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Vendors’ Online Bidding Guide
Version 4
March 22, 2004
This guide was created to help vendors participate in the secure online bidding system for goods and services in demand by Kentucky state government.  Goods and services open for bid are found in the Browse Bid Opportunities section of the Commonwealth’s eProcurement website located at https://eprocurement.ky.gov.  Please read this guide completely before attempting an online bid.
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Introduction

Welcome to the Commonwealth of Kentucky’s eProcurement Online Bidding.  Online Bidding was developed for the vendor’s convenience and we encourage vendors to take part in our electronic bidding process; however it is not required. To participate in Online Bidding, each vendor must be registered in the Commonwealth’s procurement system (Procurement Desktop).  

Authentication and Bid Authorization codes are required to submit online bids. If wish to submit your bid(s) online but you do not know whether or not you are already registered in the Commonwealth’s procurement system, please call the Customer Resource Center at (502) 564-9641 or toll free at (877) 973-HELP to verify your vendor status.

Previously registered vendors who do not know or have forgotten their current Authentication Code and/or Bid Authorization Code must fax a request, on company letterhead, to have the code(s) reset.  Fax the request to the Commonwealth’s Vendor Administrator in the Division of Statewide Accounting at 502-564-1486.  If you have questions pertaining to the resetting of your code(s), please email financevendorcodes@mail.state.ky.us or phone Melissa Hopper, Joy Pool, or Sue Casey at 502-564-6690 for assistance. 

If you are already registered as a vendor for the Commonwealth of Kentucky, you should not register again solely to perform online bidding.  If you register with duplicate address information, the registration request will be denied.  If you have submitted an online bid under a denied vendor code, you should follow the “Withdraw Bid” instructions to withdraw the bid, then resubmit your bid under your active vendor code.  If the solicitation closes before you have time to withdraw and resubmit your bid and you are awarded the contract, the Commonwealth of Kentucky will make administrative changes in order to award your contract to your active vendor code.  Nevertheless, you should make every effort to submit all future bids under your active vendor code.

Vendor Registration

As stated previously, each vendor must be registered in the Commonwealth’s procurement system (Procurement Desktop).  Vendor ID and Authentication Code are necessary for all bids, as well as to update your registration data in the procurement system.  You will also need a Bid Authorization Code, which acts as your electronic signature, when submitting online bids using the procurement system. (See the Uniform Electronic Transactions Act for Kentucky law regarding electronic signatures and other issues.)  The Authentication and Bid Authorization codes are also necessary for any bid modifications or bid withdrawals.  Keep this information secure.  You will need it to complete the online bidding process. 

You can update your vendor information by accessing the Update Vendor Information area at https://eprocurement.ky.gov.  When your address changes, you must notify the Division of Statewide Accounting Services (502-564-6690) or update your vendor information online.  

As an added security measure, vendors should update their vendor codes that have been reset prior to submitting an online bid.  
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Solicitation Selection 

Step 1- Click on the “Browse Bid Opportunities” link located on the eProcurement website, to review bid solicitations currently available to registered vendors.

Step 2 - You will go to a page titled Browse Bid Opportunities. You can search open bids by two methods: 

(1) Browse by Issuing Office; here use your cursor to make a selection from solicitations issued by particular state agencies, or all agencies. Then click Go!  

(2) Browse by Commodity Category to see solicitations categorized by the type of product or service open for bid.  Click View.  A list of bid solicitation commodity categories will appear. Next, click the category on the list that interests you.  
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Correct use of either browse method will bring you to the Browse Bid Opportunities – Results page. Here you may further narrow your search results by using the Filter Search Area (optional). If you decide not to use the Filter Search, skip to Step 6.
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Online Bidding - General Details

