WBS(M 1 Work Instruction
J Create Domestic Bid Response (Offer)

24. Perform one of the following:

If Then

The user needs to enter commodity pricing for Go to step 25.
a domestic bid response (offer) in Excel

The user needs to enter commodity pricing for Go to step 45.
a domestic bid response directly into the RFx
screen

25. Click E¥POM (the Export button) to export the line items to an Excel spreadsheet.

Image: Create RFx Response Screen

& Creste Bid - WBSCM Portal - Internet Explorer - O X
' @ hitps://whscmintdsl.wbsem.usda.gov/in/portalPNavigationTarget= navurl 3%3A%2F%2F dTaed7c084a 1 de20c 5465416333 3ecdBiPreviavTarget= navurl %3 A %2F32F T 1bf 1 777624e26d7 i (]
] Options

- Create RFx Response

Submit | Check Save (2 ]
(D) Bid must have at least one item that is respondedto. ~
Please click 'Check’ to validate the Offer v
RFx Response Mumber 3000048611 RFx Number 2000004301 Opening Date  12/31/2017 12:00:00 CST RFx Response Version Number Active Version
RFx Version Number 1 !
=
/ RFx Information 1 . ﬁi }' Notes and Attachments }/ Conditions }/ Tracking | N
——— N
~
Subline | Copy Paste Delete | Calculate Value Filter Expand All
Description Lot Item Type Product ID Unit Price Currency Price Per Delivery Date Total Value RFx/Response @ RFx / Response @ Internal Ite
PASTA M... [ | Outline 0.00.. USDN 0.0000 0/0 0/0 10
PASTAM.. [] Outine 0.00... USDN 0.0000 0/0 o0 20
1B CINCINN...  [] Outline 0.00... USDN 0.0000 0/0 oo 30
001.01F] PASTAM... Material 100428 LE  0.0000 USDN 1| On 01/31/2015 0.0000 0/ 0 oo 40
001.02[E] PASTAM... Matenial 100428 LE 00000 USDN 1 On 01/31/2018 0.0000 0/0 oo 50
2E OFFSHO... [] Outiine 0.00... USDN 0.0000 0/0 oo 60
002.01F] PASTAM... Material 100428 LE  0.0000 USDN 1| On 01/31/2015 0.0000 0/ 0 oo 70
002.02[E] PASTAM... Matenial 100428 LE 00000 USDN 1 On 01/31/2018 0.0000 0/0 oo a0
002.03E] PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2013 0.0000 0/0 oo 90
002.045] PASTAM... Material 100428 LE  0.0000 USDN 1| On 01/31/2015 0.0000 0/ 0 oo 100
IE AUSTINTX  [] Outline 0.00... USDN 0.0000 0/0 oo 110
003.01FE] PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2018 0.0000 0/0 0/ 0 120 v
< Do you want to open or save RFx Response.xds from wbscmintdsl.wbscm.usda.gov? Open Save | T Cancel X >
T
‘ = Constraints ‘ N

26. Click |~ (the Down arrow on the Save button).
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Image: Create RFx Response Screen

& Creste Bid - WBSCM Portal - Internet Explorer - [m} X
‘ @ hitps://whscmintdsl.wbscm.usda.gov/in/portal?NavigationTarget= navurl 363A%2F%2F dTaed7c084a1 de20c 5465416333 3ecdBePreviav Target=navurl 363 A %2F32F T1bF1777624e26d7 (I:!"
] Options ~

