described as Replace WAN Cornputer Equipment.
Ifthis is not the Bid you intended to download, please go back to the previous page and select the correct lnk.

Ifthis is the correct Bid, please provide all of the information below. When you have completed everything, click
the "Download Now" button to begin downloading the selected Bid Package.

Al Bid Packages are in Adobe Acrobat PDF format. If you do not have Adobe Acrobat Reader installed, you can
download it for free below.

Downioad
TN Goreh eader

Vendor Name:

Contact Name:

Contact E-mail
Address
City:
State
Zip
Country: [US]
Phone Number [ je 999-555-1212
EAXMumber [ je 999-555-1212
Bid Number: 95190

“*Please make sure you have entered a valid e-mail address
since it will be used to contact you if there is an addendum to this bid.

Download Now | Reset



The user selects the “Save this file to disk” option, unless they want to view the PDF in their browser and not download the file directly to their computer.

If Pace generates an Addendum to a Bid Package downloaded by registered Vendors, each Vendor will be notified of the Addendum with an e-mail message similar to the one below:

Dear John Doe,

Our records indicate you downloaded our Bid Package #95590

Attached is an Addendum to the Bid Package.

Please include it in your response.

Sincerely,

The Pace Purchasing Department
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If a Vendor clicks on the “Description” field Hyperlink shown below,
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they are taken to the following page:
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From here they can either proceed to the vendor registration page by clicking the “Click Here to Download Bid Package” link, or they can return to the Open Bids page.

Pace Administrative Interfaces:

Once a bid has been entered by the Pace buyer through the existing Intranet method, the designated Pace administrative person will log into the Pace Administration area and click on the “Active/InProcess Bids link as shown below:
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The Administrator will now see a page similar to the one below, with a button for Uploading the Bidders Package or Addendum for the specified Bid No. 

Click the “Upload” button for the appropriate Bid No.
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Continued……

The next page will look similar to the one below:
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The page automatically displays the Bid # to assist the Administrator in uploading the proper file(s). This process assumes that the Bidders Package or Addendum is already saved on the Administrator’s computer as a PDF file. 

The Administrator then uploads the appropriate PDF file using the “Bid Package” area shown on the left side of the screen above.

After selecting the file and uploading, the following page appears:
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The next step is to set the Downloadable Bid Package Field to “Yes” by selecting the “Change” option on the “Active/In Process Bids” page.
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The following screen appears: 

The “Downloadable Bid Package?” option should be changed to “Yes”, then click “Save”. [image: image13.png]= NOTE: To sort on any of the columns below, click on the column heading. ==
Bid Type Definitions
To download a Bid Package, click the Bid Number link. If the Bid Number does not have a link, you must contact Pace to acquire the
Package. All files are in Adobe Acrobat PDF format.
If the Description field has a link, you can click it to see more detailed informa

e S N

Vehicles,  IFB 10500 20000 PM  (847) 226-3673
Support





This is also where a Long Bid Description can be added so a Vendor can get more detailed information before proceeding to download the Bid Package.

Addenda:

Important: When an Addendum is created, it needs to be saved in a PDF format using the following naming convention:

“94674a.pdf” where “94674” is the bid number, “a” stands for addendum and “.pdf” is the file extension.

If there is more than one Addendum for a Bid, there should be only 1 cumulative PDF addendum file for the bid, always named using the convention above. This will ensure that any vendor who downloaded a Bid with an Addendum will receive all Addenda for that Bid in the one cumulative file.

Once the Addendum PDF file is saved on the Administrator’s computer, the Administrator should click the “Upload” button for the appropriate Bid No.
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The next page will look similar to the one below:
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The page automatically displays the Bid # to assist the Administrator in uploading the proper file(s). 

The Administrator then uploads the appropriate PDF file using the “Addendum” area shown on the right side of the screen above.

After selecting the file and uploading, the following page appears:
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The next step is to set the Addendum Field to “Yes” by selecting the “Change” option on the “Active/In Process Bids” page.
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The following screen appears: 
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The “Addendum Issued?” option should be changed to “Yes”, then click “Save”.
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‘The following text is automatically sent to the Vendor:

Dear (Contact Name Here),
Our records indicate you downloaded our Bid Package # (Bid Number Here)
Atached is an Addendum to the Bid Package. Please include it n your response.

(This area will have any message you enter below)

Sincerely,
‘The Pace Purchasing Department

Please enter any addiional information you would e to include in the message you would ke to send.
‘The Bid mumber will e listed in the subject area automatically.

|

Send E-mail



The administrator will be taken back to the “Active/Inprocess Bids” page and now, the “Send Addendum” link appears. 

To view any Vendors that have downloaded the specific bid package, the Administrator can click the link, view that list and optionally mail the addendum to all Vendors on the list. If no vendors have downloaded the specific bid package, the Administrator will be shown a page stating that.


The Administrator has the option to add additional text to the message. Once the message is ready, the Administrator clicks the “Send E-Mail” button to mail the message and attached addendum to the vendors on the list. A mail confirmation page is displayed.

A Blind Carbon Copy of each e-mail notification is sent to the following special account: BidAddendaList@pacebus.com. This mail account will serve as proof of mailing to the vendor. This is not proof that they received it, only that it was sent.

To view the complete details of a vendor for a specific bid # and/or delete the record, the Administrator clicks the hyperlinked vendor name to see the following page:


Pace Technical Specifications:

These enhancements will utilize the existing Pace.mdb Access database, with a few modifications. There will also be some modifications to existing web pages (both HTML and ASP) as well as some new pages. We will be using the ASPMail (registered) & ASPSmartUpload (free) Components for processing the uploads and e-mails. Following are the specific modifications, which will be needed to complete the enhancements.

3 additional fields were added in the existing TBid table:

1. A Y/N field to indicate if an Addendum has been created for the bid

2. A Numeric field to indicate whether a Bid Package is available for download 

3. A Memo field for the Long Description


Continued….

We added a new table called “Vendors” to the Pace.mdb file. This table holds the information that Vendors supply when registering on the site for notification. After discussions with Rocky Rutledge and looking at the Los Angeles County Metropolitan Transit Authority site (http://www.mta.net), we will ask Vendors to enter information for each Bid Package to be downloaded. 

The field names and definitions for this table are shown below:
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