Use these pages to enter your bid information and either save your bid in draft mode or formally submit it online. As you complete a page of information,
you can click on the "Next Page" button at the bottom of the page to move to the next page (or the "Previous Page" button to return to a previous
page); you may also jump to a specific page in the response form by clicking on the appropriate number in the sequence found at the bottom of the.
page. The last page contains the final phase of the response, the "save" and "formal submission” area

'WARNING: Da nat use the Back & Forward buttons provided by your web browser while entering bid information; doing so could result in lost or
incarrect data. Instead, use the navigation links and the Next & Previous Page buttons provided in the navigation section located at the bottom of these
pages

Note: Required fields on this page are indicated by a red star (%)

General Solicitation Information

it Peler fest S0L Number 02048574

Date Issuedt May 17, 2002 01:58 P Contart JULIE STURGEON

Closing Date: Nov 1, 2003 12:00 PM Phone Number: (502)564-4696

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name®:





Step 3 - If using the Filter Search, use your cursor to select a bid by Solicitation Number or Title. 

Step 4 - Type the number or title and click Go!  

Step 5 - In the Search Results Area of the Browse Bid Opportunities – Results page, click on the active Solicitation Title to review a solicitation that interests you.

Vendors are required to read all terms and conditions of the solicitation, and also be familiar with all standard attachments and general terms at

http://mars.ky.gov/attchmn.htm prior to preparing a bid response to a solicitation. You may need to download some of the documents to your computer for attachment to your bid during Steps 24 - 27. Also, note the closing date and time of the solicitation.

Note:  The word “Addendum” displayed below the solicitation title signifies that changes have been made to the original document.  The solicitation may have multiple addendum; however all addendum changes are reflected in the active copy of the document.  You may click on each Addendum link to review the changes of each addendum.  A vendor’s final bid should be submitted on the latest version of the solicitation.  Go to the Modify Bid section for instructions on how to retrieve your previous bid and re-submit.
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Note: Required fields on this page are indicated by a red star ()

General Solicitation Information

Tie: Petertest 0L Nurnber: 502048574
Date Issued: May 17,2002 01:59 PM Contact JULIE STURGEON
Closing Date: Nov1,2003 1200 PM Phone Number  (502)564-4695

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name™: [dohn Doe

Contact Phane”:

[

Contact Email [Jahn Doe@aol.com
General Line e Details Summary
Details | Detalls

Horne | Search | Logout | Disclaimer | Security | Help.
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Save As Draft allows you to work on  bid and save it withut being required to submit it to the Commonwealth of Kentucky. It will not be considered by the
Commonwezalth of Kentucky for evaluation but can he modified and submitted as a formal submission at a later date, prior to bid closing date and time.

Formal submissions can be entered by simply selecting the "Farmal Submission” radio button and entering your organization's Bid Authorization Cade

Once submited, vendors are reminded o revisit the eProcurEment sit to moritor for soliitation mocifications which may require an update to your bid
response.

Save As Drat €
o

Formal Subrmission @ @id Authorization Code™

= Note: Bid Authorization Cods required forformal bids oly.

Agreement Between Parties

By submitting a bid, the bidder acknowledges and agrees to be bound by the terms and conditions of the Solicitation. The bidder agrees that a resuiting
cantract is the complete and exclusive statement of the agreement between the parties, which supersedes al prior agreements, aral or written, and al other
cammunications between the parties refating to the subject matter of this Solicitation

SubmitBid | Cancel

Note: The vendor i responsible for complating this form and ensuring the acouracy of all nered
information acoording to the ferms and sonditions of the sliitation. This form willbe saved in the
database by licking the Submit Bid button. Any fime 3 shange is made {0 any of hs nformation, the
usar must olck on the Submit butan again.

Previous Page




Step 6 - Only bids marked Yes in the Electronic Bid Permitted field will be available for online bidding.  Click on the Yes button if you wish to bid online for the solicitation.

Preparing Your Bid

The Online Bidding – Vendor Login page will appear.
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Bid Information
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Step 7 - Enter your vendor ID.

