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Getting Started
1. On the Supplier Portal, Login by clicking Anonymous Anonymous at the top right of the screen

B B supplier Portal x |+ - [ x

< C 31 https://cotopprod-Im01.cloud.infor.com/Imscm/Sourcing Supplier/html/SourcingSupplier?csk. SupplierGroup=COT&csk. CHP=LMPROCVY1 6 b= °

infor Supplier Portal ~

Register

Events Supplier Portal

Browse Open Events The Supplier Portal facilitates the exchange of information between a buying organizatien and its suppliers. Benefits of the application
Search Events include: Contracts & Procurement Website

Frequently Asked Questions
. ~ . . et e ) _— NP
Self-service supplier registration and account maintenance Supplier Registration Tutorlal Video

Support for multiple commodity codes per supplier and contact supplier Response Guide
Improved communication via messages, including suppert of electronic attachments IRS W2 Form
Document upload capability

Enables data to be accessible in one location

This website has changed

Tc‘\oqiln note the Anonymous Anonymous in the upper right area of the portal homepage. Select the people icon and use the drop down to
select login.

Announcements

All City of Topeka bid events are opened at
Note that the menu is now across the top of the page. This is where you go to browse open events, search events, etc. the 02:00:00 PM CST hour on the date as
stated in the publication notice. Bids are
not accepted after this date & time. Only
register once under the organization's
TIN. When establishing the user name, do
not use underscores, ampersands, or email
addresses. When uploading attachments,
the system will not accept ZIP files. Users
must use Chrome or FireFox as the

browser. Assistance (785)368-3749

hitps://catepprod-Im0 cleud.infer.com/Imsem/Seurcing Supplier/ntml/Seurcing Supplir?esk SupplierGroup =COTatesk CHP=LMPROCY 1 #hitpsi//cotopprod-Im01 cloud.infor.com/Imscm/SourcingSupglier/form/Supalier RegistrationProfile?action =SupplierCreateficsk SupplierGroup=COT&cskC...

2. Once logged in, from the home screen, click on the events tab and select Browse Open to see all available
events to bid.

O | O hipsifcotopdevcloudinforcon X | [l Supplier Portal x |+ = a %

& C (3 https;//cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk. SupplierGroup=COT&tcsk.CHP=LMPROC o= Not syncing o

infor Supplier Portal ~ n 0

Messages Links

Events Contracts & Procurement Website
Supplier Registration Tutorial Video

II Supplier Response Guide
IRS W9 Form

Performance ACH Form

My Account

Announcements
All City of Topeka bid events are opened at
the 02:00:00 PM CST hour on the date as
stated in the publication notice. Bids are
not accepted after this date & time. Only
register once under the organization's TIN.
When establishing the user name, do not
use underscores, ampersands, or email
addresses. When uploading attachments,
the system will not accept ZIP files. Users
must use Chrome or FireFox as the
browser. Assistance? (1-785) 368-3749
https://cotopdev-Im1.cloud.infor.com: 1442/Imscm/SourcingSupplier/menu/Eventh 1t BrowseOpenE skSuppli p=COTaicsk. CHP=LMPROC
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Selecting the Event
3. Double Click to open the event you would like to respond to

&

O | O htpsiicotopdevcloudinforcon X

@]

x |+

() httpsi//cotopdev-ImO1.cloud.infor.com:1442/Imscm/SourcingSupplier/list/SourcingEvent.OpenForBid?csk. CHP=LMPROC8icsk. SupplierGroup=COT&menu=EventManagement.Br...

Open Events - Supplier Portal

(u]

x

Performance ~

= J = E

[l -3
Event# 4 Version

Actions . Options 4

Name Comp... Category Reference Open Date

Commercial Building Demolitio 1 CONSTRUCTION

Records Per Page: 20

¥l

Close Date Status &

Commercial Building Demolitio 11/2/2021 12:32:00 11/2/2021 1:00:00 F Open

The system will open the Summary form for the selected event.

