HLF COLORADDO Complete Pre-Qualification Questionnaire for Professional Services
% Departrent of
Transpartation Work Instruction

Purpose

Use this procedure to submit a Pre-Qualification Questionnaire for Professional Services.
Before You Get Started

e Your account on CDOT's Vendor Portal must be set up.
Helpful Hints

e System messages display at the top of the screen. Always review your system messages to
ensure that your transactions have been successful.
e Some of the error messages SAP displayed alert you that a field needs to be populated.

Once you populate that field and click the Check button ' ©&%k  the message no longer
displays.

e This document provides step-by-step instructions with screenshots. If you have trouble
finding the location of a button or a field included in a step, look for that step's number next to
one of the preceeding screenshots. That number will point to the button's or field's location on
the screen.

e To ensure that you are using the most updated version of this document, open it directly from
CDOT's website in the Business Center.

¢ When you are finished working with the RFx, click the Close button @ instead of the red

X button # in the upper right corner.
e At the end of your session, use the Log Off button ' L2a.off to log out of the your account on

the CDOT Vendor Portal. Using the X button S in the upper right corner of the screen will
close the window but your organization's account will still be open.

e CDOT’s Vendor Self-Service Portal is compatible with any version of Internet Explorer,
Google Chrome or Mozilla Firefox. If you experience compatibility issues using newer
versions of Internet Explorer, enable the compatibility/enterprise mode to be fully compatible
with this portal.

You must complete a Pre-Qualification Questionnaire yearly in order to be eligible to bid for
CDOT's Professional Services projects.
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Procedure

1. Start the transaction using the URL: http://www.coloradodot.info/

e Click the Business Center tab

e From the Quick Links panel, click any of the following links: Consultants, Highway and
Bridge Construction Bidding, Procurement and Contract Services. From any of these
webpages, click on the CDOT Supplier Self-Service Portal link.

SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado DOT for v8

COLORADO

Department of
Transportation

CDOT Supplier Portal

**|Inauthorized access of this system is strictly prohibited™*

User *

Pazswaord *

Log On

2. The fields you need to enter to log in to the CDOT Supplier Portal are displayed. The fields you
need to enter are:

Field Description

User* User name you created for your account
on CDOT's vendor portal.

Password* Password associated with your user
name.
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SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado DOT for v8

COLORADO

Department of
Transportation

CDOT Supplier Portal

***Unauthorized access of this system is strictly prohibited**

User*® vendorj

Password * sssssssss

Log On I

3. Click Log On button .

Supplier Self Service - SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado

DOT for v8

£ e
4 {—SuppherSeff-Serviee—  RFx and Auctions
Supplier Self Service | Pre-Qualification Status

= Messages 4 Start Page
Read Messages

= Administration Goods Receipt <] S3Search

Create User
Find User Advanced Search

Own Data

Company Data

Customer List | AN Sched Agreemt Releases
New (0)

In Process (0)

All Goods Receipts
Al Canceled Goods Receipts

All Return Deliveries

4. Click RFx and Auctions tap =~ RFand Auctions

These step-by-step instructions will show you how to complete the Pre-Qualification
Questionnaire for Professional Services. The first step in the process is to find the
Questionnaire.

[
: Home | Find | Help | FAQ | Log off y Aol -
Supplier Self-Services exellhndEe] ol T _w—

[
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The first time you use the Vendor Portal, you will need to click the Show Quick Criteria
Maintenance button to display the search fields. Afterwards, the search fields will display as
they did the last time you viewed the screen.

