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This document is designed to help Contract Analysts use SFBid. If you are not a Contract Analyst, please use the manual associated
with your user role in the “Help” section on the SFBid website.
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LOG IN

e Asacity employee, you are already registered with SFBid.

1. Go to https://sfbid.sfwater.org

2. Click on the blue “log in” icon in the top right corner of the screen.

3. Login using your @sfwater.org email address (e.g. sfbid@sfwater.org)

4. Enter your password

o Your password is the same password you use to log in to your computer in the morning.

Q’/SFBId TRAINING 2.2 L':'

stid@sfwater.org

@ Stay signed in

Need an account? Register here
Forgot your password?

Copyright © 2015 San Francisco Public Utilities Commission, All Rights Reserved

about | help | contact

REQUEST NEW SFBID ACCOUNT ROLE

e You may need to contact us to be assigned the correct user role in the system.
e Send an email to sfbid@sfwater.org to get set up with the correct user role.

o Please be sure to have your supervisor’s approval for the role which you are requesting.
e  You will receive confirmation that your account has been updated with your role(s).
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VIEW ACTION ITEMS ON LANDING PAGE

1. Loginto SFBid (see Log In section above for instructions)

2. Your landing page upon log in will be your My SFBid (to return to this location at any time, click star icon (My SFBid) in the top

right corner of the screen).

. On the My SFBid page, you can review Action Items and My Contracts
o The Action Items queue includes all tasks which are waiting for you to perform an action.

o The My Contracts queue includes all contracts for which you are the primary Contract Analyst.

3. Click anywhere on the action item row to jump to that action item.

V SFBid TRAINING 2.2

Contract List / My SFBid

Weicome Pat!

LT

Account My SFBid

Log off

‘Start New Contract
ACTION ITEMS ce
Action Number Title Day.
Review and Approve RFP PUCPRO.0017.15 Level Appravers 10f2 Approved 5
Write REP Document PUCPRO.0016.15 €0 Wrice Doc 5
Complete RFP Form and Generate/Update RFP Template PUCPRO.0015.15 €O Generate Dec e
Revork RFP PUCPRO.0014.15 0 Rework 5
Complete RFP Dreft PUCPRO.0011.15 Draft 8
Write RFP Document PUCPRO.0042 Inspection Servic s
Wrie REP Document PUCPRO.0043 Water Hydrat 7
PUCPRO.0044 Copy of: Draft P
PUCPRO.0026 Kete-01 1
honing 1109 0f3
MY CONTRACTS <o
Title Number Amount Status isible Updated
CAN First Review PUCPRO.0013.45 5300000 _Scatushiame 06/25/2035 4:47 M
PUCPRO.005T §1500 Assign Cantract Analyst 08/25/2015 4166
PUCPRO.0036 50 Draft 06/25/2035 4:42 M
PUCPRO.0D4S $1501  Review & Send to City Attomey 06/25/2015 2:54 oM
PUCPRO.0D44 5300000 06/25/2015 2:28 PM
PUCPRO.0D4E s1.500 06/25/2015 2:28 M
PUCPRO.0D41 54,600,000 Posted 06/17/2015 4:22 PM
PUCPRO.0043 $65.000 Draft Scope & Re 06/17/2015 4:07 M
PUCPRO.0D2 £15,000000  Dreft Scope & Re 06/17/2015 7:57 A
PUCPRO.0038 1,500,000 Posted 06/16/2015 1:48 M
23 Next
Form Templates

Copyright © 2015 San Francisco Public Utilities Commission, All Rights Reserved
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REVIEW RFP AND SELECT TEMPLATES

e The Contract Owner will initiate the RFP in SFBid and begin to create the framework, and then will send the RFP on to the
Contract Analyst Manager who will then assign you or another analyst to continue work on building the RFP.

e After the Contract Analyst Manager has assigned you as the Contract Analyst on an RFP, you will receive an email from
SFBid.

e In this email, click on the blue link to jump into SFBid.

. el = - SFBid | Friday, June 12, 2015
SFBid

Hello Ken SFBid,

‘You have an action item in SFBid:

:> Review and Approve Centract

@ Kate's now RFP - No CMD
PUC PRO.0040
San Francisco Public Utilities Commission (SFPUC)

#®  "Ken this won't need CMD approval since it will be 5o pretty. " - Comment from
Art SFBid

Thanks,
SFBid (noreply)

e After logging in to the system, you will arrive at the RFP Web Form page for the specified RFP.
e  Review the information entered by the Contract Owner and perused by your Manager
o Basics
o Labels
o User Info
e  Review any comments made at the bottom of the RFP Web Form.
e Make changes to the form as necessary.
e Complete the new sections of the RFP Web Form:
o Schedule
o RFP Word Document
o RFP Form Builder

SCHEDULE

e Complete the RFP Schedule blind which consists of a list of the different events which typically occur during the RFP
process.
e Advertisement Date:
o The default “Advertisement of RFP” date is the date the RFP was submitted initiated.
o Ifthe Contract Owner (CO) previously selected an Advertisement Date for the RFP, then this will appear at the top
of the “Date” column in the schedule.
If the CO did not select a date, and you would like to select a particular date, enter the date in the blank field.
If neither you nor the CO have a particular date in mind, you can user the schedule generator to suggest one for
you by clicking the blue “Generate Suggested Schedule” link or the gray icon in the top left of the Schedule
blind.
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) sCHEDULE (X

@ Adjust the "Advertisement of RFP" date and then

Event Date Time

07/06/20 |  N/A *

Pre-Submittal Conference o
Site Visit ! @
yeadline for Proposers ta Submit Question: N *
1! *

Posting of Proposer Ranking N/A o
Public Utilities Commission Authorization to Execute Agreement N/A L]
Deadline for Proposer to Achieve Vendor Compliance and Execute Agreement N/A o
Board of Supervisor's Approval /A o
Notice of Award of Agreement N/ o

e Enter dates and times as desired for a schedule, or click the blue schedule generator link to have SFBid suggest dates
following a typical timeline for RFP Schedules.

e  You may remove events which do not apply by clicking the gray trashcan to the right of the event.

o Note: A red asterisk (*) denotes a required field and cannot be removed from the schedule.

e Add new events by clicking the “Add Event” link at the bottom of the list.

e You may edit the suggested dates freely, throughout the workflow process, in order to create an RFP schedule that works for
you and follows the RFP’s progress. If the RFP is somehow delayed, communicate with the Contract Team and make
adjustments as necessary.

RFP DOCUMENT

e The RFP Document is a preformatted document based on the standard RFP Template. As information is filled into the
Contract Web Form, the RFP Document will populate the information following the prescribed format.

e The schedule, tasks, etc. will populate to the RFP Document as both the Contract Owner and Contract Analyst enter the
information.

e The Scope of Work can be expanded upon and contractual clarifications and specifics should all be added directly to the RFP
Document.

e Editing should always be done in the response field outside of the document if it has been populated by SFBID into the RFP
Document. This will be noted in a notification ribbon at the bottom of the RFP Document if you click into a text area that is
locked by the web form formatting.

e When Reviewing the RFP, users can simply choose the “Read Only” option.

e Should additional information be required and the Document be opened for editing, users must click on “Open (Check
Out)” and “Check In” when done.

