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Introduction

1.1 GSA Reverse Auctions

ReverseAuctions.gsa.gov is an efficient and cost-effective platform for buying non-
complex commodities and simple services. It's designed to drive down the total cost of
acquisitions and increase savings to customers and taxpayers.

Use ReverseAuctions.gsa.gov to facilitate your request and submission of quotes for
simple commodities and services through GSA Multiple Award Schedules (MAS) and
Blanket Purchase Agreements (BPAs).

On ReverseAuctions.gsa.gov, you can solicit non-complex commodities and simple
services while the sellers successively bid prices down until the auction time ends. An
award can be made to the apparent low bidder if it meets the solicitation’s terms and
conditions and is technically acceptable.

In order to use ReverseAuctions.gsa.gov, you'll need a valid GSA eBuy username and
password.

If you don’t have an eBuy username and password, register here:
https://www.ebuy.gsa.gov/advantage/main/reqgistration.do.

NOTE: OPEN MARKET — Buyer

GSA will collect a OM Fee on all Platform Open Market acquisitions. GSA will collect the
OM fee per line item to be remitted by the Vendors to GSA. On the Platform the bid price
offered by the Vendor and viewed by the Buyer is inclusive of the OM fee. The Buyer
shall ensure that the award amount of the contract/order placed by the Buyer shall be
inclusive of the OM fee. The GSA Reverse Auction Platform displays the actual OM fee
amount for each line item on an auction in the “Bid Abstract Report” and the “Level lll
Report.”

GSA has the unilateral right to change the OM fee percentage or ceiling limit at any time,
but not more than once per fiscal year. FAS will provide reasonable notice prior to the
effective date of any such change.

GSA will collect the OM fee from the Vendor and GSA will be responsible for OM fee
collection disputes should they arise including, e.g., pursuing claims as necessary
against Vendors; however, the Buyer is recipient and beneficiary of GSA’s services in
furnishing the Platform for Open Market use and accordingly in the event that GSA,
despite good faith efforts, is unsuccessful in collecting the OM fee from the Vendor then
the Buyer understands and acknowledges that Buyer is ultimately responsible for
ensuring GSA is reimbursed the OM fee.
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See the current Terms and Conditions on the GSA Reverse Auction site
reverseauctions.gsa.gov for more information on Open Market and Open Market fees.

1.2 Current Schedules and BPAs available

1.2.1 Multiple Award Schedule Blanket Purchase Agreements
FSSIPRNTSVCS: FSSI Print Management - Managed Print Services.
FSSIPRNTASSESS: FSSI Print Management- Fleet Assessment.
FSSIPRNTDEVICE: FSSI Print Management - Device Plus and Customizable Solutions.
JANSAN CAT 1: Cleaning Compounds and Related Dispensers.

JANSAN CAT 2: Non-Motorized Floor Cleaning Equipment and Trash Receptacles.
JANSAN CAT 3: Paper Products and Related Dispensers.

JANSAN CAT 4: Motorized Floor Cleaning Equipment and Accessories.

MRO CATEGORY 1: Hardware.

MRO CATEGORY 2: Tools and Tool Cabinets.

MRO CATEGORY 3: Paints, Adhesives, and Sealants.

FSSI Wireless: In support of OMB's Federal Strategic Sourcing Initiative, GSA offers the
following BPAs, leveraging the buying power of the Federal government to better manage
wireless spending by consolidating service plans and centralizing management along with rate
optimization to maximize value and savings.

Smartbuy Geospatial Information Systems: In support of OMB's Federal Strategic Sourcing
Initiative, GSA offers the following BPAs, leveraging the buying power of the Federal
government to procure commercial software from publishers/resellers at reduced prices and
more favorable terms/conditions.

Smartbuy Information Assurance BPAs (Situation Awareness and Incident Response Software):
In support of OMB's Federal Strategic Sourcing Initiative, GSA offers the following BPAs,
leveraging the buying power of the Federal government to procure commercial software from
publishers/resellers at reduced prices and more favorable terms/conditions.

Navy Education BPA: Navy Education BPA available for All Navy and Marine Corps and
Department of Defense cardholders and Contracting Officers.

Navy Furniture BPA: Navy Furniture BPA available for Department of Defense only.

Navy Conference Planning Services BPA: Navy Conference Planning Services BPA available
for Department of Defense only.

DHS Enterprise Software BPA: DHS Enterprise Software BPA available for Department of
Homeland Security only. The Department of Homeland Security (DHS) Strategic Sourcing
Program Office (SSPO) in cooperation with the Office of Procurement Operations (OPO) is
conducting a 12 week pilot test of the General Services Administration (GSA) Reverse Auction
(RA) platform.
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AF Netcents Il: AF Netcents || BPA available for Department of Air Force only.

1.2.2 GSA Multiple Award Schedules

03FAC - Facilities Maintenance And Management

23V — Automotive Superstore

36 — The Office, Imaging and Document Solution

48 — Transportation, Delivery And Relocation Solutions

51 V — Hardware Superstore

56 — Buildings and Building Material / Industrial Services and Supplies

58 | — Professional Audio / Video Telemetry / Tracking, Recording / Reproducing and Signal
Data Solutions

66 — Scientific Equipment and Services

67 — Photographic Equipment: Cameras, Photographic Printers and Related Supplies and
Services (Digital and Film-Based)

70 — General Purpose Commercial Information Technology Equipment, Software, and Services
71 — Furniture

71 1l K— Comprehensive Furniture Management Services (CFMS)

72 — Furnishing and Floor Coverings

73 — Food Service, Hospitality, Cleaning Equipment and Supplies, Chemicals and Services

75 — Office Products/Supplies and Services and New Products/Technology

76 — Publication Media

78 — Sports, Promotional, Outdoor, Recreation, Trophies and Signs (Sports)

81 | B — Shipping, Packaging And Packing Supplies

84 — Total Solutions for Law Enforcement, Security, Facilities Management, Fire, Rescue,
Clothing, Marine Craft And Emergency/Disaster Response

520 — Financial And Business Solutions (FABS)

541 — Advertising and Integrated Marketing Solutions (AIMS)

599 — Travel Services Solutions

736 — Temporary Administrative and Professional Staffing Services
738 X — Human Resources & Equal Employment Opportunity Services
738 Il — Language Services

751 — Leasing of Automobiles and Light Trucks

871 — Professional Engineering Services

874 — Mission Oriented Business Integrated Services (MOBIS)
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874 V — Logistics Worldwide (LOGWORLD)
899 — Environmental Services

1.2.3 Veterans Affairs Multiple Award Schedules

65 | B — Pharmaceuticals and Drugs

65 Il A — Medical Equipment and Supplies

65 Il C — Dental Equipment and Supplies

65 Il F — Patient Mobility Devices

65 V A — X-ray Equipment and Supplies - Includes medical and dental x-ray film
65 VII — In Vitro Diagnostics, Reagents, Test Kits and Test Sets

66 Il — Clinical Analyzers, Laboratory, Cost-Per-Test

621 | — Professional And Allied Healthcare Staffing Services

621 Il — Medical Laboratory Testing And Analysis Services

1.2.4 Multiple Award Contracts

DHS First Source II: DHS First Source Il IDIQ Multiple Award Contract (MAC) are available for
Department of Homeland Security Only. The Department of Homeland Security (DHS) Strategic
Sourcing Program Office (SSPO) in cooperation with the Office of Procurement Operations
(OPO) is conducting a 12 week pilot test of the General Services Administration (GSA) Reverse
Auction (RA) platform.

OS3: Third Generation FSSI Office Supply Solution.

1.2.5 Other Agency

Computer Hardware, Enterprise Software and Solutions (CHESS): Army Desktop and Mobile
Computing-2 (ADMC-2)

DHS Medical Supplies: DHS Medical Supplies — Category 1 General Supplies.
DHS Medical Supplies: DHS Medical Supplies — Category 2 AED/Heart Monitors.
DHS Medical Supplies: DHS Medical Supplies — Category 3 kits.

2 Support and System Information

2.1 Questions

For general questions about Reverse Auctions, you can email us at
reverseauctionshelp@gsa.gov or call us at 855-372-1094.

The Reverse Auctions helpdesk is available Monday through Friday from 7:00 am to 6:00 pm,
Central Time Zone.

9 October 16, 2016



ERYY ReverseAuctions™

Buyer User Guide

2.2 Training

For Buyer or Vendor Training, contact us at ReverseAuctions@gsa.gov.

2.3 System timeout

User sessions will timeout after 60 minutes of inactivity. A reminder will pop up 5 minutes
prior to expiration, allowing users to extend their session. Note: session timeouts are only reset
when a user navigates to a new page or submits a form.

2.4 System Availability
The GSA Reverse Auctions system will be operational:

e Monday through Friday 24 hours a day
e Saturday from 12AM-5AM and 8AM-11:59PM Central Time Zone
e Sunday from 12AM-6AM and 10AM-11.59PM Central Time Zone

The system will not be operational during the following maintenance windows:

e Saturday 5AM-8AM Central Time Zone
e Sunday 6AM-10AM Central Time Zone

A system maintenance page will be displayed when a user tries to access the system during a
maintenance window informing the user that the site is unavailable due to system maintenance.

Auctions may be automatically extended based on the circumstances indicated in the Terms
and Conditions. It is recommended Buyers and Vendors understand how the automatic
extension works. Please visit the Terms and Conditions at
http://reverseauctions.gsa.gov/html/terms and_conditions.html

3 Using GSA Reverse Auctions
3.1 Accessing Reverse Auctions

To access GSA Reverse Auctions:

1. Type http://ReverseAuctions.gsa.gov into your web browser.

The Reverse Auctions Home Page, shown in Figure 3-1, will be displayed.
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H SM STATE& LOCAL USERGUIDES FAQ ABILITYONE ETS CONTACT BUYER LOGIN VENDOR LOGIN
[€pYay ReverseAuctions
Bringing Buyers & Sellers Together!™

Need Help?

For general ReverseAuctions.gsa gov support questions, please
send an email to: reverseauctionshelp@gsa.gov or call 855-
372-1094

The Reverse Auctions helpdesk hours of operation are Monday
through Friday, 7:00 am to 6:00 pm, Central Time Zone.

Looking for training?

For Buyer or Vendor training, please contact us at
ReverseAuctions@gsa.gov or check www.gsa.govievents for
scheduled Reverse Auction training.

Updates: Schedule Vendors No Longer Meed a Separate Account to Participate in Open Market Auctions. Leam More

Success Metrics: Total IGE Amount: 3177 645,523 Total Awarded Amount: 5158 555 077 Total Savings: 521,000 445 Total Savings %

Figure 3-1 Reverse Auctions Home Page

3.2 State and Local Users

3.21

State and Local Governments can use http://ReverseAuctions.gsa.gov/sateandlocal to
access applicable GSA Federal Supply Schedule contracts under the authorities of the
Cooperative Purchasing and Disaster Purchasing Programs.

State and Local government entities that have a valid GSA eBuy account can use their
current User ID and Password to access the GSA Reverse Auction website. Those that
do not can register here: https://www.ebuy.gsa.gov/advantage/main/registration.do.

Cooperative Purchasing Program

Purchase Security and Law Enforcement equipment from GSA Schedule 84 and
Information Technology Products from GSA IT Schedule 70 and the IT Special Item
numbers on the Consolidated Schedule. To learn more, go here
http://www.gsa.gov/portal/category/100739.
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3.2.2

3.2.3

Disaster Purchasing Program

Purchase directly from all GSA Federal Supply Schedule vendors to support disaster
preparation and response or recovery from declared disasters or acts of terrorism. To
learn more, click here.

What State and Local government entities are eligible to use GSA Reverse
Auctions?

40 U.S.C § 502 (c) offers the following definition of state or local government: "The term,
"State or local government" includes any state, local, regional, or tribal government, or
any instrumentality thereof (including any local educational agency or institution of higher
education)." The term does not include contractors or grantees of state or local
governments. Additional information on eligibility and entities that may need additional
assistance in determining eligibility can be found here:
http://www.gsa.gov/portal/content/192895.

3.3 Buyer Login / Authentication

In order to access GSA Reverse Auctions you will need a valid GSA eBuy Buyer username and
password. If you do not have an eBuy username, refer to section 3.4.

1.

To log into Reverse Auctions as a Buyer:

Access the Reverse Auctions Home Page, shown in Figure 3-1, and click the Buyer
Login link.

The Buyer authentication box, shown in Figure 3-2, will be displayed.
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Login as Buyer

Usemame

Fasswaord

Fegister for 2 eBuy User |ID and Password
| Forgot my eBuy User ID and/or Password
| forgot my System Admin User ID andfor Password

Mote: ReverseAuctions uses eBuy login credentials for Buyers

Figure 3-2 Buyer Authentication

Enter your Username and Password and click the Login button.
If you want to register with eBuy, refer to section 3.4.
If you forgot your User ID or password refer to section 3.5.

o > Db

If you forgot your System Admin ID or password refer to section 3.6.

3.4 Register with eBuy

In order to use e-Buy you must have a Government Purchase Card or AAC on file in your GSA
Advantage Profile. If you do not have a payment method, you may still register, but you will
receive an email verifying you are a Federal buyer with a “.gov’ or ‘.mil’ address. After
verification, you may use e-Buy without having a payment method.

To register for an eBuy account:

1. Click the Register for eBuy User ID and Password link in the Buyer Login
authentication box, Figure 3-2.

An eBuy registration form will be displayed.

3.5 Forgotten Username or Password

In the event that you have forgotten your username or password:
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1. Click the | Forgot my eBuy User ID and/or Password link in the Buyer Login
authentication box — shown in Figure 3-2.

The Login Assistance screen, shown in Figure 3-3, will be displayed.

B esuy
G54 Advantzge! | e-Library

Adwm.‘ugw‘ Login Assistance

Forgotten your User ID or Password? Don't Worry, click on one of the links below (if you've forgotten both, click on "Forgot My User ID".
Once you get your User ID then get your password).

|D Forgot My User ID I |D Forgot My Password I

Figure 3-3 Login Assistance
2. Click the Forgot My User ID button or the Forgot My Password button.

The Forgot User ID screen, shown in Figure 3-4, or the Forgot Password screen, shown
in Figure 3-5, will be displayed.

B esuy
G54 Advantage! | e-Library

.F orgot User ID?

Instructions: Enter the email address associated with your GSA Advantage membership.

E-mail Address: I

Figure 3-4 Forgot User ID

B esuy
GS5A Advantage! | e-Library

.F orgot Password?

Instructions: Enter the email address associated with your GSA Advantage membership.

User ID: |

E-mail Address: |

Figure 3-5 Forgot Password

3. Enter your Email address in the Forgot User ID screen or enter your User ID and email
address in the Forgot Password screen, and then click the Submit button.

Your credentials will be emailed to you.
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3.6 Forgotten System Admin User ID or Password
In the event that you have forgotten your System Admin password:

1. Click the | Forgot my System Admin User ID and/or Password link in the Buyer Login
authentication box — shown in Figure 3-2.

The Login Assistance screen, shown in Figure 3-3, will be displayed.

ReverseAuctions™

Forgot Password?

User Guides FAQ AbilityOne ETS Contact Us

If you have forgotien your password. please enter your usemame in the field below.

Username: |

Back to homepage

Figure 3-6 Forgot System Admin Password
2. Enter your Username, and then click the Continue button.
The User Verification screen, shown in Figure 3-7, will be displayed.

ReverseAuctions®

User Verification

User Guides FAQ AbilityCne ETS Contact Us

Please provide the following information to verify your identity

what is your name |

New Password Too short

Venfy Password

Figure 3-7 User Verification
3. Populate the fields and then click the Update Password button.
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4 Buyer Dashboard

The buyer dashboard is the buyer landing page, and can be accessed by buyers once they
have been authenticated by the system. The buyer dashboard provides access to the following:

o Active Auctions: Displays a list of Active Auctions and allows a buyer to view the status
of auctions, as well as the Line Items and various bidding information. Refer to section 4
for more information about Auctions.

¢ Pending Awards: Displays a list of Pending Awards, and allows a buyer to view the
award status of closed auctions; to make awards to the line items in the bid; and to view
various bidding information. Refer to section 6 for more information about Awards.

o Messages: Displays system generated messages regarding bidding as well as system
alerts and vendor initiated questions or updates. It also allows a buyer to view the status
of the auctions, as well as the Line ltems and various bidding information. Refer to
section 8 for more information about Messages.

To access the Buyer Dashboard:
1. Log into Reverse Auctions as a Buyer, as described in section 2.2.
The Buyer Dashboard, shown in Figure 4-1, will be displayed.
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Welcome, Benjamin Murphy Log Out UserGuides | FAQ | AbilityOne ETS | Stale & Local | ContactUs

€LYy ReverseAuctions™

Dashboard Create Auction Auctions Awards Preferences Messages Reports Admin

Dashboard

Active Auctions

Auction 1D S Type L% Name 2 Lines with Bids L& Status 3 Start Date L& End Date 3
237 MAS Desks and Chairs Dof2 Active 09/09/2014 09/26/2014

228 WAS Laptops and Docking Stations Oof3 Artive 09/00/2014 09/26/2014
Digplaying 1 to 2 of 2 results First | Previous |1 | Next | L

Pending Awards

Auction 1D i Type ¢ Name E Status Ed Start Date ¢! End Date E
191 MAS Laptops (Amended) Pending 081972014 08/19/2014

198 MAS F5 Big 10 Premium Pending 08192014 08/19/2014

Displaying 1 to 2 of 2 results First | Previoos | 1

Messages

Auction 1D %+ Name %+ Description %+ Date & Time ES
228 Laptops and Docking Stations You have created the Auction for Auction Auction id : 228 0940972014

227 Desks and Chairs You have created the Auction for Auction Auction id : 227 090972014

198 Desks You have created the Auction for Auction Auction id : 189 081972014

198 F5Big 1Q Premium You have created the Auction for Auction Auction Id ; 198 08/18/2014

131 Lapiops (Amended) You have created the Auction for Auction Auction id : 191 0B/19/2014
Displaying 1 to 5 of 5 results First | Previous | 1

Figure 4-1 Buyer Dashboard

4.1 Active Auctions

The “Active Auctions” section of the Buyer dashboard, shown in Figure 4-2, displays a list of
active auctions, and allows a buyer to view Line Item and Bidding information for auctions.

Active Auctions

Auction ID = Type 3. MName % Lines with Bids E Status 3 Starl Date + End Date %
27 MAS Diesks and Chairs Oof2 Active 09002014 0262014
228 MAS Lapiops and Docking Stations Oof3 Active 09/09/2014 09/26/2014

Displaying 1 to 2 of 2 results. First | Pre

Figure 4-2 Active Auctions

To view Line Item and Bidding information for an Auction:
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1. Click one of the links in the Name or ID column.

An Auction Summary screen, similar to the one shown in Figure 4-3, will display auction
header information, Bid details of all line items, Line ltems associated with the Auction
ID, Attachments for the auction, Questions & Answers, Amendments to the auction,
History of bid amounts and Terms & Conditions Clauses of the Auction.

Waming: In order to view the most up-to-date information, please click on the refresh button.