Active Queries

[ L e e i | R
| =l
| Active Queries
|
k eRFxs All(109) Published (0) Ended (0) Completed (0}
| eAuctions All(0) Published (0) Ended (0) Completed (0
| eRFxs-All
|

5 =— Show Quick Criteria Maintenance | Change Quel
1 Wiew:  [Standard View] ﬂ Create Response  Display Event Display Response  Print Preview  Refresh Exporta
| E: EventNumber Event Description Event Type Event Status Start Date  End Date Response Mumber Response Status  Event Version Response Version
|
] 38000000681  HAA RFP 170 BH RFx Published  11/12/2014 11/26/2014 No Bid Created
| 38000000580  NPS General Engineering R2 RFx Published TMNZ2014 1473002014 Mo Bid Created
iy L] e
] 3500000058  HAA RFP 14-160 BH RFx Published 121272014 No Bid Created
i 3300000030 MOl M0 RFx Published U324 No Bid Created
] 3800000023 Sak PRI Y & RFx Published 123172014 No Bid Created
By =
| 3800000022 M -~ ‘ RFx Published 1203102014 No Bid Created
i | 3800000002 e RFx Published 1213172014 No Bid Created
b 80005 - e ‘e RFx State Building Published 1213172014 No Bid Created
Ny =
| 80008 e RFx State Building  Published 1113002014 No Bid Created
i 30006 ks an RFx State Building  Published 12/31/2014 No Bid Created
: Last Refresh 11—
| [~
" >
] S — LDl
5. Tofind the Professional Services Pre-Qualification form, click Show Quick Criteria
P Show Quick Criteria Maintenance |
Maintenance button s .
@ There is only one Professional Services Questionnaire RFx each year.
Active Queries
D
Active Queries
eRFxs All(109) Published (0) Ended (0) Completed (0}
eAuctions All(0) Published (0} Ended (0] Completed (0
eRFxs - All
|  Hide Quick Criteria Maintenance Change Query
Event Number To o
Event Status: ﬂ
Creation Date: < m To m =
Deadine Date Flag: ~]
Status: ﬂ
Response Time frame: ﬂ
Smart Number: [
Event Type ﬂ
Apply | Clear
View: [Standard View] »] CreateResponse  Display Event Display Response eview  Refresh Exporta
E. Event Number Event Description Event Type Event Statuzs  Start Date  End Date Response Number Response Status Event Version Response Vern
J 3800000061  HAA RFP 170 BH RFx Published  11/12/2014 11/262014 No Bid Created
| 2800000050 NPS General Engineering R2 RFx Published 1MM22014 301172014 MNo Bid Created ﬂ
6. The fields you can use to search for the Pre-Qualification Questionnaire are displayed. The most
commonly used fields for a search are:
Field Description
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Event Number: Number assigned to the Solicitation
(RFx) or Pre-Qualification Document.
Event Type: Category for the Solicitation (RFx) or Pre-

Qualification Document.

Active Queries

Active Queries N
eRFxs - All
[+ Hide Quick Criteria Maintenance Change Query
Event Number: To =
Event Status: ﬂ
Creation Date: < m To M &
Deadine Date Flag- =]
Status. LI
Response Timeframe: ﬂ
Smart Number- [~
7 Event Type |
Apply | Clear
View: [Standard View] LI Create Response  Display Event Display Response Refresh Export s
B* EventNumber Event Description Event Type Event Status StartDate  End Date Response Mumber Response Status Event Version Response Ver
J 3800000061 HAA RFP 170 BH RFx Published MN22014 11262014 No Bid Created
| 3800000060 NP5 General Engineering R2 RFx Published TMN22014 301172014 No Bid Created ﬂ

7.  Once you've completed the search field, click the Apply button _Apply | The system displays the
results.

Active Queries

Active Queries
eRFxs Al (109) Published (0) Ended (0) Comp (
eAuctions Al (0] Published (0) Ended(0) Completed (0}

eRFxs - All
Change Query

[+ Hide Quick Criteria Maintenance

Event Number: ¥ To &
Event Status: ﬂ
Creation Date: < m To T &

Deadine Date Flag: Ad
Status. LI

Response Timeframe: ﬂ

Smart Number:
Event Type ﬂ

Apply | _Clear|

View: [Standard View] ;I Create Response  Display Event Display Response  Print Preview Refresh Export s
Event Type Event Status Start Date End Date Response Mumber Response Status Event Version Response Version
No Bid Created

