Slide 1 - ORPIN Version 2.30 Supplier Electronic Bidding (e-Bid) Instructions

Welcome to the ORPIN Version 2.30 Supplier Electronic Bidding (e-Bidding) Instructional
Demonstration. This tutorial will walk you through the steps of expressing interest and bidding
electronically on an opportunity posted on the Oregon Procurement Information Network (ORPIN).
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/2 Doe, John [captivatel] :: DRPIN - Windows Internet Explorer

@—\—_—; ~ [ie] hitp:/10.252.83 1 2/test_v230/0pen. difwelcome B2l Live Search |2 |-

File Edit ‘“iew Favoites Tools Help

{:-:" aly ﬁDoe,John [captivatel] :: ORPIM (ﬁj & - r,,g_,J - I-_;}Eﬂga - .‘_’:“-} Toals - =

OREGON

Oregon Procurement Information Network (ORPIN®)
TEST

Hello John Doe | supplier Mo: 43867

The last time yvou logged onto the system was: 04/08/2010 8:03 AM
Wwelcome to ORPIN The Mavigation menu on the left includes links to all functions you have been
authorized to use in the ORPIN system,

The Supplier Registration Site is created as a service to suppliers and contractors. Accessible as
part of the State of Oregon web site, the supplier registration site is provided as a way for
companies to register and maintain their corporate and product information. This site is a direct
link to the ORPIM s in supplier and contractor database used by procurement persannel. Please
ensure that tha ¥ rmation entered as your Company Details is current and complete. We invite
you to TBrowse features to review bid oppartunities.

ou are logged in as an authenticated vendar,

aur subscription will expire on 04/06/2011 12:00 &M,

(@) Help for ORPIN Eontatt Us:| Discldimer Varsion (O8PEN OPEN_v230_Test.pda)
Privacy Staterment

Before we begin, ensure that your company is set up (or "authenticated") for electronic bidding. To do this,
log into ORPIN and then click on My Profile in menu bar. Click on Subscription Change/Renew and
make sure that the “Electronic Bidding” box is checked.
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ﬂ; Contact, Primary [premium123] :: ORPIN - Windows Internet Explorer

=1l

m - I& hittp: /10,253,821 2/est_v230/open.difopen?eession|D=3783037

j ‘E| |Z| ILNe Search

2]

File Edit “ew Favoites Tools Help

i # 2|-| @oren
OREGON

@ Contact, Frimary (premium... X

Oregon Procurement Information Network (ORPIN
TEST

My Profile

men .
cnt User Information Change Logon Password
—hange your personal information. hange your login password.
Request/Change eBid Keywiord Product/Service Information
Reguest a new Temporary eBid Keyword or Update the listing of product{s) and service
update an existing Keyword. (=) provided by your company.
h List
Location Information Subscription Change /Renew
Update the list of regions that you wish to This option is used to register for e-
. search for opportunities by, Motification and e-Bidding.
=
. Agreement Summary Registration Summary
View the Agreerment that vou have currently Wiew the summary of your current
. agreed to, registration,
d
. a=
®* Produc
n
.
nfarr n
* Sub
. t
.
My O ments
mpany
Time
Exit PIN
@) Help for ORPIN Contact Us | Disclaimer Version (ORPEN 2,30.21)

Privacy Statement

@' '@'gEagav@Tgolsv >

[l el el el el el

Now ensure that you have an active eBid Keyword. To check for this, click My Profile in the menu bar and

select the option for Request/Change eBid Keyword.
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OREGON

Oregon Procurement Information Network (ORPIN®)
TEST

@ Cnce you have received your unlock eBid Keyword change it to create a valid bidding

key, Maintain your eBid Keyword by changing it regularly for security,

Change eBid Keyword @

*
Current eBid Keyword I

New eBid Keyword * I

#
Confirm eBid Keyword |

BEr 5 ¥ indicates a required fiald

STV T WO 5 o o T A G T o e e o R o o R T R

Generate Mew Unlock eBid Keyword

Current Entry

Type Effective Date Expiration Date reated By
1 User Supplied 04/06/2010 4;40 PM 0970972026 12:00 Doe, John
&

Historical Entries

Type Effective Date Expiration Date Created By
1 UnLock 04/06/2010 4:38 PM 04/20/2010 12:00  LaFleur, Micole M,
A
Top
@ Help for ORPIN Contact Us | Disclaimer

Frivacy Staterment Wersion [O®PEN OPEM_v230_Test.pdal

Slide notes

Scroll down to see your eBid keyword history. (This example shows that | have an active eBid keyword that
is good until September 9, 2026.) If you do not have an active eBid keyword, click the Go button to
generate a new one.

Once you click the Go button, ORPIN will email you a temporary eBid keyword within five minutes. When

you receive the emalil, log back into ORPIN and change the temporary keyword to a new permanent eBid
keyword. (You cannot submit an eBid with a temporary password.)
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Slide 5 - ORPIN Version 2.30

/2 Doe, John [captivatel] :: DRPIN - Windows Internet Explorer

@T_—; ~ | hitp: /10,263,831 2est_vZ30/open diwelcome =l ¢3| 5 [Live Search P

File Edit ‘“iew Favoites Tools Help

f - B -

LF by {& Doe, John [captivatel) :: ORFIN = :2r Page - .f}} Tools ~

OREGON

Oregon Procurement Information Network (ORPIN®)
TEST

@ Onee you have received your unlock eBid Keyword change it to create a valid bidding

ey, Maintain your eBid Keyword by changing it regularly for security.