Laptops Share with Buyers Download Bid Abstract

784 Vendors Motified

Auction 1D G747

Schedule: 70 SIN:132 8 Purchase of New Eguipment - SUBJECT TO
COQPERATIVE PURCHASING

Alternate 1D id 110116

Award Type Single Award  (2)

Agency GENERAL SERVICES ADMINISTRATION

Bureau FEDERAL ACQUISITION SERVICES

Buyer BUYERT 1

Email hassan. harris@agsa.gov

Phone: 7037934567

Start Time 11/01#2016 02:26 PM Central Time

Close Time: 11/30/2016 05:00 PM Central Time

Time Remaining 28 Days, 2 Hours, 59 Minutes

Description

FY16 Q4 Laptop refresh for region 4, includes 300 laptops.
Buyer Attachments

* MNone

Bid Tab  Lineltems  Vendor Attachments (0) Q8A() Amendment  BidHistory  T&C Clauses (1)

Vendor H Date Received '3 Total Quote ¢ Quote Status ¢ Quote Valid For '3 Vendor Attachments
COMMUNICATIONS PROFESSIONALS INC 1101216 $236,760.00 Active 040 No

THALES DEFENSE & SECURITY, INC 110112016 $237,000.00 Active 040 No

Displaying 1 to 2 of 2 results. First: | Previous | 1

Figure 4-3 Auction Summary

2. To view Bidding information by vendors click the ‘Bid Tab’.
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3. To view Bid details by line items click the ‘Line Items’ tab. To view vendor information
click the vendor’'s company name listed under each line item.

‘Waming. In order to view the most up-to-date information, pleasze click on the refresh button.

Laptops

784 Vendors Notified

Auction |D G747

Schedule: 70 SIN:132 8 Purchase of New Egquipment - SUBJECT TO

COOPERATIVE PURCHASING

Alternate 1D id 110116

Award Type Single Award  (2)

Agency GENERAL SERVICES ADMINISTRATION
Bureau FEDERAL ACQUISITION SERVICES
Buyer. BUYERT 1

Email hassan.harris@uosa.gov

Phone: 7037934567

Start Time 11/01/2016 02:26 PM Central Time

Close Time: 1143072016 05:00 PM Central Time

Time Remaining 28 Days, 2 Hours, 38 Minutes

Description

FY16 Q4 Laptop refresh for region 4, includes 300 laptops.

Buyer Attachments
= None
Bid Tab Line Items Vendor Attachments (0) Q&RA ()
Line ltem aty Unit
001 Dell Laptops 300 EA

COMMUNICATIONS PROFESSIONALS INC.
THALES DEFENSE & SECURITY, INC

Displaying 1 to 3 of 3 results.

Amendment Bid History

Current Bid {Total Price)
$236,760.00
$236,760.00

$§237,000.00

Figure 4-4 Line Item Information

Share with Buyers

T&C Clauses { 1)

Bidders
2
Low Bidder

Other Than Low Bidder

4. To view bid amounts for all line items, select Bid History tab from the Auction Summary
screen shown in Figure 4-3 Auction Summary. The Auction Summary — Bid History
screen, shown in Figure 4-5 Auction Summary — Bid History, will list line items and bid

amounts placed by vendors.
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Warning: In order to view the most up-to-date information, please click on the refresh button.

Laptops

784 Vendors Notified

Auction |D

Schedule:

Alternate 1D
Award Type:
Agency
Bureau:
Buyer

Email

Time Remaining:

Description

6747

T0 SIM:132 8 Purchase of New Equipment - SUBJECT TO
CCOOPERATIVE PURCHASING

id 110116

Single Award  (3)

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYER1 1

hassan.hamis@gsa.gov

TO37934587

11/01/2016 02:26 PM Central Time
11/30/2016 05:00 PM Central Time

28 Days, 2 Hours, 35 Minutes

FY¥16 Q4 Laptop refresh for region 4, includes 300 laptops.

Buyer Attachments
= None
Bid Tab Line Items Vendor Attachments {0) QRA ()
Line 1D COMMUNICATIONS PRO
001 $236,760.00
Total: §236,760.00

Displaying 1 to 2 of 2 results.

Amendment

Share with Buyers Download Bid Abstract

Bid History  T&C Clauses (1)

THALES DEFENSE& 5

$237,000.00

$237,000.00

Figure 4-5 Auction Summary - Bid History

5. Toview Terms & Conditions Clauses of the Auction, select T&C Clauses tab from the
Auction Summary screen shown in Figure 4-3 Auction Summary. The Auction Summary
—T&C Clauses screen, shown in Figure 4-6 Auction Summary — T&C Clauses will list
Terms & Conditions of the Auction.
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‘Waming: In order to view the most up-to-date information, please click on the refresh button.
Stationary SUpp"ES Share with Buyers Download Bid Abstract
3 Vendors Notified
Auction 1D 6646
Schedule: 053 SIN:CLIN 0001 General Office Supplies
Award Type Single Award \'j,l
Agency: GENERAL SERVICES ADMINISTRATION
Bureau FEDERAL ACQUISITION SERVICES
Buyer: DERRICK JOSEPH
Email derrick josephi@gsa.gov
Phone: 7037037026
Start Time 1041072016 04:26 PM Central Time Zone
Close Time: 1212372016 12:00 NOON Central Time Zone
Time Remaining 50 Days, 21 Hours, 46 Minufes
Description
Buyer Attachments
= Nene

Bid Tab Line items Vendor Attachments (0) Q&A () Amendment Bid History T&C Clauses ( 2)
Buyer contract clause #4
Contract clause # 4 All vendors must adnere to the bidding instructions detailed in the Invitation for Bids document attached to this Auction. In addition any vendor desiring to place
a bid must con tact the SCO prior to bidding to confirm that the vender has accepied all the terms and condition clauses applicable for this auction. Failure to accepting all the
additional clauses will prohibit a vendor from placing a bid. Please contact the SCO for clarification.
Country of Manufacture.

Items must be scurced from the USA

Figure 4-6 Auction Summary — T&C Clauses

4.2 Pending Awards

The “Pending Awards” section of the Buyer dashboard, shown in Figure 4-7, displays a list of
closed auctions and allows the Buyer to award Line Items that have not been awarded.

Pending Awards

Auction ID Z Type =3 Name % Status z Start Date E3 End Date 3
194 MAS Laptops (Amended) Pending 08/159/2014 081012014

198 MAS F5 Big 1Q Premium Pending 08/19/2014 08/19/2014

Displaying 1 to 2 of 2 results. First | Previous | 1 | Mext | Last

Figure 4-7 Pending Awards

To view the Award summary for an Auction or make an award:

1. Click the Name link for the auction you want to access.

21 October 16, 2016



CRYAY ReverseAuctions™

Buyer User Guide

A Line Item Award Status screen, similar to the one shown in Figure 4-8, will allow you

to view completed awards and to make new awards.

Waming: In order to view the most up-to-date information, please click on the refresh button,

Laptops and Monitors

Auction 1D
Classification Code
Alternate 1D
NAICS Code:
Award Type:
Agency

Bureau

Buyer.

Emall

Phaone

Start Time
Close Time:
Time Remaining

Description

3803

70 General purpose infermation technology eguipment
AH

334111 Electrenic Computer Manufacturing
Single Award ()

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYER1 1

nassan hams@agsa.gov

7037934587

05/13/2016 02:56 PM Cenfral Time Zone

05/31/2016 05:00 PM Ceniral Time Zone

FY16 Q2 Laptop refresh for region 4, includes 300 laptops and 300 Ultra sharp monitors.

Buyer Attachments

= DeliDataShestt
= DeliDataShest2

Bid Tab

Line ltem

001 Dell Laptops

002 Dell Monitors

Line Items Vendor Attachments ( 4) Q&A () Amendment
Qty Unit Current Bid (Total Price)
300 EA $243,000.00
Dell Labs 5243,000.00
300 EA $88,300.89
Deli Labs $88,309.89

Displaying 1 to 4 of 4 results.

Share with Buyers Download Bid Abstract

Multiple Award Single Award
Bid History T&C Clauses (0)
Bidders
1 Make Award
Low Bidder
1 Make Award
Low Bidder

Figure 4-8 Line ltem Awards

2. To make an award, click a Make Award button. (Refer to section 9 Awards)

4.3 Messages

The Messages section of the Dashboard, shown in Figure 4-9, displays a list of system
generated messages concerning milestones in the Auction’s progress, such as closing an
auction, awarding a Line Item, canceling an award, etc., and allows a Buyer to access auction
summary information.
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Messages

Auction 1D

Name

Laptops and Docking S

Desks and Chairs

F5 Big 1Q Premium

Laptops (Amended)

Displaying 1 to 5.of 5 resulis

Description

‘You have created the Auction for Auction Auction Id:
You have created the Auction for Auction Auction id :
You have created the Auction for Auction Auction id :

You have created the Auction for Auction Auction id :

You have created the Auction for Auction Auction id ; 191

Figure 4-9 Messages

Date & Time ]

09/09/2014

08/19/2014

081972014

To view Auction, Line Item and Bidding information for an Auction listed in
Messages

1. Click one of the Auction IDs in the Messages window. An Auction Summary screen will

display auction header information and Line Items for the auction.

2. To view Bidding information for a Line Item, click one of the Line Item links on the
Auction summary page.

5 Auctions

The Auctions module allows a buyer to create and manage auctions. A Buyer can create a new
auction by copying an existing auction and then updating the various sections of the Auction
prior to review and finalization or by using a new Auction template and entering information in
the various sections.

The Auctions screen allows you to:

e Create Auctions
¢ Copy an existing auction
e Create a new auction

e Add line items
e Select vendors

e Add Terms & Conditions clauses

e Add attachments

¢ Review and finalize an auction
¢ Manage Auctions
¢ Update or delete draft auctions

e Cancel auctions

e Clause Maintenance
¢ Update auction Q&As
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e Auction Amendments

Amend an auction

Amend line items

Amend Terms & Conditions clauses
Amend attachments

Review and finalize amendments
View amendment histories

e Manage Bids

View and Cancel Bids

5.1 Creating a New Auction

This section describes the process of creating an Auction from a blank template, including:

e Creating a new Auction
¢ Adding Auction Details

To create a new Auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of

the screen. The Auctions screen will display a list of Active Auctions.

2. Click the Create Auction link on the left of the Auctions screen. The Create Auction
screen, shown in Figure 5-1 Create Auction, will display a blank auction template.
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Auctions 2
Create Auction
Copy Aucfion
Fields marked with an asterisk (*) are required data fields
Create Auction
Vendor Selection * Select Type: SELECT ﬂ @
Auction Details
* Auction Name: @
Auction Clauses
Alternate 1D (7
Auction Attachments
= Award Type Single Award v @
Review & Finalize
25% of IGE W] @
Manage Auctions J .
Sele v
Draft Auction List & J
Cancel Auction
Select Set Aside All [v]
Clause Maintenance Type
Brand Name/Brand Meets or Exceeds v
Q&A Maintenance LAl ha|_ e B J
Name or Equal
Auction Amendment Select ﬂ
Amend Auction
Amend Line Items
Amend Auction Clauses
Amend Attachments 4000 characters remaining
Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Figure 5-1 Create Auction

3. Populate the fields as follows:

Select the Auction Type (BPA, MAS, MAC or Open Market) from the Select Type
drop-down. Note: available contract types are dependent on your agency affiliation.

Select a Schedule from the Select Schedule drop-down. The Schedule determines
the goods and services for which the auction can be conducted.

Select the SIN. Special Item Number (SIN) is used to determine which vendors will
be allowed to bid on a Line ltem. Only vendors with a valid contract for that SIN will
be allowed to bid.

The Add Schedule button, which is displayed if the auction type is MAS, lets you
add multiple Schedule/SIN to the auction. Click the Add Schedule button after
selecting a Schedule and SIN. The selected Schedule/SIN will be added to the
auction and displayed under Selected Schedules section. To remove a
Schedule/SIN, click the Remove button next to that Schedule/SIN.

Select Classification Code if the auction type is Open Market.
Select NAICS code if the auction type is Open Market.
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Enter the Auction Name. The Auction Name, which is limited to 100 characters, will
be displayed on Buyer and Vendor auction listings.

Enter an Alternate ID if desired. This is an optional, free text field used to associate
the auction with an internal procurement for cross reference and reporting purposes.
Alternate ID is limited to 30 characters.

Select the Award Type (Single or Multiple) from the drop-down. The Award Type
indicates whether you want to award all of the Line ltems to a single vendor or
multiple vendors and will be displayed to the vendor. For single award type auctions
vendors will be required to provide quote/bid for all line items.

Select the Bid Decrement from the drop-down. This is the minimum amount the next
bid must be decreased below the current winning bid. Buyer can select 0.25%, 0.5%,
0.75%, 1%, 2% or 3% of the IGE (Total Price). Bid decrement defaults to 0.25% and
the bid decrement selected will be applied to all line items for the auction.

Select Shipping Address from the drop-down. The shipping address selected will
be applicable to all line items. Buyers can still update shipping address for individual
line items on the Auction details screen.

Check the Two Step Procurement? Check-box if, only vendors that are selected by
buyer are allowed to participate in the bidding process. Otherwise, all vendors that
belong to that particular schedule/SIN will be able to participate. By selecting the Two
Step Procurement Checkbox you are using GSA’'s Reverse Auction Platform to invite
vendors from an RFQ outside of GSA Reverse Auction platform to participate in the
price portion of the solicitation. When checked, bidding will be limited to only those
vendors manually selected. This is similar to a pass/fail step on Technical Factors or
down select process. If the Two Step Procurement checkbox is not selected, all
vendors with a contract awarded against the selected GSA and VA schedules and/or
Agency GWAC or Multiple Award IDIQ Contracts may be provided the opportunity to
participate. Note: Currently this feature is not available for DHS First Source I
contracts and Open Market auctions.

Select Vendor Socio Economic Indicator from the Select Set Aside Type drop-down.

Select a purchase description from the Brand Name / Brand Name or Equal drop —
down. The options available are Meets or Exceeds, Brand Name, Brand Name or
Equal. If no selection is made, Meets or Exceeds will be the default option.

Select the Delivery Method and indicate the parameters for the delivery in the field
that is displayed. The field displayed will depend on the Delivery Method selected.

e Days after Receipt of Order. If this option is selected, the Buyer should
enter the number of calendar days that the vendor has to deliver the item
after the order is received.

e Date of Award to Date of Completion. If this option is selected, the Buyer
should select the date that the purchase was formally awarded.

e Period of Performance. If this option is selected, the Buyer should specify
the allowable timeframe for delivery by selecting a start and an end date.

Enter a Description. The description is used to convey important information to
vendors. The auction description is limited to 4000 plain text characters.

4. Click the Save & Next button to create your Auction.
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Based on the auction type, either the Vendor Selection screen or the Vendor Email
screen will be displayed next.

The Vendor Selection screen for the new Auction, shown in Figure 5-2 Vendor
Selection, will be displayed for all auction types other than Open Market. For Open
Market auctions, the Vendor Email screen shown in Figure 5-3 Vendor Email will be
displayed. The Auction ID (shown in the Vendor Selection/Vendor Email screen) will be
generated automatically.

Auctions %
Vendor Selection
2iLOnY I NoN Auction id: 6752
Create Auction Schedule/Sin 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO

COOPERATIVE PURCHASING
Vendor Selection

Set Aside All

Auction Details « Save and Back Next for Details »

» Auction Clauses
Search

it i k] Vendor 1D 2 Vendor Name = Vendor Socic Economic Indicator 2]
it v GS-35F-0006U TRITECH SOFTWARE SYSTEMS Other than Small Business
MEd0R Suichons 7] GS-35F-0016V KNIGHT SKY LLC Small Business

Draft Auction List ] GS-35F-0022W AMS.NET, INC Small Business

Cancel Auction ¥ GS-35F-0025N DYNTEK SERVICES, INC Small Business

Clause Maintenance v GS-35F-0047Y f:.;RKSvCHANG TECHNOLOGIES lfmall Business, SBA Certified STaII Disadvantaged

usiness (d), SBA Certified 8(a) Firm (8a)

ot vl v GS-35F-0053L MARZEN GROUP LLC Small Business
FUCHOS ANcomen] vl GS-35F-0055Y SIMIGON, INC Small Business
> Amend Auction v GS-35F-0057U PLAN B NETWORKS, INC. Small Business
> Amend Line ltems v (GS-35F-005A4 SEBLRLIENE e Small Business, Veteran Owned Small business

MACHINERY CO., |

» Amend Auction Clauses
¥ GS-35F-0062N QUALITY ASSOCIATES, INC Small Business
Amend Attachments
THERMOPYLAE SCIENCES &
B L1 !
7] GS-35F-0084V TECHNOLOGY LL Small Business, Service Disabled Veteran
» Amendment Review & Finalize
]| GS-35F-0091K ANALYTIC DESIGNS INC Small Business
» Amendment History
STANLEY INDUSTRIAL &
GS-35F-0091P Other than Small B
Manage Bids % AUTOMOTIVE, LLC R G e
View & Cancel Bids W GS-35F0091V WEB HOUSE, INC. Small Business, Service Disabled Veteran
Wl GS-35F-0104V JOD ENTERFPRISES, INC Small Business
¥ GS-35F-0119W EMERGENT, LLC Small Business
Small Business, \Women owned, SBA Certified Smail
i GS-35F-0131M PCS ENTERPRISES, INC o 5 ;
< Disadvantaged business (d)
v]| G8-35F-5916H PACIFIC DATACOM SYSTEMS INC. 8Small Business, Women owned
v G8-35F-5046H PCMG, INC. Other than Small Business
Displaying 1 to 788 of 789 results First | Previous | 4 | Mext

Save Selection Next for Details »

Figure 5-2 Vendor Selection
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Auctions =

Open Market Vendor Email
Capy Auction You are viewing Auction ID: 2083-0ffice furniture
Create Auction

Vendors Email 1 ®
veRderiinesion Address (When using
X : . rmore than ane
wction Details address please

separate with

Auction Attachments

Review & Finalize

Manage Auctions
Draft Auction List
Cancel Auction
Ci&A Maintenance

Auction Amendment
Amend Auction
Amend Line ltems
Amend Attachments
Amendment Review & Finalize
amendment History

Manage Bids

View & Cancel Bids

Figure 5-3 Vendor Email

5. Note: For Open Market auctions, please skip to step 8.

The vendor selection screen shown in Figure 5-2 Vendor Selection displays a list of all
the vendors that are allowed to bid in the Auction. The vendor names that appear on the
screen depend on the SIN and the Set Aside type selected when you created the
auction. The list of vendors cannot be modified. The only change that can be made — if
the Auction Type is ‘MAS’ — is to specify which vendors will be sent an auction invitation
email notification. By default, emails will automatically be sent to all vendors on the list. If
Auction Type is ‘MAS’, the check-boxes next to Vendor IDs can be unchecked, which
prevents those vendors from receiving an auction invitation email. All of the vendors on
the list however will still be allowed to bid on the auction.

6. Select/de-select Vendor IDs (if the Auction Type is ‘MAS’) to indicate which vendors will
receive emails about the auction, and then click one of the following buttons on the
screen.

e Save and Back: To save your changes and return to the Create Auction screen.
e Save Selection: To save your changes and return to the Vendor Selection screen.

e Next for Details: To save your changes and display the Auction Details screen.