DOCUMENT ACTIONS

e Click on the RFP Document blind to view available actions for the RFP Document.
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RFP DOCUMENT °

Previous Versions

20 System Account System Generated

10 System Account SFBid System Generated RFP

Open (Check Out)

Read Only

Upload new Version

| OPEN (CHECK OUT)

e  Clicking on the “Open (Check Out)” link will open the RFP Document from the central SharePoint location.
o The RFP Document in SharePoint is always the latest version of the document, so the “Check Out” option should
be used in almost every case.
e You will need to enter:
o Your @sfwater email address
o Your password (same password that you use on your work computer.

Sign In

Email Address:
patstbid@sfwater.org

Password:

[ Stay signed in

e  While you have the document “checked out” for editing, other users can view, but cannot edit the RFP Document. This
prevents conflicting changes to the document.
e  When you are done editing the RFP Document, you must “Check In” the document to save your changes and allow others
to view the RFP Document in SharePoint.
o Do this by clicking the “File” menu at the top and then pressing the “Check In” button.

Updated 7/20/2015 Page |9



Information about PUC.PR0O.0218.14

http:/vm-devsfb01/RFPPUCPRO021814/PUC.PRO.0218.14 docx

Checked Out Document
ﬁ Mo one else can edit this document or view your changes until it is checked in.

:> @y Discard Check Out
CheckIn =

e Asyou check in the document, you can enter comments to describe the changes saved to this version.
e In order to continue to continue working on the RFP Document after saving changes, check the box for “Keep the document
checked out after checking in this version.”
o Checkingin the document as you work allows other users/contributors to see the most up-to-date RFP.
o If you keep the document checkout, other contributors can only see it in the Read-Only version and are unable to
make edits until you have checked the document back in.

CheckIn R}

Version Comments

Drafted the detailed Scope of Work for the RFP.

| >|:| Keep the document checked out after checking in this version.
>[ OK l l Cancel

e If you happen to close out the window before checking in the document, you will receive a pop-up prompt asking if you
would like to check the document back in. Select “Yes” to check the document in.

Microsoft Word ﬁ

,9 Other users cannot see your changes until you check in.
¥’ Do you want to check in now?

| Yes || mo | | cancel |

{

e If you do not wish to keep any of your changes, you can select to Discard Check Out
o Do this by clicking the “File” menu at the top and then pressing the “Check In” button; or
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Information about PUC.PR0O.0218.14

http:/vm-devsfb01/RFPPUCPRO021814/PUC.PRO.0218.14 docx

Checked Out Document
I:% Mo one else can edit this document or view your changes until it is checked in.

& Discard Check Qut <:
CheckIn =

o Do this by closing out the document and clicking on the red “Discard Check Out”

\EEEmIT Previous Versions
Last updated at 06/25/15 09:37 AM

Currently locked for editing by you. 11.0 Pat SFBid

100 System Account System Generated

9.0 Ken SFBid xx

m 8.0 System Account System Generated
Discard Checkout E 7.0 System Account System Generated

Show all versions

Add Contributors

e The Discard Check Out option will remove any changes that you have made to the document and will not be reflected in the
“Previous Version History” and comments.

' READ ONLY

e  Clicking this link downloads a local copy of the latest version of the RFP Document to your desktop, but does not include
SharePoint integration.

Mersioniiad Previous Versions
Last updated at 06/25/15 09:37 AM

Available for editing 11.0 Pat SFBid
< Refresh Document @

100 System Account System Generated

SNSRI M) 90 Ken SFBid X
Read Only — 8.0 System Account System Generated
Upload new Version 7.0 System Account System Generated

Show all versions

Add Contributors

e You cannot edit the document until you check it out, which can be done within the Read Only document.
o The yellow ribbon at the top of the page will have a “Check Out” button. Click this and enter your email and
password information.
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Home Insert Page Layout References Mailings Review View Deve

o Check Out Required  To modify this server document, you must check it out. I Check Out <

Ep=]

Mavigation - X |1| -

e If you open a read only copy of the document and share it outside of SharePoint, local copies will not be saved in SFBid.
Should a more recent version of the document need to be entered into SFBid and is outside of SharePoint, you will need to
upload the newest version of the document to the system.

o Please note that documents uploaded to SharePoint through SFBid will remove previous versions which may have
changes that were made between the times that the RFP Document was downloaded from the website and
returned in a modified version.

o Itisrecommended that documents not be shared and modified outside of the SFBid/SharePoint system, however
should this happen, click the blue “Upload New Version” button and browse your local files for the document you

wish to upload.

VEET0EMD Previous Versions
Last updated at 06/25/15 09:37 AM
Awvailable for editing 110 Pat SFBid
i Refresh Document @
100 System Account System Generated
Open (Check Out) 90 Ken SFBid o 0 /15 04:11 PM
Read Only 8.0 System Account System Generated 06/22/15 03:40 PM

Upload new Version System Account System Generated 06/22/15 03:30 PM

~
=)

Show all versions

Add Contributors

VIEW HISTORY

e  Clicking the “View History” link will expand the form to show all the versions of the SharePoint RFP Document, including

user comments. I

-]
VEEEm: L Previous Versions
Last updated at 06/22/15 04:43 PM
Available for editing 100 System Account System Generated
£ Refresh Document €@
2.0 Ken SFBid XX 06/22/15 04:11 PM
Open (Check Out) 8.0 System Account System Generated 06/22/15 03:40 PM
Read Only 7.0 System Account System Generated 06/22/15 03:30 PM
Upload new Version 6.0 System Account System Generated
Show all versions
Add Contributars

ADD CONTRIBUTORS
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e You can click on the “Add Contributors” link to invite your colleagues to give contribute to the drafting of the RFP.
o Contributors can view and edit the RFP Document with you in SharePoint.

Version 10.0
Last updated at 06/22/15 04:43 PM

Previous Versions

Available for editing 100 System Account System Generated 06/22/15 04:43 PM
< Refresh Document @
9.0 Ken SFBid xx P
SpeniiEneCEat] 8.0 System Account System Generated 06, 503:40 P
Read Only 7.0 System Account System Generated 06/22/15 03:30 PM
Upload new Version 6.0 System Account System Generated 06/22/15 03:26 PM
Show all versions

Add Contributors E

e Select users from the searchable drop-down list and click the “Share” button to send your colleagues an email.

Share draft document with other users

k| ‘“ (Motification will be sent to selected users)

Type at least 3 characters...

PROPOSAL RESPONSE FORM

e Click the green Create Proposal Response Form button in the Proposal Response Form blind to open the form builder and
begin framing questions and information/documentation requests you wish to have Vendors respond to as part of your

= PROPOSAL RESPONSE FORM eQ
@ Use this blind to configure the respoll [ Start with a proposal form template | Click "create response form" and then select a system template or start from scratch. Both the Contract Analyst and
Contract Owner can work an the respol @Jiroct is advertised,

-- Select Template —-

Create Propasal Response Form [ start with a blank proposal form template

) COMMENTS @

o Select a template from the dropdown list; or
o Check the box to start with a new blank Form in which you can create your own inquiries for response.
e These questions will be integrated into the RFP document as you build the form.

