How to Find and Respond to the RFx in
PASSPort



Find and Respond to the
CSB/RFP in PASSPort




Don't have access to PASSPort?

Work with your Vendor Admin to add you to your organization's account.

Login into PASSPort!

Find the guides on Vendor Account Creation at nyc.gov/passport under "Learning to Use PASSPort" section

m
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Where to Find Published RFx?
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PASSPort Login ’

Se—— ’
PASSPort Public -"“~----- ”
m—— Procurement and Sourcing Solutions Portal

PASSPort, the City of New York's end-to-end digital procurement platform, maﬁgges every stage?f.‘ ‘~~-__
n u n E Share the procurement process from vendor sourcing — who we purchase goods &nd services from —__---___-- s ke
(that's you — the vendor) to releasing and responding to solicitations (rsferred to as “RFx” in the ‘-—-__-- )
s print system), and contract award, development, registration and managément = B Ems:: e ST ir‘:j’-;,\l‘\r;m OO

quired to do busines:

Payee Information Portal (PIP) ure forms which are with the City.

NYC Certified Businesses If you need a: visit the MOCS Help page.

(formerly MAWBE Online Directory)

Register NYC.ID

Thank you for

tnering with us to deli

go0ds and sen

Procurement Navigator NYC Mar

s Office of Contract Services

Prequalified Lists (PQL)

The first step to getting started in PASSPBJU,S to create your NYC ID account Click on “Register
NYC.ID” to begin the process and nhgﬁ out the Getting Started: Doing Business with NYC for
more detailed instructions on creajjffy your PASSPort account
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PASSPort Public

HHS Accelerator

Procurement Navigator
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Find the RFx on the Procurement Navigator

PASS Port

Prequalified Lists
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Login to PASSPort

PASS Port

Mayor’s Office
of Contract Services

B pASS

RELATED LINKS

Small Busiriss
Services

il

Public

HHS Accelorator

The City Record Online (CROL)

Payee Information Portal (PIP)

NYC Certified Businesses
(formerly M/WBE Online Directory)

Procurement Navigator

Prequalified Lists (PQL)

PAS5Port Public

HHS Accelerator

Procurement and Sourcing Solutions Portal

PASSPort makes it easier to complete procurement tasks and will improve your experience of
competing for contracts. Manage your online profile by keeping information updated and filing critica
disclosure forms which are required to do business with the City.
If you need assistance, please visit the MOCS Help page.

¥

Thank you for partnering with us to deliver vital goods and services to New Yorkers.

NYC Mayor's Office of Contract Services



Find the RFx (Bid) in PASSPort

P
PAss POfr Profile Ta-.—k-.ﬁ Contracts Ovdering Catalogs  Financials Heporting Performance Suppert
Browss My RFx Respenses
<D fr Homepage

Browse Fublic RFx

Browse Prequalified Lists

Browse Res Time Being v On the PASSPort Homepage

ANNOUNCEMENT ﬂ EXTERNAL QUICK LINKS OPEN WORKFLOW TASKS you WiII find the “RFX” tab at the
T P AR e .'la. E :_'". E $ @ ._ top. Click on "Browse Public

Portal (PASSPosrt)

¥ Coy Record Online

RFx" to find the RFx

R — (Bid/Proposal). Once you
p—— e choose to participate in this

© Admiristrator dentifie bid/proposal in the system, you
el % will be able to click on “Browse
© vendor Record status My RFx Responses” to find the

€  Principal identified Yes

Payee Infarmation Portal

WEMDOR CHECK LIST )

& Principal Questionnaire(s) Completed  Yes RFX-

METRICS TILE

INVDICES ™ CONTRACTS~ COHTI

 INVOICE PENDING PAYMENT O " PENDING RECISTRATION O = SICHA

Mayor’s Office 7
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Find the Bid/Proposal through “Browse My RFx Responses”

" PASS Port

Prolile Taaki m Coniracis Ordemng Catalogs Financial: Reportang  Pedormance Support
{ = < Browse My RFx Responses
W Reldased
- P pira e i
_L

af BFz O Chasa [ L ]

Pangramm wustey ATy PN Procussenent Harms ST I e & x x s Dlader [inr Lot
Atus T

[} y o
[Flurommen  commman ¢ JEATHENTORCTARLADMMSTIAT  psezagnns BctEampeBd Compms mebeasec

BFx Chaag Dale [Werir Lécal

Tiresel Hernanrang Ties

b ki 835

The Browse My RFx Responses is where
you will be able to manage your responses
and quickly locate solicitations you have
begun work on and solicitations you have
submitted responses to.

