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WSSCWATER Introduction

1. Introduction

The Washington Suburban Sanitary Commission (WSSC) Water, also referred to as WSSC
Water or the Commission, supplier portal enables WSSC Water to communicate key procure-to-
pay (P2P) information with suppliers and secure, self-service business transactions between
companies and their suppliers. The supplier portal provides suppliers with the ability to use a
standard web browser to directly manage business transactions and access secure information.
The WSSC Water Supplier Portal, also known as One-Source, provides a collaborative platform
for a buyer (departments within WSSC W ater) to manage relationships with their supply base.
With One-Source, suppliers can receive immediate notifications and respond to events in the
purchasing and planning process. Overall, the WSSC Water Supplier Portal provides the
framework that enables departments within WSSC W ater (buyers) and suppliers to
communicate key business transactions while enabling the ability to search, monitor, revise and
review. For optimal use of this user manual, the supplier should use it while navigating within
the WSSC Water One-Source system and refer to the user manual as needed.

1.1 Scope

The WSSC Water Supplier Portal User Manual is intended to educate users and to be used by
a supplier/vendor to gain familiarity with the WSSC Water Supplier Portal. The manual outlines
the steps to be followed by the supplier. The main topics covered within this manual are as
follows:

Application or System Process Flow

Get Started-Register with WSSC Water
Profile Update by Registered Suppliers
Download the Solicitation

Access Sourcing Information

WSSC Water Web-based Compliance System
Troubleshooting & Support

Frequently Asked Questions (FAQS)

Supplier Portal User Manual 1



WSSCWATER Overview

2. Overview

This section provides a cross reference of terminology as displayed in the Supplier Portal to the
meaning from the business standpoint for WSSC W ater.

In the table below, the Supplier Portal Term column provides the term as displayed in the Supplier
Portal System and the WSSC Water Business Term column provides the term as defined when
conducting business with WSSC W ater.

See Table 1 below.
Table 1: WSSC Water Supplier Portal Terms

Number | Supplier Portal Team WSSC Water Business Term
1 Negotiation Solicitation
) Auction Invitation For Bid (IFB) and Request For Quote (RFQ)
RF| Request For Information (RFI) and Request For Qualifications
3 (RFQu)
RFQ Request For Proposal (RFP) and Multi-Step IFB (MS IFB)
4
5 Abstract Briefer
. Products and Services Code North American Industry Classification System (NAICS) Code
Minority Business Enterprise (MBE)/ Women Business
7 Business Classification Enterprise (WBE)/Small Local Business Enterprise (SLBE),
etc. status

21 Conventions/Terminology

This document provides screen captures and corresponding narrative to describe how to use
the WSSC Water Supplier Portal, also referred to as One-Source. The One-Source main page
for account login is shown in Figure 1 on the next page.

Supplier Portal User Manual 2



' |

v
WSSC\WATER Overview

w}:v_ One Source

* User Name

(example: michael ames smitf
* Password

(example: 4u99v23)
Login || Cancel

Login Assistance

Select a Language:
English

Copyright (c) 2006, Oracle. All ights reserved.

Figure 1: WSSC Water One-Source - Home Page
When an action is required on the part of the reader, it is indicated by a line beginning with a
step number or the word Action followed by a colon (:). For example:
1. Enter your unique User Name
Action: Click on the OK button.

Fields or buttons to be acted upon are indicated in bold in the steps or Action statement; links
to be acted upon are indicated as links in underlined blue text.

NOTE: The term user is used throughout this document to refer to a person who requires
and/or has acquired access to the supplier portal/One-Source.

2.2 User Roles

Table 2 below lists the users and their functional capabilities.
Table 2: User Roles

User Role Functional Capabilities

Supplier A person or organization that provides something needed such as a product or
service to WSSC Water.

Buyer (WSSC Water) | A person or organization who makes a purchase from a supplier.

Administrator The WSSC Water Administrator who performs user administration tasks (e.g.,
manually resets passwords, etc.).

2.3 Active Solicitation Process Flow

Figure 2 on the next page is a Business Process Diagram (BPD) which depicts the general
walkthrough of the solicitation process from start to end.

Supplier Portal User Manual 3
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Overview

|Active Solicitation (Current State)

Procurement Specialist

&

Advertise Solicitation

&}
Facilitate Pre-Solicitation
Meeting

p—
This meeting is based on solicitation type:

IFB (Invitation for Bid) = pre-bid conference

RFP (Request for Proposal) = pre

Questions from Bidders

Invitation for Bid—»  IFB Evaluation Phase

3]

RFP ion Phase

RFQu Evaluation Phase

Site visit is optional and can
involve end nﬁgrfﬁ@duand

Bidder

Figure 2: Active Solicitation (Current State) Business Process Diagram
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3. Get Started-Register with WSSC Water

This section and the sub-sections that follow outline how to get started and register to contract
with WSSC W ater to provide services. There are five main procedures to follow.

3.1 Provide Supplier Information

This sub-section describes the first of five major procedures along with the steps a prospective
supplier follows to register to do business with WSSC W ater. The following step should be
followed by every first-time supplier:

1. To access the Prospective Supplier Login page, click on or enter the following Uniform
Resource Locator (URL) in an Internet Browser (e.g., Google, Internet Explorer, etc.) :
https://onesource.wsscwater.com/OA_HTML/jsp/pos/suppreg/SupplierRegister.jsp?ouid
=BDB7AF1018A39E4A.

3.2 Provide Basic Information

This sub-section covers the second of five procedures along with the steps for the basic
information provided by a supplier.

NOTE 1: All mandatory fields are marked with an (*) asterisk and require information be entered
to proceed to the next step.

1. Provide information within the fields in the Company Details and Contact Information
section of the Basic Information page.

2. Provide a W-9 form, which is required for approval.
a Certificate of Insurance (COI) can be attached at the option of the supplier or as
requested.

NOTE 2: If the supplier is entering any information under the Business Classification section
of the registration, a copy of the supporting documentation (e.g., Minority Business Enterprise
(MBE) Certificate) must be uploaded.

3. Click on the Q icon to select a Tax Country.

See Figure 3 on the next page.

Supplier Portal User Manual 5


https://onesource.wsscwater.com/OA_HTML/jsp/pos/suppreg/SupplierRegister.jsp?ouid=BDB7AF1018A39E4A
https://onesource.wsscwater.com/OA_HTML/jsp/pos/suppreg/SupplierRegister.jsp?ouid=BDB7AF1018A39E4A

WERENATER Get Started-Register with WSSC Water

iSupplier Portal

Basic Information

Prospective Supplier Registration
1 T

n TES Ted

Suptofd | Mext |

# e cption of the SUPDNET OF 25 MEQUETEC,

W9 required for approval, Certicate of [rswrance (00l @

Company Details

* Comgany Name
* Tax Country
Ll Salha, T 1 Sy ol B 82 B ATHD The I O e T PRGN M!S TEGH 10
Tax Regaration Nember (VAT) it
i

apaye D

DUNS Number
Contact Information

1 pd
* Fret Name

" Last Nare

¥ Phone Ares Code
* Phone Number
Phone Exension

Sep1of4| Next |

oy i 2006, Crae. A s s

Figure 3: WSSC Water One-Source - Basic Information

4. Enter the ‘%’ character followed by the beginning of the Country Name (e.g., “United”)

and select the Quick Select | =75 | icon associated with the name of the Country (e.g.,
United States.)

See Figure 4 below.

Search and Select: Tax Country
Cancel] select
search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.
Search By |Country Mame | » | |%ounited Go
Results
Select Quick Select Country Name Country Code
(9] i Tanzania, United Republic of L
[ * United Arab Emirates AE
[ * United Kingdom GB
= United States LS
[ * United States Minor Outlying Islands U

Figure 4: Search and Select: Tax Country
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5. Click on the Select link.

6. Select the radio button to proceed to the following step, Section 3.3 Provide Company
Details, of the registration process.

NOTE: If an error message displays, indicating the tax identification (ID) is being used by
another company, review the information entered in Step 1 above within the registration process
and remove any information from the Tax Registration Number, also known as the Value-

Added Tax (VAT) field.

3.3 Provide Company Details

This sub-section provides the third of five procedures required from the supplier.

1. Enter/Select the information within the following areas: Address(es) of business
location(s), Contact Directory and Business Classifications for the supplier.

2. Click on the Create button under the Address Book section to enter a business

location.

See Figure 5 below.

AWSSC ore-Source iSupplier Portal

Regeatratorn: Additicnal Details

AL bt ore Pur

T Piexgs iraton Nombes
Taspayer ID
o

4

Company Details

WSSC Sanitary Company

ty  United States

32412434

DS Number
‘obe 1o Buyer
nde b Suppler
Address Details
st one &
Cihbale
First Name Last Name Phone Email
ey Semith H1-2055578 witerwssoBhatmalcom
Business Classdications
Classification Applicable  Mimority Type
Hub Zone
—
Mnarity Ownéd | &)
R Chiabiec] Qi

Service dhsabled Veteran Owned
'Wetersn Owned
WSSC-Aporoved SLEE Frm

i Crned
#TIF Date format example: 20-Oct-2015

Figure 5: Company Details — Address Book

—

Savie For Later Back | Step 2of4 | Mext |

Requires User Account Update  Delete

w

Certificate Mumber Expiration Date
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WSSCWATER Get Started-Register with WSSC Water

3. Provide and enter all (indicated with an asterisk) of the address information for the
location.

4. Select the Apply button as shown in Figure 6 below.

Croats Addraas

i m

Phone Area Code (301

Figure 6: Create Address — Apply
The Supplier Portal displays the address record.
5. Confirm that the correct address record displays.
6. Click on the Create button.

See Figure 7 below.

Address Baok
Address Rame Address Delads _] Purporie Update Delete
_‘l HeadQuarters 14851 Sweitzer Lane, Baltmore MO 23123 United States J"' Purchasng ] =

Figure 7: Address Book — Create Button

7. Go to Business Classifications section and select the relevant business classifications
in the Business Classifications section.

8. Enter the corresponding Certificate Number and Expiration Date information where

applicable.

See Figure 8 below.
(Classification Applicable  Minority Type Certificate Number Expiration Date
Hub Zone U
Minority Owned O iﬁswan American ﬂ 13231413 24ov-2016 12:02:1 x
Regular-disabled Owned O
Service-disabled Veteran Owned |
Veteran Owned |
WSSC-Approved SLBE Firm ™
\Women Owned ¥

“TIP Date format example: 20-Oct-2015

Figure 8: Business Classifications

Supplier Portal User Manual 8



WA
WSSCWATER Get Started-Register with WSSC Water

9. Select the Create button in the Products and Services section of the Company Details
page.

Products and Services

L r e ke
Code

No results found.

Products and Services Delate

Figure 9: Products and Services - Create

10. Visit the Census.gov website to view a complete directory of NAICS Codes.
11. Search for the applicable NAICS Code(s).

a. Tosearch for a NAICS Code, provide the Code or Description in the respective
field and click on the Go button.

b. To select a NAICS Code, select the corresponding checkbox under the
Applicable field from the list of NAICS Code records in the Search Results

12. Select all codes which are applicable to the company products and services offered. At
least one entry is required.

13. Select the Apply button.

NOTE: For informational purposes, the Products and Services and the corresponding 2-digit
Code are displayed in the lower half of the page.

See Figure 10 on the next page.
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F TERE
Add Producis and Services : (ONE UMBRELLA)

< TIP Use below Primary Product and Services to search and apply

< TP Use wildcard (%) to search for values within the code or description. Example: %.561.% or YeRemediation®o

Search

Please enter your search criteria and select the "Go” button to he search is not case sensitive.

{ Code [

escripion e
Go Qear

Code Description Applicable
23.237.237310  |Construction.Heaw and Crvil Engineering ConstructionHighway, Street, and Bridge Construdion
23.237.237210 | Corstruction.Heawy and Civil Engineering Construction.Land Subdivision &

23,.237.231 20 Construction. Heavy and Civil Engneering Construchion.Od and Gas Pipdine and Related Structres Construction

23.237.237990  |Construction.Heawy and Civil Engineering Construction.Other Heavy and Ciwil Engineering Construction M
23.237.237130  |Construction.Heawy and Civil Enginearing Construcion.Power and Commurnication Line and Related Structures Construction

23.237.237110 Construction.Heavy and Civil Engineering Construction.Water and Sewer Line and Related Structurés Construction

33.33233420 | ManufacturingFabricated Metal Product Manufa cturing.Metal Tank (Heavy Gauge) Manufacluring

33.336.336120  Manufacturing. Transportation Equipment Manufacuring Heavy Duty Truck Manufacturing

_“ TIP Use following Primary Product and Services to use in above search

110 [v] Hext 10 6 I

Code Products and Services

11 Agriculture, Forestry, Fishing and Hunting

21 Mining Quarrying, and Oil and Gas BExtraction
L 22 Lrlites R

23 Construction

3 Manufacturing

32 Manufacuring

13 Manufacturing

42 Wholesale Trade —
L

44 Retail Trade

45 Retall Trade A
[0 [v]nes1o G

Figure 10: Add Products and Services - Apply
The supplier portal displays the selected NAICS Code records in the Products and Services
section.

