www.ebuy.gsa.gov

This basic tutorial will take buyers step by step
through the RFQ process. The tutorial will also
point out many of the exciting features GSA
e-Buy has to offer.

Navigation: If the tutorial opens up in your web browser, simply click your mouse or
your space bar to advance to the next slide. Use the “Backspace” key to go back. If the
tutorial opens in the PowerPoint application, click on “F5” to view the tutorial. Use the
spacebar or click your mouse to advance to the next slide. To go back, click on the

“Backspace” key.
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. YOUr RFC} Resolirce

Welcome

GSA's latest a-Business innovation, &-
find sources, and prepare RFQs, onling,

ation,

Feder s, big ticket items, and purchases with complex requirements.

b What are the Benefits of e=Buy?

ward Schoedile

Buyers Contractors

Pleaso enter your G5A Advantage  mbership Please enter your Contract number and Password
User ID and Passward, as provided by the Vendor Support Canter,

| Contract Number |

(Example: G599F9999F
or V123012344)

User ID ;-ammgaf

Password essssses

(blogin )

» Register for a User 10 and Passward _
¥ I Forgot my User ID and/or Password, -

Password




Log off |

e-Buy

.. Tour RF(} Resource

Merndey, July 15, 2004
Welcorme
Sarah Wheet

Messages
He messages at this time

RFQ Finder

Duickly ratriave an RFD of retriave an
RFQ farwarded to you by another
User,

= - o

[antar only tha numbar, e, 1200)

* Prepare RFQ * My RFQs * Profile +* e-Buy Home
« GSA Advantage

reguirements, To do this, simply enter keywords which descnbe what you are looking
for in the "Search" box. When entering keywords, use broad general terms. The
search results will provide the categories which meet your search critena. The
category you select will determine which vendors will be notified of your RFQ. For a
complete listing of schedule categones, click on "View Federal Supply Schedule
Listing".

Search: Advertising Services | |_i3”ThEIWDFdE :‘-*
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GSA

Search Criteria: Advertising Services View Federal Supply Sthedule Listin

Instructions: g
category, you wi
multiple categori

selecting the
ay select

[SING & INTEGRATED MARKETING SOLUTIONS (AIMS)

Description

P 541 1 Advertising Services - Services provided under thizs SIN will promote public avareness of an agency's mission and initistives, enable
public understanding of complesx tachnical and social Issues, dizseminate inforrmation to industry and consumer advocacy groups and engage
in racruitment campaigns, Sevices incdude, but ara not limited to the following components Adwertising obiactive detarmination Messags
decizionf oestion Media selection Outdoar marketing and medis services Broadeast media (Radio, TV and Public Service Anmouncerments)
Diredt mall services Media planning Media placement services Adwertising svaluation Related activities to advertising services

» 541 5 Integrated Marketing Services - This STH will be used to offer a complete solution that integrates various services found under tha
athar SIMs, Services required under thiz S8IM may indude the crestion of comprehenzive solutions using strategically kargeted marketing
plans that indude full service execution of media planning and crestive multimadia campaigns, These comprehenszive solutions incude
services available saparataly undar: 541-1 Adwertising, S41-2 Public Ralations, 541-3 Web Based Marketing, and S41-4 Spadalized
Marketing. Contrackors must have the capabilities to provide services identified within all Special Iterm Humbers. NOTE: S8IM 541-5 may not
be used to fulfill individual requirernents that are covered szeparately by othar SIMz in this schadule, SIN 541-% may only be usad to fulfill
comprehensive agency requiremants that span multiple service offerings from the schedule,

» 541 39 Introduction of New SBrvices - Services under thiz SIN may indude a naw of improved marketing, advertising, or PR sarvice that has

the potential to provide 3 rmore econormical or efficient means for Federal Agencies to accomplish their mizzlon within the general scope of
the Schedula.