Mayor’s Office
of Contract Services
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Respond in PASSPort (1 of 2)

P.
PASS Port Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

{9 % 85622B0001-Example Bid (003234): Lot1/Round 1

Remaining time :13d 21h 4min 075 The View RFx screen displays
L. an overview of the RFx. This
 JvR— includes a Summary section,
QT — which depicts key info such as
« o i o mwv \ the contracting agency, agency
W e T contact info, and the status of
E-PIN : 85622B0001 10/01/2021 00:00:00 the SOIiCitation_ There iS aISO a
Program : UAT Program
.-%:Erc-;r; DEP.P«RT:ENT OF CITYWIDE ADMINISTRATIVE SERVICES Description SeCtion! WhiCh
Division : DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES inCIUdeS detailed information
Agency Contact First Name : Agency Contact First Name regardlng the SOIICItatlon

Agency Cortact Last Name : Agency Contact First Name

Agency Contact Email : help@mocs.nyc.gov
RFx Title : 85622B0001-Example Bid

RFx Status: Released

DESCRIPTION™

This is a description of the bid and other important details.

of Contract Services



Respond in PASSPort (2 of 2)

P
PASS Port Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

<9 v 85622B0001-Example Bid (003234): Lot 1/Round 1

| The View RFx screen also has
Key Dates regarding the
T et solicitation and anticipated

This is a description of the bid and other important details.

% Manage Responses contract. There is also
/ \ Documents that will include bid
® Setup Team - .
e e documents and possible addenda.

There is also a section for Pre-
Due Date : 10/15/2021 Bid Information.

@ View RFx

Bid Opening Date: 10/15/2021 11:00:00 (Your Local Time)

Questions due date € : 10/08/2021

BID OPENING LOCATION™

Address Line 1 Address Line 2 City Zip Code
Virtual Conference New York 10007
b
PRE-RESPONSE/PRE-BID CONFERENCES™
DOCUMENTS ™

Mandatory Date/Time (Your Local Time) Address Line1 Address Line 2 Zip Code City

Download Document Type  Document Name Ho 1/12/2021 11:00:00 AM WebEx Conference Call 10007 Hew York

1 Result(s)
@ Addendum 1 -Infant Furniture Epin 8572280055.pdf RFx Document Bid Document
1 Resuli(s) [

of Contract Services



RFx Tabs Overview

The Acknowledgement tab is where
providers acknowledge receipt and intent to
respond.

(2] View RFx

The Manage Responses tab is where
providers complete the RFx questionnaire
(¢ Acknowledgement and responses, and upload required
documentation.

¥ Manage Responses _ _ ] ,
The Discussion with buyer tab is a forum

to communicate directly in PASSPort with
®; Discussions with buyer DCAS after you have decided to respond to
the RFx.

& Setup Team The Setup Team tab provides the ability to

add team members to assist in the
response process.

Mayor’s Office 11
of Contract Services
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Setup Team Tab — User Roles

User Roles

» Vendor Admin

Vendor Procurement

Level 1, Level 2

Contributor, Vendor

Financials Level 1,

Level 2

Mayor’s Office
of Contract Services

m

Vendor Admin

v

v
v
v

Receive direct invite to participate in RFx
Manage and add contacts in Vendor Profile
Create responses

Set up team for responses

Vendor Procurement

Level 1 & Level 2

v
v
v

Receive direct invite to participate in RFx
Manage and add contacts in Vendor Profile
Create responses

Contributor, Vendor Financials
Level 1 & Level 2

v' Create/edit responses when added to the RFx team in

the Setup Team Tab

12




Acknowledgement Tab

P
PAss Port Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

<D W 85622B0001-Example Bid (003234): Lot1/Round 1

Remaining time :13d 21h 52min 565

@ View RFx
RESPONSE ACTIVITY~

[# Acknowledgement

% Manage Responses
ACKNOWLEDGEMENT

® Discussions with buyer

The Acknowledgement screen
—— will allow you to acknowledge
receipt of the bid/proposal, then
validate whether or not you plan
to respond to it in PASSPort.