SECTIONS

e After you click “Create”, you will be taken to the blank page or template of your RFP Response Form.
e Blinds in the Form Builder are called “Sections”
o Click the blue “Add the first section” link on the left to open the first section.
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- 1
v SFBld LA fecome et A:im Mys*Fma Lu(giff

Contract List / Form Builder (Professional Services Proposal)

Graywater and Rainwater Harvesting

Proposal Response Form Builder
Professional Services Proposal Form

Add the first section <: Form Fields

Instructs

Text Line
Text Area

Text Formatted
Checkbox

Multiple Choice
Date Picker
Dropdown Options
File Attachment(s)

Yes/No Switch

BASOMEii«=A10 ]

Custom Table

Show Custom Controls

Copyright © 2015 San Francisco Public Utilities Commission, All Rights Reserved

about | help | contact

e Click the blue “Add another section” at the bottom of the page to add additional sections.

L BUSINESS INFORMATION * @ x Form Fields

Instructi

Drag a control here to start...

Text Line

Text Area
Text Formatted

Add another section G Checkbox

Multiple Choice

Date Picker

OBii«®A10 §

Dropdown Options

e  When you add a new section, you will be prompted to click the pertinent link for:
o Add New Blank Section
o System Templates
o User created Templates
= Note the blue options are what are available to you; if they appear gray, then there are no available
templates in your profile.
=  The numeral to the right of the options indicates the number of templates available to you.

&0 Add New Blank Section <:
B System Templates (D) <:

@ User Created Templates (0)

e Typein the name of this section into the “Section Tile” field.
e Select anicon to represent this field (optional; the default icon is a cube).
Updated 7/20/2015 Page |14



A FNOE G B 1% &=

M IeCHEOEED

Click the blue “OK” button located in the lower right of the window.

Section Heading
Section Title:

| Contains Repeating Data @

Section lcon (Optional)  §Q) Filter

[3
Hgnuwao
g g Dwmit
Bgonex
&) 2
@ N
Splo
e
m@.m
-
Ll
Fuhﬂﬁe
ma®p

i&&ﬁlm

me

it

@

)

-

e
o
o
@-uu

‘Hew

il
7
7
!
=
o’
*

IBE+ 55

DE=
i1
QG

0

34)
EA
Ip

—X
n
b
5
]

B
r4
4
a

I

1=
Eg
By
[rd
W
@EI

(=

]
1
1
|

]

¢ 0

0= @

E.DCRQB@

00 =&y
™A

e Sections can be dragged up and down by clicking and holding the navigation icon "I" at the top left of each blind.

o Atan area will appear where the dragged section will land upon release.

“ in INSURANCE INFORMATION * @ x
Drag a control here to start...
| > 4+ W [UNTITLED SECTION] * 0 x
<+ @  PREVIOUS WORKS
Drag a control here to start...
Add another section
FIELDS
e  Click to drag the first field into the new blind.
Proposal Response Form Builder
Professional Services Proposal Form
4 &  BUSINESS INFORMATION * @ x Form Fields
Drag a control heﬂ‘o start... ——
L
B

Add another section

Preview save Form

ultiple Choice

Date Picker

Dropdown Options

&

(]

Q  File Attachment(s)
€  Yes/No Switch
)

Custom Table

Show Custom Controls
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e  Multiple fields can be dragged and dropped into each section or “blind,” creating the visible frames between relative

information.

e Ask questions, create response forms, request information/documentation and construct agreements using the various

fields in the form builder.

SFBid  ContractList / Opportunity / Form Bilder (Construction Services Proposal)

Construction Services Proposal Form

4 ®  BUSINESS INFORMATION * 6 x Form Fields

Use the following felds to provide references, documentation and business/employee information.
Note: to be be considered qualified for this contract, you must have 3 minimum of 2 previous jobs values 3t over $200,000 and be approved through the Pre-Qualification PQ-1500 {pool date valid January 2015
January 2016}, and in good standing with the SFPUC.

“Prime Vendor Business Name

As registered with the ity and County of San Francisco andor State of Califomia,

~Business License Number

1f 0, piease note all IV Partners below

B =
Criminal Background on file/ Clearad for Secure documeant

Employee/Sub-Contractor Name Employee/Sub-Contractor FEIN (if not applicable, note "n/a”) [ "myi B2 Kdroung
andling wi 2

*I/We are Pre-Qualified through the PQ-1500
If you did not submit and receive eertfication for this Bre-Qualfication, you are unable to bid on this contract.

ent
00 certificate here for verification,

Description

+ M [UNTITLED SECTION] * O x

e Allfields have a line for help text along with the field title/question.
o  With the exception of the Instructions field, since there is no response box to this field directly.
o Use help text to clarify questions, how questions should be answered, etc.
e  For Advanced Options, each field type has its own categories including, but not limited to:
o Required (will be indicated with a red asterisk *)
o Minimum/Maximum length
o Validation
=  Email
=  Phone
= Dollar Amount
= Default Value

Updated 7/20/2015
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Field Title Prime “/endor Business Mame

Help Text As registered with the City and County of San Francisco and/or State of California.
Advanced Properties

Default Value

Max Length (Characters with spaces) | 100

Required?
Validation Text r
[ cmce I
*Business License Number
Field Title Are you submitting this propesal as a Joint Venture (V)7
Help Text If so, please note all JV Partners below
Advanced Properties
Default Value m
Show Reason on Yes ¥
Show Reason on No
Reason Text
Default Reason
Reason Max Length 250
Reason Required?
Message when Yes
Message when No
.

e Each time you are finished creating a field, click the green “OK” button to collapse the options and format the data.
e If you do not wish to save the information you have populated, simply click the red “Cancel” button.
o  This will return the field to the most recent version of the information you have populated within the particular
field.
e Toremove a field that you have added, click the green “OK” button, then mouse over the top right of the field and click on
the gray “x” to remove.
o A pop-up window ensuring that you wish to do this action will appear.
o Click “OK” if you wish to continue with the removal of the field.

e To edit afield after it has been collapsed to the formatted version, mouse over the top right of the field, and click on the

cogicon to open for editing. You will need to expand the Advanced Options again if there are changes that need to be
made beyond the basics of the field.

PREVIEW

e To preview the form, first click the blue “Save Form” button, then “Preview.”
o The “Preview” option allows you to see and test out the form as the Vendors would see it.
o This will help you see where you have missed “required” options, have typos and need to add help text.

2 1
Add another section U U

BT BT

Copyright © 2015 San Francisco Public Utilities Commission. All Rights Reserved
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SAVE FORM

e Asyou build the form, be sure to click the “Save” as you go to record the entry/entries or change(s) made. If
you need to go back to the opportunity page, log out or wish to preview your form, click save before leaving
the form builder page, and again when you have made any reasonable quantity of entries or corrections.

Add another section

[ R soverom |

Copyright ©® 2015 San Francisco Public Utilities Commission, All Rights Reserved

RETURN TO OPPORTUNITY

e Toreturn to the Contract Opportunity landing page, click the back button of your browser.
o Remember to click the “Save Form” button before leaving the page.

MANAGE BID SUBMISSION FORM
e To continue work on the submission form with form builder, click the green “Manage Proposal Response Form” button in

the Proposal Response Form blind.

[= PROPOSAL RESPONSE FORM 09

Coentract Owner can work on the response form, but it does not need to be completed until the contract is advertised.

