G

The South Carolina Enterprise Information System

STEPS FOR VENDORS TO TAKE TO RECEIVE E-MAIL NOTIFICATIONS
FOR AMENDMENTS TO AN RFx

In order for the SCEIS system to notify you of any updates to a published RFx via an e-mail
message, you MUST be a registered vendor with a valid SCEIS User ID (all vendor User IDs will be
prefixed with a “VN.”, e.g. VN.MyCompany) and select the options to Register and Participate on
each published RFX.

PROCESS

All vendors register for specific commodity codes during the vendor registration process to indicate
the products/services that they have the ability to provide. When creating an RFx, buyers will enter
the commodity code applicable to the product/service being sought. Buyers may also add vendors
to the RFx based on a recommended vendor list. When a buyer initially publishes an RFx, the SCEIS
system will automatically send out e-mail notifications with a hyperlink pertaining to the RFx to all
vendors who registered with the specific commodity code /service that the buyer used in creating
the RFx and any vendors added to the RFx. This is the ONLY e-mail notification that is automatically
generated on the initial publication of the RFx and it is based on the commodity/service used. NOTE:
If there is not an exact match between the code selected by the vendor during the registration
process and the code used by the buyer when creating the RFx, then an automatic e-mail will not be
sent (even if the vendor has provided the same product/service to the State in the past).

When the buyer issues an amendment to the RFx, the buyer may elect to send an e-mail notification
of the amendment. The SCEIS system will send the e-mail only to those vendors who have selected
to Register and Participate for that specific RFx and any vendors who were added initially to the RFx
by the buyer. By selecting Register & Participate, vendors are adding themselves to the
recommended vendor list attached to the RFx.

The steps for a vendor to add themselves to the recommended vendor list for a specific solicitation
are: A) log into SCEIS, B) locate and select the specific RFx, C) select Register and Participate D) select
Close. This will add the vendor to the RFxs bidders list. When the buyer issues an Amendment through
SCEIS and elects to send an e-mail, the vendor’s name will be on the list to be notified about the
Amendment. The process which will ensure you are registered for any e-mail notifications on a
specific RFx is detailed in steps that follow.
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1) Go to http://procurement.sc.gov/PS/PS-index.phtm and click the link for Submitting
Offers:

%FAA PROCUREMENT SERVICES ]
State Fiscal Accountability Autharity @

Home Page

Disaster Information @

1§

(o N

\S @//
e
7
Pete )
e

3

Iran Divestment Act o MO Pt L e
Job Opportunities . | Agency Users Vendors/Contractors Political Subdivisions
Mewest Content ! | = Statewide Contracts = Doing Business with Government = Using Statewide Contracts
| i | = Submit Requisition = School Districts
SCBO Newsletter " | m Construction n Cities, Counties, etc.
Statewide Contracts ' | m Resources & Forms = Resources
i Vendor / Contractor Data A
Mew Vendor Info Pt ) ) -
| = Audits = Protest & Dispute Decisions
About Us i | = Green Purchasing = Construction
Comment Form 5 = Resources
Disclaimer .
: - . -
Contact Us G
Procurement Services E F A
1201 Main St. , Suite 600 | g\ g o . 2
E:Boégr]n???i_%guzugzm ' | General Information Training Opportunities Legal
FAX:(803) 737-0639 ! | = SCBusiness Opportunities = Training Program = Procurement Law
— 1 | = Procurement Policy » Courses & Registration = Standard Clauses & Provisions
msﬁsag'}_‘gwf:‘:'- 5 ¢ | = Public Meeting Notices = Training Materials = General Information - Legal
' | = Transparency = |T Procurement Training = Administrative & Judicial Decisions
(State Agency fraud only) ¢ | = Procurement Offices & Officers s Presentations = Research Resources
¢ | = State Holidays s Purchase Procurement Code
1-855-SCFRALD ! | = Reference Room Books
or i | = Related Links
1-855-723-7283 ;

South Carolina
State Fiscal Accountability Authority
SCG V Procurement Services
W kerpeieh 1201 Main Street, Suite 600 - Columbia, 5C 29201
Updated: 01.18.2012 | Site Comments?