4. You may view additional information about the event by clicking on each tab:
A. Summary
B. Meetings
C. Terms and Conditions
D. Lines
E. Q And A Forum

5. You may also view all attachments to the event. Attachments will likely be

detailed specifications, drawings, maps, etc.
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Meetings
Attachments

Terms And Conditions
Lines

Q And A Forum
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6. When ready to respond to the bid, click on Respond Now

(im] | [ httpsi//cotopdev.cloud.inforcon X Event Summary - Supplier Portal X | = - o X

ttps://cotopdev-Im01.cloud.infor.com: /imscm/SourcingSupplier/form/SourcingEvent(1%2C2365).Summary?action=_open&list=SourcingEvent(_niu_%2C_niu_).OpenForBid..  vg 8 ot syncing
& & h dev-Im01.cloud.infi 1442/ /S Supplier/f S E (1%62C2365).5 it &list=S5 E %2C _).OpenForBid. s & N

Event Summary

Print a
1 City of Topeka
Ev 2365 Bven Commercial Building Demolition
;pond Now
Summary
Meetings Dates
Attachments

11122021 12:32:00 PM

Terms And Conditions Close:  11/2/2021 1:00:00 PM

Lines 11/2/2021 12:33.00 PM

QAnd AForum 11/2/2021 12:45.00 PM

Description

The project consists of the complete demolition of a two-story, masonry building including the basement and foundations located at 1016 SW 17th Street, Topeka, Ks

Rules
RFP usD
Yes No
Bid Yes

Event Response
7. Accept the Terms and Conditions, click Next

(im] | [ httpsiffcotopdevcloud.inforcon: X | B Event #2365 in Company 1-5u X | o= — (] be
& G ] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(%2C0%2C0%2C1%2C2365%2C_norep_).EventResponse?action=CreateDraft.. 6 {% Notsyncmg°

infor Supplier Portal & Kathleen Bu o5

=

w

Event# 2 n Company 1

Event Response }

Click the following link to review all terms and conditions  Terms and conditions

Previous Next >
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Entering Line Response
8. On the far right side of the line, click Respond

O | O htpsiicotopdevcloudinforcon X

& c

Event #2365 in Company 1-5u X | =

o] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/Sou

= [l X

ircingSupplier/form/SourcingEventResponse(COT%2C4056%2C1%62C1%2C2365%2C_norep_).EventResponse?action=Upd...

n Company 1

SR v

[ = 2) Actions 4 || Options
Line # ltiem Description Line Quantity Response Quantity UOM Unit Price Extended Price -
lIl TEST LINE 3 test 1.000 0000 EA 0.0000 0.00 Respond

Records Per Page: 10

9. Enter response using the fields provided and following the instructions at the top of the screen. Click next

(im] | [} https:ffcotopdevcloud.inforcon: X | BB Event#2365-0in Company 1-° X | -

= o x
ttps://cotopdev-ImO1.cloud.infor.com: /imscm/SourcingSu ier/form/SourcingEventLineResponse(19%2C2365%. o2 62C4056%. %2C_norep_%2C_norep_).EventL...
& & http pdev-Im01.cloud.inf 1442/1 /s gSupplier/farm/S gEventlineResponse(1%2C2365%2C1%2CCOT%2CA056%2C1%2C p_%2C b ).E

Y6 us NDtsymclngo
infor Supplier Portal

=

Event# 2

w

0 in Company 1
}

Line 1 Details

The project consists of the complete demalition of a two-story, masonry building including the basement and foundations located at 1016 SW 17th Street, Topeka, Ks. Please enter Lump Sum.
tem:  TESTLINE3

test

PO

1.000 UOM:  EA

12/31/2021

CONSTRUCTION SERVICES, GENERAL (INCL. MAINTENANCE AND REPAIR
Enter Line 1 Response Information

CONSTRUCTICN

Caonstrucion

Quantit 1.000

Unit Price 12,000.0000 -or-  [J MoBid -reason
0.00

Bl

121312021 1

Previous Next >
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Line Response Summary
10. Review and click the Event Response button to continue

(im] | [ https:ficotopdev.cloud.inforcon X | [ Event#2365-0in Company1-° X | = fu be
<& C () https://cotopdev-ImO1.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventLineResponse(1%2C2365%2C1%2CC0T%2C4056%2C1%2C_norep_%2C_norep_)... Sa i’é‘ =