Change eBid Keyword @

*
Current eBid Keyword |

*
Mew eBid Keyword |

*
Confirm eBid Keyword |
*

indicates a required field

Current Entry

Type Effective Date Expiration Date Created By

1Wyser Supplied 04/06/2010 4:40 PM 09/0942026 12:00  Doe, John

A
Historical Entries
Type Effective Date Expiration Date Created By
1 UnLaock 04/06/2010 4:38 PM 04/20/2010 12:00  LaFleur, Micala M,
A
Top —
L
(@ Help for ORPIN Contact Us | Disclaimer Version (ORPEN OPEM_w230_Tastpda)

Privacy Staterment

Now that you have verified your company's eBidding status, click Browse Opportunities to locate an
opportunity of interest.
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/2 Doe, John [captivatel] :: DRPIN - Windows Internet Explorer

@T_—; ~ [ie] hitp:/10.252.83 1 2/test_v230/0pen. difwelcome =42l HLive Search B2E

File Edit ‘“iew Favoites Tools Help

ﬁ aly ﬁ Doe, John [captivatel) :: ORPIM

OREGON

Oregon Procurement Information Network (ORPIN®)

Py - B - - o Pege - G Tads - 7

Browse Opportunities

(Test)
Open Opportunities By My Profile
""" Browse all opportunities that are currently Browse opportunities that match your
open. previously defined preferences for products
and locations,
By Product By Organization

Browse opportunities arranged roduct Browse opportunities arranged by
groupings., organization.

Advanced Search
Browse using the Advanced Search, Find all
open or closed tenders, or narrow your
search by entering a date range, tender
number, or other criteria.

M Tirne

PIM

(@) Help for ORPIN Eontatt Us:| Discldimer Varsion (O8PEN OPEN_v230_Test.pda)
Privacy Staterment

You may search for an opportunity using any of the methods here. For this example, | will use Open
Opportunities.
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/2 Doe, John [captivatel] :: DRPIN - Windows Internet Explorer

@T_—; ~ [ie] hitp:/10.252.83 1 2/test_v230/0pen. difwelcome =42l HLive Search B2E

File Edit ‘“iew Favoites Tools Help

ﬁ & ﬁDoe,John [captivatel] :: ORPIM (ﬁj - v @ - I-_—:}’Eﬂga - .f}} Tools - =

OREGON

Oregon Procurement Information Network (ORPIN®)
TEST

Browse All Open Opportunities

[Tast)
----- Browse all open opportunities @

The follawing is a list of all open opportunities. Click on the Opportunity number for more details,

Legend

( show Details )

Opportunity No nization Name Published Date Closing Date
1 [[l4i50-1172-3" evenue, Oregon Department  04/06/2010 4:57 PM  04/08/2010 5:00 PM
aof
Wersion #: 1 Pencils
i Tirne
PIN
(@ Help for ORPIN Contact Us | Disclaimer Version (ORPEN OPEM_w230_Tastpda)

Privacy Staterment

To view an Opportunity, click on the underlined document number.
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menu

/2 Supplies Non-IT - Windows Internet Explorer

Invitation to Bid (ITB)

Pencils
[Test)

Oregon Procurement Information Network
Manual or Electronic Bids Allowed

Issued By

Rewvenues, Oregon Department of
SLL Center Street NE

Balem, Oregon

57301

Contact: Delegated Buyer (DCT)
Phone: 1 (333} 373-4g4F
Fau:

Email:

Opportunity #
150-1172-10

Addendum # 1

Closing Date & Time
04/08/2010 5:00 PM
Time Zone
Pacific Time
Approx. Time Remaining

1 Days £23:55:14

all dates are mm/ddsfvyyy

{23 attachments Exist

Issued For

Revenuse, Oregon Department of
955 Center Street NE

Salem, Oregon

S97301-25E8E

Addendun # 1 Adding attachment

Opportunity Summary

This is a test procurement for

Manual & Electronic response must express an interest. Manual response must 1st DOWNLOAD the
document. Electronic Response [if allowed] - must express interest; select Supplier Response &
complete response. Instructions can be found in the HELP screens

Control # 1159871

pencils.

The Opportunity's Summary page will open. Before you can submit an electronic bid, you must first
express interest. To do this, click on Express/View Interest in the menu bar.
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menu

Pencils
[Test)
Manual

{23 attachr

Addendun

Opportun

This is ¢

Manual £
documen
complet:

Control #

f(_.; Supplies NorT - Windows Intermel Explores e

T

Invitation to Bid (ITB)

/2 Express/View Interest - Windows Internet Explorer

OREGON

Express/View Interest ®

[Test)

Document Number: 150-1172-10 {Version: 1}

Express Interest

The suppliers listed belaw have expressed interest in this Opportunity, This does not indicate whether
they have subritted bids, All information regarding bidding will be kept confidential and will not be
provided or published in the Opportunity,

Name: John Dog

Interested As: |Zelect Interest Typell '

O Check here if you do NOT want to receive automatic emails to notify you of any changes made to
this Opportunity.

Control Number: 1159571

Company Users With Interest

All Users
Warning: Supplier display is security controlled. Some information may be withheld.

