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Introduction

The City of Santa Monica uses an online bidding program called PlanetBids, which is provided at no
cost to all bidders. PB System™ allows vendors to register online and to receive automated email
notifications of solicitations for Public Works Projects. Through the PB System™, vendors can
download bid and contract documents; RSVP to pre-bid meetings; submit questions (if applicable to
the bid); receive and acknowledge addenda; save, edit and submit electronic bids; and review final
bid results and awards. Submitting an electronic bid is also known as a “eBid”.

All bids are due by the time indicated on each solicitation and late responses will not be accepted. It
is the vendor’s responsibility to ensure that the most complete and current version of the solicitation,
including addenda, has been obtained. Vendors must plan for sufficient time to upload documents by
the time the bid closes.

Vendors are responsible for registering and maintaining up-to-date and accurate business profile
information in the PB System™. Since this is an automated notification system, if your email address
is invalid, or inoperable, you will not receive solicitation notifications. The City strongly suggests that
vendors provide two email contact addresses in the spaces provided when registering their
businesses, in order to minimize the chance of missing the automated email notifications.

For technical assistance, please contact the PB System™ Support team by calling (818) 992-1771 and
clicking “0” for the operator, selecting the red “?” on the system for FAQs and to enter a support ticket
or emailing support@planetbids.com.

City of Santa Mon

Create a new vendor record. Search for bid opportunities with this agency,
If you wish to view or edit an existing vendor, simply | download documents, become a prospective bidder,
Log In with your Email Address and Password. *  and electronically bid on projecis.

- Public Works Contractors: Renew Registration by June 30
- Save the Date: Doing Business with the City of Santa Monica 2( sndor Outreach Event
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Registering as a Vendor

If you are interested in doing business with the City of Santa Monica and being placed on the City's
Vendor List for Public Works Contracts, the first step is to register online as a vendor. Registered
vendors can maintain their profile online 24 hours a day and receive email bid alert notifications as
well as other communications from the City of Santa Monica. Please click on the link below and
complete the online vendor registration. Registered vendors will receive email notifications of
bid/contract opportunities based on the product/service categories they selected.

TO REGISTER:

1) Go to http://www.smgov.net
e Click on the “Doing Business” tab on the left side menu
e Click on the “Doing Business with Santa Monica” option from the drop-down menu
e Click on “City of Santa Monica Vendor Portal

-OR -

Go directly to the vendor portal site:
https://www.planetbids.com/portal/portal.cfm?CompanylD=15167

2) Select “New Vendor Registration” from the main vendor portal.

Click on “New Vendor Registration”

City of Santa Monica VENDOR PORTAI

Create a new vendor record. t Search for bid opportunities with this agency,
If you wish to view or edit an existing vendor, simply L download documents, become a prospective bidder,
Log In with your Email Address and Password. ~  and electronically bid on projects.

- Public Works Contractors: Renew Registration by June 30
- Save the Date: Doing Business with the City of Santa Monica 2018 Vendor Outreach Event

& E ;
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3) Fill In Vendor Profile Information:

Company Info Tab

v Password must be between 6-10 characters.

v Verify that email address is spelled and entered correctly.

v Alternative email address is necessary so that a secondary email address is
copied on all emails, in case the primary email recipient is not available.

Vendor Profile New Registration

User Authentication

Password [ J *

Company

Business Type | v
Company Name [
IRS Reporting Name |
Doing Business As |
FEI/Tax ID Number [
Address |
[
City (

State [ California
Country [United States
Zip (
Website [

4 4

L L L L L L
E * *

Main Contact

Name [

Title [

Email |
Alternate Email |
Phone | | ext|

T L

UL L L
E

Additional Addresses Tab:

v If your company has multiple addresses you can enter them here.

Vendor Pr New Registration
~ Additional

Addresses
\ J

Additional Addresses .
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Classifications/Licenses Tab:

Select the classifications that are applicable to the business.
Select all contractor licenses that apply. License # and
expiration date are mandatory if a license type is selected.
v If you are applying for a project that is Prevailing Wage, enter
your DIR registration number here. Your DIR Registration
number must be active at the time of bid submittal.

<]

Vendor Profile New Registration
| Classifications/ . “
Licenses

Certified Small Business |_|

Disabled Veteran Business Enterprise |_|

Disadvantaged Business Enterprise-Asian Pacific American |_|
Disadvantaged Business Enterprise-Asian Subcontinental |_|
Disadvantaged Business Enterprise-Black American ||
Disadvantaged Business Enterprise-Latino/Hispanic |_|
Disadvantaged Business Enterprise-Native American ||
Disadvantaged Business Enterprise-Women |_|

MicroBusiness ||
Minority Business Enterprise | |
Registered DIR Public Works Contractor || DIR ref [ ] exp. [ ..ﬁ]
Small Business Enterprise |_|
Woman Business Enterprise |_|

Contractor Licenses #¥:-m

Licenses (none)
License # | |

Exp. Date | )

Residency and License Information

City of Santa Monica Business License # ( ]
Exp. Date )
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Catergory/Description:

v Business Description: Optional for you to add additional information about your company. Bid
alert notifications are not generated by information submitted in the business description box.

