Washington State Department of

&7 Enterprise Services
WEBS Manual

Customer Guide

Overview

This document outlines the steps on how to post a solicitation, amend and close out a document in
Washington’s Electronic Business Solution (WEBS). WEBS is the bid natification system DES uses to
post all solicitations.
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Necessary Tools

- If ausername and password to WEBS is needed, contact WEBS Customer Service at
360.902.7400 or webscustomerservice@des.wa.gov or the WEBS Administrator at your
organization.

- Check with your organization before posting a solicitation for any specific naming conventions
(some organizations title their solicitations a specific way).

- WEBS may experience issues using the browser Google Chrome. Use Internet Explorer or
Mozilla Firefox if you experience issues in Chrome .

Introduction to WEBS
RCW 39.26.150
Public notice—Posting on enterprise vendor registration and bid notification system.

(1) Agencies must provide public notice for all competitive solicitations. Agencies must post all contract
opportunities on the state's enterprise vendor registration and bid notification system. In addition,
agencies may notify contractors and potential bidders by sending notices by mail, electronic transmission,
newspaper advertisements or other means as may be appropriate.

(2) Agencies should try to anticipate changes in a requirement before the bid submittal date and to
provide reasonable notice to all prospective bidders of any resulting modification or cancellation. If, in the
opinion of the agency, it is not possible to provide reasonable notice, the submittal date for receipt of bids
may be postponed and all bidders notified.

Who can use WEBS:

Per RCW 39.26.150, agencies are required to use WEBS to post solicitations. Political subdivisions (i.e.
cities, counties, higher educations, tribes, etc.) have the option to use WEBS, but it is not a requirement.

What is a Commodity Code?

WEBS uses the commodity code list maintained by National Institute for Government Purchasing (NIGP).

NIGP Code is a universal taxonomy for identifying commodities and services in procurement systems. It
is available as a 3-digit class code, a 5-digit class-item code, a 7-digit class-item-group code, and a
detailed 11-digit code

Vendors register in WEBS and select commodity codes applicable to their business. When posting a
solicitation, it is important to know what commodity code is best for the solicitation so vendors receive
notification of the opportunity.
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WEBS Layout
Manage Users

This field is only available for users that are Administrators. An administrator manages all the WEBS
accounts for an organization. They have the ability to add, edit and delete users from that specific
organization. Typically, a manager of a procurement division or an administrative assistant is the user
(Consider deleting). If “Manage Users” is not listed, then you are not an administrator. If you need to be
an administrator, contact theany Administrator in your organization and have them change your role to
“Admin.” Contact WEBS Customer Service if you do not know your Administrator.

Instructions on how to add users:

1. Click “Manage Users”.

Washington's (€ lectronic Business Solution

a Hello Alisha Ghanie (Administrator)

» Manage My Account Welcome to WEBS (Washington's Electronic B

2. Click “Add”.

Washington's @"Iectmnic Business Solution

» Manage Users Manage Users

ADD E

» Manage My Account

3. Complete the required information, using the organization’s address, email and phone number.

Note: If this person should manage their account, change the option from no to yes:

Manage Users: a help
Add New User

Allow Users to manage their profile information © yes No

Selecting no will require an account administrator
to manage this user's profile.
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Manage Users: a help
Add New User

Allow Users to manage their profile information @ ves @ g

Selecting no will require an account administrator
to manage this user's profile.

First Name * Last Name *
Alisha Ghanie
Title

Management Analyst

Address Line 1 *

1500 Jefferson Street
Address Line 2

City * State * Zip *
Olympia Washington ~ 98504
Role

Choose Role v

Phone Number * Fax Number

(360 1407 -8771 ( ) -

Email Address *

alisha.ghanie@des.wa.gov
Validate Email Address *

alisha.ghanie@des.wa.gov

For Customer Reporting Purposes

Use this section to identify customer locations or cost centers associated with a user.
Location Name/Description Location Number

4. Click “Submit” at the bottom.

N _pacCk W SUBMIT H

5. The employee should receive an email prompting them to click a password link. . The employee
will then create a new password.
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Instructions on how to remove users:

1. Click on “Manage Users”.

Washington's (€ ectronic Business Solution

a Hello Alisha Ghanie (Administrator)

» Manage My Account Welcome to WEBS (Washington's Electronic B

2. Locate the person (the list is sorted alphabetically by last name). Use the page numbers in the
bottom right corner to navigate to the rest of the list.