Event # 2: ) in Company 1

e espane v _

Summary

Click the event response jftton to continue responding to event # 2365-0

1.000
EA

12,000.0000
No
No

12,000.00

1213172021

11. Click Next

@ | [ hpsifcotopdevcloudinforcon x | [ Event #2365 inCompany 1-5u X | = - = x

2365%2C_norep_).EventResponse?naviga... Sa

& G o] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2 C4i

Event # 2365 in Company 1

SR v

(B = 2) Actions 4 || Options
Line # ltem Description Line Quantity Response Quantity UOM Unit Price Extended Price &,
*1 TESTLINE 3 test 1.000 1.000 EA 12,000.0000 12,000.00 Edit response

Records Per Page: 10
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Attachments
12. Attach Required Documentation per the instructions, click next

= [l X

(im] | [ httpslfcotopdev.cloud.inforcon X | [ Event #2365 in Company 1-5u X | =
(= @] 3 https://cotopdev-ImO1.cloud.infor.com: 1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2C4056%2C 1%2C1%2C2365%2C_norep_).EventResponse?naviga... Sa
n Company 1
Event Response v 4 Line Responses v 4 Submit Response
Create a
Attachment Title Altachment -
s, Y.
Records Per Page: 10 No Records Found
Submit
13. Submit Response
(im] | [ hitpsiffcotopdev.cloud.inforcon: X | BB Event #2265 inCompany 1-5u X | = = x
& G 5] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2C4056%2C 1%2C1%2C2365%2C _norep_).EventRespanse?naviga.. Sa 1§ {%

Event # 2365 in Company 1

Event Response v 4 Line Responses v 4 Response Attachments 4 ‘Submit Response

Submit Response

Your response is ready to be submip$d. Your bid amount is 12,000.00. Click the Submit button to complete your response

o S o s e |

To be eligible for award, your response must be submitted by November 2, 2021 2:00:00 PM CDT
IMPORTANT- if you intend to submit the response, please click the submit button

REV 11.4.2021
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14. A box will pop up once Submit is selected to confirm response was submitted

O | O htpsihcotopdevcloudinforcon X | B Event#23€3inCompany 1-5u X | == = [a] X

& 5] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2C4056%2C 1%2C1%2C2365%2C _norep_).EventResponse?naviga.. Sa 1§ =
L)

ﬂ The following action 'Submit' completed successfully

The following action "'Submit' completed

Event # 2365 in Company 1

Event Response v 4 Line Responses v 4 Response Attachments & ‘Submit Response

Submit Response

Submit Print My Response

Congratulations, your response has been submitted

Navigate to Responses
15. To see all responses submitted by your company, click home at the top left and select My Responses on the
menu

(im] | [ nttpsi/cotopdev.cloud.inforcon X ‘ B8 supplier Portal x ‘—0— — o x

& ) https://catopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk.SupplierGroup=COT&tcsk. CHP =LMPROC & 18 8 Not syncing
L]

infor Supplier Portal ~

Messages Unread Messages Links

Inbox

Events Contracts & Procurement Website
Browse Open Events Supplier Registraticn Tutorial Video
Search Events Supplier Response Guide

My Responses IRS W9 Form

Events With Plan Holder! ACH Form

Performance

Event Metrics

My Account

Update Account Information Announcements

All City of Topeka bid events are opened at
the 02:00:00 PM CST hour on the date as
stated in the publication notice. Bids are
not accepted after this date & time. Only
register once under the organization’s TIN.
When establishing the user name, do not
use underscores, ampersands, or email
addresses. When uploading attachments,
the system will not accept ZIP files. Users
must use Chrome or FireFox as the

browser. Assistance? (1-785) 368-3749
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16. Under the Responses Open for Award, Click View Response

