w BS( M i Work Instruction
J Create Domestic Bid Response (Offer)

Purpose

The purpose of this transaction is to create and submit a Domestic Bid Response (Offer). Pricing can be
entered directly into WBSCM, or into an Excel spreadsheet exported directly from WBSCM which can
then be imported back into WBSCM. These actions can be performed for both non-offshore regular items
as well as offshore prices to US port and final destination.

Process Trigger

A vendor would use this process to create and submit a Bid Response (Offer) to a published Domestic
Bid Invitation (Solicitation).

Prerequisites

o An open, published Domestic Bid Invitation (Solicitation)
. The user must have one of the following roles assigned:
o  Commodity Offer - Vendor - CVM
o Corporate Vendor Admin

Portal Path
Follow the Portal path below to complete this transaction:

. Select Suppliers tab &+ Bid Management tab & Enter Offers link to go to the Enter Offers
screen

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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1. Start the transaction using the following Portal path: Suppliers tab & Bid Management tab =2
Enter Offers link.

Image: Enter Offers Screen

Home Suppliers Admin Reports Help
Supplier Self Service Bid Maintain O
. Suppliers > Bid Managsment > Enter Offers Full Screen || Options *
+ Enter Offers

Welcome to Enter Offers
Find Bid Invitation

Public Procurement Documents

Vendor Response Log

Bid Invitation Number- I:I Dacument Name: |
Status:
T Type: -l
BidInvitation Type: [ |+] Processed Since: |Last30 Days ||
With Responses Only: [ |

Bid Invitation Results List: 0 hits

Note: Select a row and navigate to the Maintain Vendor Response button to continue

View: | [Standard View] \~|| PrintVersion Export .

Flag Transaction Number MName Transaction Type Description Subtype R Deadline Late Deadline Constraint Period

2. Click = (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done on any
transaction in WBSCM.
3. As required, complete/review the following fields:
Field R/O/C Description
Bid Invitation Number: |O Unique identifying number associated with a bid

invitation in WBSCM. Whenever a bid response (a
series of offers) is created, it is created in response
to an existing invitation. If the bid invitation number
is known, enter it in this field. If it is not

known, enter the remaining fields to perform a
search for it.

Example:
2000005006

Document Name: O Long procurement number (LPN).

Example:
12-3J14-19-B-0055
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Field

R/OIC

Description

Status:

O

Status of the document.

Example:
Open

@ (Note) If Ended status is selected, no
bt search results will appear as ended
means the solicitation/bid has been
closed and it is no longer possible to
enter an offer.

Transaction Type:

O

The type of product or service identified in the bid
invitation from USDA.

Example:
Dom Commodity Inv

@ (Note) For domestic commodity, select
(T the Dom Commodity Inv transaction

type.

The complete list of Transaction
Types and their definitions include:

o BIDP: This transaction type is
not used.

e RFx: This transaction type is
not used.

e Barter and Exch Inv: An
invitation for a barter and
exchange order. A barter and
exchange order is one where
USDA provides the vendor with
a commodity (such as a
material from the price support
warehouse or that is available
in surplus), and the vendor
provides USDA with a
completely different commodity.
For example, USDA may
provide corn soy blend to the
commodity vendor, and the
commodity vendor may provide
that aid recipient with pinto
beans.

¢ Intl Commodity Inv: An
invitation for a commodity to
fulfill an international USAID or
FAS Sales Order.

e Dom Commodity Inv: An
invitation for a commodity to
fulfill a domestic FNS Sales
Order. This is the relevant
selection for this transaction.

e Intl Freight Inv: An invitation
for freight services to ship
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Field

R/OIC

Description

goods from a domestic load
port to an overseas location to
fulfill an international USAID or
FAS Sales Order.

¢ Intl Comm Preference: A
preference (template) of the key
fields in an international
commodity bid response (offer).
Creating a preference saves
time, as the details entered in
the preference can be
pulled into the vendor response
(offer).

e Intl Frgt Preference: A
preference (template) of the key
fields in an international freight
bid response (offer). Creating a
preference saves time, as the
details entered in the
preference can be pulled into
the vendor response (offer).

e Master/Shortfall Inv: An
invitation for a commodity in a
master/shortfall situation.

Bid Invitation Type:

The type of bid invitation from USDA.

Example:
Definite Delivery

Processed Since:

O

Time since last processing.

Example:
Last 30 Days

4, If appropriate, click || With Respenses Only (4o With Responses Only checkbox) to locate only
bid invitations with associated responses or bids.
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Image: Enter Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O

Suppliers > Bid Management > Enter Offers Full Screen || Options +

~
Welcome to Enter Offers
Find Bid Invitation
Bid Invitation Number: | 2000005006 Document Name: |
- Purchasing Group
T Type: hd]
Bid Invitation Type: -| Processed Since: |Last 30 Days -
With Responses Only: [ |
Bid Invitation Results List: 0 hits
Note: Select a row and navigate to the Maintain Vendor Response button to continue
View: |[Standard View] || Print Version Expart
Flag Transaction Mumber Mame Transaction Type Description Subtype R Deadline Late Deadliine Constraint Period :|
L]
V]
< >
5. Click (the Submit button) to execute the search.
Image: Enter Offers Screen
Home Suppliers Admin Reports Help
Supplier Self Service Bid Maintain O
. Suppliers > Bid Management > Enter Offers Full Screen || Options +
~
Welcome to Enter Offers
Find Bid Invitation
Bid Invitation Number: | 2000005006 Document Name: |
Status: Purchasing Group:
T Type: hd]
Bid Invitation Type: -| Processed Since: |Last 30 Days =
With Responses Only: | |
Bid Invitation Results List: 1 hits
Mote: Select a row and navigate to the Maintain Vendor Response bution to confinue
View: | [Standard View] [*!| PrintVersion Export .
Flag Transaction Number MName Transaction Type Descriplion  Subtype R Deadline Late Deadline Constraint Period |:|
2000005008 12-3J14-19-B-0055 Dom Commeodity Inv Definite Delivery 09/30/2020 10:00:00 09/30/2020 10:00-00
=
& Maintain Vendor Response
v
< >
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6. Click (the Selection button) to select the appropriate bid invitation. In this example,
2000005006

(bid invitation 2000005006) is selected based on the search result.

7.

@ (Note) The search result(s) is displayed in the bottom section of the screen.

Click % Maintain Vendor Response | (the Maintain Vendor Response button).
Image: Enter Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service  Bid Management  Maintain Organization
Suppliers > Bid Management > Enter Offers

Full Screen | Op
Maintain Vendor Response

Invitation Details

Invitation: |2000005006 | & Name: |12-3J14-19-B-0055 Type: | Dom Commodity Inv Sublype: | Definite Delivery
Submission Deadline:  07/31/2018 10:00:00 Central Time (Dallas)
Response Results List: D hits

[Jcreate [[JCopy 7 Change [i Delete Mo Constraints Vendor Respense Log | Check
Please select a row from the fable below fo view offers

‘Submit Response
View: |[Standard View] [=|| Print version Export 4

Withdraw

&
Vendor Respense  Response Status NuCrlst‘ Changed Changed By Submitted Submitted By Rmk/Att

Offers

8. Click [ Create (the Create button) to create the bid response (offer).

(Note) If e (the Create button) is grayed out (not available), a bid response already

exists. Corresponding offers can be updated or created by clicking on (the Offers
button) at the bottom of the screen.
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Image: Create RFx Response (Basic Data) Screen

(2 Create Bid - WBSCM Portal - Internet Explorer

cdB8:PrevilavTarget=navurl?

vbscm.usda.gov/irj/portal?MavigationTarget=navurl

@ https://whscmintds

Options «

Creale RFx Response
Submit | Check Save Expori Import

@.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/201% 10:00:00 CST RFx Response Version Number Active Version

RFx Version Number 1

RFx Information ltems - Motes and Aftachments - Conditions  Tracking

Basic Data | ‘Questions | Notes and Aftachments Payment

Event Parameters

Currency: | United States Dellar
Status and Statistics

Adjust Price: |0.0000 L

OfferLabel: |
VendorPrant
Stipping Point:

w Partners and Delivery Information

Cl

Details Send E-Mail Call Clear Filter Seftings
Function Humber Name Phone Number
= Goods Recipient multiple multiple
= Ship-To Address multiple multiple
= Location multiple muliple
9. As required, complete/review the following fields:
Field R/O/C Description
OfferLabel: O [The name or label given to the offer that the vendor is
placing.
Example:
OFFER FOR PLANT 1
Image: Create RFx Response (Basic Data) Screen
- O X ~

(= Create Bid - WBSCM Portal - Internet Explorer

@& https://whscmintdslwbscm.usda.gov/inj/portal?MavigationTarget=navurl 33ecd&PrevNavTarget=navurl?

Options ~

Create RFx Rﬁspﬂnse
Submit | Check Save Export Import

9.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 C5T RFx Response Version Number Active Version

RFx Version Number 1

RFx Information ltems © Moles and Aftachments © Conditions  Tracking

Basic Data | ‘Questions | Notes and Aftachments Payment

Event Parameters

Currency: | United States Dollar
Status and Statistics

OfferLabel: [OFFER FOR PLANT 1 Adjust Price: |0.0000 -

¥ Partners and Delivery Information

Ii

Defails Send E-Mail Call Clear Filter Settings
Phone Number

Function Humber Mame

= Goods Recipient mulfiple mulfiple

= Ship-To Address mulfiple mulfiple
mulfiple multiple

= Location
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10. Click (the Matchcode button) in the Vendor Plant: field to search for the vendor plant.
Image: Search: Vendor Plant Pop-Up

(& Creste Bid - WBSCM Portal - Internet Explorer — O X

>

| ,@ https://whscmintdsl.wbscm.usda.gov/irj/portal’MavigationTarget=navurl %3A%2F %2Fd72e07c 03421 de20c 54e541633e3 3ecd BePrevNavTarget=navurl %3A%2F %2F71bf 1777624e26d7: @ I

Results List: 3 results found for Vendor Plant Personal Value List  Show Search Criteria & o

Vendor Plant ID Vendor Plant Name Vendor Plant Name Vendor Name
J 1112259 XyZ 1010807 ABC COMPANY
J 1112278 Plant2 1010807 ABC COMPANY
J 1112279 plant3 1010807 ABC COMPANY

11. Click J (the Selection button) to select a vendor plant that has already been created in
WBSCM. In this example, the first line is selected.

B (Note) If the plant is not listed, it is because it hasn't been registered in WBSCM. Please refer to
the Register Plant or Shipping Point (External) work instruction for more information on how to
register a plant.

Image: Create RFx Response (Basic Data) Screen

B Create Bid - WBSCM Portal - Internet Explorer — O X ~
|E https://whscmintdsl.whscm.usda.gov/in/portal?Navigation Target=navurl %34 %2F %:2F dTaedTc84a1de20c 54e541633e33ecdBPreviNav Target=navurl %34 %2F 32FT1bF 1 7776848647 @
Options
Create RFx Response
Submit | Check Save Export Import 9. i
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version I:'
RFx Version Number 1
- ftems © Notes and Alachments | Conditions ; Tracking |
Event Parameters I:l
Currency: | United States Dollar
Status and Statistics
OfferLabel: |0FFER FOR PLANT 1 | Adjust Price: |0.0000
Vendor Plant: 1112259
Sripping Point
Defails Send E-Mail Call Clear Filter Setfings:
Function Mumber MHame Phone Mumber
| = Goods Recipient multiple muttiple
J = Ship-To Address multiple multiple
| = Location multiple multiple
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12.