28 October 16, 2016



CRYAY ReverseAuctions™

Buyer User Guide

7.

If you clicked the Next for Details button, the Auction Details screen, shown in Figure
5-4 Auctions Details will be displayed. The Auction Details screen displays Auction
Details at the top of the screen and a blank Line ltem template below.

For Open Market auctions, email invitations will automatically be sent by default to all
Open Market vendors registered with the Platform that have a NAICS code that matches
the auction. If a Buyer wishes to invite a particular vendor to an auction but the Buyer is
uncertain whether the vendor is registered with the Platform or holds the NAICS code for
the auction, then the Buyer has the ability to enter email addresses for any vendors that
the buyer would like to invite to the auction in the Vendor’s Email Address text box
shown in Figure 5-3 Vendor Email. Click one of the following buttons on the screen.

e Back: To return to the Create Auction Screen.

¢ Next: To save any email addresses entered and display the Auction Details Screen.
If you click the Next button, the Auction Details screen, shown in Figure 5-4 Auctions
Details will be displayed. The Auction Details screen displays Auction Details at the

top of the screen and a blank Line Item template below.

Auctions < .
Auction Details
Copy Auction
Fields marked with an asterisk {*) are required data fields.
Create Auction
Auction 1D &
Vendor Selection Lkl LG
Auction Type.
Auction Details
Schedules/SIN. 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
Auction Clauses COOPERATIVE PURCHASING

Auction Attachments Auction Name: Laptops and Docking stations

1D 110216

Review & Finalize
Brand Name/Brand Brand Name
Manage Auctions Name or Equal.

Draft Auction List Bid Decrement: 0.10

Cancel Auction
Add new line item:
Clause Maintenance
Product/Setvice Name* (2) Part Number (%) Manufacturer Unit of Measurement®
Q&A Maintenance

Auction Amendment
Product Description;

Amend Auction

Amend Line ltems < >

Amend Auction Clauses

Amend Attachments
Amendment Review & Finalize
Amendment Histary

Manage Bids

View & Cancel Bids

Figure 5-4 Auctions Details
9. Add Line ltems to your Auction as follows:

o Enter the Product/Service Name. This is a free-text product service name and
description. The Product/Service Name is limited to 75 Characters.

e Enter the Manufacturer’s Part Number. The Part Number is limited to 20 Characters.
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Enter the name of the Manufacturer. The Manufacturer is limited to 20 Characters.
Select a Unit of Measurement from the drop-down.
Enter the Quantity requested.

Enter the IGE. The IGE (Independent Government Estimate) is an ideal desired
result identified by the Buyer when creating the auction.

Enter a Funding Code if required. This may be a MIPR, DoDAAC, AAC or Funding
Document Number. This data will be populated on the Level Data Report. The
Funding Code is limited to 30 characters.

Select the Shipping Address from the drop-down list (If you would like to add a new
shipping address, please select the ADD NEW SHIPPING ADDRESS option from
the drop-down list. A blank shipping address screen will be displayed. Enter the new
address and click on the Save & Back button to save the new address and return to
the Auction Details screen).

Enter the Product Description. The Product Description is limited to 255 characters.

The Delivery Method selected in the Create Auction screen (Figure 5-1 Create
Auction) will be preloaded. To change it, select the Delivery Method and indicate
the parameters for the delivery in the field that is displayed. The field displayed will
depend on the Delivery Method selected.

e Days after Receipt of Order. If this option is selected, the Buyer should enter
the number of calendar days that the vendor has to deliver the item after the
order is received.

e Date of Award to Date of Completion. If this option is selected, the Buyer
should select the date that the purchase was formally awarded.

e Period of Performance. If this option is selected, the Buyer should specify the
allowable timeframe for delivery by selecting a start and an end date.

To upload line items:
¢ Download the template by clicking the ‘Download Excel Template’ link.
e Populate the spread sheet with the required line items with relevant data.
o Save file with a different name.

e The upload attachments screen will open in a new browser window as shown
in Figure 5-5 Upload Lines.
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MNote: Auction sttachments cannot exceed 20ME In size. File name should not exceed 50 characters and should not contsin any special charscters (peniods, slashes ate.)

o Selact the Document

Close Window

Figure 5-5 Upload Lines

e Click ‘Select the Document’ button and select the file name saved above.

o Click the Select the document button to select a file to upload. The Select File
to Upload dialog box, shown in Figure 5-6 Select File, will be displayed.

S‘:_ Ozpen
@uv| » Attachments - | &,| | Search Attachments 2 |
Organize » MNew folder 4= » @

- " -
i Windows (&) * Name Date modified Type Size

L% DVD RW Drive |
S8 vol2 (Wcohls-
¥ BenjaminiMMu
5 files (\\foohls—

i3] Apple Data Sheet 4/22/2013 3:42 PM Microsoft Office E... 8 KB
@ Dell Data Sheet 2 4/22/2013 3:42 PM Microsoft Office ... aKB
E51] Dell Data Sheet 1 013 3:42 PM Microsoft Office E... SKB

B it i]i'] Google Data Sheet 4 113 342 PM Microsoft Office E... B KB
vo cohls- =
= o " E51] HP Data Sheet 4/22/2013 3:42 PM Micresoft Office E... 3KB
g reverseauction! -
= NITCE R E_i_l] LG Data Sheet 4, Microsoft Office E... 8KB
everse pm
e‘&:@m & — K Nokia Data Sheet 4 Microsoft Office E.. & KB
ol -
|£ B lﬂ Samsung Data Sheet 4/, Microsoft Office E,.. 8 KB
E artrol Pans B 2 R S = e e S e 2
B Recrcic B |¥] Wing Layout 9, Micresaft Office .. 10 k8|
£ Recycle Bin £ B —
GSA HELP
Attachments
File name: Wing Layout - |A|I Files v|
l Open J ’ Cancel ]

Figure 5-6 Select File

e Browse to the file to be uploaded and click the Open button. The Upload
Attachment screen will display the filename of the file to be uploaded and the
‘Upload the Document’ button will be displayed.
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ReverseAuctions™

Upload Lines

Mote: Auction sttachrments cannot excesd 20MB in size. File name should not xceed 50 characters and should not contzin any special characters (periods, siashes etc)

& Upload the Documant

CUsersiMohaanRAmnvnahaltyiDownloads'RA_UploadLines_Test many items adzx Cancal

Close Window

Figure 5-7 Upload Document

¢ Click the Upload the Document button to complete the upload. After the
document is uploaded, click the Close Window link to return to auction
attachments. To see the recently uploaded document click the Refresh
Document List button.

10. Click one of the following buttons:

To return to the Vendor Selection screen without saving the line item, click the Prev
button.

To save your line item and add another Line Item, click the Add New Line button.
Clicking this button will save your Line Item and display a new Line ltem template.

To save your Line ltem and add additional Terms and Conditions Clauses to your
auction, click the Next button. Clicking this button will save your Line Item and
display the Auction Terms and Conditions Clauses screen.

11. If you clicked the Next button, the Auction Terms and Conditions Clauses screen,
shown in Figure 5-8 Auction Terms and Conditions Clauses, will be displayed. Applying
clauses to an auction is optional and this step can be skipped over by clicking the Next
button on the Auction Terms and Conditions Clauses screen show in Figure 5-8 Auction
Terms and Conditions Clauses , to proceed to the next screen in the auction creation
process.
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Auctions

Copy Auction

Cregte Auction

YWendor Sslection

Auction Details

Auction Clauses

Aliction Attechments

Raview & Finslzs

Manage Aucfions

Diraft Auction List

Cancel Auction

Clause Maintenance

Q84 Maintenance

Auction Amendment

Amend Auction

Amend Line ltems

Auction Terms and Conditions Clauses

You are viewing Auction 1D: 6537 - Cffice Supplies

Available Clauses: T - Select a Clause from the dropdown to apply to the Auction.

Select Clause |D:

Clause 1D:

Clause Description:

s, Appty Selected Clause Appiy Al Clauses

Clauses Currently Applied to Auction: O

Clause Owner Clause |D

Figure 5-8 Auction Terms and Conditions Clauses

The Auction Terms and Conditions Clauses screen allows a Buyer to apply additional
terms and conditions to the auction. If a Buyer has defined any clauses using the Clause
Maintenance screen under the Manage Auctions menu, those clauses will be available
for selection by clicking the Select Clause ID drop-down box as shown in Figure 5-9
Select Clause ID drop-down.

Clauses applied to an auction can be viewed by the Buyer and Vendors on the T&C
Clauses tab on the auction description page after the auction is finalized.

Select Clause |10

Clause ID:

Options:

Clause Description:

Auction Terms and Conditions Clauses

You are viewing Auction 1D: 6537 - Office Supplies

Available Clauses: T - Select a Clause from the dropdown to apply to the Auction.

Select v

Select

t&c CLALUSES
thc 6

T&C clause 7
T&C Clause 2
T&C Clause 3
T&C Clause 4

Figure 5-9 Select Clause ID drop-down
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12. To view/select a clause, select the Clause ID from the drop-down. The Clause ID and
Clause Description fields will be populated.

13. Check-box Options:

e Apply Selected Clause. If this check-box is selected, the Clause ID selected
can be applied to the auction as shown in Figure 5-10 Apply Selected Clause.

o Apply All Clauses. If this check-box is selected then all the Buyer Clauses
can be applied to the auction.

Auction Terms and Conditions Clauses

You are viewing Auction |D: 6537 - Office Supplies

Available Clauses: T - Select a Clause from the dropdown to apply to the Auction.

Select Clause |D: Select v

Clause ID: T&C Clause 1

Clause Description:

CUBUYER-1 T&C Clause 1 description. The Government may increase the gquantity of supplies called for in the Schedule at the
unit price specified. The Contracting Officer may exercise the option by written notice to the Contractor within [insert in the
clause the pericd of time in which the Contracting Officer has to exercise the option].

Options: 7 Apply Selected Clause Apphy All Clauses

RN RS —
IS E——

Figure 5-10 Apply Selected Clause

14. After selecting a check-box option, click one of the following buttons:

e Save: To save your changes and remain on the Auction Terms and
Conditions Clauses screen.

e Save & Next: To save your changes and proceed to the Attachments
screen.

e Next: To proceed to the Attachments screen without saving any changes.

Clauses applied to an auction are listed on a table at the bottom of the screen under the
heading Clauses Currently Applied to Auction as shown in Figure 5-11 Clauses
Currently Applied to Auctions table.
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s Apply Selected Clause Aophy A0 Clauses

Clauses Currently Applied to Auction: 1

Clause Thamer Clause [

CUBUYER-1 Ta&C Ciguse 1

Figure 5-11 Clauses Currently Applied to Auctions table

15. Other Actions. Click one of the following buttons to perform these other actions:
e Prev: To return to the Auction details screen without saving any changes.

e Add/Update Clause: To proceed to the Buyer's Clause Maintenance screen
without saving any changes.

¢ Remove Checked Clause IDs: To remove a clause from the auction.

e Auction ID link: To proceed to the auction description page where the
Clause ID and Clause Descriptions applied to an auction can be viewed on
the T&C Clauses tab.

16. If you clicked the Next or the Save & Next button, the Attachments screen, shown in
Figure 5-12 Attachments, will be displayed.
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Auctions

Copy Aucfion

Create Auction

Vendor Selection

Auction Details

Auction Clauses

» Auction Attachments

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q8&A Maintenance

Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cance! Bids

Attachments

You are viewing Auction ID: 6752 - Laptops and Docking stations

Document Name

Add/Remove Attachment(s)

Mote: To ses recently uploaded attachments click the Refresh Document List button on the Attachments page Auction aftachments
cannot exceed 20MB in size. File name should not exceed 50 characters and shouid not contain any special characters (periods,
slashes efc ).

= T

Figure 5-12 Attachments

17. Click the Add/Remove Attachment(s) button to select a file to be uploaded. The upload
attachments screen will open in a new browser window as shown in Figure 5-13 Upload

Attachments.
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https://gsaupload.fas.gsa.gov/wGSARevAucRAD/?7sid=2014090914271429201409091 50941 51RADATTACHMENTS9%20%20%20GSAC, 172.27.194.30,0(

User Guides FAG AbilityOne ETS Contact Us

eRYY ReverseAuctions™

Upload Attachment

Maote Auction attachments cannot excead 200MB in size. File name should not exceed 50 characters and should not contain any special characters (periods, slashes efc )
Daocument Name:

o Select the Document

Close Window

Warning: This is a U.S. General Services Administration computer system that is "FOR OFFICIAL USE OMLY." This system is subject to monitoring. Therefore, no expectation of privacy is to be
assumed. Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution.

Copyright @ 2013 U.5. General Services Administration QUICK LINKS
G S.:\ Terms & Conditions ~ Privacy and Security Notice  Accessibility Policy GSA Advantage GSAeBuy FAR Search GSAAucfions GSAelibrary GSA Xcess

Figure 5-13 Upload Attachments

18. Click the Select the document button to select a file to upload. The Select File to Upload
dialog box, shown in Figure 5-14 Select File to Upload, will be displayed.
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£ open
@le » Attachments - | +4 | | Sedrnch Attachrents 02 |

Organize New folder = O @
" -~
E Windows (&) = Mame Date modified Type Size
-5 DVD RW Drive | -
LJ ¥31] Apple Data Sheet 4/22/2013 3:42 PM Microseft Office E... KB
S8 vol2 (\Wfcohls- " ’ i i
S #5] Dell Data Sheet 2 4/22/2013 342 PM  Microsoft Office E,.. 8KB
i® Benjaminiiu - ; i
= £3] Dell Data Sheet 4/22/2013 3:42 PM Micresoft Office E.. 8KB
Lo files (\Wfoohls- - -
i3] Google Data Sheet 4/22/2013 342 P Microsoft Office E.. 8 KB
5 vol2 (\\fcohls- - ~ : : .
) E5] HP Data Sheet 4/22/2013 3:42 PM Microsoft Office E... 8kB
L reverseauction: - A
= §31] LG Data Sheet 4 13 3:42 PM Microsoft Office E.. gKB
¥ NITCP Reverse = / ~ ) ) ,
G N . — K] Nokia Data Shest 4/ Microsoft Office E... 8 KB
etw e
’_“ o §3] Samsung Data Sheet 4/, Microsoft Office E... 8KB
[E8 Control Panel o —— e e s o e G
= . |E¥1] Wing Layout 9/9/2014 4:27 PM Microsoft Office ... 10 KB |
& Recycle Bin s P —
GSA HELP
. Attachments
File name: Wing Layout - [ A Files -

| open || cancel |

Figure 5-14 Select File to Upload

19. Browse to the file to be uploaded and click the Open button. Note: attached files can
be up to 20MB in size and the filename length has a 50 character limit.

The Upload Attachment screen will display the filename of the file to be uploaded and
the Upload the Document button will be displayed, as shown in Figure 5-15 Attachment

Selected.
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I=lo =
https://gsaupload.fas.gsa.gov/wGSARevAucRAD, ?sid=2014090914271429201409091508415 1 RADATTACHMENTS %20%20%20GSAC,172.27.194.30,0(

User Guides FAQ AbilityQne ETS Contact Us
ReverseAuctions™

Upload Attachment

Note: Auction attachments cannot excead 20MB in size. File name should not exceed 50 characters and should not contain any special characters (periods, slashes efc )
Document Name:

b Upload the Document

Wing Layout docx Cancel

Close Window

Warning: This is a U.5. General Services Administration computer system that is "FOR OFFICIAL USE OMLY." This system is subject to monitering. Therefore, no expectation of privacy is to be
assumed. Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosec ution

Copyright € 2013 U.S. General Services Administration QUICK LINKS
[ERFY  7oms & Conditions  Privacy and Security Notice  Accessibity Policy GSA Advantage GSAeBuy FAR Search GSA Aucions GSAelibrary GSA Xcess

Figure 5-15 Attachment Selected

20. Click the Upload the Document button to complete the upload. After the document is
uploaded, click the Close Window link to return to auction attachments. To see the
recently uploaded document click the Refresh Document List button.

21. Click the Next button to finalize your Auction.

The Review & Finalize screen, shown in Figure 5-16 Review & Finalize, will be
displayed.
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Auctions

* Copy Auction

» Create Auction

> Vender Selection

¥ Auction Details

» Auction Clauses

# Auction Attachments
 Review & Finalize
Manage Auctions

+ Draft Auction List

= Cancel Auction

> Clause Maintenance
¥ Q&A Maintenance
Auction Amendment
# Amend Auction

» Amend Line liems

* Amend Auction Clauses

* Amend Aftachments

» Amendment Review & Finalize

> Amendment History

Manage Bids

= View & Cancel Bids

Review & Finalize

Important: The auction creation process has changed as.of 02/22/2015, if you have & draft auction that was created prior to
022212015 you are adivised to select vendors using the new vendor selection process.

Fields marked with an asterisk (*) are reguired data fields.

Auction Name
Auction 1D:
Alternate 1D;
Award Type:
Auction Type:
Sthedule Type:

Vendor Q&A End
Diate:

Laptops and Docking stations
8752

1D 110216

Multipie Award

F55

Vendor QA
End Time:

@

Note: Due to major enhancements release on 6/4 buyers are advised to end the auction by 63

* Auction End Date:

Notify if less than 3
bidders for line item:

Description

Attachments

Document

DeliDataShestt

* Auction
End Time:

Select

FY16 Q4 Laptop refresh for region 4, includ
300 decking stations and 300 IPS monitors.

Displaying 1 to'1 of 1 resuits.

Auction Clauses

Clause Owner

No records were found.

Download Vendors

Schedule Number

70

Displaying 1 to 1 of 1 resufts.

Line [tems

Ling item

SN Number

1328
Quantity % Unit iz}
300.00 EA

Displaying 1 to 1 of 1 results.

& @

es 300 laptops,
Edit

Clause ID

@

Share with Buyers

| DOWNLOAD VENDOR

Manufacturer

Dell

Figure 5-16 Review & Finalize

@

3| TotalIGE

$240,000.00

Edit
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22.

23.

24.

25.

26.

Select the End Date and End Time for the Auction. Click in one of the fields to display a
calendar or slide to select dates and times. The auction start date and time will be set to
the date and time that the auction is finalized.

Select the Vendor Question & Answer End Date and End Time. This is the last day
and time that vendors can submit questions to the Buyer before the Auction closes.

Choose a selection from the Notify if less than 3 bidders for line item dropdown if you
would like an email notification a set number of hours prior to auction closing if there are
fewer than three bidders.

To share the auction with additional buyers, click the Share with Buyers button. See
section 6.1 Share Auction with Buyers for more details.