7l 11 SPECIAL USE FURNITURE - Preschool and Classroom, Auditonum and Theater Seating, Library-Wood, Metal or Plastic Furniture; Storage
Cabinets for Forms and Flammable Liguids Card-Size Filing Cabinets; Mail Sorting and Distribution Bins, Racks and Carts; Light-Duty
Stnall Parts Cahinets; and Plastic Storage Bins; Hospital Patient Room Furniture; Cafeteria and Food Service] Drafting Stools, Clothing
Lockers and Locker Benches; Workbencheas, Worktables and High - Density Storage Cabinets and Enclosure Systems for Modular
Electronic Equipment

Category Descoriphion

F 71 308 Cafeteria aﬂd Fl:il:ld SEF'u'iEE Furniturs. - (*qu” Business Elt"!.l'il:ll.:l Includes bams such ar cluster units [tqbr-s with attached
zeats], booth seating and tables, freestanding or pedestal mounted tables and seating specifically advertized for food services applications,
and accessories, Cluster units are modular, chairftable or chaibench setteetable units in an island or wall style configuration, Includes
banch setteas that fit anko the clusker frame. Accessories for booth saating include such #ams: as divider screens (|:|-l|'|l|:jJ aend p.h.]s. boath
partitionz (galleries), wall panels, and hardware kits intended to semwe a2 an integral part of the booth or attach to the frame of a unit
Accessories may indude condiment stands, waste receptacles and tray retums. [terms induded undar tha SIM are easily identifiable by their



| Log off

e-Buy

. TOUF RF() Resou

Srt'p 1. Assign Category & Select Vendors

Instructions: Here are the vendors who currently have contracts under the Category you selected. Please place 3
#hurﬂ you wuul-:l like to quote aon your RFu. You may reque.t

"chack" next to the vendors
quote fn:lrn any or all -.-El"l'dl.lr"' listed., The vendors you select will receive an e-mail
S ree (3) vendors (if

Note: Checking “Select all vendors” may result in a

large number of quotes being submitted. Make sure

o @

you use discretion when checking this box.

Wendor
30 STUDIOS

[

BRACLIS TECHMC

M E A E

ASPEM EYSTEMS O

 LANG &

AVISAR IHNCORPORATED

BETAH ASEOCIATES; INC.

e Wl e Mk B0 QR Q.|

Ciky, Stake Busineszs Type

WHITE PLAINS, tor SMall Business

M @ 6

vobbbbODBRDRB®

il

aTE s Small Businass
IRLIMATCM, KA Weteran Owned Sraall Business

W 0 @ W

BETHESDA, MD small Business
waomen Owned business
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S!ep 1. Assign

Instructions: Ha
whom you would
notice inviting they
available), Keep i

* Prepare RFQ

+ My RFQs

* Profile +* e-Buy Home

[ selectll vendars

OO0O0D0DD0DO00 R EERE |

BETAH ASSOCIATES

AL - N P LA

AVISAR THCORPORATED

INC.

BETHESDA, MD &

5 | Businass
ARLINGTON, va Smal
= * ¥ yeteran Owned Small Businass
Srmall Buzineszs

THESD Ll
BETHESDA, MD warmen Owned business

Il that apply

—)

Taxt
Fila

M ([ G0 @

AL T
vobobORDRDRDD

[ [ [
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e-Buy

.. YOUur RFQ Resource
Sh'p 2. RF

Instructions:
proposals, etc
Feminder: In o
purchase thred

Categories Selected;
541 1541

(v Add Corogory ) (I

RFQ ID Reference #

Check if you are seekin

D ¥ inf ti 9 SPTIOMAL - use as needed to assign an inkemal reference or control number to your
R.FQ*‘].B?G sources or information onidy . RFQ, This number will appear to sellars.

|RFQ Title (ex, Conzulting sermices; Offi

upplizs)

| Acvertising
| Delivery:
O Deliv
@ Date
i} Pen

IL;I’%E Items (Enter specific line iterms below)

pafr. ParyTtam # Manufacturar Praduct’Sarvice Mams oty Linit Ship Address Change
1 1 1 1 =
| | | L @ Change)
! | ! _ I | | 11 ‘Change |

L [ 1 1L w Change)

» Add Additional ltems

ZDESE.’-'IFIHEIH [Indude a detalled descripton of services and products required, and any evaluation ariterial). Click here For rmore info on ordering procedures for Services.




Lag off | * Prepare RFQQ = My RFQs +* Profile * e-Buy Home

S tep 2.

Instructio
proposals,
Feminder;

purchase t

Categorias Selected;
Sl 1541

O pelver 0 days after Receipt of Order (ARO) (Products)
@ Date of rd to Date of Completion (services)

erformance:; F"_ oo |“' through '__-:"" _| o ‘;"' (Sarvices]




L] =R PRS- SlE 28R 7 r 3
: - OPTIONAL - use as needed to assign an internal reference or control number to your
sources or information ﬂm’l"" RFZ. This number will appesar to sallers,

'RFQ41870

Description (Indude a detailed desciption of zemnices and products required, and any evaluation oiteria), Click here for more info on ordering procedures for Seryices,

Pleazse see attached document. [

Attached Documents: (You may attach 3 Statement of Work or additional documentation as needad)

_(;Attuh Documents B -

Shipping Address
(1] @asA
Federal Supply Service
19241 Jefferson Davis Highway
Crystal Mall &4
Arlimgton, WA 22202

( » Edit Shipping Address |

b Continue



* Prepare RFQ * My RFQs * Profile +* e-Buy Home

» GSA Advantage
M ——
Ny e-Buy
.. 'our RFQ) Resource

Add Attachments to RFQ

Instructions: You may attach a statement of work or additional documents to the BFQ as needed, Each document must be Jess than SMB in
size.