Creale RFx Response

Submit | Check Save |Export Import @
0 Bid must have at least one item that is respondedto. ~
Please click 'Check’ fo validate the Offer v
RFx Response Mumber 3000048611 RFx Humber 2000004201 Opening Date  12/31/2017 12:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1 !
=
A W Notes and Attachments | Conditions | Tracking | =
W
N
Subline | Copy Paste Delete | Calculate Value Filter Expand All
Description Lot Iltem Type Preduct ID Unit Price Currency Price Per Delivery Date  Total Value RFx/Response @ RFx / Response @ Internal Ite
PASTA M. [ | Outline 0.00.. USDN 0.0000 0/0 /0 10
PASTAM... [] Outine 0.00... USDN 0.0000 0/ 0 oo 20
CINCINN... [] Outline 0.00... USDN 0.0000 0/ 0 oo 30
D0101[F] PASTAM. .. Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 40
001.02[F PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2013 0.0000 0/0 oo 50
2B OFFSHO... [] Outline 0.00... USDN 0.0000 0/ 0 oo &0
002 01F PASTAM. Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 70
002025 PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2013 0.0000 0/0 oo &0
002.03FE] PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2018 0.0000 0/ 0 oo a0
002 04[] PASTAM Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 100
3R AUSTINTX [] Outline 0.00... USDN 0.0000 0/ 0 Save
003.01E] PASTAM... Material 100428 LE  0.0000 USDN 1 On 01/31/2018 0.0000 0/0 Tvzeg w7
< Do you want to open or save RFx Response.xds from wbscmintdsLwbscm.usda.gov? Open Save and open
I

[ Corsans | | B

27. Click Saveas (the Save as option).

(Note) First, save the file, then open it to view the bid invitation in a worksheet format. Do not
open the Excel file first or attempt to "Save as" while in Excel. The file format will not be correct.
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Image: Save As Pop-Up

& Save As X
‘ « v * » ThisPC » Downloads v O Search Downloads »p
Organize « MNew folder f=z - 0

MName Date mod‘i}ied Type Size
v 3k Quick access

[ Desktop - No iterns match your search,
{ Downloads b4

~ [ This PC
> [ Desktop
> Documents
> { Downloads
> J'i Music
» [&] Pictures
> [@ Videos

» iiS Windows (C:)

> |_j Network
File name: | RFx Responsexls 9
Save as type: | Microsoft Excel 97-2003 Worksheet (*.xls) ~

A Hide Folders Cancel

28. Select the location/folder in which to save the RFx items spreadsheet on a computer or hard

e * Downloads

drive. In this exampl (the Downloads folder) is selected.
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J Create Domestic Bid Response (Offer)

Image: Save As Pop-Up

[ & Save As

= < 4 & > ThisPC » Downloads v ® | Search Downloads r
Organize = New folder Bz ) I

Mame Date mod‘i’fied Type Size
~ g Quick access

[ Desktop #+ Mo iterns match your search,
{ Downloads o

~ [ This PC
> [ Desktop
> E] Documents
> { Downloads
> J’l Music
» [&] Pictures
> [@ Videos

» RS Windows (C:)

> ¥ Network

File name: | RFxResponsexls

Save as type: | Microsoft Excel 97-2003 Worksheet (*.xls)

~ Hide Folders Cancel

29. As required, complete/review the following fields:

Field R/O/C Description
File name: R The name the file is to be saved as.
Example:

RFx 200007298.xls

(Note) It is very important that the Save as type field is NOT changed. The file must be saved as
the default type "Microsoft Excel 97-2003 Worksheet".

30.  click L2 | (the Save button).
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Image: Create RFx Response Screen

Create Bid - WBSCM Portal - Internet Explorer - [m} X

e
': @ hitps://whscmintdsl.wbscm.usda.gov/in/portal?NavigationTarget= navurl 363A%2F%2F d Taed7c084a1 de20c 5465416333 3ecdB&ePreviav Target=navurl 3%:3A%2F%2F T1bF1777624e36d7 @