14. To delete a NAICS Code, select the trash can icon found under the Delete column next
to the corresponding NAICS Code.

See Figure 11 below.

l’ Products and Services

Atleast one antry is redquired

Code Products and Services Delete
23 237 2373110 Consrudion.Heavy and Chdl Enginearing Constredion.Land Subdivision |
23.237.237950 Construdion.Haawy and Civil Enginearing Consfrudion. Other Heavy and Ciil Engineering Construction -

Save For Later Back | Step 2of4 | Mext

Figure 11: Products and Services — Delete
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3.4 Provide Additional Information
This sub-section provides the fourth of five procedures required from the supplier.

1. To provide general business information, select the appropriate options with the
Business Type, Organization Type, 1099 Reportable and Primary NAICS Code
fields in the Additional Info section.

2. To provide a NAICS Code in the Primary NAICS Code field, select the icon

NOTE: Mandatory fields are marked with an (*) asterisk and require that information be entered
to proceed to the next step.

See Figure 12 below.

Basic Information Company Details Addifional Information Attachments

Supplier Profile Atfributes

* : :
Indicates required field Save For Later | | Back | Step 30f4 | Mext

Additional Info

* Business Type |C0n5tructi0n Service ﬂ * Organization Type |Limited Liability Corporation ﬂ * 1099 Reporiable IYesﬂ
* Primary NAICS Code (236115

Minority Owned
Minority Owned

* Cerfifying Agency |D.C. Department of Small and Local Business Development ﬂ * Gender m * Ethnicty |American Indian or Alaska Nafive (Mot His|l§
Women Owned

Women Owned

* Certifying Agency |\p'\-,"omen'5 President Eduction Organization ﬂ Ethnicity |Black or Afri@an American (NotHispanic or Latino) ﬂ

Small Local Business

Small Local Business

Gender IMaIe ™| =iy yil«) Wl INative Hawaiian/Other Padfic Elander(Not Hispanic/Latino)|Ed|

Figure 12: Supplier Profile Attributes — Additional Information

3. Search by NAICS Code or Description as shown in Figure 13 on the next page.
a. To search by description, select the Description option with the Search By field,
enter the ‘%’ character followed by the full or partial description text and click on
the Go button.

b. To search by NAICS code, select the Display Name option next to the Search By
field, enter the ‘%’ character followed by the full or partial code and click on the
Go button.

Supplier Portal User Manual 11
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4. To select the relevant NAICS Code, select the Quick Select |=% | icon
corresponding to the NAICS Code.

See Figure 13 below.

Search and Select: Primary HAICS Code

| Cancel | [ Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button.
Search By |Desaiption gl%consv | Go |
Results
——
Select | Quick Selectj] Display Name Description
g > 212321 Construction Sand and Gravel Mining
> 236115 Mew Single-Family Housing Construction (except For-Sale Builders)
> 236116 New Multifamily Housing Construction (except For-Sale Builders)
> 236210 Industrial Building Construction
ot 236220 Commerdial and Institutional Building Construction
> 237110 Water and Sewer Line and Related Structures Construction
O » 237120 Qil and Gas Pipeline and Related Structures Construction
——

Figure 13: Search and Select: Primary NAICS Code or Description

3.5 Provide Attachments

This sub-section is the last of five procedures required from the supplier to upload attachments.
1. Upload a completed W-9 Form for approval.

a. If applicable, upload a copy of the supplier certificate or certification letter
supporting the Business Classification listed in Step 2 of the registration
process.

NOTE 1: A copy of the Certificate of Insurance (COI) may be uploaded at the discretion of the
Supplier.

2. Click on the Add Attachment button as shown in Figure 14 below.

Attachments

I Submit Back |Step4af4

Type Description Last Upda ted By Last Updabed

o resuits found.

Submit Back |Step4aof4

Figure 14: Add Attachment
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WSSCWATER Get Started-Register with WSSC Water

a. Select the appropriate file option type: File, URL or Text.
b. Add a document title.

c. Add a description.

d. Click on the Browse button to browse to the location of the document.

3. Select the Add Another button and repeat this step as needed based on the number
of additional documents you want to add.

4. Select the Apply button.
See Figure 15 below.

Fused F 18 And Sarvides WESC Sankary C il
Acdd Attachmeant

Cancel Add Another Appdy

dd [Desktop Fie] Text/ URL [w ]
Attachment Summary Information

Desoipbion W form wsed for payment information

."l."\'\',}'. Mscelaneoius U-
Defne Attachment @

Type @k  Viocobasip-0ThomeS WSSCNTMathew My Documents  Browss

Text

Figure 15: Add Another Attachment

NOTE 2: These steps above may be used to attach a Minority Certificate, Certificate of
Insurance, W-9 Form or any other relevant form.

5. Verify that the Confirmation message appears which indicates the successful
addition of the Attachment(s).

6. Once all attachments have been uploaded, submit the Registration by clicking on the

Submit button as shown in Figure 16 below.

4

Attachments

@ Confirmation
Attachment W3 Form has been added successfully but not committed; it would be committed when you commit the rest of the current transaction |

Back |Step4of4

Attachments

Figure 16: Add Another Attachment
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7. Review that the Supplier Portal displays a notification message confirming the
registration was submitted for approval by WSSC W ater.

NOTE 3: A Username and Password are issued to the supplier once the submitted registration
has been reviewed and approved. A confirmation message displays as shown in the screen
capture below.

See Figure 17 below.

AWSSC One-Source  isupplier Portal

5  Confirmation

Thank you for registering your company, Your registration has been submitted for approval and you will be notified of your registration status via emai in due course,

Figure 17: Supplier Portal - Confirmation

3.6 Registration Approval Notification

This sub-section provides the steps to follow once a supplier receives a WSSC W ater
registration approval notification via email.

1. Check the supplier email account provided on the registration to ensure receipt of an
email notification from “WSSC W orkflow Mailer” along with the Username and
temporary Password to be used by the supplier to login to the Supplier Portal.

2. Click on the Log On link to access the Supplier Portal or use the Uniform Resource
Locator (URL) to manually access the Supplier Portal.

See Figure 18 below.

: Washington Suburban Sanitary Commission Supplier Collaboration Network: Confirmation & &
of Registration mbox

Workflow Mailer <NoReplyTo@wsscwater.com> & Jul 10 (3 days ago) - v
to me |~
To  TESTFNAME TESTLNAME

Sent 10-JUL-2015 10:50:11
D 1108328

You have been registered at Washington Suburban Sanitary Commission for access to their supplier collaboration network. You can
log on with the username TESTLAVZ@GMAIL.COM and the password Fr4(70

When you first log on, you will be required to change your password for security purposes. Contact administrator for additional
information.

Thank you.

Figure 18: WSSC Water Confirmation of Registration

NOTE: Check the spam folder in your inbox for the notification from the WSSC W orkflow Mailer.
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4. Accessing the Supplier Portal

1. To access and log in to the Supplier Portal, the Supplier provides the User Name
and Password information in the corresponding fields.

See Figure 19 below.

#WSSC One-Source

WSSC One-Source

Figure 19: WSSC Water One-Source Home Page

NOTE: When logging in for the first time, the Supplier Portal prompts the supplier to change the
password to a new password.

2. Enter your current password and new password. A confirmation of your new
password is required.

3. Select the Submit button to reset the password.

See Figure 20 below.
|EHange PassSwWora

e * Current Password || 1
g New Password
w—gp* Re-enter New Password

Password must be at least 5 characters long.

=3 Submit | Cancel |

* Indicates required field

Figure 20: WSSC Water One-Source Change Password

4.1.1 Reset the Portal Password
1. Go to WSSC One-Source.
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WSSCWATER Accessing the Supplier Portal

2. Click the Login Assistance option.
See Figure 21 below.

4 WSSC One-Source

* User Name | |

{example: michaeljames.smith)

* Password

{example: 4u33:23)

Accessibility [None v |

Select a Language:
English

Figure 21: WSSC Water One-Source Reset Password

3. Under the Forgot Password section enter a valid User Name.
4. Click the Forgot Password button.

NOTE: Typically, the username is the email address used during the registration process.

See Figure 22 below.

Logia Assheisnce

R —T)
e requni] fed

Tgrgnl Passweord

Enfer your it narmt, instouctions for bow t et your passwond il be mmated tayou

User Hame | Fargol Fasswond

Forgol User Mame:

Enttr thet mal adidness assocated with yoor aocount, el user rame will Be smaded 0 you

Emal Forgot User Mame

g St bl i

Figure 22: WSSC Water One-Source Forgot Password

A message indicating your request was submitted successfully appears.

5. Check the registered email address for an email notification from WSSC Workflow
Mailer.
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5. Profile Update by Registered Suppliers

This section provides the steps for registered suppliers to update the information found on the
WSSC Supplier Portal profile.

5.1 Access Supplier Profile

1. To access the Supplier Profile information, select the WSSC Supplier Profile &
User Manager. For some suppliers the folder will read as WSSC Water Centralized
Bidder Registration (CBR) Supplier Manager.

2. To logout of the Supplier Portal, select the Logout option.
See Figure 23 below.

¢WSSC One-Source E-Business Suite

B Favorites ¥ Diagnostics Logout Preferences Help

Logged In As TESTSUP1@YAHOO.COM

Oracle Applications Home Page

0. AMens Worklist
Personalize Full List
® Bl wssc solicitations From Type Subject Sent Due
[ CIwssc Supplier Profile & User Manager There are no notifications in this view.
WSSC Supplier Resources “TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

Figure 23: WSSC Water Supplier Profile & User Manager Folder

5.2 Update General Information
NOTE: The Supplier Portal application displays the General page of the Supplier Administration.

1. From the available options found under the Supplier Administration tab, select the
section requiring updates.

See Figure 24 below.

Crganizabon Name  ABC Venbures, LLC Tax Regetration Number

Suppisr Number 280 Tagayer I 123456789
ra’!-'u_tSﬂ.Wle'.‘lxl'# Country of Tax Registralion
Parent Suppler Number

DIUNG Number  0OTTTTTTT

Figure 24: General Attachments

2. Click on the General link.
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a. Hover over the Add Attachment button as shown in Figure 25 below.
a. Select an appropriate Attachment Type.

3. Browse to the location of the document when the Attachment Type selected is the
File option.

4. Click on the Save button or if adding more attachments, click on the Add Another
button.

See Figure 25 below.

Supplier Administration
e General
Company Profile Organization Name ABC Ventures, LLC Tax Registration Number
8 e : S;:ugplielr_ NLrI\Jmher 280 Taxpayer ID 123456789
drant Lppler Name Country of Tax Registration
o Address Book Parent Supplier Number y .
= Contact Directory DUNS Number 007777777
= Business
Clazaifications Attachments
o Product &
Services Search
o Banking Details
o Payment& Not= that the gearch is case insensifive
Invaidng Tite |
o Surveys H Show ch Options
Add Attachment...
Title Add Attachment (<] LastUpdated Usage Update Delete Publish to Catalog
N Url
Li: Attachment Type | Text
Title |
Category  From Supplier P
Text Copyright {c) 2008, Oracle. All rights reserved.
Add Another Cancel

Figure 25: General Add Attachment

5.3 Update Company Profile Information
1. To update organization related information, select the Organization link.

2. Select the Overview tab to provide the organization, employee and financial
information in the Organization, Total Employees and Tax and Financial
Information sections of the Organization page.

See Figure 26 on the next page.
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Supplier Administration

* General 200 o
Gompany Profie Save
[ S;aanlza;onk Owverview Additional Info Minority Owned Women Owned & Small Local Business
& ress .ﬂﬂ o P i
o Cor!mct Directory ] —
L Samalst D-U-N-S Number  [DO7777777 Chief Executive Name |
Classifications -
=  Product & Legal Structure = Chief Executive Title |
Services e T
rincipal Name

= Banking Details P :
= Payment & ‘fear Established I:I Principal Title
Invoidng ——

Incorporation Year
s P LI

Contral Year I:l
Mission Statement |
N
Total Employees
Organization Total Type [ Corporate Total Type ~

Tax and Financial Information

Taxpayer ID  [123456739 Analysis Year |:|
Tax Registration Num Currency Preference =
VAT Number,
For nest fiscal year,

[CIFederal Agency Potential Revenue

Figure 26: Update Company Profile Information — Overview

3. Select the Additional Info tab to provide the Business Type, Organization Type,
1099 Reportable and Primary NAICS Code information of the Organization page.

4. To provide Primary NAICS Code information, select the search " licon. One can
search using several different methods.

See Figure 27 below.

