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Click on ITQ to go to “Where to Start”
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Read Welcome to The ITQ Web Site. Click on
“Where to Start”

{Z ITQ Home - Windows Internet Explorer Q@

File  Edit

You are not logged in. (Role :General)

Welcome to the ITQ Web Site

Welcome to the Department of General Services Enterprise Invitation to Qualify (ITQ) portal.

re interested in learnin
This will provide you with brief de

We thank you for your interest in doing business with th maonwealth of Pennsylvania and loc

If at any time you have any guestions, please feel free tact our Site Administrator, Joe Millc
717-214 .
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N
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Read instruction in it's entirety.

{Z ITQ - Where to Start - Windows Internet Explorer. Q@

\Where to Start

Introduction

lth pur
ontre

1. The Invitation to Qualify Process

The ITQ P

a supplier must
| via the PA Supplier Portal. Each submittal is
ntract along with the suppliers that

quired. This will be d
This proposz

is that qualific
and to respond to a
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Scroll to Section 2: Look for appropriate contract and
click on view. This will allow you to view all documents
related to this contract.

/= ITQ - Where to Start - Windows Internet Explorer, Q@

the minimum i1s qualified and plac on a statewide cc

quired. This will be through a
is proposal may be a mple as p

ipt of any business by an individual supplier. Suppliers are

ible.

2. Current ITQ Contracts

4400008522

Truck Mix Cement / Concrete & Cement Products

Precast Box Culverts and Precast Concrete Products

o . . ]
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These are all important documents which are all part of this contract.
Part Il Bid Requirements should be printed off and used when doing
your proposal. Click on back arrow to return to “Where to Start”.

= ITQ View - Windows Internet Explorer Q@

ITQ View for 4400008567-Training Services ITQ.

Back to Select ITQ

This page cannot be printed. To print, use the document links below.

ITQ Name: Training Services ITQ ITQ Contract Number: 4400008567
Effective Date: 08/15/ Expiration Date:
Enrollment Opens: 0815/ Enrollment Closes: 12

Forms:

Part I - Statement of Work

Part 1T - Bid Requirements

Part 11T - Open Enrollment Process
Part TV - Terms & Conditions

PARTI - STATEMENT OF WORK

AL B FIEA b
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Scroll to section 3 follow instructions to go to portal to
begin your proposal. Click on PA Supplier Portal.

{Z ITQ - Where to Start - Windows Internet Explorer. Q@

ot registered as a Commonwealth -.uppl
by following th 0

Starting the Qualificatjon Process

the Bidder tab.
on the left.

Proposal button.
drup down and Create New .

k Back to Select ITQ.

CW o= O LR

-

submit your proposal.

If you have any questions while you develop your prop , direct them to the tact person listed in PART | - STATEMENT OF WORK of that ITQ.

4.Commonwealth Employees:
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Click on Supplier Log On within the orange box,
top left of screen.

= PaA Supplier Portal Home - PA Supplier Portal - Windows Internet Explorer Q@

Q ¥ |Z7 http supplier firif] I us

pennsylvania@ Welcome PA Supy/ L= Help | Logon

Supplier
Supplier Registration

[4]¥]
I Detailed Navigation
= PA Supplier Portal Home Welcome to the Pennsylvania Supplier Portal!
Mew Supplier Registration

Existing Supplier Registration
S S ot - IMPORTANT SYSTEM NOTICE TO SUPPLIERS
The PA Supplier Portal is a secure site. The PA Supplier Portal certified
browsers are Internet Explorer 6.0 or 7.0 on a Windo operating
em. Other products may work; however, full fanctionality cannot be

If you are experiencing access problems with this site, please select
status for system availability information.

The Pennsylvania Supplier Portal enables suppliers to participate in
electronic bidding opportunities with the Commonwealth, and also Manage
User and Company Data.

Problems with your password? Select the log on link at the top of this
page, then select the "Reset Password" link located at the bottom of
the page.

+g Start ﬁ e ” ﬁ 2 Interne.., - r-“ Inbox - Mic,.. r- PawerPaint r-m Microsaft P... [ ® 11:06 4M



If you don’t know your “Log On ID & Password”, you will need to contact
the Supplier Portal Help Desk at 877-435- 7363, choose option 1.