Step 8 - Enter your Authentication Code

Step 9 - Click GO!
You will next be taken to the Online Bidding – General Details page.
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Online Bidding Confirmation
“Your Solicitation Response has been received by the Commonwealth of Kentucky.
Bid Status:FORMAL

Not: Thi rsponse s b s3vad 3 2 farmal b raponse and il b oosidare forth bid evlustion,
PLEASE PRINT A COPY FOR YOUR RECORDS.

Priniable Version ofBid
Confirmation Information

When inquiring abot this Solicitation Respanse, please have the following information ready.

Solicitation Number: 5-02048574

‘Vendor ID: 61123456701
Response Submitted: Jul 9, 2002 11:29 AM
Confirmation Number: 403

Note: Alltimes are Eastern Time. In the event of 2 dispute, he date and fime on the Kentucky eProcurement server il be sonsidered final
Please direct all inguiries ta the Contact Person/Buyer on the Solicitation

Agreement Between Parties
By submitting a bid, the bidder acknowledges and agrees to be bound by the terms and conditions of the Solicitation. The bidder agrees that a resuiting
cantract is the complete and exclusive statement of the agreement between the parties, which supercedes all prior agreements, oral or written, and all
other communications between the parties relating to the subject matter of this Solicitation
5
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Commonesthof Kentucky
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Online Bid Selection

Enter the Solicitation Number that identifies the opportunity and choose the action you would like to take

soctaon Nurnver

Horne | Search | Logout | Disclaimer | Security | Help.





Here you must enter necessary contact information. If different from your registration contact and telephone, this information will not update your registration profile in the procurement database.  

Step 10 - Enter a contact name.  

Step 11 - Enter a telephone number 

Step 12 - Enter a valid email address (optional). 

Step 13 - Click Next Page.

The Bid Information page will appear.  You must now present your bid details. 
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Commonwealth of Kentucky

FINANCE & ADMINISTRATION CABINET E....‘
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Online Bidding - Vendor Login

Enter your Vendor ID and Authentication Code to log in

Vendor D,

Authentication Code.

To register as a new vendor, click here.

To have your Authentication Code or Bid Authorization Cade reset, the Commonwealth requires you o fax  request on company letterhead. Fax number (502) 564-1486,

Horne | Search | Disclaimer | Security | Help.





Step 14 - The Quantity field will default to the quantity requirements in the solicitation on which you are bidding. You must be sure that your product quantity conforms to the quantity in this field or is compatible; example: the solicitation requires a quantity of 12 each and you sell by the dozen. The quantity would be changed to 1 and the unit changed to dozen. Another example of when it would be appropriate to change the quantity from the default is if the solicitation called for 50 one-gallon units, and your product was packaged in two-gallon pails. It would be appropriate to change the defaulted entries to 25 two-gallon pails to equal the solicited amount. These exceptions would need to be described in detail on an attachment to your bid response. (Attachment requirements are discussed in Steps 24 - 27.)

Step 15 - The pull down Unit box will default to the unit measure described in the solicitation.  Be sure the unit of measure as expressed in the solicitation and the unit of measure you are presenting in your bid are the same or are compatible.  

Step 16 - In the Unit Price field, enter the unit price of your product. Note: the price entered may be no longer than 7 digits to the left of the decimal point, and five digits to the right of the decimal point (i.e., 9999999.99999). 

Step 17 - Enter the manufacturer of your product in the Manufacturer field.  

Step 18 - Enter the Model Number of your product. 

Step 19 - In the Delivery Days field, enter the number of days for delivery. Delivery days must be expressed as the number of calendar days required for delivery to the receiving state agency after the receipt of an order.

Step 20 - Enter the Discount or Markup if the price quoted in your bid is not the net price.  Enter a negative number (-) to represent a discount and positive (+) to represent a markup.   

Step 21 - Click Calculate to see a summary of your bid information.

Step 22 - When you have completed this page, click Next Page.