Burbage , Jennifer jennifer.burbage@des.wa.gov (360) 407-9422 No [ edit | [remove ]
Burdette , Kim kim.burdette@des.wa.gov (360) 902-7275 No [_edit | [remove |
Bustetter , Kerry kerry.bustetter@des.wa.gov (360) 407-9394 No L_edit | [remowve |
Caling , Michael michael.caling@des.wa.gov (360) 856-3162 No [ edit | [remove |
Campbell , Mary mary.campbell@des.wa.gov (360) 664-7667 No [ edit | [ remove |

12345678

3. Click “Remove” on the right hand corner. There is no pop up confirmation, so ensure you have
the correct person before clicking “Remove”.

|Ghan|’e Alisha alisha.ghanie@des.wa.gov (360) 407-9033 Yes [_edit | [remowe Ii
T —————— e

Instructions on how to edit a user:

1. Click on “Manage Users”.

Washington's (€lectronic Business Solution

a Hello Alisha Ghanie (Administrator)

» Manage My Account Welcome to WEBS (Washington's Electronic B

2. Locate the person (the list is sorted alphabetically by last name). Use the page numbers in the
bottom right corner to navigate to the rest of the list.

Rev 1/9/2020 Page 5 of 32



WEBS Manual

3. Click “Edit”.

ATy AR A L e e T R I D W L LW ) T ST (L 1¥)

Burbage , Jennifer jennifer.burbage@des.wa.gov (360) 407-9422 No [ edit | [remove ]
Burdette , Kim kim.burdette@des.wa.gov (360) 902-7275 No [_edit | [remove |
Bustetter , Kerry kerry.bustetter@des.wa.gov (360) 407-9394 No L_edit | [remove |
Caling , Michael michael.caling@des.wa.gov (360) 856-3162 No [ edit | [ remove |
Campbell , Mary mary.campbell@des.wa.gov (360) 664-7667 No [_edit | [ remowve |

12345678

e T AL L e |

—
Ghanie , Alisha alisha.ghanie@des.wa.gov (360) 407-9033 Yes [e [ remowe ||I

4. Alter the information and select “Save”. Resetting a password for someone can also be done by

clicking Reset Password.

QS IG A TQT SIS VR Y

Validate Email Address *

alisha.ghanie@des.wa.gov
For Customer Reporting Purposes

Use this section to identify customer locations or cost centers associated with a
Location Name/Description Location Number

Reset Password =0 Change Password =0

INACTIVATE

Instructions on how to inactivate or activate a user:

1. Click on “Manage Users”.

Washington's (€lectronic Business Solution

n Manage Users Hello Alisha Ghanie (Administrator)
Manage My Account Welcome to WEBS (Washington's Electronic B

Rev 1/9/2020
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2. Locate the person (the list is sorted alphabetically by last name). Use the page numbers in the
bottom right corner to navigate to the rest of the list. . For the list of already inactive users, use
the drop down menu in the top left corner of the page and select “inactive”.

- -

Burbage , Jennifer jennifer.burbage@des.wa.gov (360) 407-9422 No [ edit | [remove |
Burdette , Kim kim.burdette@des.wa.gov (360) 902-7275 No [_edit | [ remowve |
Bustetter , Kerry kerry.bustetter@des.wa.gov (360) 407-9394 No [_edit | [remove |
Caling , Michael michael.caling@des.wa.gov (360) 856-3162 No L_edit | [remowve |
Campbell , Mary mary.campbell@des.wa.gov (360) 664-7667 No [ edit | [ remove |

12345678

3. Click “Edit”.
|Ghanie , Alisha alisha.ghanie@des.wa.gov (360) 407-9033 Yes  [_edi ] [remowe]
e ———————————————

4. Click “Inactivate” to disable the account. Click “Activate” to enable the account.

Reset Password =0 Change Password =0

N Back W SAVE _EJl INACTIVATL E]
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Manage My Account

1. Click on “Manage My Account”.

» Manage Users Edit Existing User
~» Manage My Account Manage Users:
» Search for Vendors Allow Users to manage their profile information @

2. Altering the Customer FEIN number is the only area that can be altered for the organization .
Click on “View My Profile” to see the information pertaining to you.

Organization Information

Organization Name Customer Type

Enterprise Services (DES), Dept. of State Agency -

Customer FEIN

452096870
Manage Contacts
Name Email Phone # Admin
Riley, Becci becdi.rley@des.wa.gov (360) 407-8149 True
Roberts, Cathy catherine.roberts@des.wa.gov (360) 407-8270 True
Schilling, Cathy cathy.schiling@des.wa.gov (360) 902-7373 True
Schoepfer, Christine christine.schoepfer@des.wa.gov (360) 407-9404 True
White, Diane diane.white@des.wa.gov (360) 407-9366 True
White, Pat pat.white@des.wa.gov (360) 407-9366 True
Zavatsky, Drew drew.zavatsky@des.wa.gov (360) 407-7915 True

12

View My Profile

L_suemil B

3. Alter the profile information as necessary and click “save”.
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City * State * Zip *