(Show Details )

Supplier Type Created Opportunity Yersion
1 --Mame withheld-- Bid 04/05/2010 4:51 PM
2 ORPIM QAT Test Account Interested 04/05/2010 4:47 PM 1

Divirm sk (e cbe e

Done l_ l_ l_ l_ l_ l_ |\d Local intranet | + 100%

|-
-z

Click on the Interested As dropdown.
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18]
laalaalt8 Invitation to Bid (ITB)

Pencils
[Test)

Oregon Procurement Information Network

Manual {2 Express/View Interest - Windows Intemet Explorer =

(WP\EG(:)N Close ®

Express/View Interest P@t
[Test)

Document Number: 150-1172-10 {Wersion: 1} Control Number: 1159571

Express Interest

The suppliers listed below have expressed interest in this Opportunity, This does not indicate whether
they have submitted bids. All information regarding bidding will be ot confidential and will not be
provided or published in the Cpportunity,

2 Attachr
Name: John Coe
Interested As: |Select Interest Type ™
Check here [ S2lect Interest Type tomatic emails to notify you of any changes made to
this Opport ‘Primary Contractor
Subcontractor
Company Users With Interest
No results were found
Adderndun

[0} rt
PROFUN All Users

This i= :

Warning: Supplier display is security controlled. Some information may be withheld.

(Show Details ::::I
Manual £ - . .
o e Supplier Type Created Dpportunity Yersion
completi| 1 --pame withheld-- Bid 04/05/2010 4:51 FM e
Control #] 2 ©ORPIM OQAC Test Account Interested 04/05/2010 4:47 PM 1 ll

Drirm aey (Contractar
|D0ne ’_l_l_l_’_|§j Lacal intranet | 00 -

Indicate whether you are interested in the opportunity as a Primary Contractor or a Subcontractor.
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menu

rf_- Supplies Non-1T - Windows Internel Explorer

Invitation to Bid (ITB)

Pencils
[Test)

‘3 nttachn

Adderndun

Opportun

This is :

Manual ¢
documer
complet:

Control #

Oregon Procurement Information Network

Manual {2 Express/View Interest - Windows Intemet Explorer

Express/View Interest P@t
[Test)

Document Number: 150-1172-10 {Wersion: 1} Control Number: 1159571

Express Interest

The suppliers listed below have expressed interest in this Opportunity, This does not indig
they have submitted bids. All information regarding bidding will be kept confidential and
provided or published in the Cpportunity,

Name: John Coe

Interested As:

Check here if you do NOT want to receive automatic emails to notify you of any changes made to
this Dpportunity.

Company Users With Interest

All Users
Warning: Supplier display is security controlled. Some information may be withheld.

(Show Details ::::I

Supplier Type Created Dpportunity Yersion
1 --Marme withheld-- Bid 04/05/2010 4:51 PM
2 ORPIN OAC Test Account Interested 04/05/2010 4:47 PM 1

Diirm s (e s cbore

M[=1E3
()REG()N Close @

|D0ne l_l_l_l_’_|_|§j Lacal intranet | +100%

=
2

Click on the Submit button to save your changes.
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Slide 12 - ORPIN Version 2.30

Supplies Hon-IT - Windows Internet Explorer

laalaalt8 Invitation to Bid (ITB)

Pencils s
(Test) Omgon Procurement Information Netwvork
O Manual or Electronic Bids Allowed
° Issued By Dpportunity #
° i Revenue, Oregon Department of 150—1 172—10
955 Center Street HNE Addendurn # 1
o Help SalenyJ0regon Original Publish Date & Time
FEF0L 04/0C5/Z010 4:2& M
Publish Date & Time
Contact: Delegated Buyer (DCT) 0440677010 4:E7 DM
pond Phone: 1 (993) 378-4642 closing Date & Time
nlin Fa*"_l_ 04/08/2010 5:00 PM
LG T Time Zone
Pacific Time
- Approx. Time Remaining
;* dit : |1 Days 23:54:52
all dates are mm/dd/yyyy
otice
ic
nform: | ﬁ e i F
Organization Attachments Do Not Exist
Cocurmnents for Purchase Do Mot Exist
nd An

Issued For

Bevenue, Oregon Department of

955 Center Street NE

Salem, Oregon bz
97301-25E8E

Addendun # 1 Adding attachment

Opportunity Summary

This is a test procurement for pencils.

Item # |Quantity f Description Unit Price |Total Amount
Unit
i} 100, 000|Conmodity No. &E0-&0

EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

If there are attachments on the opportunity, you will want to review them before submitting a bid. Click on
the Attachments Exist link to view any attached documents.

Revised 2.10.11
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menu

.......... Pencils
[Test) =
Manual /2 Attachments - Windows Intemnet Explorer Ol x]

GON

Attachments

[Test)

@ Attachment title is reg
Attachment Titde

‘3 pttachr
organizati
Docurment

Adderndun

Opportun

This is ¢

Document Number: 150-11

rf_- Supplies Non-1T - Windows Internel Explorer

Invitation to Bid (ITB)

-10 (Wersion: 1)

uinlld if a file is attached.

ITB 150-1172-10

Mandatory B & (19,50 ke) added

[Dowmload File ITB 150-1172-10]

Item # [0 ounload File ITE 150117210

l_ ’— ’— ’_ ’_ ’_ |§_—J Local intranet

1 100, 000|Conmadity No.
EACH|Pencils, Lead;

Lengtheners; etc.

&z0-&0
Pencil Leads; Pencil

o [T
Oregon Procurement Information Network
Close ® B
Control Number: 1159571
.4
[ * 00z -

Click the file icon for each of the attach

Revised 2.10.11

ed documents to download them.
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menu

You will be given an option to open the document or save it to your computer.