(im] | (Y https:/fcatopdev.cloud.inforcon X My Responses - Supplier Portal X | =~ — (] b4
& G 5] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/page/BidHistory?csk.SupplierGroup=COT&csk.CHP=LMPROC & 18 {% Not syncing °
u Initial L i Best And Final Unsubmitted Pricing Historical Responses
=
=
- =
=
(B = Actions ;| Options .
Event# a Version Name Company Open Date Current Close Date Event Status Response Status &,
Commercial Building Demolition 1 1722021 12:32:00 PM 11722021 2:00-00 PM Open Submitted Ea
Modifying Responses
. . . . . . .
17. If changes are necessary, click Modify Response or if you no long wish to be considered, click Withdraw
.
Bid
im] | [ nttpsi/cotopdev.cloud.inforcon X Event Response For Event # 236 X | = — o x
(= C ) https://catopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2C4056%2C1%2C 1%2C2365%2C_norep_).SupplierPortalRespons...  Sa ‘..’é =
infor S| r Portal 3

es

Event Response For Event # 2365-0 in Company 1

Modify Response ‘Withdraw Response Refresh

Commercial Building Demolition
Ficorego

mbel 785 368-0974

Event Response
Submitted
Line Responses
Attachments
Response Totals
Li e 1
12,000.00

REV 11.4.2021 10 Supplier Response Guide



18. When Modify is selected, a confirmation will pop up stating that the response must be resubmitted. If
acceptable, click Yes.

Confirmation Required

Your response must be resubmitted once modified; do you want to continue?

) K28 TN

19. Once in the modification page, click on the tab you would like to modify and double click to open
im] | [ httpsilfcotopdev.cloud.inforcon: X | B Event Response For Event#236° X |
< c

o x
5] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/form/SourcingEventResponse(COT%2C4056%2C1%2C1%2C2365%2C_norep_).SupplierPortalRespons... ¢
rta

o=
Submit Refresh

My Account +

Event Response For Event # 2365-0 in Company 1

2365 Commercial Building Demolition

4056

P
Ficorego
Leigha Testing  Phone Number: 785 368-0974
Event Response = O ¢ Dekte A
Line Responses Lin. Iltem Description Vendor ltem Vendor Item Desc  Line Qu.. Respon... uom Unit Price No. Alternate Re N. No Bid Reason Respo. Questi... IsA. Alternate... &,
Attachments "1 TEST LINE 3 test CONSTRUCTION Construcion 1.000 1.000 EA 12,000.0000 No No No Yes No No
Records Per Page: 10

REV 11.4.2021
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20. Once done making changes, click the save icon

x |+

@ https://cotopdev-Im01.cloud.infor.com: 1442 /Imscm/SourcingSupplier/form/SourcingEventLineResponse(1%2 C2:
P! P g-upp q P

(im] | (Y https:/fcatopdev.cloud.inforcon X Update Event Line Response -

< @]

5%2C1%2CC0OT%2C4056%2C1%2C_norep_%2C_norep ...

Actions 4 Options 4

2365-0 Line# 1
coT 4056 lame:  Ficorego
1 el Leigha Testing

Line Details

The project consists of the complete demolition of a two-story, masonry building including the basement and foundations located at 1016 SW 17th Street, Topeka, Ks. Please enter Lump Sum.

tem: TEST LINE 3 tem test PO
Quantity 1.000 LOM EA 1213172021
912 C CONSTRUCTION SERVICES, GENERAL (INCL. MAINTENANCE AND REPAIR

Enter Line Response Information

CONSTRUCTION

Construcion

nit Price 12,000.0000 0 no
12,000.00

1213172021 (5

- 0 X

21. There will be a pop up for confirmation the change has been saved

im] | [ httpsi/fcotopdev.cloud.infor.con X Update Event Line Response - 5. X | —F

& C & nitpsy

/cotopdev-Im01.cloud.infor.com: 1442/Imscm/SourcingSupplier/form/SourcingEventlLineResponse(19%21

infor The following action 'Update' completed successfully
2
(1] Sourcing Event Line Response updated

65%2C1%2CC0OT%2C4056%2C1%2C_norep_%2C_norep_)...

1S
Update Event Line Response

DT 4r ¢ Actions . | Options .
1 E 2385-0 Line# 1
cot Supplier 4056 Supplier Name: ~ Ficorego
1 Leigha Testing

Line Details

The project consists of the complete demolition of a two-story, masonry building including the basement and foundations located at 1016 SW 17th Street, Topeka, Ks. Please enter Lump Sum.

