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Qupplier Bid Responsistructions
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Thisdocumentprovides instructionon navigationof LWlon Wave software systenfocating bid requestsnd creating
and submitting &id response Please take note of the following.

1

T
)l
)l

You need to be registered in the LW lon Wave system, with a Username and Password, to be able to submit a
bid.

A video link is provided for additional instructiornsttps://vimeo.com/413360167/28148f980b

For assistance regarding the bid process, coraaturement@Iloudounwater.org

For technical suyport regarding the LW lon Wave software, contagpport@ionwave.nebr

call 866277-2645 ext. 4.

Log in to the systernsing your Username and Password. (Beere ).

75 ™ DocuSign Login - Enter em.. = Select a business role - [SAP] € Sign into Helpdesk &) RACE =¥ Solution Documentation (2) ¥ Sign in to your account @ Loudoun Water LW Connect = Home - [SAP] = Loudoun Water Pr

LOUDOUN & WATER

Login
User Name
DeniseReye

Loudoun Water Procurement

The Loudoun Water Procurement Department is responsible for [eosossne
purchasing, renting, leasing, or otherwise acquiring commodities,
services, construction and professional services for Loudoun
Water; management of procurement policies and guidelines; and
the management and disposal of surplus property. We strive to
partner with vendors to secure quality goods and services in a
timely manner and at a reasonable cost, while ensuring that
purchasing actions are conducted fairly and impartially. We are
committed to providing the neces: sources that establish a
foundation in supporting Loudoun Water’s mission to sustainably
manage water resources in advocacy of health, environment and
quality of life.

Figurel


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvimeo.com%2F413360167%2F28148f980b&data=02%7C01%7Cdreyes%40loudounwater.org%7Cc3804d691de34e6e200d08d84391dad7%7C45150143abbd43d688da3155aaadc5d0%7C1%7C0%7C637333641018123665&sdata=kY1HH9b%2B10JQVCc7GHjSwI9EtPqfxE4XuB59K%2FhpD8A%3D&reserved=0
mailto:procurement@loudounwater.org
mailto:support@ionwave.net

Once you have logged imesystemg A £ £ 2 LXvyllable Bida{SKeSFigiie.)
IONWAV= AR s

To view or respond to a curront bid event, dlick on the Bid Number bolow.

Figure2
The available bsl N3 RA &L @SR Ay (2 (g2 RAFTFSNBYyG I NBlFay aGae
O2YY2RA0& FTFTFAELAIFIGSR 6 AGK @& 2 dzNGligkdedid niBEedoliew theRid & h G K S NJ
opportunity.

NOTEIf you do not see the bid you are looking for, you can search by typing the bid number into the search boxes nea
the top of each sectiorMultiple pagesof bid opportunities nay exist. dick to the next pag¢located on the bottom of
each sectiohto access additional pagesSée Figuré.)

After selecting the desired bidn Intent to Bidwindow may popup requesting a response of your intention to
participate in the bid eventSee Figur8).

) Enterprise Sourcing Demo a

Response Intent Requested

Figure3
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If you choose not to respond via the pop window, a reminder will appear at the top of the bid opportunity screen.
YoucanNBIA A GSN) 282dz2NJ AyaSyid o6& aSt SO{Skdfiguired)KS WLy ISyiaQ 7Fd:

Edit Bid Response - RFP #470-2019

Return  (?) intent X)No Bid (=) Documents Response History Bid History Error Check Response
F
Bid Number RFP #470-2019 (City Hall Computer Purchase
Close Dat Tim 9 CT)
Time Left da 6 tes onds
R Stat B e:

Figure4

Once the desired bid opportunity has been selected, a series of tabs may be present. If one of the tabs listed below do
not appear on your bid, then is not applicable to the solicitatioiSee Figuré).

Edit Bid Response - ITB #3996-2019 Addendum 1

r

Ship to Information Bill to Information

Figure5

Event DetailsTabg Information specific to the bid opportunity will be displayed on this tab, includiitnotes,
contact, ship to, andbill to information.

Messagesabc¢ Messages sent by the buyepecific to the bid requestvill be displayed here.

QuestionsTabc If this tab is displayed, you will be able tdsit bid specific question@ntil the Cutoff Date and Time
providedo & Of A O] A y IQuuktichs anadnsiz8ra provideyvidb Ik reviewed athe Buyers discretion(See
Figure5).