{Z PA Supplier Portal - Windows Internet Explorer

T |z pa supplier

pennsylvania ‘a PA STATE AGENCIES ONLINE SERVICES

Log In

If you are experiencing access problems
with this site, please select status for
system availability information.

Logon ID: =
Password ~

Logan Problems? Reset

Passwords require: a minimum of 7 characters,
including 1 Special Character (pressing shift and a
number key simultaneously, BEA -1 R

1 Uppercase Letter, 1 Lowerc Letter, and 1
Number.

~r : :
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Click on “Bidder”

(€]

Vendor Administrator
Administration
Welcome Vendor Administrator
[4]+]
I Detailed Navigation

Welcome Vendor Administrator
Create Additional Users

Manage User Data

Manage My Data

Manage Company Data

Manage Supplier Addreszes

Manage Bank Data & Product Categorie
Supplier Service Center

’a.’ start ree ” =

sz | Vendor Administrator - PA Supplier, Portal - Windows Internet Explorer E]@

Help | Logoff

WELCOME VENDOR ADMINISTRATOR
As an Administrative User for your company in the PA Supplier Portal you have the authority to:

Create Additional Users

Manage Company Data

Manage Supplier Addresses

Manage Bank Data & Product Categories

To access the Administrative User options, refer to the links located on the left navigation bar. If you would
like to view and respond to Commonwealth Solicitations, select the "Bidder" tab located in the upper left
corner of the screen.

The "Supplier Service Center” link located on the left navigation bar contains helpful tools to provide
assistance throughout the Supplier Registration and Bidding Processes.

The "Help" link located on the upper right corner contains common supplier questions and contact information.

-! int -
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Click on “Enterprise Applications”

{= Welcome Bidder - PA Supplier Portal - Windows Internet Explorer Q@

upplier
pennsylvaniall] Welcome Ms. Kay Whitsel Help | Log off
Vendor Administrator | ey
Bidder

[4]¥]
Detailed Navigation
WELCOME BIDDER
= Welcome Bidder

P ESETETEIILIZET jidder in the PA Supplier Portal you have the authority to electronically view and respond

Enterprize Applications th Solicitations. Please refer to the "Search/Submit a Bid" link on the left navigational
Supplier Service Center

+ View current solicitations
+ Respond to solicitations
* Manage responses to solicitations

The "Supplier Service Center" link located on the left navigation bar contains helpful tools to provide
assistance throughout the Bidding Process. To explore Commonwealth Solicitations and view Recent
Awards visit PA eMarketplace available via the Supplier Service Center.

The "Help" link located on the upper right corner contains common supplier questions and contact
information.

-r : :
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Click on “ITQ Proposal Administration” link in middle of
screen

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

akte.pa.us ||| | X

File  Edit Favorites  To § i@ Share B
7 - £} FOXNEWS - v P - Logn |~ & ~ & Enabled ~

& | Gekmare add-ons

| History,

application certified browser is Internet Explorer 6. worle, but full functionali

Welcome to the Enterprise Application Portal.

Self-certify here as a Small Business to participate in the Commonwealth’s

Small Business Procurement Initiative, which reserves certain bid

opportunities for competition among only self-certified small businesses.

Auto Service Facilities Oualification ITO. Con?nonwea]th Automotive Facilities wishing to qualify to work on State

WVehicles.

= g tions interested in doing business with the Commonwealth througt
ion to Qualify (ITQ) contract may create new or edit an existing

Small Business Procurement Initiative

ITQ Proposal Administration

‘__4 Local intranet fy ~| &
—
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This Is where you begin to build your proposal
and your vendor profile.

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E@

skate.pa.us ||| | X

File Edit W¥iew Favorites Tools  Help : e

3 - [ FOXNEWS - 4 soor (=)2) @
wTab & | Free nail & | http te.pa.s,.. £

7 Enterprise Applications - SAF Me e Portal : 1 s v Page -

Welcome to ITQ Suppliers Menu

For Information about the ITQ Process, please view the documentation on the

Department of General Services - Procurement ITQ Website

To begin the qualification procegs, click on Proposal below.

[ Proposal




Click on drop down box in middle of screen and
select “CREATE NEW”

r
(j Enterprise Applications - SAP NetWeaver Portal - Windows Internet Explorer g@@

G v = state.pa.us w| |+ | %

G) Share

Add-ons = I

Enterprise Applications | History,

: IAGARRARECAN"/ « = | /A

Select Proposal

Caution: DO NOT use the Browser’s navigation buttons at any point in this application.