Options ~
- Create RFx Response
Submit | Check Save Exporf Import (2 7
0 Bid must have at least one item that is respondedto. ~
Please click 'Check’ to validate the Offer L
RFx Response Mumber 3000048611 RFx Humber 2000004201 Opening Date  12/31/2017 12:00:00 C5T RFx Response Version Number Active Version
RFx Version Number 1 !
=
/ RFx Information A Notes and Attachments }/ Conditions I/ Tracking | =
Nl
N
Subline | Copy Paste Delete | Calculate Value Filter Expand All
Description Lot Iltem Type Product ID Unit Price Currency Price Per Delivery Date  Total Value RFx/Response @ RFx / Response @ Internal Ite
PASTA M. [ | Outline 0.00. USDN 0.0000 0/0 0/0 10
PASTAM... [ Outine 0.00... USDN 0.0000 070 0o 20
1B CINCINN... [] Outline 0.00... USDN 0.0000 0/ 0 oo 30
00101 PASTAM Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 40
001.02E PASTAM... Material 100428 LE  0.0000 USDN 1 On01/31/2018 0.0000 0/0 oo 50
2E OFFSHO... [] Outline 0.00... USDN 0.0000 0/ 0 oo &0
002 01F PASTAM. . Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 70
002.02E PASTAM... Material 100428 LE  0.0000 USDN 1, On 013172018 0.0000 0/0 oo a0
002.03FE] PASTAM... Material 100428 LE  0.0000 USDN 1, On 01/31/2018 0.00000 /0 oo a0
002 04[F] PASTAM Material 100428 LB  0.0000 USDN 1| On 01/31/2018 0.0000 0/0 oo 100
3E AUSTINTX [ Outine 0.00... USDN 0.0000 /0 o0 110
003.01F] PASTAM..  Mateial 100425 LB 0.0000 USDN 1 Onous12018 | 00000 /0 _oro v
< The RFx 200007298 xls download has completed. i_Open I' | ‘ Open folder || View downloads X >
T
‘ =) Constraints ‘ i
| Open |v| o .
31. Click -————— 11 (the Open button) to open the RFx Items list in Excel or navigate to the

folder where the file was saved and open the file from that location.

(Note) If a message appears indicating that the file format and extension of the downloaded file
don't match, select Yes to continue.
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32.

33.

RFx 200007298 xls xisx - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do

&D f_x_\ p— = B = General * E§| Conditional Formatting = iE"-“ Insert = | 2 - ?1 - O
Ey - $ - % » [/Formatas Table~ ExDelete + [H]r P~
Pole o (BT U~ =Ex= H- w8 98 [E7 Cell Styles~ [ Format~ | & - e Meerhy
- ! § - ¥ ThisFile ~
Clipboard 1 Fort 7 Alignment % Number 1 Styles Cells Editing WebEx A
Ho-c -
T6 v f || o v
A | B | ¢ 5 | B | F 6 | H | v | 31 | k¥ | L | M N | o | [+
1 |Bid Invitatinternal It Line NumlProduct Ci Product G Product IC Product di Ship-to ID Ship-to de City zipcode State Correlatio Delivery L Quantity U
2 | 2E+09 40 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5003642 ADVANCE CINCINNA45246-111 OH 20180116 40800 LB
3 | 2E+09 50 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5003642 ADVANCE CINCINNA45246-111 OH 20180116 40800 LB
4 2EH09 70 0001.01.0C 504010 PASTA, M. 100428 PASTA M 5004581 Offshore {OFFSHORIE 90058 PR 20180116 40800 LB
) 2E+09 80 0001.01.0C 504010 PASTA, M. 100428 PASTA M# 5004581 Offshore {OFFSHORI 90058 PR 20180116 40800 LB
) 2EH09 90 0001.01.0C 504010 PASTA, M. 100428 PASTA M2 5004581 Offshore { OFFSHORIE 90058 PR 20180116 40800 LB
7| 2E+09 100 0001.01.0C 504010 PASTA, M. 100428 PASTA M# 5004581 Offshore { OFFSHORIE 90058 PR 20180116 1300 LB
8 2EH09 120 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
20 2E+09 130 0001.01.0C 504010 PASTA, M. 100428 PASTAMA 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB -
10 2EH09 140 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
11 2E+09 150 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
12, 2EH09 160 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
13 2E+09 170 0001.01.0C 504010 PASTA, M. 100428 PASTAM# 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
14 2EH09 180 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
15| 2E+09 190 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
16 2EH09 200 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
17 2E+09 210 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5001331 CAPITALAAUSTIN  78745-730 TX 20180116 40800 LB
18 2EH09 230 0001.01.0C 504010 PASTA, M. 100428 PASTAMZ 5000611 DEPT OF NSAN ANTC 78293 TX 20180116 24 LB
19 2E+09 270 0002.01.0C 507010 RICE, GRA 100496 RICEUS#1 5003642 ADVANCE CINCINNA45246-111 OH 20180101 42000 LB
20 2EH09 280 0002.01.0C 507010 RICE, GRA 100496 RICEUS#1 5003642 ADVANCE CINCINNA45246-111 OH 20180101 42000 LB
21 2E+09 290 0002.01.0C 507010 RICE, GRA 100496 RICEUS#1 5003642 ADVANCE CINCINNA45246-111 OH 20180101 42000 LB
22, 2EH09 300 0002.01.0C 507010 RICE, GRA 100496 RICEUS#1 5003642 ADVANCE CINCINNA45246-111 OH 20180101 42000 LB
23] 2EH09) 320/0002.01.0 507010 RICE, GRA 100436 RICE US#1 5004581 Offshore { OFFSHORI 90058 PR 20180101 42000 LB ~
RFx 200007298.x1s ] 4] i 3
Ready = e i + 100%