Olympia Washington ~ 98501

Role Status

Admin M Active M
Phone Number * Fax Number

(360 )407 -9033 ( ) -

Email Address *

alisha.ghanie@des.wa.gov
Validate Email Address *

alisha.ghanie@des.wa.gov
For Customer Reporting Purposes

Use this section to identify customer locations or cost centers associated with a user.
Location Name/Description Location Number

Reset Password =0 Change Password =0

INACTIVATE
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How to search for vendors:

1. Click on “Search for Vendors”

wasininyiuin s Q/Ib'l.illlllllli DUsIESS oulutiunl

» Manage Users Hello Alisha Ghanie (Administrator)
» Manage My Account Welcome to WEBS (Washington's Electronic Business Solution).
E Search for Vendors You will find the tools needed to assist you when conducting solicitation

for your organization. Organizations will be able to search for vendors an

~ Build/Manage Notification lists information; create solicitation records and post solicitation documents to

2. If looking for a specific vendor, use their FEIN (Tax Identification Number). Vendors may have
similar names, so using their FEIN number will narrow the search .

» Manage Users Search For Vendor : ¥ help

» Manage My Account Identify search criteria using any combination of filters below

~ Search for Vendors
~ Build/Manage Notification lists

Vendor Name Vendor FEIN (TIN)
91-6001081

State

» Manage Solicitations City

There’s a multitude of ways to search for vendors. If searching for a list of vendors, search by commodity
code. Searching by solicitations is also an option that will provide a list of vendors who downloaded the
solicitation .

Vendor Name Vendor FEIN (TIN)
91-6001081
City State Zip
(Select a State) M
Search By Commodity Code(s) =[_Search Commeodity Codes
Search By Downloading Vendors =[1_Search Solicitations
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Other vendor search options are searching by OMWBE status, self certified and veteran-owned.

OMWRBE status

(To select more than one option, hold down 'ctrl' or 'emd’.)
Minority owned I

Woman owned

Minority and Women owned il

Self-Certified Washington Small Business

Micro Business -
Mini Business
Small Business -

Washington Certified Veteran-Owned Business

To see vendors by Notification List, select the drop down option under “Natification List”:

Notification list ‘

(None) M

00713-Conveyance Mainenance and Repair H
00714 IPM Consulting Services

01314 IPM In & Around Structures

01414 IPM Outdoor Landscapes & Turf

01514 IPM Marine Environments

To search by certifications and counties , hold the “ctl” button down to select mutliple options in the list.
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Certifications

A2LA Lab / ISO 9000
CRP
DBE

-

(4

Counties

(To select more than one option, hold down “ctrl’ or 'cmd'.}

Adams
Asotin

Benton
Chelan

Select certification names. (To select more than one option, hold down "ctrd’ or 'cmd’.)

SEARCH EJ

Rev 1/9/2020
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Build/Manage Notification Lists

What is a Notification List: A notification list consists of vendors who are awarded on a qualified category
in a contract. The list is created and maintained by the procurement coordinator. Customers who want to
purchase from a category with a notification list will post a solicitation to just that notification list . Only the
vendors on that list will receive the solicitation opportunity.

How to build/manage a Notification List:

1. Click on “Build/Manage Notification List. To build a new list, click “Add”.

Manage Users Build / Manage Not

» Manage My Account |___ADD __Ed

» Search for Vendors

Active

A List Name

2. Fillin required information and select the commodity codes relevant to the Notification List.

List Name * List Description *

TestingWEBSuserguide Not a real list, creating a user
Status guide.|

Active M

List is Public ® yes ® no Selecting yes will make your list public which is

accessible by all WEBS users for purposes of solicitation
natification. Selecting no will make your list private and will
only be accessible by users in your organization.

List will @ When this notification list is used to select vendors for
search by o Yes ~ MNo natification, ar for a vendor search, it will be default select
Commodity the vendors that have been selected below. By selecting
Code 'yes' here, it will also also select all vendors associated

with the commodity codes that have been selected below.
If you don't want to select by commodity code, select 'no’

here.
Add Commodity Code(s) =[15Search for Comm Codes to add to list
Add Vendors =[1Search for Vendors to add to list
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3. To add vendors, click on “Search for Vendors to add to list”. This will take you to the search
vendor screen. Use the section “Search Vendors” of this user guide to locate vendors and add
them to the notification list.

Note: When selecting vendors, click “save” at the bottom before navigating to other pages.

4. To manage the list, find the notification list and click on it:

Not a real list, creating a &
user guide.

TestingWEBSuserguide

5. Make changes and click “Save”.
6. To delete a list, locate and select the check box to the right, then scroll to the bottom and click

“delete”.
Build / Manage Notification Lists a help
| ADD ]

Active v

List Name List Description Commodity Code Delete
) ) Security Guard Service, e )
Security Gua r:_j Sew_mes Armed, Contract 06013, 990 _46 Guard and Security
Armed Olympic Region ! . Services
Olympic Region

Page 14 of 32
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Manage Solicitations

Instructions on how to post a solicitation:
1. Loginto WEBS.

