ELECTRONIC BUSINESS
WITH WEST VIRGINIA

West Virginia Purchasing Division
2022 Agency Purchasing Conference



OBJECTIVES IN THREE PARTS

- Electronic Business
- What electronic options are available to state agenciese To vendors?
- What are the benefits of electronic processing?
- What is each audience’s perspective?

- Expanding Your Vendor Base
- Building a larger vendor base
- Unlimited seats at the table and ways to entice vendors 1o sit
- Why we are stfronger as a whole?

- The Procurement Officer’s Briefcase
- Tools of the trade
- Information to reference
- Available reporting



ELECTRONIC BUSINESS



WHAT DO WE CALL ELECTRONIC
BUSINESS?

- Familiar components
- WVOASIS

- Vendor Self-Service

- State agency websites such as WVPurchasing.gov

- State agency infranet sites for employee-only reference

- United Nations Standard Products and Services Code (UNSPSC)

- Connected school of thought regarding their relationship

- The interconnect relationship between state agencies and the vendor
communities

- Each piece has a way to work together in order to benefit all state
agencies



ELECTRONIC BUSINESS OPTIONS

- State agency portal (wvOASIS) and
vendor portal (VSS) draw from
synchronized data beginning at
approximately 8:40 AM each business
day

- WVOASIS

- How state agencies see
electronic business power

- Vendor Self-Service

- How vendors see business
opportunities with West Virginia

- Portal for responding

- Maintain customized company
profile for interacting
electronically with West Virginia

———— W —
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ELECTRONIC BUSINESS OPTIONS

@ WOASIS "o O
Account Summary My Account Announcements
Date =+ Message

Primary Account Administrator

Name: Mark Totten

01/25/2021

Email: mark.|.totten@wv.gov

Phone: 304-558-7839
11/10/2020

Account Status

Vendor Code: VC0000024073
Vendor Status: Active
1099 Reportable: false

EFT Information

Account Level EFT Status: N/A
Address Level EFT Available: false

Prevent New Spending

Account Level:

Prevent New Orders

Prevent New Orders:

@ WOASIS

Edit My Account

VSS PURCHASING DIVISION OF Email: mark.| totten@wv.gov | Phone Number: 304-558-7839 | Vendor Status: Active

1099 forms will be mailed out to vendors. These forms will not be available in the
Vendor Self-Service application. We apologize for any inconvenience.

Contact our Helpdesk at 304-558-6708 or 855-666-8823 if you need assistance.
Thank you for your patience as we update the site to include additional methods for
contacting our helpdesk.

Mark Tc
Vendor

0o 6O

& B:

Account Information Addresses & Contacts Users Commeodities Service Areas Business Types

Add Commodity/Service

Here is the current list of commodity codes/classes that describe the goods and services that your organization provides. You can add new commodity/service codes by clicking the Add Commodity/Service
button. To delete a commodity/service code, click the Delete buttan next to the record that you wish to delete

Any request to add a new commodity/service code or delete an existing commodity/service code will be reviewed for approval

My Commodity List

0 Records View per Page-  2p 50 100 € < PageDof0 > »

Commodity/Service Code Commodity Description Status

No Records Found



ELECTRONIC BUSINESS OPTIONS

WIWWVOIASIES

Jump tor VCUST |4l Go &P Home ét-" Fersonaiize Q) Acc

Welc ome, Mark Totten

Close
Vendor/Customer
Address
Business Type

Service Area

+~ Commodity
Change Management
Authorized Dept.
Prevent Spending
Prevent Orders
Certification

Disclosures

L
Vendor User Inform ation

Proc urement Budgeting Accounts Recevable | Accounts Payable

Vendor/Customer
Comm odity

Commodity Com m odity Description Last Solicited Date LastDate Awarded

+ 24102000 Shelving and storage

24102004 Storage racks or shewves

44000000 Office Bquipment and Accessories and Supplies

44100000 Office machines and their supplies and acc essories

44102902 Storage accessories for office machines

44111515 File storage boxes or organizers

56101700 Office furniture

56111903 Industrial storage units

36121701 General storage units

72153613 Office furniture lease and maintenanc e service

First Prev Mext Last



ELECTRONIC BUSINESS OPTIONS

{f‘”:@ WOASIS A O 831?2'2?‘

>

Edit My Account s

VSS PURCHASING DIVISION OF Email: mark.|.totten@wv.gov | Phone Number: 304-558-7839 | Vendor Status: Active

Account Information Addresses & Contacts Users Commodities Service Areas Business Types

E] Here is the current list of business types associated with your organization. You can add new business types by clicking the Add Business Types button. To modify Business Type information choose the Update
action under the My Business Types section next to the record you wish to update. To delete a business type, choose the Delete action next to the record in the grid that you wish to delete

Any request to add a new Business Type or delete an existing Business Type will be reviewed for approval

Welcome, Mark L Totten Procurement | Budgeting | Accounts Re:
My Business Types Close Vendor/Customer
Vendor/Customer
0 Records View per Page- 20 50 100
GG Business Type
Business Type ID Business Type Certification Number Certification Start Date cert + Business Type
Business e 1D Business Type Certification Start Date Certification End Date
Change Management
No Records Found ) MNRT Minority-Owned Business 12110/2012 121102014
Service Area
+ SMAL Small Business 12/10/2012 12/10/2014
COmCty First Prev Next Last
LR P Save Undo Delete Insert Copy Paste & B
Authorized Dept. Vendor/Customer : gpo000165463 SWAM Type :
Prevent Spending WIZ KHALIFA TOURING INC Status : Accepted
Business Type ID © <p4a) < . .
e EEs ] . A Initiation Date : s
Business Type : Small Business
Certification Certification No :
Disclosures Certification Start Date : 12/10/2012 [T
Vendor User Information (T (8 7 iy E




ELECTRONIC BUSINESS OPTIONS

@ WOASIS

Edit My Account

VSS PURCHASING DIVISION OF Email: mark |totten@wv.gov | Phone Number: 304-558-7839 | Vendor Status: Active

A 1of 1: There are no primary Role set for this user

Account Information

E Listed in the grid are all the users for your VSS account. You may add account users by selecting the Add User button. To edit/delete existing user infor|

record.

