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NavigationQuestions

Whydoeseverythingsayd . ofMarketplaceDoesNTTAonlyuseRFBs?
Isthereawayto viewthe vendorsregisteredwith NTTA?

Dol haveto registerto seeopenopportunitiesin NTTAViarketplace?

Howcanl viewthe Bid/ PlanHolderListfor activesolicitations?

Wherecanl find opportunitiesonceloggedinto avendoraccount(registrationrequired)?
Howdo | submitquestionsrelatedto the detailsof anactivesolicitation?
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RegistrationQuestions

Howdo I registerin NTTAViarketplace?

Canl accessregistrationthat | startedbut R A Regndpletein Marketplace?

Howcanl determinewhethermy companyhasregisteredn NTTAMarketplace?
Whatinformationisneededto completethe registrationprocess?

Whatdo |l doif | geta messageéndicatingmy tax |Dalreadyexists?

Howdo I find my Vendor#?Whatis the purposeof the Vendor#?

Howdo | selectmyO 2 Y LJ NIGR©des?
WhatcertifyingAgenciesloesNTTAecognize?

Howdo | addresghe error(s)L (h¥ttingwhenl try to register? IR 2 Yy Q & Comdes
Registration button.

Whatdoesit meanif | receiveared, BidSyn@rrorwhentryingto NS 3 A & (i BidSlthc a ¢ K S
dzZASNYIYS YR LI &aag2NR | NS AydlItARE

=2 =A==

=

Maintain VendorAccountQuestions

T HowdolupdatemyO 2 Y LJIinfoentagionin NTTAVarketplaceonces S Qo@ripleted
registration?

Whatdo | doif | needloginassistancevith my userlD or password?

Whatdo | doif the previoususer(s)¥or our accountareno longerat my company?

Howcanwe addother usersto our account?

Whowill receivenotificationswhenwe havemultipleusers?

Whatemailaddresswill NTTAMarketplacenotificationscomefrom?

Whatisthe differencebetweenad { S fafidé NB R BNy A aidedhNTTAVdiketplace?
Canl changethe defaulthomepagd seefor my Sellerview? / Changalefault viewSellervs.
Seller Administrator
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Procurement Proces@uestions
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Wherecanl find asolicitationpacketon NTTAViarketplace?

Howdo | respondto a solicitation?

Howdo | contactthe NTTAProcuremenDepartment?
DoesNTTAacceptresponseso solicitationselectronically?
Cananelectronicresponsebe withdrawn,edited,andresubmitted?

Canl resumea Quotethat wasstarted,but not submitted?

WhyO | ystaitanewQuoteto submitelectronically?

Whyisthe BidHoldersListfor a solicitationimportantto NTTA?
Whatisacknowledgin@ solicitation?sit the sameasacknowledgingnaddendum?
Howhasthe NTTAprocurementprocessadjustedin responseo the COVIBEL9 pandemic?
Wherecanl locateinformationaboutdoingbusinessvith NTTA?

Howdo | submitclarifyingquestiondor a solicitation?
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ClosedSolicitationQuestions

1 Wherecanl seethe lowestbid amountfor an RFB?
1 Howdolfind closedprocurements?
1 Howcanl find out whowasawardeda contractl aminterestedin?
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Navigation

Useofthetermd& . AnRiarketplace

The term “Bid” is used as a g¢e n@mgettivegrecaremeit tyge®(e.g.i n M
Requesfor Bids(RFB)Requesfor Proposal§RFP)Requesfor QualificationdRFQ)etc.). Theapplicable
procurement type may be found under the header *“Typ

OpenOpportunitiesn NTTAViarketplace

Currentopportunitiescanbe foundin OpenBidsunderthe Browse

by Category section of the Marketplace log in page. Supplier Regieration ~ Once a
vendorhas registered in Marketplace, more options — become
available(e.g. electronic responde opportunities,

submitting clarifying procurement types, such as, Request for Bids

questions). ualiticanions (RFQy are, - (RFP) Reauest for

* The respective procurement type is found
under the header “Type Code” in the details of
each solicitation.

Current Opportunities

Future Opportunities

Contract awards

(use this guide to navigate your search).