Supplier Administration

Organization

Company Profile Save

s General

SHETERLT Overview  Additional Info  Minority Owned ~Women Own mall Local Business
Address Book
= Contact Directory

o Business *Business Type  |Professional Service | w * Organization Type |Limited Liability Corporation ﬂ * 1099 Reportable [MNo | v

Classifications Primary NAICS Code 541512 Q
= Product &
Services

o Banking Details Cancel Save

o Payment &
Invoiding
= Surveys

Figure 27: Provide Primary NAICS Code Information

a. To search for a NAICS Code by the NAICS Code or NAICS Code
Description, select the Display Name option or Description option next to
the Search By field.

b. To search by description, click on the Description option next to the Search
By field, enter the ‘%’ character followed by the full or partial description text
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as search criteria and then select the Search By option and select the Go
button.

c. Tosearch by NAICS code, click on the Display Name option next to the
Search By field, enter the full or partial NAICS Code value followed by the ‘%’
character.

5. To select a NAICS Code record, click on the Quick Select =* |icon associated
with the relevant record.

See Figure 28 below.

edrcn an elech Frimary ode

Cancel Select

Search

To find your item, select a filter @ﬁwe pulldown list and & value in the text field, then select the "Go" button.

Search By |Description | | |%econst Go

Results

Previous [1-153 | w| Mext 15
Select Quick Select Display Name Description

* 212321 Construction Sand and Grawvel Mining

* 236115 Mew Single-Family Housing Construction (except For-Sale Builders)

Figure 28: NAICS Code Quick Select Option

NOTE: The Supplier Portal displays as tabs for each Business Classification entered by the
supplier during the registration process.

6. Select the Minority Owned tab to provide the Certifying Agency and Gender
information on the Organization page.

See Figure 29 below.

Supplier Administration

rae Organization

»  Company Profile Cancel | | Save

- Urganization Overview Additional Infgi  Minority Owned Women Owned  Small Local Business
0 Address Book

o Contact
Directory

o Business
Classifications

o Product &
Services

o Banking Details

o Payment & Cancel | | Save

Invaicing
o Surveys

Minority Ovmed

* Certifying Agency IWumen‘sPreswdentEducatinn Organization ﬂ * Gender |Female ﬂ * Ethnicity INatwe Hav.fauanfotherPacmcIs\ander(NntHispamc,’Latmn)ﬂ

Figure 29: Minority Owned Tab
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7. Select the Women Owned tab to provide the Certifying Agency and Ethnicity
information on the Organization page.

See Figure 30 below.

Supplier Administration

*  General
» Company Profile
Organization

Organization | |

Cancel Save

Overview Additional Info  Minority Owned =Women Owned = Small Local Business

Address Book.
Contact Directory

Business
Classifications

o Product &
Services

Banking Details

Payment &
Invoicing

o Surveys

Women Owned

* Certifying Agency |Maryland Department of Transportation ﬂ * Ethnicity |.-'-\sian (Mot Hispanic or Latino)

Cancel

Save

Figure 30: Women Owned Tab

8. Select the Small Local Business tab to provide the Gender and Ethnicity
information of the Organization page.

See Figure 31 below.

Supplier Administration
» General Organization

» Company Profile
Organization
Address Book
Contact Directory

Cancel Save

Overview Additional Info  Minority Owned Women Owned | Small Local Business

o Buaes Small Local Business
Classifications

o Product &
Services

Banking Details

Payment &
Invoidng

o Surveys

Gender [Female |v

Ethnicity |.-'-\sian (Mot Hispanic or Lating)

Ir Save

Cancel

Figure 31: Small Local Business Tab

9. To add a business location, click on the Address Book link
10. Select the Create button.
See Figure 32 below.

5 o Address Book A4
+  Company Profile
o Organization Address Na Address Details |Country Update Remove
Business 9520 Berger Road United States
o Contact Cirectory Ste ID? |
: Columbia, MD 21046
< Business
Classifications
o Product &
Services
o Banking Details
o Payment &
Invoicing
o Surveys
Figure 32: Create the Address Book
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11. Enter the information for the business location.
12. Select the Save button.
See Figure 33 below.

Supplier Administration: Address Book =
reate Address
* Indicates required field —

Supplier Mame  ABC Ventures, LLC Supplier Number 280
* Address Name  |HeadQuarters Phone Area Code
Country |United States ﬂ Phone Number
* Address Line 1 |32332 Dearborn Lane Fax Area Code
Address Line 2 Fax Number
Address Line 3 Email Address
Address Line 4 " i
iy ing A
*City/TownjLocality |Gainesvile Lrenasng Aderess
t [¥IPayment Address
County |Ocala
[IRFQ Only Address

*State/Region  [Florida
Province
*Postal Code  [10219]

MNote

Figure 33: Create Address & Save

The Supplier Portal displays a confirmation notification as shown in Figure 34 below.

AddressBook | Address Book

Contact Directory

Business

o General 1 T
+ Company Profi g Confirmation
E>Drgamﬁﬁm HeadQuarters has been added to your Address Book.

élassiﬁcaﬁons Address Name - Address Details Country Update Remove
~ Business 9520 Berger Road United States

o Product& e 107 ) 9
Services -

Collimbiz. MD 21044

Figure 34: Address Confirmation Notification

13. To add a supplier contact, select the Contact Directory link.
14. Click on the Create button.

See Figure 35 on the next page.
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Supplier Administration

e e Contact Directory : Active Contacts

s Company Profile Create
o Oganiziton Last lia |supplier tia Phone Numbe Email Istat UserAccount  Add Updat
btk me | me  |Supplier Name ~ |Phone Number mai |Status ser Accoun resses late
o Frame Lname ABC Ventures, LLC 301 0000000 testsup15@yahoo. com Current " '-J] »
-  (Contact 2
Dt 7 Contact Directory : Inactive Contacts
o Business
Clagsifications

Figure 35: Create Contact Directory

15. Enter contact information in the Add Contact section.
16. Click on the Apply button.

See figure 36 below.

Supplier Administration
Supplier Adminigtration: Contact Directory >
+ General
+  Company Profile Dl ot
- Organization * Indicates required field Cancel
o Address Book Contact Title ,—i| *Phane Area Code 301 '
o Contact *FirstName |John *Phone Number 2088528
Directory Middie Name Fhone Extension ,'
o Business *LastName  |Smith Alternate Phane Area Code
Qassifications Alternate Name | Altemate Phone Number |
o Product & : !
Services Job Title Fax Area Code
= Banking Details Department | Fax Number
0 ngment& * Email Address  waterssci@hotmail.com Tnactive Date | . |
Invaidng url (evample: 20-0c:-2015 19:45:00)
< Surveys
User Account
Create User Account for this Contact D

Figure 36: Add Contact & Apply
The Supplier Portal stores the added Contact information.

17. To associate the Contact to a Business Location (Address), select the Addresses| =
icon that appears with the contact record.

See Figure 37 below.

Supplier Administration

s General Contact Directory : Active Contacts

+  Company Profile

COrganization

¢ FirstName  |lastMame  SupplierName ~ |Phone Humber [Email |status User Account
o Address Book John Smith ABC Ventures, LLC 3012068528 waterwssc@hotmai. com Current

<  Contact

[ Fname Lname ABC Ventures, LLC 3010000000 testsup 15@yahoo.com Current i

o Business z 7 %

Clazsifications +Contact Directory : Inactive Contacts

Figure 37: Link the Contact to a Business Location — Addresses Option
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18. To search for a business a

d

19. Click on the Search

ddress, select the Add Another Row button.

icon.

20. Click on the Go button in the Search window.

21. Click on the Quick Select

See Figure 38 below.

+*

=

icon next to the relevant address.

g

Address Details

=0

Select Quick Select |MdressName-

i Business

id HeadQuarters

(2 Search and Select List of Values - Windows Internet Explorer Sane X
Search and Select: A
Cancel Select

Search

To find your item, select a filter item in the pulldown list and en alue in the text field, then select the "Go™ button, I
Search By [Al Name |v ﬂ

Results

Address Details

9520 Berger Road, Ste 107, Columbia, MD, MD, US

82392 Dearborn Lane, Gainesvile, Florida, Florida, US

Cance| Select
< >
#90% v

Figure 38: Quick Select Relevant Address

22. To save the associations with the Address record with the supplier profile, the

supplier selects the Save button.
See Figure 39 below.
Supplier Administration: Contact Directory >
Address Associations for Contact
The addresses assodated with the contact can be maintained in this page.
Cancel Save
Address Name Address Details Remove
HeadQuarters 82392 Dearborn Lane, Gainesville, Florida, Florida, US |
Add Another Row
Cancel Save

Figure 39: Address Associations for Contact

The Supplier Portal displays the Update | .

icon as disabled as shown in Figure 40 on the next

page.
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Supplier Administration

Contact Directory : Active Contacts

s General

+ Company Profile

; D;ﬂanlzahonk Firstame  |LastName |Supplier Name |Phone Humber |Email |Status User Account  Addresses
B HUEESERL John Smith ABC Ventures, LLC 301 2068523 waterwssci@hatmail. com Change Pending =

o Contact =
Directory Fname Lname ABC Ventures, LLC 3010000000 testsup15@yahoo.com Current v =)

o Business ; - -

Classifications . Contact Directory : Inactive Contacts

< Product &

Services

Figure 40: Disabled Update Icon
23. To provide Classification information, select the Business Classification link on
the left.

24. Select the applicable Classification types by selecting the relevant checkbox within
the Applicable field for the classification types.

The Status of the Classification type is ADD for newly added classifications by the supplier until
approved by WSSC Water. The Status is Approved for all classifications approved by WSSC W ater.

25. Enter the Certificate Number and Expiration Date information within the Certificate
Number and Expiration Date fields as applicable.

26. To save the provided information, select the Save button as indicated in Figure 41
below.

Supplier Administration

»  General =
«  Company Frofile @ Confirmation
- Organization Your dassifications have been saved.
o Address Book Business Classifications
- Contact Directory Cancel | Save

Certification

H
|

= Product &

fanies [ certify that I have reviewed the dassification below and they are current and accurate.

= Banking Details

c  Payment& Last Certified 12-Aug-2015 By Fname Lname

Invoidng

o Surveys ¥ TIP Date format example: 20-Oct-2015
Classification Applicable Minority Type Certificate Number Expiration Date Status
Hub Zone [l | =
Minority Owned |Asian-Facific American [v] [os-a17 ) [i5-u-2017 [ APPROVED

Figure 41: Business Classifications
27. To add a Products and Services code to the Supplier profile, select the Product &
Services link on the left.

These are products and services that the supplier is interested in being notified about when a
solicitation is published.

28. Click on the Add button on the Products and Services page.

See Figure 42 on the next page.
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Supplier Administration

e Products and Services

«  Company Profile
2 Organization ﬂ

) AddressBook | Select Al | Select None

Contact Date  Approval View Sub-
Directary Select Code Products and Services Added Status Category
Business ] LULIII0 Agriculture, Forestry, Fishing and Hunting.Crop Production.Soybean Farming 10-Aug- Approved
Classffications 2015
°  Product & ] 32326326130 Manufacturing,Plastics and Rubber Products Manufacturing Laminated Plastics Flate,  10-Aug-  Approved
= Sheet (except Packaging), and Shape Manufacturing 2015
: : 32.326.326140 Manufacturing. Plastics and Rubber Products Manufacturing.Palystyrene Foam Product  10-Aug-  Approved
el i Manufacturing 2015
Fayment &
Invoicing
Surveys

Figure 42: Add Products & Services

29. Search for a Products and Services Code by either the NAICS Code or the NAICS
Description.

a. To search by the NAICS Code, provide part of the NAICS Code using the ‘%’
character or the full value of the NAICS Code in the Code field and then
select the Go button.

b. To search by the NAICS Description, provide part of the NAICS Code using
the ‘%’ character or the full value of the NAICS Description in the Description
field and select the Go button.

The Supplier Portal displays the search results matching the search criteria.

30. Select the checkbox under the Applicable field corresponding to the relevant
Products and Services records.

31. Select the Apply button.

32. To view the next set of matching records when the search results exceed 10 records,
select the Next 10 link.

a. Look up the Codes for Products and Services in the lower half of the
Products and Services page.

