Attachment 1
Instructions for Proposal Upload

To submit a response to this solicitation, please follow the following steps:

1. Go to the following link: http://www.procurement.virginia.edu/pagecontractopp .

2. You will be asked to enter a “Code” for this Contract Opportunity. The code for this
solicitation is “Executive2018”.

3. Click to Download the Contract Opportunity Agreement.

4. Complete the downloaded form. Be certain you have reviewed the entire document and

fulfilled all of the Conditions of Award.

**Note: Please complete the form/ document using Microsoft Word since other formats (i.e.,
Mac) will not format properly.

**Note: If you are not able to click on the URL links within the Contract Opportunity, you will

need to copy and paste the URL links into your internet browser.

Return to the above link.

Re-enter the above “Code”.

Click to Upload the Completed Opportunity.

You will be asked two questions prior to being given the opportunity to upload a

response;

> Have you registered as a Vendor with the University and selected a payment
method?

> Have you registered with eVA?

**Note: Both registrations must be completed prior to submitting a response.

9. After answering “Yes’ to both questions, complete the Vendor Information and File
Sections of the online form. Be sure to upload a “Completed File” (response) and include
any/ all “Additional Pricing Files”.

10. Click the ‘Submit’ button to complete the response process for this solicitation.

PN

Please don't hesitate to contact me with any questions.

Any questions regarding the award process must be specifically addressed (via e-mail - preferred) to
me at pur-rfp@eservices.virginia.edu. It is important that your firm provide all of the information
detailed in the online form. Please fill the forms out completely, according to the instructions
provided.

Responses are due no later than 3 P.M. E.D.T. on Thursday, May 31, 2018. Thank you for your time
and effort. The University looks forward to receiving your firm's response.

Sincerely,

ToShun Campbell
Contracts Administrator

= [ INIVERSITY
2 IVIRGINIA

Screen Shots of the Contract Opportunity Process for Vendors

Accessing a Solicitation:



http://www.procurement.virginia.edu/pagecontractopp

Wstat € B-BR:2EGHE

Contract Opportunity: Procurement Services - Windows Internet Explorer.

Ged) -
AT

tp: .

Ble Edt Yew Favortes Iook  Help

& -
Ko - B - @ - [eee - Gos- @ 08 3

42| x| |coogle ‘ D

e Sie |

UVaFeope

Home »> For Vendors >» Contracts >> Contract Opporturity

Contract Opportunity
EnterThe Code You Receved Here:| |

SITEMAP AND UPDATES

Done

@ 1ntsmet Hioow -

stat € s @ B@R @08 E
/= Contract Opportunity: Procurement Services - Windows Internet Explorer

Applicatio.. wactopp Ad... /2 Con

B Documentt - er

t . “4][ %] [gonale 2]
Bl Edt Uew Favorkes Took Hep & -
Fode My B ® v e Gk - @ ) E 3
LT,

PROCUREMENT SERVICES
BE UNIVERSITY/VIRGINIA

Home >> For Vendors »» Contracts >> Contract Opportunity

Contract Opportunity

EL AND MEALS

Enter The Code You Received Here: | TV-Vide02009

CHASING CARD

SUPPLIER DIVERSITY

AND UPDATES

SEARCHES

INTERS

3

Done

@ Irternet H100% v



stat (€ s 5@ P A o ; Oracls Applcato.. iz - [ @ box-

/= Contract Opportunity: Procurement Services - Windows Internet Explorer

G_\:;’ bd i t | [#2[ ] [coegt
Ble Edt View Favortes Took Help & -
ok M- B - - [eaoer Gk - @ 3 B 3
PN
fiilik PROCUREMENT SERVICES
=== UNIVERSITYs/VIRGINIA Thesie | UVa  Fespe
T Home >> For Vendors »> Contracts >> Contract Opportunity
NG AND PA X
Contract Opportunity
R VENDORS
TRAVEL AND MEALS L Click Here To Download Contract Opportunity 1
G cam
S L Click Here To Upload Completed Gpportunity 1 You must be registered with The University
. O and eVA.
Dons @ womer -