2. Click on “Manage Solicitations” in the left hand menu.

A Wainaye Wy ALLuunL

» Search for Vendors You will find the tools neede
for your organization. Crgani
» Build/Manage Motification lists information; create solicitatio
calendar accessible by the
m Solicitations reports to help understand

mare.
2 Search for Solicitations

Please dick on the links to

A View User Guides

3. Click on “Add New Solicitation” at the top of the page.

Washington's @Iectrunic Business Solution

Manage Solicitations
ADD NEW SOLICITATION Bl

2 Manage Users

» Manage My Account
2 Search for Vendors

. Build/Ma Notification lists F‘Iea_su.i.' S%Iect Fhe SD|ICIIEFIO!1.
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4. Complete Step 1. Everything with an asterisk must be filled out

£l Manage Solicitations

Bl Search for Solicitations
] View User Guides
Use Organizations

Contract #. >

Title of the

solicitation. >

Brief description.

—>

Date the
solicitation is sent
out.

Contact Info auto
populates based onContact Info auto
System Iog-in This populates based on

system log-in. This
also lets vendors  also lets vendors

know who to know who to
) contact, Consider
contact. Consider using the

using the organization info.

organization info. 9

%Iue of potential

maximum term

—

Value of potential
maximum term

sales. m—y

PUMIRL W LAy A LEESD AELELLILIAPEE M EE L L

Step 1

You must complete the steps in order: Step 1, Step 2, Step 3 and Step 4 and fill out the
fields from left to right for each step. The system will not allow you to complete the steps
out of order and will prompt you with an error message.

Customer Reference Number * System Assigned Identifier

[123 | 33679 |

Solicitation Title * {limited to 75 characters)

[123 |

Description = (limited to 500 characters)

123

Solicitation Type
*

Request Type* Open or Selective *

|RFP v | | Goods and/or Services v | |Open v

This solicitation includes the following preferences:

Executive Order 18- s Other — please specify M

03 Reason!
® o !

The Post Date is the date the solicitation will post to the solicitation calendar. The Inactive
Date is the date the solicitation will drop off the solicitation calendar

Posting Date * {Scheduled solicitations will
post at 12:01 am.)

Inactive Date * (Solicitations will be
inactivated at 11:59 pm)

[1/8/2020 | 9/12/2019 |
= January 2020 = = September 2019 =
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
20 30 34 1 2 3 4 25 26 27 28 29 30 3
5 & T 8 101 i 2 3 4 5 6 7T
12 13 14 15 16 17 18 8 8 10 1 13 14
19 20 21 22 23 24 25 15 16 17 18 19 20 21
26 27 28 28 30 31 1 22 23 24 25 26 27 28
2 3 4 5 8 1 8 20 0 1 2 3 4 5

Contact Name *

|alisha Ghanie

Contact Phone *

(360 )07 |-|9033]ext |

Contact Email Address *

|a|ishE|.ghslnie@desr.wa.gm-r |

Validate Email Address *

|a|ish5|.ghemie@dE:s-.wa.go\-r |

Estimated Value (limited to 24 characters)

Organization Name *

|Enterprise Services (DES), Dept. of |

Rev 1/9/2020

Selective means:
notifying a pre-qualified
vendor list. Open means
notifying all vendaors by
commodity codes
chosen (see step &).

<

Preference: Select
“Yes" if your
solicitation
considers any
preference listed.

Date the solicitation
closes.
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5. Fill out step 2
a. Click on “Select Counties” in the middle of the page.

Step 2 - Make sure you have completed Step 1 before proceeding.

Select the county where the Goods are to Please select a commodity code for this
be delivered or the Services to be solicitation. This selection does not affect
performed. vendor notification.

Counties™® Select Counties Comm Codes* Select Comm Codes

[Clear All Chaices Clear All Choices

i. Select All or the specific counties that will be serviced in the solicitation, then
click “Save”.

Select Counties : a help
SAVE Ell SELECT ALL E
County

[] adams

[] asotin

|:| Benton

b. Click on “Select Comm Codes”.

Step 2 - Make sure you have completed Step 1 before proceeding.
Select the county where the Goods are to Please select a commodity code for this
be delivered or the Services to be solicitation. This selection does not affect
performed. vendor notification.
Counties® Select Counties Comm Codes* Select Comm Codes
County Name Clear All Chaoices
Adams
Asotin

Benton

Chelan

12345678910
Clear All Chaoices

Type
in a key word or commaodity code numbers (960-14, etc.), then click Search.
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Search for commeodity codes
Enter in & keyword or keywords for your search criteria. Click the Search button to exscute the search.

For additicnal searching fips click on the help link.