1- 4 of 4 Records

UseriD %

Alisha.Pettit

> Lu.A.Cottrill

» Mark L.Totten

» Terra.Oliver

Addresses & Contacts Users Commodities

View per Page - @ 50 100

FirstName % LastName % Access Level %

Service Areas

Alisha Account Administrator
Lu Cottrill Display Only
Mark Totten Account Administrator
Terra Oliver Full Access

w B g

Rusiness Tvnes

WOASIS

Edit My Account

VSS PURCHASING DIVISION QF Email: mari.|.totten@wv.gov | Phone Number: 304-558-7839 | Vendor Status: Active

Mark
a0 O

Account Information Addresses & Contacts Users Commodities Service Areas Business Types
Addresses Contacts
2019 WASHINGTON ST E BLDG 15 2019 WASHINGTON ST PO BOX 1373
PO BOX 50121 PO BOX 50121
CHARLESTON, WV253050000 CHARLESTON, Wv25305 CHARLESTON, WV253251373
~ Showless ~ Showless ~ Showless
Ordering Payment Billing Web Registrar Ordering Payment Billing Web Registrar Ordering Payment Billing Web Registrar

Contact Information

Address Information

0O pefault
M Active

07/22/2015

The address is not used for Payment

The address is not used for Payment

1124 SMITH ST STE 4500

CHARLESTON, Wv25301

»  Show more

1124 SMITH ST STE 4500

CHARLESTON, WV25301

» Show more



WEST VIRGINIA
PURCHASING DIVISION

e [ T —

= —

Vendor Agency
Resource Center Resource Center

Emergency

Purchasing Procedures

Debarred and
Suspended Vandors

Welcome to the West Virginia Purchasing Division. This website is dedicated to providing valuable information to our
customers: state agencies, vendors, and the general public.

The Purchasing Division is responsible for the timely, responsive and efficient procurement of goods and services for
state government. In addition, the Purchasing Division administers various statewide programs including the West
Virginia State Agency for Surplus Property; the Inventory Management Program, and the Travel Management Unit. As
outlined in our Mission, we strive to ensure that tax dollars are being spent in the most cost-effective manner.

Our Mission states:

To provide prudent and foir spending practices in procuring quaiity goods and services at the lowest cost to state taxpayers by
maximizing effidencies and offering guidance to our customers.

A+t|A|A

West Virginia
Purchasing

Current
Annual

Property

: Connection
Bulletin

Report

[HOME] [SITE MAF) [REQ REQUEST] [CONTACT US] [SEARCH]

Employses on the stata retwork may access internal information through the Purchasing Division intramst site. For quastions or commants rgarding tha tachaical aspact of
althar wab sita, please contact our Technical Sorvices Manaper.

Privacy Information
© 2022 Stats of Wast Virgin
All Rights Resarved

ELECTRONIC
BUSINESS OPTIONS

=) West Virpinia _
Purchasing Division

Intranet

WV.gov | Administrstion | Purchasing | Intranet

Welcome to the West Virginia Purchasing Division's intranet wabsite! The information contzined harein will
provide you with additional resources relating to state procurement. its procedures and statutory and reguiatory
provisions

Our intranet site offers all of our required forms, procedures, system applications, the West
Virginia Purchasing Bulletin Archives, and various purchasing tools and resources. (Fora
reference guide to the Purchasing Division intranet site, highlighting the most valuable
information for state agency purchasing employees, please click on the document to the
right)

The Purchasing Division is organizationally structured under the Department of
Administration. In addition to the Purchasing Director’s office, the division has three
sections: Acquisition and Contract Administration: Communication and Technical Services:
and Program Services

Acquisition and Contract Administration Section

This section is responsible for the procurement of products and services for state agencies
in excess of §25,000. It is committed to providing good customer service to agencies and vendors by buying the best
quality commodities at the lowest cost to taxpayers. The procurement process is monitored through the Requisition
Tracking System from the requisition receipt to the award of the purchase order. The Contract Management Unit
within this section oversees the managing of all contracts and the inspaction of purchasing documents to ensure
compliance with state laws. regulations. and procedures. This section strives to provide quality services in the most
efficient manner.

Communication and Technical Services Section

This section is responsible for 2 variety of services offered to agency purchasers. the vendor community and to the
general public. It focuses on technology, communication, training, vendor registration and relations, and administrative
functions, including records imaging. purchase order encumbrance, bid receipt. and bid package distribution. The
Communication Unit provides information related to the division as well as the individual programs which are
administered by the division. The Technical Services Unit maintains the automated purchasing systems, our networking
services and the division's website. In addition, this unit oversees the administrative functions outlined above.
Professional development s also 2 vital aspect of the division. Conferences, online training modules, in-house workshop
sessions, and the Weast Virginia Procurement Certification Program are offered throughout the year to offer guidance
and opportunities to our agency procurement officers.

Program Services Section

This section is responsible for several of the programs administared by the division. The Travel Managament Unit offers
guidance to state business travelers and oversees various statewide contracts for travel-related services. This Unit
communicates with agency travel coordinators on various issues relating to services. The Fixed Assets Unit maintains
the state’s inventory of property and ensures the agencies certify their state-owned property on an annuzl basis. The
Surplus Property Unit manages the state and federal programs for property no longer needed within the respective
governments. As part of this program, state property that is not sold to eligible organizations is made availzble to the
public through various mechanisms, including absolute auctions, daily retail sales, online sales and statewide sealed bids

For quastions regarding the Purchasing Division's intranet site, please contact our technical staft

Mark Totten

(304) 558-7839

State Cisco Network Extension 57530
Mark L Totten@wv.gov

Alisha Pettit

(304) 558-0247

State Cisco Network Extension 57512
Alisha.§ Pettit@wv.gov

BEN—— B e A



ELECTRONIC BUSINESS OPTIONS

ri..’ are
unspsc®

Home FAQs Search-Code

Version 19.0501
Code Number (2-8 digits)

~

Code Name:

Member Login
Renew Membership

®

1

uUs

View Qur Pariner
Organizations

UNSPSC Solution
Resource Finder

Share Your UNSPSC
Success Story

Membership Library Codeset-Downloads Initiatives Education

The United Nations Standard Products and Services Code®
(UNSPSC®), managed by GS1 US™ for the UN Development Programme
(UNDP), is an open, global, multi-sector standard for efficient, accurate
classification of products and services. UNSPSC is an efficient, accurate and
flexible classification system for achieving company-wide visibility of spend
analysis, as well as, enabling procurement to deliver on cost-effectiveness
demands and allowing full exploitation of electronic commerce capabilities.
Encompassing a five level hierarchical classification codeset, UNSPSC
enables expenditure analysis at grouping levels relevant to your needs. You
can drill down or up to the codeset to see more or less detail as is necessary
for business analysis.

