NAVSEA SeaPort Bid Event System – Startup Guide, v.1.0, 8/13/2004

1 Gaining Access to the Bid Event System
BuySite users that currently have one of the following roles will automatically have their existing BuySite accounts synchronized to provide access to the Bid Event System:

· 1102

· PCO

· DSB

· Field Admin

· System Admin

Access to the Bid Event System is available through two mechanisms.  The first is the ability to login directly to the Bid Event System from SeaPort BuySite.  Users with at least one of the aforementioned privilege will notice the presence of a new button “Bid Event Login” in the main header navigation bar, as shown in Figure 1.  
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Figure 1: Initial login screen in SeaPort/BuySite.

Clicking on the “Bid Event Login” button will open a new window and log the user into the Bid Event System.  This window will not interfere with the BuySite session, and may be closed at any time.
The second method of access is through the “Create Bid Event” button that is available when locking-and-releasing solicitations.  This process is described in a subsequent section.
IMPORTANT NOTE:  NAVSEA users will only be able to login to the Bid Event System via these paths in SeaPort.  That is, a NAVSEA user will not go to a “Bid Event System Login Page” as with the previous software.

2 Creating an Event in the Bid Event System
2.1 Creating a Solicitation Bid Event

The process of creating a bid event associated with a released solicitation has been greatly streamlined and integrated into the SeaPort BuySite application.  There are two ways to create a Bid Event associated with released solicitation:

· Immediately upon performing the Lock & Release Solicitation function, or

· At some point later on, after completing the Lock & Release function.

In the former case, the PCO will be prompted to complete several additional steps to create the event and notify the vendor community.
In the latter case, there will be a “Create Bid Event” button available to users that have packages in the Solicitation Release state in their mailboxes.  In this way, a PCO could come back and create the event at some point after performing the Lock & Release, or could route the package to an associate (another PCO or an 1102) to create the event.

In either case, the set of steps that needs to be performed in the Bid Event System is identical.
2.1.1 Creating an event upon Lock & Release

The confirmation screen the user sees upon completing a Solicitation Lock & Release includes a summary of the activities that have just completed as well as two navigational options.  As shown in Figure 2, the user may “return to form” and be taken back to the Package View, or may click on the “here” link to proceed to the Event Creation process.
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Figure 2: Lock and Release Solicitation.

Once the final solicitation PDF has been generated, the user is presented with the option to Create the Bid Event as shown in Figure 3.  The user can right-click and save the PDF to disk, if desired, or proceed directly the Bid Event Creation process, after verifying this selection, as shown in Figure 4.
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Figure 3: Prompt for Bid Event Creation.
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Figure 4: Verify Bid Event Creation.

If the user does not want to proceed at this point, he may click on the “Return to Form” button to return to the Package View.  Clicking on the “Yes, Create Bid Event” button, will open a new window and automatically log the user into the Bid Event System.  It will also perform a number of other actions automatically, including:

· Begin the event creation wizard
· Pre-populate the event name, description, category, sub-category, and stop times

· Upload any attachments to the event that had been added in the BuySite Attachments area for that package.  Important:  The user should carefully review these in Step 2 to make certain that only appropriate and necessary attachments are included. 
· Upload the final Solicitation PDF

· Pre-select the MAC community bid groups to be invited

The initial screen is shown in Figure 5.
Step 1:  Create New Event
This step contains administrative information about the bid event:
	Field
	Description

	Event Name
	Reflects the solicitation/amendment name and number, and round ID (if applicable).  It is not editable.

	Description
	Pre-populated with the package description from BuySite, as well as the Zone of Performance and Set-aside Status (if applicable).  Please do not delete/overwrite the zone and set-aside information.

	Event Category
	Reflects the contract type (SeaPort I or SeaPort Enhanced).  It is not editable.

	Event Sub-Category
	Always set to Solicitation for events created via “Create Bid Event” in SeaPort.  The sub-category field is purely informational and gives the vendors an easier way to filter and sort the event listing.  It is not editable.