Mo documents attached

Attach additional documentation:

Step 1 - Select a document for upload | Browse... |
Step 2 - Enter a new name far the document (optional)
Step 3 - Click to upload the document | Upload The Fila |

(b Go Back to RFQ Basic Info |




* Prepare RFQ +* My AFQs * Profile * e-Buy Home

Add Attac

Instructions: You may attach a Must he fess than 5MB In
size,

Lok i {19 eBuy o2 E

Mo documents attached

| . a |ﬁHm
i Pmmntal:inﬂ_aﬂw
Attach additional documentat WoRecent AR
Step 1 - Select a document for i
Step 2 - Enter a new name for t @
Desktop
Step 3 - Click to upload the doc "
P - y My Documents
(¥ Go Back to RFQ Basic info
My Computer
My Matwork  File name: |Advertising Services = Open
Places
Flez of tpe | All Fies [ - Cancel




“* Prepare RFQ +* My RFQs +* Profile * e-Buy Home

+ G5A Advantage

... YOur RF(} Resource

Add Attachments to RFQ

Instructions: You may attach a statement of work or additional documents to the RFQ as needed, Each document must be jess than SMB In
size.

Mo documents attached

Attach additional documentation:

Step 1 - Select a document for upload ;C.RDncLimenls ant Se!ﬁi

Step 2 - Enter a new name for the document (optional)

Step 3 - Click to upload the document Upload The File ]

{ » Go Back to RFQ Basic Info |




*Prepare RFQ +* My RFQs * Profile +* e-Buy Home
* G5SA Advantage

Instructionsllou may attach a statement of work or additional documents to the RFQ as needed. Each documant must be less than SMB in
size.

Daocumants &ttachad to RFG

4 rtis ri|

| Attach additional documentation:

Step 1 - Select a document for upload | [ Browse..
Step 2 - Enter 3 new name for the document |(uptiunal}
Step 3 - Click to upload the document [ Upload The File ]

{rsuaummm:mfu}-




|RFQ ID _ _ ;
[] check if you are seeking Reference #
OPTIONAL = use a: neaded to sazzign an internal reference ar contral number ko your

sources or information onfy. RFg. This number will appear to sellers,

RFQ41871

|RFQ Title (ex. Consulting services) Office supplies]

| Advertising Serices

: Delivery: (specfy delivary axpactad)
© peliver |0 days After Receipt of Order {ARD) (Products)

@ pDate of Award to Date of Complation (Sesvices)

T[ E - 7] through | |"’|_E|| |"i (Servicas)

|Line Items (Enter specific line itermns belaw)

) period of performance:

ProductiService Mame by Lnit Ship-Address Change

| () (Change)
] w (Change)
[ILC ]l 4 (Change)

Mfr, PartfItarm & Manufacturer

ore info on ordering procedures for Barvices.

Please see attach

| Attached Documents: (vou may attach & St

| /200407 /RF041871 /Advertising Services.d

!(}A—tta:h Documents

P ——— _
1) asA

Faderal Supply Service
1941 Jefferson Davis Highway




BT R AN 2L I o

RFQ Close Date (RFQe must be open & minimuem of i RFQ will issue when submitted - next screen).
Select the day your RFQ will close: [Ft'i Jul 9, 2004 3 Time: IEHJD :IIJED all times are Eastern)

RFQ 1D

REQALDZL

(1] GsA
Fedaral

(mBack | (pSavetoDraft | (pSubmitRFQ ) (» Cancel RFQ

-



Log off * Prepare RFQ +* My RFQs * Profile = e-Buy Home

#« RCA Advankana

RFQSummm-:r

Instructions: The FF
track the progress of

1 were notified

RF0 Status bt ooty )
From Date of Award to Date of Completion

] OISRl CH
/200407 /RFQ41871/Advartising Services.doc

Shipping Address
(1) G54
Federal Supply Service
1941 Jlefferson Davis Highway
Crystal Mall #4
dlington, wa 22202