See Figure 43 on the next page:
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Supplier Administration: Product & Senices >
Add Products and Services: : (LUCKY NUMBER ONE, LLC (DO NOT USE))

Apply

“ TIP Use below primary preduct and services to search and apply

* TIP Use wildcard (%) te search for values within the code or description. Example: “%:Remediation% or %.561.%

Search

Please enter your search criteria and select the "Go" button te see the results, Note that the search is not case sensitive,
Code |%236.%

Description

Code Descriptiol Applicable
23.236.236220 Construction.Construction of Buildings.Commercial and Institutional Building Construction

23.236.236210 Construction.Construction of Buildings.Industrial Building Construction

23.236.236117 Construction, Construction of Buildings. New Housing For-Sale Builders
23.236.236116 Canstruction, Construction of Buildings. New Multifamily Housing Construction (except For-Sale Builders)
23.236.236115 Construction.Construction of Buildings. New Single-Family Housing Construction (except For-Sale Builders) O
23.236.236118 Construction.Construction of Buildings. Residential Remodelers Od

< TIP Use following product and services to use in above search

Previous [1-10  |v| Next 10 ®

Code Products and Services

11  Agriculture, Forestry, Fishing and Hunting
21 Mining, Quarrying, and Oil and Gas Extraction
22 Utilities

23 Construction

31  Manufacturing

32 Manufacturing

33  Manufacturing

42 Wholesale Trade

44 Retail Trade

45  Retail Trade

Previous [1-10 [ Next 10 @

Figure 43: Search Product & Services

The Supplier Portal displays a notification of the confirmation of the Products and Services
which were selected by the supplier.

33. Click on the Return to Products and Services link to return to the Supplier profile.
See Figure 44 below

- |'; Confirmation
The following Product and Service categories have been added to your profile.
« Construction.Construction of Buildings.New Housing For-Sale Builders
» Construction.Construction of Buildings.New Multifamily Housing Construction (except For-Sale Bu'llders)}

Return to Products and Services -

Figure 44: Confirmation Page & Return to Products and Services

Home Logout Preferences Diagnostics

NOTE: The Supplier Portal displays the selected Products and Services by the supplier which
have an Approval Status of Pending Approval. The Products and Services records remain in
the Pending Approval status until approved by WSSC Water. Upon approval by WSSC W ater,
the Approval Status for the Products and Services records changes to Approved.
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See Figure 45 below.

pplier Administration
« General Products and Services
+ Company Profile
o Organization ﬁ
> Address Book Select All | Select None
o Contact Date Approval View Sub-
Diractory Select Code Products and Services Added  Status Category
> Business O 1.111.111110 Agriculture, Forestry, Fishing and Hunting.Crop Production.Soybean Farming 10-Aug- \Approved
Classifications 2015
- Product & O fe3ze3m130 Manufacturing. Plastics and Rubber Products Manufacturing.Laminated Plastics Plate, Sheet  10-Aug-  approved
mr— (except Packaging), and Shape Manufacturing 2015
. ) ) 2.126.326140 Manufacturing. Plastics and Rubber Products Manufacturing.Polystyrene Foam Product 10-AUg- | Approved
¢ Bl U Manufacturing 2015
[.rwolFl’:?:ment& B [] [p3-236.236117 Construction. Construction of Buildings.ew Housing For-Sale Builders 24-May-  Pending
g 2016 Approval
2 SR Wl EREFEARE Construction. Construction of Buildings.New Muldfamily Housing Construction (except For-Sale 24-May-  Pending
| Builders) 2016 Approval
[ [p3-236.236220 Construction, Construction of Buildings.Commercial and Institutional Building Construction 23-May-  Pending
2016 Appraval
[ [p3-236.236210 Construction. Construction of Buildings.Industrial Building Construction 23-May- | Pending
2016 Approval
0 3.237.237990 Construction.Heavy and Civil Engineering Construction.Other Heavy and Civil Engineering 23-May-  Pending
Construction 2016 Approval

Figure 45: Products and Services Status Page

34. To remove a Products and Services code associated within the supplier profile, click
on the checkbox associated with the Products and Services records.

a. Click on the Remove button.
See Figure 46 below.

Supplier Administration

Products and Services

o General
s Company
> Organizi
Address Book | Select None
o Contact Date Approval View Sub-
Directory B Products and Services Added  Status Category
o Business [ 11111111110 Agriculture, Forestry, Fishing and Hunting.Crop Production.Seybean Farming 10-Aug-  Approved
Classifications 2015
- Product & [ 32326326130 Manufacturing. Plastics and Rubber Products Manufacturing.Laminated Plastics Plate, Sheet  10-Aug-  approved
o (except Packaging), and Shape Manufacturing 2015
N : ; 32.326.326140 Manufacturing. Plastics and Rubber Products Manufacturing.Polystyrene Foam Product 10-Aug-  Approved
by e N Manufacturing 2015
Payment & i
Invoic?:men [] 23.236.236117 Construction.Construction of Buidings.New Housing For-Sale Buiders 24-May-  Pending
g 2016 Approval
o EIEE [] 23236236116 Construction.Construction of Buildings.New Multifamily Housing Construction (except For-Sale 24-May-  Pending
Builders) 2016 Approval
{ 23.236.236220 Construction.Construction of Buildings. Commercial and Institutional Building Construction 23-May-  Pending
2016 Approval
23.236.236210 Construction.Construction of Buildings. Industrial Building Construction 23-May-  Pending

2016 Approval

23.737.237990 Construction.Heavy and Civil Engineering Construction.Other Heavy and Civil Engineering 23-May-  Pending
Construction 2016 Approval

Figure 46: Products and Services Remove Option
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The Supplier Portal displays a notification of the confirmation of the removal of the Products and
Services code from the supplier profile.

35. To return to the supplier profile, click on the Return to Products and Services link.

See Figure 47 below.

E‘ Confirmation
The following Product and Service categories have been removed from your profile.
« Construction.Construction of Buildings.Commercial and Institutional Building Construction

Return fo Products and Services

Figure 47: Return to Products and Service Option

36. The Supplier Portal displays the Products and Services codes excluding the code
which was removed by the supplier.

See Figure 48 below.

Supplier Administration
. Coneal Products and Services
+  Company Profile ;
ﬂl’gﬂﬂﬂﬂlﬂ: Remove | Add |
\ Addressfiook | SelectAll | Select Mone
> Contadt Date  Approval View Sub-
Directory Salect Code Products and Services Added  Status _ Categery
Business (™ A 14118111110 Agriculture, Foresiry, Fishing and Hunting. Erop Eroduction, Soybean Farmi Wrdug-  Approved
(lassifications : i ! . = 2015
- Product & 1 32,326.326130 Manufacturing, Plagtics and Rubber Froducts Manufacturing Laminated Flastics Flate, Sheet  10-Ag-  aparoved
e : (except Packaging), and Shape Manufacturing 2015
v 32,326.326140 Manufacturing, Plastics and Rubber Products Manufacturing,Polystyrene Foam Product 10-Aug-  Aparoved
:"’h‘g T”“ : Manufacturing 015
> Payment 5 A B
- 1 23.236.236117 Construction. Construction of Buildings. New Housing For-Sale Builders M-day- Pending L
Inveicing U " b W6 Approvel
ek 1 23,236.236116 Construction. Construction of Buildings. New Multifamily Housing Construction (except For-Sale 24-May-  Pending
— Buiders) 016 Approval
1 23.236.236210 Construction. Construction of Bulldings.Industrial Building Construction 13-May-  Pending
: W6 Approval
" 23.237.37050 Construction, Heavy and Covil Englnterlng Construction. Other Heavy and Crvil Engmpermg 23-May- i-'endlng
L Construction 2016 Approval

Figure 48: Products and Service Updated Page
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6. Download the Solicitation

This section and the subsequent sub-sections describe the steps that a supplier follows to
download a solicitation as a registered WSSC Water Supplier.

6.1 Solicitation Download Using the Menu Selection

This sub-section describes the steps a registered supplier follows to download a solicitation
using the Main Menu.

1. To begin the process of downloading the solicitation, perform the following steps:
a. Click on the WSSC Solicitations folder.
b. Click on the Active Solicitations link.

See Figure 49 below.

Logged In As TESTSUP1@YAHO00.COM
}0racle Applications Home Page

Main Menu Workii
_Personalize | Fall Lt
&= LI wssc Solicitations From Type Subject Sent Due
E Solicitation Briefars [ Abstracts) There are no notifications in this view.
Active Solicitations ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
Solicitation Status #TIP Worklist Access - Specify which users can view and act upon your notifications.

= O wssc Supplier Profile & User Manager

Figure 49: Active Solicitations Menu

The Supplier Portal displays the Active Solicitations page.

2. Todisplay the solicitation, select the Solicitation Number link under the Solicitation #
column.

a. To search for an active solicitation by Solicitation Number and / or Solicitation
Title, the supplier provides the search criteria in the Solicitation # and / or Title
field.

b. To search by Solicitation Number, enter part of the Solicitation Number using the
‘%’ character or the full Solicitation Number and select the Go button.

c. To search by Solicitation Title, enter part of the Solicitation Title using the ‘%’
character or the full Solicitation Title and select the Go button.

See Figure 50 on the next page.
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Active Solicitations

Search

Note that the search is case insensitive
Solicitation # |%09°:‘o |

Title |%Printing%

Clear

Solicitation # Solicitation Type Title

Buyer Name [Close Date Buyer Email
109,1 Auction IFB : 6901 Outsourced and Miscellaneous Printing Services  Gaskins, Angela 2016-06-08 09:47:24.0 I

Figure 50: Active Solicitations Search
The Supplier Portal displays the Active Solicitation information.

3. To download the solicitation, select the Printable View option from the Actions drop-
down menu.

4. Select the Go button.

See Figure 51 below.

1 Mavigator B2 Favorites

Diagnostics Home Logout Preferences

T Warning

Auction 109 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure
that they comply with the changes.

View Amendment History

Auction: 109,1

Printable Wiews

Actiong-L
Title IFB : 6901 Outsourced and
Miscellaneous Printing Services Open Date 10-Mar-2016 15:01:56
Status Active (Locked) Close Date O8-Jun-2016 0O:47:24
Time Left 12 days

Header Lines Controls Contract Terms

Buyer Gaskins, Angela Ewvent
Bid Style Sealed Amendment Description CANCELLATION
QOutcome Standard Purchase Order

Description It is the intent of the Commission to obtain a Contractor who will provide Outsourced and

Micellaneous Printing Serwvices for the Commission. Miscellaneous Printing services are items not
fisted on the pricing page. Printing Services are defined as, but not imited to; offset printing,
binding, perforation, die cutting, crash numbering, embossing, and color process work. This
solicitation contains a 5% SLMBE price preference.

Terms

Bill-To Address WWOS567 Ship-To Address WO0OS&67
Currency

Awuction Currency USD Price Precision Aavy

Additional Header Attributes (Buyer 8 Supplier)

HNotes and Attachments

Mote to Suppliers Attached is the documentation required for submitting a bid on this solicitation

Title [Type |Description |[Category |Last Updated By [Last Updated |Usage Update Delete
Part IV - Scope of \ File To Supplier AGASKIM 08-Mar-2016 One-Time 3
ndix B - B urance Docu File To Supplier AGASKIN 08-Mar-2016 One-Time
and Signat nts File To Supplier AGASKIM 08-Mar-2016 One-Time
File To Supplier AGASKIM 08-Mar-2016 One-Time

Figure 51: Active Solicitations Search
The Supplier Portal displays the Open, Save and Cancel options.

5. To download a copy of the solicitation, select the Save or Open option.
a. Toview a copy of the solicitation, select the Open option.
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b. To decline proceeding with the download of the solicitation, select the Cancel
option.

See Figure 52 below.

‘s Warning
Auction 109 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your
responses to ensure that they comply with the changes.

View Amendment History

Auction: 109,1

Actions  |Printable View ﬂ Go |
Title IFB : 6901 Outsourced and

Miscellaneous Printing Open Date 10-Mar-2016 15:01:56
Services Close Date 08-Jun-2016 09:47:24
Status Active (Locked)
Time Left 12 days

Header Lines | Controls Contract Terms

Buyer Gaskins, Angela Event
Bid Style Sealed Amendment Description CANCELLATION

Outcome Standard Purchase Order
Description It is the intent of the Commission to obtain a Contractor who will provide Outsourced and
Micellaneous Printing Services for the Commission. Miscellaneous Printing services are items not
listed on the pricing page. Printing Services are defined as, but not limited to; offset printing,
binding, perforation, die cutting, crash numbering, embossing, and color process work. This
solicitation contains a 5% SLMBE price preference.

Terms

Do you want to open or save 109_1_US.pdf from cob-exisasq-01.wssc.ad.root? v
Currency |

Open Save b Cancel

H100% ~

Figure 52: Download a Copy of the Solicitation Options

NOTE: To view awarded solicitations from the Active Solicitations page, click the Solicitation
Status link.
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6.2 Solicitation Download Using Notification

This sub-section describes the steps a registered supplier follows to download a solicitation
using the notification inviting the supplier to participate in the solicitation.

1. To begin the process of downloading the solicitation, select the notification link used to
invite the supplier in the Worklist section.

See Figure 53 below.

4 WSSC One-Source E-Business Suite

B Favoites ¥ Logout Preferences

Logged In As TESTSUP15@YAH00.COM
Oracle Applications Home Page
“TIP You have 1 open natifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications.