Categories: Click “Add”.

Select categories. You can search for a category in numeric or alphabetical order by clicking on the

header or you can type a key word or code into the box to narrow search results. Bid alert
notifications are automatically sent based on categories selected.

Select all that apply.

ANENENEN

Click “Done” once you are done selecting categories.
Once you have completed your registation, click “Register” located in the bottom right corner.

Double click on the the category you wish to add or click once to select and then click “Add”.

Vendor Profile New Registration

- Category/ .'
Description

Business Description

Selecting multiple categories (maximum 20) may increase bidding opportunities

* At least one category must be chosen

Choose Categories

No categories chosen

Tree Care Services

Consulting Arborists

Abrasives

Piano Tuning

Acoustical Tile, Insulating Materials, And Supplies
Addressing, Copying, Mimeograph, And Spirit
Agricultural Crops And Grains Including Fruits,
Agricultural Equipment, Implements, And

Air Compressors And Accessories

Aircraft And Airport Equipment, Parts, And
Amusement, Decorations, Entertainment, Gifts,
Appliances And Equipment, Household Type
Art Equipment And Supplies

Category
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4) Then click on “Register”:

¥

Report | Cancel | Register J

Forgot your Username or Password?

Go to the vendor portal homepage: https://www.planetbids.com/portal/portal.cfm?CompanylD=15167
Click on “Log In”2 on the bottom of the right side of the screen, then click “Forgot”

C.» of Santa Monica VENDOR PORTAL

Search for bid opportunities with this agency,
download documents, become a prospective bidder,
*  and electronically bid on projects.

Create a new vendor record.
If you wish to view or edit an existing vendor, sim,.
Log In with your Email Address and Password.

News = Public Works Contractors: Renew Registration by June 30
il - Save the Date: Doing Business with the City of Santa Monica 2018 Vendor Outreach Event

VENDOR LOG IN

Email (or User |

Name)
Please enter your credentials to log in
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Enter your email address and click “Send Email”. An email will be sent with your username and
password.

FORGOT PASSWORD
Email Address |

If you require assistance, you can contact PlanetBids Support at (818) 992-1771, Extension “0” for

support. You can also click on the red “?” to see FAQs (Frequently Asked Questions) and submit a
support ticket.

Summary of Buttons on the Bottom of the Vendor Portal Login:

City of Santa Monica Vi

Create a new vendor record. Search for bid opportunities with this agency,
If you wish to view or edit an existing vendor, simply _  download documents, become a prospective bidder,
Log In with your Email Address and Password. *  and electronically bid on projects.

- Public Works Contractors: Renew Registration by June 30
- Save the Date: Doing Business with the City of Santa Monica 2018 Vendor Outreach Event

Go to City of Santa Monica Homepage

Review FAQs or Contact PlanetBids Support

PlanetBids Terms and Conditions

Give Feedback to PlanetBids Access PlanetBids User Guide
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Logging In

1) Goto: https://www.planetbids.com/portal/portal.cfm?CompanylD=15167

City of Santa Monica VENDt

F N P
- Creats n naw vandor record. Eaarch for bid cpporfuniies with this agancy, download
4 I you wish fo view or et an existing vendor, simply | documents, iddar, and
Log In with your Usar Mame and Password \ ] -

Note: You must be logged in to download bid documents. You do not have to be logged in
to view bid listings.

2) Click “Log In” in the bottom right corner, then enter your user name and password and click
“Log In”:

VENDOR LOG IN

Note: Your Email Address may be used as | 'ser mame
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Searching for Bid Opportunities

1) Click on “Bid Opportunities”.

City of Santa Monica VENDOR PORTAI

Create a new vendor record. Search for bid opportunities with this agency, download
If you wish to view or edit an existing vendar, simply - . documents, become a prospective bidder, and
Log In with your User Name and Password. = electronically bid on projects.

2) In “Bid Opportunities” you can search for bids using the search fields at the top left
corner ofthe page. All projects that are open state “Bidding” in green (as shown below).
Find and select the bid solicitation of your choice.