EX Event Mumber Event Description

8 —|— 30026 Professional Serv Prequal FY 15 Pre Qual PS Tech  Published 120312015
k|

| I

<

8. 7o highlight your selection, click the Gray button|_ next to the document you want to display.
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Display RFx :

Display RFx :
9 —PrintPreviewr—4|—¢lese} Reoister | Questions and Answers (0 ) | Export | .
RFx Number 30026 Smart Number Professional Serv Prequal FY 15 RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST
Remaining Time 403 Days 12:33:38% RFx Owner CDOT Buyer RFx Version Number RFx Version Type Active Version

RFX Information |’ ktems *  Motes and Attachments

RFx Parameters Questions Note and Att Table E
Time Zone: MST Goal Type:
Start Date: 00:00:00 Goal %: 0,00

Submission Deadline: *  12/31/2015 08:00:00
Opening Date: 00:00:00
End of Binding Period:
Currency: USD

¥ Partners and Delivery Information |E|
Details || Add « || Send E-Mail || cal][ Clear | Fiter Settings
Function Number Name Phone Number
J = Requester CDOT Buyer

9. To start working on the Questionnaire, you must first register. Click Register button [ Register |,

Active Queries

-
Active Queries |
eRFxs All(10%8) Published
eAuctions Al (0) Published
eRFxs - All
[+ Hide Quick Criteria Maintenance Change Query
Event Number. <& To L
Event Status: ﬂ
Creation Date: <& ﬂ To @ &
Deadine Date Flag: ﬂ
Status: L‘
Response Timeframe: ﬂ
Smart Number: [
Event Type: j
[Apply|_Clear|
View: [Standard View] LI Create Response Display Event Display Response Print Preview Refresh Exports
BY EventNumber Event Description Event Type Event Status StartDate End Date Response Number Response Status Event Version Response Version
10 —PM Professional Serv Prequal FY" 15 Pre Qual PS Tech  Published 121312015 Mo Bid Created
k|
4« \ L]

10. To open the document, click the Event Number's link 22028 . The Pre-Qualification Questionnaire
will open with the RFX Information tab displayed.
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Now that you have found the Questionnaire, review all of the documentation associated with it
before you respond.

RFx:
Display RFx :
Print Preview | ﬂ Close | Participate | Do Not Participate| Tentative | ?“El"‘éﬁ{;ﬁé‘g“ﬁﬁ‘éé} Questions and Answers (0 }| Export | 9_‘|
RFx Number 30026 Smart Number Professional Serv Prequal Fy' 15 RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST
Remaining Time 408 Days 12:33:39 RFx Owner CDOT Buyer RFx Version Number RFx Version Type Active Version
11 Rﬁ(—lnfunmnn—i’—ﬁtems—' Notes and Attachments
| RFx Parameters Questions Mote and Attachment: Table

Time Zone: MST

Goal Type:
Start Date: 00:00:00 Goal %- 0.00
Submission Deadline: * | 12/31/2015 08:00:00
Opening Date: 00:00:00
End of Binding Period:
Currency: USD
“w Partners and Delivery Information E‘
Details || Add 4 || Send E-Mail || cal]| Ciear | Filter Settings
Function Number Name Phone Number
J = Requester CDOT Buyer

11. To view all of the required documentation for this Questionnaire, click the Notes and Attachments

tab | oies and Siiachment= . This tab includes all communications and requirements from CDOT
about this Pre-Qualification form.
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Display RFx

Display RFx :

Print Preview | ﬂ

Close | Participate | Do Mot Paricipate | Tentative | Create Response QuestiunsandAnswers(D}l Expurtl

RFx Number 30026

RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST

Remaining Time 408 Days 12:33:39

Smart Number Professional Serv Prequal Yy’ 15
RFx Owner CDOT Buyer

RFx Version Number

RFx Version Type Active Version

RFX Information

tems MNotes and Attachments

[»

w Notes

Add Clear

Assigned To

-

Category Text Preview

w Attachments

Add Attachment || Edit Description || Versioning | Delete | Create Qualification Profie |

Assigned To Category Description File Name Version Processor Checked OQut Type Si

|— Document Header Standard Attachment CDOT SA Hested and PunchOut Catalogs (1)  CDOT SA Hosted and PunchQut Catalogs (1).docx 1 n docx 87
-

| O

4]

k CDOT 54 Hested and PunchQut Catalogs (1)

12. To open the document, click on the attachment lin

File Download

X

File Download

Do you want to open or save this file?