13.

Click (the Matchcode button) in the Shipping Point field to search for the shipping point.
Image: Search: Shipping Point Pop-Up

e Create Bid - WBSCM Portal - Internet Explorer - O X .

| ,@ https://whscmintdsl.wbscm.usda.gov/ir/portal?Mavigation Target=navurl %3A%2F %2Fd7ae07c 08421 de20c 54e541633e3 3ecd BePrevNavTarget=navurl %3A%2F %2F71bf 1777624e36d7: @ |l

Search: Shipping Point

Results List: 1 results found for Shipping Point Personal Value List Show Search Criteria & @

Vendorshippoint ID Vendor Shp Pt Des Vendershippoint Name Vendor Name
J 1211625 Shipping Point 1 1010807 ABC COMPANY

Click J (the Selection button) to select a shipping point option. In this example,

Shipping Paint 1 (Shipping Point 1 line item) is selected.

B (Note) If the shipping point is not listed, it is because it hasn't been registered in WBSCM. Please
refer to the Register Plant or Shipping Point (External) work instruction for additional information

on how to register a shipping point.

Image: Create RFx Response (Basic Data) Screen

@ Creste Bid - WBSCM Portal - Internet Explorer — O x .
|,§ https://whscmintdsl.wbscm.usda.gov/ir/portal?Mavigation Target=navurl %3A%2F %2Fd7ae07c 08421 de20c 54e541633e3 3ecd BePrevNavTarget=navurl %3A%2F %2F71bf 1777624e36d7: @
| Options ~ |
Create RFx RSE!."SB
Submit | Check Save Export Import 9.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

- ftems © Notes and Alachments | Conditions ; Tracking |

Event Parameters I:l

Currency: | United States Dollar

Status and Statistics

OfferLabel: [OFFER FOR PLANT 1 ] Adjust Price: [0,0000
Vendor Plant: 1112279

Shipping Peint: [1211625

Defails Send E-Mail GCall Clear Filter Seftings
Function Humber Name Phone Number

|+ Goods Recipient multiple multiple

| = ShipTo Address multiple multiple

J = Location multiple multiple
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14. Click NEuSsHons (the Questions sub-tab) to respond to the required questions from the bid
invitation. These questions apply to the entire invitation.

Image: Create RFx Response (Questions) Screen

(2 Create Bid - SAP NetWeaver Portal - Internet Explorer — ] )4
@ hitps://whscmintdsl.wbscm.usda.gov/irj/portal?Navigation Target= navurl %3A%2F %2F d Taed 70842 1de20c 54e5 33ecdBPreviavTarget=navurl 2534 2FT1bf17776
Options ~ er
Create RFx Response
Submit | Check Save Export Import @
D Attribute 5. Amendments to Solicitation is mandatory: maintain atfribute value |
+ B Time zone EST is not valid in country US {multipke options) - Display Help ns v
~
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1
—_———
RFxInformation - Hems |  Motes and Aftachments |  Conditions ~  Tracking
|—Biﬁ Data Q il Motes and 1y
Question Reply Comment
* 1. SF-1440. |[NA_|w
= 2. Food Safety Modernizalion Act = Yes Mo
* 3. DUNS and Size - |Sail
* 4 System for Award Management (SAM) (= Yes No
* 4a SAM Representations and Certifications. |added
= 5 Amendments lo Sobctabon: | |
* & Timely Doliveries |HAVE BEEN DELIVERED |w
* 7. Brand Name and pack size. |test size
= 8. Plant locations: = Yes Mo
* 9_Supplier Agreements: [NO__| !
* Ba Suppler Agreement-Capability Requirements: | NOT APPLICABLE |-
* 10. Aricles of Incorporgtion: |15 AN ENTITIY =
* 10a. Offerors Felony Conviction. |HAS NOT |
v

15. All questions that require a response have (*) a red asterisk. Questions with a red asterisk must
be answered before the bid response (offer) can be submitted. Some questions provide a text
box and require answers or dates; others require a Yes or No response. Complete all required
questions before proceeding.

9 (Note) Because questions vary widely for each invitation, each offer must be addressed
individually. In this example, the majority of questions have been answered. Only question
number 5 remains opened and needs an answer.

@ (Note) Questions vary based on the bid for each invitation.

o

W
(Note) If applicable, use (the Down arrow) in the vertical scrollbar to answer the rest of
the questions.

16. If an attribute error occurs, the user must answer the appropriate question indicated by the
attribute. In this example, question 5 was not completed which generated the error.
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Image: Create RFx Response (Questions) Screen

(& Creste Bid - SAP MNetWeaver Portal - Internet Explorer - m} x
@ https://whscmintdsl.wbscm.usda.gov/irj/portal?Navigation Target= navurl%a3A%2F%2F d 7ae97c084a1de20c 542541633233 ecdBPrevNavTarget= navurl 33 A %2 F %2 FT1bf 1777684e86d a

Options

@
E

Create RFx Response
Submit | Check Save Export Import (7P

>

RFx Response Number 3000049320 RFx Number 2000005008 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

rﬁm,kmwm,m”ﬂ |

Question Reply Comment

=1 SF-1440. |NA |=

* 2_Food Salety Modemization Act: @ Yas " No
* 3. DUNS and Size - [Sall
* 4 Syctom for Award Management (SAM). @ Yes ~ No
* 4a SAM R ions and Carti i added
=5 to Solicitati NA
* §_Timely Deliveries. |HAVE BEEN DELIVERED |+
* 7_Brand Name and pack size: |lest size

* 8 Plantlocations: @ Yas  No

* 9. Supplier Agreements” [NO_|=
* 0a. Supplier Capability R [NOT APPLICABLE |=|
* 10a Offeror’s Felony Conviction: [HAS NOT |»]

*= 10. Arficles of

17. Click ' Motes and Alachmenis (the Notes and Attachments sub-tab) to review or add new notes
and attachments related to this bid response (offer).
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18.

19.

Image: Create RFx Response (Notes and Attachments) Screen

(2 Create Bid - WBSCM Portal - Internet Explorer —

g https://whscmintdsl.whscm.usda.gov/irj/portal?Navigation Target= navurl %3A%2F %2Fd7ae97c084a 1de2 0c 54541633 e33ecd &P revNavTarget= navurl%3A %2 F3a2F T1bf 17776
—| Options »
Create RFx Response

Submit | Check Save Export Import @.
Please click 'Check’ to validate the Offer.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1

RFx Information Items = MNotes and chments -~ C it ¢ Tracking
Basic Data | Questions | Notes and Attachments Payment

w Notes
Clear Fi
Category Description
Conditions of Participation -Empty-
Tendering text - Header Tendering text
Bidder's Remarks -Empty-
Purchasers Remarks -Empty-
Cerlificate Questions -Empty-
Amendment fext -Empty-
w Aftachments
Add Attachment Edit Descripfion Versioning Delete Create Profile Filt
Category Description File Name Versien Processer Checked Out Type Size (KB) Changed by C
test WP121 WESCM End to End Business Scenario Flows (002).pdf 1 | pdf 656 CONTRACAQDO1 O
< >
< ‘ >

Review the Notes and Attachments that were entered for this bid invitation. In this example,
Tenderning text - Header (

there are
attachment section.

Tendering text - Header) notes; and one attachment in the

Perform one of the following:

If Then

The user needs to add Notes to the bid response  Perform the following:
for USDA to review

1. Click the Eidders Remarks  Bjqder's
Remarks) link.

OO L

2. Click "W MOES" he Notes button).

3.Click 2994 (the Add button) to add notes.

4. Enter notes for USDA.

5. Click (the OK button) to save the notes.

The user needs to add Attachments to the bid Perform the following:

response for USDA to review
1. Click (the Add Attachment

button) in the Attachments section at the bottom of
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If Then
the screen.

2. Click (the Browse... button).

3. Locate the file and attach it.

4. Enter a description in the Description field.

5. Click LOK] (the OK button) to attach the file.

There are no notes or attachments for USDA that  Go to Step 20.
require review

20. Click . '€ms | (the Items tab) to open the items details screen and enter the bid response
information.

Image: Create RFx Response (Iltems) Screen

(& Create Bid - WBSCM Portal - Internet Explorer -

& nttps://whscmintdsl.wbscrm.usda.gov/irj/portal?NavigationTarget= navurl 3%:3A%2F %2Fd7ae07c084a1de20c 54341633 e33ecd &P revNavTarget= navurl%3A32F3%2F T1bF17
-| Options ~

Create RFx RESPDHSE
Submit | Check Save Export Import . =

Please click 'Check’ to validate the Offer.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/201% 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Information Ellﬂllls 1’ MNetes and Attachments © Conditions ~  Tracking

w ltiem Overview

Details Add New Add Subline | Copy Pasie Delete \ Calculate Value Filter Expand All Col
Line Humber Description Lof ltem Type Product|D Required Quanfity Unit Price Currency Price Per Delivery Date Total Value RFx/Response || RFx/Respor
» [J0001[E BEEF,RO... [] Qutiine 0.000 0.00 USD 0.00 0/ 0i0

» [[J0002F CEREAL, .. [] Ouiline 0.000 0.00 UsD 0.00 0 /0
» [JO0003[E CORNPR [] Qutiine 0.000 000 UsD 0.00 0/ 0i0
b [J0004F FLOUR,B... [] OQutiine 0.000 0.00 UsD 0.00 0/0 /0
» [JO005E PASTA,M._ [| Outline 0.000 000 UsD 0.00 0/ 0i0
P [J0008E PASTA,O.. [ Outine 0.000 0.00 UsD 0.00 0 0/0
b [(JO0007[F VEGETA.. [| Ouiline 0.000 0.00 USD 0.00 0/ 0i0
» [CJ0006E VEGOIL.. [] Outine 0.000 0.00 USD 0.00 /0 00
Total Val. | -
< >
< ‘ >

21. Click Expand Al the Expand All link) to expand all line items.

_._@ (Note) On the next screen, pricing can be entered directly into the Create RFx screen or the
entire bid invitation items list can be exported to an Excel spreadsheet where pricing can be
entered / imported into WBSCM. It is highly recommended to use the export / import feature to
enter pricing, as it is a more efficient method to enter a large number of line items.
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22,

23.

24,

Perform one of the following:
If Then

The user needs to enter commodity pricing for a Go to Step 23.
domestic bid response (offer) in Excel -

recommended for large invitation responses to

improve efficiency

The user needs to enter commodity pricing for a Go to Step 40.
domestic bid response directly into WBSCM

Click E¥Pomt (the Export button) to export the line items to an Excel spreadsheet.