Search by Keyword or Code: |Iurnilure

or Search by Category |A||

View entire commodity code listing

[ check all codes

- Code  Categoy  Commodity Tite
1

Rental Or Lease
Services OF
Appliances,
Cafeteria, Film,

[ o77-08 Furniture,
Hardware, Mugical,
Sewing, And
Window And Floor
Coverings

Rental Or Leage Services Of Appliances, Cafeteria, Film, Furniture, Hardware, Musical, Sewing, And

‘Window And Floor Coverings

Albums, Tapes, Compact Disks, efc. Rental or
Lease

i. If there are multiple pages of commodity codes, select the ones that apply (check
the box next to the code) on one page, click “save” then click on the next page
and so forth. Once all commodity codes are selected, click “Save and Close”.

Furniture: Cafeteria, Chapel, Dommitory, Household, Library, Lounge, School

Furniture: Cafetena,
Chapel, Dormitory, Dormitory Furniture, Wood: Wardrobes, Beds,
420-20 Household, Library, Bunkbeds, Desks, etc.

Lounge, School
Furniture: Cafeteria, Chapel, Dommitory, Household, Library, Lounge, School

[] 42530 Fumniture: Office Drafting Chairs and Stools, Metal and Wood

Fumniture: Office

BACK SAVE BN SAVE AND CLOSE E

6. In step 3, populate the vendors that will be notified by clicking on “Commodity Code/County”.
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a. If posting a solicitation that is “Selective” (meaning there is a pre-qualified list of vendors),
do not click on the button shown in the “before” picture. Click the “Notification List” button
and locate the correct list, then click save.

Before After

Step 3 - Make sure you have completed Steps 1 and 2 before proceec Step 3 - Make sure you have completed Steps 1 and 2 before proce
Step 3 builds your vendor list for notification.

SELECT VENDORS FOR NOTIFICATION BY:
COMMODITY CODE/COUNTY NOTIFICATION LIST

It is the counties where the vendors
indicated they are willing to provide
service in.

Step 3 builds your vendor list for notification.
SELECT VENDORS FOR NOTIFICATION BY:

COMMODITY CODE/COUNTY El

It is the counties where the vendors indicated they are willing to provide servi

Wiew Selected Vendors [ Clear All Choices

Total number of records = 40

Total number of minority owned records =0

Total number of woman owned records = 1

Total number of minority and woman owned records = 0
Total number of Washington small business records = 7
Total number of Washington mini business records = 0
Total number of Washington micro business records = 0
Total number of veteran owned records = 1

“Jiew Selected Vendors [Clear All Choices

Total number of records =0
Total number of minority owned records = 0

Total number of woman owned records = 0

Total number of minority and woman owned records = 0
Total number of Washington small business records = 0
Total number of Washington mini business records =0
Total number of Washington micro business records = 0
Total number of veteran owned records = 0

7. Instep 4, click Browse, find the solicitation document, then click “Upload Solicitation Document”.

Step 4 - Make sure you have completed Steps 1, 2 and 3 before proceeding.

Solicitation Document Name *
(50 character file mame limit)

\\Profiles eClient wa. lcNDESProfile$\alishag\Desktc  Browse... |

Mo File Uploaded
|File,

=[] Upload Solicitation Document
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8. If ready to post, click “Post Solicitation”.

a. If notready, click “Save As Draft”. When ready to post, log back in and search for your
bid under “Manage Solicitations”. Go to the drop down arrow and select “Draft”, find the
solicitation and post when complete .

i. There is also the option to “Schedule” the solicitation to post a different day.

Step 4 - Make sure you have completed Steps 1, 2 and 3 before proceeding.

Solicitation Document Name *

(50 character file name limit) =1 Upload Solicitation Document

Browse. .

File
Delete| 00001b.docx

Solicitation Amendment Name
(50 character file name limit)

Browse._ .
Mo File Uploaded
File
ﬁi RECORD SOLICITATION RESULTS Record Sclicitation Results and Motify

Unsuccesful Yendors
E‘: VIEW SOLICITATION HISTORY Thizs Displays Sclicitation History

@ BACK SAVE AS DRAFT POST SOLICITATION SCHEDULE
DELETE
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9. To view the solicitation after it is posted, click on “Search Solicitations” and type in the Customer
reference number , then click “Search” at the bottom:

j Build/Manage Notification lists

E| Manage Solicitations

« Search or Solicitaions
2 View User Guides

- Reports

E| Logout

a.