Main Menu Workiist
Personalize Full List (1)
From !Type ubject |Sent *  Due
Tolston- Sourcing _J You are invited: RFQ 82 (Moving and Hauling of L03-Nov-201530-Nav-2015

Wilkerson, Bobbie Publish Filter Media Moving and Hauling Services)
#TIP Vacation Rules - Redirector auto-respond to notifications.
#TIP Waorklist Access - Specify which users can view and act upon your notifications.

Figure 53: Worklist Section Notification Link

The Supplier Portal displays the notification information.
2. Click on the Negotiation Details link.

See Figure 54 on the next page.
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AWSSC One-Source E-Business Suite

n Navigator v B Favorites v Home Logout Preferences

Oracle Applications Home Page =
You are invited: RFQ 82 (Moving and Hauling of Filter Media Moving and Hauling Services)

From Tolston-Wilkerson, Bobbie Company Washington Suburban Sanitary Commission
To FHAME LNAME Title Moving and Hauling of Filter Media Moving and Hauling Services
Sent 03-Nov-2015 10:57:59 Number 82
Due 30-Nov-2015 10:52:15
ID 1190182

Megotiation Praview November 03, 2015 10:57 am

Megotition Open November 03, 2015 10:57 am

Megotiation Close November 30, 2015 10:52 am

Supplier ABC Ventures, LLC

Supplier Site 9520 Berger Road, Ste 107, Columbia, MD 21046, US

To acknowledge yo nt to participate, press the Yes button on this page. To decline the invitation, press the No button. You may enter a note to the buyer in the
space below befo zdging or dedlining.

Please go to Negofiation Detais page if you want to view the document before acknowledaing intent to participate and/or to enter a response.
Action History

Num |Action Date Action From To Details
1 03-NOV-2015 10:57:59 Submit Tolston-Wilkerson, FHAME LNAME
Bobbie
Response

Mote to Buyer

Return to Worklist Yes No

Figure 54: Negotiation Details Link

3. To download the solicitation, select the Printable View option from the Actions drop-
down menu.
4. Select the Go button.
5. The Supplier Portal displays the Open, Save and Cancel options. Select one of these
options as applicable.
a. Todownload a copy of the solicitation, select the Save or Open option.
b. To view a copy of the solicitation, select the Open option.
c. To decline proceeding with the download of the solicitation, select the Cancel
option.

See Figure 55 on the next page.
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IWSSC re-Source E-Business Suite
N Madgalor ¥ B Faites ¥ Home !o~out Preferences

Hegotiations

Oracle Applications Home Fage >  Molfication Details >
RFQ: 82

Actions |Pn!1'lable View hd El
Title Moving and Hauling of Filter Media

Maving and Hauling Services Open Date 03-Wov-2015 10:57:57
Status  Active (Locked) Close Date  30-Nov-2015 10:52:15
Time Left 26 days 23 hours

Header  Lines Controls Contract Terms
Buyer Qadri, Reema Outcome  Standard Purchase Order
8 Two-Stage RFQ Event

Quote Style Sealed
Description  Mowing and Hauling of Filter Media Moving and Hauling Services

Bill-To Address Fotomac Fayment Terms  Met 30
Ship-To Addrass Polomac Carriaf
FOB Freight Terms

RFQ Curréncy USD Frice Frecision Any
Additional Header Attributes (Buyer & Supplier)

Note to Suppliers

Type Description Category Last Updated By LastUpdated Usage  Update Delets
File SLMBE To Supplier RQADRI 03-Mov-2015  One-Time 2 5

File Insurance Requirements  To Supplier ROQADRI 03-Nov-2005  One=Time
File Submisson Form To Supplier RQADRI 03-Mov-2015  One-Time
Filg To Supplier RQADRI 03-How-2015  One-Time
File To Supplier RQADRI 03-Mov-2015  One-Time
File To Supplier ROADRI 03-Now-2015  One-Time

D you want to open of save 82_US.pdf from cob-exisasq-01.wsscad root? Save |* | Cance

Figure 55: Open Or Save Attachment Options
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6.3 Access The Solicitation

This section describes the steps a prospective supplier needs to follow to obtain access to a
solicitation. Any supplier, whether they are registered or not registered with WSSC W ater, is
able to view all WSSC W ater solicitation abstracts.

1. View an Abstract of all Solicitations by accessing the WSSC W ater Abstract
page at the following link:
www.wsscwater.com/supplier

The Abstract page displays the abstracts for Active WSSC solicitations. By changing the

status to All, a display of all abstracts regardless of status is populated.

2. To view the next set of 10 Abstracts, select the Next 10 link.

See Figure 56 below.

Abstracts

Negotiation
Number
161,3
266,2
264,2
31

315

323

327

16

7,2

12

Negotiation
Type
Auction
Auction
Auction
Auction

RFQ

Auction
Auction
Auction

RFQ

RFI

<|:Status [ ﬂ}\ﬂ <_,

Title Open Date
IFB 161 - Underground Brass Service Fittings 25-MAY-2016
15:37:32
IFB 266:Complete Dry Barrel Fire Hydrants 26-MAY-2016
09:10:39
IFE 264: Double Meter Setters 26-MAY-2016
10:30:20
Baltimore Avenue 16" Transmission Water Main  17-MAY-2016
Replacement 10:59:00
RFQu for Broad Creek WWPS Improvements and 19-MAY-2016
Force Main 17:15:35
Metzerott Road 16" Transmission Water Main 23-MAY-2016
Replacement 15:46:14
Site Specific Water and Sewer Service 23-MAY-2016
Connection Construction 15:44:48
BR5830A15 Gorman Road-South Water Main 20-NOV-2015
Replacement 12:00:00
RFP: Financial Advisory Services 15-DEC-2015
17:26:08
Request for Information (RFI): Tank 18-NOV-2015
Rehabilitation 09:33:18

) Previous [1-10 [] Next 10 ®

Close Date
02-JUN-2016
14:00:00
02-JUN-2016
15:00:00
07-JUN-2016
15:00:00
09-JUN-2016
14:00:00
09-JUN-2016
14:00:00
16-JUN-2016
14:00:00
21-JUN-2016
14:00:00
17-DEC-2015
14:00:00
22-DEC-2015
14:00:00

31-DEC-2015
15:37:37

) Previous [1-10 [v] Next 10 ®

Award
Date Details

oo

T

Figure 56: Abstracts for Active WSSC Water Solicitations

3. Toview Solicitation Abstracts which are Closed, Awarded, Cancelled or
Preview, select the appropriate option within the Status field and then select the

Go button.
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4. To view details of an abstract, select the Details icon next to the Abstract record.
See Figure 57 below.

Abstracts

Negotiation
Number
161,3

266,2

264,2

m

35

323

327

Negotiation
Type
Auction
Auction
Auction
Auction

RFQ

Auction

Auction

.
«[Stams | ctive ﬂ’-{ 6o |¢ |

Title Open Date
IFB 161 - Underground Brass Service Fittings ~ 25-MAY-2016
15:37:32
IFB 266:Complete Dry Barrel Fire Hydrants 26-MAY-2016
09:10:39
IFB 264: Double Meter Setters 26-MAY-2016
10:30:20
Baltimore Avenue 16" Transmission Water Main  17-MAY-2016
Replacement 10:59:00
RFQu for Broad Creek WWPS Improvements and 19-MAY-2016
Force Main 17:15:35
Metzerott Road 16" Transmission Water Main ~ 23-MAY-2016
Replacement 15:46:14
Site Specific Water and Sewer Service Connection 23-MAY-2016
Construction 15:44:48

Close Date
02-JUN-2016
14:00:00
02-JUN-2016
15:00:00
07-JUN-2016
15:00:00
09-JUN-2016
14:00:00
09-JUN-2016
14:00:00
16-JUN-2016
14:00:00

21-JUN-2016
14:00:00

Login

Award
Date Details

{o

Figure 57: Abstracts Status - Details

The Supplier Portal displays the details of the solicitation abstract.

5. To download the solicitation associated with the abstract, a registered supplier
must select the Login button and proceed to login at the Supplier Portal Login
page: https://onesource.wsscwater.com/

To download a solicitation, a prospective supplier must proceed to register at the
WSSC Prospective Supplier page:
https://onesource.wsscwater.com/OA_HTML/jsp/pos/suppreg/SupplierRegister.jsp

?0uid=BDB7AF1018A39E4A

The supplier is directed to the Supplier Portal login page upon selecting the Login button. The

Supplier Portal displays the Supplier Login page when the Login button is selected.

7. Follow the steps within the Solicitation Download Using the Menu selection

section.

See Figure 58 on the next page.
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Lagin
Fosm Details (Abstract): RFQ 82 —
Slahs  Acthee
Abstract |
Hegotiabon Murber 82 Qe Cate  0F-MOV-2015 105757
Hegotsbon Type RIMJ Cose Date  30-N0V-201%5 10:5E1%
Tese  Movang and Hauling of Filter Media Mavang Award Date
and Hauling Services
Descrptan  Moving and Hhaling of Flterd Media
Caver Sheet
Contract Admrwstrator  Qadri, Reema H St Inspection Localion  Pobomad Waber Filtration Plant
Fhone  301-206-8217 Pre-Sobotabon Mestng T
Eral Reemaadr@wsicwater.com Pre-Sobotation Mesting Date ATme  25-1an-2013 1d:44:45
She Irapechon W Pre-Sokotabion Mestng Locabon  Pobomac Water Filbration Plant
Ste Inspection Date &Tme  25-Jan-2013 10:43:40 —
Appeidin A
Apperchs A Forms Y
Appendix b ]
Performance Bond Labor ared Materal Payment Bond ¥ |
Appendis ©
Pricing Page Y Aeferences Form ¥
Srabsre Page Y Glatement of thder'xQud&th'iFl:rm ¥
Contract Certificabon Affidavit ¥ e tropoktan Coundl of Governments Rider Clause ¥ =
£ - Login
Figure 58: Abstracts Status - Details
6.4 Registered Suppliers Access Solicitation
This sub-section describes how a registered supplier is able to access a solicitation by logging
into the Supplier Portal and making the appropriate selection to view and download solicitation
information.
6.4.1 Access the Solicitation Abstract
This section describes the steps for a registered supplier to access a Solicitation Abstract.
1. Select the following items:
a. WSSC Solicitations
b. Solicitation Briefers (Abstracts)
See Figure 59 on the next page.
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Logged In As TESTSUP1@YAHOO.COM
Oracle Applications Home Page

Main Menu Worklist
_Personalize | Full List
3 wssc Salicitations From Type Subject Sent Due
[= solicitation eriefers (Abstracts) There are no notifications in this view.
E Active Solicitations » TIP Vacation Rules - Redirect or auto-respond to notifications.

[ o f| cli 1 i whi Jiew \ i i
B saiicitation Status TIP Worklist Access - Specify which users can view and act upon your notifications.

= B wssc supplier Profile & User Manager
B Supplier Details
@ Jwwssc supplier Resoufces

Figure 59: Main Menu - Solicitation Briefers (Abstracts)

The Supplier Portal displays by default the Abstracts page for solicitations which are currently
active.

2. To view the abstracts for solicitations in any of the status options of Preview, Closed,
Awarded, Cancelled or All, select the status option and select the Go button.

The Supplier Portal displays the solicitation Abstracts page for which statuses match the
selected status.

3. To view an abstract associated with a solicitation, select the Details| ®“ |icon
corresponding to the relevant solicitation.

o

See Figure 60 below.

{} Login
Abstracts
Status [Active |v
<) Previous |1-10 |V| Next 10 &
Negotiation Negotiation Award
Number Type Title Open Date Close Date Date Details
(183,1 Auction IFB 183 - Furnish and Deliver Detectable Tape 23-MAY-2016 24-MAY-2016 | .
16:55:30 12:00:00
226,6 RFQ RFP 226: Finandial Advisory Services 13-MAY-2016 24-MAY-2016 o
16:48:14 14:00:00
2771 Auction BT5437B12 Finey Branch Road- 16" Transmission water Main 23-MAY-2016 24-MAY-2016 .
Relocation 12:19:14 14:00:00
161,2 Auction IFB 161 - Underground Brass Service Fittings 23-MAY-2016 26-MAY-2016 .
13:05:25 14:00:00
265,2 Auction IFB 265: 57 Stone 23-MAY-2016 26-MAY-2016 oo
| 17:37.37 14:00:00 L
266,1 Auction IFB 266:Complete Dry Barrel Fire Hydrants 10-MAY-2016 02-JUN-2016 oa
17:50:28 15:00:00
264,1 Auction IFB 264: Double Meter Setters 10-MAY-2016 07-JUN-2016 o
17:49:59 15:00:00
311 Auction Baltimore Avenue 16" Transmission Water Main Replacement 17-MAY-2016 09-JUN-2016 .
10:59:00 14:00:00
315 RFQ RFQu for Broad Creek WWPS Improvements and Force Main 19-MAY-2016 09-JUN-2016 .
17:15:35 14:00:00
323 Auction Metzerott Road 16" Transmission Water Main Replacement 23-MAY-2016 16-JUN-2016 oa
- 15:46:14 14:00:00
< Previous |1-10  |v| Next 10 &

Figure 60: Active Status Menu Filter
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4. The Supplier Portal displays the entire abstract associated with the selected Solicitation
Abstract record.

