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RESPONDING TO CATEGORY DISCOUNT BID

1. Visit www.eschoolmall.com
2. Select the Vendor Login link.

€schoolmall

Oniline Procurement for Education

The Fastest, Most Cost-Effective Procurement
C ction for Educators and Vendors.

aSchooMall is the leading Intern: ased proturement solubon

utsars, pr

Learn about our
Featured Vendor
Program

il
Vendors' & .

Partners | AboutUs | Careers | News | Press | Contact Us

3. Enter username and password.
NOTE: If not yet registered download the eSchoolMall vendor registration document
from www.kybuy.org or www.kedc.org .

Mot Registered?

User Name:

Password:

Forgot Password? Home

4. Once logged in select the create menu option from the top navigation bar.

Vendor
Response

View Submit Reports Awards
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5. Select the desired bid from those displayed by clicking the radio button in the select
column adjacent to the bid and then clicking the Select button.
NOTE: If the desired bid is not listed contact KPC at KPCMemberServices@kybuy.org
and request that the bid be published to you.

Salect a Bid, Quote Request of Project Requaest for the Response
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6. The bid terms and conditions will be presented.

Create Response - Accept Terms

f;-lml Ravigw Eha following Termp B Condfigne Voon sempleting your review edher click the Acept buticn fo sccept the Terme b Conditiana
pravicud scraan. Mote « i you Dedlas the Tarms & Cosditiond rou af it ot & liber daie Snd Lesept tham, The Bid/ Resueit wil diggslay one the

Purchamng Enbty Traiming Drasnigabas Easzonme (D0 T
Bid 104 ] Esspomsal Cua Byi 1070006 Tl
Dadesigtion: Janitonsl Chamicsl Sugslias (3007) Tima Ramasaing I hgurt & min

Astachmmntal Erintabiln Terma

There aze Ko edminiscrative fees for wvendors parTicCipating in & b Bl'.
for the vepder(s) whe recelive the awvard for the bid.

Distoum Bed Twrrme and

Slarcount. B rinl the Tenmes and

Conditions
throughout the bid.

Claki “Aetapt” Dabow t0 BLcept tha Tarms and Condtions lisbed aboval

[M:ﬂl-‘hﬂuhnr]

7. Review the bid terms and conditions carefully and print a copy for your records by

selecting the icon. Click Accept to agree to the terms and conditions and continue
responding to the bid. Declining the terms returns the bidder to the Bid Summary page.
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8. Enter the discount percentage from list price in the % Discount field for each category
you wish to bid. Tip — click the Update button often to save your work.
NOTE: You do not have to bid every category. If you wish to bid a category but are
unable to offer any discount for that category enter “0” in the box.
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9. The & icon in the Notes column indicates the presence of KPC supplied notes related to
the bid category. Click the icon to review.

10. The Notes dialog box will open and display any notes associated with the category and
provide an opportunity to enter any notes for KPC review in the Response Category

Notes textbox.

/= Category Motes - Windows Internt

£ | http:[fsales. eschoolmall. comfsecurefeas
Category Notes

Purchasing Entity
Motes - not
editable

Category Notes:

3M iz the provide for all our
projectors.

Response Category Hotes: I

IVendurs can enter their own notes in
the Response Category Notes.

Neta: Te save your changes, you must dick update here,
complete the Categery on the moadify response page and
then click update on the medify response page.

KPC Vendor Response Guide
February 2010

KPC - Kentucky Purchasing Cooperatives
GRREC, KEDC, NKCES, SESC, WKEC



Kentucky Purchasing Cooperatives
904 Rose Road

Ashland, KY 41102 éschOOl ma ”
—_—

Connecling € with education

www.kybuy.org

11. Utilize the Next Page and Previous Page buttons to scroll through the categories. Once all
of the desired categories have been selected click the Update button.

12. Enter any bid level Response or Payment terms in the provided textboxes and click the
Update button.

Create Response - Discount Categories

in the Percent Discount field provided below. Important - Click the Updats button at the bottem of the scresn frequently te save your entry. If you wish to forward this response to
n click the Forvard buttan and follow the instructions at the top of the screen.

Purchasing Entity: Kentucky Purchasing Cooperative 4473

Bid 1D+ 21 6 hours 43 minutes

Description: cLszo10

Effective Dats Rangs: 2/12/2010 - 12/31/2010 Eﬂ

Response Terms: Payment Terms:

Select

“ ] e

ATHLETIC - Apparel Catalog List Price

Vi 0 sample items exist for this category vith
0 responses

ATHLETIC - Apparel Store Shelf g g = items exist for this category vith

ATHLETIC - Equipment Catalog List Price. g g f:sm xist for this catsgery vith

ATHLETIC - Equipment Store Shalf & 0 sampl xist for this category with

Select ] [ Update ] [ Return ]

13. The presence of file attachments to this bid will be denoted by the presence of the 2

icon in the Attachment field. Click on the icon to view or download any available
attachments.