Viewthe Bid/ PlanHolderListfor ActiveSolicitations

The Bid/Plan Holder List for a specific solicitation can be found by cligkimg Bidsinder Browse by Category on

the loginpage,or througharegisteredvendoraccount.Whilethe solicitationis still open,the list for arespective
solicitation can be found uardgbtcot bemnHeadehe“ Bi d pabi
will display the Bid/Plan Holder List.

NTTA. Marketplace

I i

Backto Top
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https://www.nttamarketplace.org/bso/external/publicBids.sdo
https://www.nttamarketplace.org/bso/external/publicBids.sdo

OpenOpportunitiesafter Loggingnto NTTAVarketplace

All information pertaining teolicitations can be found on the Bids tab. Open opportunities are all found under the
“ O p B in dsection.If there aremorethan 5 activesolicitationsclicking® V i Momw e ”be necessaryo viewthe

full list of opportunities.

If logged in as a 8er Administrator, a user should see the @ @
Maintenance Home Page. To view competitive opportunities @ ® @ @

(“ Bi d So laveadorusartvill reeed® hayve,and eller A <
navigateto, the Seller view in Marketplac€lick the Account Seller Admin {3 Sellely
icon andselect Seller in the reldropdown to change the user

; My Account -
account view. y Seller Administrator
Logout My Account
Formore on navigationwithin the registeredvendoraccount, Logout

see theVendor Marketplace Navigatiaguide found under the
Important Links section of the Marketplace login page.

Home - Welcome Back

Axernae 18 Doy Descrgmnn s Operang Cume. Bt cscer

v
k4
.
Open Bids a
»
-
.
B

e Ovgarcration pe— [ it Oprmang Cace nQLA Creme Quate Rt baskcios

SubmittingClarifyingQuestiondor a Solicitation
Whenquestionandanswer( “ Q &igallojvedfor aBidSolicitationyvendorsareable tosubmitquestion(sfrom 2
separate locations within a registered vendor account:

1 Usingthe” Vi einktinderthe OpenBidsectiononthe Bidspageof the Sellerview or
1 Usingthe“ B Q &8 Abutton after clickingintoas o | i c idétals i on’ s

Formore informationonthe MarketplaceQ & A processsee theVendorBidQ & A Procesguide foundunderthe
Important Links section of the Marketplace login page.

Bids / Bid Amendments (Un-Acknowledged)

Bid # Organization Alternate Id Buyer Description Bid Opening Date Bid Holder

B170000067 Procurement List

04626-NTT-00-GS-IT Daylon Carroll For Voice Instant

B170000061 List

8170000060 RFE - Electrical Services List

B170000053 04471-PGB-00-CN-PD Daylon Carroll PGBT Segment 1 &2 R: List

B170000052 List

17062:NTT-00-G5-MA Daylon Carroll Silicone Joint sealants (non-sag)

Open Bids
Bid# Organization Alternate Id Buyer Description Bid Opening Date BidQ&A Create Quote Bid Holder
Niew Auction
B170000105 Procurement Department Daylon Carroll Testing Repository 01/04/2018 03:35:16 PM View Create Quote List
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https://www.ntta.org/procurement/register/Documents/2018/Vendor_Marketplace_Navigation.pdf
https://www.ntta.org/procurement/register/Documents/2018/Vendor_Bid_Q_and_A_Process.pdf

Registration

VendorRegistrationn NTTAViarketplace Howdo | registerin NTTAMarketplace?
Beingaregisteredvendorallowssuppliersto competefor opportunities to provide goodandservices foNTTA
(the "Agency")Registratiorenablesa supplierto receivecommunicationsegardingporocurementsolicitations as
well as utilize the other important features found in a Marketplace vendor accaunt\(.nttamarketplace.ord

To begimregistration,clickthe blue“SupplieR e g i s t e inthe tdpughticarnerof the Loginscreento start
the process. Th&endor Registration &rocesssuidancedocument, found under thémportant Linksectionof
the Login page, provides details regarding vendor

been created. \

NTTA Marketplace Bid Solicitation: v/ Advanced Supplier Registration

Continueor CompletingRegistratiord AccessingnIn-progressRegistration

Underthe Browseby Categorysectionof the Marketplaceloginpage,the* C o mpR eegties t linkavill enable ”

an organization to returmo an inprogress registration and continue from the last saved point. The Vendor # and
email address referenced in the pregstration email will be needetb re-enter the registration process.
Thepre-registrationemailwassentto the emailaddressusedin the initial part of registrationalongwith a TaxID
number or Social Security number.