@

CDOT 5A Hosted and PunchOut Catalogs (1).doox
Microsoft Word Document

MName:
Type:
From: wsapdevsrml.dot.state.co.us

J |

Open Save ]l Cancel |

l--" While files from the Intemet can be useful, some files can potentialhy
@ harm your computer. f you do not trust the source, do not open or
- save this file. What 's the rsk?

13. Cpen

Click Open button
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Department of
Transpartation

Jo\ 4

COLORADD Complete Pre-Qualification Questionnaire for Professional Services

Work Instruction

CDOT%20SA%20Hosted%20and%20PunchOut%20Catalogs%20(1)[1].docx (Protected View) -
Microsoft Word

- - “ T —— N — - T ——
@H lw - |5 CDOT%205A%20Hosted%20and%20PunchOut%20Catalogs%20(1)[1].docx (PrutededTMlcmsoﬂ |‘:-'E| u'

File Home Insert Page Layout References Mailings Review View bl e

@

Protected View  This file originated from an Internet location and might be unsafe, Click for more details. Enable Editing | x

I S B S BRSBTS B S S BRSBTS - SRR SRR SR

=T

|%‘J

_@CORE Shopping Catalogs CGl

lorodo Dperafions Resource Engine S te p Act i O n Ta b Ies

Process
These step action tables walk you through shopping Hosted and PunchOut catalogs from SAP. '

- 14

||| Table of Contents |
I i Shoppingfor Items on a Hosted Catalom .. e ssssmssn s e mss s s sssssmnsnnes 2 |
I - Create a Delivery Order (DO) for Items on a PunchOut Catalog......occecceniiii e 3
- |
-
h
. x
¥
4 [ M 3
Page: 1 of 4 | Wards: 562 | |BER =z = 100% (= ¥

14. When you are done viewing the document, click Close button u
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RFx :

Display RFx :

Assigned To Category Text Preview

=

W Attachments

Add Attachment || Edit Description || Versioning . || Delete || Create Qualification Profile |

15. To view the details of the Pre-Qualification Questionnaire, click RFX Information tab
RFX Information

Print Preview | ﬂ Close | Participate | Do Mot Participate | Tentative | Create Response | Questions and Answers (0 ) | Expnrtl E_AI
RFx Humber 30026 Smart Number Professional Serv Pregual Fy 15 RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST
Remaining Time 408 Days 12:33:3% RFx Owner CDOT Buyer RFx Version Number RFx Version Type Active Version
15— RFX Information © fems .  MNotes and Attachments
-
W Notes =
Add Clear

Agsigned To Category Description File Name Vergion Processor Checked Out Type Si
’_ Document Header Standard Attachment CDOT 54 Hosted and PunchOut Catalogs (1) CDOT SA Hosted and PunchOut Catalogs (1).docx 1 ' docx &7
K
4] | ]
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E HLF COLORADDO Complete Pre-Qualification Questionnaire for Professional Services

"-'_;r" Department of
Transpartation Work Instruction

RFx:
Display RFx :
16 Create Response | Questions and Answers (0 ) | Expnrtl m
RFx Humber 30026 Smart Number Professional Serv Pregual Fy 15 RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST
Remaining Time 408 Days 12:33:3% RFx Owner CDOT Buyer RFx Version Number RFx Version Type Active Version

RFX Information }’ ktems | MNotes and Attachments

RFx Parameters Cuestions Hote and Attachments Table Extensions

Time Zone: MST Goal Type:
Start Date: 00:00:00 Goal % 0.00
Submission Deadline: * 12/31/2015 03:00:00
Opening Date: 00:00:00
End of Binding Period:
Currency: USD

W Partners and Delivery Information E‘
Details | Add ‘ Send E- 'mll =_“a\|| =2|e:1r| Fitter Settings
Function Number Name Phone Number
J = Regquester CDOT Buyer

16. Click Create Response button _“reate Response

Now that you have reviewed the Notes and Attachments tab, you need to complete the
questions.