Edit Solicitation Record
Solicitation Details

Organization Name Customer reference number

|

County Solicitation Status
(To select more than one option, hold down
"ctrl’ or ‘cmd’.) ' <ALL> v

All

Adams ~

Asotin W

Benton
Manage Commodity Code{s) =[15earch Commodity Codes to add

Code Title

This is an example of what the solicitation looks like when clicked on:

Document Identifier
Customer reference number
Organization Name
Solicitation Title

Description

Solicitation type
Open or Selective
Estimated Value

American Recovery & Reinvestment
Act funding

Commodity Code(s)

Counties
Posting Date
Closing Date
Contact Name
Contact Phone
Contact Email

History

Vendors downloading

Attachments

32235

020-165R

Snohomish County Purchasing

020-165R: Local Voters' Pamphlets,
Printing/Distribution

Furnish print/distribution services. Attached is the
legal ad for publication only. To access the
solicitation document follow the link within the legal
ad below, and submit the plan holder registration
form.

IFB
Public

Mo

966-76-Print-On-Demand Printing Services
(Including Print and Distribute Services)

3/9/2016

3/24/2016

Snohomish County Purchasing
(425) 388-3344 2
purchasing@snoco.org

View More D etail w

Wiew hore D etail w

Solicitation Documents
File
ITB 020-165R Legal Ad MNotice {1.2015).docx

Instructions on how to amend a solicitation

Rev 1/9/2020
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1. To post an amendment, click on “Manage Solicitations”, change the drop down to “Posted” and
click on “Contact Name” to locate the solicitation. Then click on the solicitation.

Washington's @'Iectronic Business Solution

|4 HOME [4] LOGOUT
Manage Solicitations u help
» Manage Users
» Manage My Account
» Search for Vendors
Build/Manage Notification lists
c Cust. Contact
;||Iamge Solicitations Title - Ref# Name
Test (Fake - A Alisha
. Search for Solicitations Solicitation) This is a fake solicitation. 00001 Ghanie
. Market Search State of WA, DSHS is seeking approx. 293-  Andrew
A View User Guides - Bellingham 5,200 sf of office space in Bellingham 09-15 Jenkins
» Reports State of WA is seeking approx. 8,200 sf of
Market Search office/service delivery space in Walla 317-  Andrew
2 Logout - Walla Walla Walla. This is a re-posting of a previous 09-14 Jenkins
[(2d Posting)  market search and the project number is

2. Scroll to the bottom and upload the amendment document in the amendment browse section.
(Check with your organization to see if there are specific naming conventions for amendments).

Solicitation Amendment Name

(50 character file name limit) =0 Upload Solicitation Amendment

Browse...

File
04115 a001.doc
04115 a002.doc
04115 a003.doc
04115 a004.doc

b. Very Important: After the amendment uploads, change the bid close date or inactive
date in Step 1 before clicking “Save” at the bottom.

Note: If needing to change the solicitation close date, an amendment must be posted. Once an
amendment is uploaded, the date fields will unlock. This will allow the dates to be changed before
posting/saving.
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Instructions on how to close out a solicitation

1. Locate the solicitation:

Washington's @Iectronic Business Solution

4] HOME [%] LOGOUT

x help
a Manage Users
» Manage My Account
a Search for Vendors
a Build/Manage Notification lists .
R | T — fetd
Test (Fake . . Alisha
a Search for Solicitations Salicitation) This is a fake solicitation. 00001 Ghanie
. Market Search State of WA, DSHS is seeking approx. 253-  Andrew
a“ﬂ'“w Guides - Bellingham 5,200 sf of office space in Bellingham 09-15 Jenkins
Reports State of WA is seeking approx. 8,200 sf of
a Market Search office/service delivery space in W:alla e AT
a Logout - Walla Walla Walla. This is a re-posting of a previous 29-14 Jenkins

[2d Posting)  market search and the project number is

2. Scroll to the bottom and click on “Record Solicitation Results”.

W" RECORD SOLICITATION RESULTS Record Solicitation Results and Motify
Unsucecesful Vendors
E}" VIEW SOLICITATION HISTORY This Displays Sclicitation History

BACK CANCEL SOLICITATION El

3. Check the responded box next to the vendors that submitted a bid with the date their bid was

submitted .
o mure guwiodu uewdi, pie

Vendors Requested Responded Responded Date Awarded Awarded Date

Adtronics, Inc. O 3 w17 w2016 v O |3 w17 v|[2016 v
Accurate Installation ... O O 3 w17 w2016 v O 3 W17 || 2016 w
Allsteel O O 3 w17 w2016 v 0 |3 w17 v|| 2016 v
American Contract Furn... O O 3 W17 w2016 v O 3 W17 || 2016 W
American Hotel Registe... O O 3 W17 w2016 v O 3 W17 || 2016 W
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a. If a vendor cannot be located in the list, scroll to the bottom and click on “Search for Notified
Vendors/Add a Registered Vendor”.

In Case of No Award:

[ e Responses, No Awards [l Responses, but No Awards

Motify unsuccessful vendors of award

@‘r’es OND

=0 Search for Notified Vendors/Add a Registered Vendor
=0 Add an Unregistered Vendor

i. The best way to locate a vendor is to search their Tax Identification Number
(TIN) or the vendor’s name. Type their information in and click search, select
their company and click save.