Complete Registration
Complete registration here to begin using
NTTAMarketplace.org. Vendors, please read this
disclaimer prior to completing registration.
Contact Name Phone Number Email Address
Notification Administrator |214-461-2000 bidpurchasing@ntta org
Vendor #: V00003369
Company Mame: NTTA Procurement Testing
Email Address: BidPurchasing@ntta.org
Thank you.
NTTA

Backto Top
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http://www.nttamarketplace.org/
https://www.ntta.org/procurement/register/Documents/2017/NTTA_Vndr_Regstrtn_Prcss_Gdnce_Doc.pdf

InformationRequestedn RegistratiorProcess
Thevendorregistrationprocesgequiresthe followinginformation:

Federakax ID (without the dashmark( -“ ) )

Primarycontactname,phone,andemail

Companyname,addressandother generalinformation

Nationallnstitute of GovernmentaPurchasingNIGPYode(s)determinedbythe goodsand/or services
offered by a respective organization)

Certificationnumber,expirationdate,andagencyfor D/M/W/SBEcompanies
Ownergenderandminority statusfor acompany(if applicable)

f
f
f
f

=A =

TaxiDalreadyexistsan NTTAMarketplace
If this messageccurswhena companyattemptsregistration,it islikely anindicationthat:

A. Someonat this companyhasalreadystartedand/or completedregistrationin NTTAViarketplaceor
B. Adifferentorganizatiorhasregisteredwith the TaxIDor SocialSecuritynumber.

If youare unable to locate your company as a registered vendor, or feel that the latter explanation could be true,
contact NTTA abidpurchasing@ntta.org

VendomMNumber
AVendor#isassignedandprovidedto, acompanyonce theregistrationprocessds started. Forguidanceon howto
begin the registration process, please refeiendor Registratiorabove.

AVendor# becomeghe uniqueidentifier for all informationregardinga vendoroncein placeandtherefore cannot
be altered.

Once a Tax ID number and an ema e Pu"jﬁis‘{\iendor Pre-Registration Notificlati;)n
address are entered to start the @ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
registration process, Marketplace
will senda pre-registrationemail
containing an asigned Vendor #. A
Social Security numbeanbe used
in placeof a TaxID number.

Contact Name Phone Number Email Address

Notification Administrator |214-461-2000 bidpurchasing@ntta.org

Company-blame-hIA-Rrocurement Testing
Email Address: BidPurchasing@ntta.org

Further guidance can be found in  Thank you,

the VendorRegistratior& Process Ll

Guidancedocument on the Use this link to log on to NTTAMarketplace.org: https:/nttamarketplace org/bso/view/login/login xhtml
Marketplace logirpage

Backto Top
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mailto:bidpurchasing@ntta.org
NTTA%20Vendor%20Registration%20Process%20Guidance%20Document_v!8_2023_D.pdf
https://www.ntta.org/procurement/register/Documents/2017/NTTA_Vndr_Regstrtn_Prcss_Gdnce_Doc.pdf
https://www.ntta.org/procurement/register/Documents/2017/NTTA_Vndr_Regstrtn_Prcss_Gdnce_Doc.pdf

NIGRCodeSelection
Nationallnstitute of GovernmentaPurchasingNIGPYrodesare commodity/servicecodesthatrelatetoa s up p |l i €
specific product(s) and/or service(s). The codesusesl to
notify potential suppliersof procurementopportunities.

You can choose your NI GP ¢ and
“Cl-&bass | -tdoevmrhenud.df gop are not

familiar with the NIGP codgystem orcannot find the "~
codes that apply to your orgé@ationfrom the drop-down
menu,the NIGPKeywordand NIGP Code Browse features
help to find the code(s) that apply to your organization.
FormoreinformationconcerningNIGPselectionin edeiviass B
Marketplace, please see thié!/GP Code Selection Guide

found underimportant Links on th& TTA Marketplackogin

page.

