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General instructions on creating a bid
Go here:  http://mission.sfgov.org/OCABidMaintenance/
And you’ll see this:
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Office of Contract Administration - Bids and Contracts

Enter your user ID and Password:

User ID:

Password:

y & County of San Fran

Done O O oon -





Enter your User ID and … oh, you know what to do.  It’s not case-sensitive.  The first time you log in, you have the default password the e-mail system told you about.  Please change it immediately.
After you enter your password, you can click Login.  Or, you can hit the Enter key once or twice, which saves time fumbling for the mouse.
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DOCUMENTS ~ EMPLOYEES ~ PHONEBOOK  SERVICES

Office of Contract Administration - Bids and Contracts

User: Marc Resasen
What do you want to do?

© ADD bid package files to new FAMIS bid documents

O MAINTAIN an existing bid document

O CREATE a new bid document

© COPY an existing bid document

© CANCEL a bid document

(OREINSTATE an expired / canceled bid document

© CHANGE your system account information

© ADMINISTER the Bid & Contracts System

County of

Done O O T





Once you have these menu picks in your heads, you can sing a million different tunes by mixing them up, like this …

Oops, no.  

Select “CREATE a new bid document” if you want to add something new, or “MAINTAIN an existing bid document” if you’re revising a bid that’s already on the net.  Or, do whatever you want to.  Don’t listen to me.
Click Choose, or hit Enter.
Here’s the top half of the “Create a new bid document” screen:
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Office of Contract Administration -

Bid Request Information

DOCUMENTS ~ EMPLOYEES ~ PHONEBOOK  SERVICES

Category: [ 0cA Mensged Equipment  Services Requests

Bid Number: None

6/7/2007

NA

(Limit - 300 characters maximum)

[Optional - Enter the estimated cost.

LBE? ® NO subcontractors requested O YES subcontractors requested

Internet




There are several check-off boxes or radio buttons on this data entry screen, and when they’re checked more fields appear.  They are:

· LBE subcontractors requested

· Pre-bid conference

· Contact’s information

· File attachments

The screen shots of the two halves of the screen show the screen with no boxes checked, and thus with the fewest number of fields in view.  As the check-off boxes are discussed, screen shots follow showing the newly visible fields.

Category:  You can select any category, except Bid managed by OCA.

Bid number:  Having a number is optional, but the field cannot be blank.  If you’re not assigning a bid number, leave “None.”

Agency:  The system knows where you work.  Scary, isn’t it?

Bid title:  Required.

Bid due:  Required.

Time due:  Optional.

Expire date:  Required.  At 11:59 p.m. on this date, the bid will disappear from the web.  Where does it go?  The same place the fire goes when it goes out.  Not really.  It disappears from the web, but stays in the database so you can revive it if you want to.
Duration:  Optional.  Most often used for the estimate of how long the project will take.

Estimated cost:  Optional.  

LBE:  If the bid or proposal has LBE subcontracting goals, click YES.  If not, check NO.  Checking YES causes the red checkmark to appear on the bid listings, and causes a new field to appear in data entry:
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Bid Request Information

Category:
Bid Number:

Estimated Cost:

LBE Email:

Description

‘OCA Managed Equipment/ Senvices Requests

None

‘Acsdemy of Sciences

6/7/2007

6/7/2007

NA

(Limit - 300 characters maximum)

(ONO subcontractors requested ® YES subcontractors requested

oca@sigor.org

(7,000 character maximum limit)

Internet




LBE e-mail:  See page 10 for information on how to use this field.
Here’s the bottom half of the screen:
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LBE? ® NO subcontractors required O YES subcontractors required

Description

(7,000 character maximum limit)

Pre-bid Conference

[ incluge pre-bid conference information

Contact's Information

incluge bid request contact information

File Attachments

[ msintsin big file sttachments
# Attachments: 0

isclaimer
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Description:  Let your creative juices flow.  This is where you put in everything in the world anyone would ever want to know about the bid.