The UNSPSC offers a single global classification system that can be used
for:

Gompany-wide visibility of spend analysis
Cost-effective procurement optimization
Full exploitation of electronic commerce capabilities

You may browse and download the current version of the code at no cost. Search the code on
this website to locate commodity codes that can be used by your company.

UNSPSC is a member funded and supported initiative. To gain additional benefits, including
access to past versions of the code and the opportunity to shape the code’s future to best meet
your business needs, join the UNSPSC today. Take the first step toward increasing productivity,
reducing organizational costs, and improving supply chain efficiency by learning about UNSPSC
membership now.

A free on-demand webinar is available which provides an overview of the UNSPSC codeset and
information describing how and why it is used. Click here to access the webinar.

rf‘.’ |ne
unspsc®

HOME FAQS

Version 20.0601

Search Code
Search Title

30111800
30111801
30111802
30111803
30122002
73121805

41113813
41113820
41113825
41113830
22101610
22101628
22101629

SEARCH-CODE

Code

MEMBERSHIP LIBRARY CODESET-DOWNLOADS  INITIATIVES

aggregate

Title

Aggregates
Natural aggregate

Avrtificial aggregate

Recycled aggregate

Exterior permeable aggregate flooring material
Concrete or aggregates or stone products manufacturing
services

Standard aggregate

Aggregate specific gravity tester

Soil aggregate analyzer

Aggregate unit weight measuring instrument
Aggregate spreaders

Aggregate washer

Aggregate dryer



ELECTRONIC BUSINESS OPTIONS

CHECKBOOK

i

State Transparency - Search Financial Records State Transparency - General Revenue State Transparency - Vendor Payments

IO ic e

Local Government Transparency

State Transparency - Special Reports

WVSAO.gov  About the Auditor ~ Employment Opportunites FOIARequest [

Click here for important COVID-19 information and resources!

Report Financial Fraud & Abuse

Our Government is Interested in Signing Up for the Local Purchasing Card Program

West Virginia State Auditor's Office

WOASIS Company eVendor Agreement Setup

West Virginia State Auditor's Office, ePayments Division
Telephone: 1-800-500-4079  Fax: (304) 340-5084 www wysao gov

'VENDOR NAME:

FEINSSN (O]
Transparency

wvDASIS

VENDOR #:

PAYMENT ADDRESS 1:

PAYMENT ADDRESS 2:
cITY: STATE: 7IP CODE:
CONTACT NAME: PHONE NUMBER:

(_ AccounT InFoRmATION

FINANCIAL INSTITUTION NARE: |:| Checking - Attach a voided check

ROUTING #- L soimen "
Public Integrity &

ACCOUNT #: H

( IN ORDER TO PROCESS THIS AGREEMENT ONE OF THE FOLLOWING IS REQUIRED

D VOIDED CHECK (COUNTER CHECKS ARE NOT ACCEFTABLE)

D A LETTER FROM THE FINANCIAL INSTITUTION {ON FI LETTERHEAD) LISTING THE ACCOUNT INFORMATION, PRINTED NAME
AND SIGNATURE OF FINANCIAL INSTITUTION , TITLE AND CONTACT

( AT - INTERNATIONAL ACH TRANSACTION - ONE BOX MUST BE CHECKED

ARE FUNDS RECENVED BEING DEPOSITED INA U.S. FINANCIAL INSTITUTICK AND THE AMOUNT SUBSEGUENTLY FORWARDED TO A
FINANCIAL INSTITUTION IH A FOREIGN COUNTRY? DYES. |:| o

Fage10f2



@ WOASIS

DOR SELF-SERVICE

Account Summary

Primary Account Administrato
Name: Mark Totten

Email: mark.Ltatten@w.gov
Phone: 304-358-T83%

count Status

Vendor Code: VCO000024073
Vendor Status: Active

1099 Reportable: false

EFT Information

Account Level EFT Status: N/&
Address Level EFT Available: fzlze
Prevent Mew Spending

Account Level:

Prevent Mew Orders

Prevent New Orders

Financial Balance Overview

Total Payments Issued {Calendar Year) :

My Watchlist

Description

Department

Total Payments lssued (Prior Years) :

Transaction Information/Type

Date

01/25/2021

Announcements

Message

1099 forma will be mailed cut to vendors. These forms will not be available in the
inconvenience.

11/10/2020

Mo Records Found

xntact our Helpdesk at 304-3
ditional methods fol

«or 833-668-8823 if you need assistance. TF
ntacting our helpdesk.

The Wender Self-Service (WSS) application will b2 down for maintenance on Thursc

If you have not yet provided the State with your ordering D-U-N-5 number, please ta
a free number issued by Dun & Bradstreet for each business location. To determin
need to obtain one, please go to http: ate.dnb.com/ilpdate/viewiupdatehon
number. Indizate that you are doing business with 2 (State of W

If you are using Viendor Self Sarvice for the first time, please click on the 'SIGN UP

Supparted browsers: Mozilla Firefox, Microsoft Edge. Google Chrome, and Safari.

Closing Date and Time




VENDOR SELF-SERVICE

@ WOASIS

erview

dar Year) : Total Payments Issued (Prior Years) :

Department Transaction Information/Type

Mo Records Found

Data =

01/25/2021

11/10/2020

11/16/2020

11/07/2020

Announcements

Mezzage

1099 forms will be mailed out to wendors. These forms will not be available in the )

inconvenience.

-6708 or 855-666-8823 if you need assistance. The
acting our helpdesk.