@ All system messages are displayed at the top of the Create RFx Response screen. When you
first display the Questionnaire, all of the messages will be red error messages. Each one
describes a requirement you need to complete before submitting your Questionnaire. As you

complete the required fields and add required attachments and click the Check button Check

the related error message will no longer display.
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Create RFx Response

Create RFx Response

Submit Read Only  Print Preview

0 Attribute 2. Have you been or are you currentty barred from is mandatory; maintain attribute value
o Attribute 2. Have you been or are you currently barred from is mandatory; maintain attribute value
0 Attribute 5. Total Company Gross Revenue (Annual Gross Recei is mandatory; maintain attribute value

0 Attribute 5. Total Company Gross Revenue (Annual Gross Receiis mandatory; maintain attribute value

Check Close Save Export Import Questions and Answers (0}

Details Send E-Mail Call Clear

Function Number Name

m The table does not contain any data

Walid from Validto Phone Number

@) Adtribute | have attached current insurance certificates (se is mandatory; maintain attribute value ﬂ
RFx Response Number 30024 RFx Number 20026 Status In Process Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:30:47
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active WV
RFx Information |’ ftems ©  Motes and Attachments | Summary | Tracking
17 -‘—Busieam—muesﬁnns Motes and Attachments | Product Category
Event Parameters e
Status and Statistics
Currency: (e Siate=lokg Created On: | 11/17/2014 19:29:13 NST
Created By: | Mr. Joe Vendor
Last Processed On: | 11A7/2014 19:29:13 MST
Last Processed By: | Mr. Joe Vendor
w Partners and Delivery Information E‘

Filter Settings

17. To display and respond to the Pre-Qualification questions, click the Questions sub-tab Questions
The full list of questions are displayed. Complete all mandatory questions that have a red
asterisk * next to them and any other questions that apply to your company.

There are five question types in the Questions sub-tab: Yes/No radio dial, fill-in Date field,
fill-in Quantity field, fill-in Amount field and Open Text field.
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Create RFx Response

Create RFx Response

Submit Read Only  Print Preview Check Close Save Export Import Questions and Answers (0} a Pl
0 Attribute 2. Have you been or are you currently barred from is mandatory; maintain attribute value ﬂ
o Attribute 2. Have you been or are you currently barred from is mandatory; maintain attribute value J

o Attribute 5. Total Company Gross Revenue (Annual Gross Receiis mandatory; maintain attribute value

o Attribute 5. Total Company Gross Revenue (Annual Gross Receiis mandatory; maintain attribute value

o Attribute | have attached current insurance cerificates (se is mandatory; maintain attribute value j
RFx Response Number 20024 RFx Number 30026 Status In Process Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:30:47
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active V

RFxInfonmﬁnnr tems | Notes and Attachments © Summary ©  Tracking

Basic Data Notes and Attachments Product Category

Question Reply Comment %

Type of Organization: *
I have completed and attached sections 1 - 8 of CDOT form 1058: * C'Yes CNo

Former firm name(s), if any, and year(s) established:
2. Have you been or are you currently barred from being awarded, any public work contract or subcontract with any Federal, State or local agency?: * C'Yes CNo
| have attached current insurance certificates (see instructions); * T'Yes (No

5. Total Company Gross Revenue (Annual Gross Receipts): * 0,00/ USD

Additional Notes: (Pleaze make reference to the question number):
Please indicate Present branch office(s) in Colorado (address, phone, fax, email):