Pre-bid conference:  If you’re going to have a pre-bid conference, click the box.  These fields appear:
[image: image6.png]indows Internet Explorer

§ )+ [ iy osiociosarmapereccan e

Google

28]

% | @ och b contacts Adniistaton - Dosument Adaion | |

Page ~ G Teoks +

Pre-bid Conference

(Limit - 300 characters maximum)

Attendance ? ® Attendance is NOT REQUIRED O Attendance IS REQUIRED

Contact's Information
incluge bid request contact information’

File Attachments

[ msintsin big file sttachments
# Attachments: 0

Dane.
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Date:  Required.

Time:  Required.

Location:  Required.

Attendance:  Whether attendance is required or not is at your discretion, except that HRC has directed that if a bid or RFP has LBE subcontracting requirements, then attendance is required.

Contact’s information:  Optional, but almost all bids have some contact information.  Clicking the box makes these fields appear:
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Attendance ? ® Attendance is NOT MANDATORY O Attendence IS MANDATORY

Contact's Phone, Fax, Email Address
Phone:

Fax:|

Email:

File Attachments

Maintain bid file attachments
# Attachments: 0

Add a file attachment to the file list:
Source: ® Upload File Attachment O Eoilerplate Attachments
Dene O

Internet





Title:
  Optional.

First Name:  Optional.

Last Name:  Optional.

Suffix:  Optional.

Contact’s Phone, Fax E-mail Address

Phone:  Optional.

Fax:  Optional.

E-mail:  Optional.

Although each of these seven fields is optional, you have to include at least one of the final three.

File attachments:  Most bids have files attached.  To attach something, click this box.  Then this happens:
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File Attachments

Maintain bid file attachments
# Attachments: 0

Add a file attachment to the file list:
source: @ Upload File Attachment O Boilerplate Attachments
File Type:| Adobe PDF v

Description:

Select a file:

Current file attachments:
There are curenty o files attached to this bid / contact.





File Type:  Required.  You must select a file type from the drop-down list.

Description:  Optional, but it’s extremely important.  What you type here will look like the filename of the file you attach.  The system changes the attachment’s original filename to a system identifier like “FA252,” which doesn’t tell the reader much, so you need to do your best here to give the reader an idea of what the attachment is.
Select a file:  Put your curser here and click Browse.  The system will take you to your PC or LAN, and you can go shopping.  After you select the file, click Add.
After you click Add, the screen changes to this:
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Contact's Information

O contact Information O No Contact Information

File Attachments

Maintain bid file attachments
# Attachments: 1

Add a file attachment to the file ls
source: @ Upload File Attachment O Boilerplate Attachments
File Type:[ Adobe PDF v
Description:
Select a file:

Add

Current file attachments:

ttached Fi
test ttachment.what doss tisfisld do





You’ll see (in tiny type) what you put in the Description field, what file type it is, and Remove in blue.  Click Remove if you want to detach the file.

When you’re done, click Submit.  The system will check that required fields are filled out correctly.  If anything is missing, you’ll get polite reminders, in red, at the top of the page.
If you want to Remove a current attachment and Add a new one, do that as two separate operations.  If you try to do both and then hit Submit, the system can’t cope and will do only one of the two things you asked it to do.

How to modify a bid
At the main menu, select MAINTAIN an existing bid document, comme ça:
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HOME ~ DOCUMENTS ~ EMPLOYEES  PHONE BOOK

Office of Contract Administration - Bids and Contracts

User: Marc Resasen
What do you want to do?

© ADD bid package files to new FAMIS bid documents

© MAINTAIN an existing bid document

O CREATE a new bid document

© COPY an existing bid document

© CANCEL a bid document

(OREINSTATE an expired / canceled bid document

© CHANGE your system account information

© ADMINISTER the Bid & Contracts System

Done T T T






This screen appears:
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Select the bid document to be maintained.
Filter by: @No filtering  OTitle  Ogid Number O Category
Argument: Filter
sortBy: ©Tite  OBid Number O Due Date

1234567891011121314
Sei=ct Bid Title: 2000KW MOBILE GENERATORS
Bid Number: 08-000626-CD
Category: Equipment, Supplies, and General Services (0CA)
Status: Active
Date Due: 4/18/2008
Sei=ct Bid Title: 457(b) Plan Administrator and Stable Value Management
Bid Number: None
Category: Consultants and Professional Services
Status: Active
Date Due: 5/5/2008
sei=ct Bid Title: 6221 Geary Exterior and Interfor Painting
Bid Number: None
Category: Construction
Status: Active
Date Due: 4/17/2008
Sei=ct Bid Title: 6600 Third Street, San Francisco
Bid Number: RFQ AGE Services
Category: Architects and Engineers
Status: Active
Date Due: 4/21/2008
sei=ct Bid Title: 630 Folsom Street/50 Hawthorne Street Building Renovation
Bid Number: Bid Package #3

Dane.