Revised 2.10.11

rf_- Supplies Non-IT - Windows Inlemel Explorer =|i| x
I “V_“:‘ * hitp:#/10.253.83.12/1est_v230/open.dil/down i _lo) x|
Pencils | ——— [ — T
(Test) SIS [ hitp:#410.253.83 12test_v230/open di/downloa ] | ¢2 K | [Live Search £
Manual

File:  Edit  Migw  Favontes  Tools Help
S5 () hitp//10.253.83.12Mest_v23 0 apen difdownloadFile?... | | 0 - B -t - 7 Page v (G Tooks +
File Download E3
Do you want to open or gsave this file?
@_j Mame: ITB_150-1172-10.dac
= Type:  Microzoft 'wWord Document, 19.5KE
From: 10.253.83.12
i attachr =
Organizati Open Save
Docurment
v Always ask befare openihg this type of file
S whils files from the I nternet can be usehul, same fles can polantially
@ harm pour computer. |f you do not trust the source, do not open or
zave thiz file. What's the rigk? |
Addendun
Opportun
This is ¢
Item #
1 |2
Li-ﬂ Start downloading from site; htt) | N R l_l_ l_ l_l_ l_ |Unknown Zohe | A% -
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rf_- Supplies Non-IT - Windows Inlemel Explorer

o [ S

laalaalt8 Invitation to Bid (ITB)

................... Pencils
(Tast) Oregon Procurement Information Network

Manual {2 Attachments - Windows Intemet E xplorer Ol x]
— . B
(WP\E(_I(,)N Close ®

Attachments

[Test)

Document Number: 150-1172-10 {Wersion: 1) Control Number: 11538

@ Attachment title is required if a file is attached.

Attachment Title ITE 150-1172-10
Mandatory B (5] (19,50 ke) Added

‘3 pttachr
organizati
Docurment

Adderndun

Opportun

This is ¢

] .4
Item # w

Clase l_ ’_ ’_ ’_ ’_ ’_ |§j Local intranet | +100% -

1 100, 000|Conmodity Ho. &6Z0-&0
EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

Once you have completed downloading the documents, close the Attachments window by clicking

"Close" in the upper right corner.

Revised 2.10.11
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dows Internet Explorer

Invitation to Bid (ITB)
Pencils

[Test)

Manual or Electronic Bids Allowed

Oregon Procurement Information Network

Issued By

955 Center Street NE
Salem, Oregon

Revenue, Oregon Department of

(DCT)

7301

Contact: Delegated Buyer
Phone: 1 (999) 378-4542
Fax:

Email:

Opportunity #
150-1172-10

Addendum # 1

Original Publish Date & Time
04/0C5/Z010 4:2& M
Publish Date & Time
04062010 4:57 PM
Closing Date & Time

04/08/2010 5:00 PM
Time Zone
Pacific Time
Approx. Time Remaining
Il Days 23:54:39

all dates are mm/dd/yyyy

N §
organization achments Do Mot Exist
Cocurmnents for Purchase Do Mot Exist

Issued For

955 Center Street NE
Salem, Oregon
97301-25E8E

Bevenue, Oregon Department of

Addendun # 1 Adding attachment

Opportunity Summary

This is a test procurement for pencils.

EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

Item # |Quantity f Description Unit Price |Total Amount
Unit
i} 100, 000|Conmodity No. &E0-&0

Once you have fully read and understand the attachments, you can submit a bid. To begin, click on

"Respond Online" in the menu bar.

Revised 2.10.11
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menu

rf_- Supplies Non-1T - Windows Internel Explorer

o [ S

Invitation to Bid (ITB)

Pencils
[Test)

Manual /2 http://10.253.83.12/test_+230/open_dil/checkSupplietAccess?sessionlD=2744919% disld=1159871_ _ [M[=] B3

‘3 pttachr

organizati
Docurment

Adderndun

Opportun

This is ¢

Oregon Procurement Information Network
(WP\EG(:)N Close ®

Supplier Response Document Search

[Test)
Create Supplier Response Document @

To create a Supplier Response click on the Create button,

(® Existing Supplier Response Document(s)

Lagend

Item #

Dane l_l_l_l_’_|_|§j Lacal intranet | o0z -

.~
Z

100,000|Conmadity No. &E0-&0
EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

ORPIN will display any electronic bids that you have previously made against this opportunity. To

create a new electronic bid, click Create.

Revised 2.10.11
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menu

rf_- Supplies Non-1T - Windows Internel Explorer

o [ S

Invitation to Bid (ITB)

Pencils
[Test)

Manual /2 Agreement - Windows Internet Explorer _[Ofx]
B

Oregon Procurement Information Network
()REG()N Close @

Agreement

[Test)

offeror Acknowledgement

At time of issuance of the bid response and by entering the eBid keyword, the Offeror acknowledges,
attests and certifies individually and on behalf of the Bidder that:

(1) He/she is a duly authorized representative of the Bidder, has been authorized by Bidder to make
all representations, attestations, and certifications contained in this Bid and all Addenda, if any,
issued, and to execute this Bid on behalf of Bidder;

{2} Bidder, acting through its authorized representatives, has read and understands all Bid
instructions, Specifications, and terms and conditions contained in this Bid document {including all
listed attachments and Addenda, if any, issued);

<

‘3 pttachr

Crganizati|| (3) Bidder certifies that this Bid has been arrived at independently and has been subritted without

Docurmentl] any collusion designed to limit independent bidding or cornpetition;
(4) Bidder is bound by and shall comply with all requirermnents, Specifications, and terms and
conditions contained in this Bid docurment {including all listed attachments and Addenda, if any,
issued)y;
(5) Bidder shall furnish the designated Goods andfor Service(s) in accordance with the Bid
Specifications and requirements, and shall comply in all respects with the terms of any resulting
Contract or Agreement upan award; and
(a) All affirmations contained in this response are true and correct,
(:I Agree) (I Disagree:)

Addendun

Opportun

This is ¢

Item # 5. |— ’_ |_|§_-J Local intranet |"‘.‘"; 100% ~ i
i} 100, 000|Conmodity No. &E0-&0

EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

| »

The Offeror Acknowledgement will display Terms and Conditions.