TEST LINE 3 test t Type: PO
Quantit 1.000 UOl EA Rex 12/31/2021
912 CONSTRUCTION SERVICES, GENERAL (INCL. MAINTENANCE AND REPAIR

Enter Line Response Information

tem | CONSTRUCTION

Construcion

GT = G
Quar 1.000
UoM: [EA  UO
Unit Price 212,000.0000 O ne O no Bid
Extended Price:  212,000.00
1213172021 (5

REV 11.4.2021 12
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Submit Modified Response
22. Click the home button to exit change view and select Unsubmitted Responses

(im] | [ httpsi//cotopdev.cloud.inforcon X Supplier Portal x |+

= [l X

(= @] 3 https://cotopdev-Im01.cloud.infor.com: 1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk.SupplierGroup=COT&icsk.CHP=LMPROC Sa \L’é’ =

infor Supplier Portal ~

Messages Unread Messages

Links
Inbox

Events Contracts & Procurement Website

Supplier Registration Tutorial Video
Supplier Response Guide

Browse Open Events
Search Events
My Responses

IRS W9 Form
H Unsubmitted Responses ACH Form
Events With Plan Holders List
Performance
Event Metrics
My Account Announcements

Update Account Information
All City of Topeka bid events are opened at

the 02:00:00 PM CST hour on the date as
stated in the publication notice. Bids are
not accepted after this date & time. Only
register once under the organization's TIN.
When establishing the user name, de not
use underscores, ampersands, or email
addresses. When uploading attachments,
the system will not accept ZIP files. Users
must use Chrome or FireFox as the
browser. Assistance? (1-785) 368-3749

23. Click on Unsubmitted Initial Responses, if done making changes, select the bid event and click Submit

@ | [ hpsifcotopdevcloudinforcon x | [ My Responses - Supplier Portal X | ==

= o x

& G o] https://cotopdev-Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/page/BidHistory?csk.SupplierGroup=COT&csk.CHP=LMPROC % 18 ig

infor Supplier Portal

Unsubmitted Initial Responses Unsubmitted Best And Final Unsubmitted Pricing Responses Open For Award Historical Responses

Unsubmitted Igjtial Responses

Submit esponse "
Event# & Name Company Open Date Current Close Date Event Status &,
= = (&) = 5 = ] T,

2365 Commercial Building Demolition 1 11/2/2021 12:32:00 PM 11/2/2021 2:00:00 PM Open m

Records Per Page: 20
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24. A confirmation of the submission will pop up

(im] | (Y https:/fcatopdev.cloud.inforcon X My Responses - Supplier Portal X | =~ — (] b4
& [ ) hitne://catandev- im0 cloud infor com: 1442 Imscm SaurcinaSunnlisr/nansRidHistan2esk. SupplierGroup=COT&csk.CHP=LMPROC & s =
The following action 'Submit' completed x
Unsubmitted Best And Final Unsubmitted Pricing Responses Open For Award Historical Responses
Unsubmitted Initial Responses
Pri View Response .
Event# a Version Name Company Open Date Current Close Date Event Status &
= a = ) = 5 = =] T,
Records Per Page: 20
25. To check the status, click on Responses Open For Award and see the Response Status on the right hand
side.
im] | [ https://cotopdev.cloud.inforcon X My Responses - Supplier Portal X | =~ (] b4
& C

) https://cotopdev-Im01 cloud.infor.com:1442/Imscm/SourcingSupplier/page/BidHistory?csk SupplierGroup=COT&csk CHP=LMPROC

Ui Initial F L i Best And Final Unsubmitted Pricing Responses Open For Award Historical Responses

B
=
- Type =™
Ce =
Clear
B e T Actions.,  Options 4
Event# & Version Name Company Open Date Current Close Date Event Status

ponse Status %
2365 Commercial Building Demolition 1 11722021 12:32:00 PM 11/2/2021 2:00:00 PM Open

REV 11.4.2021 14 Supplier Response Guide
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