	Start Time
	Enter the starting time for the event in “mm/dd/yyyy   hh:mm” format.  
This time should be entered in the user’s local time zone (specified in upper right header area of screen).  It must be a time in the future, but can be as few as just several minutes from current.

	Stop Time
	Pre-populated with the solicitation’s closing time.  This time should be entered in the user’s local time zone (specified in upper right header area of screen).  It is not editable.


Click “Next” when satisfied with the data entry.
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Figure 5.  Create New Event (Solicitation, Step 1 of 5).
Step 2:  Manage Event Attachments
Step 2 of the wizard is shown in Figure 6.  This step allows the user to review and/or delete the attachments that were automatically uploaded from BuySite, as well as add additional documents. 
Click “Next” when satisfied with the data entry.
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Figure 6.  Manage Event Attachments (Solicitation, Step 2 of 5).

Step 3:  List of Invitees
Step 3 of the wizard is shown in Figure 7.  This step allows the user to review the invited bid groups and users that were automatically pre-selected from BuySite.  Currently, these selections are not editable.  SeaPort I solicitations will automatically be issued to All SeaPort I Primes and Subcontractors.  SeaPort Enhanced solicitations will automatically be issued to the Prime and Sub group for the appropriate zone of performance.

Per direction from the SeaPort office, if a user has a need to send a solicitation to other than the default specified groups, he should contact NAVSEA Support. 

Click “Next” to proceed to the next step.
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Figure 7.  List of Invitees (Solicitation, Step 3 of 5).

Step 4:  View Event Details
Step 4 of the wizard is shown in Figure 8.  This step allows the user to review all of the event details and confirm the correct attachments.

Click “Next” to proceed to the next step.
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Figure 8.  View Event Details (Solicitation, Step 4 of 5).

Step 5:  Send Event Message
Step 5 of the wizard is shown in Figure 9.  This step allows the user to construct and preview the invitation message that is sent to the users selected in Step 3.
Clicking on the “Send Copy To Creator” checkbox (enabling it) will send a copy of the message to the email address associated with the user creating the event.

By default, all messages issued for events created by clicking the “Create Bid Event” button in SeaPort/BuySite are of type “invitation”.  The message type specifies the message template that is used.  The other message types will be described in another section.

Additional message text may be entered in the “Additional Message” text box entry.  Suggested information to include here:

· Indication of point-of-contact and contact information

· Any other pertinent information to share about the requirement (beyond what appears in the description)

It should not be necessary to enter information about the offer period, solicitation name, or zone/set-aside status (if applicable), as that information should be present through the use of the message template.  Refer to Figure 10 for an example of what the invitation message as viewed via the Preview function. 
The user may preview the message, as it will appear to the recipient, by clicking the “Preview” button.

Click “Send Message” to send the message to the invitees and complete the event creation process.  After sending the message, the user will be taken to the Event Listing screen, as shown in Figure 11.
Note:  The user may also choose to “Skip Message”, though doing so is strongly discouraged.  If the message is skipped, the vendor community will not receive an email notification of the event.
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Figure 9.  Send Event Message (Solicitation, Step 5 of 5).
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Figure 10.  Event Message Preview (Solicitation, Step 5 of 5).
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Figure 11: Event Listing View.

