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Step 1: How to Access the UNF Bid Portal

The Bid Portal can be accessed via https://university-of-north-florida-

board-of-trustees.public-portal.us.workdayspend.com

This page provides a list of current bid opportunities at UNF as well as the
status of solicitations that have already been completed. Suppliers can view
a general description and attachments for each solicitation by selecting the
bid link under the TITLE column. Current solicitation status can be found in
the STATUS column. Suppliers are only able to submit responses for
solicitations that are in an OPEN status.

To respond to an OPEN solicitation, select the START BID button located
next to the event that you are interested in.
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Step 2: Logging In

After clicking the START BID button to respond to a bid you will be
prompted to create a Workday Strategic Sourcing account OR if you already
have established an account, please select Already have a supplier
account? Sign In to sign in to Workday Strategic Sourcing.

V,\\I Strategic Sourcing

Create a Supplier Account

Email *

Confirm Email *

Already have a supplier account? Sign In

Need Help?




To create a Workday Strategic Sourcing account, you need to verify your
email, set up a password, and pair with your authenticator app.

Step 3: How to Respond to an Event

After logging into Workday Strategic Sourcing, you will be prompted to
review the terms of participation for the event that you are responding to.
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ITB TERMS

Certify the Response a

Respondent agrees to be bound by the content of its response and agrees to comply with the terms, conditions and provisions of the
referenced ITN and any addenda thereto in the event of an award. Exceptions are to be noted as stated in the ITN. The response shall remain
in effect for a period of 180 days as of the Close Date for responses to the ITN

Confirm Debarment Status

Respondent certifies that company is not currently debarred, suspended or proposed for debarment by any state or federal entity. In
addition, respondent agrees to notify University of any change in this status, should one occur

Conflict of Interest

All Vendors of the University are subject to the provisions of §112, Fla. Stat. Vendors shall disclose the name of any officer, partner, director,

oroorietor or aaent of Vendor who is. or whose soouse or child is. an emolovee of the Universitv v

AGREE TO TERMS OF PARTICIPATION

You can't submit your response for this event until you agree to the terms of participation

’ | agree to the above terms*

You will not be able to view the full solicitation or submit a response to the
event without first agreeing to the terms of participation.

Once you agree to the Terms of Participation you will be able to view the
full event which includes the following sections:

» Response Details — This section provides instructions, terms, and
other information that is specific to each solicitation. The
University's Terms and Conditions and Information for Bidders apply

to all solicitations.
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« Message Center- Message Center is used to view announcements
from UNF specific to each solicitation. It is also used by the supplier
to post any questions and view responses to submitted questions. It
is used by UNF Procurement Services to provide answers to
guestions received.

o Team Members— Used by suppliers to add team members who will
be able to view and edit supplier’s response to a solicitation. If the
added team member is not already registered in Workday Strategic
Sourcing, they will receive an email link to create their own account
and once created they will be able to access the bid.

o Event Timeline — This section provides Supplier RSVP date,
Submission Deadline, and Deadline for Questions for the event.

« Bid Form — This section contains the Response Sheet which includes
the required sections and forms the supplier is required to complete
to submit a response to the solicitation.

Step 4: Submitting a Response

Once you have completed all sections and are ready to submit your
response select the SUBMIT BID button located at the bottom of the
solicitation.

SUBMIT BID



For the University to be able to view and evaluate your response all
required sections must be 100% complete. If your response is incomplete
Workday Strategic Sourcing will generate a system message that will
indicate the section of the response that needs to be corrected.

You can’t submit your Bid until you resolve errors In these sections

Workday Strategic Sourcing will not allow you to submit a response until all
required sections have been completed.

It is highly recommended that you complete the submission of your
response at least 24 hours before the Submission Deadline. Late
submissions will not be accepted.

Step 5: Bid Confirmation

Once your bid has been submitted successfully you will receive an
acknowledgement message:

RESPONSE SUBMITTED: Copy of ITB Template rueu

SUCCESS! WHAT'S NEXT?
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Step 6: Withdrawing or Changing a Response

A supplier may retract or modify a solicitation response up until the
Submission Deadline.

To withdraw a response the go to your Dashboard and select the
RESPONDED tab under RESPONSES:
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Select the event you that you would like to retract or modify and select the
REVISE BID button
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(@ You have successtully submitted your response. You Can revise yOur respOnse at any time until the response submission deadine

RESPONSE DETAILS
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The Unsversity’s Terms aod Conditions and Information for Badders apply to thes Solicataticn and shall become a part of any contract issued hereunder

Only the supplier’s final submitted response will be evaluated.