T (@i





Now all you have to do is find the bid you want to modify.  

You’ll see that the system defaults to sorting the list by Title, with numbers sorting before letters.  If you click on Sort By:  Due Date, the system sorts in reverse order, with due dates in the next decade listed first, and then working down to today.

Using the “Filter by” feature, you can search by a word in the Title, the Bid Number, or the Category.  Searching is pretty intuitive.
When you find the bid you want to change, click Select.  

This screen appears:
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Bid Due: 41172008
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Expire Date: 4172008
Duration: N
Estimated Cost: N
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You can review the bid to see if it’s the one you want to change.  If it is, click “Edit.”

The screen changes to this:
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Bid Request Information
Changed? ® Do not indicate changed bid O Show changed indicator flag

Category: [OCA Managed Equipment  Senvicss Requests v
8id Number: 08-000546-CD., Notice of Intent to Awe
Agency: | Offe of Contract Administation (0GA) v
Bid Title: Transport Tanker
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You can change anything you like.  Purchasing strongly recommends that if you make a change that isn’t trivial, then in the “Changed?” item at the top you select “Show changed indicator flag.”  That caused the word “CHANGED” to appear in the main bid listing.  That tells the reader that the bid was changed since it was created, but it doesn’t say anything about what was changed or when.  You do that in the “Description” area.  
Purchasing recommends that you describe the change by using a red font and saying something like this:

On April 1, this bid notice was changed to attach the Q&A document from the pre-bid conference.

or
On April 1, this bid notice was changed to posted a revised RFP..

or

On April 1, this bid notice was changed to change the Bid Due Date from Halloween to St. Swithin’s Day.

When you’re done, click Submit.
When prime contractors want to solicit potential LBE subcontractors
The City’s LBE Ordinance requires potential prime bidders to make efforts to solicit LBEs as potential subcontractors.  This applies if the bid or proposal has LBE subcontracting goals.  HRC has instructed potential primes to ask the City to post their interest in LBEs on the bid database.  
To the question “LBE?”, if you click “YES, subcontractors requested”, then a field appears and defaults to the e-mail address for your department.  You may change it.  That is the address that potential prime bidders will use to notify the City of their interest in obtaining LBE subs for the project.  
When you receive an e-mail from a potential prime, Purchasing recommends you send an e-mail similar to the following.  In the “Detailed Instructions,” fill in the blanks — and feel free to make any other changes — to customize the e-mail for your department.
___________________________________________________________________________

Model e-mail
Please reply to this e-mail by filling in the blanks and bracketed prompts.  We will use the Bid category, Bid number, and Bid due fields to identify the bid you are contacting us about.  We will use the Phone field to call you if we have questions.  We will cut-and-paste the information in quotation marks and add it to the bid listing.

*

Bid category:  
___________

Bid number:
___________

Bid due:

___________

Phone:

___________
“Prospective bidder [Company name and California contractor’s license number] seeks HRC-certified LBE subcontractors in the following trades:  [list].  Contact Clara Barton at (415) ……., clara.barton@companyname.com.”
*

Detailed instructions
1.
Send an e-mail

Send an e-mail to _________________.  Do not call ___________; do not fax anything to _________.  Use e-mail only.  Please include your phone number in case we have questions.  That won’t be the phone number in the solicitation unless you specifically say so.