5. To return to the Solicitation Abstract page, the supplier selects the Return to Abstracts
page.

6. To view the entire solicitation, the registered supplier needs to login to the Supplier
Portal by selecting the Login button.

a. The Supplier Portal displays the Supplier Login page when the Login button is
selected.

7. Follow the steps with the Solicitation Download Using the Menu Selection section.

6.4.2 Access the Solicitation from the Abstract Link

This sub-section describes the steps for a supplier to download a solicitation by using the
Abstract link.

The Supplier Portal displays the Login page.
8. Provide Account information i.e. User Name and Password information.
9. Select the Login button.

a. A prospective supplier registers with WSSC Water to access solicitation
information at the following link:

www.wsscwater.com/supplier

See Figure 61 below.

#WSSC One-Source

*User Name “ |

{example: michael.james.smith)

*Password

{example: 4u35v23)
Login || Cancel

Login Assistance

Acoessibili‘lyi None Vl

Select a Language:
English

Figure 61: WSSC One-Source Login Page
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The Supplier Portal displays the Oracle Applications Home Page.

1. Click on the WSSC Solicitations folder.

2. Click on the Active Solicitations file.

See Figure 62 below.

/’Acti\re Solicitations

Search

Note that the search is case insensitive

x

Solicitation # |%83%)|
Title |%Detectablep\

solicitation |Solicitation

Go Clear

Type |Title |Buyer Name | Close Date Buyer Email —
Auction IFB 161 - Underground Brass Service Fittings Qadri, Reema 2016-05-26 14:00:00.0 Reema.Qadri@wsscwater.com
Auction IFB 183 - Furnish and Deliver Detectable Tape Brown, Leba 2016-05-24 12:00:00.0 Leba.Brown@wsscwater.com
RFQ RFP 226: Financial Advisory Services Qadri, Reema 2016-05-24 14:00:00.0 Reema.Qadri@wsscwater.com
Auction IFB 264: Double Meter Setters Gaskins, Angela |2016-06-07 15:00:00.0 Angela.Gaskins@wsscwater.com
Auction IFB 265: 57 Stone Gaskins, Angela |2016-05-26 14:00:00.0 Angela.Gaskins@wsscwater.com
Auction IFB 266:Complete Dry Barrel Fire Hydrants Gaskins, Angela |2016-06-02 15:00:00.0 Angela.Gaskins@wsscwater.com
Auction BT5437B12 Piney Branch Road- 16" Transmission water Main Colbert, Richard 2016-05-24 14:00:00.0 Richard.ColbertIII@wsscwater. 2ont
Relocation
311 Auction Baltimore Avenue 16" Transmission Water Main Replacement Colbert, Richard 2016-06-09 14:00:00.0 Richard.ColbertIII@wsscwater.jcom
315 RFQ RFQu for Broad Creek WWPS Improvements and Force Main  Richmond, 2016-06-09 14:00:00.0 Bradley.Richmond@wsscwater jcom
Bradley
323 Auction Metzerott Road 16" Transmission Water Main Replacement  Colbert, Richard 2016-06-16 14:00:00.0 Richard.ColbertIII@wsscwater.jcom
327 Auction Site Specific Water and Sewer Service Connection Colbert, Richard 2016-06-21 14:00:00.0 Richard.ColbertIII@wsscwater.jcom
Construction _J
Awards: When solicitation closes pl link below for the current status
Solicitation Status
N Figure 62: Oracle Application Home Page
3. The Supplier Portal displays the Active Solicitations page.
4. Perform a search for an active solicitation by using the Solicitation Number or the
Solicitation Title or a combination of both.
a To search by Solicitation Number, provide part of the Solicitation Number
using the ‘%’ character or the full value of the Solicitation Number in the
Solicitation # field and select the Go button.
b. To search by Solicitation Title, provide part of the Solicitation Title using the ‘%’
character or the full value of the Salicitation Title in the Title field and select the
Go button.
c. Tosearch by a combination of Solicitation Number and Solicitation Title, part of
the Solicitation Number and / or Solicitation Title using the ‘%’ character or the
full value of the Salicitation Number and / or Solicitation Title in the Solicitation #
and Title fields and select the Go button.
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See Figure 63 below.

I Yracle Applications Home Page

Logged In As TESTSUP1@YAHOO.COM

Main Menu

Workdist
Personalize Full List
= LI wssc Solicitations From Type Subject Sent Due
= solicitation Briefers (Abstracts) There are no notifications in this view.
l = Al Gl oo “TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your
[= solicitation Status notl’ﬁc;t"sns RUCHy : ROTEY.
S ions.
= [ wssc Supplier Profile & User Manager

H Cwssc Supplier Resources

Figure 63: Active Solicitations — Solicitation Status

The Supplier Portal displays active solicitations matching the search criteria in the Solicitation
# and Title fields.

a. To clear the search criteria, select the Clear button.

5. To view the salicitation, select the link below the Solicitation # field corresponding to the
relevant solicitation.

The Supplier Portal displays the active solicitation.
6. To download the Solicitation, select the Printable View option from the Actions field.
a. Selectthe Go button.

7. Select the option to Open, Save or Cancel the download the solicitation.

See Figure 64 and Figure 65 on the next page.
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1y Waming
Auction 264 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your

responses to ensure that they comply with the changes.

View Amendment History
Auction: 264,2

Actions Go
Tite IFB 264: Double Meter [T
Setters Open
Status  Active (Locked bose N
Time Left 11 dav-(s 3 hour:_:, L0 | Acknowledge Amendments
: | Wiew Amendment History
Header Lines Controls Contract Terms | -
¥
Printable View |
Buyer Gaskins, Angela WVENT
Bid Style Sealed Amendment Description Rewvise Pricing Page and
Outcome Standard Purchase Order answer questions received

Description It is the intent of the Commission to obtain a Contractor who will provide Double Meter Setters.
This Contract has been placed in the Commission’s SLMBE Sheltered Market for the following
classifications: African American, Asian American, Hispanic American, Female/Woman-Owned, and WSSC-
Approved SLBE firms. See Appendix A for additional information.

Figure 64: Printable View Option

Bill-To Address W0567 Ship-To Address WO567
Currency

Auction Currency USD Price Pracislion A.nlll'

Additional Header Attributes (Buyer & Supplier)

- W)
Notes and A |
- Do you want to open or save 264_2_US.pdf from onesource.wssowater.com!? Open e | T Cancel & 0%
5 r % X

Figure 65: Open Save or Cancel Attachment Options

The Supplier Portal displays the PDF version of the solicitation when the supplier selects the
Open option.

See figure 66 on the next page.
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Tutle
Amendment Date
Amendment
Deseription

Preview Date
Close Date
Time Zone

Aunction 1831

Auncrion 183,1

IFE 182 - Furnish and Deliver Detectable Tape

I3-MAY-2016 16:55:30

Amendment Xo. P01 is required to inform the vending community of the
location of the forms and submittals required to submmit a bid.

Z3MAY-2016 16:55:30
2LALAY-2006 12:00:00

Open Date 23.AAY-2016 16:55:30
Award Date Not Specified

Please submif vour response fo.

Company
Buyer
Lacation

Phone
Email

Washington Suburban Sanitary Commission
Brown, Leba

Washington Suburban Sanitary Cominission
14501 Sweitzer Lane

Laurel, MD

United States

301-206-8799

Leba. Brown @ wiscwater.com

When submiring vour response, please include the following informanion.

Your Company
Name

LUCKY NUMBER ONE, LLC (DO NOT USE)

Address |

Contact Details
Response Valid
Lintil

Figure 66: Open Option — PDF example

8. To view the amendments posted for the solicitation, select the View Amendment
History option within the Actions field.

9. Select the Go button.

The Supplier Portal displays the Amendment History page with the list of amendments for
the salicitation with links to each amendment associated with the solicitation.

10. To be considered for Award, the supplier needs to acknowledge the amendments

associated with the solicitation

by selecting the Acknowledge Amendments button.

11. To access the solicitation with all associated amendments, select the Amendment link
associated with the last version of the solicitation under the Document Number

column.
12. To view the amendment associ

ated with the solicitation, select the View icon

corresponding to the amendment under the Review Changes field.

The Supplier Portal displays the amendment associated with the solicitation.

13. Review the version of the document with the solicitation and all amendments to ensure

they have a Status of Active.

14. Review the amendments within the solicitation to confirm that all amendments have a

Status of Amended.
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See Figure 67 below.

RFQ: 26 > Admowladge Amendment (RFQ 226,1
mendment History (RFQ 226)

sidered for award you must zdknowledge each amendment and submit (or resubmit) all your responses to ensure that they comply witt Acknowledge Amendments
Title _ Status - Acknowledgement Date Review Changes

RFP 226: Finandal Advisory Services - Adive = | =
RFP 226: Finandal Advisary Services : -*L'ne-:lda'u'-' | ;
RFP 226: Financial Advisory Services Amended | ' |
d | A Shoy RFP 226: Financial Advisory Services Amended “I "'
RFP 226: Financal Advisory Services N Amended I | |
g RFP 226: Finandal Advisory Services Amended l |
RFP 226: Finandal Advisory Services _ Amended _| i

Refurn to Acknowledos Amendment (RFD 226,.1) Acknowledge Amendments

Figure 67: Status and Acknowledge Amendments

The Supplier Portal displays the Acknowledge Amendment page for the first amendment.

See Figure 68 below.

RFQ: 2266
Acknowiedge Amendment (RF0Q 226,1)

'o_r-:-“c_r.'-i:'.;;;-: for award you must admowledge each amendment and submit {or resubmit) your response to ensure your response complies with the Step 1 of 6 | Mext

chygnpes,
| : I aooept the terms and conditions of the REQ and akso acdknowdedge the changes made to the RRQ amendment document 226,1

Label RFQ 226 RF(Q 226,1
Amendment Descripbion New Date and Time for Pre-Bid Conference, please see attachment below for further detals.
Notes and Attachments

Figure 68: Acknowledge Amendment Terms & Conditions

15. View additional amendments within the solicitation by selecting the Next button.

16. To acknowledge the amendments within the solicitation, click the Terms and

Conditions checkbox.

17. To download an amendment, select the latest version of the solicitation by selecting
the Amendment link.
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18. Scroll to the Notes and Attachments section and select the Amendment link
associated with the corresponding amendment for the solicitation under the Title field.

The Supplier Portal provides the Open, Save or Cancel options.
19. To view the amendment, click on the Open option available within the download page.

See Figure 69 below.

| Additional Header Attributes (Buyer & Supplier)

bnm and Attachments |

Mote to Suppliers To Download Parts I, 11, and III, go to the top right cormer and click on the arrow of the drop
down menu and select "Printable View," then dick "Go". This will download a PDF File which
contains Part I, 11, and III.

Part I: Instructions to Bidders/Additional Instructions to Bidders
Part II: General Terms and Conditions

Part III: Special Conditions

Part IV: Scope/Statement of Work (Attached Below)
Appendix A: SLMBE Requirement (Attached Below)
Appendix B: Bonds and Insurance (Attached Below)
Appendix C: Forms (Attached Below)

Addendum No. 001 (Attached Below)

Addendum No. 002 (Attached Below)

Addendum No. 003 (Attached Below)

Addendum No. 004 (Attached Below)

Addendum No. 005 (Attached Below)

Addendum No. 006 (Attached Below)

Title Type Description Category  Last Updated By  |Last Updated |Usage Update Delete
art IV File  Scope of Work To Supplier RQADRI 13-May-2016 One-Time ’

File  SLMBE Requirements To Supplier  ROADRI 13-May-2016 One-Time
Ap File  Bonds and Insurance Requirements To Supplier RQADRI 13-May-2016 One-Time
Appant _ File  Forms + Pricing Page To Supplier  RQADRI 13-May-2016 Oni-Time
-_a;-_-:_u:l_a_r_*_lj_u_ru_:‘l'_o_._-;-_ﬂ__l - File To Supplier RQADRI 13-May-2016 One-Time
| ; File To Supplier RQADRI 13-May-2016 One-Time
File To Supplier RQADRI 13-May-2016 One-Time
File To Supplier  RQADRI 13-May-2016 One-Time
File To Supplier RQADRI 13-May-2016 One-Time
File To Supplier  RQADRI 13-May-2016 One-Time

Actions |0n'|ne Discussions ¥ | Go

Do you want to open or save OADownload.pdf (169 KE) from onesource.wsscwater.com? Save T Cancel

Figure 69: Notes and Attachments — Open Option

The Supplier Portal displays a PDF version of the amendment for the solicitation.