) = = = =

RecognizeQertifyingAgencies
BelowareN T T Petognizedertifyingagencies:

Dallas/FortWorth Minority SupplieDevelopmenCounciiDFWMSDC)
North CentralTexagRegionalCertificationAgencyNCTRCA)
SmalBusines®\dministration(SBAJor 8(a)certificationonly
Wo me Busigesouncilt Southwest(WBCS)
TexadDepartmentof TransportationDBEcertificationonly) (TxDOT)
TexadJnifiedCertificationProgramDBECertifyingAgenciegTUCP):

o Cityof Houston

o Cityof Austin

0 CorpugChristiRegionallransportationAuthority

0

0

=A =4 =4 =8 =8 =9

North CentralTexa<LCertificationAgency
SouthCentralTexa<CertificationAgency

Backto Top
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https://www.ntta.org/procurement/register/Documents/2018/NIGP_Code_Selection_Guide.pdf
http://www.nttamarketplace.org/

ValidationErrorsduringRegistration
Asyouprogresshroughthe registrationprocessthere will be asteriskdesidethe fieldsthat requireentry. Missingany
of the required fields, or incorrect entries, can result in the presence of a validation error appearing on the Summary

tab
Company Information  Administrator  Address  Terms — Categories & Certifications  Commodity/Service Codes Summary)

Anyred1V.alidationer:ror(s)present Overall Validation Errors ’
will contain some direction on Company information is required ,
where entry updates areaeeded Admin :

Require

) Requirs

Example: “Requir Require
errorswouldbe from entriesonthe Require
Categories & Certifications tab. -

Require
Whenthere areno issueswith a Require

Requirs

registration, the bottom of the
Summary tab will contain a
“ Co mpR eegties thbutn té fioatizeyouraccount.

MIGP Code is required, please select at least one.

MaintainingaVendorAccount

UpdatingVendorinformationin NTTAMarketplace

Once the vendor accountis setup,theSsel | er Admi ni strator” of the account
registration)canupdatemostinformation. Heor shewill alsohavethe ability to addandremoveuserson theaccount.
I f there is a change within a vendor's organization

Name, or Tax | D, an up eaaswell asdacymentatioh that has beencsignedby gn’ s W
authorized party and msented on official company letterhead, may be required before the change is implemented by
an NTTA administrator. A new vendor account may be required depending on the details of the requested change to

the abovementioned fields.
®@0e 20@

To switch to the SelteAdministrator,view of your account, click
the Accounticonin the top right-handcorneroncey o u fogged Seller Admin {3

Seller Admin «

Sellely

in as a user. My A
y Account Seller Administrator
s n organ e b dscion Logout My Account
—_ R —— — Logout
== = |
: v cores The Seller Administrator view will display the
sectionsavendoris ableto maintain,asseento the
left.
Backto Top
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LoginAssistance

If you need assistance logging into your account, use.tiien Assistandink found under the Login ID and Password
credential fields. Marketplace will requestformation, including the email address for the account. An email with
instructionsto resetthe passwordwill be sentto the accounbwner. Formore informationregardingLoginAssistance,
please see théogin Assistancguide, found under the Important Links section of the login page.

If youneedfurther assistancepleaseemailbidpurchasing@ntta.ord’leasenote, however,that for securitypurposes
NTTA will not provide account information.

NTTA Marketplace

Login ID:

Password:

Login Assistance  ~

Forgot User ID

Forgot Password

Part of the Periscope S2G line of platform products.
PeriscopeS2G

ManagingJseran a MarketplacevendorAccount
Additionaluser(s)are ableto be addedto aregisteredvendoraccount;see page6 of the VendorReqgistration& Process
Guidancedocument found on thévlarketplace logirpage under the Important Links section for assistance.

Maintenance Home Page for: Office Supply Solutions

Once in the Seller Administrator view,

General  Alerts

Maintain Organization Maintain Users on this Add Users on this
Information Accoun t Accoun t

== aad | ’ Oncein the User Maintenancesection,
metemimiis W Somiiriniiss [ fitoomdionoumediseki] mesctmmdic there will be optionsto updateexisting
maintaining organization maintain users for the users to the organization. adding an organization
information organization S D users and add a user.