2.
What to include
We need the first three pieces of information to identify the bid where you want your solicitation to appear.

a.
Bid category—required
It is the bid category in the City’s bid database where the bid appears.  The categories that would apply to your situation are:

· Equipment, Supplies and General Services (managed by all other City departments)

· Architects and Engineers

· Concessions and Leases

· Construction

· Consultants and Professional Services

b.
Bid number—required
c.
Bid title—required
d.
Phone.  We need a phone number in case we have questions.

e.
Suggested wording.  Please use the model sentence above and fill in the bracketed information.  We don’t need a person’s name, but we do need at least a phone number or 

e-mail address.

3.
Verify and document that your solicitation has been added
If you submit your request by ________  p.m., ____________ will do its best to post it by the close of business.  Go to the bid database and check the bid:


http://mission.sfgov.org/OCABidPublication/

When you see your solicitation, print the page as documentation.

4.
For more information

Call __________________.
___________________________________________________________________________

Searching for expired bids
If you’re wondering about a past bid, here’s how to look for it.

At the main menu, select “REINSTATE an expired/canceled bid document.”
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You’ll see this screen next:
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Office of Contract Administration - Bids and Contracts

Select a bid document:
Filter by: @No filtering  OTitle  Ogid Number O Category
Argument: [CFrer ]
sortby: @Tite  OBid Number O Due Date
1234567891011121314151617181920 ..
s=i=ctBid Title: Notice of Intent to Award - ETI Cabron Insert
Bid Number: TSF080000058-CD
Category: Equipment, Supplies, and General Services (0CA)
Status: Expired
Date Due: 9/20/2007
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Bid Number: 72280
Category: Equipment, Supplies, and General Services (0CA)
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The system defaults to showing you all the inactive bids that have ever been posted by your department.  It sorts them by Title.  Except I can’t explain why the first bid you see starts with “Notice.”  This bid should be in the N’s, but it isn’t.  It’s a mystery.  The system sorts numbers before letters, and quotation marks before numbers.
If  you’re looking for a bid posted by another department, you won’t be able to find it.  Call Purchasing and we’ll help you.

If you know the bid number, the bid title, or the bid category, you can search that way.  For example, in the “Filter by” area you click Title.  In the “Argument” area you enter “sidewalk.”  Then click Filter.  The system shows you all bids with “sidewalk” in their titles.  It’s not case-sensitive.  (Filtering by Bid Category probably wouldn’t help much, because each category has had a lot of bids in it.)
See next page.
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Office of Contract Administration - Bids and Contracts

Select a bid document:
Filter by: OnNo filtering @ Title  OBid Number O Category

Argument:[Sdenalk

Sortby: @Title  OBid Number O bue Date

Bid Title: As-Needed Sidewalk Repair at Various Locations Contract No. 2-
‘Tabulation of Bids

Bid Number: 20350-2

Category: Construction

Status: Expired

Date Due: 9/26/2007

Bid Title: SIDEWALK RIDER SWEEPER SCRUBBER MACHINE
Bid Number: 07-000989-CD

Category: Equipment, Supplies, and General Services (OCA)
Status: Expired

Date Due: 6/22/2007

Instructions: Click s SELECT link in column on to sslect 8 613 dosument.
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There are two bids with “sidewalk” in their names.

If you don’t want to search like that, then don’t use the Filter.  Instead, have the system sort by Title, Bid Number, or Due Date, and go from page to page looking for the bid you’re after.  Each screen lists twenty pages of bids, with an ellipsis at either end indicating there are higher-numbered or lower-numbered pages of bids.  Unless your department has posted more bids than I think it has, there won’t be more than twenty pages of bids.
Click Select on the first bid on that screen, and you’ll see the screen on the next page.
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If you want more information that appears here – such as looking at attachments  –  you’ll have to reactive the bid for a few minutes to look at it.  To do that, click Submit.  It’s now back on the net.  To look at the rest of its information, go back to the Main Menu and select Maintain an existing bid document.  Once you’re done, return to the Main Menu and select Cancel a bid document.  You’ll get a big red warning saying if you cancel it, then it won’t be available to the public.  They’ll get over it.  Click Submit and the bid goes back to its expired status.

If you want the bid to stay on the net for a while, then change the Expire Date to the appropriate day.  But you have to use a two-digit year, even though it displays a four-digit year.  
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