Image: Create RFx Response (Iltems) Screen

{2 Create Bid - WBSCM Portal - Internet Explorer - m} X .
& https://whscmintdsl.wbscm.usda.gov/irj/portal?NavigationTarget= navurl 3%:3A%2F %2 FdTae97c084a1de20c 5465416333 3ecd &P revMavTarget= navurl %:3A%2F %2F 71 bf 1 777684e26d 72
Options ~
Create RFx Response
Submit | Check Save Export Import @. \A
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1
RFx Information ltems Netes and Attachments -~ Conditions -~ Tracking
w ltem Overview
Details Add New Add Subline | Copy Paste Delete ‘ Calculate Value
Line Humber Description Lot Hem Type ProductlD Required Quantity Unit Price Cumency Price Per Delivery Date  Total Value RFx/Re
~ [ 0002E] GEREAL, ... [] Outling 0.000 0.00 UsSD 0.00 /0
w []0002.01[F] CEREAL ... [] Outling 0.000 0.00 USD 0.00 0/0
~ []0002.01.001E] OFFSHO [] Outiine 0.000 0.00 UsD 0.00 0/
~ [10002.01.001.01F SUB:CER.. [] Outline 0.000 0.00 USD 0.00 gp
. ﬁ 0002.01.001.01.01E] CEREAL ... Material 100449 14,580.000 LB 0.00 USD 1 On 1215/2019 0.00 0/0
. ﬁ 0002.01.001.01.02E CEREAL .. Material 100927 18,144.000 LE 0.00 UsD 1 On 1271512019 0.00 0/
« (] 0002.01.001.01.03F CEREAL ... Material 100926 12,960.000 LB 0.00 USD 1 On 121512019 0.00 10
* [(70002.01.001.02[F] SUB:CER... [] Outline 0.000 0.00 USD 0.00 0/0
. ﬁ 0002.01.001.02 015 CEREAL .. Material 100448 14,580,000 LE 0.00 UsD 1 On 12/31/2019 0.00 0/
+ @] 0002.01.001.0202F] CEREAL ... Material 100927 18,144.000 LB 0.00| USD 1 On 12/31/2019 0.00 0/ -
< Do you want to open or save RFx Resp xls from whscmil L.whscm.usda.gov? Open Save (T Cancel >
< ' >

Click (the Down arrow on the Save button).
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Image: Create RFx Response (Iltem Overview) Screen

(2 Create Bid - WBSCM Portal - Internet Explorer — O X ~
@ hitps://whscmintdsl.wbscm.usda.gov/irj/portal’Mavigation Target= navurl %3 A %2F %22 Fd7aed7c084a1de2 0c 54e541 1777684e86d7; @
Options
Create RFx Response
Submit | Check Save Export Import 9.
'
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1
RFx Information -~ ltems }' Notes and Attachments - Conditions -~ Tracking
¥ ltem Overview
Details Add New Add Subline Copy Paste Delete | Calculate Value [
Line Number Description Lot Item Type ProductlD Required Quantity Unit Price Currency Price Per Delivery Date  Total Value RFx/Re
~ ([J0002E CEREAL, ... [] Outline 0.000 0.00 USD 0.00 00
¥ [(J000201[F CEREAL [] Outine 0.000 0.00 USD 0.00 0/0
~ [(1000201.001F OFFSHO... [] Outline 0.000 0.00 uUsD 0.00 o0
~ [(70002.01.001.01F SUB:CER... [| Outline 0.000 0.00 UsD 0.00 o/
. ﬁ 0002.01.001.01.01E CEREAL ... Matenial 100449 14,580.000 LB 0.00 USD 1| On 12M15/2019 0.00 00
e ﬁ 0002.01.001.01.02F CEREAL ... Material 100827 18,144.000 LE 0.00 UsD 1/ On 12/15/2019 0.00 o/
. ﬁ 0002.01.001.01.03E] CEREAL Material 100926 12,960.000 LB 0.00 UsD 1/ On 12/15/2019 0.00 0/0
~ [[]0002.01.001.02[= SUB:CER... [| Outline 0.000 0.00 USD 0.00 010
. ﬁ 0002.01.001.02.01E] CEREAL Material 100448 14,580.000 LB 0.00 UsD 1 On 12/31/2019 0.00 0/0
. ﬁ 0002.01.001.02.02[=] CEREAL ... Matenial 100927 18,144.000 LE 0.00 UsD 1 On 12/31/2019 0.00 pi0
Save
Save as
< Do you want to open or save RFx Resp xls from whscmi L.whscm.usda.gov? Open Save and open > v
[
< >

25.  Click 23¥€35 (the Save as option).

@ (Note) First, save the file, then open it to view the bid invitation in a worksheet format. Do not
open the Excel file first or attempt to "Save as" while in Excel. The file format will not be correct.
26. As required, complete/review the following fields:

Field R/O/C Description
File name: R [The name the file is to be saved as.

Example:
RFx 2000005006 Response.xls

_.@ (Note) It is very important that the Save as type field is NOT changed. The file must be saved as
the default type "Microsoft Excel 97-2003 Worksheet".

27. Click Save (the Save button).
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Image: Create RFx Response (ltems) Screen

(2 Create Bid - WBSCM Portal - Internet Explorer — O X ~
@ hitps;//whscmintdsl.whscm.usda.gov/irj/portal?Mavigation Target= navurl %63A%2F %2 F d7aed7c084a1de20c 54e541633e33ecd&PreviavTarget= navurl %3A%2F 3%2F71bf1 777684e86d 7
Options
Create RFx Response
Submit | Check Save Export Import 9.
'
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1
RFx Information Items Notes and Attachments - Conditions -~ Tracking
w ltem Overview
Defails Add New Add Subline Copy Paste Delete | Calculate Value [
Line Number Description Lot Item Type ProductlD Required Quantity Unit Price Currency Price Per Delivery Date  Total Value RFx/Re
~ ([J0002E CEREAL, ... [] Outline 0.000 0.00 USD 0.00 00
¥ [(J000201[F CEREAL .. [] Outline 0.000 0.00 USD 0.00 0/0
~ [(1000201.001F OFFSHO... [] Outline 0.000 0.00 uUsD 0.00 o0
~ [(70002.01.001.01F SUB:CER... [| Outline 0.000 0.00 uUsD 0.00 o/
. ﬁ 0002.01.001.01.01E CEREAL ... Material 100449 14,580.000 LB 0.00 UsSD 1| On 12M15/2019 0.00 00
e ﬁ 0002.01.001.01.02F] CEREAL ... Material 100827 18,144.000 LE 0.00 UsD 1/ On 12/15/2019 0.00 o/
. ﬁ 0002.01.001.01.03E] CEREAL ... Material 100926 12,960.000 LB 0.00 UsD 1/ On 12/15/2019 0.00 0/0
~ [[]0002.01.001.02[= SUB:CER... [| Outline 0.000 0.00 UsD 0.00 010
. ﬁ 0002.01.001.02.01E] CEREAL ... Material 100448 14,580.000 LB 0.00 UsD 1 On 12/31/2019 0.00 0/0
. ﬁ 0002.01.001.02.02[=] CEREAL ... Material 100927 18,144.000 LE 0.00 uUsD 1 On 12/31/2019 0.00 pi0
e RFx esponse.xls download has completed. en | ¥ en folder iew downloads (V]
< The RFx 2000005006 Resp Is download h: pleted Op Open fold View download >
< >
Open |~

28. Click (the Open button) to open the RFx Items list in Excel or navigate to the
folder where the file was saved and open the file from that location.

@ (Note) If a message appears indicating that the file format and extension of the downloaded file
don't match, select Yes to continue.
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29.

Image: Microsoft Excel RFx 2000005006.xls Response Screen

RFx 2000005006 Responsexls - Excel

Insert Page Layout Formulas Data Review View Q Tell me what
A-D c‘{) Calibi == B - = General = %Cnndltlnmal Formatting ~ %“In;ert By é?' O
Ez - $ 9% EFormatasTab\e' X Delete - ' P
L ~ B Z U-~|H-|O- A~ E== == E T %8 3 DCEHSt},rIESv EIFDrmat' ® ~ Share M
iz ! s ¢ ThisFile -
Clipboard & Font ) Alignment Gl Number & Styles Cells Editing WebEx -
H ©- =
T6 - K| o ¥
A B C D E E G H | Ji K L W N o] -
1 |Bid Invitai Internal It Line Numl| Product Ci Product Ci Product IC Product di Ship-to 1D Ship-to de City zipcode State Correlatio Delivery [ Quantity Ul
2 2E+09 40 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5003642 ADVANCE CINCINNA 45246-111 OH 20180116 40800 LB
3 2E+09 50 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5003642 ADVANCE CINCINNA45246-111 OH 20180116 40800 LB
4 2E+09 70 0001.01.0C 504010 PASTA, M, 100428 PASTA M2 5004581 Offshore  OFFSHORI 90058 PR 20180116 40800 LB
5| 2E+09 80 0001.01.0C 504010 PASTA, M, 100428 PASTA M2 5004581 Offshore ¢ OFFSHORI 90058 PR 20130116 40800 LB
6 2E+09 90 0001.01.0 504010 PASTA, M: 100428 PASTA MZ 5004581 Offshore {OFFSHORI 90058 PR 20180116 40800 LB
i 2E+09 100 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5004581 Offshore {OFFSHORI 90058 PR 20180116 1800 LB
8 2E+09 120 0001.01.0C 504010 PASTA, M: 100428 PASTA MZ 5001331 CAPITALAAUSTIN (78745-730TX 20180116 40800 LB
9 2E+09 130 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5001331 CAPITALAAUSTIN 78745-730TX 20180116 40800 LB
10 2E+09 140 0001.01.0C 504010 PASTA, M: 100428 PASTA MZ 5001331 CAPITALAAUSTIN 78745-730TX 20180116 40800 LB
1 2E+H09 150 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5001331 CAPITALAAUSTIN 78745-730 TX 20130116 40800 LB
12 2E+09 160 0001.01.0C 504010 PASTA, M. 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
13 2E+09 170 0001.01.0C 504010 PASTA, M, 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730TX 20180116 40800 LB
14 2E+09 180 0001.01.0C 504010 PASTA, M, 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
15 2E+09 130 0001.01.0C 504010 PASTA, M, 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730TX 20180116 40800 LB
16 2E+09 200 0001.01.0C 504010 PASTA, M, 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
1 2E+09 210 0001.01.0C 504010 PASTA, M, 100428 PASTA MZ 5001331 CAPITALAAUSTIN  78745-730TX 20180116 40800 LB
18 2E+09 230 0001.01.0C 504010 PASTA, M, 100428 PASTA M2 5000611 DEPT OF hSAN ANTC 78293 TX 20180116 24 LB
19 2E+09 270 0002.01.0C 507010 RICE, GRA 100496 RICE US#1 5003642 ADVANCE CINCINMNA 45246-111 OH 20180101 42000 LB
20 2E+09 280 0002.01.0C 507010 RICE, GRA 100496 RICE US#1 5003642 ADVANCE CINCINNA 45246-111 OH 20180101 42000 LB
21 2E+09 290 0002.01.0C 507010 RICE, GRA 100496 RICE US#1 5003642 ADVANCE CINCINMNA 45246-111 OH 20180101 42000 LB
300 0002.01.0C 507010 RICE, GRA 100496 RICE US#1 5003642 ADVANCE CINCINNA 45246-111 OH 20180101 42000 LB
320 0002.01.0C 507010 RICE, GRA 100496 RICE US#1 5004581 Offshore { OFFSHORI 90058 PR 20180101 42000 LB| +
| Rx 200007298.x1s ® [ 3
Ready i B = 1 + 100%

The RFx Item list displays in Excel in which to enter prices for desired line items. DO NOT
change, delete, or move any of the column headings; if the column headings have been
changed, an error will be generated when importing the data back into WBSCM.