Page 2 of 8


http://procurement.sc.gov/PS/PS-index.phtm

2) Click the link for Electronic Bid Submission:

%FA A PROCUREMENT SERVICES ]

Slate Fiscal Accountability Autharity

Home Page
Disaster Information @
Iran Divestment Act
Job Opportunities
MNewest Content
SCBO MNewsletter
Statewide Contracts
Mew Vendor Info
About Us

Comment Form
Disclaimer

Contact Us

Procurement Services
1201 Main St. , Suite 600
Columbia, 5C 29201
(803) 737-0600
FAX:(803) 737-0639

INSPECTOR GENERAL'S
FRAUD HOTLINE

(State Agency fraud only)

1-855-5CFRAUD

or
1-855-723-7283

Vendors/Contractors - Submitting Offers

Before you can submit a bid or proposal through South Carolina Enterprise Information System
(SCEIS), you must be registered as a vendor. If you have not done so, please go here.

For assistance with registration or submission of your bid or proposal, please reference the
SCEIS Wendor Guides listed below. For SCEIS technical assistance, call the SCEIS Help Desk at
(803) 896-0001. If there are questions concerning the solicitation, contact the procurement
officer directly.

Notice

To submit bids vendors must use Internet Explorer 8, @ or 10, which is compatible with SAP. Other browsers
such as Internet Explorer 11, Google Chrome, or Mozilla Firefox will not function properly and may prohibit
bid submissions.

It will be the responsibility of each bidder to ensure that their response was submitted properly. The
Response Status must indicate "Submitted'. If the response is in a 'HELD' or 'SAVED' status, you MUST go
back in the system and submit the response before it can be "ACCEPTED' by the State.

Bidders are encouraged to review the 'Simulation for Bid Creation' below before trying to submit their
response.

Electronic bid submission (SRM Login) I

Submitting Confidential Data

South Carolina Enterprise Information System (SCEIS) Vendor Guides

L=
% | PDF File - Vendor Registration Guide

FOF

L=
" | PDF File - Deleting Response to Solicitation Guide

[T

| HTML File - Simulation for Bid Creation

J'| HTML File - Simulation for Changing a Bid

3) Insert your User ID(VN.XXXXXXXX), Password and select Log On: (User name and
Password received upon registering your company in the SCEIS system.)

SRM - Vendor Portal

SGEIS South Carolina
Enterprise Information System

User * |

Password *

S

Page 3 of 8



4) Select RFx and Auctions:

History Favorites Personslize \iew Help

(g

RFx and Auctions

D RFxand Aucfions = Oveniew = RFyand Auctions

Active Queries
eRFxs All{0} Published (0) Ended (0)
eRFxs - All

Event Numer. < I:l

4
oL d

Event Status:

Creation Date:

Deadline Date Flag

s [ -]
Response Timeframe: I:I
smathomeer. [ ]

‘ View: [Standard Vien] | | | Refresn
Ty Event Number Event Description Event Type Event Status Start Date

End Date

Response Number

Response Status

Event Version

Response Version

Search Qv | Logoff

\Welcome: SAM HANVEY

Full Screen || Opfions v

Change Query Define New Query Personalize

¥ &

QBA | Start Time End fime

Last Refresh 08/19/2015 15:47:18 EST Refresh ]

5) Insert the RFx number in the Event Number field or use any other options available.

Then click on Apply button OR use the scroll bar to the right to scroll thru all of the RFxs

to find the specific RFx:

History Favorites Personslize View Hielp
T"' '
Home RFxand Auctions

Overview  Service Map

Active Queries.

eRFxs All{161) Published (0) Ended (0)

el

I Hide Quick Cifteria Maintenance
Eventumber @[ |
Bensans [ 7]
Crsionoae O @

DeadineDateFlag | v

saws [ ]
esponse Timeframe: [ ¥

5400010728

5400010720

5400010711

[TTTTTTT]

RWHEES 12/22/2015 13:50

15 Needle 1 Head Embroidery Machine

FURNISH & INSTALL 4 TRUCK BODIES
FURNISH & DELIVER 3 PULL-TYPE FIRE FLOWS
LIGHTS AND CURTAINS FOR GSAH

LIQUID POUCH FILLING EQUIPMENT

R&D GlulHgb Tri-Level Controls

SEM/EDS GSR

View: [[Stendard View] ] | | Displa Display | Refresh
| Eventhumber | Event Description Event Type
] 5400010740 Comparison Mitrostope Bid Invitation For Bid
|| seoomoras Portababie Pipe Gamera for Greenvile Co Request for Quote

Request for Propasel
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitation For Bid

Export 4
Event Status
Published
Published
Published
Published
Published
Fublished
Published
Published
Published
Published

StaiDste | EndDate

01152016
0112812016
011312016
010512016
0112812018
011812016
011812016
011212016
020212016
011112016
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Response Number

Response Staius.
No Bid Created
No Bid Created
Wo Bid Created
Wo Bid Created
Wo Bid Created
Ho Bid Created
Ho Bid Created
Ho Bid Created
Ho Bid Created
No Bid Created