CE

ACTION

e  You may enter comments for your co-workers in the comment box at the bottom of the form. Comments entered here will
be included in system emails and comment history will be visible to other users in the "discussion" section at the bottom of
this form.

e The actions available to you at this step are listed below:

SEND TO CONTRACT OWNER TO DRAFT SCOPE

e  Choosing this action will send the RFP Web Form forward to the Contract Owner and prompt them to draft the Scope of

Work and to continue work on the RFP Response Form.

ACTIONS

Return to Contract Owner for Rework AD Send to Contract Owner to Draft Scope
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RETURN TO CONTRACT OWNER FOR REWORK

e Choosing this action will return the RFP Web Form to the Contract Owner for rework, after which point it must be
resubmitted to you for approval before the RFP Template is generated.
o Note: You must add a comment in order to move an RFP back in the workflow for rework.

ACTIONS

Return to Contract Owner for Rework — All changes saved. Send to Contract Owner to Draft Scope

| SAVE

e All changes are AutoSaved in the RFP workflow (outside of form builder). You will not need to save as you go.
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REVIEW INITIAL DRAFT

The Contract Owner will input the required information and the RFP will be sent forward in the workflow to you to continue
work on building the RFP.

After the Contract Owner has submitted the RFP into the workflow, you will receive an email from SFBid.

In this email, click on the blue link to jump into SFBid.

V SFBi l SFBid | Tuesday, July 07, 2015

Hello Ken SFBid,
You have an action item in SFBid:

:> ©  Review Scope

®  TRA Watershed Maintenance Project
PUC.PRO.00861
San Francisco Public Utilities Commission (SFPUC)

Thanks,
SFBid (noreply)

After logging in to the system, you will arrive at the RFP Web Form page for the specified RFP.
Review the new information entered by the Contract Owner
o TaskTitles
o Service Types
o RFP Document (continued)
o Proposal Response Form (continued)
Review any comments made at the bottom of the RFP Web Form.
Make changes to the form as necessary.
Continue to add to the RFP Document and Proposal Response Form as needed.

ACTIONS

After reviewing the RFP and making any necessary changes, you have three options for actions:
o Send To CMD Manager for Assignment
o Skip CMD
o Return to Contract Owner for Rework

SEND TO CMD MANAGER FOR ASSIGNMENT

If the information in all of the blinds and the RFP Document is complete and there is a need for CMD to review the RFP and
input their information, click the green “Send to CMD Manager for Assignment” button Located on the bottom right of the

page.
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ACTIONS |
Return to Contract Owner for Rework All changes saved. .:} Send to CMD Manager for Assignment

| SKIP CMD

e  Click the gray “Skip CMD” button, located on the bottom right of the page, if the information in all of the blinds and the RFP
Document is complete and input from CMD is not necessary.

e If CMD is not required for this RFP, then it will move forward in the workflow to the Contract Owner to select Business
Approvers.

ACTIONS |

Return to Contract Owner for Rework All c:> m Send to CMD Manager for Assignment

|RETURN TO CONTRACT OWNER FOR REWORK

e Click the Red “Return to Contract Owner for Rework” button. Located at the bottom left of the page, if there is information
lacking still for the RFP.

e Choosing this action will return the RFP Web Form to the Contract Owner for rework, after which point it must be
resubmitted to you for approval before moving forward to CMD.

o Note: You must add a comment in order to move an RFP back in the workflow for rework.

ACTIONS j

Return to Contract Owner for Rework <:| All changes saved. m Send to CMD Manager for Assignment

| SAVE

e All changes are AutoSaved in the RFP workflow (outside of form builder). You will not need to save as you go.
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REVIEW AND SEND TO CITY ATTORNEY

e You will be receiving the RFP again after it has been reviewed by CMD and/or Business Approvers (as needed).
e After this, you will receive an email asking you to “Review and Send to City Attorney.”
e Inthis email, click on the blue link to jump into SFBid.

V SFB- l SFBid | Tuesday, July 07, 2015

Hello Ken SFBid,

You have an action item in SFBid:

I: > Review and Send to City Attorney

©  TRA Watershed Maintenance Project
PUC.PRO.0061
San Francisco Public Utilities Commission (SFPUC)

Thanks,
SFBid (noreply)

e After logging in to the system, you will arrive at the RFP Web Form page for the specified RFP.
e Review any new information entered by the Contract Owner, CMD or Business Approvers.

e Review any comments made at the bottom of the RFP Web Form.

e Make changes to the form as necessary.

e Continue to add to the RFP Document and Proposal Response Form as needed.

e Add comments as necessary.

ACTIONS

SEND TO CITY ATTORNEY MANAGER FOR ASSIGNMENT

e  Clicking this button will submit the RFP Web Form to the assigned City Attorney for their review.
e After the City Attorney has reviewed and approved the RFP, it will move forward in the workflow to your queue for a Final
Review.

ACTIONS :

Returmn to Contract Owner for Rework All changes saved. Send to City Attorney Manager for Assignment

| SKIP CITY ATTORNEY

e  Click the gray “Skip City Attorney” button, located on the bottom right of the page, if the information in all of the blinds and
the RFP Document is complete and input from the City Attorney’s office is not necessary.
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e If the City Attorney’s review is not required for this RFP, then it will move forward in the workflow to your manager for Final
Review.

ACTIONS

Retum to Contract Owner for Rework :> Skip City Attomey [ Send to City Attomey Manager for Assignment

|RETURN TO CONTRACT OWNER FOR REWORK

e  Click the Red “Return to Contract Owner for Rework” button. Located at the bottom left of the page, if there is information
lacking still for the RFP.
e Choosing this action will return the RFP Web Form to the Contract Owner for rework, after which point it must be
resubmitted to you for approval before moving forward to the City Attorney’s office.
o Note: You must add a comment in order to move an RFP back in the workflow for rework.

ACTIONS

Returmn to Contract Owner for Rework — All changes saved. Skip City Attomey [ Send fo City Attorney Manager for Assignment
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FINAL REVIEW (IF THE CITY ATTORNEY HAS REVIEWED YOUR RFP)

e  Once the City Attorney has approved the RFP, you will have a last chance for final review.
e After this, you will receive an email asking you to “Final Review”
e Inthis email, click on the blue link to jump into SFBid.

v SFB- ' SFBid | Wednesday, July 08, 2015

Hello Ken SFBid,

You have an action item in SFBid:

I: > Final Review of RFP

@ TRA Watershed Maintenance Project
PUC.PRO.0061
San Francisco Public Utilities Commission (SFPUC)

Thanks,
SFBid (noreply)

e After logging in to the system, you will arrive at the RFP Web Form page for the specified RFP.
e  You have two actions:
o Send to your manager for final review; or
o Return to the Contract Owner for rework.
e Review any notes or changes to any of the Proposal Response Form and/or RFP Document.
e  Review any comments made at the bottom of the RFP Web Form.
e Add comments as necessary.

Note: If the City Attorney’s office was not included on this RFP, this step will be skipped and your RFP will go directly to your
manager for Final Review.

ACTIONS

SEND CONTRACT ANALYST MANAGER FOR FINAL REVIEW

e  Clicking this button will submit the RFP Web Form to your manager for review.

ACTIONS

Retumn to City Attorney for Rework A:> Send to Contract Analyst Manager Final Review

|RETURN TO CITY ATTORNEY FOR REWORK
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e  Click the Red “Return to City Attorney for Rework” button. Located at the bottom left of the page, if there is information

lacking still for the RFP.
e  Choosing this action will return the RFP Web Form to the City Attorney for rework, after which point it must be resubmitted
to you for approval before moving forward to the Contract Analyst Manager for Final Review.
o Note: You must add a comment in order to move an RFP back in the workflow for rework.