The RFx Item list displays in Excel in which to enter prices for desired line items. DO NOT
change, delete, or move any of the column headings; if the column headings have been
changed, an error will be generated when importing the data back to WBSCM.

In this example, pricing will be entered for items below:

Row 2: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

Row 3: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

Row 4: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

Row 5: PASTA MACARONI PLAIN ELBOW PKG-24/1 LB

i

(Note) Row 4 and 5 are offshore location items which prices can be entered directly on the
Excel spreadsheet. For offshore line item, see below examples to enter the pricing:

e Load Port Price (e.g., enter pricing for U.S. port location in Jacksonville, FL)

e Price (e.g., enter pricing to final destination at an offshore location in Hawaii)

e Load Port Price and Price (e.g., enter pricing for U.S. port location at Jacksonville, FL
and offshore location in Hawaii)

Click *! (the Right arrow) in the horizontal scrollbar to see the Load Port Price and Price
columns.

Thursday, September 27, 2018

© WBSCM Training - Proprietary Page 26 of 67



WBS(M i Work Instruction _ _
J Create Domestic Bid Response (Offer)

Rbx 200007298.xls xisx - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do

3% Calibri i cla A== 8- = General * E@Conditiomal Formatting = E‘“Inser& - - %1’- O
Ey - $ - % » [/Formatas Table~ ExDelete + [H]r P~
Paste BT U s e . van L Share  WebEx
o 3.0 ¢ Cell Styles [E Format 4 ThicGle =~
Clipboard 1 Fort 7 Alignment % Number 1 Styles Cells Editing WebEx A
H - =
u2 T Je o v
J | k| L | m | N | © | " | a | R | T U v oW [«
1 |City zipcode State Correlatio Delivery CQuantity UOM Substituti Offshore Indicator Load Port Load Port Price Price Currency PerUnif| |
2 JCINCINMNA45246-111 OH 20180116 40800 LB 0 O.USDN
3 |CINCINNA45246-111 OH 20180116 40800 LB a 0 USDN
4 |OFFSHORI 90058 PR 20180116 40800 LB Yes C-JACK 1] 0 USDN
5 |OFFSHORI 90058 PR 20180116 40800 LB Yes O-JACK 1) 0 USDN
6 |OFFSHORI 90058 PR 20180116 40800 LB Yes C-JACK o 0 USDN
7 |OFFSHORI 90058 PR 20180116 1300 LB Yes O-JACK a 0 USDN
8 |AUSTIN  78745-730 TX 20180116 40800 LB 1] 0 USDN
9 |AUSTIN  78745-730 TX 20180116 40800 LB 1) 0 USDN
10 |AUSTIN  78745-730TX 20180116 40800 LB 1) 0 USDN
11 [AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN
12 |AUSTIN  78745-730TX 20180116 40800 LB o 0 USDN
13 |AUSTIN  78745-730TX 20180116 40800 LB 1) 0 USDN
14 |AUSTIN  78745-730TX 20180116 40800 LB o 0 USDN
15 |AUSTIN  78745-730TX 20180116 40800 LB a 0 USDN
16 |AUSTIN  78745-730TX 20180116 40800 LB 1] 0 USDN
17 |AUSTIN  78745-730TX 20180116 40800 LB 1) 0 USDN
18 | SAN ANTC 73293 TX 20180116 24 LB o 0 USDN
19 |CINCINNA45246-111 OH 20180101 42000 LB a 0 USDN
20 |CINCINNA45246-111 OH 20180101 42000 LB 1] 0 USDN
21 |CINCINNA45246-111 OH 20180101 42000 LB 1) 0 USDN
22 |CINCINNA45246-111 OH 20180101 42000 LB o 0 USDN
23 |OFFSHORI 90058 PR 20180101 42000 LB Yes O-JACK 0 0 USDN -
RFx 200007298.x1s @ < 1 0]
Ready B |- - + 100%
34. As required, complete/review the following fields:
Field R/O/IC Description
Price (@] The price the vendor is willing to offer for the given