In this example, pricing will be entered for the items below:
Row 2: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB
Row 3: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB
Row 4: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

Row 5: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

@ (Note) Row 4 and 5 are offshore location items which prices can be entered directly on

the Excel spreadsheet. For offshore line items, see below examples to enter the pricing:

e Load Port Price (e.g., enter pricing for U.S. port location in Jacksonville, FL)
e Price (e.g., enter pricing to final destination at an offshore location in Hawaii)
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30.

31.

ﬁ (Note) For offshore locations, vendors can enter either the Load Port Price, or the Price,
or both.

Click || (the Right arrow) in the horizontal scrollbar to see the Load Port Price and Price

columns.

Image: Microsoft Excel RFx 2000005006.xls Response Screen

H %

Insert

Page Layout

Formulas

Data

Review

RFx 2000005006 Responsexls -

View

Excel

Help

Q Tell me what you want to do

e 2 e | = iti ing - -
D &% Calibri 1A A T == @ ] General %CDHUIUDHE\FD!H‘IEHII’IQ - > ‘%Y p
ou B - [Z7 Format as Table ~ X Delete + [¥]~ 8 b
aste P - y = = = ¥= 3= - . €0 .00 e s n
. B L DA === e $ 7% 0 RN [ e styles (1 Format - * ilter Select -
Clipboard Font [F} Alignment ] Mumber [F] Styles Cells Editing ~
uz2e a F v
| 1 K M N Lo} P Q R 5 T U v w -
1 |Ship-ta~|City |~ |ZipCoc~|State |~ |Correla v | Deliver » | Quantii~ UoM |~ |Substit| | Offshol-¥|Load P¢ v |Load P | Price |~ | Curreni~ |Peruni~
S |Offshore { OFFSHORE 90058 PR 20190930 120000 LB Yes usD 1
10 |Offshore { OFFSHORE 90058 PR 20191031 40000 LB Yes usD 1
11 |Offshore {OFFSHORE 90058 PR 20191130 40000 LB Yes usD 1
26 |Offshore { OFFSHORE 90058 PR 20191215 14580 LB 490 Yes O-JACK usD 1
27 |Offshore { OFFSHORIE 90058 PR 20191215 18144 LB 490 Yes O-JACK usD 1
28 |Offshore { OFFSHORIE 90058 PR 20191215 12960 LB 490 Yes O-JACK usD 1
29 |Offshore * OFFSHORE 90058 PR 20191231 14580 LB 530 Yes O-JACK usD 1
30 |Offshore f OFFSHORIE 90058 PR 20191231 18144 LB 530 Yes O-JACK usD 1
31 |Offshore f OFFSHORIE 90058 PR 20191231 12960 LB 530 Yes O-JACK usD 1
32 |Offshore { OFFSHORE 90058 PR 20200815 29160 LB 570 Yes O-JACK usp 1
33 |Offshore { OFFSHORE 90058 PR 20200815 36288 LB 570 Yes O-JACK usp 1
34 |Offshore { OFFSHORE 90058 PR 20200815 25920 LB 570 Yes O-JACK usp 1
35 |Offshore { OFFSHORE 90058 PR 20191130 8140.5 LB 3220 Yes O-JACK usD 1
36 |Offshore { OFFSHORE 90058 PR 20191130 10125 LB 3220 Yes O-JACK usD 1
37 |Offshore { OFFSHORE 90058 PR 20191130 7236 LB 3220 Yes O-JACK usD 1
101|Offshore { OFFSHORE 90058 PR 20191015 85680 LB Yes O-JACK usD 1
102|Offshore { OFFSHORE 90058 PR 20191115 85680 LB Yes O-JACK usD 1
103| Offshore { OFFSHORE 90058 PR 20191130 85680 LB Yes O-JACK usD 1
104|0ffshore { OFFSHORIE 90058 PR 20191231 85680 LB Yes O-JACK usD 1
105|0ffshore { OFFSHORIE 90058 PR 20200115 85680 LB Yes O-JACK usD 1
106|0ffshore { OFFSHORIE 90058 PR 20200131 85680 LB Yes O-JACK usD 1
143|Offshore { OFFSHORI 90058 PR 3.02E+08 20191015 23000 LB Yes O-JACK usp 1
144|Offshore { OFFSHORI 90058 PR 3.02E+08 20191015 22000 LB Yes O-JACK usp 1
153 0ffshore  QFFSHORE 90058 PR 20191215 21A00 1R ¥es O-1ACK LISD 1 -
RFx (] [l ¥
Ready  Filter Mode B m - i + 100%
As required, complete/review the following fields:
Field R/O/C Description
Load Port Price O The delivered price per unit of measure to a U.S.
port location.
Example:
(Note) The Load Port Price field should
only be populated for offshore items.
Price O The price the vendor is willing to offer for the given
product. The price is for one unit of the product.
Example:

(Note) The price is the delivered price
per unit of measure to the final

i
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Field R/O/C Description
destination.
Correlation ID O An ID number which combines proposed orders

o

with different ship-to locations to create a multi-
stop order.

(Note) The vendor must respond to all
line items with the same Correlation ID
number.

@ (Note) Complete the Load Port Price and Price for each row as appropriate.

@ (Note) For offshore pricing, the Offshore Indicator (column R) is set to Yes and the Load

Port (column S) is populated with the U.S. port location. The Load Port Price (column T)
is the delivered price per unit of measure to the U.S. port location. The Price (column U) is

the delivered price per unit of measure to the final destination.

Image: Microsoft Excel RFx 2000005006.xls Response Screen

H ©- RFx 2000005006 Responsexls - Excel
Insert Page Layout Formulas Data Review View Q Tell me what you want to do
&D (x) ol Jn cx A == g- ah General %Conditioma\meatting' & - - )%Y p
B - | [Z7 Format as Table - £ Delete ~ -
Pavste BL i [ D A ===£5= Tob % W GCEHSWIES' @Fnrmat' e éﬁ:&rsvt Sf:l"::&
Clipboard & Font [F} Alignment [F] Mumber [F] Styles Cells Editing -
uzs b 5 v
1 J I L M N o] P Q R 5 T U v W B
1 |Ship-ta~|City |~ |ZipCoc~|State |~ |Correla v | Deliver » | Quantii~ UoM |~ |Substit| | Offshol-¥|Load P¢ v |Load P | Price |~ | Curreni~ |Peruni~
9 |Offshore { OFFSHORE 90058 PR 20190930 120000 LB Yes usD 1
10 |Offshore { OFFSHORE 90058 PR 20191031 40000 LB Yes 0.43 USD 1
11 | Offshore { OFFSHORE 90058 PR 20191130 40000 LB Yes 0.43 USD 1
26 |Offshore { OFFSHORE 90058 PR 20191215 14580 LB 490 Yes 0-JACK 0.4 0.43 USD 1
27 |Offshore { OFFSHORE 90058 PR 20191215 18144 LB 430 Yes O-JACK 0.4 0.43 USD 1
28 |Offshore { OFFSHORE 90058 PR 20191215 12960 LB 430 Yes O-JACK lusD 1
28 |Offshore { OFFSHORE 90058 PR 20191231 14580 LB 530 Yes O-JACK usD 1
30 |Offshore { OFFSHORE 90058 PR 20191231 18144 LB 530 Yes O-JACK usD 1
31 |Offshore { OFFSHORE 90058 PR 20191231 12960 LB 530 Yes O-JACK usD 1
32 |Offshore { OFFSHORIE 90058 PR 20200815 29160 LB 570 Yes O-JACK usD 1
33 |Offshore { OFFSHORE 90058 PR 20200815 36288 LB 570 Yes Q-JACK usD 1
34 |Offshare { OFFSHORE 90058 PR 20200815 25920 LB 570 Yes Q-JACK usD 1
35 |Offshore { OFFSHORE 90058 PR 20191130 81405 LB 3220 Yes Q-JACK usD 1
36 |Offshore { OFFSHORE 90058 PR 20191130 10125 LB 3220 Yes 0-JACK usD 1
37 |Offshore { OFFSHORE 90058 PR 20191130 7236 LB 3220 Yes 0-JACK usD 1
101|Offshore { OFFSHORE 90058 PR 20191015 85680 LB Yes 0-JACK usD 1
102|Offshore { OFFSHORI 90058 PR 20191115 85680 LB Yes O-JACK usD 1
103|Offshore { OFFSHORI 90058 PR 20191130 85680 LB Yes O-JACK usD 1
104|Offshore { OFFSHORI 90058 PR 20191231 85680 LB Yes O-JACK usD 1
105|Offshore { OFFSHORE 90058 PR 20200115 85680 LB Yes O-JACK usD 1
106|Offshore ¢ OFFSHORE 90058 PR 20200131 85680 LB Yes O-JACK usD 1
143|Offshore { OFFSHORE 90058 PR 3.02EH08 20191015 23000 LB Yes O-JACK usD 1
144|Offshore { OFFSHORE 90058 PR 3.02E+08 20191015 22000 LB Yes Q-JACK usD 1
153l0ffshare ¢ QFFSHORE aN058 PR 20191215 1600 1R i =1 O-1ACK LISD 1 -
RFx (] ‘ v
Ready  Filter Mode = - 1 + 100%

32. Click E (Save button).
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33. Click . (the Close button) to close the Excel file.

34. Navigate back to the Create RFx Response Screen to import the changes into WBSCM.

Image: Create RFx Response (ltems) Screen

a2 ~
& https://whscmintdsl.wbscm.usda.gov/irj/portal?NavigationTarget=navurl %34 %2F %2Fd7ae97c084a1de20c 54e5 e33ecd&PrevNavTarget=navurl %3A%2F%2FT1bf1777684e26d7: @
Options ~
Creaie RFx Response
| Submit | Check Save Export Import 9. ;
! b
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/201% 10:00:00 CST RFx Response Version Mumber Active Version
RFx Version Number 1
RFx Information ltems MNotes and Attachments - Conditions -~  Tracking
¥ ltem Overview
Defails Add New Add Subline Copy Paste Delete \ Calculate Value 3
Line Mumber Description Lot Hem Type ProductlD Required Quantity Unit Price Cumency Price Per Delivery Date  Total Value RFx/Re
> [(Jo00z2E CEREAL, ... [] Outline 0.000 0.00 UsD 0.00 /0
* [(J000201[] CEREAL [] Outiine 0.000 0.00 USD 0.00 0/0
~ [70002.01.001E OFFSHO... [ Outline 0.000 0.00 uUsD 0.00 o0
~ ((70002.01.001.01E SUB:CER... [] Outline 0.000 0.00 UsD 0.00 o/
- ﬁ 0002.01001.0101E] CEREAL Material 100448 14,580.000 LB 0.00 USD 1 On 12/15/2019 0.00 0/0
« (] 0002.01.001.01.02F CEREAL ... Material 100927 18,144.000 LB 0.00| USD 1 On 12/15/2019 0.00 010
. ﬁ 0002.01.001.01.03E] CEREAL ... Material 100926 12,960.000 LE 0.00 UsD 1 On 12152019 0.00 /0
¥ [(]0002.0100102[E SUB:CER .. []| Outling 0.000 0.00 USD 0.00 0/0
« (] 0002.01.001.02.01F CEREAL ... Material 100449 14,580.000 LB 0.00| USD 1 On 12/31/2019 0.00 010
e ﬁ 0002.01.001.02.02E] CEREAL ... Material 100927 18,144.000 LE 0.00 UsD 1 On 12/31/2019 0.00 o/
< > v
< >

35. Click  "™P°™ " (the Import button) to import the domestic commodity pricing from Excel into the
Create RFx Response screen.
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WBSCM%: VCV?reka:?:rIuDC(t)Kr):mestic Bid Response (Offer)

36.