ACTIONS

Retumn to City Attorney for Rework <: All changes saved. Send to Contract Analyst Manager Final Review
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POST TO ADVERTISEMENT PAGE

e Once your Manager has given final approval of the RFP, it will return to your queue.
e  You will receive an email asking you to “Post to Advertisement Page”
e Inthis email, click on the blue link to jump into SFBid.

V SFB- l SFBid | Wednesday, July 08, 2015

Hello Ken SFBid,

You have an action item in SFBid:

@ TRA Watershed Maintenance Project
PUC.PRO.0061
San Francisco Public Utilities Commission (SFPUC)

®  "Ken, this looks great! Go ahead and create the Ad page, but don't make it public
yet. " - Comment from Art SFBid

Thanks,
SFBid (noreply)

o After logging in to the system, you will arrive at the RFP Web Form page for the specified RFP.
® You have two actions:
o Post to Advertisement Page; or
o Return to the Contract Analyst Manager for rework.
e Review any notes or changes to any of the Proposal Response Form and/or RFP Document.
e  Review any comments made at the bottom of the RFP Web Form.
e Add comments as necessary.

ACTIONS

POST TO ADVERTISEMENT PAGE

e  Click the green button.
e  Clicking this button will create an Advertisement Page for your RFP.

ACTIONS

Retumn to Contract Analyst Manager for Rework D Create Opportunity Page

e Once you have click this button, you will be redirected to the Advertisement Page for further work.
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Note: This will NOT make your RFP public yet. There are still more steps before you will make it visible to the public. This will simply

create the page.

RETURN TO CONTRACT ANALYST MANAGER FOR REWORK

e  Click the Red “Return to Contract Analyst Manager for Rework” button. Located at the bottom left of the page, if there is

information lacking still for the RFP.
e Choosing this action will return the RFP Web Form to your Manager for rework, after which point it must be resubmitted to

you for Posting to the Advertisement Page.
o Note: You must add a comment in order to move an RFP back in the workflow for rework.

ACTIONS

Return to Contract Analyst Manager for Rewurk— All changes saved. Create Opportunity Page
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CONFIGURE ADVERTISEMENT PAGE

1.

2.

e After clicking Create Advertisement Page from the Contract Web Form, you will be redirected to the that page, which will be
the landing page for both Vendors and SFPUC employees from now on. .

On this page, you can change the Deadline for Bids time using the time picker in the top right corner of the screen.

Deadline for Bids

07/23f15

02:00 Fra

Review the bid information to make sure that everything looks correct.

e If need be, you can update the Project Description with details about the project.

vSFBid TRAINING 2.2

Contract List / PUCPRO.0061

0]

Log off

about | help | contact

0
TRA Watershed Maintenance Project (PUC PRO.0061) \t
[ —— Deadline for Propasals 08/28/15
Project Description Request for Proposal
Make sure the water gets from the hill to the aqueduct with minimal environmental impact. Contract Type Professicnal Services

Update Description < I City Department San Francisco Public Utilities Commission (SFPUC)
Division(s) Water

Updates
Estimated Cost $150,000

‘ ) Due Date 8/28/2015
Due Time

Add Update

R Contract Duration

Service Tags:
Advertisement Date N/A

[ ics 12} L2E Gos o

Pre-Submittal Conference
Date 7/29/2015
Time 1234 AM
Attendance Net Mandatory
Location 325 Golden Gate Ave, San Francisco, 94102
Visible on Website? m@ RSVPs for Pre-Submittal Conference: 0
View Contract Form
Copyright © 2015 San Francisco Public Utilities Commission, All Rights Reserved o

Updated 7/20/2015
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UPLOAD DOCUMENTS TO CONTRACT OPPORTUNITY

1. From the Contract Opportunity, click on the Documents tab.

On this tab, you can see two sections: Existing and New

Contract List / WW-2621R

0
Replace Groundwater Supply Well Stations (WW-2621R) *

Create Bid Submission Form Deadline for Bids 07/23/15
DOCUMENTS ) REQUEST FORSUBS (01 TERESTED PARTIES (@) QUESTIONS (©0) ENDORACTIVIT

= 1
s’/SFBId TRAINING 2.2 e B O

Account  MysFeid  Log off

[

—
—

> NEW

Name Security

# Name Replaces Security Action
Add the first Document
Copyright © 2015 San Francisco Public Utilities Commission, All Rights Reserved °

about | help | contact

2. Click the “Add the first Document” link in the New blind to browse on your computer to select the file(s) you want to upload.
When you are ready, click the green Upload Documents to Website button.

NEW

You can upload more than one document at once.

You can edit the name of the file using the Name column.

You can replace existing documents on the website with a newer version. When you are uploading the new version,
select the old version in the Replaces column.

You can mark a document as security-sensitive by clicking on the padlock icon in the Security column. See Manage
Secure Documents section below.

You can remove a document from the website before it has been downloaded by clicking on the (x) icon next to the
document name. If a document has already been downloaded, it cannot be removed from the site and the (x) icon will
disappear.

You can reorder documents in the Existing section by changing the index value in the # column or dragging and
dropping the entire row.

# Name

Replaces Security Action
! srowse E L
hed Becument G

[ Canot ] uplod Documonts o webs
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MANAGE/CREATE PROPOSAL RESPONSE FORM

e To Manage a Proposal Response Form that you began during the workflow, click the green “Manage Proposal Response
Form” button located at the top of the Advertisement Page.

i |
V SFBId TRAINING 2.2 Wecorekens @ * o

Account My SFBid  Logoff

Contract List / WW-2621R

0
Replace Grouncdwater Supply Well Stations (WW-2621R) *

Decline for B orzans

e Tocreate a new Proposal Response Form, click the green “Create Proposal Response Form” button located on the top left
of the Advertisement Page.
o  Check the box to begin with a blank template or to use an existing system template.
o Click the green “Create” button to generate the form builder.

<’ SFBid TRAINING 2.2 Y

Account  MysFBid  Logoff

Contract List / WW-2621R
0
Replace Groundwater Supply Well Stations (WW-2621R) *

Create Bid Submission Form /¢ | Deadline for Bids 07/23/15

(O Start with a proposal form template

— Select Template v | fsuss S (0) ENDORACTIVITY

& Start with a blank proposal form template

Pi Bid Details

must be replaced with state-of-the-art systems designed o last at least 100 Contract Type Construction Services
P i taeiieE i City Department San Francisco Public Utilities Commission (SFPUC)
Update Description Division(s) Water
Updates Estimated Cost $1,500,001
I ‘ Due Date 7/23/2015
) Due Time 200 PM
Add Update Contract Duration 2Vears
Service Tags: Advertisement Date N/A
| i Engineeing | L8 Goal 15%
Pre-Bid Conference
Date 7/10/2015
Time %00 AM
Attendance Not Mandatory
Location O'Shaughnessy Conferance Reom A, 2nd Floor 525 Golden Gate Ave, San Frangisco, 04102

o

Visible on Website? nﬁ RSVPs for Pre-Bid Conference:

View Contract Form

SECTIONS

e  Blinds in the Form Builder are called “Sections”
e  Click the blue “Add the first section” link on the left to open the first section.
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H )
</ SFBig TRAINING 2.2 e @ KO

Account  MySFaid  Log off

Contract List / Opportunity / Form Builder (Construction Services Proposal)

Replace Groundwater Supply Well Stations

Proposal Response Form Builder
Construction Services Proposal Form

Retu To Oppertuiy BTN

e  Click the blue “Add another section” at the bottom of the page to add additional sections.