istan. £ € s

/' Contract Opportunity: Procurement Services - Windows Internet Explorer

v O bt £,
Go- o

9|4+ [x

Google

Ele Edt View Favories Tools Help

Fode My B ® v e Gk - @ ) E 3

ThisSie | UNa  Peope

PROCUREMENT SERVICES
BE UNIVERSITY/VIRGINIA

ABOUT US Home >> For Vendors »» Contracts >> Contract Opportunity

BUYING AND PAYING

Contract Opportunity

I Click Here To Download Contract Opportunity 1

[ file Downioad it be registered with The University

Do you want to open or save this file?

Name: mwsgu_TV-Vides2009, docs
Type: Microsaft Gffiee Word Document

Fiorm: . procurement wikginia.edu

SITEMAP Al

SEARCHES

INTERNAL APPLICAT

While files from the Intemet oan be useful. some fles oan potentially
harm pour computer | you do not tust the sourc, do ot open of
save this fle. What's the risk?

2 start downloading from site: hitg . | Ti-Vide02009.docx

@ teret

H100%



‘s Start CE &5 B 5 Applica.  Oracle Applca, Oracle Applica, /7 Contract Opp ... |/~ Contract Opp...

(- Contract Opportunity: Procurement Services - Windows Internet Explorer

- ttp: 3 v ||+ -
(<IS] 2] [ Bg
e Edt Vew Favortes Took  Help @ -

* &k G- 8-

Page + (J Took - @~ 3] & B

i Sie | UV

PROCUREMENT SERVICES
aliE UNIVERSITYy/VIRGINIA o Pk

uTUs Home »> For Vendors >» Contracts >> Contract Opporturity

ING AND P

Contract Opportunity

R VEN!

TRAVEL AND MEALS L Click Here To Download Contract Opportunity 1

0% of ...getdoc=mw9u_TV-Video2009. docx

ust be registered with The University

w9 _TY-4ideo2009. docx from ww procurement. virginia.edu

Savein: | (@ Desktop ¥ 2=

2Py Dacuments @18 My Computer
3 My Computer {5my Documents
MyRecent %My Network Places Elen Pay and Leave Info
Documents 52009 Lab Casework B]NOT YET REGISTERED AT LVA
[ = | |D)cardlina Green PO D00 Contracts
(4 [)Disaster CO Samples [Procurement Services
Desktop | |CONYCOM 3-15-09
(EQuick Quotes
LAY
[a2)Asbestos 2009

) Disaster 9-30-09

¥ |Emergency Response 9-30-09
(56 Drive MATOIY

trvoing spayment

My Documents

5o)Leake Scans
My Computer

File pome: Save
MyNetwork | Saveastype: | Miciosoft Difice Word Document v [Ccence

@ 1ntemet Hioow -

Tistan (€ 5@ s o [ £ Orae ; s 77 Contract Opp...

/' Contract Opportunity: Procurement Services - Windows Internet Explorer ()[R
@T@,. t » &[4[ %] [so0le |[2]]
Fle Edt Vew Favorkes Tools Help @ -

Fode My B ® v e Gk - @ ) E 3

i Sie

PROCUREMENT SERVICES
BE UNIVERSITY/VIRGINIA

ABOUT US Home >> For Vendors »» Contracts >> Contract Opportunity

BUYING AND PAYING

Contract Opportunity

L AND MEALS I Click Here To Download Contract Opportunity 1

ING CARD

pa— [ Dovnload complete L3k 15t be registered with The University

.~ Download Complete

S _TV-4ideo2009. docx from wew procurement. virginia.edu

SITEMAP A Donloaded: 142KBin 1 sec
Dowrloadto:  CiiDocL...\mwau_Tv-videa2009.doc
Transfer rate: 142KB/Sec

