Submitting an Application

You will receive a standard email informing you of application periods (events) that are
currently open. Once an event is closed, you can no longer submit in progress
applications. New applications will need to be opened for the next event.

To navigate to the application page, click Supplier Homepage> My Event Activity
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1. The Event Activity page displays Events you have been invited to, Events you
have previously bid on, and Events you have been awarded. To open a new
application, click the numbered hyperlink next to Events Invited To.
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2. Locate the appropriate event in “Posted” status, and click the Event ID to enter
the event.
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3. The Event Details page is displayed.

Click Bid on Event to launch the

application.
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4. The question ‘Default the bid quantity for each line item to be equal to the
requested quantity?’ is displayed. Click Yes to skip this question.
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Select "Yes' if you would like o have the bid quantity for auction line items defaulted for you. You will be allowed to change the line item bid quantity at any peint prior to submitting your bid. Select 'No" if you do not wish to have the bid
quantity defaulted.

One important note: If you select to default the bid quantity, only nen-group lines will be impacted by this option. This is because responses for individual line items must be complete before bids can be placed for any line groups.
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5. The Event Details page is displayed, with the following buttons:

e Validate Entries: This button will display any errors in the application,
such as a question missing a response.

e Save for Later: This button will save an incomplete application when you
need to gather additional documentation or return to an application at a
later time.

e Submit Bid: When the application is complete, click Submit Bid to send
your application to OSCG&R. The submission is time and date stamped.
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Event Start Date 09/12/2013 10:45AM EDT Bid Currency USD | g pollar

Event End Date 02/30/2018 10:34 AM EDT
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This priority event is for training demonstration purposes. [ Ed]
Contact DAS-Dixon Michelle R Payment Terms
Phone Billing Location DAS AP Address
Email doit core.emailtest@ct.aov Event Currency Dollar
Online Discussion Discuss Event in Forum Conversion Rate 1.00000000
Edits to Submitted Bids Allowed
Multiple Bids Allowed
Step 1: Answer General Event Questions This section summarizes the

General Event questions
completed on the application.
All questions must be
completed before moving onto
the next section of the
application.

The event administrator requests your response to questions not specific to any specific item.
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6. Scroll down to Answer General Event Questions
e The question regarding selecting project types will determine which
questions appear at the line-level, and all questions must be answered to
continue the application.
e The Event Comments and Attachments link at the bottom of the page
includes helpful templates, documents, and comments to support the
application process.
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7. Atthe bottom of the page, there is a Lines table where the project type-specific
questions are found. Enter the Total Project Cost of the project in the Your Unit
Bid Price field.

8. Click the Bid link.

¢ You will not be able to move forward unless all General Event questions
have been completed.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may reguire your bid in order for consideration by the Event
Administrator.
Lines in This Event 1

Lines That Require a Response 1
Lines Responded To 0
Your Total Line Pricing 0.0000 USD

Hide Line Detail
¥ Bid Required Line Comments/Files
Lines Personalize | First ‘4’ Previous Lines 1 of 1 Next Lines
Line Description Unit Your Unit Bid Price Your Total Bid Price
1 * Priority Event 2018 EA ]

Event Comments and Attachments Event Comments and Attachments

contains helpful templates,
documents, and comments to
support your application process.

At any point in the bid response process you may save an in-progress bil nse is complete, submit for consideration.
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9. The project Line Detail questions are displayed. Complete the project type-
specific questions.
e The project specific questions are grouped by “schedule”.

Line Details
Save for Later Start Page Validate Entries

Line 1of 1
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Lineg 1
priority event (Bl Response Required Yes

Category Building and Construction and

View/Add Question Comments and Attachments

Display Start Price 50000000.000000
Your Unit Bid Price

Total Bid Price
Reserve Price No
Line Questions Previous Questions 1-56 of 56 Next Questions

¥ Is this project in accordance with the district's long-term school building program established pursuant to CGS Section 10-2207

Response | v Add Comments

¥ Does the disfrict inted to continue using this facility for public educational purposes for the foreseeable future? If no, explain in the comments.

Response M Add Comments




10. Once completing all questions, click the Start Page button to return to the first
page of the application

3 If the extension(s) in the previous question are relocatable, choose the type below. If not, select N/A.
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¥ What is the extent to which the existing area will be reconfigured as a resuli of this project? Please select an option, and provide details in the
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# Please aftach the completed cost estimating excel file (form ED049), which has been provided fo you at the header level of the event.
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Item Specification
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11. Optional: Click the comment/attachment icon to attach documentation to the bid
or comments.

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may reguire your bid in order for consideration by the Event

Administrator.
Lines in This Event 1

Lines That Require a Response 1
Lines Responded To 1]
Your Total Line Pricing 0.0000 USD

Hide Line Detail
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Lines Personalize | Ed] First '4' Previous Lines 1 of 1 Next Lines
Line Description Unit Your Unit Bid Price Your Total Bid Price
1 W Priority Event 2018 EA 1000000 Bid @

Event Comments and Attachments

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

Submit Bid Save for Later Validate Entries




12. Click Upload to attach documentation or enter comments in the Add New
Comments textbox.

Line Comments and Attachments X
Help

Event ID SCP0002 Line 1
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Attachments
Add New Attachments Personalize | (Ed] First ‘4 1of1
Attached File Attachment Description Upload View
View Add New Attachments [Delete
Comments

Add Mew Comments

Cancel
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13. Submit Bid when all questions are complete.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 1

Lines That Require a Response 1
Lines Responded To 1]
Your Total Line Pricing 0.0000 USD

Hide Line Detail
¥ Bid Required Line Comments/Files
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Event Comments and Attachments

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for consideration.

Submit Bid Save for Later Validate Eniries

14. The submitter will receive an email confirmation when the application is
submitted.