4 W [UNTITLED SECTION]

e [ o]

Copyright © 2015 San Francisco Public Utlities Commission, All Rights Reserved

about | help | contact

e  When you add a new section, you will be prompted to click the pertinent link for:
o Add New Blank Section
o System Templates
o User created Templates

Note the blue options are what are available to you; if they appear gray, then there are no available
templates in your profile.

The numeral to the right of the options indicates the number of templates available to you.

&0 Add New Blank Section <:
B System Templates (D) <:

@ User Created Templates (0)

e Typein the name of this section into the “Section Title” field.
e Select anicon to represent this field (optional; the default icon is a cube).
e  Click the blue “OK” button located in the lower right of the window.
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Section Heading

Section Title:

Contains Repeating Data @

Section lcon (Optional)  §g) Filter
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e Sections can be dragged up and down by clicking and holding the navigation icon "I" at the top left of each blind.
o Atan area will appear where the dragged section will land upon release.

“ i INSURANCE INFORMATION

PQ-1500 Certification Document
Please uplosd your PQ-L500 certificate here for verification.

Drag a control here to start...

“ @  PREVIOUS WORKS

4 W [UNTITLED SECTION]

Drag a control here to start...

Add another section

FIELDS

e  Click to drag the first field into the new blind.

Proposal Response Form Builder
Construction Services Proposal Form

4 © [UNTITLED SECTION]

* © x Form Fi

Drag a control herg\ro start...

Add another section

Return To Opportunity

elds

e  Multiple fields can be dragged and dropped into each section or “blind,” creating the visible frames between relative

information.

Updated 7/20/2015
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e Ask questions, create response forms, request information/documentation and construct agreements using the various

fields in the form builder.

SFBid  Contract List / Opportunity / Form Builder (Construction Senvices Propasal)

Construction Services Proposal Form

4 ©  BUSINESS INFORMATION * 0 x

Form Fields
Use the following fields to provide references, documentation and business/employee information. P
Note: to be be considered qualified for this contract, you must have a minimum of 2 previous jobs values at over $200,000 and be approved through the Pre-Qualification PQ-1500 (pool date valid January 2015 =
January 2016), and in good standing with the SFPUC. q -
B -
~Prime Vendor Business Name
As registered with the City and County of San Francisco andor State of Califomia, v
=]
*Business License Number o
X
©
::]

P ————— o )

50, plesse note all JV Partners below

G % =
Criminal Background on file/ Cleared for Secure document

Employee/Sub-Contractor Name Employee/Sub-Contractor FEIN (i not applicable, note "n/a”) [T Fot 970 e

“I/We are Pre-Qualified through the PQ-1500
Tt you did not submit and receive certification for this Pre-Qualification, you are unable to bid on this contract.

PQ-1500 Certificati

Please upload your PQ-1501

Document

0 certficate here for verfication.

Name Description

4 B [UNTITLED SECTION] * 0 x

e Allfields have a line for help text along with the field title/question.
o  With the exception of the Instructions field, since there is no response box to this field directly.
o Use help text to clarify questions, how questions should be answered, etc.
e For Advanced Options, each field type has its own categories including, but not limited to:
o Required (will be indicated with a red asterisk *)
o Minimum/Maximum length
o Validation
= Email
=  Phone
= Dollar Amount
=  Default Value

Field Title Prime ‘endor Business Name

Help Text s registered with the City and County of San Francisco and/or State of California
Acvanced Praperties

Default Value

Max Length (Characters with spaces) | 100

Required? ‘

Validation Text v

*Business License Number

Field Title Are you submitting this proposal s & Joint enture ()7

Help Text If so. please note all JV Partners below

Advanced Praperties

Default Value m

Show Reason on Yes Y
Show Reason on No

Reason Text

Default Reason

Reason Max Length 250
Reason Required?

Message when Ves

Message when No

[ o | =

Updated 7/20/2015
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e Each time you are finished creating a field, click the green “OK” button to collapse the options and format the data.
e If you do not wish to save the information you have populated, simply click the red “Cancel” button.
o  This will return the field to the most recent version of the information you have populated within the particular
field.
e Toremove a field that you have added, click the green “OK” button, then mouse over the top right of the field and click on
the gray “x” to remove.
o A pop-up window ensuring that you wish to do this action will appear.
o Click “OK” if you wish to continue with the removal of the field.

e To edit a field after it has been collapsed to the formatted version, mouse over the top right of the field, and click on the

cogicon to open for editing. You will need to expand the Advanced Options again if there are changes that need to be
made beyond the basics of the field.

PREVIEW

e To preview the form, first click the blue “Save Form” (1) button, then “Preview” (2).
o The “Preview” option allows you to see and test out the form as the Vendors would see it.
o This will help you see where you have missed “required” options, have typos and need to add help text.

2 1

Retum To Opportunity

SAVE FORM

e Asyou build the form, be sure to click the “Save” as you go to record the entry/entries or change(s)
made. If you need to go back to the opportunity page, log out or wish to preview your form, click
save before leaving the form builder page, and again when you have made any reasonable quantity
of entries or corrections.

Add another section

e |

RETURN TO ADVERTISEMENT PAGE
e Toreturn to the Contract Opportunity landing page, click the red “Return to Opportunity” button on the bottom left of the

form builder page.
o Remember to click the “Save Form” button before leaving the page.

Add another section

e [ e |
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MANAGE SECURE DOCUMENTS

1. You can mark a document as security-sensitive by clicking on the padlock icon in the Security column. Marking the document as
secure will give you a pop-up warning and will make the document unavailable for download by Vendors who do not have
security clearance.

e After a document is marked as secure, the padlock icon next to the document will appear locked.
e Inorder for Vendor users to download secure documents, they have to go through extra levels of approval:
i. Vendor users must be marked as “trusted” by the SFBid site administrator after a verification process
administered by the construction team. This “trusted” status is valid across the entire SFBid system.
ii. Vendor users must electronically sign the secure documents confidentiality agreement for the specific
contract in question. This confidentiality agreement is valid only for the specific contract in question.

Are you sure you wish to lock this
document?

This will make the document
unavailable for download by Vendors
who do not have security clearance.

N =

2. After the Contract Opportunity is made visible to the public, you will see a blue bar at the top of the Documents tab which lists
the number of users who have signed the confidentiality agreement for this contract. Click on the blue bar to see the list of
users who have signed the confidentiality agreement.

o Note: if there are not any locked documents uploaded to the opportunity, then the blue security bar will not appear.

e Vendor users who have downloaded secure documents are also required to report distribution of these documents to
subcontractors or suppliers. You can view a list of the parties to whom the secure document has been distributed by
clicking on the Vendor User’s name in the Secure Bid Documents pop-up window.