Please provide names of principals of firm or of branch in Colorado: *

“fear Established (Y'ear Business Formed): *

4] O

18. Complete all required fields.
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Create RFx Response

Submit Read Only  Print Preview Check Close Save Export Import Questions and Answers (0}

0 Attribute 2. Have you been or are you currentty barred from is mandatory; maintain attribute value
o Attribute 2. Have you been or are you currently barred from is mandatory; maintain attribute value
0 Attribute 5. Total Company Gross Revenue (Annual Gross Recei is mandatory; maintain attribute value

0 Attribute 5. Total Company Gross Revenue (Annual Gross Receiis mandatory; maintain attribute value

(2P

L D]

@) Adtribute | have attached current insurance certificates (se is mandatory; maintain attribute value ﬂ
RFx Response Number 30024 RFx Humber 30028 Status In Process Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:30:47
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active WV
RFx Information |’ tems |  MNotes and Aftachments © Summary ©  Tracking
19 } Basic Dat i Notes and Attachment Product Category
Type of Organization. * | Corporation ﬂ
| have completed and attached sections 1 - 8 of CDOT form 1058 * @ Yes (" No
Former firm name(s), if any, and year(s) established:
2. Have you been or are you currently barred from being awarded, any public work contract or subcontract with any Federal, State or local agency?: * C'Yes (@ No
| have attached current insurance cerificates (see instructions): * @Yes (No
5. Total Company Gross Revenue (Annual Gross Receipts): * 500000  USD
Addtional Motes: (Please make reference to the question number):
Please indicate Present branch office(s) in Colorado (address, phone, fax, email):
Please provide names of principals of firm or of branch in Colorado: * | AAA Contracting
“fear Established (Year Business Formed): * |11/02/2009
State where i * ,W‘ L
=]
4] | ]

19.

To provide additional information, click the Notes and Attachments sub-tab MNotes and Attachments
The Notes section of this screen displays a list of the required documents CDOT has provided for
you to complete, if applicable. The Attachments section displays the documents you have attached.

Monday, December 15, 2014 Draft A 14/23



Department of
W Transpartation :
Work Instruction

E :::r COLORADD Complete Pre-Qualification Questionnaire for Professional Services

RFx Response

Create RFx Response

Submit Read Only  Print Preview Check Close Save Export Import Questions and Answers (0} @ Pl
RFx Response Number 30024 RFx Humber 30026 Status In Process Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:28:43
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number ActiveV

RFxInfnrmaﬁnnr tems MNotes and Aftachments ~ Summary ©  Tracking

Basic Data Questions Product Category
* Notes =
Clear Fitter Settings

Category Description

’7 Conditions of Participation -Empty-

| aPoauction Text —Empty-

J Bidder's Remarks -Empty-

J Purchaser's Remarks -Empty-

¥ Attachments =

20 —— Add Attachment| Edit Description Versioning - Delete  Create Profile Fiter Settings

Category Description File Name Wersion Processor Checked Out Type Size (KB) Changed by Changed on

@ The table does not contain any data

20. To attach a document to your Pre-Qualification Questionnaire, click the Add Attachment button
Add Attachment| o Add Attachment dialog box displays.

Add Attachment

Here, wou can upload a file and attach i ta the header

File: | | Browse.. —— 21

De=cription:

ﬂ Cancel

21. Click the Browse button to find your completed document.
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Add Attachment

Here, wou can upload a file and asttach i ta the header

Description: |F‘reG‘euaI Questicunaire| |

File: |C:WUsers'wendor 'Desktopy  Browse. .

Ok |-caresH—— 22

22. Once you've found the document, click OK button Lok,

In the Attachments section, your new attachment is displayed. The Description field includes
your description of the document, the File Name field is populated with the full file name. At
the end of the line, the Created by field includes the user name of the person who added the
document and the Changed on field notes the date of the change.