Revised 2.10.11
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rf_- Supplies Non-1T - Windows Internel Explorer

o [ S

laalaalt8 Invitation to Bid (ITB)

Pencils
(Tast) Oregon Procurement Information Network

Manual
B OREGC . B
()RE(_I()N Close @

Agreement

[Test)

offeror Acknowledgement

At time of issuance of the bid response and by entering the eBid keyword, the Offeror acknowledges,
attests and certifies individually and on behalf of the Bidder that:

(1) He/she is a duly authorized representative of the Bidder, has been authorized by Bidder to make
all representations, attestations, and certifications contained in this Bid and all Addenda, if any,
issued, and to execute this Bid on behalf of Bidder;

{2} Bidder, acting through its authorized representatives, has read and understands all Bid
instructions, Specifications, and terms and conditions contained in this Bid document {including all
listed attachments and Addenda, if any, issued);

‘3 pttachr
Organizati| (3) Bidder certifies
Docurment| any collusion desi
(4) Bidder is bou
conditions contay

t this Bid has been arrived at independently and has been subrmitted without
d to limit independent bidding or cormpetition;

by and shall comply with all requirements, Specifications, and terms and

d in this Bid docurment {including all listed attachments and Addenda, if any,

issued)y;

(5) Bidder sl furnish the designated Goods andfor Service(s) in accordance with the Bid
Specificati and requirements, and shall comply in all respects with the terms of any resulting
Contract g#fAgreement upan award; and

(e} all

(:I Agree) (I Disagree:)

mations contained in this response are true and correct,

Adderndun

Opportun

This is ¢

| &
Dane Lacal intranet o -

Item # : 3 w

1 100, 000|Conmodity Ho. &6Z0-&0
EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.

| »

Agree to the Terms and Conditions to proceed.

Revised 2.10.11
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rf_- Supplies Non-1T - Windows Internel Explorer =|i| x
-
laalaalt8 Invitation to Bid (ITB)
......... B Pencils s
(Test) Oregon Procurement Information Network
Manual /2 Create Document - Windows Internet Explorer O] x|
EGC)N Close (®) B
Create Document
[Test)
Document Created
Document Number: 1159873
Control Number: 1159873
o P The initial docurmnent has been created, To continue setting up the docurment click an 'Wi
organizati
Docurment
Top
Addendun
Opportun
This is ¢
] .4
Ttem # |[hone ’_l_l_l_’_|§j Lacal intranet |"‘.‘I‘Q1DD°/; T 4
i} 100, 000|Conmodity No. &E0-&0
EACH|Pencils, Lead; Pencil Leads; Pencil
Lengtheners; etc.
|-

The Create Document page appears. Click the Continue button to enter the Document Wizard and

complete your e-bid.
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Slide 21 - ORPIN Version 2.30

¢~ Supplies Nor-IT - Windows Internel Exploret I = |
=l
Il‘le /2 Document Number - Windows Internet Explorer
OREGON
1. Document Number
[Test)
Document Number: 1159573 Control Number: 1159573
s ARG & ( Save ) C MNext ) (__ Finish )
2. supplieraddress | Document Number
3. Supplier Contact
4! ‘Dodiment @ The docurnent number is the reference nurber for the docurnent/formm.
Information 2
5. Mare Information Document Number: *Il].1598'?3
&, Enter Item Info
7. Enter Prices * jndicates a required fisld Q Top
g2, Attachrments :
9. Supplier Cormments
10. Input Clauses
2
o | | | | | [SJLlocalintanet [R100% - 4
| | [ | | | =

You are now in the ORPIN Document Wizard. It will guide you through the steps of creating an electonic
bid (e-bid). The menu at the left displays each of the steps that you will go through. To move from step to
step, use the directional buttons at the top of the screen. A word of caution- each of the directional buttons
will automatically save your work EXCEPT for Skip. If you use the Skip button to move to the next step,
your work on the current step will not be saved.
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1. Document Number

[Test)

Document Number: 1159573

Control Number: 1159573

Back Csave ) Nest D) (_Finish )

2. supplieraddress | Document Number
3. Supplier Contact :

1. Document Number

4, Document @ The docurnent nurnber is the reference number for the docurmentform,
Information :
5. More Information Document Number:  *[ coons
&, Enter Iterm Info
7. Enter Prices * jndicates a required fisld ﬁ Top
g, Attachmentz

9. Supplier Cormments

10. Input Clauses

l_ l_ l_ l_ = l_ [8-J Local intranet [ =m0z - 4
| | I | [ |

The document number for your e-bid will generate automatically. Click Next to continue.
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OREGON

2. Supplier Address

[Test)

Il‘le /2 Supplier Address - Windows Internet Explorer

Document Number: 1159573

1. Document Murmber
2. Supplier Address
3. Supplier Contact

4, Document
Information

More Information
Enter Itern Info
Enter Prices
Attachrnents

9. Supplier Cormments

10. Input Clauses

rf_- Supplies Non-IT - Windows Inlemel Explorer

15| x]

