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Bonfire Pricing Sheet and BidTables

Overview & Highlights

Things to consider when using a BidTable or Pricing Sheet:

A project can have either a Pricing Sheet OR BidTable(s), not both

A BidTable cannot be edited once there are submissions against it

If there are already vendor submissions associated with a Pricing Sheet, the project owner
will not be able to delete vendor columns that have already been setup

Quick Resources

Bonfire Resources/Articles:

For help with specific BidTable or Pricing Sheet features and processes, check out these Bonfire Support articles:

e Pricing Sheet

o C ) BidTabl

e How do Vendors fill out a BidTable (Excel

e How do Vendors fill BidTable (In Browser
[ ]

Evaluating a Project with a BidTable
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https://support.gobonfire.com/hc/en-us/articles/360049843074-Pricing-Sheets-in-Bonfire
https://support.gobonfire.com/hc/en-us/articles/216785338
https://vendorsupport.gobonfire.com/hc/en-us/articles/6832935381911-How-do-I-fill-out-a-BidTable-template-
https://vendorsupport.gobonfire.com/hc/en-us/articles/6833008176535-How-do-I-fill-out-a-New-In-Line-BidTable-
https://support.gobonfire.com/hc/en-us/articles/218565948-How-to-Evaluate-a-Project-with-a-BidTable
http://www.gobonfire.com/training

Pricing Sheet and BidTables Checklist

Pricing Sheet Setup

Setup - Define Your Project Draft Page

[ Check off “Pricing Sheet” during Project Creation, or use the Actions drop-down on the Project Details
page — Edit Project to add one to an existing project.

Additional Details Expand all

Add in additional information. You can edit, define, and review these
prior to going live.

Dates +

Submission Types +

Configurations —’ =

[J Multi-Category Decision () Intent to Bid

Ranking Analysis () Pricing Sheet

Contact Information +

Pricing Sheet Access

L You can access the Pricing Sheet from the Requested Information section. This is where you can add
your line items and additional Buyer or Vendor columns as required.

i Details & Requested Information (4) | @ Pricing Sheell @ o (0) #, Auctions (0)

@ Files

@ Pricing Sheet Give Feedback

(]

Messages
Collect pricing information from Vendors for the requested line items associated with this project

Untitled Pricing Sheet [ + Buyer Column ] { + Vendor Column Settings m

@ Evaluation Groups

2+ People
item Name (Aa) Quantity Required (%) Unit Price ($) Total Cost (7]

&a Requested Information

#o B Vendor Response Unit P. x  Quantity Requ...
Criteria

o2 |0 Vendor Response Unit P. x Quantity Requ...
B Vendor Invites

#o3 ] Vendor Response Unit P. x  Quantity Requ
[E Submissions

o4 0] Vendor Response Unit P... x Quaniity Requ..

i s B Viendor Response Unit P__. x Quantity Requ
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Request the Pricing Sheet from Vendors

d Map the Pricing Sheet to Requested Information.

Manage Requested Information Save || Hide
Title Type Option Required Sealed Visible To Evaluation Group
. " M ~
Office Furniture BidTable N/A L 1 2 ]
Add: Group Requested Document Requested Questionnaire - Requested BidTable - Requested Data

BidTable Setup

Setup - Project Creation Wizard

O If you have BidTables enabled on your portal, every project will include a BidTable tab within Requested
Information by default. This is where you can view, edit and add BidTables to your project.

i Details & Requested Information (0) ES BidTables (0) © Questionnaires (0) 4, Auctions (0)
@& Files
= Messages

@ Evaluation Groups

Ret. # *  BidTable # Nems Requested From Vendors Actions
+ People

No data available in table
& Requested Information |

BidTable Creation

[ Once you create a BidTable, you can edit the name, add a custom description and instructions, and set up
additional columns as needed.

Edit BidTable

BidTable Name * Item Column Header Name

Office Furniture

Description

We are looking to remaodel the interior of a 20,000 f2 office.

Allow Additional Respanses? * Allow No Bids? * Total Formula
(@) ® )
@® ves O No ® ves O o Total Cost .
BidTable Currency
Canada Dollar =

Save Cancel
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L You can add each line item manually, or utilize Bonfire's Bulk Import functionality to speed up the process

for bids with multiple line items.

Add Column

Add Basket

Add Item

Bulk Import &

Purchaser Columns

Quantity Required
ra

Vendor Columns

Unit Price

7@

Calculated Columns

$ Total Cost
Z 8

Requesting the BidTable from Vendors

0 Map the BidTable to Requested information to ensure that vendors upload a completed template as part
of their submission. Be sure to make the BidTable visible to the relevant Evaluation Group and set up any

Criteria as needed.

Manage Requested Information

54 Title Type

Office Furniture Bid For BidTable

Add: | Group Requested Document

Option

N/A

Requested Questionnaire -

Required

Requested BidTable -

Hide

Sealed Visible To Evaluation Group

M
% 1

Requested Data

Preview the BidTable (Vendor Response Template)

d If you set up your project with the Classic Submission Type, you can preview the BidTable Response
Template once it is mapped to Requested Information. This is great practice to ensure that your BidTable
is set up correctly before the project opens. You can download the template by going to the BidTables tab
within Requested Information and clicking on the Actions drop-down and selecting “Download Vendor

Template.”