2.1.2 Creating an event at some future point after Lock & Release

If the user elected to not continue the Bid Event Creation steps immediately after Locking & Releasing the solicitation, he has the ability to continue the task at some future point in time.  On the Package View page shown in Figure 12, there is a “Create Bid Event” button.  This button appears for any released solicitation that is in the PCO, 1102, or Admin’s mailbox.  In this way, a PCO can lock & release a solicitation, and then route the package back to the 1102 to create the bid event.
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Figure 12.  Create Bid Event from Package View.
Clicking on the “Create Bid Event” button will open a new window and automatically log the user into the Bid Event System.  
If the user attempts to create a solicitation event that is named the same as an existing event, the warning/error message shown in Figure 13 appears.
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Figure 13.  Duplicate Event error message.
If the event does not already exist in the system, logging in will also perform a number of other actions automatically, including:

· Begin the event creation wizard

· Pre-populate the event name, description, category, sub-category, and stop times

· Upload any attachments to the event that had been added in the BuySite Attachments area for that package.  Important:  The user should carefully review these in Step 2 to make certain that only appropriate and necessary attachments are included. 
· Upload the final Solicitation PDF

· Pre-select the MAC community bid groups to be invited

From this point, the process is identical to that described in Steps 1 – 5 under 2.1.1 “Creating an event upon Lock & Release”.

2.2 Creating a non-Solicitation Event

In addition to Solicitation Events, a user may need to create events that are not associated with an individual solicitation.  These may include:

· Award Report

· Pre-announcements/draft RFQs

· Advanced Planning information

· Any other type of communication desired for broadcast to the vendor community

· Task Order awards/modifications (for dissemination or bilateral approval with a specific vendor)

In order to create non-solicitation events, the user must login to the Bid Event System through the “Bid Event Login” menu choice described in Section 1, “Gaining Access to the Bid Event System”.
Clicking on the “Bid Event Login” button will open a new window and log the user into the Bid Event System, as shown in Figure 14.  The user will initially see the list of current (“open”) events.
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Figure 14: Default Bid Event System view.

Clicking on the “Create New Event” button opens the Create New Event wizard screen shown in Figure 15.  The series of steps involved with creating non-solicitation events is identical to that associated with creating solicitation events, with several minor differences as outlined in the following step descriptions. 
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Figure 15: Create New Event (non-Solicitation, Step 1 of 5).

Step 1:  Create New Event
In Step 1 for non-solicitations, the same kind of information is entered, but nothing is pre-populated.  The user may now choose the Event Category (SeaPort I or SeaPort Enhanced) and the Event Sub-Category (Task Order/Mod, Advance Notice/Draft, Award Report, Other). 
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Figure 16: Create New Event (non-Solicitation, Step 1 of 5) - completed.

Step 2:  Manage Event Attachments
In Step 2 of the wizard, the user may upload relevant attachments (refer to Figure 6).  The user may browse files on his local or network file system and add them, and provide a descriptive name and (optional) detailed description of the file contents.
Step 3:  List of Invitees
Step 3 of the wizard is shown in Figure 17.  This step allows the user to select the invited bid groups and users that will be able to access the event.  The same selections will be used in Step 5 when the message is sent.   Click on “Invite Bid Groups” to bring up the Bid Groups Selection screen (Figure 18) or “Invite Users” to bring up the User Selection screen (Figure 19).
When the appropriate bidders/bid groups have been added the screen will appear as in Figure 7.

[image: image17.png]77AQUILENT @Help @ Logout

Logged in a:

estpeo Current Time: _ 5/13/2004 3:26 P
All times displayed in (GMT-05:00) Eastern U.5."
 Events Messages

List of Invitees for "Advance Notice Event Creation Test’

Trvite Bid Groups
Invited

Groups
No records match your eriteria
Individually Invited Users

N records match your criteria

[nvite Bid Groups





Figure 17: List of Invitees (non-Solicitation, Step 3 of 5).
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Figure 18: Select Bid Groups (non-Solicitation, Step 3 of 5).
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Figure 19: Select Users (non-Solicitation, Step 3 of 5).

Step 4:  View Event Details
Step 4 of the wizard is shown in Figure 8.  This step allows the user to review all of the event details and confirm the correct attachments. 
Step 5:  Send Event Message
Step 5 of the wizard is shown in Figure 9.  This step allows the user to construct and preview the invitation message that is sent to the users selected in Step 3.

After the message is sent (or skipped) the user is returned to the Event Listing page.
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