Image: Upload Pop-Up

8 Create Bid - WBSCM Portal - Internet Explorer — O X

>

|e https://wbscmintdsl.whscm.usda.gov/irj/portal?Mavigation Target= navurl %:3A %2F %2F d7ae87c084a1de20c 54541633 e33ecd&PrevhlavTarget= navurl %:3A%2F 3%2F T1bf 1 777684e86d 7: @ [

Upload

Specify File to be Uploaded:

|[ Browse... |

Upload

Click (the Browse button) to search for the Excel file.
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Image: Choose File to Upload Pop-Up

& Choose File to Upload X
U » ThisPC » Windows (C:) » Upload Files v O Search Upload Files -l
Organize v Mew folder Bz » [H e
MName Date mcd‘\’fir:d Type Size
7 Quick acc
B%:| RFx 2000005006.xs 771972019 2:16 PM Microsoft Excel 97... TAKB
@ OneDrive
3 This PC
_J 3D Objes
[ Desktop
@ Docume
‘ Downloz
Jﬁ Music
= Pictures
m Videos
o Window

= WBSCM,

Q MNetwaork

File name: [ ~| [ AnFiles ¢ v

el

37. Double-click the Excel file to be imported. In this example, B/ RFx 2000005006xds 4,0 REy
2000005006 Response.xls file) is selected.
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38.

Image: Upload Pop-Up

8 Create Bid - WBSCM Portal - Internet Explorer — O X

>

|e https://wbscmintdsl.whscm.usda.gov/irj/portal?Mavigation Target= navurl %:3A %2F %2F d7ae87c084a1de20c 54541633 e33ecd&PrevhlavTarget= navurl %:3A%2F 3%2F T1bf 1 777684e86d 7: @ [

Upload

Specify File to be Uploaded:
[c-Wpload Files\RFx 200{| Browse... |

Upload

Click (the Upload button).
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i|
o
-
=

Image: Create RFx Response (ltems) Screen

Response - SAP NetWeaver Portal - Internet Explorer - O E Y

s
E

https://whscmintdsl.whscm.usda.gov/irj/portal?Mavigation Target=navurl%3A%2F%2F d0aac? 3b2el41fa7eBcBh809e 22943968 PrevNav Target=navurl %634 %2F 362F71bf1777684e86d 72f¢ ﬂ|
Options

Create RFx Response
Submit | Check Save Export Import (= W
Please click 'Check’ to validate the Offer.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Informafion m Notes and Attachments V Conditions 1/ Tracking \
wremowwew

Defails Add New = Add Subline | Copy Paste Delete | Calculate Value

Line Number Description Lot Item Type PreductD Required Quanfity Unit Price Currency Price Per Delivery Date  Total Value

J * [J0002E GEREAL, ... [] Outline 0.000 0.00 USD 0.0

| ~ []o00201E CEREAL .. [] Outline 0.000 000 uUsD 0a

| ~ [(Jo002.01001E OFFSHO... [] Outling 0.000 0.00 UsSD 0.0

* [70002.01.001.01F] SUB:CER... [| Outline 0.000 0.00 USD 0.0

| - ﬁ 0002.01.001.01.01E1 CEREAL ... Material 100449 14,580.000 LB 0.00 USD 1 On 121572019 0.0

_ - ﬁ 0002.01.001.01.02E] CEREAL ... Material 100927 18.144.000 LB 0.43 UsD 1 On 1211572019 7.8019

. ﬁ 0002.01.001.01.03F] CEREAL ... Material 100928 12,960.000 LB 0.43 USD 1 On 12/15/2019 5,572.8

] - ((]0002.01001.02E SUBCER... [] Outline 0.000 0.00 UsD 0.0

| o ﬁ 0002.01.001.02.01E CEREAL ... Material 100449 14,580.000 LB See Conditions = USD 0On 12/3172019 0.0

|— - ﬁ 0002.01.001.02.02[F] CEREAL _.. Material 100927 18,144.000 LB See Conditions USD 0On 12/3172019 oa

Quesfions | Hotes and Attachments I Conditions
‘ W
< >
W
< >
39. If applicable, click = (the Down arrow) to scroll to the items for which pricing was entered in the

Excel file. The pricing has been imported into the bid response in WBSCM and is displayed in the

Price field.
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Image: Create RFx Response (ltems) Screen

(& Response - SAP NetWeaver Portal - Internet Explorer - O E Y
3 https://whscmintdsl.whscm.usda.gov/irj/portal?Mavigation Target=navurl%3A%2F%2F d0aac? 3b2el41fa7eBcBh809e 22943968 PrevNav Target=navurl %634 %2F 362F71bf1777684e86d 72f¢ a
Options
Create RFx Response
Submit | Check Save Export Import (= W
Please click 'Check’ to validate the Offer.
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1
RFx Informafion .~ Items }’ Motes and Attachments =  Conditions =~ Tracking
~ [J000201F CEREAL ... [] Outline 0.000 0.00 UsD 0.0 o
* [(70002.01.001E OFFSHO... [] Outline 0.000 0.00 UsD 0.0
* []00020100101E] SUB'CER .. [] Outline 0.000 0.00 USD 0o
- ﬁ 0002.01.001.01.01E CEREAL ... Material 100449 14,580.000 LB 0.00 UsD 1 On 12/15/2019 0.0
o ﬁ 0002.01.001.01.02E] CEREAL Material 100927 18,144.000 LB 043 UsD 1 On 12/115/2019 78019
- ﬁ 0002.01.001.01.03F CEREAL ... Material 100926 12,960.000 LB 0.43 UsSD 1| On 121572019 55728
= ((]0002.01.001.02E SUB:CER... [| Outline 0.000 0.00 UsD 0.0
o ﬁ 0002.01.001.02.01E CEREAL ... Material 100449 14,580.000 LB See Conditions = USD On 12/31/2019 [}
- ﬁ 0002.01.001.02.02E5] CEREAL ... Material 100927 18,144.000 LB See Conditions USD On 12/31/2019 0.0
[4] [*| Details for item 0002.01.001.02.02 CEREAL CORN FLKS 1344 PKG-12118 0Z [x]
Item Data Quesfions Motes and Attachments Conditions.
Add Condifion Scales  Duplicate  Remove Filter Settings
Condition Type Scales Amount  Currency Price Per Price.. Location Laocation Name :
Offshore Port Costs Location-Dependent 0.40 United States Dol 1 LB 0-JACK 0O-JACK-Jacksonville FL
W
< >
W
< >
40. Review the entered prices and edit, if applicable.

41. Continue entering pricing manually for all applicable domestic commaodity items, if applicable.

_.@ (Note) The Offshore Port Costs Location-Dependent is the delivered price per unit of measure
to a U.S. port location and the Price(Contract/Bid) is the delivered price per unit of measure to
the final destination. The | Price(Contract/Bid) (Price(Contract/Bid) option) is used for the regular
FOB destination offer price. For additional information about the manual entry of prices for an
offshore location, review the Domestic Bid Response - Manual Offshore job aid.
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Image: Create RFx Response Screen

(& Response - SAP NetWeaver Portal - Internet Explorer - m] X
& https://wbscmintdsl.wbsem.usda.gov/ifj/portal?NavigationTarget=navurl %3A%2F %2F d0aac23b2e241faTeSc8b209e2294396 &PrevNavTarget=n, A2FI2FT1bf1TTT6E84e86d
Options +
Create RFx Re_s'ponse
Submit | Check Save Export Import Q.
Please click 'Check’ to validate the Offer.
RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1
RFx Information Items } Motes and Attachments Conditions ©  Tracking
T ————— g e wweww [F— o
* [3000201.001E OFFSHO... [] Outline 0.000 0.00 USD 0.0 A
* ((70002.01.001.01[3 SUB:CER... [] Outline 0.000 0.00 usD 0.0
» & 0002.01.001.0101(] CEREAL ... Material 100449 14580000 LB See Conditions USD On 12/152019 00
. ﬂgggggx 001.01.02(F CEREAL .. Matenial 100927 18,144.000 LB 0.43 usD 1 On12/152019 78019
» &&J 0002.01.001 0103 CEREAL .. Material 100926 12,960.000 LB 043 usD 1 On 121152019 55728
» ([7000201.001.02[F SUB.CER... [] Outline 0.000 0.00 USD 0.0
. a 0002.01.001.02 01 CEREAL .. Material 100449 14,580,000 LB See Conditions USD On 125312019 0.0
» & 0002.01.001.02.02F1 CEREAL .. Material 100927 18,144.000 LB  See Conditions USD On 12/31/2019 0.0
[4] [+] Details for item 0002.01.001.01.01 CEREAL CORN FLKS 1080 PKG-12/18 OZ [x]
Item Data | Questions |  Notes and Atachments Conditions
w Conditions I
Add Condiion Scales  Duplicate Remove Filter Settings
Condition Type Scales Amounit Cumency Price Per Price...  Location Location Name
Offshore Port Costs Location-Dependent 0|40 United States Dol 1LB 0-JACK 0-JACK-Jacksonville, FL
(¥
< >
W
< >

42. Click =ubmit (the Submit button) to begin the submission process. The confirmation message
"RFx response XX-XXXX-XX-X-XXXX saved. Submit the vendor response to complete the
process" is shown where XX-XXXX-XX-X-XXXX represents the response number.

@ (Note)

button), click

If the vendor would like to check for errors prior to clicking =2kt (the Submit

Lheck (the Check button). Errors are displayed at the top of the screen.

@ (Note) This step is NOT the final submission. The bid response (offer) is not submitted to
USDA at this point.

@ (Note) A vendor that is not registered for a commodity will see an error message: "Vendor
[ABC] is not permitted for ltem No : [XYZ]". The vendor may bid on an invitation for that
commodity, but cannot be awarded until they have updated their vendor registration.
Contact the WBSCM Helpdesk for assistance.
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43.

Image: Display RFx Response: Screen

(& Response - SAP NetWeaver Portal - Internet Explorer — X
@ hitps:/fwbscmintdsl.wbscm,usda.gov/ir/portal?Mavigation Target= navur 3%:3A %2F %2Fd0aac23b2e841faTe8c8b209e2204396 & PrevMavTarget= navurl 3%3A %.2F % 2F T 1bF 1 7776846860 72f2d22. i
Opfions «
Display RFx Resp
Print Preview | 4, | Withdraw 9.

RFx response 12-3J14-19-B-0055 saved. Submit the vendor response to complete the process

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/201% 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Information ~ Items MNetes and Attachments }/ Conditions l/ Tracking ]

Defails Add New Add Subline | Copy Paste Delete \ Calculate Value Filter Expand All Collapse .

Line Mumber Description Lot Item Type Product|D Required Quanfity Unit Price Currency Price Per Delivery Date  Total Value RFx.‘RespnnseLIII RFx.fReeporBe%

J » []0001[F BEEF,RO.. [ Outine 0.000 0.00 USD 0.00 0/ 0/
J » [J0002E CEREAL,.. [] Qutiine 0.000 0.00 usD 0.00 o/ 0/0
J b [(J0003E CORNPR.. [] Outline 0.000 0.00 UsD 0.00 0/ 0i0
J » [J0004F FLOUR,E.. [] Oufiine 0.000 0.00 USD 0.00 00 00
J » [(10005E PASTA,M.. [ Outine 0.000 0.00 USD 0.00 0/ 00
J » []0006E PASTA O.. [] Outine 0.000 000 USD 0.00 /0 0/0
J » [J0007El VEGETA.. [ Outiine 0.000 0.00 USD 0.00 00 o
J » [(Jo00SE VEGOIL ... [] Quiiine 0.000 000 UsD 0.00 0/ 00
Total Value
< >

Click ~FPrint Freview (the Print Preview button).