Click the Finalize or Delete button. If you click the Finalize button the auction will be
finalized, as shown in Figure 5-17 Auction Finalized. If you click the Delete button the
auction will be deleted and removed from the draft auction list. Note: For Open Market
auctions, a notice of combined synopsis/solicitation of the auction will be posted to the
FedBizOpps (hitps://www.fbo.gov) web site for open market vendors to search/view
business opportunities.
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Waming: In order fo view the most up-to-date information, please click on the refresh button

Laptops and Docking stations

783 Vendors Notified

Auction 10

Schedule:

Alternate |D
Award Type
Agency
Bureau:
Buyer.
Emall
Phone

tart Time

Close Time:

Time Remaining

Description

6752

70:8IN:132 2 Purchase of New Equipment - BUBJECT TC
COOPERATIVE FURCHASING

1D 110218

Multiple Award ()

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYER1 1

nassan.hams@gsa.gov

7037934567

11/03f2016 12:38 PM Central Time
11/302016 05:00 PM Central Time

27 Days, 4 Hours, 18 Minutes

FY 16 Q4 Laptop refresh for region 4. includes 300 laptops, 300 docking stations and 300 IPS monitors

Buyer Attachments

« DeliDataSheeti

Bid Tab

Vendaor

Line items Vendor Attachments (0) Q&A () Amendment

Date Received S Total Quote ] Quote Status S

No records were found.

There are currently no bids for this auction.

Bid History

Quote Valid For

Figure 5-17 Auction Finalized

5.2 Copying an Auction

This section describes how to create a new Auction by copying an existing Auction.

To copy an Auction:

Share with Buyers

T&C Clauses (0)

¥

Vendor Attachments

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of
the screen. The Auctions screen will display a list of Active Auctions.

2. Click the Copy Auction link on the left of the Auctions screen. The Copy Auction
screen, shown in Figure 5-18 Copy Auction, will be displayed.
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Auctions H
Copy Auction
» Copy Auction
Auction D % Name £ Type £ Status £ Close Date 1%
> Create Auction
2249 Medical Supplies (Amended) BPA Closed 09/092015 Capy
Vendor Selection
2250 Dell Laptops MAS Clozed 0a/31/2015 Copy
Auction Details
2252 Medical Supplies BPA Closed 08/31/2015 Copy
Auction Clauses
2300 Construction material OPENMARKET Closed 071312016 Copy
Auction Attachments
2386 Laptops MAS Closed 121152015 Copy
Review & Finalize
2387 Laptops MAS Closed 12152015 Copy
Manage Auctions
2388 Laptops MAS Closed 1211502015 Copy
Draft Auction List
2390 Laptops MAS Closed 125205 Copy
Cancel Auction
2416 Laptops MAS Clo=ed 121152015 Copy
Clause Maintenance
2413 Laptops MAS Closed 12152015 Copy
QEa Maieoance Displaying 1 to 10 of 43 results. First Previous 112 '3/ 4|5 Next Last

Auction Amendment
Amend Auction
Amend Line tems
Amend Auction Clauses
Amend Attachmenis
Amendment Review & Finalize
Amendment History

Manage Bids

View & Cancel Bids

Figure 5-18 Copy Auction

3. Click the Copy button next to the Auction to be copied. The Auction will be copied and
the user will be taken to the Create Auction screen with the copied auction details filled
out as shown in Figure 5-19 Create AuctionError! Reference source not found.. Once
copied the user can update all of the auction details for the copied auction.
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Auctions

Copy Auction

» Create Auction

Vendor Selection

Auction Details

Auction Clauses

Atiction Attachments

Review & Finalize

Manage Aucfions

Drafi Auction List

Cancel Auction

Clause Maintenance

Q&A Mainienance

Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attlachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Create Auction

Felds marked with an asterisk (*} are reguired data fields.

Auction 1D

* Select Type:

* Belect Scheduie

™ Select SIN:

6754 (@

FSS - Federal Supply Schedu[v]| @

Select

Selected Schedules

Schedule-70 SIN-132 8

* Auction Name:

Alternate 1D:

* Award Type:

Brand Name/Brand
MName or Equal:

* Bid Decrement

* Shipping Address:

Select Set Aside
Type:

* Delivery Method:

Two Siep
Procurement?

Description

| Laptops and Docking stations

Multiple Award

Meets or Exceeds

0.25% of IGE

Select

Select

Select

[[] Twa Step Procurement (2)

<

<l |[<]] [« <]

<l

@
@

@

vl @
v @

| FY16 Q3 Laptop refresh for region 4, includes 300 laptops, 300
docking stations and 300 IPS monitors

Figure 5-19 Create Auction

4. Click the Save & Next button on the right of the screen. The Vendor Selection screen

shown in Figure 5-20 Vendor Selection will be displayed.
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Auctions 2
Vendor Selection
7 opy Auction Auction id: B754
» Create Auction SchedulelSin T0 SIN:132 8 Purchase of New Equipment - SUBJECT TO

CGOOPERATIVE PURCHASING
» Vendor Selection

Set Aside: All
# Auction Details u Save and Bac i Solecrion”
= Auction Clauses
Search:
> Auction Attachments
Vendor 1D £.  Vendor Name ¢|  Vendor Socio Economic Indicator &
o = 5
# Review & Finalize
-35F- g M er than Small Business
=] GS-35F-0006U TRITECH SCFTWARE SYSTEMS Other than Small B
L I T = GS-35F-0016V KNIGHT SKY LLC Small Business
» Draft Auction List 7 GS-35F-00Z2W AMS.NET, INC. Small Business
» Cancel Auction Wl GS-35F-0025N DYNTEK SERVICES, INC: Small Business
» Clause Maintenance 7 S 1550047y ‘CLARKS-CHANG TECHNOLOGIES Smgll Business, SBA (?eﬂiﬂe§ Small Disadvantaged
LLE business (d), SBA Certified 8{a) Firm {8a)
+ CI8A Maintenance
: vl G5-35F-0053L MARZEN GROUP LLC Small Business
Auction Amendment o G8-35F-0055Y SIMIGON, ING Small Business
> Amend Auction W GS-35F-0057U PLAN B NETWORKS, INC. Small Business
S ATET R ot SECURITY ENGINEERED ) )
-35F- i Ve
v GB8-35F-005AA MACHINERY CO._1 Bmall Business, Veteran Owned Small business
» Amend Auction Clauses )
v G5-35F-0062N QUALITY ASSOCIATES, INC. Small Business
+ Amend Attachments .
THERMOPYLAE SCIENCES &
. . v G8-35F-0084V TECHNOLOGY LL Bmall Business, Service Disabled Veteran
» Amendment Review & Finalize
W GS-35F-0091K ANALYTIC DESIGNE INC Small Business
» Amendment History
STANLEY INDUSTRIAL &
GB-35F-0091P Other than Small Business
Manage Bids ¥ AUTOMOTIVE, LLC
3 View & Cancel Bids v GS-35F-0091V WEB HOUSE, INC Small Business, Service Disabled Veteran
7 GS-35F-0104V JOD ENTERPRISES, INC: Small Business
W GS-35F-0119W EMERGENT, LLC Small Business
Small Business, Women owned, SBA Certified Small
e T = =3 '
& GS-35F-0131M PGS ENTERPRISES, INC. Disadvantaged busness (d)
&~ GS5-35F-5916H PACIFIC DATACOM SYSTEMS INC. Small Business. Women owned
¥ BS-35F-5946H PCMG, INC. Other than Small Business
Displaying 1 fo 782 of 789 results. First | P s 1

i

Figure 5-20 Vendor Selection

5. The vendor selection screen shown in Figure 5-20 Vendor Selection will display a list of
vendors approved for that SIN and Set Aside Type.

6. Select/de-select vendor IDs (If the auction type is ‘MAS’) that are to receive emails about
the auction, and then click one of the following buttons on the screen.
e Save and Back: To save your changes and go to the Create Auction screen.
e Save Selection: To save your changes and go to the Vendor Selection screen.
¢ Next for Details: To save your changes and go to the Auction Details screen.
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7.

If you clicked the Next for Details button, the Auction Details screen for the new auction

will be displayed as shown in Figure 5-21 Auction Details for copied Auction. The Line
Items from the copied auction will be listed and a blank line item template will be

displayed. Note: you will need to update the IGE and Bid Decrement for each line
item copied before the auction is finalized.

Auctions

Copy Auction

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance

Auction Amendment

Amend Auction

Amend Line [tems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Auction Details

Fields marked with an asterisk (*} are required data fieids.

Auction ID: 6754

Auction Type

Schedules/SIN 70 SIN:132 & Purchase of New Equipment - SUBJECT TO

COOPERATIVE PURCHASING

Auction Name Laptops and Docking stations

Alternate Auction 1D ID 110316

Brand Name/Brand
Name or Equal

Meets or Exceeds

Bid Decrement 0325
Item ID +i  Item name ] Part Number : Manufacturer 3
1 Dell Laptops XPS 13 Dell
2 Dell Monitors uzataH Dell
3 Dell Docking Stafions D3100 Dell
Displsying 1 to 3 of 3 results
Add new line item:
Product/Service Name* r_j;- Pari Number f_i.'j' Manufacturer

Product Description:

<

Update ltem

Update ltem

Updste ltem

Copy Hem

Copy ltem

Copy Hem

Unit of Measurement*

Select

Delete ttem

Delete Item

Delete Item

1| Next

Figure 5-21 Auction Details for copied Auction

8. You can add new line items to your auction by following the instructions in section 5.1

9.

Create Auction.

right of the item number.

You can update a line item from the copied auction. Click the Update Item button to the

The line item details from the copied auction will be displayed on the Auction Details
screen as shown in Figure 5-22 Line Item from copied auction.
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Auctions . .
Auction Details
Copy Auction
Fields marked with an asterisk (*} are required data fieids.
Create Auction
Auction 1D 6754
Vendor Selection izttt G5,
Auction Type
» Auction Details

Schedules/SIN 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
At COOPERATIVE PURCHASING
Auction Attachments Auction Name: Laptops and Docking stations

Alternate 1D 110316

Review & Finalize

Brand Name/Brand Meets or Exceeds

Manage Auctions MName or Equal

Draft Auction List Bid Decrement: D.25

Cancel Auction

Item ID s ltem name ¢! Part Number S Manufacturer z
Clause Maintenance
1 Dell Laptops XPS13 Dell Update Item Copy Item Delete ltem
Q&A Maintenance
5 2 Dell Monitors U2414H Dell Update ltem Copy ltem Delete Item
Auction Amendment
3 Dell Docking Stations D3100 Dell Update ltem Copy Item Delete ltem
Amend Auction d : .4
Displaying 1 to 3 of 2 results First | F us | ¥ | Ne

Amend Line ltems

Amend Auction Clauses Shovanglinedtem 001

IServi = (2) (@) .
e Product/Service Name* (2) Part Number () Manufacturer Unit of Measurement’

Il Lt PS 13 I B -
Amendment Review & Finalize Dell Laptops XPS 13 Dell Each [v]
Product Description:

Dell XPS 13

< >

Amendment Histary

Manage Bids

View & Cancel Bids

Figure 5-22 Line Item from copied auction

10. Modify the line item as necessary and then click one of the buttons at the bottom of the
screen, as follows:

e Click Prev to return to the Vendor Selection screen without saving changes to
the line item.

o Click Update Line to save your line item and display a new line item template.

o Click Next to save your line item and add Terms and Conditions Clauses to your
auction.

11. Complete Auction Terms and Conditions Clauses, Auction Attachments and Review and
Finalize steps in section 5.1 Create Auction to complete the Copy Auction process.

5.3 Vendor Selection

The Vendor Selection screen displays a list of all of the vendors that are allowed to bid in
the Auction. The vendor names that appear on the screen depend on the SIN selected
when you created the Auction. The only change that can be made to the list of vendors —
if the Auction Type is ‘MAS’ — is to specify which vendors are to be sent an email about
the auction. By default, emails will automatically be sent to all vendors on the list. If
Auction Type is ‘MAS,” however, the check-boxes next to Vendor IDs can be removed,
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which prevents those vendors from receiving emails about the auction. All of the vendors

on the list, however, will still be allowed to bid in the auction.

To perform Vendor Selection on a draft auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of

the screen. The Auctions screen will be displayed.

2. Click the Vendor Selection button on the left side of the screen. The Vendor Selection

screen, shown in Figure 5-23 Vendor Selection, will be displayed.

Auctions

Copy Auction

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachmenis

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance

Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment Histary

Manape Bids

View & Cancel Bids

Vendor Selection

Auction ID Select

Figure 5-23 Vendor Selection

3. Select an Auction ID from the drop-down list. The Vendor Selection screen, shown in
Figure 5-24 Vendor Selection, will display a list of vendors approved for that auction.
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Auctions 2
Vendor Selection

# Copy Auction

Auction id: 6754
» ‘Create Autction Schedule!Sin 70 SIN:132 & Purchase of New Egquipment - SUBJECT TO
COOPERATIVE PURCHASING
» Vendor Selection .
Set Aside: All
+ Auction Details
» Auction Clauses
Search:
» Auction Attachments
Vendor 1D $.  Vender Name %/ Vendor Socio Economic Indicator &
]
¥ Review & Finalize :
| (GS-35F-D006U TRITECH SOFTWARE SYSTEMS Other than Small Business
e v GS-35F-0018V KNIGHT SKY LLC Small Business
7 Draft Auction List ] GS-35F-0022W AMS NET, INC. Small Business
» Cancel Auction WVl GS-35F-0025N DYNTEK SERVICES, INC. Small Business
% CLARKS-CHANG TECHNOLOGIES Small Business, SBA Cerlified Small Disadvantaged
* Clause Maintenance GS_I5E-004TY 2
¥ LLE business (d), SBA Certified 8{z3) Firm {83}
+ Q&A Maintenance
]| (GS-35F-0053L MARZEN GROUF LLC Small Business
SUCHORSHET et v G5-35F-0055Y SIMIGON, ING Small Business
» Amend Auction v G5-35F-0057U PLAN B NETWORKS, INC. Small Business
5 Amend Line ltems SECURITY ENGINEERED . ;
_35F] i Wi H
v G5-35F-005AA MACHINERY CO., 1 Small Business, Veteran Owned Small business
> Amend Auction Clauses
v G5-35F-0062N QUALITY ASSOCIATES, INC. Small Business
+ Amend Attachments .
THERMOPYLAE SCIENCES &
. o vl G5-35F-0084V TECHNGLOGY LL Small Business, Service Disabled Veteran
» Amendment Review & Finalize
v GS-35F-0091K ANALYTIC DESIGNS INC Small Business
> Amendment History
STANLEY INDUSTRIAL &
GE-35F-0091F Other than Small Business
Manage Bids M AUTOMOTIVE, LLE
s View & Cancel Bids vl G5-35F-0091V WEB HOUSE, INC. Small Business, Service Disabled Veteran
| GS-35F-0104V JOD ENTERPRISES, INC: Small Business
Vvl GS-35F-0119W EMERGENT, LLC Small Business
Small Business, Women owned, SBA Certified Small
GS-35F-0131M PCS ENTERPRISES, INC. : i
M = Disadvantaged business (c)
M GS-35F-5916H PACIFIC DATACOM SYSTEMS INC. Smail Business, Women owned
v GS-35F-5946H PCMG. INC. Other than Small Business
Dizplsying 1 fo 789 of 789 results. Sirst | Previtus | 1

Figure 5-24 Vendor Selection

4. Select/ deselect Vendor IDs (if the Auction Type is ‘MAS’) that are to receive emails
about the auction, and then click one of the following buttons at the bottom of the screen.

¢ Save and Back: To save your changes and go to the Create Auction screen.
e Save Selection: To save your changes and go to the Vendor Selection screen.
¢ Next for Details: To save your changes and go to the Auction Details screen.

5. If you clicked the Next for Details button, the Auction Details screen will be displayed.
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5.4 Auction Details

The Auction Details module allows a Buyer to add a new Line ltem(s) to a draft auction.

5.4.1 Adding New Line Items

This section describes how to add a new Line Item to an auction.

To add a Line Iltem to an auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Auction Details link on the left of the screen, The Auction Details screen,
shown in Figure 5-25 Auction Details will be displayed.

Auctions 5 2
Auction Details

Copy Auction
Auction ID: | Select Auction 1D to add details ﬂ

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize
Manage Auctions

Drafi Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalze

Amendment History
Manage Bids

View & Cancel Bids

Figure 5-25 Auction Details

3. Select the Auction ID that you want to add a Line ltem to, from the drop-down list. Auction
Details for the selected auction will be displayed, as shown in Figure 5-26 Auction Details
— Blank Line Item form. The current Line ltems will be listed below the Auction Header
details and a blank Line ltem template will be displayed.
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Auctions
Copy Auction
Create Auction

» Wendor Selection

» Auction Details
Auction Clauses

» Auction Attachments
Review & Finalize

Manage Auctions
Draft Auction List
Cancel Auction

» Clause Maintenance
Q&A Maintenance

Auction Amendment

» Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize

» Amendment History

Manage Bids

View & Cancel Bids

Auction Details

Fields marked with an asterisk {*} are required data fields.

Auction 1D:
Auction Type

Schedules/SIN:

Auction Name
Alternate Auction 1D

Brand Name/Brand
Name or Equal

Bid Decrement 0.25
Item ID %1 Item name %
1 Dell Laptops XPs13
i Dell Monitors U2414H
3 Dell Docking Stations D3100

6754

70 SIN:132 8 Purchase of New Equipment - SUBJECT TO

COOPERATIVE PURCHASING

Laptops and Doecking stations
ID 110316

Meets or Exceeds

Displaying 1 to 3 of 3 resuits.

Add new line item:

Product/Service Name* (2)

Product Description:

Part Number

Part Number ()

i

Manufacturer E3
Dell Update Item Copy ltem Delete item
Dell Update Item Copy ltem Delets Item
Dell Update Item Copy ltem Delete ltem
- — 1
Manufacturer Unit of Measurement®
Select []
>

EOGSSSEEEPN ) ESYSIR | WSSERECN | ESURPSN | W

Figure 5-26 Auction Details — Blank Line Item form

4. You can add new Line Items to your Auction by following the instructions in section 5.1
Create Auction.

5.4.2 Update Line Item
This section describes how to update an existing Line Item for an auction.

To update a Line Item for an auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of

the screen. The Auctions screen will be displayed.