RFx Response

23

Create RFx Response

Submit Read Only  Print Preview Check Close Save Export Import Questions and Answers (0) 9.
RFx Response Number 30024 RFx Humber 30026 Status In Process Submission Deadline 12/31/2015 08:00:00 WMST Remaining Time 403 Days 12:27.4%
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active WV
RFx Information r tems ©  Notes and Aftachments ©  Summary [ Tracking
Besic-Bater it Hotes-and Product Category
w Notes E‘
Clear Fiter Settings
Category Description
’_ Cenditions of Paricipation -Empty-
| RExtAuction Text Empty-
| siogers remans _Empty-
J Purchaser's Remarks -Empty-

w Attachments E‘
q Fitter Settings

dit Description Versioning 4 Delete Create Profile
Description File Name: Version  Processor Checked Out Type Size(KB)  Changed by Changed on
’_ Standard Attachment PREQUAL QUESTIONAIRE JVendor Bid Doc.docx 1 1 docx 13 VENDORJ TN72014

23. To identify the work your company can provide to CDOT, click the Product Category sub-tab

Product Category
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RFx Response

Create RFx Response

RFx Owner CDOT Buyer

RFx Response Number 30024 RFx Humber 30026
Total Value 0,00 USD

Submit Read Only  Print Preview Check Close Save Export

Status In Process

RFxInfnnmﬁnnr tems MNotes and Aftachments ~ Summary ©  Tracking

Import  Questions and Answers (0 ) @ Pl

RFx Response Version Number Active Version RFx Version Number ActiveV

Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:27:49%

Basic Data CQuestions Notes and Attachments

ARCHITECTURE

Question

Cives

24 SURVET NG No
Cires

GEOTECHNICAL EN... ' No
" Yes

GEOLOGICAL ENGI.. 'No
Cives

ACOUSTICAL ENGI.. ' No
" Yes

CIVIL ENGINEERING 'No
Cives

TRAFFIC ENGINEER... ' No
CiYes

LANDSCAPE ARCH... (" No
Cives

' No

Comment ﬂ

[«]

24. Click the Yes or No radio buttons for each product category (work codes).
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RFx Response

Create RFx Response

25 —Submit—Read-Snly—Print Preview—— Check| Close Save Export Import Questions and Answers (0} @ Pl
RFx Response Number 30024 RFx Humber 30026 Status In Process Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:27:49%
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number ActiveV

RFxInfnrmaﬁnnr tems MNotes and Aftachments ~ Summary ©  Tracking

Basic Data Questions Notes and Attach i Product C: Y
Question Reply Comment ﬂ
Cives
SURVEYING @ No
Cires
GEOTECHNICAL EN... (= No
" Yes
GEOLOGICAL ENGI.. @ No
Cives
ACOUSTICAL ENGI.. @ No
@ Yes
CIVIL ENGINEERING 'No
Cives
TRAFFIC ENGINEER... ® No
CiYes
LANDSCAPE ARCH... ® No

ARCHITECTURE

[«]

25. 14 check for errors, click the Check button MEC" :

System messages are displayed at the top of the screen. Please review and fix any errors, if
they are displayed. When the system displays the "RFx response is complete and contains no
errors", you can submit it.

Monday, December 15, 2014 Draft A 18/23



HLF COLORADDO Complete Pre-Qualification Questionnaire for Professional Services

Ge7 | Department of
7 | Tran

Transportation Work Instruction

RFx Response

Create RFx Response
26 — Submit Read Only  Print Preview : Close Save Export Import Questions and Answers (0 ) @ Pl
g RFx response is complete and contains no errors
RFx Response Number 30024 RFx Humber 30026 Status In Process Submission Deadline 12/31/2015 08:00:00 M5T Remaining Time 408 Days 12:27:49
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active WV
RFx Information |’ tems | MNotes and Aftachments © Summary ©  Tracking
Basic Data Questions Notes and Attachments Product Category
Question Reply Comment ﬂ
Yes
SURVEYING @ No
 Yes
GEOTECHNICAL EN... @ No
CYes
GEOLOGICAL ENGI.. @ No
Yes
ACOUSTICAL ENGI... ® No
@ Yes
CIVIL ENGINEERING ' No
" Yes
TRAFFIC ENGIMNEER... @ No —
CYes
LANDSCAPE ARCH... @ No B
-