You will go to the Online Bidding – Summary Details page. 

(Next page, please)
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Online Bidding - Modify Bid Verification

“Your Bid Autharization Code is required in order to modify a formally submitted bid

Bid Authorization Code:

[ )|
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Online Bidding - General Details

Use these pages to enter your bid information and either save your bid in draft mode or formally submit it online. As you complete a page of information,
you can click on the "Next Page" button at the bottom of the page to move to the next page (or the "Previous Page" button to return to a previous
page); you may also jump to a specific page in the response form by clicking on the appropriate number in the sequence found at the bottom of the.
page. The last page contains the final phase of the response, the "save" and "formal submission” area

'WARNING: Da nat use the Back & Forward buttons provided by your web browser while entering bid information; doing so could result in lost or
incarrect data. Instead, use the navigation links and the Next & Previous Page buttons provided in the navigation section located at the bottom of these
pages

Note: Required fields on this page are indicated by a red star (%)

General Solicitation Information

it Peler fest S0L Number 02048574

Date Issuedt May 17, 2002 01:58 P Contart JULIE STURGEON

Closing Date: Nov 1, 2003 12:00 PM Phone Number: (502)564-4696

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name®:
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Note: Required fields on this page are indicated by a red star ()

General Solicitation Information

Tie: Petertest 0L Nurnber: 502048574
Date Issued: May 17,2002 01:59 PM Contact JULIE STURGEON
Closing Date: Nov1,2003 1200 PM Phone Number  (502)564-4695

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name™: [dohn Doe

Contact Phane”:

[

Contact Email [Jahn Doe@aol.com
General Line e Details Summary
Details | Detalls

Horne | Search | Logout | Disclaimer | Security | Help.





Step 23 - Review the Criteria Descriptions listed in the Best Value Criteria Response section of the Online Bidding – Summary Details page. This section displays the “Best Value” criteria used in the evaluation of the solicitation on which you are bidding. The winning bid will be selected based on you meeting Best Value criteria as described in the bid solicitation. Detailed discussion of the Best Value criteria will be provided in the text of the solicitation. Read the criteria carefully. Type your responses In the Comments area to the right of the Criteria Description. 

Failure to respond appropriately to best value criteria will result in zero points being awarded for those criteria.

Note: If indicated in the Price or Delivery Criteria Description, do not respond in this section, those responses should be entered in the Bid Information section.  

Step 24 - In the File Attachments area you will be required to add any necessary attachments explaining your exception to any portion of the bid specifications or general terms and conditions of the solicitation. Please review all of the attachments listed. Attachments of particular importance include: Standard Attachment # 4 - EEO Information; Standard Attachment # 11 - Report of Prior Violations; and Standard Attachment # 12 – Campaign Finance Law.  Please note that Attachment #12 must be notarized, scanned and attached to your online bid. Failure to submit a required attachment may disqualify your bid.

Any attachment you file with your bid must be created and filed in your computer prior to beginning this step in the bidding process. The files must be in one of the following formats: DOC, XLS, RTF, PPT, VS, or PDF.  Please note that a maximum of four files can be attached - one in each of the four fields.  Each file may be no more than four (4.0) megabytes (MB). All file attachments should reference the solicitation number and include the vendor’s name and address at the top of each page. 
If your attachment is greater than 4 MB, you must mail the attachment.  Mailed attachments must be time stamped by the Division of Material and Procurement Services prior to the solicitation closing date and time.  When the cost of postage would be the same if you mailed your entire bid, you may want to skip online bidding, as hardcopy bids will be accepted whenever online bidding is an option.

Step 25 - Click one of the four Browse fields to locate on your computer or server the file you wish to attach. A pop up window will direct you to various places where files are kept, such as the “C” drive, your “Desktop” or your “Program Files”. You must know the file name in order to locate it. 

Step 26 - When you have located the file in your computer, highlight it using your cursor.