Activities Tab¢ Any events, specific to this bid opportunity, will be displayed Hfiergou toreview and respond (as
applicablg. Activity typesmay include

1 Participation Activity: activityequiringyour participation
1 Non-Participation Activityactivities povided for informational purposes
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AttachmentsTab- The buyer mayncludea number of attachments to the bid opportunitgr a number of reasons
which includebut are not limited tq the following:Informational purposesnd/or to provide the supplier with form
to complete and submit@aresponse attachmenDo access the documents:

1 Clickthe Bownloadiunctionlocated to the left of the document.
1 Open and Save the file to your desktop or another drive

Attributes Tabg The attributes tab contains a series of questions or nfr@s the buyer to suppliers responding to the
bid opportunity.Many of the questions will be required, and you will not be able to submit until you have responded.
Here are a few additional notes covering the attributes:

1 Read and/or answer all attributes.

1 Required attributes have a red asterigkto the rightof the required field.

1 Arequired attribute must be answered in order to submit the response.

T /tA01 W{I@SQ 642 al @S e2dz2NJ NBaLRyaSaov
1

/oA X & oA oA

ClickPO NNE NJ 6 K SORS G SNXYAYS redhire@drdsppndéd) S YA daSR | ye

Line ItemsTab- Enteryour responsén the price or percentage field provide@lick on the save button to retain your
entries.Once the information has been saved, @tended price will be calculate (See Figuré).

Figure6
There may be some additional responses required on the Line Item3 Aege may include the following:

1 Item Attributesq Additional questions related to the bid line item may be includ&aswerthe questions,
completespecificationrequests and review additional terms and notes specific to the line ittNOTELine
attributes may not be present on the bid requegee Figuré).

Item Attributes
# Attribute Response

1 Price for extra 8GB Ram ] ‘

Figure7

1 Item Attachments; The buyer may include some additional documentation related taoiddine.Click
Pownload) (2 | De(sHpartaining ko $his line item(NOTEIltem level attachments may not be
present)

Required fields have a red asterigk {o the right of the response field.

A required field must be answered in order to subthe response.

/I tAO1 W{I@SQ 060G.2 &l @S @&2dz2NJ NBalLRyasSav

Click¥ 9 NNE2 Nib deferidd if you have missed any required price fiel(tBe Figuré above).

A line item may include one or more of the following optig8ee Figur8):

@ add Atternate ® o gid Eradd no

=A =4 =4 =4 =9

Figure8

Add Alternatesoptiong Where allowed, you can bid an alternate.
T /£t A01 W' RaRdehtér th&Shiwlyfslrefu@tedSee Figurs).
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Item Mote:All responses must be submitted online via our electronic system. For any questions, please
cor

Manufacturer: *  Manufacturer @ ' Delete Alt. 1
contact the Purchasing Department at 123-4567 ‘

Figure9
§ Ifan alternate is added iarror,cf A O Ak@Stie3igh®f the screen.

NoBidg! yf Saa aLISOATASR 06& G(G(KS 0d2@SNE &2dz R2 y2i
L¥ dzaAy3d (G4KS Wb2 . ARQ FdzyOGA2y>X R2 (KS ¥F2tf2
T /tA01 Wb2 . ARQ 0ATF.(NOHEa paghSvndoiwili ppesl fskingd A R Q
youtoconfrmyaz 6AaK (G2 Wy2{ 8ARQI (KB & A H(Fee MoliS YbA

DNWAV: K X My Profile | Help | Log Of
sche a8 . R . Welcome 10NWAVE
Bid Events &, Auction Events &} Admi n !
Edit Bid Response - RFP #531-2019
A Retu N | I d His £ k
Bid ff
E I ponse Atts )

Etror Check Response Total: $0.00

1 Office Chairs S EA No Response

Figurel0
T ¢2 NBY2d8 RDO$ A O da@BdeFipuellb2 . A RE @

Edit Bid Response - RFP #531-2019 |

Qretum (Xnc Response History [=] Bid History <7 Error Check Response
Bid Number |
Dal & Time 2 10 T
Time Left h it
Respo atu:
E t 1 D Attachme: Plan H F
Bid Line Items
L save \C Bi Ei heck Response Total: $0
y esponse Extended
No Bid
R /
Item Not F ® & Clear No Bid Bradd n

Add Notesc Where allowedglick%! RR b23GSaQ (G2 SyideMd O2YYSyia ¥F2

PleaseNote: A response ofero ($0.00) entered ithe price field is defined by the buyer using one of the
parameters below
1 Zero is a valid respongeAn extended price of $0.00dssplayed andtored, upon save.
T %SNB Aa O2y AR BiNSdSplayed UinR save
1 Zerois not a valid respongeAresponse of '0' (zerd) & Of SI NBR FyR Wb2 wS
upon save.
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ResponseAttachmentsTabg The buyer may request a bidding supplieptovide documents fothe buyerQ i@view. A
red asterisk*) locatedto the left ofthe requested file name indicates that it is requiré8ee Figure2).