Thursday, April 30, 2020 © WBSCM Training - Proprietary Page 27 of 55



WBS(M 1 Work Instruction
J Create Domestic Bid Response (Offer)

44,

Image: Display RFx Response: Screen

@ Response - SAP NetWeaver Portal - Internet Explorer — 4
|@ https://whscmintdsl.wbscm.usda.gov/irj/portal?Navigation Target=navurl %3A%2F %2 Fd0aac23b2e341faTe8c8h200e2204396 & PreviavTarget= navurl 3:3A%2F%.2F T1bf 1 TT7624e86d 72f0d22. @
Options +
Display RFx Response:
Print Preview | #, | Withdraw 9.

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/2019 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Information m Metes and Attachments l/ Conditions l/ Tracking l

Details Add New Add Subline | Copy Paste Delete ‘ Calculate Value Fitter Expand All Collapse .

Line Humber Description Lot Item Type Product|D Required Quanfity Unit Price Currency Price Per Delivery Dale Total Value RFx/Response (| RFX.’RHPCI’ISE%

v [J0001E] BEEF,RO.. [] Outiine 0.000 0.00 USD 0.00 /0 0i0
| » [J0002E CEREAL,.. [] Outine 0.000 0.00 USD 0.00 0/0 0/0
| » [J0003E CORNFR. [ Outine 0.000 0.00 USD 000 oo 00
) [J0004E FLOUR B.. [] Outine 0.000 0.00 USD 0.00 /0 0i0
s [70005E] PASTA,M.. [] Outine 0.000 0.00 USD 0.00 0/0 00
b [J0006E] PASTA O.. [] Outine 0.000 0.00 USD 0.00 0/0 0i0

» [CJ0007E VEGETA... [ Outline 0.000 0.00 UsD 0.00 /0 0o
e [J0008E VEGOIL.. [] Ouliine 0.000 0.00 USD 0.00 0/0 0i0

Total Value
< Do yeu want to open or save RFx Response.pdf (11.4 KB) frem wbscmintdsl.wbscm.usda.gov? ‘ Open | | Save |' | | Cancel | x >

Click L OPen

(the Open button).
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Image: RFx Response PDF
RFx Response.pdf - Adobe Acroba

File Edit View Window Help
Home  Tools RFx Responsepdf X ® Sign In
B XM Q @ 12 A M O ® o - ﬁv = B ¢
SI2 - Q
ABC COMPANY Solicitation Information
P.0O. Box 5606, Description: 12-3J14-19-B-0055
MINNEAPOLIS, MN - 55440-5606 Number: 2000005006
Vendor Response: 7000026308-000 /3000049320
Response Status: New ﬁ
OFFER RESPONSE
Domestic Commodity Invitation
th
plant3 Shipping Point 1-Shipping Point,
23997 Cameron Parish, Street Rd, fé
fairfaxx VA-22033-1234 Fairfaxx,VA-22033
Offer Response Overview
Date Created - 07/23/2019 105531 CST
»  Created By: VENDOREOO0O1 - WBCM User 4
Bid Label: OFFER FOR PLANT 1
Additional Requested Information: )
Attribute: V
Certification - Yes
I
A /’7 &

45. If applicable, print the PDF document and click X (the Close button) to close the PDF
screen.
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46.

Image: Display RFx Response: Screen

(& Response - SAP NetWeaver Portal - Internet Explorer — X
@ hitps:/fwbscmintdsl.wbscm,usda.gov/ir/portal?Mavigation Target= navur 3%:3A %2F %2Fd0aac23b2e841faTe8c8b209e2204396 & PrevMavTarget= navurl 3%3A %.2F % 2F T 1bF 1 7776846860 72f2d22. i
Opfions «
Display RFx Resp
Print Preview | 4, | Withdraw 9.

RFx response 12-3J14-19-B-0055 saved. Submit the vendor response to complete the process

RFx Response Number 3000049320 RFx Number 2000005006 Opening Date 07/31/201% 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Information ~ Items MNetes and Attachments }/ Conditions l/ Tracking ]

Defails Add New Add Subline | Copy Paste Delete \ Calculate Value Filter Expand All Collapse .

Line Mumber Description Lot Item Type Product|D Required Quanfity Unit Price Currency Price Per Delivery Date  Total Value RFx.‘RespnnseLIII RFx.fReeporBe%

J » []0001[F BEEF,RO.. [ Outine 0.000 0.00 USD 0.00 0/ 0/
J » [J0002E CEREAL,.. [] Qutiine 0.000 0.00 usD 0.00 o/ 0/0
J b [(J0003E CORNPR.. [] Outline 0.000 0.00 UsD 0.00 0/ 0i0
J » [J0004F FLOUR,E.. [] Oufiine 0.000 0.00 USD 0.00 00 00
J » [(10005E PASTA,M.. [ Outine 0.000 0.00 USD 0.00 0/ 00
J » []0006E PASTA O.. [] Outine 0.000 000 USD 0.00 /0 0/0
J » [J0007El VEGETA.. [ Outiine 0.000 0.00 USD 0.00 00 o
J » [(Jo00SE VEGOIL ... [] Quiiine 0.000 000 UsD 0.00 0/ 00
Total Value
< >

Click (the Close button) to close the Display RFx Response screen.
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Image: Maintain Vendor Response Screen

Home Suppliers Admin Reports Help

Supplier Seli Service Bid M lintain O
Suppliers > Bid Management > Enfer Offers Full Screen || Of
Maintain Vendor Response
Invitation Details
Invitation: | 2000005008 Hame: | 12-3J14-19-B-0055 Type: Dom Commaodity Inv Subtype: | Definite Delivery
Submission Deadline-  07/31/2019 10:00:00 Central Time (Dallas)
Response Results List: 1 hits
Creale [[]Copy 7 Change [ Delete 5 MoC i [£] wender R Log 5 Check [RYSubmit Response Withdraw
Please select a row from the table below to view offers
View: |[Standard View] [=|| Pprint version Export 4 -
* \endor Respense Response Status Mo Cnst  Changed Changed By Submitted Submitted By Rmk/Att
7000026308-000  New 072372019 10:55:21 CST VENDOREODQ01 00/00/0000 00:00:00 CST
v
>

<

47. Click (the Offers button) to enter offer for multiple plants and/or constraints.

@ (Note) Only one offer can be submitted per plant per solicitation, however multiple offers can be
submitted under one response for different plants.

48. Perform one of the following:
If Then

The user needs to enter an offer for multiple plants Go to Step 49.

The user needs to enter constraint or has no Go to Step 59.
constraints

_.@ (Note) A user has 2 options to enter offers for multiple plants:

e Click [ [ Create (the Create button) if requirements are different from the previously
created offer and repeat Steps 8 to 42 to create an offer.

e Click [ Cepy | (the Copy button) if requirements are the same as entered in the
previously created offer.

In this example, the Copy option is selected.
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Image: Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Bid Management > Enter Offers

Offers - Cargill Dry Corn Ingredients, Inc
[ Initial ][ §= Back | [ % Refresh |

Invitation Details
Invitation: | 2000005006 Name: |12-3.)14-19-B-0055
Submission Deadling: | 08/30/2020 10:00:00

Offers Results List: 1 hits
[ [] Create |[ T Delete |[ ] Copy || [x] Vendor Response Log |

Please select a row from the table below to view Constraints

Type: Dom Commodity Inv

View: | [Standard View] || Print Version Export .

E. * Offer Number Offer Label Plant Shipping Point  C  Prev. Offer

Be
Status  Rmiatt ||

3000049585 OFFERFORPLANT 1 plant3 Shipping Point 1 X 3000049320 Pending

& Constraints

Subtype: | Definite Delivery
Response Status: | New

Full Screen || Options +

~

49, Click [T Copy | (the Copy button) to copy existing offer requirements in order to create another

offer with another plant.
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Image: Enter Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Bid Management > Enter Offers

Offers - Cargill Dry Corn Ingredients, Inc
[ Initial ][ §= Back | [ % Refresh |

Invitation Details

Invitation: | 2000005006 Name: |12-3.)14-19-B-0055
Submission Deadling: | 09/30/2020 10:00:00

Offers Results List: 2 hits

| Create || T3 Detete | [T'] Copy || <] Vendor Response Log |

Please select a row from the table below to view Constraints.
Viewr | [Standard View] |*|| Print Version Export .

E:. = Offer Number Offer Label Plant  Shipping Point

3000049585 OFFERFORPLANT 1 plant3 Shipping Point1 X 3000049320
3000049589 OFFERFORPLANT 1 plant3 Shipping Point1 X 3000049585

= Constraints

C  Prev. Offer

Type: Dom Commodity Inv

B
Status  Rmiatt ||
Pending
Created
=

Subtype: | Definite Delivery
Response Status: | New

Full Screen || Options +

~

50. Click the copied offer in the Offer Number column to update the requirements. In this example,

offer 3000049589 is selected.
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Image: Display RFx Response (Basic Data) Screen

@ Response - SAP NetWeaver Portal - Internet Explorer — e
@ hitps://whscmintdsl.whbsem.usda.gov/in/portal?NavigationTarget= navurl%3A%2F%2F d0aac23b2e841faTe8c8b809e2294306 &Previav Target=navur %3A%.2F % 2F T1bF 1 T77684e36d72f2d22. i@

Options ~
Display RFx R
# Edit | Print Preview | o | Check

P

9.

RFx Response Number 3000049539 RFx Number 2000005006 Opening Date 09302020 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

Ilals} NuiesandAﬂachmerrts} Con(ﬂims} Tracking

Event Parameters
Currency: | United States Dollar
Status and Statistics

OfferLabel: | OFFER FOR PLANT 1 Adjust Price: | 0.0000
endor Plan
Shipping Point: | 1211625

Details Send E-Mail Call Clear Filter Settings

Function Mumber Name Phone Number
J « Goods Recipient multiple multiple
|+ ShipTo Address multiple multiple
J = Location multiple multiple

51.  Click # E8t | (the Edit button).
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Image: Edit RFx Response (Basic Data) Screen

(& Response - SAP NetWeaver Portal - Internet Explorer

- X
@ hitps://whscmintdsl.whbsem.usda.gov/in/portal?NavigationTarget= navurl%3A%2F%2F d0aac23b2e841faTe8c8b809e2294306 &Previav Target=navur %3A%.2F % 2F T1bF 1 T77684e36d72f2d22. i@

Options ~
Edit RFx Response:

Submit | Check Save Expert Import

9.
RFx Response Number 3000049589 RFx Number 2000005006
RFx Version Number 1

’m ltems } Notes and Attachments ] Conditions } Tracking

Opening Date 09302020 10:00:00 CST RFx Response Version Number Active Version

Event Parameters
Currency: | United States Dollar
Status and Statistics

OfferLabel: |OFFER FOR PLANT 1 Adjust Price: |0.0000
endor iant

Shipping Point: 1211625 =)

Details Send E-Mail Call Clear

Filter Settings
Function MNumber Mame Phone Number
|+ Goods Recipient multiple multiple
|+ ShipTo Address multiple multiple
J = Location multiple multiple

52. Click & (the Matchcode button) in the Vendor Plant: field to search for the vendor plant.

ﬁ (Note) All fields that are not grayed out can be modified.
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Image: Search: Vendor Plant Pop-Up

e Response - SAP MetWeaver Portal - Internet Explorer — x
| ,e https://whscmintdsl.whscm.usda.gov/irj/portal?NavigationTarget= navurl %3422 F%2F d0zaac 23b2 e241a7e8c8b803e2204396 & PreviavTarget=navurl 3%:3A%2F%2F T1bf 1 TT7624e86d72f9d22. @

Results List: 3 results found for Vendor Plant Personal Value List Show Search Criteria & @

Vendor Plant ID Vendor Plant Name Vendor Plant Name Vendor Name
1112259 xyz 1010807 Cargill Dry Com Ingredients, Inc.
1112273 Plani2 1010807 Cargill Dry Com Ingredients, Inc.
1112279 plant3 1010807 Cargill Dry Com Ingredients, Inc.