The Vendaor Self-Service (V55) applicatic

e down for maintenance on Thursd:

f you hawve not yet provided the State with your ordering D-U-N-5 number, please tak
2 free number issuad by Dun & Bra far each business location. To i

need to obtain one, please goto h am,/TUpt ew
number. Indicate that you are daing businezs with 2 Government entity

f you are using Vendor Self Sarvice for the first time, phease click on the 'SIGN UP" b

Supported browsers: Mozilla Firefox, Microsoft Edge Chrome, and Safari. CI

Closing Date and Time




VENDOR SELF-SERVICE

@ WOASIS o 0 )

&l Edit My Account € Back

m WSS PURCHASING DIVISION OF Email: mark Ltotten@wyv.gov | Phone Number: 304-558-7830 | Vendor Status: Active
L]

m Account Information Addresses & Contacts Users Commodities Service Areas Business Types Disclosures

EdicAn [
Related Pages Related Actions
~ Legal Infermation
Add Business Location Downlozd IRS W-3 Form
‘Organization Type Classification Legal Name on W-%
Campany Gavernment VS5 PURCHASING DIVISION OF Cnange TIN
Alias/DBA Mame on Check Company Name Renew Vendor Registration Fees
- Legal Mame V58 PURCHASING DIVISION OF

099 TIN Information

Taxpayer ID Number 1099 Reportable Taxpayer ID Mumber Type
530526580 Mo EIN

Address City State

PO BOX 1701 CHARLESTON West Virginia
ZIP Code

25326

tion Inform

Location Name DUNS Extended DUNS Location Web Address



B @

VSS WEST VIRGINIA PURCHASING BULLETIN

@ WOASIS

Published Solicitations

¥ Show Mare

Grid Actions -

1-20 of 20+ Records

Description

Addendum No.1 Elevater Maintenance & Repairs W)

Addendum Ho. 2 Elevator Maintenance

Freventative Maintenanca

STRUCTURAL STEEL H PILES

Data Center 2.0 Circuit (OTZ1068)

Athletic Shoes for DCR

Army Guard

contract for a Claims Administrator and Adjustar

Keywaord Search

‘iew per Page- @ 50 100
Department | Buyer %

ADJUTANT GENERAL

David H Pauline

VETERANS HOME

Tara Lyle

DEPARTMEMT OF AGRICULTURE

Jessica 5 Chambers

DIVISION OF HIGHWAYS

John W Estep

DEPARTMEMT OF ENVIROMMENTAL PROTECTION

Joseph EHager Il

OFFICE OF TECHNOLOGY

Jessica § Chambers

DIVISION OF RECTIOMS AND REHABILITATION

Beverly L Ruppert

Solicitation Mumber | Type / Category

00000:31-

CRFO-D

Centralized Reguest for Quote (CRFQ)

CRFO-0618-BVHZ1000000
Centralized Request for Quote (CRFQ)
Construction

CRFO-1 AGRZ100000008-2

Centralized Request for Quote (CRFQ)

Sa

Centralized Request for Quote (CRFQ)
Miscellaneous
CRFO-0313-DEP2100000018-2
Centralized Request for Quote (CRFQ)
Consulting
CRFO-0231-30T2100000003-2

Centralized Reguest for Quote (CRFQ)

Info Technology

Agency Reguest for Quote (ARFQ)

=

A O

Mark Totten
Vendor

4 Back

4 ¢ Papmiofis

Closing Date and Time/Status %

01/26/2021 01:30 PMEST
0 Days, 01:51:10

Open

01/26/2021 01:30 PM EST
0 Days, 01:51:10

Open

01/26/2021 01:30 PM EST
0 Days, 01:51:10

Open

01,/26/2021 01:20 PM EST
0 Days, 01:51:10

Open

01/26/2021 01:30 PM EST
0 Days, 01:51:10

Open

01/26/2021 01:30 PM EST
0 Days, 01:51:10

Open

01/26/2021 D4-00 PM EST




VSS WEST VIRGINIA PURCHASING BULLETIN

@ WOASIS

Published Solicitations

» Show More

Grid Actions -~

1- 20 of 20+ Records

01,/2172021
Buyer Email

david h.pauline@wv.gov

- Addendum No. 2 Elevator Maintenance

Published On
0171972021

Buyer Email
tara.Liyle@wv.gov

- Preventative Maintenance

Description
- Addendum Mo.1 Elevator Maintenance & Repairs WV Army Guard
Published On

‘iew per Page -

Department / Buyer %

ADJUTANT GENERAL

David H Pauline

Amended On
/21201

Buyer Phone

304-558-0067
VETERANS HOME
Tara Lyle
Amended On
01/19/2021

Buyer Phone
(304£) 558-2544

DEPARTMENT OF AGRICULTURE

Jessica S Chambers

&

Keyword Search

Intent Posted On

Buyer Fax

Intent Posted On

Buyer Fax

Solicitation Number [ Type / Category

CRFO-D6: DJ2100000031-2
Centralized Request for Quote (CRFQ)

Service - Prof

CRFQ-0618-BYHZ100000003-3
Centralized Request for Quote (CRFQ)

Construction

CRFQ-1

GRZ10000000E-2
Centralized Reguest for Quote (CRFO)

Service - Prof

Closing Date and Time/Status  #
01/26/2021 01230 PM EST

0 Days, 01:48:35

Open

Bid Opening Date

01/26/2021 01230 PM EST
0 Days, 01:48:35

Open

Bid Opening Date

01/26/2021 01:30 PM EST
0 Days, 01:48:35

Open

Mark Totten
* 0 ¢y

LS

4 Back

Fag=iafls »




ONLINE SOLICITATIONS IN VS§S

- Public advertisement via the West Virginia Purchasing Bulletin
- Includes agency-delegated solicitations valued over $20,000

. Includes centralized solicitations

- Vendors respond to West Virginia's opportunities from varying sources,
dollar values, and procurement methods
- Agency (“A”)
- Centralized (“C")
- Electronic
- Paper delivered to Bldg. 15
- Fax

- Multiple ways to respond reflect reality of doing business with West Virginia
vendors



BENEFITS TO ELECTRONIC
PROCUREMENT

- Distribution of information
- Ease of access to the same information
- Reach a wider audience with the same data

- More vendors at the table can lead to more competition

- Buying power of all state agencies harnessed together

- Power of the enfire state comes together without significant fime added to
existing agency-level procurement tasks



THE OTHER SIDE’'S PERSPECTIVE

- Shape your solicitation so vendors respond in a way that is
consistent and clear

. Craft your solicitation so vendors can respond with as few
attachments as possible