& setup Team

P.
PASS Port Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance Support

<9 v 85622B0001-Example Bid (003234): Lot1/Round 1

Remaining time :13d 21h 51min 525

2 View RFx
RESPONSE ACTIVITY™

[r4 Acknowledgement

% Manage Responses
RECEIPT ACKNOWLEDGED ON 10/01/202113:07:26 (YOUR LOCAL TIME)

® Discussions with buyer
To answer to this RFP, please confirm that you intend to bid.
[ WILL RESPOND: our intent is to respond to this RFx

[ WILL NOT RESPOND: our intent is not to respand to this RFx

W setup Team

of Contract Services



Manage Responses Tab

P
PAss Pf_}rt Profile Tasks RFx Contracts Ordering Catalogs Financials Reporting Performance  Support

< 9 % B5622B0001-Example Bid (003234) - Lot 1/ Round 1

Rernaining time ;134 21h $1min 245
2 view BFx
RESPOMSE ACTIVITY=
¥ Acknowledgemant
B Manage Rosponses

W Discussions with buyer

W Setup Team
Cornpinition P

Responss Name  Competition Peol  Responsivaness Status  Submission Status  Response Progness  Questions answered  Submitted on (vour Local Time]  Selection Status  Responss Price

e or

The Manage Responses tab is where you
will be able to manage your responses to this
particular RFx (bid/proposal). You will click on
the pencil icon next to the row that appears.
This row represents the draft of your bid
proposal.

m

Mayor’s Office 14
of Contract Services




Your Proposal Info Tab

e s

Your Propasal Info

TEXT ALERTv
Questionnaire

€ subcontractors and Joint Ventures

Response Label §| Proposal #1

$ Item

B M/WEE Requirements

Description :

Competition Poal : |
Sealed Subcontracor list opened?: Example Bid

Rezponsiveness Status:

The Your Proposal Info tab is where you will be
able to change the name (Response Label) of
your bid/proposal response and choose the
mandatory Competition Pool from the
dropdown menu.

Mayor’s Office 15
of Contract Services
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Questionnaires

The RFx will include a

Questionnaire,
O e e configured by DCAS and
e : specific to the RFx. You
s S » will be able to respond in
e Subcontracton and Joint Verture: Rl oty o 2 H
; Bissaopsmreiirin reoraiosaasl| bt a variety of formats (text,
+ [Eem nmph«rf:mnr SnPRer {In Excel
2 sk e ey attachments, checkboxes)
within the Questionnaire
Alfﬂrmatlnns ta b .
E';'_'-"'!-"?:"'_"r.\fﬂ“"'dr'p'-ﬁ'" e o e e 44 o Ao 13, 3012, i o o b Fiancs Lo (7L 141650 and Gl Wil Lo [ GULT $103-
hxm A progress bar will display
\ | the percentage of

questions completed for
your reference.

[
[

NOTE: Depending on the
type of bid, the
Questionnaire might ask

: you to submit forms
physically to the
contracting Agency
m Mayor’s Office 16
of Contract Services




Items / Price Proposal

T S

Your Proposal Info

The system will
R (TSR ., automatically calculate

) Download in Excel 97-2003 format (i) | the total price for your
5 Itern Drop here your quotation form (in Excel format) proposal

CREATION BY IMPORTY
Questionnaine

o Subcontractors and Joint Ventures

i) Upload (in Excel Formar)

@ M/MWBE Requirements

Total per currency

UsD 1,150.00

Tozal :

Currepcy:  USD '

Prapossl Amount © 1,150.00

Keywords : Mot answeared items: | m

Mandatory fields will
_allow you to input unit
ftemscode Order Itemtypes  Label Qty Unit Unitprice Amount prlces that WI” Calculate