Step 27 - On the toolbar at the top your screen, or on the pop up window, click the “attach” or “insert” button, or double click the file name. 

The file name you attached will be seen in the File Attachments field. 

Bid Submission – Draft or Formal?

Step 28 - Next, in the Submit Area of the Online Bidding - Summary Details page, you must decide to hold your bid as a draft or formally submit your bid. 

Save as Draft is used to save your bid information without providing it as your formal bid to the procurement system. Your bid information will then be on hold and available to you for later modification and/or formal submission to the procurement system.  Draft bids can be kept on hold until the closing date of the solicitation. Drafts will be deleted from the procurement database after the closing date and time. Click Submit Bid to save your Draft. If you save your bid as a Draft, you will receive an Online Bidding Confirmation page. It will read: “Bid Status: DRAFT”.  Remember: draft bids will not be considered for bid evaluation.

Formal Submission is used if your bid is ready for immediate submission to the procurement system.  Enter your Bid Authorization Code.  Next, click “Submit Bid” to send your bid to the procurement system.  When your formal bid is received, within seconds the Online Bidding Confirmation page will appear.  Ensure that “Bid Status: FORMAL” is near the top of the page. 
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Use these pages to enter your bid information and either save your bid in draft made or formally submit it oniine

Note: Required fields on this page are indicated by a red star ()

Bid Information

Total Cost of Bid: $0.00000

Best Value Critel

Response

In the fields below, enter in any Best Value Criteria comments and create attachments reguested in the solicitation clauses. All comments must be limited ta
400 characters including spaces. Failre to provide a response to best value criteria listed below may render your bid non-respansive

|Criteria Description |comments
Pra -





Step 29 - Please save and print the Online Bidding Confirmation page for your records.  It will list the details of your bid as well as the date and time the bid was officially received by the procurement system (if formally submitted). You will need a paper copy of the page for any written correspondence to the Finance and Administration Cabinet or other state agency. 

Step 30 - On the Online Bidding Confirmation page, “Printable Version of Bid” will allow you to print all the pages of your online bid for your records, if you choose. However, selecting the link will not print the Online Bidding Confirmation page.

Note: Vendors may also submit a paper copy of their bid.  A paper copy of the Online Bidding Confirmation “Formal Status” page must be attached to any duplicate hardcopy submission.  However, if there is any discrepancy between the online bid submitted to the procurement system and the hard copy paper bid, both of the bids (online and paper) may be disqualified. 

Bid Modifications 

You may modify your online bid submission at any time prior to the published closing date and time for the solicitation. Faxed modifications are permitted, but cannot list the unit or total price of your bid.  Instead, they can refer only to percentage or numerical change - example: "Reduce unit price of item #1 by $1.00."  Any faxed modification must be received prior to the date and time of closing for the solicitation. Telephone requests for modifications of online bids will not be accepted. Written requests for modifications of online bids will be accepted in accordance with FAP 111-35-00(8) and FAP 110-10-00(18). 

How to Modify a Bid Online 

Step 1 - To modify Draft or Formal Submission bids, click Online Bidding on the eProcurement website, or click on the “YES” Online Bidding Permitted indicator on the Browse Bid Opportunities – Results page of the solicitation.

The Online Bidding – Vendor Login page will appear.
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“endors must submit all attachments required in the solicitation, as well as a file attachment for exceptions to bid specifications. If 'no exceptions” are noted
or sent forth in a file attachment, the Procurement Authority is assured that the bidder guarantees to furnish and deliver the "z specified” product at the

price bid. Files that cannat be attached can be mailed to the address on the solicitation that is found in the address "To" field, and must be received by the
closing date and time.
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Step 2 - Enter your Vendor ID and Authentication Code.  

Step 3 - Click Go.  

You will be taken to the Online Bid Selection page.  
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Save As Draft allows you to work on  bid and save it withut being required to submit it to the Commonwealth of Kentucky. It will not be considered by the
Commonwezalth of Kentucky for evaluation but can he modified and submitted as a formal submission at a later date, prior to bid closing date and time.