. Consider audience perspective
- Technical ability
- Patience



VSS SOLICITATION ATTACHMENTS

@ WOASIS "0 O

Agency Request for Quote (ARFQ) X RpemiGnine | ¢ Back

Document ID: ARFQ- Time Left : Expired
General Information Motice of Award Commodity Lines Attachments Salicitation Instructions Evaluation Criteria Terms & Conditions Evenits Amendment History Public Bid Reading
1-11.of 11 Recards iew per Page - @ ) 100 L4 < Page1aofi 3
File Mame = Date Attachment Type Description
Standard Exhibit B - Equipment List
Provisions Reguired for Procurements. pdf 12/28/2018 Standard Provisions Required for Federally Funded Procurements
Purchasing Affidavit. pdf 127285218 Standard Purchasing Affidavit
-pdf 03/15/2017 Standard W43
Terms and Conditions. pdf 03/132M7 Standard
Exhibit & - Pricing Page.pdf 03/16,/2017 Standard
RFQ Specifications.docx 03/16/2M7 Standard
Final_ARFO. _ARFO_FORM_PDF 03162017 Assembled Form Aszsembled pdf file for document [ARFQ, | - Agency Reguest For Quotation Form (PDF Format)
Addendum - 03/23/2M7 Standard
Addenudum #1 Form.docx 03/23/2017 Standard

Final_ARFQ_ _ARFO_FORM.PCF 03/23/2M7 Azzemblad Form Aszembled pdf file for document [ARFO - Agency Request For Quotation Form (PDF Format)




RESPONDING ONLINE
* 0 O

@ WOASIS
Eave & Close Exit

Solicitation Response (SR)

SR- -ESR01262100000005048 5

. N ) ¢ Enter Discounts & N . o
(o esnond g 3 At ol 1= aview & 5
o Select Lines Iszl Respond To Lines '\hf_,f' Comments I,\.ijl Add Attachments I\,_E_JI Review & Submit

= [® Group1 Default Commedity Group Mumber of Lines: 3

+f Line1 STRUCTURAL STEEL H PILE 10X42X40FT
« LineZ STRUCTURAL STEEL H FILE 10X42X30FT

w Line2 STRUCTURAL STEEL H PILE 10X42X20FT




"X

UPLOADING ATTACHMENTS

@ WOASIS .o O

Wamdar

Solicitation Response (SR) SaveBClose | Exi

SR -ESRO1262100000005048

@ Select Lines @ Respond To Lines Er:ri'l_r?ﬂlﬂ?fhms & ° Add Attachmens @ Review & Submit

E‘ If you have files that you wish to include as part of your responze, click the Add Attachments buttan.

Attachment List
0 Reconds

File Name Date User ID

Attachments

Upload

5 B

Drop Browse




MAXIMIZING VENDOR SELF-SERVICE

- Not requirements, but suggestions
- Simplify attachments, if possible; consider vendors’ level of tfechnical
ability
- Adobe Acrobat Pro
- Research and add commodity codes to solicitation document

- Consider vendor audience when choosing allowed response methods

- Balance technical organization with vendors’ response
capabilities; avoid restrictive technical requirements that might
prohibit a vendor from participating

- State of West Virginia benefits from vendors’ ability to
understand and respond easily to solicitations



WHO IS WHO?

- WvOASIS VCUST vendor/customer table

- State of West Virginia's centralized vendor database

- Have your vendors bid with the appropriate vendor/customer
ID
- Federal tax ID is legal thumbprint
. “TIN" in wwOASIS

- WVOASIS VCUST “Headquarters” vendor/customer account for that federal tax
ID

- Add additional Ordering and Payment addresses to VCUST Headquarters-
designated record as needed in order to complete both sides of your
transaction with vendor, even if mulfiple vendor/customer numbers exist

- Discuss with vendor under what legal name your agency will be invoiced.
- DBA field in VCUST can be utilized for additional legal names.



EXPAN

DING YOUR VEN

DOR BASE



ASSEMBLING A VENDOR BASE

VCC Document
VCM Document
WV-1

Commodity code-based email alerts
- VENDCOMM

- Vendor email entered under Contact Information and NOT just Vendor User
Information

- Business Intelligence report utilization

Vendor Self-Service

Utilize Purchasing Division Vendor Registration Program materials
- Purchasing Division statewide vendor webinars, written content



FIND VENDORS BY COMMODITY
CODES ON FILE IN VCUST

- Business Intelligence > Advantage Financial > Procurement >
WV-FIN-VN-010 Vendors by Commodity

- |dentify a larger solicitation audience by the commodity code(s)
specified by vendor in their record.

- WVOASIS > VCUST > Commodity
- State agencies can run the above report in Business Infelligence by the

UNSPSC commodity code relevant to their solicitation and export the
data to Excel to further analyze vendor contact information.

- Give your potential bidding audience a standard heads up directing
them to a specific active solicitation.




WV-FIN-VN-010 VENDORS BY
COMMODITY

'?‘.'_‘ |are

unspsc®

(=
2

HOME FAQS SEARCH-CODE MEMBERSHIP LIBRARY CODESET

Available prompt variants L R - | B X

Prompts Summary
Version 22.0601 [

‘?214%| XJ ‘

Search Code | |
Search Title |bridge |
Code Title
41113603 Laboratory bridges
42151605 Crown or bridge removers
72141107 Bridge construction and repair service
30121703 Bridge rail
43232913 Bridge software
32121708 Bridge rectifier
20121102 Bridge plugs e >
RA111703 Wiatrh ar clock nlates or hridnes

* Required prompts



WV-FIN-VN-010 VENDORS BY
COMMODITY

Home | Documents | W-FIN-VN-010 -ve.. 1 & i |

Web Intelligence ~ "EE S-622 ) v | |[ZTrack * § Drill = 7 Fiter Bar [ | Freeze - EE Outline Reading - Desi
=]
= (77 Advanced Run Vendor Headquarter Name Comm Cd  |Comm Nm Vendor/Customer Number  Ordering Contact Ordering Email Address
’E% Enter Comm code or partial comm code fi 3D CONSTRUCTION LLC 72141000 Highway and road construction services 000000110374 Andrew Daniel adaniel@3dconstructionwy
=a 4Seasons Pavement Repair Products 72141000 Highway and road construction services VS0000012493 Marilyn Amold sales@Iliquidpotholefiller.cc