Modify Discount Bid Response Attachments
Bid ID: 21

Description: CLS2010

Discount Bid Attachments

Last
File Name Type Size Created Accessed View

application/vnd.openxmlformats
TEST AGAIN Technology

19 Kb 2/11/2010 2/11/2010
Wigs.doox 3:38:25 PM 3:38:29 PM
uFFu:ed ocument.word
application/vnd.openxmlformats
TEST 2/11/2010 2/11/2010
[TEET S = =T SPREADSHEET.xlsx . e 3:38:29 PM 3:38:29 PM ﬂ
officedocument.spre

Response Attachments

Last
File Name Type Size Created Accessed View

[ Attach ] [ Close ]

NOTE: If the bid specifications require you to provide information using an attached

form or template you must first download the file locally to your computer and then
reattach it to the bid once it is completed.
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14. To save an attachment locally click the Eicon in the View column and select save in the
File Download dialog box. Save the file to the desired location.
15. Open the downloaded file, provide all required information, and save it locally.

16. To upload the completed file to the bid. Click the il icon in the attachment field. Click
the Attach button.

Response Attachments

Last
File Name E@

[ Attach ] [ Close ]

17. Provide a description for the attachment and click the Continue button.

Modify Discount Catalog Response Attachments - Attach

Discount Cataleg ID: 21
Drescription: CL52010

Attachment Description:

[ Continue ] ’ Cancel

18. Select the Browse button to locate the file to attach.

Modify Discount Catalog Response Attachments - Attach

Discount Catalog ID: 21
Description: CL52010

Attachment Description: Upload File

Attach File: Browse...

Continue ] ’ Cancel

KPC Vendor Response Guide KPC - Kentucky Purchasing Cooperatives
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19. Select Continue to upload the file. Once the upload is complete the file should be
displayed in the Response Attachments section of the Modify Discount Bid Response
Attachments window.

Response Attachments

Last
@ File Nama M

KPC Bid Vendor 1 v /octats 116 Mb 2/12/2010 2/12/2010

Upload File gﬁf'dp;giic stream 11:15:33 AM  11:15:33 AM T

’ Update ] ’ Attach ] [ Close ]

20. Select the Close button to return to the bid response.
21. When the bid is completed and ready to be submitted to KPC for consideration choose
the Submit option form the top navigation bar.

Vendor
Response

View Create m Reports Awards Profile

22. Choose the bid response to submit by clicking the radio-button located in the Select
column adjacent to the correct bid. Click the Select button.

Select a Bid, Quote Req or Project Req for the p

Instructions: To view a response click the Select radio button next to the bid / request of interest and then click the Salect button st the bottom of the screen.

Bid /
W Purchasing Entity Request 1D $

Demo eSchoolMall Official Time

Respons:t
Time Remaining Status

Zlizfznm 5:00

Discount Kentucky Purchasing Cooperative cLszo010 sh3zm  Atkins, Sa m In Progress
4475 Discount Kentucky Purchasing Cooparative 24 Copy of Copy of CLS2010 EMLZ’ZUW EHED sh 33m Atkins, Sam In Prograss
T
() Addendum exists for the Bid/Request
Submit Response
e. Select a PO Contact name from the pull down menu provided below. The PO Contact nam: lected will be communic tEd to the p rchasing
. 1o submisaton dhick the View button belowr. Note - ance the Submit button is selatted your respensa vill b submitiad and you can n langer make

Burchasing Entity Kentucky Purchasing Cooparative Responsa ID; 4475

Bid [D: 24 Time Remainin gt 5 hours 22 minutes
Description: Copy of Copy of CLS2010 Terms:

PO Contact; -

Notice: Check the check boxes below to indicate that you agree to complete the items listed. Please consult either the Te: ndi
for specific requirements. If required, these items must be sent under separate cover directly to the purchasing entity faci it x ng meD

for this Discount Bid o contact the purchasing entity facilitating the Discount Bid
Bid not to Deme eSchoolMall.

[[] eid Bond
] 1nsurs

e Certificate

If you need additional information or customer support please contact the purchasing entity fadlitating the Discount Bid or Demo eSchoalMall.

Cancel ] [ Submit ] [ View
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24. To view the complete response, prior to submission, click the View button.

View Response - Discount Categories

Instructions: E tery
somaane slse in your urg

onse in the Parcent Discount fisld provided below. Important - Click the Update button
b

at the bottom of the screen frequently to save your entry. If you wish to forvard this response to
ation click the Forvard button and follow the instructions at the top of the screen.

Purchasing Entity: Kentucky Purchasing Cooperative Response ID: 4475

Bid 1D+ 24 Time Remaining: 5 hours 20 minutes
Description: Copy of Copy of CL52010 Terms:

Effective Date Range: 2/12/2010 - 2/15/2010 Attachments: =]

Response Terms:

Select

ist for this category vith

2.0000

exist for this category vith 4.0000

exist for this category vith 6.0000

exist for this category vith 9.0000

exist for this category vith 11.0000

s 0 sample items exist for this category vith 13.0000
0 responses

Select ] [ Retumn

NOTE: This is a view only screen. To make changes prior to submission select the

create option from the top navigation and follow the instructions outlined earlier in
this document.

25. Select a PO Contact name from the pull down menu. The PO Contact name selected will
be communicated to the purchasing entity for inclusion on future purchase orders.

26. Check all the checkboxes to indicate agreement with or completion of the items listed.
Consult the Terms & Conditions of this bid for specific requirements.

27. Click the Submit button to send your bid response to KPC for consideration.
NOTE: Once the Submit button is selected the response will be submitted and changes
can no longer be made. To request that the bid be returned prior to bid opening contact
KPCMemberServices@kybuy.org. Once opened no bid may be returned.
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