Backto Top

9| Page
& Rev. August202C

NORTH TEXAS TOLLWAY AUTHORITY

click Ma i rUseesonthisAccount ” .


https://www.nttamarketplace.org/bso/external/resetPassword.sdo
https://www.ntta.org/procurement/register/Documents/2018/Login_Assistance.pdf
mailto:bidpurchasing@ntta.org
https://www.ntta.org/procurement/register/Documents/2017/NTTA_Vndr_Regstrtn_Prcss_Gdnce_Doc.pdf
https://www.ntta.org/procurement/register/Documents/2017/NTTA_Vndr_Regstrtn_Prcss_Gdnce_Doc.pdf
http://www.nttamarketplace.org/

EmailNotificationsfor Multi-UserVendorAccountsn Marketplace
IndividualUserson anaccountwill not receive notificationsOnlythe VendorEmail that is the*the Vendor's accoundwner"

will receive hesenotificationsandnotices.

Updatingthe VendorEmailfield usingan email
distribution, managed by theendor, is the

aintain Addresses Mainta in Commodity 3 . )
R e s servces onlymethodavailableto enablemultiple email
‘ @ ‘ =5 addresses to receive notices from NTTA
osecoon s mea > Tos scoem munea Marketplace.
dd maintain commo: dity

This section is used to This section s used to
maintain rej gions. maintain terms and
categories

NTTAMarketplaceEmailAddresses
Notificationswill comefrom NTTAViarketplace(noreply @nttamarketplace.odglf youneedto contactanadministrator

related to your NTTA Marketplace account, email usi@burchasing@ntta.org

Selle vs.SellerAdministratorUserin Marketplace
Onceavendoraccountregistrationis completed the initial userwill be both a Selleranda SellerAdministrator.Any

additional users added to the vendor account can be added with either role or both.

TheSellerrole in Marketplaceallowsa userto viewand participate @ ® @ @ ® @
in solicitations that have been posted. i =

L. Seller Admin ~
TheSellerAdministratorallowsa userto managethe vendor Seller Admin {3 Sellel)
account (e.gadding other users, updating NIGP codes).

’ My Account Seller Administrator

Totogglebetweenthe roles, clickhe Accounticonin the top right- Logout My Account
hand corner once you've logge_. . .. __ _ Logout
Backio Top
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SellerandSellerAdministratorDefaultScreens

Tocontrolwhichview (Selleror SellerAdministrator)is seennexttime anaccountis loggedinto, a Userwill haveto
logout while in the desired view. If in the Seller view while

loggingout, the accountwill startin the Sellerviewuponthe R

next login.
.. . . . Home - Welcome Back CM Williams
There6 tabsvisible while in theSeller view. Marketplace
givesa Usercontrol Overwhich Of the tabSW”I be Seenupon ( News(1) Vendor Communication(0)  Bids(37) PO(0) Quotes(2)  Vendor Pa'v'-:'-ﬂa":s-:())

entering the Seller view.

ly Account Information

Onceloggedinto avendoraccountclickingthe Accounticonin @ @
the topright-handc or ner of the screer -

I nformation” My Information Edit
Seller ~ F
Select Mfkccount ” . e e
Email @ntta.org
Cllethe Edltbutton Logo Ut s:::‘P:"Y :’Zr::;;:l-r;::;sawceslnc.

BidSync Link ( Deactivated )

Oncein editmode,clickthe “ d e f HomdpageTabfor Sellerdropdown,andselectatab preference.
Default Homepage Tab for Seller:  News o \@j

User Manual Version: o

Enter the password for the
Marketplacecurrentuseraccount
you are logged into.

Current Password™ g Please enter current password to confirm user profile changes

Save & Exit Save & Continue Reset Cancel & Exit

H Copyright ® 2020 Periscope Holdings, Inc. - All Rights Reserved
ClickSave.

Backto Top

11| Page
® Rev. August202(C

NORTH TEXAS TOLLWAY AUTHORITY



Procuremen®rocess

FindingSolicitatiorPacketandOtherFileAttachments
Thesolicitationpacketfor anopportunity canbe foundinthe“ F AL €& a ¢ h seetionbnseyou clickon asolicitation
to view.

Youare ableto view solicitationdetailseither throughOpenBids

Nﬂ"A MarLethéce
T from the Marketplace logirpage.

If interested in participating in any solicitation, it is
recommendedthat you view all solicitation details after logging
into a vendor account.

Fordetailsregardingnavigatinga vendoraccount,seethe Vendor
Marketplace Navigatiorguide, found on théVlarketplacelog in
page under the Important Links section.