Search Q.+ | Logoff

Welcome: SAM HANVEY

Full Sereen || Gptions +

Change Query Define Mew Query Personsize

el P
Event Version Response Version Q8A | StartTime | Endtimell [4]
1 0| 00:00:00 ool 2
1 0| 00:00:00 143000
1 0| 00:00:00 00:00:00
1 0| 00:00:00 10:00:00
1 0| 00:00:00 10:00:00
1 0| 00:00:00 08:30.00
2 0| 00:00:00 15:00:00
1 0| 00:00:00 10:00:00
1 0| 00:00:00 143000
1 0| 00:00:00 100000 3]

Last Refresh 01/04/2016 15:24:11 EST Refresh ]



Once the specific RFx number is located, click on the RFx Event Number link to open:

sand Seanh B
[SAR 2 .

4Back Forwerd s History Favorites Personalize View Help Welcome: SAM HANVEY

Full Sereen || Options ~

Active Queries
eRFxs AI(1ET) Published (0) Ended (0
oRFxs - All

Change Query Define New Query Personalize

Response Timelrame: [ ~]
smerthomeer. [ ]

w:w\ Create Res; nse | PrintPreview | Refresh Exports v &
umber Event Dest: Event Type Event Status Start Date End Date Response Number Response Status Event Version Response Version Q&A | Start Time Endtime  [a]
Comparison Microscope Bid Invitation For Bid Published 0141512016 No Bid Created 1 0 | D0:00:00 10:00:00 =
Portabable Pipe Camera for Greenville Co Request for Quote Published 0172812016 Ne Bid Created 1 0 | D0:00:00 14:30:00
15 Needle 1 Head Embroidery Machine Invital "or Bid Published 0140512016 No Bid Created 1 0 | DD:00:00 10:00:00
LIGHTS AND CURTAINS FOR GSAH Published 01192016 2 0 | D0:00:00 15:00:00
SEM/EDS GSR It Published 011172016 Ne Bid Created 1 0 | D0:00:00 10:00:00

6) This will open the Display RFx screen. Select Register:
Display RFx:
Fitee] [ (o] e 0

RFcNumber SOX00TEE St Number FURMERGINGTALL4TRUCKBCDES AP St Pulshed AP StomCale  Slmision Dt C1YZ0IE DOCIDEST  RemavingTime 240ms 162504 FeOwner DELISSAFLEMNG P Verion Number 1
R Version Type A Vesin

P nfomation e Notes and ety

RFePamets | Cheslins  MoandAfiivens  TolEsing

Tre g B 80 ey * Enie
Syt e 1] Vol e

S D * V8006 1000
Qe e 01806 1000
Enof g P

Cureey (U3D
e P O * (L0820
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7) You will receive the message: You are registered to the RFx and will be informed of

changes. Then select the Participate button.

Display RFx :
l2lE

o Not Participate | Tentative || Creste Response || Export

I You are registered fo the RFx and will be informed of changes I

RFx Number 5400010728

Smart Number FURNISH & INSTALL 4 TRUCK BODIES

RFX Status Published

RFx Version Type Active Version

RFx Start Date Submission Deadline 0172972016 10:00:00 EST

Remaining Time 24 Days 18:24:41 RFx Owner MELISSA FLEMING

RFx Version Number 1

RFX Information liems | Notes and Atiachments
RFx Parameters | Questions | Note and Atachments | Table Extensions
Time Zone: |EST SCBO Category: * [Equipment
Star Date 000000 No Avart: * [Fae
Submission Deadling: * 01282018 | 100000
Opening Date: 01282016 | |10:00:00

End of Binding Period

Currency: |USD

Award Posting Date: * | 121052016

'w Pariners and Delivery Information

Details || Add
Function
» Requester
+ Boods Recipient
» Ship-To Address

» Location

Humber

Name.

MELISSA FLEMING
MELISSA FLEMING
SCEIS Root

Foresfry Commission

Phane Number

803 836 8836

0

Fitter Settings

8) By selecting the Participate button you will receive the message: You have been
registered. You will be informed of RFX changes via e-mail. Selecting Participate
informs the buyer that you are planning to participate in the process, but doesn’t
obligate you in any way. Therefore, SCEIS recommends that you select Participate to
ensure you are included in all amendments.