If you wish to create a new proposal, select Create New from the drop down menu below. If
you wish to edit a proposal, select the appropriate proposal from the drop down menu.

‘.-___,-! Local intranet .
F N &
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Choose the appropriate contract and click on “VIEW”
button.

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

File

Enterprise Applications | History,

Name Expiration
= Date

Commissary Products ITQ

Master IT Services ITD

Tree Trimming & Stump Cutting
410 |ITQ Consulting Services

Fecreation B Fitness Equipment

Training Services ITQ

W/ Production SR
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Contract Detalls

In order to select this ITQ contract you must first review Parts I-IV by scrolling to the bottom of the page.
At the bottom of the page, check the box to acknowledge you have reviewed Parts |-V, and then click on
the “SELECT THIS ITQ” button to begin developing a proposal; completing the necessary steps in order to
become a qualified contractor.

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

=

y - state.pa.us (| | X

© File Edt View Favorkes Tools  Help @) Share Browser  WebEx
7 - £ FOXNEWS - v B - B -5 - Senabed -0 (DD

& | MewTab & Free Hotmail & | htkp- &.skate 5. @ Get more Add-ons

| 2 »

| M= * Page = Safety = Tools - ﬂv

Help | Log off

Enterprise Applications | History,
k

ITQ Name: Training Services ITQ ITQ Contract Number: 44
Effective Date Expiration Date:
Enrollment Opens: 08/15/ Enrollment Closes: 12/31/16

To individually view and print each section of the ITQ, click on the appropriate link below:

Part IV - Terms & Conditions

‘] Local intranet

la.' start @ bo..  Feree., | WwPow. | E]Mor... z”l:)lﬂ‘.j! 100 PM




Check Box when completed.

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

i d Ev3 {n‘p > 4
File Edit View Fa s Tools  Help § @) share

e E - Login - - E‘ Enabled =

pennsylvania Tﬂ' Welcome Ms. Margaret Juran

Enterprise Applications
[

1By checking this box I acknowledge that I have reviewed Parts I-IV of this ITQ contract.

[ CANCEL |

iz Start r-MZM-- - ﬁEnte... r-.'Pow... r.EMicr...
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Complete steps 1 thru 7 — read instructions
provided within each step.

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

v |7 skate.pa.us (| | X
File Edit Wiew Favorites Tools  Help
4 5 3
7 - 2 FOX NEWS - v BB - o |

wTab & | Free nail & | http te.paus,.. € Get

7 Enterprise Applications - SAF Me e Portal e v Page -

pennsylvania Tz’ Welcome Ms. Margaret Juran

Enterprise Applications

| Step 1. View ITQ

[Ste Proposal Contact Informat
[Step 3. Supplier Profile

{S‘tep 4, Service Categories

[Step 5. Client References

{S‘tep 6. Additional Required Documentation

|. Step 7. Pre-Submission Audit |

¥

P E(:)lﬂ;f 2:39 PM
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Step 1 —View ITQ

{= Enterprise Applications - SAP NetWeaver Portal - Windows Internet Explorer

akte.pa.us ||| | X

: @ shars

File  Edit F Ton
- - B Enabled -

2 - 7 FOX NEWS - v & - ean |

& | Get more Add-ons ~

:

B
# -

| History,

Enterprise Applications
k
ITQ Contract Number: 440

Effective Date: 08/15/11 Expiration Date:
Enrollment Opens: 08/15/11 Enrollment Closes:

ITQ Name: Training Services ITQ

To individually view and print each section of the ITQ, click on the appropriate link below:

Pari [ - Statement of Work
Pari II - Bid Requirements
Part ITI - Open Enrollment Process

77 start ®zm. - Feree. | Wweow. | fE]Mor..



Step 2- Proposal Contact Information (“Save” when complete)

(j Enterprise Applications - SAP NetWeaver Portal - Windows Internet Explorer g@@

v |7 state.pa.us v || (X

File  Edit avorites  Tools  Help

(= v Page -

Enterprise Applications | History, Back
[

Complete the below information for the designated contact person for this ITQ proposal.
All fields are required.