53. Click J (the Selection button) to select a vendor plant that has already been created in
WBSCM. In this example, line item for Vendor Plant ID 1112278 is selected.

B (Note) Only one offer per plant is allowed.
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Image: Edit RFx Response (Basic Data) Screen

(2 Response - SAP NetWeaver Portal - Internet Explorer

& https://whscmintdsl.wbsem.usda.gov/irj/portal?Mavigation Target= navurl 334

2Fd0aac23b2ed41faTecBbi0%

GE&PrevilavTarget=navurl %3A%2F%2FT 1177762

Options ~

Edit RFx Response:
Submit | Check Save Export Import

@.

RFx Response Number 3000049539 RFx Number 2000005006 Opening Date 09302020 10:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1

RFx Information | ltems: Notes and Attachments Conditions Tracking

|—I;ﬂuicDm | Questions | Notes and Payment

Event Parameters
Currency: | United States Dollar

Status and Statistics

OfferLabel: | OFFER FOR PLANT 1 Adjust Price: —_U.UUDU
Vendor Plant: | [EEEETE &)

Shipping Point: | 1211625 =3
‘w Pariners and Delivery Information

Details Send E-Mail Call Clear

Filter Settings
Function Mumber MName Phone Number
« Goods Recipient multiple multiple

multiple

* Ship-To Address
= Location

multiple

multiple multiple

54. Click |OFFER FOR PLANT 1 (the OfferLabel field) and change the name. In this example,
the Offer Label was updated to "OFFER FOR PLANT".

@ (Note) In addition to changing the Vendor Plant and the OfferLabel, the following fields can also
be changed:

¢ Questions
e Price
e Shipping Point

Thursday, April 30, 2020 © WBSCM Training - Proprietary Page 37 of 55



w BS( M i Work Instruction
J Create Domestic Bid Response (Offer)

Image: Edit RFx Response (Basic Data) Screen

(2 Response - SAP NetWeaver Portal - Internet Explorer

& https://whscmintdsl.wbsem.usda.gov/irj/portal?Mavigation Target= navurl 334

2Fd0aac23b2ed41faTecBbi0%

GE&PrevilavTarget=navurl %3A%2F%2FT 1177762

Options ~

Edit RFx Response:

Submit | Check Save Export Import

@.

RFx Response Number 3000049539 RFx Number 2000005006 Opening Date 09302020 10:00:00 CST
RFx Version Number 1

RFx Information | ltems: Notes and Attachments Conditions Tracking

|—I;ﬂuicDm | Questions | Notes and Payment

RFx Response Version Number Active Version

Event Parameters
Currency: | United States Dollar

Status and Statistics
OfferLabel: | OFFER FOR PLANT Adjust Price: —_U.UUDU
Vendor Plant: | [EEEETE &)
Shipping Point: [1211625 E

w Partners and Delivery Information

l

Filter Settings

Details Send E-Mail Call Clear
Function Mumber MName
= Goods Recipient
* Ship-To Address
= Location

Phone Number
multiple multiple
multiple multiple

multiple multiple

55. Click = =UBmMt  the Submit button) after all updates are completed for the offer.

@ (Note)

button), click

If the vendor would like to check for errors prior to clicking e (the Submit

Lheck (the Check button). Errors are displayed at the top of the screen.

@ (Note) This step is NOT the final submission. The bid response (offer) is not submitted to
USDA at this point.
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Image: Display RFx Response (Basic Data) Screen

(& Response - SAP NetWeaver Portal - Internet Explorer — X

@ hitps://whscmintdsl.whbsem.usda.gov/in/portal?NavigationTarget= navurl%3A%2F%2F d0aac23b2e841faTe8c8b809e2294306 &Previav Target=navur %3A%.2F % 2F T1bF 1 T77684e36d72f2d22. i@

Options ~
Display RFx Resp
Print Preview | % | Withdraw @.
@ RFx response 3000049589 saved. Submit the vendor response to complete the process -

RFx Response Number 3000049539 RFx Number 2000005006 Opening Date 09302020 10:00:00 CST RFx Response Version Number Active Version
RFx Vergion Number 1

Jm tems | Notes and Atachments | Conditions | Tracking

Event Parameters =
| Currency: |United States Dollar
Status and Statistics

OfferLabel: |OFFER FOR PLANT Adjust Price: [0.0000
Vendor Plant:

Shipping Point: | 1211625

Details Send E-Mail Call Clear

Filter Settings
Function humber Name Phone Number
|+ Goods Recipient muliple multiple
|+ shipToAgdress muliple multiple
J * Location multiple mulfiple

56. Click ** (the Close button) to go back to the Entry Offer Screen.
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Image: Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid M. 13 Maintain O
Suppliers > Bid Management > Enter Offers

Offers - Cargill Dry Corn Ingredients, Inc.
| €= Initial | [ §= Back | % Refresh |

Invitation Details
Invitation: | 2000005006 Name: | 12-3.014-19-B-0055 Type: |Dom Commodity Inv
Submission Deadline: | 08/30/2020 10-00-00

Offers Results List: 2 hits

j Create ﬂ Delete || [[] Copy . Vendor Response Log
Please select a row from the fable below o view Consirainis
View: | [Standard View] [*|| PrintVersion Export 4 Bs
E. * Offer Number Offer Label Plant  Shipping Point C Prev. Offer  Status ~ Rmk/Aft
3000049585 OFFERFORPLANT1 plant3 Shipping Point 1 X 3000049320 Pending
3000049589 OFFERFORPLANT1 plant3 Shipping Poini 1 X 3000048585 Created

& Constraints

57.  Click v Refresh (the Refresh button).
58. If applicable, repeat Steps 49 to 57 to enter additional offers.

59. Perform one of the following:
If Then

Subtype: |Definite Delivery
Response Status: | New

The user needs to enter constraints Go to Step 60.

Full Screen || Options +

~

The user has no constraints 1. Click “#2Back (the Back button) to return to the
Maintain Vendor Response screen.

2. Click ¥ No Censtraints o No Constraints

button).

3. Go to Step 71.
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Image: Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid M.

Suppliers > Bid Management > Enter Offers

Maintain O

Full Screen || Options +

~
Offers - Cargill Dry Corn Ingredients, Inc.
& Initial | [ 4= Back || % Refresh |
Invitation Details
Invitation: | 2000005006 Name: | 12-3.014-19-B-0055 Type: |Dom Commodity Inv Subtype: |Definite Delivery
Submission Deadline: |09/30/2020 10-:00:00 Response Status: | New
Offers Results List: 2 hits
]Cleate ﬂ Delete || [[] Copy . Vendor Response Log
Please select a row from the fable below o view Consirainis
View: | [Standard View] [*|| PrintVersion Export 4 P
E. * Offer Number Offer Label Plant  Shipping Point G Prev. Offer  Status  Rmk/Aft
3000049585 OFFERFORPLANT1 plant3 Shipping Point 1 X 3000049320 Pending
3000049589 OFFERFORPLANT  Plant2 Shipping Point 1 3000049555 Pending
& Constraints
(V]

60.

o

Click | & Constraints | (the Constraints button) to open the Constraints screen.

(Note) Constraints are the maximum quantity a company is willing to or able to
produce/ship within a given delivery period. Do not assume this is the quantity listed on
the solicitation; a vendor may enter constraints that are more than or less than the
solicitation quantity. Check the solicitation to see if constraints are required. Please refer to
the Constraints - Domestic Bid Response job aid for additional information on constraints.

(Note) Use the column Rmk/Att (Remark/Attachment) to the right to identify the type of
remark or attachment entered at the item and/or header level.

H = Header level remarks, | = Item level remarks, and A = Attachments (item or header
level)

(Note) If there are multiple offers for which the constraint is applicable, those offers must
be selected by using the CTRL key.

(Note) The bid/offer must be in Pending status in order to be successfully submitted. If it is
in "Created" status, it hasn't been submitted. In this example, the constraints are entered
for a single line item.
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61.

Image: Constraints Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Bid Management > Enter Offers

Constraints - Cargill Dry Comn Ingredients, Inc.

Invitation Details

Invitation: | 2000005006 Name: 12-3J14-19-B-0055
Submission Deadline: |07/31/2019 10:00:00

Constraints results: 0 hits

Type: Dom Commodity Inv

[ Create 7 Edit TJ Delete [[]Copy & View

Please select a row from the |BD_|G below 1o view constraints
View: [Standard View] ~!| Print Version Export 4

Constraint ID Mo Cnst Quantity Unit Plants Products Ship Points

8

Delivery Dates

Subtype: | Definite Delivery
Response Status: | New

Click [ create (the Create button) to create the constraint document.

Full Screen || Options +

~

Q (Note) At least ONE constraint detail must be selected in each field that has data.

Thursday, April 30, 2020

© WBSCM Training - Proprietary

Page 42 of 55



w BS( M i Work Instruction
J Create Domestic Bid Response (Offer)

Image: Constraint Details Screen

Home Suppliers Admin Reports Help

Supplier Seli Service Bid M jintain O

Suppliers > Bid Management > Enfer Offers Full Screen || Of
Constraint Details
Capacity :I | Mo Constraints
0001112279 - plant3
Plant:
CEREAL CORMN FLKS 1080 PKG-12/18 OZ
CEREAL CORM FLKS 1440 PKG-3158 0Z
CEREAL CORM FLKS 1344 PKG-12/18 OZ
Product:
Shipping Point 1
v
< >
62. As required, complete/review the following fields:
Field R/O/C Description
Capacity: R The maximum amount of the quantity possible for
a vendor to produce for USDA.
Example:
4

measure.