4Seasons Pavement Repair Products Export i X V50000012493 Marilyn Amold sales@liquidpotholefiller.cc
™
— AAA SEPTIC TANK 000000211323 JIM SANGID

Select A
AARONS PRODUCTS INGC . 000000201523 ROB HANNA
® Reports
A & A SAFETY INC . 000000172507 CRAIG WILHOIT
() Data

A & A SAFETY INC 000000172508 T R CBRIEN

A & A SAFETY INC Select Al A 000000172508 TR OBRIEN

A & A SAFETY INC WV-FIN-VN-010 COVER 000000172508 TR CBRIEN

ACCAD CORPORATION Vendors by Commodity v 000000208265 CARRIE BELT clbelt@frontiernet.net

ACCAD CORPORATION CF mmee o 0000002082686 CARRIE HAYNES

ADAMS CONSTRUCTION COMPANY 000000198187 GARY W WRIGHT

ADVANCED WIRELESS SOLUTIONS ING File Type: [Excel (xlsx) v VS0000013155 Carroll Montgomery bgillette@awsinc. biz

- The data output by Business Intelligence can be saved as a Microsoft Excel
file for sorting and review of vendor data.

- Other options for saving data exist, but Excel allows easy sorting and
copying of potential vendor information.



WV-FIN-VN-010 VENDORS BY
OMMODITY

AutoSave . q = WV-FIN-VN-010 - Vendors by Commeodity - Compatibility Mode - Totten, Mark L @ [Ea
File Home Insert Page Layout Formulas Data Review View Help 14 Share 2 Comments
- ,x, Cut ; o — » 9 - " 3 AutoSum ~ A /
i T J& K| =Bz 2 | toworren T 5 &8 = = 57 2
(& Copy ~ Fill :
Paste === == = Conditional Formatas |a ati Explanatory Insert Delete Format Sort & Find & Ideas Sensitivi
: B T U-~ - 0. === == Merge & Center ~ - 0 .00 Calculation I | explanatory ... ty
6 Format Painter = - - - — = 9= MLt $ % ? oo Formatting ~  Table ~ | | - - - OCIearv Filter ~ Select ~ =
Clipboard ] Font ] Alignment ] Mumber ] Styles Cells Editing Ideas Sensitivity u

L Vendor/Customer Numb Ordering Contact Ordering Email Address 'Ordering Phone No. Ordering Fax No. Street Address Line 1 Street Address Line 2 City State Zip Country Email - User info
V50000003440 Tim Hayslett Timi@1k3-10.com 3045420977 PO Box 678 Hurricane wv '25525—05?8 us tim@1k3-10.com

LN 000000110374 Andrew Daniel adanieI@3dconstrudionwv'304~853—8544 '304—853—8545 514 GEORGE 8T PARKERSBURG Wy 26101 us adaniel@3dconstructionwy.com
V30000012493 Marilyn Arnold sales@liquidpotholeﬂller.c:'231851?125 '231851???3 3301 Green 5t Shelby Ml 49455-3225 US sales@liguidpotholefiller.com

VSUUUUU12493 Marilyn Arnold sales@liquidpotholeﬂller.c:'231851?125 2318617773 3301 Green 5t Shelby Ml 49455-3225 US support@liquidpotholefiller.com

B /50000008307 Jon Kruzel 3043767594 1007 Edgemant Ter Fairmont wv '25554—2321 us Jzeld2@ma.rr.com

il 000000211323 JIM SANGID 304-922-1555 PO BOX 975 PRINCETON wv '24?40 us brandonhenkes@yahoo.com

. Exported spreadsheet conveniently centralizes entity name,
WVOASIS v/c #, Ordering address, telephone number(s), and
email address(es) on file for prospective vendors.

- Some record duplication exists to display multiple contact persons.



SAMPLE VENDOR PACKET

- Vendor Registration Ad

- Vendor Procurement Guide

- WVPurchasing.gov Guide for
Vendors

- Minority Business Information

- Vendor Webinar Flyer
- When scheduled

. Statewide Seminar Flyer
- When scheduled

« WV-1 Form




SWAM AS A DOORWAY

- West Virginia Code §5A-3-59 created Small, Women-, and
Minority-Owned Businesses (SWAM) Certification Program in
2012

. Also created an opportunity for West Virginia vendors In states
that reciprocate West Virginia's SWAM Certification

. Ability to compete out-of-state may draw West Virginia-based
first-time bidders to State of West Virginia bid opportunities

- Potential increase to vendor’s business opportunities

- Creating account in Vendor Self-Service puts vendor in
communication with WV state agency bidding opportunities



STRONGER AS A WHOLE

- State agencies’ aggressive solicitation advertisement adds
vendors to statewide database

. Increased person-to-person communication with vendors re-
engages former participants in the competitive-bid process

- Vendors' utilization of West Virginia Purchasing Bulletin and
commodity-code based email alerts brings more vendors to
other agencies’ solicitations

. Increased competition across all agencies lowers prices of
commodities and services



THE PROCUREMENT OFFICER'S BRIEFCASE



TOOLS OF THE TRADE

Website Reference Guide For Agencies
- Covering state employee highlights of WVPurchasing.gov

Intfranet Reference Guide For Agencies
- Covering state employee highlights of Purchasing Division intfranet

Website Reference Guide For Vendors
- Covering vendor community’s points of interest for WVPurchasing.gov

Vendor Registration Guide for State Agencies

Vendor/Customer Creation Document Guide



THE TRANSPARENCY TRIO

- Three pieces of the
procurement cycle found
under Transparency at
WVPurchasing.gov:

- West Virginia Purchasing Bulletin
- What is the state seeking?

- Bids Received
- What offers were made?

- Notice of Award Report
- What vendors were successful?

WV Purchasing Bullstin

Division.

¥ contract
awards made by the West
Virginia Purchasing Division
through the formal purchasing



VENDOR REGISTRATION AT

WV

West Virginia Purchasing Division Page 1 of 4

VENDOR REGISTRATION

wygey | | Burchasing | Vendar Registraticn Att|Ala R C————

Vendor Registration

Acttention Vendors: the Vendor Self-Service Portal upgraded November 9.