Display RFx :
Print Preview \\ Close || Do Mot Participale || Tentative || Create Response || Export 94

I You have been registered. You will be informed of RFx changes via g-mail I

RFx Number 5400010723

Smart Number FURNISH & INSTALL 4 TRUCK BODIES
RFx Version Type Active Version

RFX Status Published

RFx Start Date

Submission Deadline D1/23/2018 10:00:00EST

Remaining Time 24 Days 18:19:31 RFx Owner MELISSA FLEMING

RFx Version Number 1

RFX Information ltems © Notes and Attachments
RFx Parameters | Questions | MNoteand Affachments | Table Extensions
Time Zong: | EST SCAO Category: * |Equipment
Start Date: 000000 No Award: * [False
Submission Deading: * |D1/28/2016 | 10:00:00
Opening Date: 012372016 | [10:00:00

End of Binding Period:

Cumency: |USD
Awand Posting Date: * 0200512016

'w Pariners and Delivery Information
etails || Add . | Send E-Mai
Function
» Requester
+ Goods Recipient
« Ship-To Address

= Location

Humber

MHame

MELISSA FLEMING
MELISSA FLEMING
SCEIS Root

Foresiry Commission
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9) Select Close:

Display RFx :

|

[ Close |

Do Mot Participste || Tentative || Creste Response || Export |

RFx Number 5400010725

Smart Number FURMISH & INSTALL 4 TRUCK BODIES

RFx Version Type Active “ersion

B
(Back Fowsrds History Favortes Persorsize View Help
Home. RFx and Auctions

Overview | Service Map

Active Queries
eRFxs AII(161) Published (0) Ended (0]
<RFxs -All

~ Hide Quick Criteria Maintenance

Eventhumeer @[
ventsas [ ]
Greation Date: % a]
DeadineDateFlag: [ |
B
Response Timeframe: [ ]
smathumeer [ ]

View: [Siandard Viea] | c
Event Number
£400¢

|| Display Event D

Event Description

40 Compsrison

oscope Bid
5400010738 Portabable Pipe Gamera for Greenville Co
5400010733 RWHEEB 1212212015 13:50

15 Needle 1 Head Embroidery Machine

5400010732
FURNISH & INSTALL 4 TRUCK BODIES

5400010728

5400010721 LIGHTS AND CURTAINS FOR GSAH
LIQUID POUCH FILLING EQUIPMENT
R&D GlufHgb Tri-Level Gontrols

SEM/EDS GSR

MTTTT I T

FURNISH & DELIVER 5 PULL-TYPE FIRE PLOWS

Event Type

Invitstion For Bid
Request for Quote
Request for Proposal
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitation For Bid
Invitstion For Bid
Invitation For Bid
Invitation For Bid

Refresh  Export 4

EventStatus | Start Date
Published

End Date
0111572016

Published 017282016
Published 011872016
Published 0120572016
Published 017282016
Published 0111512016
Published 011872016
Published 011272016
Published 0210272016
Published 011172016

Response Number

10) This will return you to the main screen and select Refresh:

Response Status
Mo Bid Crested
No Bid Created
No Bid Created
N Bid Created
No Bid Created
No Bid Created
No Bid Created
No Bid Created
No Bid Created
No Bid Created

Event Version

1
1
1

Search: Q- | Logeff

Welzome: SAM HANVEY

Full Screen || Options v

Chenge Query Define New Query Personslize

¥ &
Response Version QSA | StartTime | Endiime |~
0 | 00:0000 10.00:00
0 | 00:0000 14:30.00
0 | 00:0000 00:00:00
0 | 00:00:00 10:00:00
0 00:00:00 10.00:00
0 | 00:00:00 08:30.00
0 | 00:00:00 15:00:00
0 | 00:0000 10.00:00
0 | 00:0000 14:30.00

l Last Refresh 01/0412016 15:24:11 EST é

11) You have successfully registered for the specific RFx and should be notified by e-mail in

the event of any amendments to the RFx.
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CLARIFICATION

For a vendor to receive e-mail notification of the initial RFx and of all modification to the RFx is
dependent upon the vendor and the buyer having followed the standard processes. If
additional information is needed about an RFx, SCEIS suggests contacting the Procurement
Officer listed on the front page of the RFx, as they are the only person who can talk with you
about the specifics of the RFx.

NOTE:

If you are not registered in SCEIS or registered prior to November 5, 2007, you MUST go on-
line and complete the registration process at: http://procurement.sc.gov/PS/vendor/PS-
vendor-registration.phtm . Once registered, you will be able to access the SCEIS system to

register for e-mail notifications on RFxs.

During the registration process you will be asked to select specific commodities/services your
company may be able to supply. If you have registered but skipped the selection of
commodities/services, you will need to go back and update your vendor information with
these selections.
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