Control Number: 1159573

@ Please enter the appropriate inforrmation into the fields,

Supplier Address

& Use Supplier Address L&

Mame:

Addrass 1:
Address 2:
Address 3:
Address 4:

; City:

i state:

Country:

My Company

*
|122 Main sereee

* Select City

I Salem

or Enter City

* Seleck State

| Oregon

=

* IUnit-ed States

=l

[#100z -

| »

S|

ll_l_l_l_

= l_ [8-J Local intranet
|

.|

Your address will automatically populate based on your login. However you may edit this if you like.
When you are ready to continue, click Next.
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el /7 Supplier Contact - Windows Internet Explorer
mel pp p

......... ~| OREGON

3. Supplier Contact

[Test)

Document Number: 1159573 Control Number: 1159573

1. Document Murmber H
2, Supplier Address Supplier Contact
2. Supplier Contact :

4, Document @ Please enter the appropriate informmation into the fields,
Information :

Mare Information Select contact

i select:

5

&, Enter Iterm Info
7. Enter Prices

2

i Contact Information
. Attachments :

9. Supplier Cormments FifsENAE: IJohn
10. Input Clauses Last Name: *IDoe
Title: I
Country Code Area Code Humber Extn oo

Phone: e WEED *[sss-1212 [

o | |

Email: Ijohndoe@email.test

* indicates a required field ﬁ Top

|

l_ l_ l_ l_ = l_ [8-J Local intranet | ® 100z -
| | [ | [ | &l

Your contact information will also populate automatically based on your login. Again, you may edit this if you
like. When you are ready to continue, click Next.
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4. Document Information

[Test)

Document Number: 1159573 Control Number: 1159573

1. Document Murmber

2. supplieraddress  : Document Information
3. Supplier Contact i

4, Document Pacument.dats |U4f'05f‘2010 @ m

Information £
5. Mare Inforrmation DocumentTite IPEnCilS m
&, Enter Iterm Info Recident Biddas * o i i
7. Enter Prices
g, Attachmentz
9, Supplier Comrents * jndicates a required fisld ﬁ Top
10. Input Clauses #* indicates that one of the fields in th =t iz required,

|

l_ l_ l_ l_ = l_ [8-J Local intranet | ® 100z -
| |

.|

The document date and title will appear automatically. However, you will need to indicate whether or not you
are a Resident Bidder in Oregon by highlighting the appropriate radio button before continuing.
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meis Document Information - Windows Internet Explorer

OREGON

4. Document Information

[Test)

Document Number: 1159573

Control Number: 1159573

1. Document Murmber

( Skip ) ( Back :) ( Save ) ( Next ) (: Finish )

2. supplieraddress  : Document Information
3. Supplier Contact i

4, Document Pacument.dats |U4f'05f‘2010 & m

Information

Document Tite

5. More Information IPenc:i.ls m

&, Enter Iterm Info Recident Biddas L U

7. Enter Prices

g, Attachmentz H

9, Supplier Comrents * jndicates a required fisld Q Top
10. Input Clauses *#* indicates that one of the fields in this set is required.

l_ l_ l_ l_ l_ l_ |§»J Local intranet | +100% - o
| | [ | I |

Click Next to proceed to the next step.
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Il‘le /2 More Information - Windows Internet Explorer
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15| x]

| »

5. More Information

[Test)

Document Number: 1159573 Control Number: 1159573

i ( Skip ) C Back :) ( Save ) ( Next ) (: Finish )

More Information

1. Document Murmber
2, Supplier Address

3. Supplier Contact

Delivery Requirements
4, Document i INone m

Information

Payment Termis

|Wer 30 =] m

5. More Information
&, Enter Iterm Info Payment Comments I
7. Enter Prices
2, attachrnents FOE | tHot Applicable) =] m
9. Supplier Cormments 2
Delivery Comments l
10. Input Clauses
* jndicates a required fisld ﬁ Top |

i ** indicates that one of the fields in this set is required,

| |
l_ l_ |§-J Lacal intranet | H00E - g
|

ll_l_l_l_

Enter Delivery Comments if desired, and then click Next.
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,-r_‘ Enter ltem Info - Windows Intemet Explorer

OREGON

6. Enter Item Info

[Test)

Document Number: 1159573

1, Document Mumber z
2, Supplier Address @ Item
3. Supplier Contact

4, Document

Infarrmation Original item

More Information Item Code Quantity
620-50 100000

Enter Item Info Description

Pencils, Lead; Pencil Leads; Pencil Le ers) etc,

Enter Prices

Attachrnents

g5 @R 20y

Bid Item

Supplier Comrents gid % Mo Bid

10. Input Clauses
Item Mumber
T

Quantity uom
il E&CH

Unit Price
i)

Descripton

Go to Ttem #: | (o)

S|

|
ll_l_l_l_

= l_ [8-J Local intranet | ® 100z -
|

.|

You are now in the Enter Item Info page. Here, you can select the items you want to bid on, and enter your

prices for each. To bid on an item, set the radio button to Bid.