INTERNAL APPLICAT [Jiciose this diaiog Do when downioad compites

SEARCHES

@ wemer o0 v



mwdu_TV-Video2009 - Microsoft Word - =

® %

Ca
el ——
| Home | nsert  Pageloyout  References  Mailmgs  Review  View  Adddns  Acobat

e o - AR
53 Copy EnesNawRoran 2 AaBbCel AaBBC AaBbCcL |AaBbCel | AaBbCel daphee. NaBhCe AaBbCel 4aBbCel AaBhCer AaBbCel AaBhCe &, Replace
5 = e
P oot paimter | B L BT abe x x' Aar W A Emphasis  Headingl  Heading6 | THormal | Strong  Subtitle THe THOSpach. SbUsEM. lensef. Quote ntenseQ.. o Chang o
Clipboard & Font & Paragraph o Styles 5| Editing

9 L0 daLHPED
[

filii UNIVERSITY7 VIRGINIA

CONTRACT OPPORTUNITY
TV-Video2009

The University of Virginia
secks to establish pricing agreements
with multiple firms to meet
the University’s need for
Television and Video Production Services

RESPONSE DUE DATE
May 21, 2009: 3:00 p.m. EDT

Solicitation issned

Page:10f9 | Words: 2622 | 3 |

Uploading a Completed Contract Opportunity:

start & ®

/= Contract Opportu Procurement Se Windows Internet Explorer

Fle Edt View Favortes Took Help & -

Fode My B ® v e Gk - @ ) E 3

“2= PROCUREMENT SERVICES
BUIE UrNivERSITY, VIRGINIA

Home >> For Vendors »» Contracts >> Contract Opportunity

Contract Opportunity
I Click Here To Download Contract Opportunity 1
I Click Here To Upload Completed Opportunity 1 You must be registered with The University

and eVA.

@ wemer W v -



75 start CE & /5B > BR2ECEE

/= Contract Opportunity: Procurement Services - Windows Internet Explorer
-y

Ble Edt View Favortes Took Help

T ode - B - ol - [eage - ook - @ B & B

opp Ad... /2 Contract Opportu... | @ Inbox - . T Document1 - Micr

tp: .

42| x| |coogle ‘ D

Uva.

e Sie | Faspe

Home »> For Vendors >» Contracts >> Contract Opporturity

Contract Opportunity

Have You Registered as a Vendor with the University and selected one of our Electronic Payment Methods?

SITEMAP AND UPDATES

Done

@ 1ntsmet Hioow -

Tstan € @ BR:E0CE

/= Contract Opportunity: Procurement Services - Windows Internet Explorer

Applicatio.. wactopp Ad... /2 Con

B Documentt - er

B - ‘. < =
2] 1) (%] [sonale |2
Fle Edt View Fovortes Tooks Help

& -

- v [ pace - ChTooks - @ 07 £ B

ThisSie | UNa  Peope

PROCUREMENT SERVICES
BE UNIVERSITY/VIRGINIA

Home >> For Vendors »» Contracts >> Contract Opportunity

Contract Opportunity

EL AND MEALS Have You Registered with eVA?
CHASING CARD

SUPPLIER DIVERSITY

AND UPDATES

SEARCHES

INTERS

3

Done

@ Irternet H100% v



EO8E

jows Internet Explorer

& ¥ [x] [sooste

Ble Edt Yew Favortes Iook  Help

3

w o - - e - [rpeoe - G Took - @ B) B B
VN
PROCUREMENT SERVICES
ZE2E UNIVERSITYs/VIRGINIA Tesie | UVa ek
Home >> For Vendors »> Contracts >> Contract Opportunity
s Ao .
Contract Opportunity
Forven
TRAVEL AN MEALS
~ Vendor
uuAVendor®d | lifknown
P —
Contacthame | | ComactPhone L |wss
-
Email Address | | Fax [  p——
Company [ Catalog ‘ ‘
Website Website
— Files
Completedfile [ |(Bowse. ]
Additional Pricing File| |[Browse.. ] (ifRequired)
— Payment Method and Terms
Contract Vendors must select one of Our Electronic Payment Methods: ePayables (ghost credit
card) or Paymode (direct deposit) when they register as a vendor.
This information will be verified before awarding any contract.
Dore

Clicking the ‘Submit’ button completes the response process for a Contract Opportunity.

@ 1ntemet

*100%