Search For Vendor :

u help
Identify search critena using any combination of filters below
Vendor Name Vendor FEIN (TIN)
| | |45-2096870) x |
City State Zip
| | | (Select a State) V| | |
Search By Commodity Code(s) =[1_Search Commodity Codes
Search By Downloading Vendors =[_Search Solicitations
OMWBE status
(To select more than one option, hold down "ctrl’ or "'cmd’.)

4. Save the list of responded vendors.

5. Once the evaluation is completed, locate the solicitation and click on “Record Solicitation

Results”.
WJ RECORD SOLICITATION RESULTS Record Selicitation Results and Motify
Unsuccesful Vendors
EJ VIEW SOLICITATION HISTORY This Displays Scolicitation History

BACK CANCEL SOLICITATION [E]
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6. Select the vendors that are being awarded. The date selected is the award date to the vendor.

Click “Save Changes” at the bottom.

1ED £7 MEANs TNE SONCITation was aownioadeda two TImMeEs DY Tne venaor
For more download detail, please click here.

vendors Requested Responded Responded Date AwardedAwardedDate
*WEBS Admin Vendor Acc... O 3 w17 || 2016 W 3 w17 v 2016 W
AAtronics, Inc. O O 3 V|17 w|| 2016 v O [3 w|[17 w||2016 v
Accurate Installation ... O O 3 V[T w2016 v [0 [3 w17 || 2016 v
Alisteel o O[3 v][17 v][2016 v O[3 v|[17 v|[2016 v

7. Scroll to the bottom of the page and click on “Send Notification/Archive Solicitation”.

SAVE CHANGES

BACK

SEND NOTIFICATION / ARCHIVE SOLICITATION

8. To view the solicitation after being archived, click on “Manage Solicitations”. Change the drop
down option to “Archived” and sort the contact name. Locate the solicitation and click on it.

Washington's (€lectronic Business Solution

[ HOME [%] LOGOUT
Draft ah
Manage Users Scheduled 5
Manage My Account Posted
Closed
Search for Vendors
. - . Please select the Solicitation.
Build/Manage Notification lists
Solicitation Title Description Cust. Ref # ‘Contact Name
_ Obtainment of necessary personnel and
services to assist DOC's IT Department by
» Search for Solicitations IT Deplovment warehousing and tagaing approximately -
Services for DOC 3,448 new leased systemsrar_ld delivering Rlnne Daroaibitelkan
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How to post a solicitation to a notification list:

1. Go to “Manage Solicitations” and then click the “Add New Solicitation” tab at the top of the
page. Enter general solicitation information and complete all required fields. Very Important:
Choose “Selective” from the “Open or Selective” drop-down menu.

» Manage Users

+ Manage My Account

» Search for Vendors

+ Build/Manage Notification lists
» Manage Solicitations

» Search for Solicitations

~ View User Guides

» Reports

+ Logout

u help

Manage Solicitations :

Edit Solicitation Record
Solicitation Status: Draft

Step 1

You must complete the steps in order: Step 1, Step 2, Step 3 and Step 4 and fill out the
fields from left to right for each step. The system will not allow you to complete the
steps out of order and will prompt you with an error message.

Customer Reference Number * System Assigned Identifier
1

Solicitation Title * (limited to 75 characters)

TEST USER GUIDE

Description * (limited to 500 characters)

TESTING

Solicitation Type * Open or Selective *
RFP - Choose Type :
Choose Type
Open

The Post Date is the date the solicitation will post calendar. The Inactive

Date is the date the solicitation will drop off the sg

Posting Date *

[N ZNaVlalatW=]

2. The next step has no effect on who will be notified of your solicitation since you will be selectively
posting to a prequalified pool of vendors in the next step. Nonetheless, these are required fields
for system search requirements.

— Click “Select Counties” and select the county in which the work is to be done and scroll
down and click “Save”.

— Click “Select Comm Codes”, enter a keyword or code and click “Search”. Select a
commodity code that closely represents the work to be completed. Scroll down and click

“Save”.

Rev 1/9/2020

Page 26 of 32




WEBS Manual

Step 2 - Make sure you have completed Step 1 before proceeding.

Please select a commodity code for this
solicitation. This selection does not affect
vendor notification.

Select the county where the Goods are to be
delivered or the Services to be performed.

Counties* Select Counties Comm Codes®* Select Comm Codes
(Clear All Choices | (Clear All Choices |

3. Select vendors for notification.
— Important: Only use the “Notification List” or “Vendor Search” tabs NOT the
“Commodity Code/County” tab.

Step 3 - Make sure you have completed Steps 1 and 2 before proceeding.