Q (Note) Enter the maximum capacity in
regards with the displayed unit of
measure (TRK/LB/CS). Enter zero to
indicate NOTHING is awarded. In this
example, 4 is entered with a TRK unit of
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Image: Constraint Details Screen

Home Suppliers Admin Reports Help

Supplier Seli Service Bid M lintain O
Suppliers > Bid Management > Enfer Offers Full Screen || Of

Constraint Details

Capacity TRK || Mo Constraints

0001112279 - plant3

Plant

CEREAL CORN FLKS 1080 PKG-12/18 OZ
CEREAL CORN FLKS 1440 PKG-3/18 OZ
CEREAL CORN FLKS 1344 PKG-12/18 OZ

Product:

Shipping Point 1

< >

63. Select an option in the Plant: field. In this example, 9001112273 -plant3 6401112279 - plant3) is
selected.
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Image: Constraint Details Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Management  Maintain Organization
Suppliers > Bid Management > Enfer Offers Full Screen || Of

Constraint Details

Capacity TRK || No Constraints

0001112279 - plant3

Plant:

CEREAL CORN FLKS 1030 PKG-12/18 OZ
CEREAL CORN FLKS 1440 PKG-8/18 0Z
GCEREAL CORN FLKS 1344 PKG-12/18 OZ

Product:

Shipping Point 1

< >
64. Select a product in the Product: field. In this example, CEREAL CORN FLKS 1080 PKG-12/18
OZ is selected.

9 (Note) If there are multiple products to select in the Product field, press and hold the CTRL key
and select another product.
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Image: Constraint Details Screen

Home Suppliers Admin Reportis Help

Supplier Self Service Bid M: intain O

Suppliers = Bid Management > Enter Offers Full Screen || O
Constraint Details

Capacity TRE [ Mo Constraints
0001112279 - plant3

Plant:

CEREAL CORN FLKS 1080 PKG-12/18 OZ
CEREAL CORN FLKS 1440 PKG-8/18 0Z
CEREAL CORN FLKS 1344 PKG-12/18 OZ

Product.

Shipping Point 1

65. Select an option in the Ship Point: field. In this example, S"Pping Point 1

(the Shipping Point 1
option) is selected.

66.

Click ¥ (the Down arrow) in the vertical scrollbar to scroll to the bottom of the page.
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Image: Constraint Details Screen

Home Suppliers Admin Reports Help

Supplier Self Service  Bid M i 0
Suppliers > Bid Management > Enler Offers Full Screen || Of

| CEREAL CORN FLKS 1080 PKG-12/13 OZ
CEREAL CORN FLKS 1440 PKG-3/18 OZ
CEREAL CORN FLKS 1344 PKG-1213 02

Product:
| shipping Point 1

Ship Point: |

[12/0172019 10 1211512019
1211672019 to 12/31/2019

Delivery Dates: |
[[E Create | v
< b

67. Click in the Delivery Dates: field to select an option. In this example, 12/16/2019 to 12/31/2019
is selected.

68. Click (the Create button) to save the constraint details.

ﬁ (Note) Multiple constraints are possible with different combinations of plant, commodity and
delivery date.
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Image: Constraints Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid 13 Maintain O
Suppliers > Bid Management > Enter Offers

Constraints - Cargill Dry Corn Ingredients, Inc.
Invitation Details

Invitation: | 2000005006 Mame: 12-3J14-18-B-0055 Type: | Dom Commodity Inv

Subtype: | Definite Delivery

Submission Deadline:  07/31/2019 10:00:00 Response Status:  New

Constraints results: 1 hits

[create 2 Edit [J Delete [[]Copy & View

Please select a row from the table below to view consfraints

View: | [Standard View] ~|| Print Version Export 4

Constraint ID No Cnst Quantity Unit Plants  Products Ship Points.
7000026308-000-001 4000 TRK plant3- CEREAL CORN FLKS 1080 PKG-12/18 OZ-  Shipping Peint 1,

69. Click [ 4= Back | (the Back button) to return to the Offers screen.

Image: Offers Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Bid Management > Enter Offers

&

Jelivery Dates =
12/16/2019 fo 12/31/2019 ,

Full Screen || Options +

~

Full Screen || Options »

Offers - Cargill Dry Corn Ingredients, Inc. ~
4 Initial | [ = Back | [ % Refresh
Invitation Details
Invitation- 2000005006 MName: |12-3J14-19-B-0055 Type: Dom Commodity Inv Subtype: | Definite Delivery
Submission Deadline: | 09/30/2020 10:00:00 Response Status:  New
Offers Results List: 2 hits
| Create || [ Delete || [T Copy || [&] Vender Response Log |
Please select a row from the table below to view Constraints
View: | [Standard View] =] | Print version Expert . &
E. = Offer Number Offer Label Plant  Shipping Point C Prev. Offer  Status  RmidAft =
3000048585 OFFERFORPLANT1 plant3 Shipping Point 1 X 3000049320 Pending
3000043589 OFFERFORPLANT  Plant? Shipping Paint 1 3000049585 Pending
=
= Constraints
v
< >
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70.

Click 282k (the Back button) to return to the Maintain Vendor Response screen.
Image: Maintain Vendor Response Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid

Maintain O

R Suppliers > Bid Management > Enter Offers Full Screen || Optiens ~
Maintain Vendor Response ~
Invitation Details
Invitation: | 2000005006 | (& Name: [12-3J14-19-B-0055

Type: |Dom Commodity Inv
Submission Deadline: |07/31/2018 10:00:00

Subtype: |Definite Delivery
Central Time (Dallas)

Response Results List: 1 hits

Create [[]Copy .7 Change [if Delete } MoC:

Vendor R Log 50 Check [ Submit Response Withdraw
Please select a row from the table below fo view offers
View: |[Standard View] [~!| Print version Expori 4 2N
*  Vendor Response Response Status Mo Cnst Changed Changed By Submitted
7000026308-000 New

Submitted By Rmk/Att
07/23/2019 10:55:21 CST VENDOREO0D01 00/00/0000 00:00:00 CST

71.  Click Gt Cheek (

the Check button) to run validations on the bid response (offer) and constraint
package. In this example, the first line items is selected.

9 (Note) To check multiple bid responses (offers) use the CTRL functionality to select all that apply.
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Image: Vendor Bidding Interface Pop-Up

ltem passes all validations.

72. Click OK]| (the OK button) to close the confirmation message.

Image: Maintain Vendor Response Screen

Home Admin Reports Help
N = Bid > Enter Offers
Maintain Vendor Response ~
@B

Invitation: & Name: |12-3J14-19-B-0055 | Type: |Dom G | Subtype: |Definite Delivery
ion Deadline: |07/31/2019 10:00:00 |Central Time (Dallas) ]

Please select a row from the table below to view offers

_
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73. Click _ (the Submit Response button) to send the response to USDA. In this
example, the first line item is selected.

B (Note) To submit multiple bid responses (offers) use the CTRL functionality to select all that
apply.
Image: Vendor Bidding Interface Pop-Up

i Vendor Bidding Interface

This response has been submitted.

74. Click (OK button) to close the confirmation message:
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Image: Maintain Vendor Response Screen

Home Suppliers Admin Reports Help
Supplier Self Service Bid M. 13 Maintain O
N Suppliers > Bid Management > Enter Offers Full Screen || Options
Maintain Vendor Response ~

Invitation Details

Invitation: | 2000005006 MName: |12-3.J14-19-B-0055 Type: Dom Commodity Inv Subtype: |Definite Delivery
Submission Deadline: |07/31/2019 10:00:00 Central Time (Dallas)

Response Results List: 1 hits
Create [[]Copy 47 Change [T] Delete No Constraints Vendor Response Log 1 Check Submit Response & Withdraw

Please select a row from the fable below fo view offers

View: | [Standard View] [~|| Print Version Export 4 2N
* Vendor Response Response Status Mo Cnst Changed Changed By Submitted Submitted By RmikJ/Att
T000026308-000  Submitted - On-time 07/23/2019 13:46:56 CST VENWDOREQOD01 07/23/2019 13.:46:56 CST VENDOREOD01
(v
< >

75. Confirm the Response Status column for the vendor response states Submitted - On-time.
This status confirms the response was submitted to USDA.

Vendor Response Log
76. Click & (the Vendor Response Log button) for alternative confirmation

that the bid was submitted to USDA.
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Image: Maintain Vendor Response Screen

Home Suppliers Admin Reports Help
Supplier Self Service Bid Maintain O
R Suppliers > Bid Management > Enter Offers Full Screen || Options +
Maintain Vendor Response ~
[0 Back || 7 Refresh]

Invitation Details
Invitation: |2000005006 Name: [12-3J14-19-B-0055 Type: |Dom Commodity Inv Sublype: |Definite Delivery
Submission Deadline: |07/31/2019 10:00:00 Central Time (Dallas)

Response Results List: 1 hits

Create m Copy &7 Change ﬁ Delete No Constraints Vendur Response Log EE Check Submit Response awﬂhdmw

Please select a row from the table below to view offers

View: |[Standard View] [=|| Print version Export 4 N
* Vendor Response Response Status Mo Cnst  Changed Changed By Submitted Submitted By Rmiatt D
T000026308-000  Submitted - On-time 07/23/2019 13:46:56 CST VENDOREQ0D1 07/23/2019 13:46:56 CST VEMNDOREO0001
= Offers|
Do you want te open or save BIDLOGREPORT_2000005006.PDF (17.6 KE) from whscmintdsl.wbscm.usda.gov?
v
Open Save | T Cancel
< >

Open

77. Click (the Open button).
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Image: Vendor Response Log

BIDLOGREPORT_2000003006.PDF - Adobe Acrobat Reader DC

File Edit View Window Help

Tools

8 X Q

Home

BIDLOGREPORT_20... %

() 1 /3

[Vendor Response Overview

Date Submitted

07/23/2019 13:46:56 CST

Submitted By VENDOREOQODO1 - WBCM User
Date Changed 07/23/2019 13:46:56 CST
Changed By VENDOREQOO1 - WBCM User

Vendor Information

ABC COMPANY

P.O. Box 5606

MINNEAPOLIS MN- 55440-5606

Offer Response Details:

A D OO® w- KT @

Si2

Solicitation Information
Description 12-3J14-18-B-0055
Number 2000005006
Vendor Response  7000026308-000
Response Status  Submitied - On-time

Vendor Contact Information
Tel 11112223333
Fax :1112223333

[Offer Response #

[Vendor Plant

[2000049320

plant3
[23997 Cameron Parish
Fairfaxx, VA-22033-1234

iShipping Point 1
{Street Rd

Shipping Point/ Freight Agency [Remarks/Attachments

Fairfaxx, VA22033

AN

>
A7

Ability One SDVOSB 8(a) small HubZone Large
At Submission | No No No No No Yes C/
At Open MiA NIA MiA A NI /ﬁ\

Vendor Response Constraint Details:

\

vy )

[Constraint ID

Mendor Plant

Products

Increments

Shipping Point / %}Tv)ery Dales\/ ICapacity/Maximum
-1 Qty

[T000026308-000-001 plant3
1112279)

78.

ICEREAL CORN FLKS
1080 PKG-12118 OZ

{Shipping Point

A

LTy
(/ %16?‘19(0 12/31/2019
-~

Review the bid response log to confirm the bid was submitted to USDA on time. In this example,

4.000 /TRK

I

3000049320 displays in the Offer Response # field, and the Response Status field displays

Submitted - On-time.

@ (Note) The vendor response log displays all offers that have been submitted by the
vendor. USDA highly recommends saving the vendor response log to show the status of
the vendor response, which should show “Submitted on Time”.

o

(Note) Changes can be made to this offer and it can be resubmitted prior to bid closing.

Please refer to the Change Domestic Bid Response After Submission job aid for additional
information on how to change and withdraw an offer.

79.

The transaction is complete.
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RESULT

A Domestic Bid Response (Offer) has been created and submitted directly into WBSCM or exported and
entered into a spreadsheet and then imported back into WBSCM.
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