See Figure 70 on the next page.
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OADownload.pdf - Adobe Acrobat Pro - » S - =1

Eile Edit Miew Window Help

Reate- | DD BB | @D B

[1]/1] [N &

"" 'F | E Tools Comment

COMMISSIONERS

@ wssc —

i-mrnr_d& tlene

Where Water Matters e L s s

1450 Sweitzer Lane = Lawrel, Manyland 20707-5801 GENERAL MAMNAGER
Carda A Reid

April 20, 2016
WASHINGTON SUBURBAN SANITARY COMMISSION
PROCUREMENT OFFICE
SOLICITATION X0O. 226
FOR

FINANCIAL ADVISORY SERVICES

SOLICITATION ADDENDUM NO. 001

DELETE Solicitation Pre-Bid Conference Date and Time. The Pre-Bid Conference Date and
Time has changed ro April 27, 2016 ar 10:00 AM, Conference Room 4037,

ALL OTHER TERMS AND CONDITIONS OF SOLICITATION NO. 226 SHALL
REMAIN THE SAME. A COPY OF THIS ADDENDUM SHALL BE SUBMITTED WITH

ANY BID SUBMITTED FOR SOLICITATION NO. 26. FAILURE TO SUBMIT THE
ADDEXNDUM MAY RENDER THE BID NON-RESPONSIVE.

i

b fé/r’-'
Pl bt
Reema Qadn

Procurement Specialist IT

Figure 70: WSSC Procurement Office Solicitation Sample PDF
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7. Access Sourcing Information

This section and the sub-sections that follow describe the steps to be followed by the
supplier to access and view the supplier and solicitation information upon logging into the
WSSC Water Supplier Portal.

741

WSSC Supplier Quick Links

The process requires the supplier to login to the WSSC Supplier Portal which requires
the supplier to have registered with WSSC and been set up with an account to login to
the Supplier Portal. See the section Accessing the Supplier Portal of this User Manual for
steps on how to initially log in to the supplier portal.

1.
2.

1.2

Select the WSSC Supplier Quick Links hyperlink.

To access published abstracts (excluding awards) of solicitations, the supplier selects
the WSSC Solicitations - Solicitation (Briefers) Abstracts link.

To access active solicitations, the supplier selects the WSSC Soalicitations >Active
Solicitations link.

To access solicitation information which have been awarded, the supplier selects the
WSSC Solicitations = Solicitation Status link.

To view the profile details of the supplier, the supplier selects WSSC Supplier Profile &
User Manager - Supplier Details link.

To access the FAQs for the Supplier Portal, the supplier selects the WSSC Supplier
Resources - Supplier Portal FAQs link.

To access the WSSC User Manual for the Supplier Portal, the supplier selects the
WSSC Supplier Resources - User Manuals link.

To search and view supplier information for the prime and business classifications who
have downloaded the solicitation, the supplier selects the WSSC Supplier Resources ->
Reports > Solicitation Bid Holders Report link.

To search and view supplier information for suppliers who have registered with WSSC
Water, select the WSSC Supplier Resources - Reports - View Registered Suppliers
link.

View Solicitation Abstracts

This sub-section describes where and how to access abstracts of published Solicitations
(excluding awarded Solicitations).

1.

Refer to the View Awards section of the WSSC Water Supplier Portal User Guide using
this link for steps on how to access awarded Solicitation information.
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8. Troubleshooting & Support

This section and the sub-sections that follow provide details on obtaining support for the One-
Source system. To address any OneSource system issues or to obtain support, contact the
WSSC Water Procurement Office by email at procurement.support@wsscwater.com or via
phone 301.206.8866.

8.1 Special Considerations

The OneSource system times out if a user is taking too long to complete any item within the
system. Note that each screen has a designated built-in timer that automatically updates when a
user is on the same page with no activity for too long.

8.2 Support

At time, the reset password button does not work, so WSSC Water Administrators must
manually reset the password. Contact the WSSC W ater Procurement via phone 301.206.8866
or email at procurement.support@wsscwater.com.
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9. Frequently Asked Questions (FAQs)

1. | attempted to reset my password, however, it is not working. How do | get the
password reset?

Select Login Assistance and complete the required fields. AWSSC Water Administrator
then manually resets the password. When administrator is referenced it is the WSSC Water
Administrator, not supplier, that is referenced.

2. How can | get on the WSSC Water Bid list for contract opportunities?

The WSSC Water Supplier Portal serves as the central (and only) site for suppliers to
register to do business with WSSC Water. To receive e-mail notifications on contract
opportunities, suppliers must register in the WSSC Water Supplier Portal identifying their
North American Industry Classification System (NAICS) industry code for the commodity
and services they wish to receive notifications. Each supplier must provide a primary NAICS
code in their profile and may select additional codes.

3. What are NAICS codes?

The North American Industry Classification System (NAICS, pronounced “nakes”) was
developed under the direction and guidance of the Office of Management and Budget
(OMB) as the standard for use by Federal statistical agencies in classifying business
establishments for the collection, tabulation, presentation, and analysis of statistical data
describing the U.S. economy. NAICS is based on a production-oriented concept, meaning
that it groups establishments into industries according to similarity in the processes used to
produce goods or services. NAICS replaced the Standard Industrial Classification (SIC)
system in 1997.

4. | am a certified minority business. Will | have to register and identify my
certification status in the Portal?

a. Yes, all firms are required to register.

b. Once in the WSSC W ater Supplier Portal, go to the Business
Classifications section (Step 2) and check all that are applicable to your firm.

c. Use the drop-down menu under Minority Type, enter the certification number,
certification agency and the expiration date.

d. You will also need to enter this information in the Supplier Profile
Attributes section.

e. Before completing your profile, click the Add Attachment and attach your most
recent certification letter.

f.  Your minority business status will not be considered until a verified copy of your
certification letter from one of the five approved agencies is received.

g. Please remember, as an MBE firm, all NAICS codes entered in your profile must be
approved by your certification agency.

h. Once all information is confirmed, the WSSC Water Supplier Portal profile will be
updated to indicate that you are an eligible bidder for solicitations with a minority
business status requirement.
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5. I have a current contract with WSSC Water. Will | have to register to continue to
receive payments under that contract?

Yes. The WSSC Water Supplier Portal does affect current contracts awarded. In order to
receive bid notifications or bid documents in the future, you must be registered in the WSSC
Water Supplier Portal.

6. How long will my registration last? Will | be notified when it expires?

The information in your supplier profile will be valid for as long as you do business with
WSSC Water. However, in the future, you may receive a natification for your Certificates of
Insurance, when added to your profile or if, you are an approved as a certified SLMBE
supplier, you will receive natification if your Certificate expires.

7. Can Il receive a bid notification if | have not registered in the Portal?

No. You must register in the WSSC W ater Supplier Portal in order to receive bid
notifications that correspond to your NAICS code(s).

8. Why can’t | see the solicitation detail?

Check to see if your NAICS code in your company profile matches the NAICS code(s) on
the solicitation; Check the solicitation type to determine if it is a sheltered market (e.g.,
MBE only or SLBE only). These are two frequent reasons why the solicitation detail will not
appear.

9. After | post my bid, how do | see the status of a solicitation?

Bid tabs should be posted 48 hours after the closing date. Log on as you normally would
then perform the following steps:
a. Click on View Bid Opportunities and at the top of the page, you will see “Select a
Solicitation Status:”
b. Change the drop-down box from Open to Evaluation.
c. Click on Go.
d. Look for the bid tab as a PDF file that you click on to open it.

10. | typed in my tax country, but received an error that it was incorrect, what am |
supposed to do now?

For example, enter “%united” then click on the magnifying glass. Next, use the Quick
Select button and it will automatically fill in the words United States. This can also be found
on page 6 of the WSSC's Supplier Portal Guide.

NOTE: The WSSC’s Supplier Portal Guide is a large PDF document, and so, may take a
few minutes to fully download.

11. 1 submitted my registration for approval, but | wanted to add another NAICS code
and | didn’t get a password. How do | get my password?
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You do not get a password until your registration is approved, but you can contact the
administrator to send you a status link, so that you can update your profile. Also, Your
username will be the email address you entered on the first page of registration.

12. What will the WSSC Water Supplier Portal system do and what’s in it for me?

This is an integrated system, meaning you (the supplier), Procurement, and Accounts
Payable will all have access to the same information, which makes it easier to track View
bids and solicitations, upload invoices, post bids and solicitations, and make and receive
payments.

13. How long will it take for my registration to be approved?

It varies. The administrators are working very hard to approve registrations in a timely
fashion.

14. 1 tried to register and an error said my email address has already been used. What
do |1 do?

More than likely, you already have a profile created and approved in the system, contact the
administrator to find out if your company is registered and if so, ask to reset the password.

15. How many users can | create in this profile?
You can add as many contacts and use as you would like in the contact directory.

16. Is there a training to navigate through the system after I’ve been approved?

No, At this time no training will be made available. It could be possible in the future please
check back with WSSC W ater.

17. In the WSSC Water Supplier Portal what do negotiation, RFl, RFQ, and Auction
mean?

e Negotiation = Solicitation

e RFI =WSSC Water RFI (Request for Information), WSSC Water RFQu (Request for
Qualifications)

¢ RFQ=WSSC Water RFP (Request for Proposal), WSSC W ater Multi-Step IFB
(Invitation for Bid)

e Auction = WSSC Water IFB (Invitation for Bid), WSSC Water RFQ (Request for
Quotation)

The WSSC Water Supplier Portal System

18. How can a prime vendor determine if a company and/or firm is a registered
certified-MBE, WBE, DBE and/or WSSC Water-Approved SLBE firm?

In order to find out if a company and/or firm is a registered certified-MBE or WSSC W ater-
Approved SLBE; a prime vendor should check the WSSC Water Supplier Portal System.
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19. What MBE certifications does the Commission accept?

Currently, the Commission’s MBE program recognizes the certification from the following
five (5) agencies:

e Maryland Department of Transportation (MDOT)

e Prince George’s County Government Supplier Development & Diversity Division
(SDDD)

e Capital Region Minority Supplier Development Council (CR/MSDC)

e District of Columbia’s Local Small Disadvantaged Business Enterprise (DC-LSDBD)
Please note that WSSC W ater only recognizes the "Disadvantaged" (DBE)
classification of the District's program.

¢ Women Presidents’ Education Organization (WPEO)

If there is any doubt regarding the status of a firm’s certification or WSSC Water-Approved
SLBE status, contact the Office of Supplier Diversity & Inclusion at 301-206-8800 or email
SupplierDiversity@wsscwater.com.

20. How can a firm and/or company determine if there is an MBE or SLBE requirement
on a solicitation?

To determine an MBE or SLBE requirement on a Solicitation, visit the WSSC Water Supplier
Portal System website.
a. Goto the View Bid Opportunities Tab.
b. Go to the Solicitation Number column.
c. Click on the Solicitation Number that is highlighted in Blue.
d. Look at the Type heading, which will indicate if there are any MBE and/or SLBE
requirements.

If you have any additional questions or require more information, contact the Procurement
Office at 301-206-8866.

The WSSC Water's Web-Based Compliance System

21. What is the Web-Based Compliance System?

The WSSC Water Web-Based Compliance System is on the Oracle E-Business platform.
This integrated Compliance System provides real-time contract performance data with
monitoring and tracking capabilities and an easy to navigate layout with real-time reports.

22. How do | gain access to the Web-Based Compliance System?

To gain access to the Web-Based Compliance System, log on to www.wsscwater.com and
click on the drop-down menu for Business & Construction and click on Contracting &
Business Opportunities. Scroll down and look on the right-hand side of this screen under the
heading Supplier Portal. Click on the WSSC Water Supplier Portal System. You can also
use the link WSSC W ater Supplier Portal System.

23. What do | do if | forget my user name and/or password?
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Go to the logon screen and click on logon assistance and the system will prompt you so
that you can obtain your user name and/or password.

24.1 am locked out. How did this happen? Now what?

Contact the Procurement Office at 301-206-8866 or email
procurement.support@wsscwater.com.

25. Do | have to attend the training to use the Web-Based Compliance System?

No, the Web-Based Compliance System is very intuitive and user-friendly, training is not
mandatory to use the system.

Training is offered periodically by the Office of Supplier Diversity & Inclusion (OSDI).
Training is free but requires registration, please contact
wsscwebcompliance@wsscwater.com for additional information on training dates and times.
You may attend the training as often as you prefer.

26. When do we have to start reporting?

All vendors who are actively working on WSSC Water-funded Contracts as a Prime or
Subcontractor must start reporting after the award of their Contract. The frequency of
reporting will remain the same in accordance with WSSC Water Contract language.

27. What if | refuse to use WSSC Water's Web-Based Compliance System?

Suppliers/Vendors on active WSSC W ater-funded Contracts with subcontracting reporting
requirements will be deemed non-compliant per the contract language.