SUMMARY DOCUMENTS (3) REQUESTFORSUBS (0)  INTERESTED PARTIES 00  QUESTIONS (0  VENDORACTIVITY '

No vendor users have signed the secure documents confidentiality agreement yet.

| SUMMARY DOCUMENTS (33 REQUESTFORSUBS 0 INTERESTED PARTIES (@  QUESTIONS @  VENDORACTIVITY ’

1 vendor users signed the secure documents confidentiality agreement for this contract. Click here to see the list.

e  Clicking on this blue banner will show you a list of Vendor Users who have “signed” the Confidentiality agreement for
Contract Secure Documents, when they signed it and with whom it has been shared.
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Kate Long

Secure Bid Document Users

Vendor License # Date Section Shared

ABC Consulting 06/29/2015 All 0

VENDOR VIEW OF SECURE DOCUMENTS (FOR CONTRACT ANALYST REFERENCE ONLY)

e Vendor Users will see a red bar along the top of the Documents tab informing them that they must sign the confidentiality
document in order to view the secure documents attached to the Opportunity.

DOCUMENTS (3

You must agree to the secure documents Confientiaiity Agreement for this contract before you can download secure documents.

# Date

1 oe/28/2015
2 06/29/2015
3 06/29/2015

Showing 1t03 0f 3

Name
=13
&5 Construction RFP Document - Secure

=5 Contract for Well Replacement Insurance documents

Security
(]
a
(]

e  Once a vendor clicks on the link in the red bar, they will see an agreement window appear which will be a legally binding
agreement to which they will check a box and populate their business license number to proceed.

Confidentiality agreement for Contract Secure Documents

Please read and agree fo the following conditions by checking the checkbox below.

The City and Counfy of San Francisco Public Utilities Commission (SFPUC) {ITY) agrees to furnish DOCUMENT RECIPIENT with certain confidential information
pertaining to City-cwned facilities as described below: Replace Groundwater Supply Well Stations The release of confidential documents {induding all plans and
specifications and archived documents, in both hard copy and electronic form) is subject to the following mutually-agreed upon terms and conditions: 1. DOCUMENT
RECIPIEMT agrees to hold the above-described confidential information in trust and confidence and agrees that it shall be used only for improvements to City fadilities
and shall not be used for any other purpose or be disclosed to any third pariy. 2. By accepting and using the above-described confidential information, DOCUMENT
REQPIENT expresshy agrees to treat such documents in strict confidence. 3. To receive confidential documents on behalf of a potential bidder, an individual must
provide to the OTY the executed original of this Agreement. A copy faxed or othenwise will not suffice, A business card and the Contractor/Business license number
must accompany the agreement. In addition, the individual receiving the documents must provide a valid United States of America (US) State driver's license or other
form of US and/for State Official picture identification card, 4. Copies, reproductions, or afterations in any form, including but not limited to paper copies and
electronically-formatted copies of complete and/or any portions of DOCUMENTS, shall net be made or retained for distribution to any person or entity by the
DOCUMENT RECIPIENT. Exceptions: a) A Prime Contracter may provide sections of the DOCUMENTS only to intemal staff with direct involvement in bid preparation or
B} A Prime Contractor is allowed to provide sections of the DOCUMENTS to a Subcontractor and/or Supplier in order to solicit a bid/queote, but enly after the Prime

Please select which type of DOCUMENT RECIPIENT s receiving these confidential documents and then provide the information below.,

Contractor v License Mumber * | 123456759

[# 1have read the above confidentiality agreement and agree to all the terms. Confirmed 06/29/2015 04:25 pm

e After click “OK” Vendor Users will show a green bar along the top of the Documents tab indicating that they have secure
access to the documents below

Updated 7/20/2015
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# Date

1 06/29/2015
2 06/29/2015
3 06/29/2015

Showing 1t 3 of 3

(¥ Confidentiality agreement confirmed 06/29/2015. Report secure document distribution to subs/suppliers.

Name

[

]
@ Construction RFP Document - Secure

@ Contract for Well Replacement Insurance documents

Security

Updated 7/20/2015

Report Secure D listribution t

Vendors click the “Report secure document distribution to subs/suppliers” inside this green bar

Use this form if you distribute copies of secure bid documents to subs/suppliers

Name * /Supplier * License # *

Add the first sub/supplier

View Confidentiality Agreement

Section of Document Distributed * Date *

A window appears in which the Vendor can add users and see who has agreed to the terms and viewed the document(s).
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MAKE THE RFP ADVERTISEMENT PAGE VISIBLE TO THE PUBLIC

e To make the RFP Advertisement Page visible on the SFBid Website, for public access and for vendors to respond to the RFP
e Change the Yes/No switch, located on the lower left of the Contract Opportunity landing page from “NO” (default) to “Yes”

- s
&/ SFBid TRAINING 2.2 T )

Account  MySFBId  Logoff

Contract List / WW-2621R

0
Replace Groundwater Supply Well Stations (WW-2621R) *
Deadiine for Bids 07/23/15

SUMMARY T QUESTIONS m
Project Description Bid Details
Al groundwater supply well stations more than 50 years old must be replaced with state-of-the-art systems designed to last at least 100 years for the time of Cotacives EEENEES
retalaten. Gty Department San Francisco Public Utilties Commission (SFPUC)
Upclates Duisionts) Wister
Estimatea Cost 51500001
Due Date 72372015
Add Upcate Due Time. 200PM
Service Tags: Contract Duration 2vears
= == £ TEEE
L8E Goa 15%
Pre-Bid Conference
Date 702015
Time 200 AM
Attendance Not Mandatory
Location Oshaughnessy Conference Room A, 2nd Fioor 525 Golden Gate Ave, San Francisco, 94102
Visiole on Website? (m RSVPs for Pre-Bid Conference: 0

View Contract Form

Copyright © 2015 San Francisco Public Utities Commission, All Rights Reserved

about | help | contact

vV

Visiole on Website? m RSVPs for Pre-Bid Conference: 0

View Contract Form

e This will make the RFP immediately available on the SFBid website and will also generate a notification email to all vendors
who have selected the relative service tags in their profile.
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UPDATE INFORMATION ON THE RFP

e Information on the RFP Advertisement Page is editable; however depending on what it is, the window of being able to do
this may vary.

1. Available for updates always.
= Deadline for Bid Submissions (time)
= “Updates”

2. Only available to update until the Contract is made visible on the website.
=  Project Description

3. Only available for editing/updating until it has been downloaded by at least one Vendor user.
=  Documents

DEADLINE FOR BID SUBMISSIONS

e The Deadline for Bid Submissions is able to be modified any time, whether or not is has been made visible on the website.

UPDATES

e “Updates” can be added to the Contract Opportunity at any time, whether or not is has been made visible on the website.
e Updates are similar to addendum in that they are additional information regarding contract specifics.
e Updates are permanently attached to the Contract opportunity and cannot be removed once posted.

PROJECT DESCRIPTION

e The Project Description (populated by the Summary of Scope of Services in Contract Basics) can be elaborated upon,
updated, and edited until the Contract has been made visible to the public.
e Once this has occurred, the Project Description becomes locked and the only way to clarify any mistakes or uncertainties is

to add an update in the Updates section.

Project Description

Update Description
Jpdates
Visible on Website? m —

—

Add Update

Service Tags:

Project Description
All groundwater supply well stations more than 50 years old must be replaced with state-of-the-art systems designed to last at least 100 years for the time of
nstallation.
> | Updates

Visible on Website? @ ) [ Vo Updates
-

Add Update
Service Tags:
E ing J| Geotechaical & g |

Updated 7/20/2015 Page |39



DOCUMENTS

e Until the RFP Advertisement has been made public, you are able to add, edit and remove documents at will.