Respondingo a Solicitation

Eachsolicitationpacketwill containa descriptionof the good(s)and/or service(SNTTAwishesto procure(e.g.scopeof
work orspecifications). The packet will also supply insight into the informaéquired in order to beonsidered (e.g.
insurance or bonding). Required forms and documentation requirements will be identified in the packet.

Instructionson howto submitrequireddocuments proposalspids,or responsesre in eachsolicitationpacketposted
on Marketplace as well. If thelis an option to submit this information via manual delivery, this will be explained.

If electronic response is allowed for a solicitation, Marketplace will be utilized to upload the content explained in the
solicitationpacket.Forguidancen respondingelectronicallyto a solicitation,seethe MarketplaceElectronidResponse
guide found on theMarketplacelog in page under the Important Links section.

If youhavequestionspertainingto a specificopportunity,emailthe ProcuremeniSpecialistnanaginghe solicitation.

ContactUs

If you haveany questionselatedto a specific procurement opportunitypumust contact the Procuremer@pecialist
listed in the procurement documentation. If you have a general procurement question (i.e., not related to an active
procurement),seeour contactpageto determinethe appropriatepoint of contactwithin ProcurementAnyquestions
pertaining to Marketplace can be sent lbidpurchasin@ntta.org

Backto Top
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https://www.nttamarketplace.org/bso/view/search/external/advancedSearchBid.xhtml?openBids=true
http://www.nttamarketplace.org/
https://www.ntta.org/procurement/register/Documents/2018/Vendor_Marketplace_Navigation.pdf
https://www.ntta.org/procurement/register/Documents/2018/Vendor_Marketplace_Navigation.pdf
http://www.nttamarketplace.org/
https://www.ntta.org/procurement/opportunities/Documents/Marketplace%20Vendor%20Response.pdf
http://www.nttamarketplace.org/
https://www.ntta.org/procurement/procurement#contractprocurement
mailto:bidpurchasing@ntta.org

ElectronidResponse
NTTAs now usingMarketplaceto acceptelectronicresponsedor solicitations. Onlyegisteredvendorsareableto
submit electronic responses. The option to respond is available after logging into a vendor account.

If electronicresponsdsallowedfor a solicitation,Marketplacewill be utilizedto uploadthe contentexplainedn the
solicitation packet. Below arhe steps to start the process.
Og—=>:  Changdothe“ S e Ivievefar yourvendoraccount

Go to the Bids tab and fi
; Clickthe* Cr e&Qautodlink for the opportunity.

Details regarding the electronic response process
through Marketplace are in thBlarketplace
VendorResponsguidefoundonthe Marketplace
log in page under the Important Links section.

If you have questions pertaining tcspecific
opportunity,emailthe ProcurementSpecialist

managinghe solicitation.

Withdrawing EditingandResubmittind=lectronidResponses
Towithdraw aresponseo a solicitationthat wassubmittedelectronically the solicitationmuststill be active (i.ethe
due date and time has not passed).

Bid Opening Date BidQ&A Fev e Findandclickthe Quotenumber.
/View Auction
N - = N Scrolito the bottom of the Quote SummaryPage.
Create Quote Click “Withdraw Quote”.

01/31/2021 10:06:56 PM View Q00000207
Create Quote

ClickOKin the popup if youare sureyouwantto withdraw.

If youwould like to updatethe Quote,scrollto the bottom of the Quote SummaryPage, andlick Re o @ e mtOnce.
reopened, make the necessary updates to the response
before leaving an updated tab in the Quote.

Clicking" S u bQui ot tagaifwill be necessaryo finishthe Quote.

Quote Withdrawal Warning:

Notethat if avendorwishesto modifyits Quote aftersubmissionbut prior to the due date andime, the vendormay
withdraw its Quote and resubmit woeadhised)bodeévérithatdNTTAo n ( s)
reservesthe right to deema vendor non-responsiveif it failsto ¢ NS & dzQadtapéor to the due date andtime in a
solicitation.

Details regarding withdrawing, editing, and resubmitting electronic responses through Marketplace are in the
MarketplaceVendorResponseguide,found onthe Marketplacelogin pageunderthe ImportantLinkssection.