Formal submissions can be entered by simply selecting the "Farmal Submission” radio button and entering your organization's Bid Authorization Cade

Once submited, vendors are reminded o revisit the eProcurEment sit to moritor for soliitation mocifications which may require an update to your bid
response.

Save As Drat €
o

Formal Subrmission @ @id Authorization Code™

= Note: Bid Authorization Cods required forformal bids oly.

Agreement Between Parties

By submitting a bid, the bidder acknowledges and agrees to be bound by the terms and conditions of the Solicitation. The bidder agrees that a resuiting
cantract is the complete and exclusive statement of the agreement between the parties, which supersedes al prior agreements, aral or written, and al other
cammunications between the parties refating to the subject matter of this Solicitation

SubmitBid | Cancel

Note: The vendor i responsible for complating this form and ensuring the acouracy of all nered
information acoording to the ferms and sonditions of the sliitation. This form willbe saved in the
database by licking the Submit Bid button. Any fime 3 shange is made {0 any of hs nformation, the
usar must olck on the Submit butan again.

Previous Page




Step 4 - Next, enter the solicitation number of your bid (S- _ _ _ _ _ _ _ _ _). This step is bypassed if you clicked the “YES” on the Online Bidding Permitted indicator. 

Step 5 - Then click Enter/Modify Bid. This step is bypassed if you clicked the “YES” on the Online Bidding Permitted indicator. 

Note:  The Withdraw Bid button will be discussed later.

You will go to the Online Bidding – Modify Bid Verification page if a formal bid was submitted.  If a draft bid was submitted, you will be taken to your last response. 
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Step 6 - Enter your Bid Authorization Code and click Modify.  This step is bypassed if your bid was in draft form. 

Note: Clicking the Cancel button returns you to the previous page.

Step 7 - You must now review all the pages of your bid, making changes as you go. You will start at the Online Bidding – General Details page (discussed previously on page 4). Next go to the Bid Information page. Then review the Online Bidding – Summary Details page. Then click Save as Draft or Formal Submission at the bottom of the Summary Details page.  Finally, click Submit Bid.

You will receive a new Online Bid Confirmation page.

Bid Withdrawal 

Your online bid submission may be withdrawn online as well. A fax or telephone call requesting a withdrawal of a formal bid made online through the procurement system will not be accepted.  Written requests for withdrawal will be accepted in accordance with FAP 111-35-00 (8) and FAP 110-10-00(18).  

A noted in the introduction, if you have submitted an online bid under a denied vendor code, you should follow the “Withdraw Bid” instructions to withdraw the bid, then resubmit your bid under your active vendor code.  If the solicitation closes before you have time to withdraw and resubmit your bid and you are awarded the contract, the Commonwealth of Kentucky will make administrative changes in order to award your contract to your active vendor code.  Nevertheless, you should make every effort to submit all future bids under your active vendor code.

How to Withdraw a Bid Online

Step 1 - To withdraw Draft or Formal Submission bids, you can click “Online Bidding” on the eProcurement website. 

The Online Bidding – Vendor Login page will appear.
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buttan ta skip this pracess and retur to the main screen

Bid Authorization Code:
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Step 2 - Enter your Vendor ID and Authentication Code.  

Step 3 - Click Go. 
You will be taken to the Online Bid Selection page.  
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Online Bidding Confirmation
“Your Solicitation Response has been received by the Commonwealth of Kentucky.

Bid Status:DRAFT

Note: Thi response has been saved as 2 draft and wil not be sonsidered forbid evaluaton untl submitied formally. To submitformally, modity he bid and select "Formal Submisson” plus include your
Bid Authorization Cods

PLEASE PRINT A COPY FOR YOUR RECORDS.
Priniable Version ofBid
Confirmation Information

When inquiring abot this Solicitation Respanse, please have the following information ready.