2. Click the Auction Details link on the left of the screen. The Auction Details screen,
shown in Figure 5-27 Auction Details, will be displayed.
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Auctions = 2
Auction Details

Copy Auction
Auction ID: | Select Auction 1D to add details ﬂ

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize
Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachmenis

Amendment Review & Finalize

Amendment History
Manage Bids

View & Cancel Bids

Figure 5-27 Auction Details

3. Select, from the drop-down list, an Auction ID for the auction for which you want to
update a Line Item. Auction Details for the selected auction will be displayed, as shown in
Figure 5-28 Update Line Item. The current Line ltems will be listed below the Auction
Header details and a blank Line Item template will be displayed.
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Auctions 3 2
Auction Details
Copy Auction
Fields marked with an asterisk (*) are required data fields.
Create Auction
» Vendor Selection Gl e
Auction Type
» Auction Details
Schedules/SIN 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
 Anciion Clitises COOPERATIVE PURCHASING
» Auction Attachments Auction Name: Laptops and Docking stations

ate Auction IT
Review & Finalize Alternate Auction IDx ID 110316

Brand Name/Brand Meets or Exceeds

Manage Auctions Name or Equal:
Draft Auction List Bid Decrement 0.25
Caneal Miction Download Excel Template Upload Lines w
Item ID 'z Item name 2 Part Number 3 Manufacturer 2
» Clause Maintenance
7| Dell Laptops XPS 13 Dell Update Item Copy Item Delete ltem
+ Q&A Maintenance
7 2 Dell Monitors U2414H Dell Update Item Copy Item Deletz ltem
Auction Amendment
S Amend ALCTON 3 Dell Docking Stations D3100 Dell Update ltem Copy ltem Delete ltem
Displaying 1 to 3 of 3 results. First | Previoes | 1 | Next | L

Amend Line Items

Amend Auction Clauses b

T Product/Service Name* (2) Part Number (2) Manufacturer Unit of Measurement®

Amendment Review & Finalize Eafack
» Amendment History Product Description

Manage Bids
< >

=3 =
Figure 5-28 Update Line Item

* View & Cancel Bids

4. Click the Update Item button next to the Line Item to be updated. Line ltem details for the
selected Line Item will be displayed as shown in Figure 5-29 Auction Details — Line ltem
Details.
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Auctions

Copy Auction

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

0Q8A Maintenance:

Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cance! Bids

Auction Details

Fields marked with an asterisk (*) are required data fisids

Auction 1D 6754

Auction Type

Schedules/SIN; 70 SIN:132 8 Purchase of New Eguipment - SUBJECT TO
COOPERATIVE PURCHASING

Auction Name: Laptops and Docking stations

Alternate Auction ID: 1D 110316

Meets or Exceeds

Bid Decrement: 025
st e
Item 1D s Item name 3. Part Number ¢ Manufacturer z:
1 Dell Laptops XPs13 Dell Update Item Copy ltem Delete ltem
2 Dell Monitors U2414H Dell Update ltem Copy ltem Delete Item
3 Dell Docking Stations D3100 Dell Update ltem Copy ltiem Delete item
Displaying 1 to 3 of 3 results F H ue | 1| Ne

Showing line item 001
Product/Service Name* t:i) Part Number t}] Manulacturer Unit of Measurement®
Dell Laplops XP513 Dell Each ﬂ

Product Description:
Dell XPS 13

< >

Figure 5-29 Auction Details — Line Item Details

5. Update the Line Item details as necessary and then click one of the following buttons:

e Click the Prev button to return to the Vendor Selection screen without saving the

changes.

e Click the Update Line button to save your changes.

¢ Click the Next button to save your changes and display the Auction Terms and
Conditions Clauses screen.

5.5 Auction Terms and Conditions Clauses

This section describes how to apply Terms and Conditions clauses to a draft auction. If a
Buyer has defined any clauses using the Clause Maintenance screen under the Manage
Auctions menu, those clauses are available to be applied to the auction.

1.

To add a T&C clause to an auction:

Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.
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2. Click the Auction clauses link on the left of the screen. The Auction Terms and
Conditions Clauses screen shown in Figure 5-30 Auction T&C — Select Auction will be

displayed.
Auctions % 5D
Auction Terms and Conditions Clauses
Copy Auction Total Draft Auctions: 5

Create Auction
Auction ID: | Select Auction 1D to apply Clauses ]
Vendor Selection
Auction Details
Auction Clauses
Auction Attachments
Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line tems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Figure 5-30 Auction T&C — Select Auction

3. Select the Auction that you want to add a clause to, from the drop-down list. The Auction
Terms and Conditions Clauses screen shown in Figure 5-31 Auction T&C — Add Clause
will be displayed.
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Auctions < i
Auction Terms and Conditions Clauses

Gony At You are viewing Auction ID: 6612 - Dell Laptops

Create Auction
Available Clauses: 2 - Select a Clause from the dropdown to apply to the Auction.

Vendor Selection

Auction Details —
[v]

Select Clause 1D: Select

Auction Clauses

Auction Attachments Clause |D:
Review & Finalize Clause Description:
Manage Auctions Options DAD:I" Selected Clause D Apply All Clauses

Drafi Auction List

Cancel Auction

Clause Maintenance
Q&A Maintenance Clauses Currently Applied to Auction: 1
Auction Amendment

Amend Auction ] Clause Ownef Clause ID

O BUYER1 Test Clause
Amend Line items
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History

Manage Bids

View & Cancel Bids

Figure 5-31 Auction T&C — Add Clause

4. Select a clause from the Select Clause ID drop-down list. The Clause ID and Clause
Description fields will be populated.

5. Check the “Apply Selected Clause” box to add the selected clause. To add all clauses in
the drop-down list to the auction, check the “Apply All Clauses” box.

6. Click one of the following buttons:

e Save: To save your changes and remain on the Auction Terms and Conditions
Clauses screen.
Save & Next: To save your changes and display the Attachments screen.

o Next: To proceed to the Attachments screen without saving any changes.

7. Clauses applied to an auction are listed on a table at the bottom of the screen under the
heading Clauses Currently Applied to Auction.
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8. Click one of the following buttons to perform these other actions:

e Prev: To return to the Auction Details screen without saving any changes.

e Add/Update Clause: To display the Buyer’'s Clause Maintenance screen without
saving any changes.

o Remove Checked Clause IDs: To remove a clause from the auction.

5.6 Auction Attachments

This module describes how to upload an attachment to a draft auction. Note: attached files can
be up to 20MB in size and have a 50 character file length limit.

To upload an attachment to an auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Auction Attachments link on the left of the screen. The Auction
Attachments screen, shown in Figure 5-32 Auction Attachments, will be displayed.

Auctions %
Auction Aftachments

Copy Auction
Auction ID: | Select Auction ID to add attachments ﬂ

Create Auction

Vender Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize
Manage Auctions

Drafi Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History
Manage Bids

View & Cancel Bids

Figure 5-32 Auction Attachments
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3. Select the auction to which you want to add an attachment from the Auction ID drop-

down.

The Attachment screen, shown in Figure 5-33 Attachments, will be displayed.

Any files that are already attached to the auction will be listed in the Document Name
section near the top of the screen. If you want to delete any of these files, click the
Add/Remove Attachment(s) button.

Auctions
Copy Auction
Create Auction
Vendor Selection
Auction Details
Auction Clauses
Auction Attachments
Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line llems
Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Attachments

You are viewing Auction ID: 6754 - Laptops and Docking stations

Document Name

Add/Remove Attachment(s)

MNote: To see recently uploaded attachments click the Refresh Document List button on the Attachments pags. Auction attachments
cannot exceed 20MB in size. File name should not exceed 50 characters and should not contain any special characters (periods
slashes etc ).

Figure 5-33 Attachments

4. Click the Add/Remove Attachment(s) button to select a file to be uploaded. The upload
attachments screen will open in a new browser window as shown in Figure 5-34 Upload
Attachment below.
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& https://gsaupload.fas.gsa.gov/wGSARevAUCRAD/7sid=20140910105322142014091011192344RADATTACHMENTS%20%20%20GSAC,1

72.

ReverseAuctions™

Upload Attachment

Note: Auction attachments cannot exceed 20MB in size. File name should not exceed 50 characters and should not contain any special characters {periods, slashes etc.).
Document Name:

o= Select the Document

Close Window

Warning: This is a U.S. General Services Administration computer system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring. Therefore, no expectation of privacy is to be
assumed. Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution,

< |

User Guides | FAQ | AbilityOne EFS | ContactUs «

L3

Figure 5-34 Upload Attachment

5. Click the Select the Document button to select the file that you want to attach to the
auction.

The Select file to upload dialog box, shown in Figure 5-35 Select files to upload, will be
displayed.
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4 videos
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File name: Cisco Data Sheet

Buyer User Guide
%.. Open
Ou | » Attachments - | &,| | Search Attachments §ol l
Organize = Mew folder Bz = [ Iﬂl
e
& Favorites MNarme Date modified Type Size
BE Desktop [EI.] Apple Data Sheet 42272013 342 PM Micresoft Office E... 8 KB
@ Downloads |@j Cisco Data Sheet 910/2014 1224 PM Microsoft Office E... 8 KB |
%l Recent Places |2 3] Dell Data Sheet 2 4/22/2013 3:42 PM Microsoft Office E... S KB
Projects @ Dell Data Sheet 4/22/2013 342 PM Microsoft Office E... 8KB
Project Manageni #2] Google Data Sheet 4/22/2013 3:42 PM Microsoft Office E... 3 KB
— £31] HP Data Sheet 4/22/2013 3:42 PM Microsoft Office E... 8 KB
B Desktop ré'_j LG Data Sheet 472272013 3:42 PM Microsoft Office E... 8 KB
= Libraries &3] Nokia Data Sheet 42272013 342 PM Microsoft Office E... G KB
__ﬂ Documents #31] Samsung Data Sheet 472272013 3:42 PM Microsoft Office E... B KB
o Music ] Wing Layout 9/3/2014 4:27 PM Microsoft Office ... 10 KB
[&] Pictures

~ [ Files

l Open

Figure 5-35 Select files to upload

6. Select the file that you want to attach to the auction, and then click the Open button. The
Upload Attachment screen, shown in Figure 5-36 Upload Attachment, will display the file
name of the file to be uploaded and the Upload the Document button will be displayed as
shown in Figure 5-36 Upload Attachment.
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User Guides | FAQ | AbilityOneETS | ContactlUs =

ReverseAuctions™

Upload Attachment

Nate: Auction attachments cannot exceed 20MB in size. File name should not exceed 50 characters and should not contain any special characters (periods, sfashes efc ),

Document Name:

5 Upload the Document

Cisco Data Sheet.xisx Cancel

Close Window

Warning: This is 2 U.5. General Services Administration computer system that is "FOR OFFICIAL USE ONLY." This system is subject to monitoring: Therefore, no expectation of privacy is to be
assumed. Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution,

Figure 5-36 Upload Attachment
7. Click the Upload the Document button.

The file will be uploaded, and the filename of the uploaded document (e.g., Document
Upload Process) will be displayed in the Document Name section, as shown in
Figure 5-37 Attachment Uploaded.
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@ https;//gsaupload.fas.gsa.gov/wGSARevAUCRAD/7sid=20140910105322142014091011192344RADATTACHMENTS%20%20%20GSAC,172.

User Guides | FAQ | AbilityOne ETS | ContactUs *

ReverseAuctions™

Upload Attachment

Document uplead successful: CiscoDataSheet
Document Name
CiscoDataSheset

Delete

Note: Auction attachments cannot exceed 20MB in size. File name should not exceed 50 characters and should not contain any special characters (periods, slashes efc.).

Document Name:

ok Select the Document

Close Window

y """k

Figure 5-37 Attachment Uploaded

After the document is uploaded, click the Close Window link to return to auction

attachments. To see the recently uploaded document click the Refresh Document List
button.

9. If you are ready to finalize your auction, click the Next button.
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5.7 Review and Finalize

This module allows a Buyer to review an auction before completing it, and describes how to
finalize the auction.

To Review and Finalize a draft Auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Review & Finalize link on the left of the screen. The Review & Finalize screen,
shown in Figure 5-38 Review & Finalize, will be displayed.

Auctions z = 2
Review & Finalize

Copy Auction
Auction 1D: | Select |
Create Auction
Vendor Selection
Auction Details
Auction Clauses
Auction Attachments
> Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line Items
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Figure 5-38 Review & Finalize

3. Select an Auction from the Auction ID drop-down.

Auction details for the selected auction will be displayed on the Review & Finalize
screen, as shown in Figure 5-39 Review and Finalize — Auction Details.
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Auctions

» Copy Auction

+ Create Auction

* Vendor Selecfion

» Auction Details

Auction Attachments

» Review & Finalize

Manage Auctions

» Draft Auction List

Cancel Auction

Q&A Maintenance

Auction Amendment

Amend Auction

Amend Line ltems

Amend Attachments

» Amendment Review & Finalize

+ Amendment History

Manage Bids

View & Cancel Bids

Review & Finalize

Important: The auction creation process has changed as of 0272272015, if you have a draft auchon that was created prior to

0212212015 you are adivised o select vendors using the new vendor selection process.

Fields marked with an asterisk (*) are required data fields.

Auction Name:

Laptops and Docking stations

Auction ID 1506
Alternate 1D 1D 100416
Award Type: Mulliple Award

tion Type MAS

Schedule Type

Select v @

FY16 Q3 Laptop refresh for region 4, includes 300 iaptops
300 docking stations and 300 IPS monitors. |  Edit

Attachments

Document

No records were found.

Download Vendors

Schedule Number SiN Number
70 1328
Displaying 1 to 1 of 1 resulis.
Line [tems
Line ltem ¥ Quantity ] Unit 1+ Manufacturer
1 300.00 EA Dell
2 300.00 EA Dell
¥ 300.00 EA Dedl

Displaying 1 to 3 of 3 results.

@
@
DOWNLOAD VENDOR
¢l Total IGE
$240.000.00
$27,000.00
$51,000.00

Figure 5-39 Review and Finalize — Auction Details

Share with Buyers

Edit
Edit |

Edit

4. |f the Auction, or one of the line items, needs to be modified before it is Finalized, click
one of the Edit buttons. Note: if you get a “Mandatory field values are missing.
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Please correct” error message, it is likely that the line item IGE and Bid Decrement
needs to be entered for one or all of your line items.

5. Click the Finalize button to finalize your Auction.

The Auction will be finalized, as shown in Figure 5-40 Auction Finalized.

Wamning: In order fo view the most up-to-date information, please click on the refresh button,

Laptops and Docking stations

733 Vendors Notified

Auction 1D

Schedule:

Alternate 1D
Award Type:

Agency.

Close Time:

Time Remaining:

Description

6754

70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
COOPERATIVE PURCHASING

ID 110316

Multiple Award  (2)

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYER1 1

hassan harrs@gsa.gov

TO3T7934567

11/03/2016 03:07 PM Central Time
114302016 D5:00 PM Cenfral Time

27 Days, 1 Hours, 52 Minutes

FY16 Q4 Lapiop refresh for region 4, includes 300 laptops, 300 docking stations and 300 IPS monitors

Buyer Attachments

= DeliDataSheet1

Bid Tab

Vendor

Line [tems

Date Received S

Vendor Attachments (0) Q&A () Amendment

Total Quote : Quote Status -

No records were found.

There are currently no bids for this auction

Share with Buyers Download Bid Abstract

Bid History T&C Clauses (0)

Quote Valid For Z Vendor Attachments -

Figure 5-40 Auction Finalized

6 Manage Auctions

Manage Auctions allows a buyer to view all draft auctions, cancel an auction, maintain auction
Terms and Conditions clauses and maintain auction line item questions and answers.

6.1 Share Auction with Buyers

The share auction capability allows a buyer to share an auction with additional buyers for action.
Once the auction is shared the recipient buyer can manage the finalized or draft auction.
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To share a draft Auction:

1. Log into Reverse Auctions as a Buyer, and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Review & Finalize link on the left of the screen. The Review & Finalize screen,
shown in Figure 6-1 Review & Finalize, will be displayed.

Auctions 2 5 s
Review & Finalize

Copy Aucfion
Auction 1D: |- Select ™|
Create Auction
Vendor Selection
Auction Details
Auction Clauses
Auction Aftachments
» Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Figure 6-1 Review & Finalize
3. Select an Auction from the Auction ID drop-down.

Auction details for the selected auction will be displayed on the Review & Finalize
screen, as shown in Figure 6-2 Review and Finalize.
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Auctions 2 . .
Review & Finalize

» Copy Auction
important: The auction creation process has changed as of 0212212015, if you have a draft auction that was Created prior fo
> Create Auction 02/22/2015 you are adivised to select vendors using the new vendor selection process.

» Vendoer Selection

* Auction Defails Fields marked with an asterisk (*) are required data fields.

> Auction Clauses

Share with Buyers
> Auction Attachmenis

Auction Name Dell Lapiops
> Review & Finalize Auction 1D 6612
Al te |D: 1D 092316
Manage Auctions —
Award Type: Multipie Award
» Draft Auction List
Auction Type £55
> Cancel Auction Schedule Type:
» Clause Maintenance Vendor Q&A End Vendor Q84 | @
Date: End Time:

» Q&A Maintenance

MNote: Due to major enhancemenis release on 6/4 buyers are advised to and the auction by 6/3
Auction Amendment

» Amend Auction * Auction End Date * Auction | @
End Time:
+ Amend Line lfems —
Notify if less than 3 Select [v]| @
* Amend Auction Clauses bidders for line item:
Description Y16 Q3 Laptop refresh for region 2, includes 300 |aptops, 300

» Amend Attachments . ' 5
docking stations and 300 IPS monitors. | Edit

» Amendment Review & Finalize
Attachments

» Amendment History —

Manage Bids

No records were found.
» Wiew & Cancel Bids

Auction Clauses

Clause Owner Clause 1D

Ne records were found.

Download Vendors

Schedule Number SIN Number

Fit] 1328 DOWNLOAD VENDOR

Displaying 1 to 1 of 1 results. First | Previous | 1| Next | Last
Line Items

Line ltem : Quanfity z Unit H Manufacturer & Total IGE [}

1 300.00 EA Dell $240,000.00 Edit

2 300.00 EA Dell $57.000.00 Edit |

3 300.00 EA Dell $51,000.00 Edit

Displaying 1 10 3 of 3 results T mus | 14

Figure 6-2 Review and Finalize
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4. Click the Share with Buyers button to share your Auction. The share auction screen
will be displayed, as shown in Figure 6-3 Share Auction.

Auctions = E;
Share Auction with Buyers

Cony Auction You are viewing Auction |D: 8612-Dell Laptops
Create Auction
Vendor Selection

Auction Details

Auction Clauses

commas}

Auction Attachments Comments (Optional)
Review & Finalize

Manage Auctions

Draft Auction List 255 characters remaining
D tion List ETeR
Important: Auctions can only be forwarded fo afternater buyers who have valid GSA eBuy log in. -h“ig

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line lfems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment Hislory
Manage Bids

View & Cancel Bids

Figure 6-3 Share Auction
5. Enter the email address(s) of the buyer(s) that you would like to share the auction with.
Separate multiple email addresses with commas.
6. Add optional comments that will be included in the email notification to the recipient
buyer.
7. Click the Submit button to share the auction.

To share an active auction:

1. Log into Reverse Auctions as a Buyer, and click on an auction name in the Active
Auctions dashboard component or Auctions on the menu bar at the top of the screen to
display a list of active auctions. Click on the Auction ID or Auction Name hyperlink to
share the auction. The Auctions Details screen, shown in Figure 6-4 Auction Details, will

be displayed.
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Warning: In order to view the most up-to-date information, please click on the refresh button,

Laptops and Docking stations

783 Vendars Notified

Auction 1D 6754

Schedule: 70 SIN:132 B Purchase of New Equipment - SUBJECT TO
COOPERATIVE PURCHASING

Alternate |D 1D 110316

Award Type: Multiple Award (3

Agency GENERAL SERVICES ADMINISTRATION

Bureau: FEDERAL ACQUISITION SERVICES

Buyer BUYER1 1

Email hassan harmis@gsa.gov

Phone: 7037934567

Start Time: 11/03/2016 03:07 PM Central Time

Close Time: 11/30/2016 05:00 PM Ceniral Time

Time Remaining: 27 Days, 1 Hours, 52 Minutes

Description

FY16 Q4 Laptop refresh for region 4, includes 300 laptops, 300 docking stations and 300 IPS monitors
Buyer Attachments

» DellDataShest1
Bid Tab Line Items Vendor Attachments (0) QEA () Amendment Bid History

Vendor E3 Date Received ] Total Quote + Quote Status * Quote Valid For

No records were found.