Backto Top
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https://www.ntta.org/procurement/opportunities/Documents/Marketplace%20Vendor%20Response.pdf
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ResumingnElectronidcResponsé Marketplace
Toresumearesponseo asolicitationthat hasbeenstarted,the solicitationmuststill be active(i.e.the duedate and
time has not passed).

Bid Opening Date BidQ&A reate Quote
Niew Auction

05/22/2020 06:00:00 PM View Q00000208

Create Quote

STy % Quote Q00000208 - Company of DC
01/31/2021 10:06:56 PM View Q00000207

Create Quote

Quote Number Q00000208
Quote Description 09598 TEST Program Management Test Test

Click Yes to acknowledge that this quote has not been submitted. Once acknowledged, you may finish the quote and submit It for consideration.

Findandclickthe Quotenumber.
Click’ Y etsatknowledgehat the Quotehasnot [}
been submitted.

Detailsregardingthe electronicresponseprocesshrough Marketplacearein the MarketplaceVendorRespons@uide
found on theMarketplacelogin page under the Important Links section.

Unableto Starta NewElectronidResponséi.e.Quote)in Marketplace
If unableto follow the stepsfound in the MarketplaceVendorRespons@uidebecauseone of the followingis seen
under the Create Quote column for an open solicitation, the reason cdoumel below.

BidQ&A Create Quote Bid Holder
/View Auction 1) NoAdditional Quotesallowed for this Bid
View Q00000210 List Thissolicitationalreadyhasaresponsehat hasbeenstarted,
No Additional Quotes allowed for this Bid. and possibly submitted, through your vendor account. Click
View online quote not allowed List the Quote number to determine the next steps for this
occurrence.

I

2) OnlineQuote not allowed
If you see this, NTTA has elected to not allow vendors to respond to this solicitation electronically. This
shouldalignwith the respondingnstructionsfoundin the solicitationpacketfor the respectiveopportunity.
If the packetmentions submitting an electronic response as an acceptable option, please reach out to the
managing Procurement Specialist found on the solicitation packet cover page.

Feelfree to contactbidpurchasing@n#.orgwith questionsconcerninguseof Marketplaceto respond.

ImportanceandUseof the BidHolder/ PlanHolderList

NTTArequeststhat all organizationsnterestedin doingbusinessvith NTTAregisterin Marketplaceand participatein
opensolicitations using a vendor account. Once logged in, clicking on a solicitation will present an opportunity to
acknowledge the solicitation. Agreeing to acknowledge adds the vendor to the bid holder list for the solicitation.

NTTAwantsto knowwho is showinginterestin our solicitations.Thisinformationis valuableto usduringthe active
solicitation process as well as for future projects of a similar nature.

NTTA also drives partnership using each bid holder list. We encourage firms thaikang to become subcontractors

to reachout to other firmson the bid holderlist. Likewisewe encourageprimesto usethe bid holderlist asa sourcefor
potential team members.
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https://www.ntta.org/procurement/opportunities/Documents/Marketplace%20Vendor%20Response.pdf
http://www.nttamarketplace.org/
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Acknowledgin@ Solicitationin Marketplacevs.Acknowledgin@ SolicitationAddendum
Once a solicitation is active (i.e. open) in Marketplace, acknowledgement is the way the system knows that a firm is
interestedin receivingnotificationsconcerningan opportunity (e.g.addenda) Acknowledgemenis alsowhat placesa
vendor on the bid holder list, which allows others to know a vendor is interested.
Onceloggedin, clickingona
: . solicitation will present an
it pescripeion o et 1 o 16 opportunityto acknowledge
the solicitation. Agreeing to

Click Yes to acknowledge the download of the bid solicitation. When you acknowledge a bid solicitation, you are able to receive any future correspondence regart
will be displayed. IMPORTANT NOTE - If a Vendor is not registered, or if a Vendor ch to not Ack ledge a Solicitation, they can not be considered responsiv aCknOWIedge addg‘]e
vendorto the bid holderlist

for the solicitation.

Acknowledge Receipt and View Solicitation

Yes No

Copyright @ 2020 Periscope Holdings, Inc. - All Rights Reserved

If a solicitation has any addenda, NTTA will use Marketplace to make the contents of the adjustment available to the
public. Acknowledgemenof anissuedaddendumis usuallyrequestedin the form of signatureon the coverpageof the
addendum, to be returned as part of the response to a respective solicitation.