28. Under the new WSSC Water Web-Based Compliance System, who will enter the
subcontractors in the System?

The new Web-Based Compliance System requires that the Office of Supplier Diversity &
Inclusion enter a vendor’s approved subcontract plan prior to the release of the Notice to
Proceed (NTP). Note that submission of a subcontract plan to the Procurement Office and
validation of subcontractors by the Office of Supplier Diversity & Inclusion will remain the
same.

29. If a company exceeds the MBE and/or SLBE subcontracting requirement, how is it
reflected in the Web-Based Compliance System?

If a company exceeds the MBE and/or SLBE subcontracting requirement, it will be reflected
in the Web-Based Compliance System, once all payments have been validated as received
by the subcontractor.

30. Does the Web-Based Compliance System capture both the Prime’s and
Subcontractor’s start date?
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The Web-Based Compliance System captures the date that a WSSC W ater Purchase Order
was issued for the Prime and/or Subcontractor’s work based on information provided by the
WSSC Water Disbursements and Accounting system.

31. If a Prime uses a total of five (5) Subcontractors of which only three (3) are
certified MBEs, should all five (5) Subcontractors be entered into the Web-Based
Compliance System?

Yes. All subcontracting (including Majority, MBE, and SLBE), must be entered into the W eb-
Based Compliance System.

Note: If there are any subcontracting requirements, a subcontracting plan must be submitted
to the Procurement Office and the Web-Based Compliance System must be used as a
reporting tool. The Office of Supplier Diversity & Inclusion is responsible for entering all
approved subcontracting plans into the Web-Based Compliance System.

32. If a Prime vendor pays less than the Subcontractor’s invoiced amount, but reports
full payment, does the Subcontractor have the ability in the Web-Based
Compliance System to validate receipt of partial payment?

The Web-Based Compliance System will allow the Prime to submit payment information to
the Subcontractor for less than the invoiced amount but will not allow for a check amount to
be greater than the amount invoiced.

Subcontractors may acknowledge/validate partial payments from a Prime. As a
Subcontractor, you have an option. If you were expecting to receive payment for the
invoiced amount and did not receive full payment, you do not have to report the partial
payment. The Subcontractor may accept the partial payment and make note of it in the
reference box, or not accept the partial payment.

33. How does a Prime identify a Subcontractor when entering a payment in the Web-
Based Compliance System?

When the Prime logs into the Web-Based Compliance System they will locate the purchase
order number for the contract. Once they locate the number they will see a list of the
subcontractors on the contract. They will select the subcontractor's name and post the
payment against the invoice entered by the subcontractor.

34. What should be done if a Subcontractor enters the wrong amount in the “Invoice
Amount” field?

The Subcontractor may correct the error; however, once payment from a Prime is
acknowledged/accepted, the Subcontractor cannot provide further updates.

35. The Web-Based Compliance System covers a series of steps. Do these steps take
place before or after the award of a Contract?

The steps take place after Contract award.
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36. Can the Web-Based Compliance System be used to generate a list of certified
MBEs and/or WSSC Water-Approved SLBEs that can be used as Subcontractors?

Yes. Vendors may generate a list, although there is no guarantee of “certification” of MBEs
(certified and non-certified) and WSSC W ater-Approved SLBEs. To access this information,
vendors should login to the WSSC Water Supplier Portal System.

37. s the Web-Based Compliance System only a monitoring and tracking system?

Yes. The Web-Based Compliance System is web-enabled to monitor, track and report all
subcontracting compliance requirements of both the Prime and Subcontractors. It tracks all
subcontract participation requirements, allows payments to be documented by the Prime
and Subcontractors and enables the validation of payments by Subcontractors.

38. What happens when a subcontracting requirement in the Web-Based Compliance
System does not match the subcontracting plan?

If the subcontracting requirement found in the Web-Based Compliance System is different
from the Contract requirement, please contact the Office of Supplier Diversity & Inclusion at
wsscwebcompliance@wsscwater.com to confirm that the requirement is correct.

39. Is the Web-Based Compliance System the only means that Subcontractors have
for submitting invoices?

Yes. The Web-Based Compliance System is a tracking tool. Subcontractors must submit
their invoices to the Prime for payment. Subcontractors must report invoices and
confirm/validate receipt of payment in the Web-Based Compliance System.

40. Can a Subcontractor use the Web-Based Compliance System to find out if a Prime
has invoiced WSSC Water?

No. A Subcontractor will not be able to use the Web-Based Compliance System to view if
the Prime has invoiced WSSC Water. A Subcontractor may contact the Office of Supplier
Diversity & Inclusion at wsscwebcompliance@wsscwater.com or 301-206-8800 to inquire
about payment status.

41. Can a Subcontractor use the Web-Based Compliance System to find out if a Prime
has been paid by WSSC Water on the Contract?

No. A Subcontractor will not receive a payment acknowledgment, only the Prime will receive
this information from WSSC W ater.

42. If the Subcontractor only receives payment for $2,500.00 on a balance of
$3,000.00, should a Subcontractor report another invoice to the Prime through the
Web-Based Compliance System for the remaining balance?

If there is a balance on an invoice found in the Web-Based Compliance System, there is no
need to submit a new invoice.
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43. Does the Office of Supplier Diversity & Inclusion have any plans to upgrade the
Web- Based Compliance System?

Yes. As system enhancements are needed, WSSC Water will upgrade the system.
Otherwise, if you have any suggestions and/or comments that would improve the Web-
Based Compliance System, please let us know by submitting via e-mail to
WSSCWebCompliance@wsscwater.com.

44. When a Prime vendor accesses their Contract information in the Web-Based
Compliance System, will the Web-Based Compliance System have some initial
information regarding the Contract?

Yes. However, the amount of information available will be minimal. Once the Office of
Supplier Diversity & Inclusion has entered an approved subcontracting plan into the Web-
Based Compliance System, the Prime will have access to more information.

45. What is the turn-around time to approve or reject subcontracting plans submitted
by Primes after the subcontracting plan is submitted to the Procurement Office?

The Office of Supplier Diversity & Inclusion enters subcontracting plans into the Web-Based
Compliance System within 5-10 business days after approval. If there are issues with the
information and there is a need for further review, the turn-around time may be longer.

46. Does the Subcontractor have the responsibility to validate payments in the Web-
Based Compliance System?

Yes. It is the responsibility of the Subcontractor to validate payments in the Web-Based
Compliance System.

47. If a Contract is canceled who is responsible for removing it from the Web-Based
Compliance System?

The Procurement Office is responsible for the cancellations through the Oracle System.

48. | need to update my vendor profile information in the Web-Based Compliance
System, how do | make the changes?

The vendor can log into the WSSC Water Supplier Portal System to update their profile,
contact information, certification(s) etc. If assistance is needed, please contact the
Procurement Office at procurement.support@wsscwater.com or 301-206-8866.

49. Can any information be removed from Web-Based Compliance System?

No. Information cannot be removed from the Web-Based Compliance System.

50. If there is no Contract/Purchase Order Number to access the Contract information
in the Web-Based Compliance System, how can a Contract be accessed?

NOTE: The Purchase Order Number = Contract Number in the Web-Based Compliance
System.
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If you do not have the Contract/Purchase Order Number, try searching for the information by
entering the Contract Name in the “Contract Name” field. Otherwise, contact the
Procurement Office and they will be able to provide the Contract Number and/or the
Purchase Order Number.

Payments And Invoices

51. How long does it take for WSSC Water to pay the Prime vendor?
On average, it takes 30 days for WSSC Water to pay the Prime.

52. Can a subcontractor submit invoices to a prime for work completed on a Contract
that has not yet invoiced WSSC Water?

Yes. A subcontractor may submit invoices to the Prime at the time that the services were
rendered. Timely submission of invoices for completed work is encouraged.

53. 1 am a subcontractor and have not received payment from the Prime in over 60
days. What should | do?

Contact the Office of Supplier Diversity & Inclusion by emailing
wsscwebcompliance@wsscwater.com with the invoice number(s), amount(s) and Purchase
Order number(s) listed in the Web-Based Compliance System. The OSDI Compliance team
will work with the WSSC W ater Project/Contract Manager and/or Administrative Contract
Manager to resolve the issue.

54. Can a Prime be paid by the WSSC Water through electronic payments?

Yes. Prime vendors interested in electronic payments should contact WSSC W ater's
Disbursements Group at 301-206-7076.

Contracts

55. There are multiple Contracts listed under our company’s information in the Web-
Based Compliance System, who is responsible for assigning the names of the
Contract?

The Procurement Office is responsible for assigning the name of the Contracts.

Subcontracting

56. What if a Prime does not approve the Subcontractor’s work?

Contact the Office of Supplier Diversity & Inclusion by emailing to
wsscwebcompliance@wsscwater.com and contact the Procurement Office by calling 301-
206-8866 or email procurement.support@wsscwater.com.
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WSSC\WATER

Acronyms

Appendix A. Acronyms

The following table lists acronyms (or abbreviations) and the literal translation per the context of

this document.

Table 3: Acronyms

Acronym ‘ Literal Translation
BPA Blanket Purchase Agreement
BPD Business Process Diagram
CBR Centralized Bidder Registration
COl Certificate of Insurance
CPA Contract Purchase Agreement
CR/MSDC Capital Region Minority Supplier Development Council
DBE Disadvantaged Business Enterprise
DC-LSDBD District of Columbia’s Local Small Disadvantaged Business Enterprise
FAQs Frequently Asked Questions
ID Identification
IFB Invitation for Bid
MBE Minority Business Enterprise
MDOT Maryland Department of Transportation
MS IFB Multi Step Invitation for Bid
NAICS North American Industry Classification System
OSDI Office of Supplier Diversity & Inclusion
P2P Procure-to-Pay
PDF Portable Document Format
RFI Request for Information
RFQ Request for Quote
RFQu Request for Qualifications
SDDD Supplier Development & Diversity Division
SIC Standard Industrial Classification
SLBE Small Local Business Enterprise
SLMBE Small Local Minority Business Enterprise
SPO Standard Purchase Order
URL Uniform Resource Locator
VAT Value-added Tax
WPEO Women Presidents’ Education Organization
WSSC Washington Suburban Sanitary Commission
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Referenced Documents

Appendix B. Referenced Documents

The following documents are referenced in this document and can be reviewed for further

information.

Table 4: Referenced Documents

Document Location and/or URL

Document Name

WSSC Water Web-Based Compliance
System For Prime Vendors

Compliance System for Prime Vendors

Version
Number

1.0

WSSC Water Web-Based Compliance
System For Sub Contractors

Compliance System for Subcontractors

1.0

View Solicitation Abstracts

Solicitation Abstracts

View Awards

Awards

View Registered Suppliers

Registered Suppliers

View Supplier Portal User Manual

Supplier Portal User Manual
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https://www.wsscwater.com/files/live/sites/wssc/files/SLMBE-1/User%20Manual-Subcontractor.pdf
https://onesource.wsscwater.com/OA_HTML/OA.jsp?OAFunc=PON_ABSTRACT_PAGE&PON_NEGOTIATION_STATUS=ACTIVE
https://my.wsscwater.com/contractmanager/award/pubawardlist.faces
https://my.wsscwater.com/contractmanager/award/supplierlist.faces
https://www.wsscwater.com/files/live/sites/wssc/files/procurement/supplierportal/WSSC%20Supplier%20Portal%20Guide%201-20-2017%20(2)%20-%202017%2012%204.pdf

WSSC\WATER Record of Changes

Appendix C. Record of Changes

The following table lists the details of changes to this document.

Table 5: Record of Changes

Version
Number

Author/Owner Description of Change

Supplier Portal User Manual 61



	1. Introduction
	1.1 Scope

	2. Overview
	2.1 Conventions/Terminology
	2.2 User Roles
	2.3 Active Solicitation Process Flow

	3. Get Started-Register with WSSC Water
	3.1 Provide Supplier Information
	3.2 Provide Basic Information
	3.3 Provide Company Details
	3.4 Provide Additional Information
	3.5 Provide Attachments
	3.6 Registration Approval Notification

	4. Accessing the Supplier Portal
	4.1.1 Reset the Portal Password

	5. Profile Update by Registered Suppliers
	5.1 Access Supplier Profile
	5.2 Update General Information
	5.3 Update Company Profile Information

	6. Download the Solicitation
	6.1 Solicitation Download Using the Menu Selection
	6.2 Solicitation Download Using Notification
	6.3 Access The Solicitation
	6.4 Registered Suppliers Access Solicitation
	6.4.1 Access the Solicitation Abstract
	6.4.2 Access the Solicitation from the Abstract Link


	7. Access Sourcing Information
	7.1 WSSC Supplier Quick Links
	7.2 View Solicitation Abstracts

	8. Troubleshooting & Support
	8.1 Special Considerations
	8.2 Support

	9. Frequently Asked Questions (FAQs)
	Appendix A.  Acronyms
	Appendix B.  Referenced Documents
	Appendix C.  Record of Changes