26. Click Submit button M. The system displays the message "RFx response XXXXXXXXXX is
submitted."
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Display RFx Response:

Display RFx Response:
27 —PrintPreview——%—— Close| Wi Export Questions and A (0} -

RFx response 0000030024 submitted

RFx Response Number 30024 RFx Humber 30026 Status Submitted Submission Deadline 12/31/2015 08:00:00 MST Remaining Time 408 Days 12:27:15
RFx Owner CDOT Buyer Total Value 0,00 USD RFx Response Version Number Active Version RFx Version Number Active WV

IIFxInformatinnr tems | MNotes and Aftachments © Summary ©  Tracking

Basic Data Questions Notes and Attachments Product Category

1Yes ﬂ
SURVEYING = No
1Yes
GEOTECHNICAL EN... = No
es
GEOLOGICAL ENGI.. ® No
1Yes
ACOUSTICAL ENGI... = No
*es
CIVIL ENGINEERING ' No
1Yes
TRAFFIC ENGINEER... = No
Wes
LANDSCAPE ARCH... ® No
'Yes |

27. Glick Close button .°5¢]
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RFx:
Display RFx :
28 —PrintPreview|—4|— Ciose | Participate | Do Not Participate | Tentative |/ ponse | Questions and Answers (0| Export | 9.4
RFx Humber 30026 Smart Number Professional Serv Pregual Y 15 RFX Status Published RFx Start Date Submission Deadline 12/31/2015 08:00:00 MST
Remaining Time 408 Days 12:33:3% RFx Owner CDOT Buyer RFx Version Number RFx Version Type Active Version
RFX Information |’ ktems | MNotes and Attachments
RFx Parameters Cuestions Hote and Attachment Table E
Time Zone: MST Goal Type:
Start Date: 00:00:00 Goal % 0.00
Submission Deadline: *  12/31/2015 08:00:00
Opening Date: 00:00:00
End of Binding Period:
Currency: USD
w Partners and Delivery Information i
Details || Add « || Send E-Mail|| call ]| Clear | Fiter Settings
Function Number Name Phone Number
J = Regquester CDOT Buyer

28. Click Close button _CIos=

When you are finished working with the Questionnaire, click the Close button M instead
of the red X button ®¥ in the upper right corner.

Bid Processing - SAP NetWeaver Portal - Windows Internet Explorer provided by Colorado DOT

for v8
Welcome Joe Vendor A
e

Supplier Self Service  RFx and Auctions

Overview | Service Wap
Bid Processing | History, Back Forwa
¥
Active Queries

eRFxs All(1) Published (0) Ended (0) Completed (0)

eAuctions Al (0) Published (0) Ended (0) Completed (0)

eRFxs - All
~ Hide Quick Criteria Maintenance

Event Number: (=] [20026 To 2

Change Query Define New Query Personalize

Event Status:
Creation Date: & T g

Deadine Date Flag

Status:

Response Timeframe:
Smart Number
Event Type: L]

Apply || Clear
Vigw: |[Standard View] [~] createResponse  DisplayEvent Displey Response  PrintPreview  Refresh Exporta ¥ &

B Event Number Event Description Event Type EventStatus  StartDate  End Date Response Number Response Status Event Version Response Version Q#A StariTme Endtme [<]
I

=
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29. When you are finished using CDOT's Vendor Portal, click Log off link =222

At the end of your session, use the Log Off button L2d 2ff to log out of the your account on

the CDOT Vendor Portal. Using the X button S in the upper right corner of the screen will
close the window but your organization's account will still be open.

SAP NetWeaver Portal -- Webpage Dialog

@. Are you sure you want to log off?

30. Click Yes button 3.

31. You have completed this transaction.
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You have successfully submitted a Pre-Qualification Questionnaire for Professional Services.
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