NTTAProcuremenProcesfdjustmentsn responseo the COVIEL9 Pandemic

NTTAis now usingNTTAMarketplaceto acceptelectronicresponsedor competitivesolicitations Electroniaesponse
waspreviouslyonly utilizedfor smallvaluesolicitations but we view electronicresponseasa solutionto help protect
both responding vendors and our NTTA staff.

Also,to allowvendorsto participatein pre-meetingconferences antdid openingsduringthis time of social distancing, NTTA
has begun to virtually host these meetings via Microsoft Teams.

Informationon DoingBusinessvith NTTA

Between theNTTA.org Procurement pagad theNTTA Marketplace login pagdTTA has published information
intendedto aidanyvendor,or memberof the public,interestedin learningmore aboutthe NTTAProcurementprocess.
A good starting point would be theéow todo Business Guigdéund on theProcurement Opportunities page

If youhaveanyother questions you canemailour Procurementstaff, seethe ContactProcuremenipage or email
bidpurchasing@ntta.orwith NTTA Marketplace questions.

SubmittingClarifyingQuestiondRegarding Solicitation

NTTAutilizesMarketplaceto captureall questionspertainingto anactivesolicitationprior to whenquestionsaredue. A
prospective vendor is only able to submit clarification questions for a solicitation after theydgigeered in
Marketplace .Uponlogginginto avendoraccountandnavigatingto the* Se | | ethe® Q@ iAe"w, Joeeathi o n
solicitation can be found for active solicitatiare(,“ Open Bi ds” i n Marketpl ace) .

TheMarketplaceQ&AProcesssuidewill helpwith Marketplacenavigationand submissiorof questions.

Please note that if the question due date for a solicitation has passed, there mag mot option to submit new
guestions.Youwill needto reachout to the ProcurementSpecialismanaginghe solicitationto determineyour next
steps. Their information can be found in the solicitation packet.
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https://www.ntta.org/procurement/Pages/default.aspx
https://www.nttamarketplace.org/bso/view/login/login.xhtml
https://www.ntta.org/procurement/opportunities/Documents/2018/HowtoDoBusinesswiththeNTTA.pdf
https://www.ntta.org/procurement/procurement#procurementopps
https://www.ntta.org/procurement/procurement#contractprocurement
mailto:bidpurchasing@ntta.org
https://www.ntta.org/procurement/register/Documents/2018/Vendor_Bid_Q_and_A_Process.pdf

ClosedProcurements

FindingOutthe LowestBid

For procurements using a Request for Bid (RFB) method, NTTA posts a summary of the bid amounts considered to be

responsive athe time of the bidopeningmeeting(i.e.,AsRead)on our NTTA.ord’rocurementage Clickhereto view

all current Bid Summary postings.

Locatinga ClosedSolicitation

Oncethe duedate andtime for a solicitationhaspassedandevaluationof responsesiasbegun,
the solicitation details can

view.

Thisvisibilitywill includethe file attachmentsfrom the solicitationprocess.

Thissectionwill only display5 procurementssoclicking® MwMo r ewill’be necessaryo view

all closed procurements.

Once an award has been made, Procurement will use Marketplace to announce the awarde:
firm(s).Thatregisteredvendor(swill alsobe ableto find that awardedfirm(s)listed underthis

section.

ContractAwardSearch

be found und..

Thesearchscreenisvisible fromthe loginpagesection.
Clickthe Contractawardslink

radio button.
WAYSTO SEARCH

1) Useacombinationof the searchfieldsto narrowthe
results
(e.g.BidOpeningDate)
2) Enterin the SolicitationNumber
Thiscanbe found onthe solicitationcoverpage
3) Clickthe* F il rtbditton with no searchcriteriato
seeall availablesolicitations

If anawardhasbeenannouncedor the solicitation,the

results section

Onceonthe advancedsearchscreenselectthe Bi d s ”

vendor(s)will belistedin the far right handcornerunderthe

Supplier Registration

procurement types, such as, Request for Bids
(RFB), Request for Proposals (RFP), Request for
Qualifications (RFQ), etc.

* The respective procurement type is found
under the header “Type Code” in the details of
each solicitation.

Current Opportunities
Future Opportunities

Contract awards
(use this guide to naviga
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