Once a RFP Advertisement has been made visible and a document has been downloaded by a Vendor User, it is no longer
removable or editable.

o What you can do at this point is to upload a revision of the document. This will essentially archive the older version
and users who have already viewed the documents and favorited the Contract Opportunity will receive an email
informing them of a change to the Contract that they are interested in.

o

All Previous Versions of documents will remain visible on the website, but will appear as grayed out and below the
document they have been replaced with.

Documents that have not yet been downloaded will appear with a gray “X” on the far right of the document line, which when clicked
will remove the document from the Documents queue:

DOCUMENTS (3)
EXISTING °
# Date Name Security
1 07/08/2015 = Construction RFP Document - Secure a
2 07/08/2015 e B
3 07/08/2015 @ Contract for Well Replacement Insurance documents Y

Showing 110 3 of 3

Documents that have already been downloaded will appear without the “X”:

EXISTING

-]
# Date Name Security
1 07/08/2015

a

Construction RFP Dacument - Secure

2 07/08/2015 c

B B @
H‘)

3 07/08/2015 Contract for Well Replacement Insurance documents

H')

Showing 1 to 3 of 3
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REVIEW AND ANSWER QUESTIONS

e When a Vendor User submits a question, you will receive an email notifying you that there is a question on your contract

from a Vendor.
e The email will contain the question and the Contract name and number.

e C(Click on the blue Review Question link to be directed to the question (you will have to log in in order to see the question

and respond).

&/ SFBid

You have an action item in SFBid:

| D @  Review Question

@ Replace Groundwater Supply Well Stations
WW-2621R
San Francisco Public Utilities Commission (SFPUC)

Thanks,
SFBid (noreply)

SFBid | Tuesday, June 30, 2015

@ "What is the minimum liability insurance for this contract?"

e This link will take you to the Questions tab of the Contract Opportunity where you will see a Submitted Questions (Not

Posted Yet) blind.

QUESTION DETAILS

e  Click on the details icon to the right side of the table.

Ne questions and answers posted Updated N/A Question Deadline: Friday, 07/17/2015 Search Questians. Q
SUBMIT NEW QUESTION (]
SUBMITTED QUESTIONS (NOT POSTED YET) < | [~]

‘Question/Answer Category Submitted user
What is the minimum liability insurance for this contract? Insurance 06/30/2015 @ can c)ll
POSTED QUESTIONS AND ANSWERS [~]
# Question/Answer Category Submitted Posted Popularity
e  This will bring you to the “Question Details” screen. Here you can
o Change the Question Category
o Reformat questions
o Answer questions
Page |41
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o Comment on the question for other internal (SFPUC) users to see
o Note for addenda needed
o Post question to Contract Opportunity page for viewing before answering

AT DOCLUVENTS 13 RECQUEST FCA SUBS iy TERESTED PARTIES 1 QUESTICHS 1 ENDCRACTIVT

by gwatnne ans armaens paed [E— . Cmatin Dwadbre | sy, 051 (/3005 ’ .
{ Zeamch questions o

QUESTION DETAILE Sack 10 2 &

“Catsgory:

S T

Sger Bectian Paracrapes)

Dvarwing Shees Dl

ubmitied:
What is the mirdmum kability eurance fod this cantrac?

Formatied quection io be porisa: ¢

WARat I B mimimmeam il Insurance Sor this contract?

Ancwer fo be pocdsd:

Time Scbevered: 063072015 T1T AM T Postod: M
Subwinied By Kata Long Emai shwatormess Fomail com
Firme, ABC Coradting Phane:

Assendim Nopded Rt Quastien Betara Arawsred

Cammants

Comamants ard not requingd Unless sendived an ikem e, COMmments entersd Pore will B cleded in System emails and eoemenant Fishory will B visibke 5 Gther USers i The "oomenents™ Soction on ths horm

s e e oo V] A e C—

ASSIGN QUESTIONS TO BE ANSWERED BY OTHERS

e Send the question to be answered by another person on the Contract
o Use the drop down on the bottom left of the page to select the user
o Then click save on the bottom right of the page

Post v A Email Question “

No Action (Save Only)

Assign to City Attorney for answer

Assign to CMD Analyst for answer

Send to Contract Analyst Manager for Answer
Assign 1o Contract Owner for answer

Mark Duplicate

Post

Copyright ® 2015 San Francisco Public Utilities Commission, All Rights Reserved

about | help | contact

e  Email the question to someone outside the workflow who can provide the relative information.
o Click the blue Email Question link on the bottom of the page.

o An email window will pop up with a template, which can be customized by you.
o Enter the email address of the person you would like to send the email to.
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o When the person responds, they will reply to your Active Directory email, so please check for the answer there and
enter the information to post the question as soon as possible.

e Click “Save” if you have populated any information which you wish to maintain or are sending the question to another user
in the workflow, whether or not the question is being posted to the Contract Opportunity Page.

Post v oA Email Question I:> “

POST QUESTION
e To post the answered/reformatted question you can do this two ways:

o  While you are still on the Question Details page, use the same action dropdown on the bottom left of the page and
select “Post,” then click “Save”.
or
Check the box on the left side of the un-posted question
Select the “Post” action from the dropdown to the right of the Submitted Questions blind.

SUBMITTED QUESTIONS (NOT POSTED YET) e
Action: | -Select an Action- Y
-Select an Action-
Question/Answer expand/collapse all Category Submitted User| No Action (Save Only)
Assign to City Attorney for answer
¥ What is the minimum liability insurance for this contract? Insurance 06/30/2015 @ Al Assign to CMD Analyst for answer

Send to Contract Analyst Manager for Answer
Assign to Contract Owner fer answer
Mark Duplicate
POSTED QUESTIONS AND ANSWERS [ Post

e Either of these actions will move the question from the Submitted Questions blind to the Posted Questions and Answers

blind.
SUBMITTED QUESTIONS (NOT POSTED YET) [~}
Question/Answer Category Submitted User
POSTED QUESTIONS AND ANSWERS (-]
# Question/Answer expand/collapse all Category Submitted Posted Popularity
1 What is the minimum liability insurance for this contract? Insurance 06/30/2015 06/30/2015 )

REVISIONS TO QUESTIONS

e [f there are revisions to the posted question
Click the Question Details icon to the right of the question.

o Click the blue Revise Question to the bottom right of the page.
o A pop-up window will appear.
o Click the Revise Posted Question to continue.
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Revise Posted Question ®

Are you sure you want to revise this
question which is already posted on
the RFF website. Click "Revise Posted

Question" to continue or Cancel to
return fo the prior screen.

Revise Posted Question Cancel

e Typein the revised answer to the question and click “Save.”
e The revised Q&A will appear in the Submitted Questions blind.
o Note: the Previous version will remain in the Posted Questions and Answers blind with a note “Currently being
revised” (Vendor Users will also see this note).
e Check the box on the left side of the un-posted question.
e Select the “Assign to Contract Analyst Manager” action from the dropdown to the right of the Submitted Questions blind.
e  Only the Contract Analyst Manager can post the revised Q&A to the Opportunity page.
e Previous versions of each Q&A can be found by expanding a question and clicking “Previous Revisions”
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