Informative videos in three parts have been areated for the vendor community and are available to view in
order to start the familiarization process with the new Vendor Self-Service portal. Please see both Part |, Part
1, and Part Il that provides information for the State of West Virginia's vendors.

Ifyou are experlencing an online payment problem In the Vendor Self-Service poreal, please follow the sceps on our FAQ page In order co
successfully submic your vendor registration fee.

The Wese Virginia Purchasing Division regiscers vendors to do business with stace agencies, in accordnce with West Virginia Code §5A-3-12
By the authority granted in chis section of the code, registration is required of any vendor
receiving a purchase order. West Virginie Code §5A-3-12also requires the disclosure of
iformation, such as ownership, all mmes under whicha vendor Is doing business, chelr physical
address,and les corporace officers.

Vendor Registration is now adminiscered through the Vendor Self-Service poraal thac was WANTS
hunched wich che wYOASIS syscem. Vendors are strongly encouraged to register with
the State of West Virginia through the Vendor Scif-Service portal of the state's WUR coMPANY

wrOASIS ERP system. The Vendor Self-Service portal

may be accessed ac wyOASIS.gov. Acthis same site, vendors,
wm S may view advertised bidding opporaunides in the West
Adare B TS Vigiia Purchosing Bullein. Vendors may also regster by

completinga W V-1 or WV-IA Vendar Registration &
Dislasure Statement and Small, Women, & Minority-
Owned Business Certification form, awailble online at
y d use the

of the VWV-1 or WV-1A form from the aforemendoned link.

Vendors who wish to participate in the competitive bid process and receive purchase orders TO COMPETITIVELY BID
exceeding an aggregace amoune of $2,500 muse subm € paym enc of 2 $125 annunl fee. Vendors ot W At i smcanS

regiscering more chan one branch may do 5o without an addional annual fee, provided the
branches share the same tax idercification number.

Vendors supplylng sole-source @ Wese Virgnia oraggregace competieive purchases of $2.500 or less In
any one fiscal year are not required to pay the anmual fec.

http:/Awww.state. wv.,

fadmin/purchase/ VendorReg.html 112672021

PURCHASING.GOV

Section of
WVPurchasing.gov targete
toward vendor community

Recommended as a first
place of reference for
vendors new to doing
business with West Virginia

Can save procurement
employee time and
explanation when building
your vendor base



OASIS AT WVPURCHASING.GOV

- Evolving section of
West Virginia Purchasing Division | ‘ : W v P U rC h O Si n g . g O V
WVOASIS Procurement

- Includes information on:

ASIS Procurem enc Ath|A|A= TRAISLATE
Bong
wvOASIS Procuremen t o ERP projec.l.

tion Vendors: the Vendor Self-Service Portal is upgraded November 9ch!

ttentio
ative videos in three
the famili;

rmative ree parts have been created for the vendor community and are available to view in
order to start th liarization process with the new Vendor Self-Service portal. In order to be ready for the
experience, please see both Part 1, Part i1, and Part |1l that provides a preview for the State of West

Virginia's vendors.

- Benefits of creating a VSS
account

- How to register with the
Purchasing Division online

- Procurement terminology
West Virginia Purchasing Bulletin .before Ond quer WVOAS'S
| implementation

http:/fwww.state. wv.us/admin/purchase/oasis. html 1/26/2021




West Virginia Purchasing Division Page 1 of 3

VENDOR RESOURCE
CENTER

Wvgey | Adminiziration | Purchasing | Vendar Resaurce Center At A4 Transhce pau

Welcome to the Vendor Resource Center (VRC). Here we have assembled a collection of reference macerial for vendors who want to do
business wich the Seate of ¥West Virginia.

Attention Vendors: the Vendor Self-Service Portal is upgraded November 9th!

Informative videos in three parts have been created for the vendor community and are available to view in
order to start the familiarization process with the new Vendor Self.Service portal. In order to be ready for the
new VSS experience, please see both Part |, Part Il, and_Part Ill that provides a preview for the State of West
Virginia's vendors.

Click on dhe buccon represencing the informaion you would like co view in order co be ciken t the corresponding section, or saroll dhrough
the VRC o see what resources are avallable:

Bid Opportunities Vendor Resource Publications and

Documents

Additional Resources
and Information Modules

Bid Opportunities and Information

The Seace of Wese Virgnh seeks to ensure a fair and comperieive bidding process. To assist In chis mission, the Wese Virginia Purchasing Division
publicly advertises all solicitations expected to exceed $25,000, clectronicaly publishes all bids received for
these solications. and provides addidonal reference and ransparency-related maerls to guide and inform
vendors chroughoue the procuremene process. Below Iz a collectlon of resources which furdher suppores
vendors wishing co bid ona solicieation, induding vendor regiscradon requiremerncs, the West Virgnia
Purchasing Bulletin, a chronologial listing of bids received, and other necessary references related to the
bidding process. For help navigacing the resources on our websice mose helpful for the vendor communicy.
please download the WVPurchasing gov Website Reference Guide for Vendars, avallable by clicking the graphie co
the right.

epne

“+During the wvOASIS transidion mking place thac effeces che State of Wes Virginia's pmenremen( process, the
listing of solicications consained within the form er format of the West Viigaia Purchasing Buletin, required a
login from registered vendors, is now being made avaiable t the public. If you do not have a onn for this sice,

http:/www.state. wv.us/admin/purchase/vre/default html 112672021

DOR RESOURCE CENTER

West Virginia Purchasing Division Page 2 of 3

hard coples of che wklnﬂons wum« chis liscing may be requesced free of charge by visidngand complecingyour
request using our

Vendors inceresced in doing business wich the Scace of West Virginia will wan co sec up your company's new regiscracion profile in che Vendor
Sel-Service syscem, which you may access ac wyOASIS.gov. The new West Virginia Purchasing Bulltin Is lo ciced ac the VSS on the wyOASIS gov
site.

West Virginia

Received

Purchasing il

Bulletin

Units
of
Measure

Vendor Resource Modules

This selection of video-based presencations provides vendors with a com plece overview related to each of the procurement-related copics
below. Lefc clicking on each butzon should open the video presencacion through your compucer's web browser. Alcernadvely, co download
each file for lacer viewing right-click on the button and select "Save target as.." and the location on your computer to sve the file. Please keep
in mind dha file sizes may be large. Depending on your Incernec connection, some modules may cake several minutes, or longer, t download.