There are currently no bids for this auction

Figure 6-4 Auction Details

Share with Buyers Download Bid Abstract

T&C Clauses (0)

Vendor Attachments *

2. Click the Share with Buyers button to share your Auction. The share auction screen

will be displayed, as shown in Figure 6-5 Share Auction.
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Auctions g 3
Share Auction with Buyers
Copy Auction You are viewing Auction ID: 6754-Lapteps and Docking stations
Create Auction
(€3]
Vendor Selection )
Auction Details
Auction Clauses |
commas)
Auction Attachments Comments (Optional)
Review & Finalize
Manage Auctions
55 cf inir
Draft Auction List 255 characters remaining
Important: Auctions can only be forwarded fo alternater buyers who have valid GSA eBuy log in. - E

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History
Manage Bids

View & Cancel Bids

Figure 6-5 Share Auction

3. Enter the email address(s) of the buyer(s) that you would like to share the auction with.
Separate multiple email addresses with commas.

4. Add optional comments that will be included in the email notification to the recipient
buyer.

5. Click the Submit button to share the auction.

6.2 Draft Auction List

The Draft Auction List module allows a Buyer to return to the last position in the creation of an
auction that was completed so the rest of the auction information can be entered and the
auction can be completed and finalized.

To return to a draft auction:

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Draft Auction List link on the left. The Create Auction screen, shown in
Figure 6-6, will be displayed.
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Auctions 3
Create Auction
Copy Aucfion
Auction 1D¢ | Select Auction ID ﬂ
Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize
Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q8A Maintenance
Auction Amendment

Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Atlachments

Amendment Review & Finalize

Amendment History
Manage Bids

View & Cancel Bids

Figure 6-6 Create Auction
3. Select the Auction to be updated from the Auction ID drop-down list.

The last screen in the selected Auction that was completed will be displayed. In this
example, the Create Auction screen, shown in Figure 6-7, was the last screen saved.
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Auctions

* Copy Auction

» Create Auction

» Wendor Seiection

» Auction Details

+ Auction Clauses

» Auction Attachments
» Review & Finalize
Manage Auctions

# Draft Auction List

» Cancel Auction

» Clause Maintenance
¥ Q&A Maintenance
Auction Amendment
+ Amend Auction

» Amend Ling liems

» Amend Auction Clauses

* Amend Attachments

» Amendment Review & Finalize

» Amendment History

Manage Bids

* View & Cancel Bids

Create Auction

Fields marked with an asterisk (*) are reguired daia fields.

Auction ID: 8612 (3

* Select Type: F8S - Federal Supply Schedu E @

* Select Schedule: Select vl @

* Select SIN: M @
Selected Schedules Action

Schedule-70 8IN-132 3

* Auction Name: Dell Laptops @

Alternate |D: ID 092816 @

= Award Type: Muttipte Award i'C“ @
rand Name/Brand Brand Name E|

Name or Equal

* Bid Decrement 0.10% of iGE ™| @

* Shipping Address Crystal City [v]

Select Set Aside All [v

Type: '

* Delivery Method: Days after Receipt of Order [,ﬂEI

Days after Receipt of 45 @

Order:

Two Step I Two Step Procurement I.’_?)

Procurement?

Description: | Y16 Q3 Laptop refresh for region 2, includes 300 laptops, 300 docking @

| stations and 300 IPS monitors.

Figure 6-7 Create Auction

4. Continue creating your auction, as covered in section 5.1 Create Auction.
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6.3 Cancel Auctions

The Cancel Auctions module allows a Buyer to Cancel or Terminate an Auction.

To Cancel an Auction:

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen.

2. Click the Cancel Auctions link on the left of the screen.

The Cancel/Terminate Auction screen, shown in Figure 6-8, will display a list of
Auctions in Progress.

Auctions 2 +
Cancel/Terminate Auction

Copy Aucfion

Auction D |2 Auction Name =) Aucfion Type ¢ Stalus (2 Close Date |2
Create Auction

3110 Laptops and Docking stations (Amended)  MAS Open 1211212016 Sefect
Vendor Selection

6647 Truck Tires OPENMARKET Open 1013172016 Select
Auction Details

6649 Laptops and Docking stations FE8 QOpen 10/31/2016 Select
Auction Clauses

8747 Lapiops FS8 Jpen 1113062016 Select
Auction Attachments

B752 Laptops and Docking stations FSs Qpen 1113072016 Select
Review & Finalize

6754 Laptops and Docking stations F&8 Open 11/30/2016 Select

e s Displaying 1 to & of & results. First | Pre 1

Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Figure 6-8 Cancel/Terminate Auction
3. Click the Select button next to the Auction to be cancelled.

The message “Enter reason for cancelling auction: Auction ID” will be displayed above a
text box where a buyer must enter the reason for auction cancellation as shown in
Figure 6-9. The reason for cancellation text area has a 4000 character limit.

When the reason for cancellation has been entered click the Submit button to cancel the
auction.
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After the auction is canceled the reason for cancellation entered will be posted to the
auction description and emailed to all vendors that have participated on the auction via

the canceled auction email notification.

Auctions

Cancel/Terminate Auction

Copy Auction

Enter reasen for cancelling auction: 6752

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Auction 1D

Review & Finalize

310 Laptops and Docking stations (Amended)
Manage Auctions 647 Truck Tires
Draft Auction List 6642 Laptops and Docking stations
Cancel Auction 6747 Laplops
Ea R 6752 Laptops and Docking stations
Q8A Maintenance 6754 Laptops and Docking stations
Auction Amendment Displaying 1 to 6 of & results

Amend Auction

Amend Line ltiems

Amend Auction Clauses

Amend Altachmenis

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Figure 6-9 Cancel/Terminate Auction

6.4 Clause Maintenance

4000 characters remaining

Auction Name

Status

Open

Open

Open

Open

Open

Open

Cancel

Close Date

1212/2016

103172018

10/31/2016

11/30/2016

1173002016

11/30/2016

Select

Select

Seleci

Select

Select

Select

The Clause Maintenance module allows the Buyer to Add, Update or Delete Terms and

Conditions clauses. Clauses created using this module will be available to be applied to an

auction during Auction Creation process.

To perform clause maintenance:

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the Clause Maintenance link on the left. The Clause Maintenance screen, shown
in Figure 6-10 Clause Maintenance will be displayed.
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Auctions

Copy Auction

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

» Clause Maintenance

Q8A Maintenance

Auction Amendment

Amend Auction

Amend Line Items

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Clause Maintenance

Total Clauses: 2

Enter Clause ID & Description to Add a new clause or select a clause from the dropdown list to update/delete.

Select Clause |D Select ¥

Clause ld: €3]

Clause Description @

4000 characters remaining

Return to Auction

Figure 6-10 Clause Maintenance

3. Add a Terms and Conditions clause as follows:

o Enter the Clause Id. The T&C Clause ID is limited to 100 characters and must be
unique. Duplicate clause names are not allowed.

o Enter the Clause Description. The description is limited to 4000 characters.
e Click the Add Clause button.

4. Update or Delete a Terms and Conditions clause as follows:

o Select a Terms and Conditions clause from the Select Clause ID drop-down list. The
Clause Maintenance screen, shown in Figure 6-11 Clause Maintenance — Update
Clause will be displayed. The Clause Id and Clause Description boxes will be

populated.

e To update a Terms and Conditions clause, make changes to the description and
click the Update Clause button.

e To delete a selected clause, click the Delete Clause button.
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Note: You cannot update or delete a clause that is tied to an Active or Closed Auction. If
a clause is selected from the Select Clause ID drop-down, all Auctions tied to the clause
are displayed in tables based on auction status under the heading Clause applies to the
following Auctions.

Auctions

Copy Auction

Create Auction

Vendor Selection

» Auction Details

» Auction Clauses

Auction Attachments

» Review & Finalize

Manage Auctions

» Draft Auction List

Cancel Auction

+ Clause Maintenance

> QBA Maintenance

Auction Amendment

» Amend Auction

» Amend Line ftems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Clause Maintenance

Total Clauses: 3

Enter Clause |D & Descripfion to Add a new clause or select a clause from the dropdown list to update/delete.

Select Clause ID: Select w|
Clause id Country of Manufacture @
Clause Description Country of manufacture must be USA @

4000 characters remaining

‘Waming - Active/Pending Award/Closed Auctions tied to Clause. Upate/Deieie action not aliowed.

Clause applies to the following Auctions.

Draft Auctions

Auction 1D = Name v

No reconds were found

Active Auctions

Auction ID = Name

<

6756 Laptops and Docking stations

6747 Laptops

6642 Laptops and Docking stations

Dispiaying 1 to 3 of 3 results ovious | 1 | Next

Pending Award Auctions

Auction 1D % Name ]

No records were found.

Closed Auctions

Auction 1D (#| Name &

No records were found

Figure 6-11 Clause Maintenance — Update Clause
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6.5 Q&A Maintenance

The Q&A module allows the Buyer to enter questions from Vendors about the Auction and
provide answers, which will be accessible by the Vendors. The Buyer can also update existing

entries.

To: maintain questions and answers:

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of

the screen.

2. Click the Q&A Maintenance link on the left.
The Q&A Maintenance screen, shown in Figure 6-12 Q&A Maintenance, will be

displayed.

Auctions

Copy Auction

Create Auction

Vendor Selection

Auction Details

Auction Clauses

Auction Attachments

Review & Finalize
Manage Auctions

Draft Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance
Auction Amendment

Amend Auction

Amend Line tems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History
Manage Bids

View & Cancel Bids

Q&A Maintenance

Select

Figure 6-12 Q&A Maintenance

3. Select an Auction ID from the drop-down list.
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The Q&A Maintenance screen, shown in Figure 6-13 will display a list of existing
questions and answers and a blank Q&A template to let you add answers to any new

questions.

Auctions

Q&A Maintenance

Copy Auction You are viewing Auction ID. 8754 - Laplops and Docking siations

Create Auction You have no questions from vendors to answer.
Vendor Selection &
Select Question Select
Auction Details

Auction Clauses Question:

Auction Attachments

Review & Finalize ISWEF

Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance

Q&A Maintenance Existing Q&A's

Auction Amendment ~ Would a core i3 processor be suitable?

Amend Auction o . - =
Question: Would a core i3 processor be sujtable?

Amend Line ltems

Amend Auction Clauses Answer Mo, the requirement is for core i5 processors.
Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids Updata Delete

View & Cancel Bids

Figure 6-13 Q&A Maintenance

4. To add answer to a new Question, select the question from the Select Question drop-
down list. The question will be displayed in the Question text-box. Enter the answer in

the Answer text-box and click the Add Q&A button.

The new Questions and Answers will be displayed in the Existing Q&A section and have

a 255 character limit.

5. To update/delete existing Q&As: make changes as necessary and then click the

Update/Delete button.

7 Auction Amendments

Auction amendments allow buyers to change many of the auction parameters that are
established during auction creation while the auction is in preview or active status. In order to
amend an auction, line item, or attachments you must first start with Amend Auction. When a
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buyer performs an amendment to an auction, line item or attachment email notifications
regarding the amendment are sent to the vendors participating in the auction. When you amend
auction line items or attachments, your amendment may result in the cancellation of all vendor
bids on that line item. Vendors will be notified via email and a system message that their bids
were canceled due to an amendment. A table listing the amendable fields and if the amendment
will result in vendor bid cancellation is shown below.

Amend Auction

Field Amendable | Cancel | Notification | Notes

Bids?
Auction Type | No
(BPA, MAS,
MAC)
Auction Yes No Buyer and
Name Vendor
Alternate ID | Yes No Buyer
Award Type | Yes No Buyer and

Vendor
End Date Yes No Buyer and
and Time Vendor
Vendor Q&A | Yes No Buyer and
End Date Vendor
and Time
Set aside? No No Buyer and In order to change your set aside selection you
Vendor will need to cancel auction, and then create /
copy into a new auction which can then be
modified.

Description Yes Optional, | Buyer and

Buyer Vendor

Selected
Amend Line ltems and Attachments
Field Amendable | Cancel Bids? Notification
SIN No
Sub Category No
Product/Service Name Yes Yes Buyer and Vendor
Brand Name / Brand Name or Equal Yes Yes Buyer and Vendor
Part Number Yes Yes Buyer and Vendor
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Manufacturer Yes Yes Buyer and Vendor
Product Description Yes Yes Buyer and Vendor
Qty Yes Yes Buyer and Vendor
Unit of Measurement Yes Yes Buyer and Vendor
Delivery Method Yes Yes Buyer and Vendor
IGE Yes No Buyer

Bid Decrement Yes Yes Buyer and Vendor
Funding Code Yes No Buyer

Shipping Address Yes Yes Buyer and Vendor
Attachments Yes Optional, Buyer | Buyer and Vendor

Selected

7.1 Amend Auction

To amend an auction:

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen.

2. Click the Amend Auction link on the left, under Auction Amendment. The Amend
Auction screen will be displayed.

3. Select the auction that you wish to amend from the Auction ID dropdown box.

The current values of the auction details for the selected auction will be displayed,
shown in Figure 7-1 Amend Auction.
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Auctions .
Amend Auction
» Copy Auction
= Note: Due to major enhancements release on 3727 buyers are advised to end the auction by 3/25
» Create Auction
Vendor Selection
Current Values Amended Values
» Auction Detalls Aisction 1D 5752
Auction Clauses Auction Name Laptops and Docking stations
» Auction Attachments
Alternate 1D 10 110216
Review & Finalize
Award Type Muitiple Select R
Manage Auctions
Start Date 11032016
DOraft Auction List
Start Time 1238PMCT
Cancel Auttion
Vendor Q&A End Date 1172872016
» Clause Maintenance
Vendor Q&A End Time 0500 PM CT @
Q&A Maintenance
End Date 11/3072016
Auction Amendment
. Amend Auction End Time 0500PMCT
Amend Line ltems Brand Name/Brand Name or Brand Name Select [v]
Equal —
» Amend Auction Clauses F
Bid Decrement % 010 Select _ﬂ 3]
Amend Attachments
Shipping Address Crystal City Select ﬂ
Amendment Review & Finalize
Delivery Method Days after Receipt of Order (ARD) (Products) Select I
> Amendment History i . d i i J
Manage Bids Days after Receipt of Order 30
s View & Cancel Bids Auction Status Active
Cancel Vendor Bids O @
@
FY16 Q4 Laptop refresh for region 4. includes
Description 300 iaptops, 300 docking stations and 300 IPS

monilors.

4000 characters remaining.
=3 v .k

Figure 7-1 Amend Auction

5. The amend auction screen has a column showing the Current Values and a column of
blank Amended Values. To amend a value, type or select a new value in the Amended
Values column. The Auction ID cannot be amended. At this time if you have no other
amendments to make click Save & Finalize to finalize your amendment. If you need to
amend line items or attachments click Save & Next to proceed to Amend Line Items.
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To amend auction line items:

To amend auction line items you can click the Amend Line Items link on the left, under
Auction Amendment and then select the auction that you want to amend. You will
automatically go to Amend Line Items if you clicked Save & Next on the Amend

Auction screen. The Amend Line Items screen, shown in Figure 7-2 Amend Line
Items, will be displayed.
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Auctions 3
Amend Line ltems
» Copy Auction
This Auction is in Active stafus
Create Auction

» Vendor Selection Fields marked with an asterisk (%) are required data fields.
» Auction Details
Auction Id : 6752 Amendment|d:1
Auction Clauses i
Auction Type
* Auction Attachments Schedules/SiN 70 SiN:132 8 Purchase of New Equipmenti - SUBJECT TO
COOPERATIVE PURCHASING
Review & Finalize
Auction Name Laptops and Docking stations
Manage Auctions
Alternate Auction ID 1D 110216

Brafcton L 1110302016 1238 PM CT

Cancel Auction

117302016 05:00 PM CT
» Clause Maintenance

Q&A Maintenance Auction Status Active
Auction Amendment ltemiD 2| ltem name 3 Part Number : Manufacturer
Amend Auction i Deil Laptops XPS 13 Dell Amend Copy Delets
Amend Line ltems Displaying 1 to 1 of 1 results. T ' 1| Ne
» Amend Auction Clauses Add new line item:
Amend Attachments * ProductService @
Name
Amendment Review & Finalize
» Amendment History Pt Nomber @
Manage Bids Manufacturey @
View & Cancel Bids Product Description
* Unit of Select o~

Measurement

* Delivery Method Days after Receipt of Order (A V|

Days after Rec 30 @

Order

*aty @

*IGE (Unit Price) @ IGE (Total Price): 0.00
Funding code: Q)

To add a new shipping address please select "ADD NEW SHIPPING ADDRESS' from drop down below.

*Shipping Addrass Select M
[ cprev J AcaNowiine [ werts |

Figure 7-2 Amend Line Items

2. To add a line item to the auction, fill in the new line details and follow the instructions
outlined in section 5.4.1 Adding New Line Items. To delete a line item click the Delete
button next to the line item you want to delete. To update an existing line item click the
Amend button next to the line item you want to amend.

83 October 16, 2016



CRYAY ReverseAuctions™

Buyer User Guide

3. After clicking the Amend button, the current values of the auction details for the selected
auction will be displayed, as shown in Figure 7-3 Amend Line ltem.

Auctions =
Amend Line ltems
> Copy Auction
This Auction is in Aclive siatus
» Create Auction

» Vender Selection Auction Id : 6752 Amendmentid: 1

Auction Type: FS8
» Auction Details

Schedules/SIN: 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
» Auction Clauses COOPERATIVE PURCHASING
¥ Auction Attachments Auction Name Laptops and Docking stations

5 Reviow & Fitialize Alternate Auction ID: 1D 110216

Auction Start 1140372016 12:38 PM CT
Manage Auctions DaterTime
+ Draft Auction List Auction End 11/30/2016 05:00 PM CT

DateTime:
e Auction Status: Active
= Maintel

ki fiem iD % Hem name % Parl Number % Manufacturer -
¥ QBA Maintenance g
1 Deill Laptops XPs513 Dell | Amend | Copy Delete

Auction Amerstment Displaying 1 to 1.0f 1 results. First | B

Amend Auct
ekt Amend line item 001

Amend Line ltems

Current Value Amended Value

» Amend Auction Clauses o

5 i ICH —

roductiService Dl Lapiops @

* Amend Attachments e
» Amendment Review & Finalize Part nber XPS 13 @
» Amendment Histor, -
: ! hanufacturer Dell @
Manage Bids

Product Description Dell XPFS 13
> View & Cancel Bids

Unit of Measurement EA Select E |

Delivery Method Days after Receipt of Order (ARO} {Products) Select

# Days after F p

bk ys after Receipt a0

of Order

Qty 200 @

I1GE (Unit Price) a0 @

IGE {Total Price) 800 0.00

Funding Code @

Shipping Address Crystal City Baltimore E|

Figure 7-3 Amend Line Item
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4. The amend line item screen has a column showing the Current Values and a column of
blank Amended Values. To amend a value, type or select a new value in the Amended
Values column. Click Update Line to save amendments to line item. If you need to
amend Terms and Conditions Clauses click Next to proceed to Amend Terms and
Conditions Clauses.