product. The price is for one unit of the product.

Example:
0.43

@ (Note) The price is the delivered price
per unit of measure to the final
destination.

Load Port Price O The delivered price per unit of measure to a U.S.
port location.

Example:
0.43

(Note) For offshore pricing, the Offshore Indicator (column R) is set to Yes and the Load Port

ﬁ (column S) is populated with the U.S. port location. The Load Port Price (column T) is the
delivered price per unit of measure to U.S. port location. The Price (column U) is the delivered
price per unit of measure to final destination.

Thursday, September 27, 2018 © WBSCM Training - Proprietary Page 27 of 67



Work Instruction
Create Domestic Bid Response (Offer)

WBSCM

hsu—

(Note) Complete the Price and Load Port Price for each row as appropriate.

Image: Microsoft Excel RFx 200007298.xIs Screen

RFxt 200007298.xls.xlsx - Bxcel

Insert Page Layout Formulas Review View ‘-;' Tell me what you want to do

X% Calibri General - Conditional Formatting = E" Insert = z - %'l' - O
EERS $ - % »  [Formatas Table~ E*Delete - [#]- P~
Paste - B I U- A i . e . 25 Shar.e WebEx
60 3.0 ;# Cell Styles [Ed Format L This File =

Clipboard Font ] Alignment [} Mumber T Styles Cells Editing WebEx ”~

H®-c -

uz2 v & | o v

J | x | ¢ | M | N | o | & | a | R | 5 | T u v o w

1 [City zipcode State Correlatio Delivery C Quantity UOM Substituti Offshore Indicator Load Port Load Port Price Price Currency Per Unii|

2 |CINCINNA45246-111 OH 20180116 40800 LB Ol 0.43 _IUSDN

3 |CINCINMNA45246-111 OH 20180116 40800 LB a 0.43 USDN

4 |OFFSHORE 90058 PR 20180116 40800 LB Yes O-JACK 0.4 0.43 USDN

5 |OFFSHOR! 90058 PR 20180116 40800 LB Yes O-JACK 04 0.43 USDN

& |OFFSHOR! 90058 PR 20180116 40800 LB Yes O-JACK 0 0 USDN

7 |OFFSHOR! 90058 PR 20180116 1800 LB Yes O-JACK o 0 USDN

8 |AUSTIN  78745-730 TX 20180116 40800 LB 0 0 USDN

9 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

10 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

11 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

12 |AUSTIN  78745-730 TX 20180116 40800 LB 0 0 USDN

13 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

14 |AUSTIN  78745-730 TX 20180116 40800 LB ] 0 USDN

15 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

16 |AUSTIN  78745-730 TX 20180116 40800 LB 0 0 USDN

17 |AUSTIN  78745-730 TX 20180116 40800 LB o 0 USDN

18 |SAN ANTC 78293 TX 20180116 24 LB ] 0 USDN

19 |CINCINNA 45246-111 OH 20180101 42000 LB o 0 USDN

20 |CINCINNA45246-111 OH 20180101 42000 LB 0 0 USDN

21 |CINCINNA 45246-111 OH 20180101 42000 LB o 0 USDN

22 |CINCINNA45246-111 OH 20180101 42000 LB 0 0 USDN
_23 |OFFSHORI 90058 PR 20180101 42000 LB Yes O-JACK a 0 USDN -

RFx 200007298.x1s ® [4] [ 1 [+

ey = = 1 +  100%

35. Click H (the Save button).

36. Click n (the Close button) to close the Excel file.
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