Response

Required ltem  ltem/Deliverable 1 100 Each | 10.00 1, 000,00 3 into tOtal amountS.
Ragquired 12am  [temsDealberabia 2 150 Each | 1.00 150,00
n_3 Required ltem  lvemd/Delbserable 3 50 Each |

3 Resulds

of Contract Services




Subcontractors and Joint Ventures Tab

O e o

¥our Proposal info M/WEBE REGUIREMEMTS>

Questionnaire

INSTRUPCTIONS >
S5 nem *
ﬂﬁ Subcontractors and Joint Ventures This tab cutlines the MAWBE Participation Goals for this selicitation, You can meet the goaly either through self-performance [your cwn certifications will avtomatically count towards the goaly] or by identifying
subcontraciors or joing ventures within this tab
O LL3s Compliance Progress towards meeting esch disaggregated goal s racked in the table showing group partidpation. Blocking alerts displ
response, l MAWBE requirements slerts must desr. Please note thar your organizaton's certifications will cownt towards o . . . .
8 MAWEE Requirerments Prime Vendor M/WBE Certification :
Flease ramplete the Item tab before you proceed with completing this tab, PASSPort will calulate MIWEE participation gosl
praposal gr bid amount in the Fem tab.
For detailed instructions, please click here
Group Percentage
Prime Vendor MWEE Certification : H i i
Black American 5 Black American M/WBE Requirements are not yet met.
Group Percentage )
Black American 5 Black American MAWEE Requirements are mot yet met Hispanic American 2 Hispanic American M/WBE Requirements are not yet met.
Hispanic American 5 Hispanic American MAWEBE Reguiremencs ane not yet meL
- ) Asian American 0
Aid Asnarican o
Mative American ] 1 .
MNative American 0
Unspecified 10 Unspecified MAWBE Requirements sne not et met
L J o u s g "
B Unspecified 10 Unspecified M/WBE Requirements are not yet met.
Total Participation Gaals I
Women 0
Total Participation Goals 20

Mayor’s Office
of Contract Services




Subcontractors and Joint Ventures Tab

[ W 5me ] sevmarc ciom [ i RN cicos |  oxpicac pors

™ Your Propasal Info

e seationeaivs Sealed Subcontractor List Subcontractors and Joint Ventures I.r.' Wick'S I W iS ﬂﬂt applicable,
: click the Subcontractors and
E: Subcontractors and Joint Ventures . .
SUBCONTRACTOR INFORMATION Joint Ventures subtab.

$ Item

2. Click the “Add Subcontractor”
button to add any subcontractor

B L34 Compliance

R T information not already in
JINT VENTURE> PASSPort.
An Add Subcontract window will
0 Resukis) appear.
a8 %

Add Subcontract

=

Proposal ID : Proposal #1
SUBCONTRACT INFORMATIONY 3 | VENDOR INFORMATION™
Subcontract Amount : iZU,OQO,EI Vendor Mot yet identified: [_]
1 Purpose: iSample Select PASSPort Vendor . | #1 LANDSCAPING C1
Start Date - iuamz.rzuzc e EIM: 487721381
End Date : iosn-mom e \ . Vendor Name : #1 LANDSCAPING CORP/

M/WEE Certification : Women Owned

Contract Participation : 10.00

Mayor’s Office
of Contract Services




M/WBE Requirements Tab

Your Proposal Info

o . M/WBE REQUIREMENTS™
uestionnaire

Group Percentage
- el The M/WBE Requirements tab is
- Nacioefuraian where you will be able to track if
[ MWBE Requirements . the subcontractors you add in the
Meiicasidiisan ‘ Subcontractors and Joint

Ventures tab meet the goals set
by the Contracting Agency.

YOUR M/WBE SUBCONTRACTS™

0 Resulds)

m
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Validate and Submit (or Cancel this response)

Your Proposal Info

M/WBE REQUIREMENTSY

Questionnaire v
26 subcontrac s Percentage When you are finished with your
$ ttom WiSpaskc Aomison bid/proposal response, you can
EMMBE Requirements Na‘i::r:';:”“" Smeit the RFX by CIiCking
e S - Validate & Submit and completing

the pop-up that generates. If you
YOUR MAWBE SUBCONTRACTS wish to cancel your response, click
Cancel this response at the top.