Edit Bid Response - ITB #3996-2019 Addendum 1

\ Return No Bid ocuments Bid History Error Check Response

19 Ad

Requested Attachments

N

Click "Upload" to select file
the amou; s t
Click "Upload" to select file
ms 1-2 shown of 2

Other Response Attachments

New

Figurel2

To attach afile,fcA O1 & ! LJ 2| R¢

/ £ AO1 & {indhe Bofup wisdovt S ¢

Highlight the file to be attached y R Ot A 01 WYhLISyQ
Thefilewillupload G KSy Of A0l W{Il @SQ

=A =4 =4 =4

Other Response AttachmentsSuppliers may be provided the opportunityitewludeadditionaldocumentsfor
buyer review Availabilityof this featureA & | 0 G KS 0 (&&oNti@ of Rigude OFailashzay” d
additional document,

Other Response Attachments
t ANBYE O
f A01 a{SftSCGupwiadevi S¢ Ay (KS LI2LJ
AIKEAIKG GKS FAES (2 oS FGidlrOKSR yR Of A0}
d
t

1
1
1
1 escription of the filés required Enter adescription of the attached fila the space providednd

/
/
I
A
Ot A0l WwW{lI @dSQ

If you wish toview the attached document, click tHeownload Button(located at the left of the file name)
To delete an attached file, select tBelete Button(locatedto the right of the file name) Click to remove the
attachment.(See Figure3).
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Edit Bid Response - ITB #3996-2019 Addendum 1

QYreturn ‘/>_<, No Bid {=) Documents _ Response History
formation has been chang n addendum. €
Bid Number ITB #3996-2019 Addendum 1 (Underground Water Project)
Close Date & Time  8/30/2019 03:00:00 PM (CT

Time Left 22 hours 34

Response Status NOT SUBMITTED - To complete your response, you must click ‘Su

Event Details Messages Questions Activities Attachments

Plan Holders Response Submission

Requested Attachments

Bid Bond / Surety

Attach a bid bond in the amount of 5% of the total bid amount here.

Upioad Click "Upload” to select file

=] Bid History

’/ Error Check Response

Attributes Line Items Response Attachments

Figurel3

Please Notetf you have attached a file that requires additional editing, you must deletattiaehed file and attach a

corrected file.

The maximum file size is 10@egabytesper file.

Plan HoldersTabg The plan holders tab contains information on suppliers who may be participating in the bid
opportunity. The buyer configurgthe list topopulate with all invited suppliers or based on supplier actions on the bid.

Response Submisgia; The final process in submitting a bid is located in the Response Submissigftéalzompleting
your bid response, you must submit successfodifore the close date & timef the bid eventThere are several

features located on the Response Submission tab:

1 Supplier Note to Buyer Allows suppliers tomter an optionalnote to the buyer.This field may not be available

on all bids.

1 DigitalSignature- Enter Your Full Name & Your Email AddrBssh of these fields are required to be

completed.
T /£ A01 a9 tddEReMiné iKySudyeimissed any required fieldSee Figure4).
Event Details Messages Questions Activities Attachments Attributes Line Items Response Attachments
Plan Holders Response Submission
SuppliE/Respcnse Summary
Hs;.* %/ Error Check Response Total: $25,000.00
General/Corporate Address Your User Profile
Supplier Name lon Wave ogies, Inc. Title
Address 3 Name Vendor Support
Office Phone (417) 823-7773 x4
Phone
Fax Phone
Fax_ (417) 8 Mobile Phone
Contact Name -
Emal wtdemo@gmail.com
Email
Supplier Note to Buye:
Supplier Notes
al Signature
By submitting your response, you certify that you are authorized to represent and bind your company.
* Your Full Name: Your Email Address:
Submit Response
Figurel4
9 /tA0] W{doYAl wSaLRyasSQ
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T AadzOO0OSaa¥fdzZ e AdAdzoYAGUGSR NBaLRyaS gAftf RAALI L& WwS:
Response Status fiel(See Figure5).

Figurels

ubmission Erros ¢ When an error(s) occeythe system will display the location of error(s) the example below,
the errors occur in the Attributes tab, Response Attachments tab, and Response SubmisgqiSeddfigurea).

Figure26

1 To resolve errors,gu mustaccess the tab where errors occur and complete.
1 Once the errors are corrected, proceed to the Response Submission Tab to submit the response.

System Notificatim ¢ An email notification will be sent to confirm response failureesponsesubmission.

Response Retractiog¢ KA & Fdzy Ol A2y Aa | dionkarfdican beused i refiakt Subnditéze S N & R
response for additional editingSee Figure7.

\

Figure37

T CNRBY G(GKS (2L (Retaétiorictv@® aSf SO0 GKS W
1 Navigate to the desired tabs for editing
T {StSOG GUKS wSalLkRyasS {doYAiaarzy (Fo (2 W{doYAGQ (K

Important Note: A retracted bid responseisio2 Y 3SNJ O2 y a4 A R ShidBsBMUS Fradzibivita tetiaSt&ddiél
responseo be considered.

Supplier Bid Response (9/28/2020) Page 8