7.2 Amend Terms and Conditions clauses

1. To amend auction Terms and Conditions clauses you can click the Amend Auction
Clauses link on the left, under Auction Amendment and then select the auction you
want to amend. You will automatically go to Amend Auction Terms and Conditions
Clauses screen if you clicked Next on the Amend Line Iltems screen. The Amend
Auction Terms and Conditions Clauses screen shown in Figure 7-4 Amend Auction
Terms and Conditions Clauses will be displayed.

Auctions Amend Auction Terms and Conditions Clauses

Copy Auction You are viewing Auction ID: 6752 - Laptops and Docking stations (Amended) - Amendment Id : 2

Create Auction = :
Available Clauses: 3 - Select a Clause from the dropdown to apply to the Auction.

Vendor Selection

Auction Details

Select Clause 1D: Select :
Auction Clauses
Auction Attachments Clause ID:
Review & Finalize Clause Description:
Manage Auctions Options:

[]JAeply Selected Clause [ ] Apply All Clauses

Draft Auction List

Cancel Auction

Clause Maintenance

Q&A Maintenance Clauses Currently Applied to Auction: 0
Auction Amendment

R — Clause Owner Clause ID

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalize

Amendment History

Manage Bids

View & Cancel Bids

Figure 7-4 Amend Auction Terms and Conditions Clauses

2. To add a clause, select the clause from the Select Clause ID drop-down list. The
clause ID and Clause Description fields will be populated.
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3. Check the “Apply Selected Clause” box and click the Save button. To apply all
available Terms and Conditions clauses to the auction, check the “Apply all Clauses”
box and click the Save button.

4. Clauses applied to an auction are listed in a table at the bottom of the screen under the
heading Clauses Currently Applied to Auction as shown in Figure 7-5 Amend
Auction T&C — Clauses Applied.

Auctions = Sas
Amend Auction Terms and Conditions Clauses

Copy Auctian You are viewing Auction 1D: 6752 - Laptops and Docking stations (Amended) - Amendment id : 2

Create Auction _ 7
Available Clauses: 3 - Select a Clause from the dropdown to apply to the Auction.

» Vendor Selection

Auction Details

Select Clause ID: Select [v]
Auction Clauses
Auction Attachments Clause ID:
Review & Finalize Clause Description:
Manage Auctions Options:

[JApply Selected Clause [ Apply All Clauses

Draft Auction List

Cancel Auction

Clause Maintenance
Q&A Maintenance Clause applied to Auction, Clause |D: Country of Manufacture
Auction Amendment

Amend Auction Clauses Currently Applied to Auction: 1

Amend Line ltems

] Clause Owner Clause ID
Amend Auction Clauses

O BUYER1 Country of Manufacture
Amend Atlachments
Amendment Review & Finalize
Amendment History

Manage Bids

View & Cance! Bids

Figure 7-5 Amend Auction T&C — Clauses Applied

5. Toremove a clause from an auction, select the clause from the table at the bottom of
the screen under the heading Clauses Currently Applied to Auction, by checking the
box.

6. Click the Remove Checked Clause IDs button.
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7.3 Amend Attachments

1. To amend auction attachments you can click the Amend Attachments link on the left,
under Auction Amendment and then select the auction that you want to amend. You
will automatically go to Amend Attachments if you clicked Next on the Amend Terms
and Conditions clauses screen. The Amend Attachments screen, shown in Figure
7-6 Amend Attachments, will be displayed.

Auctions Amend Attachments

Copy Auction You are viewing Auction ID: 6752 - Laptops and Docking stations - Auction is Active - Amendment id ; 1

Create Auction Document Name

Vendor Selection DeliDatasSheett
Auction Details

Auction Clauses Add/Remove Attachment(s)

Auction Al hmants Mote: To see recently uploaded attachments click the Refresh Document List button on the Attachments page. Auction attachments
cannot exceed 20MB in size. File name should not exceed 50 characters and should not contain any special characters (periods,

Review & Finalize
slashes efc.).

Manage Auclions

Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment Histary
Manage Bids

View & Cancel Bids

Figure 7-6 Amend Attachments

2. You can use the Amend Attachments screen to add new attachments by clicking the
Select the Document button or you can delete an existing attachment by clicking the
Delete button to the right of the attachment name.

3. At this time if you have no other amendments to make click Go to Review & Finalize
Amendment to finalize your amendment.

7.4 Amendment Review & Finalize

1. To review and finalize an amendment you can click the Amend Review and Finalize
link on the left, under Auction Amendment and then select the auction that you want to
finalize. The Amendment Review & Finalize screen, shown in Figure 7-7 Amendment
Review & Finalize, will be displayed.
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Auctions 2 5 =
Amendment Review & Finalize
» Copy Auction
Fields marked with an asterisk (*) are required data fields.
» Creale Auction
» Veanitor Seiecbort ‘You are viewing Auction 1D: 68752 — Amendment iD: 1

Auction Header
# Auction Details

Current Values Amended Values
» Auction Clauses
Auction Name Laptops and Docking stations
# Auction Attachments
Alternate 1D 1D 110216
» Review & Finalize
Award Type Muttiple
Manage Auctions Brand Name/Equal Brand only
# Draft Auction List Start Date 1103/2016
» Cancel Auction Start Time 12:38 PMCT
» Ol tse Mo RarE: End Date 11/30/2016. 12115612016
End Time 05:00 PMCT
» QA&A Maintenance
Auction Status Active
Auction Amendment
Cancel Vendor Bids No

+ Amend Auction
FY16 Q4 Laptop refresh for region 4, includes

+ Amend Line [tems Description 300 |aptops, 300 docking stations and 300 1PS
monitors.

» Amend Auction Clauses

Vendor QA End Date 112812016 1212/2016
FAmed et Vendor @A End Time 0500 PMCT

Amendment Review & Finalize Bid Decrement 0.10

> Amendment History Shipping Address Crystal City
Manage Bids Delivery Method Days after Receipt of Order (ARQ) (Preducts)

Days after Receipt of Order 0

» View & Cancel Bids
Date of Completion

Period of Performance From
Date

Period of Performance Ta Date

Edit

Attachments
Documents Attached
Mo documents found

Edit

Auction Clauses
Clause Owner Amend Action Clause 1D
Mo Clauses found

Edit |

Line tems
Linellem (¢ tem Name % Quantity (3| Unit (¢| Manufacturer (2| ToWlIGE [z Slatus (2

1 Dell Laptops 300.00 EA Detl $240,000.00 Updated | ‘Edit

Displaying 1 o 1-of 1 results. First

Justification

* Amendment @
Description:

4000 characters remaining.
The Amendment Description will be emailed to Vendors

"« Back To Amendment Header

Figure 7-7 Amendment Review & Finalize
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2.

3.

4.

On the amendment review and finalize screen you can change your amendments
for each section by clicking the Edit button on that section.

If you would like to delete the amendment you can click the Delete button at the
bottom of the page.

To complete the amendment, enter an amendment justification / description in
the Justification text area and click the Finalize button. The justification /
description will be included in the amendment notification that is emailed to
vendors. Once finalized, amendment notifications will be emailed to buyers and if
a field is amended that requires bid cancellation, vendor bids will automatically
be canceled and bid cancelation emails will be sent to Vendors.

7.5 Amendment History

1.

2.

After an amendment is finalized there are multiple ways to view the details of the
amendment:

a. Click the Amendment History link on the left, under Auction Amendment and

then select the auction that you want to view from the Auction Id drop down.

b. Click the (Amended) hyperlink on the auction description page.

c. Click the Amendments on the auction description page.
After selecting the auction ID, you will need to select the amendment id from the
Amendment Id drop down to view the details of the amendment that were made as
shown in Figure 7-8 Amendment History. The amendment history will display the old
value and the amended value for the selected Amendment Id.
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Auctions
Copy Auction
Create Auction
Vendor Selection
Auction Detaiis
Auction Clauses
Auction Attachments
Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q8A Maintenance
Auction Amendment
Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Amendment History

You are viewing Auction ID: 6752 - Laptops and Docking stations

Amended Value

12152018

121212016

Auction 1D: 6752 - Laptops and Docking stafions (Amended}) 1]
Amendment 1D Amendment - 1 [v]
Auction Parameters
Old Value
End Date 117302016
endor QA End Date 11/28/2016
Amended Attachments
Documents Attached
No Documents Amended
Amended Clauses
Clause Owner Action
No Clause Amended
Amended Line items
Line ltem  Item Name Quantity Unit Manufacturer Total IGE
1 Dell Laptops (Amended)  300.00 EA Dell $240,000.00

Amendment Description:

Auction was amended to extend the End Date.

Figure 7-8 Amendment History

8 Manage Bids

8.1 View and Cancel Bids

This module allows a buyer to view a list of active bids for an Auction and to cancel the lowest
bid that has been placed in error by a vendor.

To view/cancel bids:

Updated Line ltem

View History

1. Log into Reverse Auctions as a Buyer and click Auctions on the menu bar at the top of
the screen. The Auctions screen will be displayed.

2. Click the View and Cancel Bids link on the left, under Manage Bids.

The View & Cancel Bids — Search screen, shown in Figure 8-1, will be displayed.
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Auctions

View & Cancel Bids
Copy Auction

Auction 1D Select
Create Auction

Vendor Selection Hine e AR
Auction Details
Auction Clauses
Auction Attachments
Review & Finalize
Manage Auctions
Draft Auction List
Cancel Auction
Clause Maintenance
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line ltems
Amend Auction Clauses
Amend Attachments
Amendment Review & Finalize
Amendment History
Manage Bids

View & Cancel Bids

Figure 8-1 View and Cancel Bids

View Low Bid

3. Select an Auction ID and a Line Item from the drop-down lists, and then click the View
All Bids button to display all of the bids for the selected Line Item, or click the View Low

Bid button to display only the lowest bid.

The View All Bids screen, shown in Figure 8-2, will only allow you to view the bids for the

line item.

The View Low Bid screen, shown in Figure 8-3 will allow you to cancel the lowest bid.
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Auctions

Copy Auction

Create Aucfion

» Wendor Selection

» Auction Details

» Auction Clauses

» Auction Attachmenis

Review & Finalize

Manage Auctions

Draft Auction List

Cancel Auction

» Clause Maintenance

+ Q&A Maintenance

Auction Amendment

» Amend Auction

Amend Line ltems

Amend Auction Clauses

Amend Attachments

Amendment Review & Finalze

» Amendment History

Manage Bids

» View & Cancel Bids

Auction |D:

Line ltem:

Auction |D;
Line Item:
Name:
Start Time
Status:
Bidders:

Close Time:

Vendor ID/Name/lP Address (¢!  Bid Type %

THALES DEFENSE &

View & Cancel Bids

6752 - Laptops and Docking stations (Amended)

1 - Dell Laptops (Amended)

Showing all bids for line item: 1

6752

1

Laptops and Docking stations (Amended)

11/03/2016 12:38 Noon CT
Active
2

12152016 17:00 PM CT

SECURITY, INCGS-35F-0001L Requiar

172.19.1722

TRIMBLE NAVIGATION
LIMITEDGS-35F-0001Y Requiar

172191722
<

Displaying 1 to 2 of 2 results.

Figure 8-2 View All Bids

Bid Time

10:50 CT

10:52 CT

First | Previous
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Auctions E R
View & Cancel Bids
Copy Aucfion
Auction 1D 6752 - Laptops and Docking stations (Amended) [~
Create Auction
Line ltem: 1 - Dell Laptops (Amended) [v
Vendor Selection - ' i J
View Low Bid
Auction Details B TOW
Auction Clauses Showing lowest bid for line item: 1
Bid Number: 3716
Auction Attachments
Bid User ID GS-35F-0001V
Review & Finalize
Bid Auction ID 6752
Manage Auctions Bid Line ftem 1
Draft Auction List Bid Amount $238,500.00
Bid Time 11/04/2016 10:52:08.2215

Cancel Auction
Close Date & Time: 121572016 17:00 PM CT
Clause Maintenance
Cancel Bid
Q&A Maintenance
Auction Amendment
Amend Auction
Amend Line items
Amend Auction Clauses
Amend Attachmenis
Amendment Review & Finalize
Amendment History

Manage Bids

> View & Cancel Bids

Figure 8-3 View Low Bid
4. To cancel the lowest bid, click the Cancel Bid button.

5. The bid will be cancelled and the next lowest bid will become the Low Bid.

9 Awards

The Awards module allows a Buyer to view Completed and Pending Awards, and to Finalize
Awards that are Pending. Once awards for all of the Line Items in an auction have been made,
the buyer can review and finalize the awards and selected vendors will be notified.

9.1 Making Awards

This module describes how to award Line Items in an auction to single or multiple vendors.

9.1.1 Multiple Awards

The Multiple Awards functionality allows a Buyer to award Line ltems in an auction to multiple
vendors.
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To make an Award to Multiple Vendors:

1. Log into Reverse Auctions as a Buyer, and click Awards on the menu bar at the top of

the screen.

The Pending Awards screen, shown in Figure 9-1, will display a list of Auctions for
which the awards have not been finalized. (If the Completed Awards screen is displayed,
click the Pending Awards selection under Awards on the left of the screen.)

If all of the Line Items in an Auction have bids, both the Multiple Award and the Single
Award button will be displayed. If one or more Line ltems do not have a bid, only the
Multiple Award button will be displayed. The Single Award button allows the buyer to
award all of the Line Items in an auction to a single vendor at once. The Multiple Award
button allows the buyer to award Line Items in an auction to multiple vendors.

Awards

Pending Awards

Pending Awards

Auction ¥ Hame ¥ Type
Completed Awards D

268 Region 4 FY13 Q3 BPA
Device Buy

o278 Central Office FY13 Q3 BPA
Device Buy

279 Android device BPA
purchase for Central
Office

287 Cell phones for Region BPA
4

357 Single Award Test MAS

Dizplaying 1 to 5 of 5 results.

Status |+

Pending

Pending

Pending

FPending

Pending

Auction
End Date

05/30/2013

05/31/2013

05/30/2013

05/31/2013

0632013

Figure 9-1 Pending Awards

Multiple Award

Multiple Award

Multiple Award

Multiple Award

Multiple Award

Single Award

1

2. To award the Line Items in an auction to multiple vendors, click the Multiple Award
button next to the Auction to be awarded. If you do not wish to award the line item you

can click the No Award button.

The Finalize Award screen, shown in Figure 9-2, will display all of the Line Items in the
selected Auction. Line ltems that have been awarded will have a View Award button on
the right side of the screen, and those have not been awarded will have a Make Award

button.
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Awards L L
Finalize Award
Pending Awards 1230
Completed Awards MAS
Laptops and Docking Stations (Amended)
Auction End Date: 03/06/2015
& SIN 3 Description 2
1328 Purchase of New Equipment - SUBJECT TO COOPERATIVE PURCHASING

75200 OFFICE PRODUCTS

Displaying 1 to 2 of 2 results.

Product/Service Name |

43 Dell Monitors (Amended)

Dell Lapiop {Amended)

Docking Stations

Displaying 1 to 3 of 3 results.

Figure 9-2 Finalize Award
3. Click the Make Award button next to the Line Item to be awarded.

Dell Ultrasharp
24 monitor

Dell Latitude XT3

D3100

Umit |2 No. of Bidders

0

The Finalize Award screen, shown in Figure 9-3, will display Line Item and bidding

details and allow you to select the vendor to award the Line Item to.
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Awards

Pending Awards

Completed Awards

Finalize Award
Auction 1D 1839
Auction Type: MAS
Auction Mame: Laptops and Docking Stations (Amended)
Alternative 1D
Auction End Date: 03/06/2015
Schedule/SIN
Schedule 3 SIN +  Description
70 1328
75 75200 OFFICE PRODUCTS

Displaying 1 to2 of 2 results.

Line Item

LinelD Product/Service Name Part Number Manufacturer Quantify Unit

Defl Latitud
2 Dell Laptop (Amended) x:a A by 30000  EA

<

Bids

BidiD Vendor (Contract Number) Part Numb 3 Manuf; er o

Purchase of New Equipment - SUBJECT TO COOPERATIVE PURCHASING

No. of Bidders IGE Amount  Status

1 $195000.00  Pendin

>

[Next Line Item ==]

PATHFINDER DIGITAL, LLC
2024 Dell Latitude XT2  Dell
= (GS-35F-0014X%) :

<

Displaying 1to 1 of 1 results

Figure 9-3 Finalize Award

G Expiry Date Bid Amoun
10/04/2015 $120,000.0

4. Click the radio button for the vendor(s) which is/are to receive the award (s) and then
click the Award button.

The Line ltem will be awarded, and the Award Finalized screen, shown in Figure 9-4, will
display the message: Award Record successfully updated.

The auction will be removed from the Pending Awards list and will appear in the
Completed Awards list.
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Awards Finalize Award

* Pending Awards I
Award Record successfully updated

* Completed Awards

Auction 3! Auction Name s/ Auction $|  Award $! Close £

B Type Status Date

278 Central Office FY13 Q3 Device Buy BFA Pending 0513112013 Finalize Award
279 Android device purchase for BPA Pending 0513002013 Finalize Award

Central Office

298 Mabile purchase for 2013 BRA Pending 06/18/2013 Finalize Award

208 G5A OCID FY13 02 Android Tablet BPA Pending 06M8/2012 Finalize Award
Furchase

382 Single Award Test Mas Pending 06117/2013 Finalize Award

386 Single Award Test MAS Fending 061312013 Finalize Award

387 Single Award Test MAS Pending 06/12/2013 Finalize Award |

Dizplaying 110 7 of 7 resultz First | Previcus | 1| Mext | Last

Figure 9-4 Award Finalized
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9.1.2 Single Award

The Single Award functionality allows a Buyer to award all of the Line Items in an auction to a

single vendor.

To make an Award to a Single Vendor:

1. Log into Reverse Auctions as a Buyer, and click Awards on the menu bar at the top of

the screen.

The Pending Awards screen, shown in Figure 9-5 Pending Awards, will display a list of
Auctions for which the awards have not been finalized. (If the Completed Awards screen
is displayed, click the Pending Awards menu selection under Awards on the left of the

screen.)

If all of the Line Items in an Auction have bids, both the Multiple Award and the Single
Award button will be displayed. If one or more Line ltems do not have a bid, only the
Multiple Award button will be displayed. The Single Award button allows the buyer to
award all of the Line Items in an auction to a single vendor at once. The Multiple Award
button allows the buyer to award Line Items in an auction to multiple vendors.

Awards Pending Awards

Pending Awards

Auction % Name E3
Completed Awards D

268 Region 4 FY13 Q32
Device Buy

278 Central Office FY13 Q3
Device Buy

270 Android device
purchase for Central
Office

282 Cell phones for Region
4

357 Single Award Test

Digplaying 1 o 5 of & resufts.

Type (=

BPA

BPA

BPA

BPA

MAS

Status (&

Fending

Fending

Fending

Pending

Fending

Figure 9-5 Pending Awards

Auction
End Date

05/30/2013

05/31/2013

05/30/2013

05/31/2013

06M13/2013

Multiple Awarcd

Multiple Awarcd

Multiple Award

Multiple Award

Multiple Award

Single Award

1

2. To award the Line Items in an auction to a single vendor, click the Single Award button

next to the Auction to be awarded.