0 Resulds)

Mayor’s Office 21
of Contract Services
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PASSPort Resources

@~ nyc.gov/passport

' Our site has a variety of
| FAQs, in addition to an

| expansive list of guides,
: videos, and other useful
] tralnlng materials.

| You can also submit
:question, issues, and other
1 concerns directly to our

! | support team through the
|Contact MOCS button.

m

Mayor’s Office
of Contract Services

NYE | Mayor's Office of Contract Services 311 | Search all NYC.gov websites
m Pycckuiny Translate | ¥ Text-Size
Mayor's Office of
Contract Services
f About PASSPort HHSA Opportunities Resources Regulations Search Q

About PASSPort Learn PASSPort PASSPort Financials

About PASSPort

PASSPort Highlights About PAssport I Go to

PASSPort FAQs * PASS P 0 rt

PASSPort Reports
PAS3Port Login
PASSPort Public

PASSPort, the City of New York's end-to-end digital procurement platform, manages every stage of
l] u B E chare the procurement process from vendor sourcing — who we purchase goods and services from

(that's you — the vendor) to releasing and responding to solicitations (referred to as "RFx” in the
G Print system), and contract award, development, registration and management.

Register NYC.ID

more detailed instructions on creating your PASSPort account.

Procurement Navigator Contact MOCS
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Learning to Use PASSPort

NYEC | Mayor's Office of Contract Services 311 | Search all NYC.gov websites e i " iicbaleliduicdid
N m ARA[» Translate | ¥ Text-Size
m FRAT > Translate | ¥ Text-Size e Sorvics
g::rrr;:to;s:z;:e 1.} About PASSPort HHSA Opportunities Resources Regulations Search Q

A About JNFXIITEM HHSA  Opportunites  Resources  Regulations Search Q About PASSPort PASSPort Financials
About PASSPort Learn PASSPort PASSPort Financials Prsape o Use
Learning to Use PASSPort

Procurement 101

About PASSPort

Requirements Contract Vendor Workshop Series

PASSPort Highlights PAS S P 0 rt FAQS ,,/' MOCS In Your Neighborhood

,” l] u n E share This monthly in-person workshop series is designed to help vendors and prospective vendors
’z’ 53 Print confidently navigate the path to contracting with the City of New York. Each month, MOCS staff will
PASSPort FAQ Browse through our PASSPort Frequently Asked Questions (FAQ) to find answers to commonly ,f’ bring their expertise to a different location in the New York City Metropolitan Area. This is your
o s raised questions ’¢’ chance to get hands-on training related to a fundamental process in PASSPort, the City’s digital
: ’,’ procurement system
" . . - " -
PASSPort Report If you're new to using PASSPort, we recommend you browse all FAQ sections and visit Learning '}, To enroll in an in-person workshop and see upcoming topics and locations, please visit
ort Reports ) : : ) : i .in-your-nei ti .
P to Use PASSPort for all PASSPort learning resources, including step-by-step guides, video system hitps:/lwww.eventbrite.com/e/mocs-in-your-neighborhood-fickets-5669735482897
demonstrations, and self-paced e-courses
PASSPort Public Last updated: August 2023 PASSPort Vendor Webinar Series
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Technical Requirements E Learning to US.e PASSPOﬂ :

Click a topic, or press the enter key on a topic, to reveal its answer. : ACCGSS user QUIdeS’ Vldeos’ One-pagers’ :

, PASSPort quick guide, Finding and =

i Responding to RFx e-learning course, :

E recorded training webinar, and more. :
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Key Resources/Steps: nyc.gov/passport under "Learning to Use PASSPort"

Make sure you can login to PASSPort

Read the Finding and Responding to RFx User Guide

Watch the Finding and Responding to RFx Webinar

Take the Finding and Responding to RFx eLearning Course

Contact MOCS Help Desk with any questions!

m
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