FirstName:]  LastName:]
Tide:] Address:|
Address:|] ciey:
State: |pa v Zip:|

(##### or FHEFFH-FHFH)

Email: Confirm Email:
Phone: FAX:

& Lacal intranet ‘i E

- [
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Step 3 — Supplier Profile. Press “save” when completed

'~ Enterprise Applications - SAP NetWeaver, Portal - Windows Internet Explorer E]@

skate.pa.us ||| | X
File Edit W¥iew Favorites Tools  Help
3 - i FOX NEWS -
wTab & | Free nail & | http te.pa.s,.. £

7 Enterprise Applications - SAF Me e Portal : 1 s v Page -

Enterprise Applications
[
L COMPANY INFORMATION

Company Name: Agency Guest Account

Website: |http:/iwww.dgs.state.pa.us

Company Description: (

A A TiA TiA

‘4 Start ®zm. - Feree. | Wweow. | fE]Mor..

P E(:)lﬂ;f 2:15 PM



Step 4 —Service Categories choose “Appropriate Category” then
“ADD” then SAVE

Note: Some ITQ’s may only have one service category

Z Enterprise Applications - SAP NetWeawver, Portal - Windows Internet Explorer g@

state.pa.us ||| [ R
File  Edit » Favorites  Tools  Help : 3
— ?g FOX NEWS - ~ E = Login |_I = ~ = Enabled -

ew Tab & | Free Hotmail & | hikp- n.pde.state.pa.us... & | Get more Add-ons ~

(= v Page -

Enterprise Applications | History,

- for ImQ 4400“608567_ >eleCteda »ervice Lategories:

[ Description

- Organizational Development

rence Planning
nnel - Data Collection/Ana
Ith
Criminal Ju
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Three References per category
e Company
e Contact
e Project Title
e Start and End Date
e Project Scope
e Project Relevancy
Three references per category



References will appear at bottom of screen as you enter

them. Click on “Finish” button.

File  Edit

pennsylvania Ta Welcome Ms

Vendor Administrator Bidder

Bidder

Enterprise Applications

[4]¥]
I Detailed Navigation

Welcome Bidder
Search/Submit a Bid
Enterprise Applications
Supplier Service Center

———— = :
:.' start ﬁ “ e r-ﬂz Microsa,.. = f—,-'31ntarne.‘. vr- PowerPoink

{Z Enterprise Applications - PA Supplier Portal - Windows Internet Explorer

. Kay Whitsel

| History,
You must read the Part II - Bid Requirements in the ITQ for all information related to Client
References prior to completing any information on Client References requested below.

Click Here for Blank Reference Form.

You can check the status of your references on the Pre-Submission Audit page by clicking Step 7.
"Pre-Submission Audit".

Number of Number of
References Required: References Added:
Health 3 3

Service Categories:

All fields except Company Address 2 are required.

Company Name Contact Name Project Title Category
IEM Mary Martin Health Health

kpmag Mary Martin ~ ggggggogogg Health
f Mary Martin dddddddddd Health

Note: Please verify that all data entered for every client reference is accurate and complete before clicking on the Finish
button below. This information will be locked down and cannot be modified or corrected after clicking on the Send to

References button that will appear in the next step.

r- Microsaft P,



Click on “Send to References” button.

i~ Enterprise Applications - PA Supplier Portal - Windows Internet Explorer Q@

File  Edit

pennsylvaniall] Welcome Ms. Kay Whitsel
Vendor Administrator WGy
Bidder

Enterprise Applications
[4]¥]
I Detailed Navigation
Welcome Bidder =
Search/Submit 2 Bid Client References
Enterprise Applications Caution: DO NOT use the Browser’s navigation buttons at any point in this application.

Supplier Service Center

SRM Cantract #: Contract Name: |Training Se ) Proposal ID: [1516

You must read the Part II - Bid Requirements in the ITQ for all information related to Client
References prior to completing any information on Client References requested below.

Click Here for Blank Reference Form.

You can check the status of your references on the Pre-Submission Audit page by clicking Step 7.
"Pre-Submission f2i=s.