The Finalize Single Award screen, shown in Figure 9-6, will be displayed. The screen
will display all of the Line Items in the Auction with vendor bids for each Line Item and a

total for each vendor.
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Awards L : H
Finalize Single Award
P ReAding Ay Auction Details
Completed Awards Auction 1D 525
Auction Type: MAS
Auction Name; Delf computer purchase FY13 Q2
Alternative ID:
Auction End Date: 070172013
Schedule/SIN
Schedule £ SIN £ Descripfion 4
70 1328 Purchase of New Equipment - SUBJECT TO COOPERATIVE PURCHASING
Displaying 1 to 1 of 1 results First| Pre 21| Ne
Line Item Details
Number of Line ltems: 002
Line 1D SYNNEX CORPORATION GS-35F-0143R
001 $100,000.84
Fee: NFA
ooz $19,000.12
Fee N/A
Award Number :
Total: §119,000.00
Award Vendar
Displaying 1 to 6 of & results. First | Previo 4| MNext | Last

Figure 9-6 Finalize Single Award

3. Click the Award Vendor button below the vendor to receive the award for all of the Line
ltems.

The Line ltems will be awarded and the Pending Awards screen, shown in Figure 9-7,
will display the remaining Auctions to be awarded.

Awards Pending Awards

Pending Awards

Auction Ed Hame * Type # Status [+ Auction End *
Completed Awards D Date
278 Central Office FY13 Q3 Device BPA Pending 05/31/2013 Multiple Award
Buy
279 Android device purchase for BPA Pending 05/30/2013 Multiple Award

Central Office

252 Cell phones for Region 4 BFA Pending 05/31/2013 Multiple Award

Dizplaying 1 to 3 of 3 results. Firet | Previous | 1 | Mext | Last

Figure 9-7 Pending Awards
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9.2 Completed Awards

This section allows a Buyer to view the bidding and award status for an auction that has ended.

To review Finalized Awards:

1. Log into Reverse Auctions as a Buyer, and click Awards on the menu bar at the top of

the screen.

The Pending Awards screen, shown in Figure 9-8, will be displayed.

Awards

Pending Awards

Completed Awards

2. Click the Completed Awards selection on the left of the screen.

Pending Awards

Auction
1D

37

70

= Name

LAPTOP AUCTION

MOBILE DEVICE
AUCTION

test

F¥13 04 Mabile Device

Purchase FAS

LEASING VEHICLES

IMohile purchase for g2

FY+3

LAPTOPS

Dizplaying 1 to 7 of 7 results.

Type

EL

BPA

BPA

BrPa

BPA

Status

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Auction End

Date

02/03/2012

06/09/2013

06/02/2013

05/29/2013

06/09i2013

0611212013

06/09/2013

Figure 9-8 Pending Awards

Multiple Award Single Award

Multiple Award Single Award

Multiple Award

Multiple Award

Multiple Award Single Award
Multiple Award Single Award
Multiple Awarxl Single Award

=1

The Completed Awards screen, shown in Figure 9-9, will display a list of Auctions that
have been awarded.

Awards

Pending Awards

Completed Awards

Completed Awards

Auction ID

231

230

183

166

g4

3

2

Name

FR4

FR3

Fa-2

LAPTOPS

LAPTOPS

Dizplaying 1 to 7 of 7 resultz

Type

BPA

BPA

BPA

BFA&

BF&

BFA&

BF&

Status S

Awarded

Awarded

Awarded

Awarded

Awarded

Awarded

Awarded

Figure 9-9 Awarded Auctions

Awarded Date <

05/23/2013 View Award
05/22/2013 View Award
05115/2013 View Award
05132013 View Award
05/03/2013 View Award
04/29/2013 View Award
05132013 View Award

Previous | 1 | Next
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3. Click the View Award button for the Auction for which you want to view an Awards.

The View Award screen, shown in Figure 9-10, will display the Line Items in the Auction
and allow you to view the awards for each Line Item.

Awards

Pending Awards

Completed Awards

View Award
Auction [D:
Auction Type
Auction Name:
Alternative 1D
Auction End Date

Line Item

33

MAS

UAT

UAT

- Basic Sanding System {Amended)

031312014

ndor (Contract Number) 3

MS INFORMATION
i IN(GS-35F-0045K)

MS INFORMATION
i IN(GB5-35F-0045K)

<

Dispiaying 1 fo 2 of 2 results

Part Number | Manufaciurer '3

11340 Rculncr Table
Tools Inc

19340 Round Table
Tools Inc

Figure 9-10 View Award

H Status '+

Completed View Award

Compieted View Award

>

4. To view the awards for specific Line Items in the Auction, click the View Award button
which is in the last column of the Line ltem table.

The View Award - Line Items screen, shown in Figure 9-11, will display the Line ltem

and allow you to view Bidding Details for each Line Item.
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Awards -
View Award

Pending Awards

Auction [D: 33
Completed Awards Auction Type MAS
Auction Name: UAT - Basic Sanding System {Amended)
Alternative 1D UAT
Auction End Date: 031312014
Line Item

LinelD Product/Service Name Awarded Vendor (Contract Number)  Part Number

BAE SYSTEMS INFORMATION

1 Basic Sanding Disk 11340

SOLUTIONS IN (G5-35F-0045K)

BidiD Vendor (Contract Number) = Part Number 3 Manufacturer

BAE SYSTEMS INFORMATION
64 11340 shirley
SOLUTIONS IN GS-35F-0045K }

P BAE SYSTEMS INFORMATION e
- SOLUTIOMS IN GS-35F-D045K e

24 BAE SYSTEMS INFORMATION 11340 Jeanine
. SOLUTIONS IN GS-35F-0202N '

BAE SYSTEMS INFORMATION
L] 3 C
! SOLUTIONS IN GS-35F-0148M R ges

Displaying 1 to 4 of 4 results
Figure 9-11 View Award — Line Items

10 Preferences

Manufacturer Quantity Unit

Round Table

Tools Inc

100.00 EA [

>

[Mext Line Item >=]

Contract Expiry Date |+ Bid Amoun

10/29/2014

1212202017

12172016

11/03/2017

$9,349.00
5$9,890.00
$10,000.00

$11,749.00

>

The Preferences module allows Buyers to view their personal and security information. It also
allows Buyers to view and/or update buyer organization (FPDS contracting office ID and name)
and shipping address information. To make changes to personal and security information, you

must go to the eBuy web site.

To view your personal information:

1. Log into Reverse Auctions as a Buyer, and click Preferences on the menu bar at the top

of the screen.

The Personal Information screen, shown in Figure 10-1, will display the following

information:

e Personal Information
e Contact Information
e Change Password

o Secret Question

e Shipping Address

e Set Time Zone
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Preferences N
Personal Information

Personal Information
Fields marked with an asterisk (*) are required data fields.
Contact Infermation Fields marked with a plus sign {+) are required for US addressas.

Change Password

* First Mame TESTINGO1
Secret Question
Middle Initial G
Shipping Address
* Last Mame: TESTL
Set Time Zone
*Address Nams CP2 ﬂ
* Address Line 1 2100 CRYSTAL DRIVE
Address Line 2
* City: ARLINGTOM
+ StateTeritory irginia [+]
+ Zip/Postal Code 22202

Figure 10-1 Personal Information

You can view your personal information on this screen. To update your personal
information, you must go to the eBuy website.

To add or update a shipping address:

1. Log into Reverse Auctions as a Buyer, and click Preferences on the menu bar at the top
of the screen. The Personal Information screen, shown in Figure 10-1 Personal
Information, will be displayed.

2. Click on the Shipping Address link on the left of the screen. The Shipping Address
screen, shown in Figure 10-2 Shipping Address, will be displayed.
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Preferances
Persenal Information
Contact Information
Change Password
Secret Question
Shipping Address

Set Time Zone

Shipping Address

Fields marked with an asterisk (*) are reguired dats fizlds.

* Shipping Address: Select j

1
m

* Address Name:

]
[

* Address Line 1

Address Ling 2

* Shipping City:

* Shippang Country: United States [w]
* Shipping State: SELECT ﬂ
Shipping &

Figure 10-2 Shipping Address

* Recpt. Name:

* Recpt. Phone:

cpt. Emal

3. To add a new shipping address, populate the fields and click on the Save button.

To update or delete a shipping address, select an address from the Shipping Address
drop-down list. The Update Shipping Address screen, shown in Figure 10-3 Update

Shipping Address will be displayed with the address details populated.

Preferances
Persenal Information
Contact Information
Change Password
Secret Question
Shipping Address

Set Time Zone

Shipping Address

Fields marked with an asterisk (*) are reguired dats fizlds.

* Shipping Address: Select j

1
m

* Address Name:

]
[

* Address Line 1

Address Ling 2

* Shippang Country: United States [w]

* Shipping State: SELECT ﬂ

Figure 10-3 Update Shipping Address

* Recpt. Name:

* Recpt. Phone:

cpt. Emal

5. To delete the shipping address, click on the Delete button. The shipping address will be
deleted and a blank Shipping Address screen will be displayed. To update the address,
make the necessary changes and click on the Save button.
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To set Time Zone:

1. Log into Reverse Auctions as a Buyer, and click Preferences on the menu bar at the top
of the screen. The Personal Information screen, shown in Figure 10-1 Personal
Information, will be displayed.

Click on the Set Time Zone link on the left of the screen. The Time Zone selection
screen, shown in Figure 10-2 Shipping Address Set Time zone.Time Zone screen will be
displayed. Note: Buyers and Vendors will see the end date/time in the time zone
selected by the buyer. Time Zone will default to Central Time Zone if no selection is

made.
Preferences
Contact Information
Change Password
Secret Question
Buyer Organization
Shipping Address.

Time Zone

Select Time Zone

Mote: Select a preffered time zone that you would like to set for auction end dateftime. Buyers and \Vendars will see the end dateftime in
the time zons ==t by the buyer.

Time Zone Select =

Figure 10-4 Set Time Zone

2. To update Time Zone, select a Time Zone from the Time Zone drop-down list and click
the Update button. Buyer Time zone will be set to the time zone selected.

Preferences
Contact Information
Change Password
Secret Question
Buyer Organization
Shipping Address.

Time Zone

11 Messages

Select Time Zone

Mote: Select a preffered time zone that you would like to set for auction end dateftime. Buyers and \Vendars will see the end dateftime in
the time zons ==t by the buyer.

Time Zone Select =

Figure 10-5 Update Time Zone

The Messages module displays a list of system generated messages about an Auction,
including messages on the status of Bids and Awards, as well as well as System messages
concerning auto extension, profile updates, terminations etc.
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To view Buyer messages:

1. Log into Reverse Auctions as a Buyer, and click Messages on the menu bar at the top of
the screen.

The Messages screen, shown in Figure 11-1, will display a list of Buyer messages.

Messages for Benjamin Murphy

Updated as of 09/12/2014 10:03 AM CT

Aucfion ID E Message H Date & Time 3
201 You have forwarded Auction Id : 201 0910/2014 1547 CT

234 You have created the Auction for Auction Auction Id : 234 09/10/2014 1455 CT

229 You have created the Auction for Auction Auction Id : 229 09/09/2014 1541 CT

228 You have created the Auction for Auction Auction Id ; 228 09/09/2014 09:53 CT

227 You have created the Auction for Auction Auction Id : 227 09/00/2014 09:42 CT

196 You have created the Auction for Auction Auction Id : 196 08/1912014 1645 CT

128 You have created the Auction for Auction Auction Id : 198 08/19/2014 16:40 CT

191 You have created the Auction for Auction Auction Id : 181 08/19/2014 10:02 CT
Disptaying 1 fo 8 of B results. First | Previous | 1

Figure 11-1 Messages
2. Click one of the Auction IDs for which to view auction details.

The Auction Details screen, shown in Figure 11-2 Auction Details, will display auction
details including a list of Line ltems for the Auction, Attachments, Questions and
Answers, Amendments to the Auction and a History of Bid Amounts.
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‘Waming: In order fo view the most up-to-date information, please click on the refresh button

Laptops and Docking stations

733 Vendors Notified
Auction (D

Schedule:

Alternate |D
Award Type
Agency
Bureau
Buyer.

Emall

Start Time
Close Time:
Time Remaining

Description

6754

70 SIN:132 8 Purchase of New Equipment - SUBJECT TG
COOPERATIVE PURCHASING

ID 110216

Multiple Award  (2)

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYER1 1

hassan.harris@asa.gov

7037934587

11/03/2016 03:07 PM Central Time
11/30/2016 05:00 PM Central Time

26 Days, 2 Hours, 23 Minules

FY16 Q4 Lapiop refresh for region 4, includes 300 laptops, 300 docking stations and 300 IPS monitors

Buyer Attachments

= DeliDataSheset!

Bid Tab Line Items Vendor Attachments (0) Q&A (1) Amendment Bid History

Vendor :

Date Received = Total Quote = Quote Status E Quote Valid For

No records were found.

There are currently no tids for this auction

Figure 11-2 Auction Details

The Auction Details screen allows you to:

¢ Award the Line Item by clicking the Make Award button (if it is displayed). (Refer to
section 6 for more information on making an Award.)

¢ View details for the Line Item, such as bidding details and bid history, by clicking the
Line Item name to display the Line Item Details screen — shown in Figure 11-3.

Share with Buyers Download Bid Absfract

T&C Clauses (0)

& Vendor Attachments =
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Wamning: In order fo view the most up-to-date information, please click on the refresh button

Dell Monitors

Auction |D 301

Schedule 70 SIN:132 8 Purchase of New Equipment - SUBJECT TO
COOPERATIVE PURCHASING

Alternate 1D 1D 4567

Award Type Multipie Award (3

Apparent Low Bid $86,700.00

{Total Price)

Bidders 2

Quantity 300

Unit: EA

Shipping Address 2100 Crystal City Arlington, VA 20165

Start Time 0217/2016 02:57 PM Central Time Zone

Close Time: 02/29/2016 05:00 PM Central Time Zone

Time Remaining 11 Days, 7 Hours, 16 Minutes

Description  Bidding Details = Bid History

FY16 Q1 Laptop refresh for region 4, includes 300 laptops, 200 docking stations and 200 IPS monitors

Product Description: Dell UltraSharp 24 Monitor

Part Mumber: U2414H

Manufacturer: Dell

Brand Name Reguired

Delivery Terms: 30 days after receipt of order (products).

Buyer

GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICES
BUYERT 1

hassan. hamis@gsa.gov

0000000000

Figure 11-3 Line Item Details

12 Reports

The Reports module allows the Buyer to generate Level 3 Data reports and Buyer Abstract
reports. Level 3 reports provide Line Item details for Line Items that have been awarded, while
Abstract reports provide auction details on active and closed auctions.

12.1Level 3 Data Reports

Organizational Level 3 reports provide Line Item details for Line Items that have been awarded
over a selected period of time.
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To view Level 3 Data Reports:

1. Log into Reverse Auctions as a Buyer, and click Reports on the menu bar at the top of
the screen.

The Level 3 Data Report screen, shown in Figure 12-1, will be displayed.

Reports =
Level 3 Data Repor‘t [ClOSEd AUCtIOI‘IS}
Level 3 Data Report

Agency - All Agencies - v
Buyer Absiract Report

Bureau - All Bureaus - v

Orga - All Organization Level - v

Organizat - Select - v

From Dates to

Figure 12-1 Level 3 Data Report

2. Select an organization level from the Organization Level 1 and Organization Level 2
drop-down lists. (If you are an Agency level administrator, you will have the option to
select a Bureau, and if you are a System level administrator, you will have the option to
select both an Agency and a Bureau for which to specify a report.)

3. Select a date range by clicking the Date fields and selecting dates, and then click the
Get Report or Download Report button.

A report will be displayed, as shown in Figure 12-2, that shows Line Item details for Line
Items that have been awarded over the selected period of time.
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Reports Level 3 Data Report (Closed Auctions)

Level 3 Data Report
Total records found: 12

Buyer Anstract Report
Agency 047 - GEMERAL SERVICES ADMIMISTRATION v
Burgau: - All Bureaus - v
Organization level 1 - All Organization Level - ¥
Organization level 2 - Select - v
From Dates: 11/01/2014 k]| o | 0313/2014 ks

Auction D ¢ Alternate ID |+ Line ltem Number 3 Award Type % Award Date ¢ Number of Invitees. ¢ Hu

870 001 Multiple 1124712014 g 2
842 T-M1 001 Multiple 1/08/2014 2 2
733 MICC 00 Multiple 1312014 440 1
T3 Mce ooz Multiple 163142014 3N 1
922 Test 001 Single 2/06/2014 16 2
922 Test 002 Single 2106/2014 16 2
922 Test 003 Single 210612014 44 2

Figure 12-2 Data Report

12.2Buyer Abstract Report

The Buyer Abstract Report provides auction details on active and closed auctions.

To view Buyer Abstract Reports:

1. Log into Reverse Auctions as a Buyer, and click Reports on the menu bar at the top of
the screen.

The ‘Level 3 Data Report screen, shown in Figure 12-1, will be displayed.
2. Select the Buyer Abstract Reports selection under Reports.

The ‘Level 3 Buyer Abstract Report screen, shown in Figure 12-3, will be displayed.
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Reports Buyer Abstract Report (Active and Closed Auctions)

» Level 3 Data Report
Aucfion ID: | 234 - F5 Big 1Q Premium A4l Get Repo

Buyer Abstract Report

Figure 12-3 Abstract Report — Search

3. Select an auction from the Auction ID dropdown and click Get Report for a web report,
Download as RTF for a RTF document or PDF for a PDF document.

4. The report, shown in Figure 12-4, will display auction details for the auction.
Reports g 5
Buyer Abstract Report (Active and Closed Auctions)
= Levet & Bata Heport Report for Auction ID: 234

Buyer Abstract Report

Agency: GENERAL SERVICES Award Type: Multiple Award
ADMINISTRATION

Buyer Name Benjamin Murphy

Bureau: l=EDER.1'\_i_ ACQUISITION Start Date: 0044

SERVICES
Org, Leval 1- ORG Start Time: D2:54PMCT
Org. Leve! 2: ORG End Date: 10/31/2014
Aucfion Name F& Big 1Q Premium End Time OLREEM GT
Alternate 1D Auction Status: Active
Auction Type: MAS Award Status: MNIA
Schedule 70 Set Aside No Set Aside

Auction Description: BIG-IQ Appliance; 7000 Premium (200 Device License 10000 Nodes 100 AFMs 100 ASMs)

Attachments No Attachments for this Auction

Line item # 001

ftem SIN Manufacturer PariNumber Product Description Brand Name OR Equal Quantity Unit Oflssue T

BIG-1Q Appliance:

7000 Premium (200

Device License NiA
10000 Nodes 100

AFMs 100 ASMs)

F5-BIG-

3
1328 T000-PRE

-
on

[
m
=

Figure 12-4 Buyer Abstract Report

5. To get another report, click the Get Another Report button at the bottom of the screen.
To download a copy of the report, click the Download as RTF or PDF buttons at the top
of the screen.
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