Log off *Prepare RFQ * My RFQs * Profile * e-Buy Home
* G5A Advantage

M y Active

Instructions: Listed below are your active RFQs. To review specific RFQ achivity, chck on the "RFQ ID°

RFQs — My R History

Sort RFQs hy: RFUID v| descending | (G
Responses
RFQ 1D REG Title Status. Close Date figtohan
RFQ41871 Advertising Services Closad 07/22/2004 D5:00:00 PM EDT 4
REO12345 Audit Services Closad 06,/01/2004 05:00:00 PM EDT 5

REOG7BA0 Guard Services Qpen 09/30/2004 05:00:00 PM EOT




*Prepare RFQ * My RFQs * Profile * e-Buy Home
* G5A Advantage

M y Active RFQs . My RFQ History

Instructions: Listed below are your active RFQs. To review specific RFQ achivity, chck on the "RFQ ID°

Sort RFQs hy: RFUID ~/| descending ¥
Responses
RFQ 1D REG Title Status. Close Date Feceived
BFO41871  Advertising Services Closad 07/22/2004 05:00;00 PM EDT 4
45 Audit Services Closad 06,/01/2004 05:00:00 PM EDT ]

Guard Services Qpen 09/30/2004 05:00:00 PM EOT




* Prepareg RFQ  * My RFQs * Profile * e-Buy Home

e-Buy

. Your RFQ Resource

Note: Buyers may review submitted quotes at anytime prior to
Rl the RFQ closing; however, they will not be able to make an — -
award until after the RFQ officially closes.

1115 Brrerererres = ’ - - ——— —— = ————
gvaluate and respond to each guote within 15 days of the RFQ closing.

to the guotes, you can move the RFQ from the "Active®
by selecting "Re-Issue RFQ".

FORWARD RFQ | MOVE TO RFQ HISTORY | RE-ISSUE RFQ

Reference #

RFQ Status: RFQ Close Date:07/22/2004 05:00:00 PM EDT
Custe 10 Vendar Date Reeod Juste Status Juate gaad untl po
RFO 41871-ADE Marketing Inc 04/1%/2004 Pending 12/317200% n'a
RFQ 41871-LLP Advartising Ca. 04/18/ 2004 Panding 10f31f2008 n'a
RFQ_41871-SA4A Sales Company n4/18/2004 Pending io0f31/z00% ry

FFQ 41871-D01 MonayMaker Inc 0418/ 2004 Mo Cuote (viaw reason] 10/21f2005 n'a




* Prepare RFQ * My RFQs * Profile * e-Buy Home

e-Buy |
...Your RF() Resource

dem- Quote

Instructions: Please review the guote below, &l guotes should be evaluated and 3

determination should be made in accordance with FAR 8,404, Make sure to check for

Refarance #;

RFCQ StatiCLOSED

PFO Close Date; 07/22/2004 0500 am EsT

Quote [ 041871-ADE Total Quote Price: $9000,00
Quote : Pending Response This quote is good until: 12/31/2008 12:00 pM esT
Vandor: Marketing Inc, Prompt Pay: 10 Days 1.00%

Contact: Tim Smith
(55E) 555-6789
femithdbgsa.goy

Line Items (5

FOB: Destination

Mifr. part Hoy/ NSNS otal Price

$0.00
Yendor Comments

Please see attachments,

vendor Attached Documents

marketing guote.doc

( » Award - Notify Vendor ) ( » Do Not Award - Notify Vandor
'h‘ha‘th:ppmsnl’ml:ﬁ:k".ﬁﬂ:rd'? What happens when I click “No Award™?
Clicking "Award - Hotify Vender” generates an email to the vendor notifying them of the award, it doas By dicking on "Do Mot Award = Netify Vendor" an email message will be sentto the vandor alarting them
not obligate funds, Onee swarded, you may generste & purchase order using the e-Buy system or via of your "No Avard” decision,
yaur own ardering systemn. If using e-Buy, vou will see a new link “Create POY nest to the vendar’s quote ' '

(at tha My RFQs scraan), Clicking on this link will start the PO generation procass. Currently, paymant is
by eredit esrd anly,




Log off | * Prepare RFQ * My RFQs * Profile = e-Buy Home

Note: Before making an award, the buyer
should review all submitted quotes.