1 Details & Requested Information (1)

Files
B8 BidTables

Messages

(]

@ Evaluation Groups

Ref. #
:2: People

BT-69XY

D

Requested Information

a

Criteria

BB BidTables (1) @ Questionnaires (2)

4 BidTable

Otfice Fumniture Bid Form

+#, Auctions (0)

# ltems Requested From Vendors

Actions

14 [ ves |

Edit

Download Vendor Template

Powersd by &% Bonfire
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Vendor Submission Options

Excel Submission Type

[ Vendors will be asked to download a template, fill it out in Microsoft Excel and upload it into Bonfire as a
Requested Information file. This type is great for BidTables or Pricing Sheets with more than 20 items.

Browser Submission Type

[ Vendors will be asked to fill in an online pricing table. This type is great for BidTables or Pricing Sheets
with less than 20 items.

Vendor's Perspective

Excel Submission Type

[ Vendors can download the template under the Requested Information section on the project’s opportunity
page, fill it out and save it so that it can be uploaded into Bonfire alongside their other submission
documents.

Y Office Furniture Bid Form (BT-35KR)

& | Upload File...
LIS BidTable # Files: 1

Browser Submission Type

[ Vendors will need to click the “Prepare Your Submission” button from the opportunity page before having
access to the pricing table. They will need to fill out the pricing table on the same page as they upload
their other submission documents. This means that vendors should not wait until the last minute to start
their submission.

= Item = # = Item Code = u/m = Quantity Req

Chairs/Seating

Bid No Bid + Exec Armchair A #1-1 4111108 EACH 26

Bid No Bid it Exec Armchair B #1-2 4111109 EACH 28

Bid No Bid + Typist Chair #1-3 4111118 EACH 10

Bid No Bid o Plastic Chair #1-4 4111125 EACH 24
Cabinets

Bid No Bid + 2 drawer Filing Cabi ~ #2-1 4111158 EACH 37

Bid No Bid & Steel Folding Door ¢~ #2-2 4111174 EACH 25

Bid No Bid + Personal Locker - 2 #2-3 4111273 EACH 3

Bid No Bid : 5 Key Cabinet - 60 Ke ~ #2-4 4111280 EACH 6
Desks

Bid No Bid . Desk 1.2M w/pedes  #3-1 4111301 EACH 21

Bid No Bid + Desk 1.6M w/pedes ~ #3-2 4111302 EACH 3

Rid N Rid | Nagk 1 AM winadpe  #3-3 4111an3 FACH 25
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Evaluator’'s Perspective

Order List

L Once the Evaluation Group is released by the Project owner, the Reviewer can access the Order List from
the Submission section and select View Bid Tabulation, or clicking on any vendor’s Scorecard and
selecting “Score Order List.” Please note that Reviewers may have to sign an NDA first if the feature is

enabled for the organization.

Scorecard

Construction A

oeMo Katelyn Shantz

Criteria Points Score Comments

B Office Furniture Bid Form

Hide

Order List: Katelyn Shantz

Status:
0%

Score Order List Cancel

Click below to open the Order List work surface.
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BidTables and Pricing Sheet

Frequently Asked
Questions

Pricing Sheet

Is there a cost to the Pricing Sheet feature?
The Pricing Sheet feature is included in your package at no cost and the feature should be enabled for your portal

and ready to be used.

Can you create a Pricing Sheet when creating a project from a Project Template/Draft?
Yes, you're able to add a Pricing Sheet to your Project Template or Draft, either at the time of project creation or

via the Actions drop-down — Edit Project functionality to add a Pricing Sheet to an existing project.

Is the Quantity Required column in the Pricing Sheet numeric only? Is there a way to input a range
rather than a specific value?
The Quantity Required column is numeric only. However, if you want to capture that data you could create a new

vendor column to collect the information from your vendors.

Can you edit or remove the default columns in a Pricing Sheet?
The default Pricing Sheet columns cannot be edited or deleted. These columns are Item Name, Quantity Required,

Unit Price and Total Cost.

Can you set up multiple baskets?
The Pricing Sheet feature does not include baskets. If you are running a project with many line items from
different categories, you might prefer to use the BidTable feature so you can organize your line items into multiple

baskets as needed.
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BidTable

Is it possible to set up Baskets as optional?
There is currently no option to “Allow No Bids” for one Basket and not for another. You may want to set up a

secondary BidTable if this is something that you require.

Can you add a BidTable to a project or template that has already been created?
Yes, you can still add a BidTable to your project or template after you initially create it. However, you can only have

a Pricing Sheet OR Bidtables within a single project, not both.

Can you set up fields for vendors to offer discounts for things like early payments?

You could capture this information by setting up new vendor columns and linking it to an additional calculated
column or in some cases you could utilize a vendor value column. If you would like to set up these kinds of
columns, feel free to reach out to your Bonfire contact for further support or view our support articles listed

above.

Evaluation

Can Bonfire automatically score a bid based on the lowest price?

If you want to set up auto scoring, you could set up a Requested Information data field that asks vendors to input
their total/all-in price. After setting that up, you could create a Pricing Criteria Type and link it to the corresponding
Requested Data Field. Bonfire would automatically score, relative to the values inputted by all vendors and the
lowest total would receive full points. Please keep in mind that BidTables and Pricing Sheets are not assigned a

score, but you can certainly set up any additional Criteria for price as needed.

How can | view the Order List?

If you are assigned as a Reviewer to the relevant Evaluation Group that the BidTable or Pricing Sheet is mapped to,
you will have the option to “Score Order List” from any vendor’s scorecard. Clicking this button will redirect you to
the Order List and you will be able to make your selections. If you are the Project Owner but not a Reviewer, you can

view your Reviewer’s Order List’s and selections from the Scoring section under the BidTable Summary tab.
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