Response Submitted: Jul 23, 2002 03:26 PM
Confirmation Number: 411

Note: Alltimes are Eastern Time. In the event of 2 dispute, he date and fime on the Kentucky eProcurement server il be sonsidered final

Please direct all inguiries ta the Contact Person/Buyer on the Solicitation





Step 4 - Next, enter the solicitation number of your bid (S- _ _ _ _ _ _ _ _ _). 

Step 5 - Next click Withdraw Bid to withdraw your bid if previously submitted as a Draft or Formal Submission.

Step 6 - If your bid was a Formal Submission, you will next be asked to type in your Bid Authorization Code on the Online Bidding – Withdraw Bid Verification page.

Note:  The Cancel button returns you to the previous page.

Step 7 - Click on Withdraw/Save as Draft button.  Your bid will be saved as a draft and can be retrieved for updating.  

Note:  The Delete button deletes your bid completely from the system.  If you wish to bid again, you will need to start the online bidding process over.


You will receive an Online Bid Confirmation page – “Bid Status: DRAFT”, for your records.

Solicitation Modification

Modifications to solicitations occur frequently.  If a vendor has previously responded to a solicitation that is modified, the vendor must acknowledge the addenda and modify the bid accordingly.  

It is a vendor’s responsibility to ensure that they are working from the most recent modification or addendum.  When a solicitation has been modified, you may view the entire updated solicitation by clicking on the Solicitation Title link, or the changes may be viewed by clicking on the Addendum link.  Both links are located in the Solicitation Title column.

All addenda should be acknowledged.  Acknowledgement of the most recent modification to the solicitation will constitute acknowledgement of all prior modifications.  To acknowledge the most recent modification, the final online bid submission should reference the latest solicitation.  If you have already submitted a bid from a previous version of the solicitation follow the “How to Modify a Bid Online” instructions to resubmit your bid from the latest modification. An acknowledgment must be received by the issuing agency prior to the hour and date specified for receipt of offers.  You are responsible for checking the eProcurement Website before the bid closing time to ensure that you acknowledge the final modification to a solicitation for which you have bid and if necessary, for modifying the bid accordingly.

Failure to acknowledge a modification may cause a bid to be considered non-responsive. See FAP 110-10-00(4) located at http://finance.ky.gov/manuals/pol&proc/FAP110-10-00.doc for information regarding acknowledgement of addenda.

Bid Solicitation Closing Times

All solicitation closing dates and times are listed for the Eastern time zone.  An internal clock within the procurement database will ensure accurate time keeping to evaluate all bids when compared against the solicitation closing dates and times announced in the bid solicitation. No online bidding is permissible after the closing date and time. In the event of a power outage or other system failure, affecting the performance of the eProcurement website, the solicitation closing date and time may be extended to a new closing date and time.  Submitted bids cannot be viewed by state agency personnel prior to the solicitation closing date and time.

Online Bidding Security

All activity on the eProcurement website is securely protected by advanced secure socket layer (SSL) technology.  All bid information is encrypted during transmission to the procurement system database. This secure system is maintained to allow no outside parties access to your activities on the eProcurement website. See the “Security Notice” on the eProcurement website.

Additional Information

Other important information regarding online bidding is available in “How to Do Business with the Commonwealth” located on the eProcurement website.  

The Finance and Administration Cabinet Manual of Policies and Procedures, incorporated by reference in 200 KAR 5:021, is located on the Division of Administrative Policy and Audit’s web page at http://mars.ky.gov/policies.htm.  Links to the Model Procurement Code (KRS 45A) and Title 200 are provided at the bottom of this web page.  

For questions regarding your online bid, contact the buyer or purchasing officer listed in the solicitation. 