Vt*ndm- Quote

Instructions: Please review the quote below. Al
attached documents the vendor may have inclu

RFQ ID: RFQ41871
RFQ Title: ﬂ;d'-rertising Services
RFQ S : CLOSED

uote [0: RFO41871-ADE

Vandor httacm Documents

{(» Award - Notl Vendor )

What happans when 1 click * Award“?

Clicking "Award - Notify Vender” generates an email to the vendor notifying tham of the award, it doas
not obligate funds, Onee swarded, you may generste & purchase order using the e-Buy system or via
yaur own ardering systemn. If using e-Buy, vou will see a new link “Create POY nest to the vendar’s quote
(at tha My RFQs scraan), Clicking on this link will start the PO generation process. Currently, paymant is
by eradik card only,

Total Dollar Arnaunt in Attached Doacuments $9000.00
FOB Transportation Costs $|:I.DU
Total Quote: $9000.00

( » Do Not Award - Hu: Vendor |

What happens when I click "No Award™?
By dicking on "Do Mot Award = Netify Vendor" an email message will be sentto the vandor alarting them
of your "Ma Award" decizion,




* Prepare RFQ  * My RFQs  * Profile * e-Buy Home

# 354 Advantage

@ e-Buy

.. Your RFQ) Resource

Qunw Award Confirmation

¥ou have chosen to send an award notification to Marketing Inc. once confimed, =-Buy will send the award notice via e-mail,

(#Back ) (» Confirm Award )

Note: You may generate a purchase order using e-Buy or create a purchase order separate from e-Buy using your own internal system.




* Prepare RFQ * My RFQs = Profile +* e-Buy Home

= G5A Advantage
¥ e-Buy -
...Your RFQ) Resource

Admrmnuf Netifications

A "No Award" e-mail notice can also be sent to some or all remaining vendors listed below. Please make your selection and click Submit,

[l send "No Award"® notices to ALL vandors below
[] Do not send any "No Award" notices

» Submit |

Do Mat
Motity Quota I Yendor

[] 41871-Lp Advertising Co.

[l 41871-548 Sales Company

[ 41871-DO1 MoneyMaker Inc



Log off *Prepare RFQ +* My RFQs * Profile * e-Buy Home

To send the RFQ to another person, click on "Forward RFQ®, If you have finished responding to the quotes, you can move the RFQ fro
"sctive” folder by selecting "Move To RFQ History". If the RFQ has "Closed”, you may repost the RFQ by selecting "Re-Issue RFQ".

FORWARD RFQ | MOVE O REQ HISTORY | RE-ISSUE RFQ

RFQ ID: RFQ41871 Feference #:
FFQ Title; Advertising Services
RF(Q Status: Closed RF( Close Date:07/22/2004 05:00:00 PIM=EDT




*Prepare RFQ = My RFQs * Profile * e-Buy Home
= GSA Advantage

Instructions: If you wish to e
and any comments for the reci
reviewing quotes, etc.)

RFO Number: FFg
RFQ Title: Ay

RFQ Password! |
From: Tim

Fecipient's Emall Address; |

Comments: | |

Note: The person who receives the RFQ will
have full viewing and editing capabilities.

i » Submit |
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A
#\

e-Buy —

«.Your RFQ Resource

GS

M y Active RFQs My RFQ History

Instructions: Listed below are your active RFQs. To review specific RFQ activity, click on the "RFQ ID",

Sort RFQs by: RFOID || descending ¥
. Responses
RFQ ID RFQ Title Status Close Date Aeceivad
RFO41871 Advertising Services Closed 07/22/2004 05:00;00 PM EDT 4
RFO12345 Audit Services Closad 06,/01/2004 D5:00:00 PM EDT =]

RFOA7ES0 Guard Services Qpen 09/30/2004 05:00:00 PM EDOT



“* Prepare RFQ  * My RFQs * Profile * e-Buy Home

« G5A Advantage

e

G Sf\ e 'Buy
.. Your RFQ) Resource
M v RFQ History (" My Active RFQs

Instructions: Listed below are RFQs in your "History" folder. The RFQs will permanently remain here unless you move them to the "Active" folder or
manually delate them,

Sort RFQs by: RFOID | descending v| (&2
: S, Responsas
RFQ ID BFO Title Status Close Date peceived
EFQ36461 Audit Services Closed 04/19/2004 03;50:10 PM EDT 3
EF035348 1000 Hom Chairs Closed 03/24/2004 03:30:50 PM EST 5
BFOZ29523  WYirtual eLearning Classroom Training and Conferencing Closed 12/15/2003 09:17:03 AM EST &




	