Company Name L Project Title Category

Health Health
,,,,,,,,,,, Health

dddddddddd Health

| Send to References |

———— = :
+g Start ﬁ e ” r-ﬂz Microso,., = f—,-'31ntarne.‘. vr- PowerPoint r- Microsaft P,



Once you press send reference button, the screen will flip and it will
show that “references have been contacted”.

i~ Enterprise Applications - PA Supplier Portal - Windows Internet Explorer E]@

pennsylvaniall] Welcome Ms. Kay Whitsel
Vendor Administrator [T RS
Bidder
Enterprise Applications
[4]¥]
I Detailed Navigation
Welcome Bidder =
St e T Client References
Enterprise Applications Caution: DO NOT use the Browser’s navigation huttons at any point in this application.

Supplier Service Center

References have been contacted.

SRM Cantract #: Contract Name: |Training Sen ) Proposal ID: [1516

You must read the Part II - Bid Requirements in the ITQ for all information related to Client
References prior to completing any information on Client References requested below.

Click Here for Blank Reference Form.

You can check the status of your references on the Pre-Submission Audit page by clicking Step 7.
"Pre-Submission Audit".

Company Name Contact Name Project Title Category

Mary Martin Health Health

Mary Martin ~~ gogogggggog

Mary Martin dddddddddd

s start

'
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This is what your references will see in their email from you.

+ ¥ h n TML)

Developer

el €3, safe Lists - E > 3 %Fi”d
x A L s = Y 2 2 Related -

Forward || Delete Moveto Create Other Block 1o n Categorize Follow Mark as
Folder~ le Actions v || Sender Up~ Unread elect ~
Actions Junk E-mail p 5 e Find

Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.
From: kwhitsel @state.pa.us Mon 8/15/2011 10:15 AM

To: Whits

Subject: You have been selected as a reference,

MULTIPLE AWARD VENDOR. is attempting to qualify for the Commonwealth of Pennsylvania's Training Services ITQ Invitation to
contract, and you have been selected as a client reference.

Please complete the Client Reference Survey form at the following link: Client Reference Survey.

If vou have any questions about the survev, please contact:

KAY WHITSEL, COMM

T17-187-1675

If you have any technical questions related to the survey, please contact:

; start ﬁ “ e ﬂ 3 Microso,,, - r((,‘ 3 Interne... = r- PowerPaink FE Microsaft P, ..




Step 6— Attach additional required documentation per
Part Il Bid Requirements and press “Save”

r
fj Enterprise Applications - SAP NetWeaver Portal - Windows Internet Explorer g@@

Filz  Edit

£ | Get more Add-ons ~

Enterprise Applications | History,

4|l Required Documentation % [ Document Location: Bi

COSTARS

In this step your must upload the COSTARS Designation Form by following the detailed instructions specified in the
COSTARS Designation section of Part II - Bid Requirement for this ITQ Contract. Begin by clicking the COSTARS
Designation Template, fill-in all of the required fields and save the document, then locate and select the file from your
computer, next click on the UPLOAD button to add the file.

COSTARS Desipnation TEMPLATE Document Location:

Document Name

Current

‘.-___,-! Local intranet

F . I —
iy Start r_ Inbox -... ﬁEnterpr... |r— Microsa. ., _ s B ({J'.’! 12:09 PM




Step 7 — Submitting your proposal. Submit button will not appear until
all requirements and steps have been completed.

r
(j Enterprise Applications - SAP NetWeaver Portal - Windows Internet Explorer g@@

G y® |7 state.pa.us | |

. File Edk Wiew Favorites  Tools  Help G)'_:-har'Ee Browser  WebEx -
»

| memy v Page v Safety ~ Tools - ﬂ-

Help | Log off

Enterprise Applications
[

Contact:

Service Categories: Health

Service Categories and Counties:

Technicals:

COSTARS Designation Form: Current Costars Document |(Complete
Additipnal Required Documentation: No forms uploaded.

{ button, vou represent that (1) vou are submitting a formal bid‘proposal in response
to a proNrement 1ssuea oy the Commonwealth pursuant to the Procurement Code (62 Pa.C.S. Section 101 et

‘__-_-J Local intranet Yg v H100% E

la.' start (@ mbox-...  /TEnterpr.. | €] Microso... | (:)ﬂ_. Lk 12:07 PM




e Proposals will be evaluated beginning
the 15t of each month. Evaluation and
award time period can take up to 60
days from the time the evaluation begins
until the actual award of a contract.

e Notification of pre-qualification awards
will be made via email.




Supplier Services Section

Department of General Services
Bureau of Procurement
Commodity Specialist

(877) 435-7363, select option 2
RA-procinternet@pa.gov
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