New Vendor Registration





Click �HYPERLINK "https://ky-purchases.com/servlet/KYECServlet?object=NewVendorReg&action=show&main=yes"��“New Vendor Registration,”� a link also available on the eProcurement website, to register as a vendor in the procurement system.  Your Federal Employer Identification Number or Social Security Number will be the basis for your “Vendor ID” in the procurement system.  A “Vendor Registration Confirmation” will be provided to you immediately upon completion of the registration process. The confirmation will indicate your new Vendor ID. Please make note of it.  A separate bidding status review is normally completed within 24 hours of your online registration.  You must be granted an “active” bidding status to be awarded contracts.  You will be notified of your bidding status via email.  A valid email address must therefore be included in your registration.
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Online Bidding - General Details

Use these pages to enter your bid information and either save your bid in draft mode or formally submit it online. As you complete a page of information,
you can click on the "Next Page" button at the bottom of the page to move to the next page (or the "Previous Page" button to return to a previous
page); you may also jump to a specific page in the response form by clicking on the appropriate number in the sequence found at the bottom of the.
page. The last page contains the final phase of the response, the "save" and "formal submission” area

'WARNING: Da nat use the Back & Forward buttons provided by your web browser while entering bid information; doing so could result in lost or
incarrect data. Instead, use the navigation links and the Next & Previous Page buttons provided in the navigation section located at the bottom of these
pages

Note: Required fields on this page are indicated by a red star (%)

General Solicitation Information

it Peler fest S0L Number 02048574

Date Issuedt May 17, 2002 01:58 P Contart JULIE STURGEON

Closing Date: Nov 1, 2003 12:00 PM Phone Number: (502)564-4696

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name®:
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Save As Draft allows you to work on  bid and save it withut being required to submit it to the Commonwealth of Kentucky. It will not be considered by the
Commonwezalth of Kentucky for evaluation but can he modified and submitted as a formal submission at a later date, prior to bid closing date and time.

Formal submissions can be entered by simply selecting the "Farmal Submission” radio button and entering your organization's Bid Authorization Cade

Once submited, vendors are reminded o revisit the eProcurEment sit to moritor for soliitation mocifications which may require an update to your bid
response.

Save As Drat €
o

Formal Subrmission @ @id Authorization Code™

= Note: Bid Authorization Cods required forformal bids oly.

Agreement Between Parties

By submitting a bid, the bidder acknowledges and agrees to be bound by the terms and conditions of the Solicitation. The bidder agrees that a resuiting
cantract is the complete and exclusive statement of the agreement between the parties, which supersedes al prior agreements, aral or written, and al other
cammunications between the parties refating to the subject matter of this Solicitation

SubmitBid | Cancel

Note: The vendor i responsible for complating this form and ensuring the acouracy of all nered
information acoording to the ferms and sonditions of the sliitation. This form willbe saved in the
database by licking the Submit Bid button. Any fime 3 shange is made {0 any of hs nformation, the
usar must olck on the Submit butan again.

Previous Page
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Commonsealth of Kentucky

FINANCE & ADMINISTRATION CABINET

Browse Bid Opportunities
On this page you can browse existing opportunities to do business with the Commonwealth of Kentucky.

The list below shows all of the offices with open Bid Opporturnities. You can either view al existing opportunities or limit your search to a
particular office

Search Area

L e e — |
Browse By Commodity Category: -
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Note: Required fields on this page are indicated by a red star ()

General Solicitation Information

Tie: Petertest 0L Nurnber: 502048574
Date Issued: May 17,2002 01:59 PM Contact JULIE STURGEON
Closing Date: Nov1,2003 1200 PM Phone Number  (502)564-4695

Mota: All timss ars Eastem Time. In the avent of 3 disput, he date and fime on the Kanfucky ePraoursment senvar il be considerad final.
Contact Information

Enter In information for the person in your organization that the Commanwealth should cantact regarding this bid

Contact Name™: [dohn Doe

Contact Phane”:

[

Contact Email [Jahn Doe@aol.com
General Line e Details Summary
Details | Detalls
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