Revised 2.10.11



Slide 29 - ORPIN Version 2.30

rf_- Supplies Non-IT - Windows Inlemel Explorer
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meis Enter Item Info - Windows Internet Explorer

OREGON

6. Enter Item Info

[Test)

Document Number: 1159573

Control Number: 1159573

1. Document Murmber

2, Supplier Address @ Item
3. Supplier Contact

4, Document
Infarrmation i Original item
H Item Code Quantity uom
620-60 iooooo EACH

More Information

Enter Item Info

Descripbon
Pencils, Lead; Pencil Leads; Pencil Lengtheners; ete,

Enter Prices

Attachrnents

9. Supplier Cormments Bid Item ; G‘_ d Mo Bid

10. Input Clauses
Item Mumber

1
Quantity uom
100000 EACH

Unit Price

Descripton

( Skip ) ( Back :) ( Save ) ( Next ) (: Finish )

Go to Ttem #: | (o)

|
ll_l_l_l_

l_ l_ |§-J Lacal intranet | H00E - g
|

| »

After selecting Bid, enter the Unit Price.
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=% s - Wi
meis Enter Item Info - Windows Internet Explorer

OREGON

| »

6. Enter Item Info

[Test)

Document Number: 1159573 Control Number: 1159573

1. Document Murmber

2, Supplier Address

Go to Ttem #: | (o)
3. Supplier Contact
4, Document

Infarrmation i Original item

More Inforrmation Item Code Quantity uomM

= 620-60 iooooo EACH

&, Enter Item Info Deseription

O T T Pencils, Lead; Pencil Leads; Pencil Lengtheners; ete,

S - B T S S S
9. Supplier Cormments Bid Item * gid T MNoBid

10. Input Clauses
Item Mumber
T
Quantity uom
100000 EACH
Unit Price
1.10

Descripton

| =

S|

|
l_ l_ l_ l_ = l_ [8-J Local intranet | ® 100z - -
| | | b

If desired, you can enter a description in the text box under the price. When you are ready to proceed, click
Next.
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S Enter Prices - Windows Intemet Explorer

OREGON

7. Enter Prices

[Test)
Document Number: 1159873

1. Document Murmber

Supplier Address

Enter Prices

2
3. Supplier Contact
4

Documant @ Cancelled and Base Price iterns cannet be edited,

Information
5. Mare Information
&. Enter Item Info Ttan o Desean TR
7. Enter Prices iq

Pencils, Lead; Pencil Leads; Pencil Lengtheners; ete,

8, aAttachments

9. Supplier Comments
i ¥ jndicates a required fiald

10, Input Clauses

Control Number: 1159373

( Next ) ( Finish )
(Refresh )

Oty Uom Price

100000 EACH
£ Top

’_ ’_ ’_ [&.J Local intranet

ll_l_l_

Verify the prices that you entered for each item. If you would like to change a unit price, do so now.

When you are ready to proceed, click Next.
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/2 Attachments - Windows Internet Explorer

OREGON

8. Attachments

[Test)

Document Number: 1159873 Control Number: 1159373

i ( Skip ) C Back ) ( Next ) ( Finish )
1. Document Murmber d
Respons :
online 2. Supplier Addres= Attachments
3. Supplier Contact :
4, Docurment ! The maximum total file upload size p mitis 18.59 MB
Information 2 il
Attachment Tide File | Ea el |
5. Mare Information :
&. Enter Item Info AttachmentTitle I File | Browsze.., |
7. Enter Pri =
IRIEEEES i Attachment Title I File | |
3. Attachments :
9. Supplier Comments Attachment Titde | File | Browse... |
10, Input Clauses .
i Attachment Tite I File | e |
Attachment Tite I File | e | |
* indicates a required fiald ﬁ Top

** indicates that one of the fields in this set is reguired,

[ | I I | [&JLocalintanst [Hi00%2 - 4
I

The Attachments page will open. You now have the option to attach additional documentation. If you
would like to attach a document, enter a title for your attachment. Then click the Browse button.
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OREGON

8. Attachments

[Test)
Document Number: 11597232 Cooprol Number: 1159373

e hoose file E1E3
: Lookin (& Deskion [ ek B2~

D by Documents

'f by Computer

J My Metwaork Places

s Adobe Acrobat 8 Professional

@) Camtasia Studio 2 | |
B 045 Mainframe |
D Logitech Mouse and Kepboard Settings Browse... |
rd Windows Media Plaer ] Browse... |
g untitled_demo.cp B Brawse... |

ol untitled_training. cp
Bromse... |

] Browse... | -

1. Document Murmber

2. Supplier Addres=
3. Supplier Contact
4

Diocument
Information

5. Mare Information
&. Enter Item Info

7. Enter Prices

8. Attachments

9. Supplier Comments

10, Input Clauses

Fil= name: I j Open Ed Top
Files of type: | Files =l Cancel |
7

-

[ | I I | [&JLocalintanst [Hi00%2 - 4 _]Z
| | | I | I =

Browse the files on your computer to locate the document that you would like to attach, and double click on
it.
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OREGON

8. Attachments

[Test)

Document Number: 1159573 Control Number: 1159573

i ( Skip ) C Back :) ( Save ) ( Next ) (: Finish )
Attachments

1. Document Murmber
2, Supplier Address
3. Supplier Contact

4, Document
Information

The maximum total file upload size per Submit is 18.59 MB
Attachment Tite l File

Attachment Titde l File | Browse... |
Attachment Tite I File | Browse... |
Attachment Tile l File | Browse... |
Attachment Tite I File I Erowse.. |
Attachment Tite I File | Browse... | o

More Information

Enter Itern Info

Enter Prices

Attachments

9. Supplier Cormments

10. Input Clauses

* indicates a required field ﬁ Top

*#* jndicates that one of the fields in this set iz requirad,

l_ l_ l_ l_ = l_ [8-J Local intranet [ =m0z - 4
| | I | [ |

When you are finished with the Attachments page, click on Next to proceed.
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/2 Supplier Comments - Windows Internet Explorer