Step 3 builds your vendor list for notification.
|
SELECT VENDORS3 FOR NOTIFICATION BY:

COMMODITY CODE/JCOUNTY EEJB NOTIFICATION LIST EEIR VENDOR SEARCH EJ

It is the counties where the vendors
indicated they are willing to provide
SEervice in.

— Recommended Notification Method: Notify ALL vendors within a prequalified list.

— In accordance with the intent of RCW 39.26 to promote open competition and
transparency for all contracts for goods and services entered into by state agencies,
DES recommends that all vendors are selected within a prequalified list.

— Select the Notification List tab and then select the category by title. Scroll down and
click “ADD”. This will notify all vendors within the prequalified list for your category.
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Build / Manage Notification Lists:

4 BACK | ADD _E]

[ 00713-Conveyance Mainenance and Repair
00714 IPM Consulting Services
01314 IPM In & Around Structures

4. Continue with the rest of the posting steps.
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Search for Solicitations:

1. Click on “Search for Solicitations”.

~ Manage Users
Search For Solicitations :

-

Manage My Account

. Search for Vendors Fill out the fields below to filter Solicitations.

~ Build/Manage Notification lists Organization Name
» Manage Solicitations All -
County

(To select more than one option, hold

- Search for solicitations by Organization Name by clicking on the drop down arrow:

DEATCT FOT DQUNCIEUOTS . a3 neip

Fill out the fields below to filter Solicitations.

Organization Name Customer reference number
All -

Aberdeen W.W.T.P., City of 3
Aberdeen, City of

Administrative Hearings, Office of

Aging & Long Term Care of Eastern Washington

Agriculture, Department of
Alliance of People with disAbilities

- Search by a customer reference number if there is a specific solicitation. The number is created
by the organization’s bid coordinator.
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Search For Solicitations : a help

Fill out the fields below to filter Solicitations.

Organization Name Customer reference number

All M

- Search for a solicitation by county(s) by holding the “ctl” button down to select multiple counties.
Search by solicitations status by clicking the drop down button.

County Solicitation Status

(To select more than one option, hold
down 'ctr’' or 'cmd’.) <ALL> |—

0 <ALL>
All | |Draft
Adams
Asotin Scheduled
Benton Posted
~|__Closed

Manage Commodity Code(s) Archived modity Codes to add

- Search for a solicitation can also be done by commaodity code:

Manage Commodity Code(s) =) Search Commodity Codes to add

Code Title

- Solicitations can also be searched by a date range of postings, solicitation type, open or
selective, title of the solicitation, description, contact phone or contact email. When searching,
enter one field for a broader search or enter multiple fields with as much information as possible
to narrow the search.
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Date Range Enter in a date range to search for Solicitations posted within a certain period of time
~/f ~/ 2004 ~ -/ ~/ 2004 ~
Solicitation type Open or Selective

Choose Type ~ Choose Type -
Title

Description

Contact Phone

( ) - ext.
Contact Email

2. Click search once all the search fields are entered. The system will provide all the solicitations
that fit the search criteria:

Total number of solicitations returned = 3

Solicitation Title Cust. Ref # Cust. Name Contact Status
Enterprise

“Commodity Code 12345 Services (DES), Richard Worthy Draft
Dept. of

- . Enterprise

Contraceptive Products 53,5678  gervices (DES), MMCAP Closed

for Health Centers
Dept. of

“Retooling Washington 12345 Workforce Board Yvonne Chase Closed

3. Select the solicitation to view more detail. The status of the solicitation is listed to the right.
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View User Guides

1. To view the user guides, click “View User Guides” and click the download button to the right.

» Manage Users User Guides
» Manage My Account Form Name Last Updated
WEBS handouts 3/13/2013 download (2

~» Search for Vendors

WEBS Training Videos 3/12/2012 download B
» Build/Manage Notification lists WEBS Reports Detail for Government Users 1/31/2013 download (&
~» Manage Solicitations NIGP Commodity Codes 3/7/2013 download B
» Search for Solicitations U

View User Guides

Logout

- Clicking log out will automatically log a user out of the system.

Washington's @"Iectronic Business Solution

[ HOME [+ LOGOUT
~» Manage Users Hello Alisha Ghanie (Administrator) ¥ help
» Manage My Account Welcome to WEBS (Washington's Electronic Business Solution).
» Search for Vendors You will find the tools needed to assist you when conducting solicitation posting activities

for your organization. Organizations will be able to search for vendors and view vendor

» Build/Manage Nofification lists information: create solicitation records and post solicitation documents to a solicitation

» Manage Solicitations calendar accessible by the vendor community; manage notification lists of vendors; access
reports to help understand the solicitation posting activities for your organization and much

~ Search for Solicitations more.

» View User Guides Please click on the links to the left to start using this applicatior

» Reports

. Logout Please note: WEBS does not run on Google Chrome

Sources: 39.26.150 Public Notice, WEBS
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