Basic
Purchasing

Resolutions,
Disputes,
and Protests

Purchasing
Methods

Publications and Documents

This group of informatiomal resources conaains additional reference materials
necded duringthe procurcment process, such asthe West Vigiia Cock, che West Vigiia b o Sttt ke, and the Wm Virgina Vendor
Procurement Guide. Furthermore, chis section comprises other the state . includin
valuable forms and the Agency and Purchasing Mascer Terms and Condicions, 2s Pty supplemencary information used to conduct business
‘with Wese Virgnia soice agencles.

http:/www.state. wv.us/admin/purchase/vre/default html 112672021



AGENCY RESOURCE CENTER

- ARC section of
WVPurchasing.gov includes
helpful links for agencies

- Recommend familiarity with
both WVPurchasing.gov
and resources on intranet

. Information from mulfiple
sources are the frue scope
of electronic procurement
power

West Virginia Purchasing Division Page 1 of 2

AGENCY RESOURCE
CENTER

W¥gey | Adminiziration | Purchasing | Agency Resaurce Center Att|Al4 Transace on

Welcome to the Agency Resource Center (ARC). To assist our agency procurement officers, the Purchasing Division hns assembled a
collecton of reference macerial which may prove useful co you.

Click on the information you would ke to view:

I. Eorms Here you will find a collection of our mosc commonly used forms, including the Vendor Registration and Disclosure Smeem ent.
(Form WV-1}.

2. Annual Repors A decailed summary of the West Virgini Purchasing Division's highlights, program accom plishm ents, fimancial seatistics,
recognition awards and legislacive changes for cach fiscal ycar.

3. Emergency Purchasing Procedures: The condicions and scuations which allow for emergency purchases and the proper procedures for
them.

4. : Resources and education macerials relating to the seate pi p prepared for scate p
officiaks.

5. Purchasing Division Procedures Handbook
6. Buyers Neowvork

7. Wese Vi Pe

8. Lisc of Buyer Assignments

9. Smoedde Congracs Informaion

10. lncermal Sources.

11. Legislativs Rulss and Regulations (148 CSR 1)
12. Purchasing Exempelons

13. Received Bids

14. Inspection Resources

15. Workers' C Employer Viohtor System

16§ [ 2 ion Defultsd Accounts

17. QIC Defuited Accounts
18, Procurement Officer Listing
19. A Brief Overview of Wese Virginia Seate Procurement

20. Ageng Master Terms and Conditions

22. How o Find che Purchasing Division: Don't know where we are? This will help. The page includes driving directions, a map. and a picture
of our bullding.

http:/Awww.state. wv.us/admin/purchase/arc/default. html 1/26/2021



WVOASIS

& AMS Advantage - Internet Explorer - e — .t

@ https://prod-fin.wvoasis.gov/webapp/prdfinll/Advantage

’W\«OASI S Jumpto] VCUsT | & co]|  @@Home S personaize

Accessbity [g] AppHep . About @

Welcome, Mark Totten Budgeting Accounts Receivable | Accounts Payable
Y Close Vendor/Customer A
+ Vendor/Customer Menu
General Info
Vendor/Customer Legal Name Vendor Active Status Customer Active Status Previous Name
Headquarters
First Prev Next Last
Organization
® Disbursement Options Save Undo Delete Insert Copy Paste Search @R
Prenote/EFT ¥ General Info
Remittance Advice Vendor/Customer : Restrict Use by Department : ]
P — Legal Name: Miscellaneous Account: [
Alias/DBA : Internal Account: 7]
Accounts Receivable
[ Vendor Active Status : | v} Third Party Only : [
eMALL
Vendor Approval Status : Third Party Vendor : ]
Location information Customer Active Status : I ) Third Party Customer: [
E P Fee and Vendor Customer Approval Status : Inventory Customer :
[ ] D T Compliance Holds B e 0
Location Name : Never Archive : [
Travel
i First Name : Restrict VSS Access |
Sl fpEnsid Middle Name : Discontinue - No New Business : [
° Address Last Name: Prevent MA Reference : [
S B U S I r ] e S S Business Type Com pany Name : PunchOut Enabled : [
Service Area Previous Name: Re-PunchOut Enabled : [
° Commodity Previous Street: Electronic Order Enabled :
r \ r ] < : Previous City : Active From :
e I e e Authorized Dept. oy D
Previous State/Province : -‘—‘J Active To : s
Prevent Spending , o=
Previous Country : 2 Last Usage Date :
Prevent Orders Department : ﬂ
- WV-FIN-VN-010 == =1
Disclosures —
Vendor User Information ¥ Headquarters
Headquarters Account: Web Address httpy/ :
° Headquarters Account Code : g Catalog DUNS :
‘ O m m O d I Ty Headquarters Account Legal Name : Taxpayer ID Number : v
< >

®125%



PURCHASING DIVISION INTRANET

- Purchasing Applications
(h’r’rp://in’rrone’r.s’ro’re.wv.us/odmin/purchose/purcpps.h’rml)

- Requisition Tracking Report RegTnak Classic .
- Future reporting ability enhanced with ReqTrak Classic 2.1 vt
- eArchive

- Notices to Agency-Designated Procurement Officers
- WVOASIS Tips for State Agency Employees
- Procurement-focused references

- Vendor Registration for State Agency Employees



KEY POINTS TO REMEMBER

- The full scope of doing
business electronically with
West Virginia encompasses
a combination of systems,
websites, and resources

- Using these tools together
with respect to the entire
state benefits both agencies
and vendors




KEY POINTS TO REMEMBER

. Utllize commodity code-
based notifications

- Know the information
available at your disposal to
aid your procurement
processing

- Consider the responding
vendor’s perspective and
technical ability




CONTACT INFORMATION

- Mark Totten THE
- West Virginia Purchasing Division WEST VIRGINIA
- WVPurchasing.gov / PURCHASING DIVISION
infranet.state.wv.us/admin/purchase WANTS

- Mark.L.Totten@wv.gov YOUR COMPANY

TO COMPETITIVELY BID

- WWW.STATE.WV.US/ADMIN/PURCHASE/VENDORREG.HTML