OREGON

9. Supplier Comments

[Test)

Document Number: 1159573 Control Number: 1159573

1. Document Murmber

2. supplieraddress | Supplier Comments
3. Supplier Contact
4, Document d

Information
More Information
Enter Itern Info
Enter Prices

Attachrnents

g5 @R 20y

Supplier Comments

10. Input Clauses

(spell Chack )
¥ indicates a required fisld ﬁ Top
=
%

l_ l_ l_ l_ = l_ [8-J Local intranet | ® 100z -
| | [ | [ | &l
|

The Supplier Comments page allows you to enter any additional comments that you would like to pass on
to the agency. When you are done entering comments, click Finish.
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/2 Bid Responze - Supplies Non-IT - Windo

Pencils
[Test)

wse Internet Explorer

Supplier Response

Oregon Procurement Information Network

Issued By

Rewenue,
9EE Center Street NE
Salem, Oregon

97301

Oregon Department of

Response #

1159873

Opportunity #

150-1172-10

Revision # 1

Contact: Delegated Buyer (DCT) Closing Date & Time
Phone: 1 (393) 373-464z 04/08/2010 5:00 PM
Fax: Time Zone
Email: Pacific Time

Approx. Time Remaining

All dates are mm/dddyyyy

attachments Do Mot Exist

Supplier Address

Receiving Address

My Company Rewerme, Oregon Department

122 Main Street of

Salem, Oregon QEE Center Strect HNE

27301 Salen, Oregon
F7301-2555

Resident Bidder: [ Ha

FID:

Contact: John Doe

Phone: 1 {9959 BEE-1212

Fax:

Email: johndoelenail test

Date Issued

Your current electronic bid
document is in draft form and

has not been submitted. In
order to submit your official
e-Bid, you must click on the
«<Issue Bid Response> option

located on the left hand
menu.

Suppliers Comment:

Type any comment ¥ou want the agency representative to receive.

i

,— ,— ,— ,_ l_ l_ |§.J Local intranet

[®imz - ¢

Your e-bid draft is now ready. Review the page, and then click Complete Step in the menu bar to submit it.
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&l %]
i ] =
Review/Approve
[Test)
Document Number: 1159873 Control Number: 1159573
@ Review/approve allows the user to submit their Supplier Response. Click the "submit/Return”
button to submit the document. If a new eBid Keyword is needed, please click the "Go" button.
Current Step: Issue
eBid Keyword @ *l
@ Generate Mew eBid Keywaord
* Indicates a required field =
:l |
|Dc|ne ’_ l_l_l_l_ |\-J Local intranet | A0 - o |
Type any comment ¥ou want the agency representative to receive. !
e s = }
!iavas’cript:openWindc-w['s'howDacument&ppmval?sessiunlD=2?449'I 9&disld='|1598?3&menuName=Completel_l_l_l_l_’_hj Local intranst | 00z - o LI

ORPIN will ask for your e-bid keyword. The e-bid keyword is a special password used just for electronic
bidding. This is different from your login password. You should have received a temporary e-bid keyword
from ORPIN when you activated electronic bidding on the account.

(NOTE: If you do not have an e-bid keyword, close your draft e-bid document and follow the steps on Slides
3 & 4 of this document. When you have your e-bid keyword ready, click on My Documents and go to Draft
to get back into your draft eBid.)
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pplies Non-IT - Windows Intemet Explorer

=18] x|

_.EI

Review/Approve

[Test)

Document Number: 1159873 Control Number: 1159573

@ Review/approve allows the user to submit their gupplier Response. Click the "submit/Return”
button to submit the document. If a new eBj word is needed, please click the "Go" button.

Current Step: Issue

eBid Keyword @ *

* Indicates a required field

=

l_l_l_l_l_l_ |\J Local intranet | A 100E - o

Type any comment ¥ou want the agency representative to receive.

| v

,— ,— ,— ,_ l_ l_ |§.J Local intranet

+H 100% -

S E

Type in your e-bid keyword and click Submit to complete the e-bid process.
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= Print this page : Print Offer Rezponze
Supplier Response ®
........... Rece' pt :
[Test)
This is confirmation that the inforrmation yvou have subritted has been
electronically received or entered into the ORPIN system,
Naintain . )
Cpportunity Motice no, 150-1172-10 (1)
Actions Issued by Revenus, Oregon Departrnent of
Closing Date: 04/08/2010 5:00 PM
Supplier Mame: My Company
Supplier Response no, 1159673
Received Date: 04/06/2010 5:07:01 PM
Confirmation no, 150-1174-10
& copy of this receipt sent to; johndoe@email test B
If you have any questions with respect to the opportunity, please cantact
Delegated Buyer (DCT) (Phil (999) 378-4642),
(OPEM_v230_Test.pda Test)
:I |
|Dc|na ’_ ’_ l_ |‘J Local intranet | A0 - o |
Type any comment ¥ou want the agency representative to receive. !
e s = }
[ [ [J Local intranet [®omz - [

You will receive a Supplier Response Receipt, acknowledging the time and date that you successfully
submitted your e-bid. You may print the Response Receipt if desired, or choose to print the entire bid as well.
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For additional support on using the ORPIN system, please contact the ORPIN Help Desk at 503-3784642, or
send an email to info.orpin@state.or.us. If you have a question regarding a specific opportunity posted on
ORPIN, please contact the representative listed at the posting agency.
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