All open bids will show up in this format:

Posted Category Project Title Due Date | Invitation #
08/27/2019 90921, 90922, 90923, 90924, 912 Florence-Firestone/Walnut Park and Baldwin 12/31/2019 BRCO0000D Bidding
07/16/2019 91394, 91395, 91396 Annual Paving FY20-21 09/30/2019 Bidding
08/23/2019 000014, 00500, 06094, 06510  Remodel 2.0 08/14/2020 234 Bidding

Reviewing a Bid Posting
1) Once you have double clicked on the bid solicitation you would like to participate in, navigate
through the different tabs to retrieve and participate in the bid.

You will see a menu with the following tabs (Note: You do not need to be logged in to see these

. Documents/ Addenda & Pros ive -

Bid Information: Includes details on the project, bid due date, project manager contact information,

bond information, pre-bid job walk, etc.

Line Items: Here your firm can view the line items the city wants to procure and you can export
them as an Excel list. Note: You will not be able to import your bid line items when you submit an
Electronic Bid. They will have to be entered manually.

City of Santa Monica- Guide to Electronic Bidding on Public Works Projects 10| Page



Documents/Attachments: All bidding documents and specifications are posted in this tab.
Documents with an asterisk (*) require a vendor to log in first in order to download. Documents
without an asterisk (*) do not require login or registration. Once you are logged in, the system will

track all of your downloads.

Downloading Bidding Documents

1) You may be asked to log in, if you have not already done so.

Note: The first time you try to download documents, a Prospective Bidder Detail pop-up will appear.
Confirm the information is correct and click “Done.” You may change the bid contact person from this
window, but the new contact person will receive bid notifications for this bid only. Changes made in
this window will not change the main profile for your company. Once added your information will be

viewable in the Prospective Bidders list.

2) Click on any file under Electronic Attachments as shown below and select “Download

7

Now”:

‘ PlanetBids Video Tutorial
*12001250

"REQUIRED FORMS

3) A “Download Bid Files” pop-up will open. Select “Download” next to each file associated
with the bid. The system will track and display which file(s) you’ve already downloaded
and which you still need to download.

Download Bid Files

Title | File Name | Size | Downloaded | |
wsdf Support Ticket Answers. pdf 363.3 kb o Download
wefsd Support Ticket Answers. pdf 363.3 kb no Download
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Addenda & Emails:

Addenda and custom email messages are emailed to prospective bidders as well as posted under
this tab.
» Addenda are posted in the Addenda section within the tab.
e Double click on the addendum to view details and download any associated
document (if applicable).
e To acknowledge an addendum, click the “Acknowledge” button at the bottom of
the Addenda Detail window. Note that all addenda must be acknowledged prior
to submitting an Electronic Bid.

Note: If the Acknowledge button is not available, the bid may be closed. The system will tell
you if you have already acknowledged an addendum or if you still need to log in.

> B. Custom email messages, sent by the City, will be posted in the Email Messages
section of the tab.
e Double click on the email to view the entire message.

Prospective Bidders: Lists all plan holders.

Bid Results: Bid results are posted here once the bid has closed. Each solicitation is subject to the
discretion of the City and results may be posted at a later time.

Awards: The City of Santa Monica will post the recommended vendor for the project once it has

been selected (and the awarded contractor/consultant will also be posted here).

Submitting an Electronic Bid
When you’re ready to enter your bid into the system:

1) Navigate to the Bid Information tab and click on “Place eBid” in the lower right corner. Be sure
to have only one instance of the bid open; duplicate windows may result in an incomplete bid.
You must also accept the “Welcome” message to continue with the electronic bid process.
Please be sure to read the “Welcome” message carefully, as it has important instructions
regarding submitting a bid electronically.
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Annual Paving FY20-21

Start/Delivery Date
Project Duration

Bid Bond Information

eBond Contract ID
Bid $0.00
Payment | $0.00
Performance  $0.00

Pre-Bid Meeting Information

Pre-Bid Meeting] No

Online Q&A

[ Online Q&A | No

Contact Information

Contact Info| Margaret Talamantes - 310-458-8721 x2671
margaret.talamantes@smgov.net

Bids to
Owner's Agent

Scope of Services
Other Details
Notes

Special Notices

‘You do not have an eBid in progress ' m m

2) Accept Terms and Conditions and then Accept the PB System™ “Welcome” message. The
PB System™ message only appears the first time you start the submittal process.

Terms and Conditions

I am in agreement with (City's) Terms & Conditions that appl
request. | hereby confirm that | am an authorized represente
the entity submitting this bid. | have the individual authority f¢
submit this bid electronically on behalf of the entity and to bi
entity to the bid prices set forth herein.

A confirmation with a date/time stamp and confirmation number will be issued upon comp of the bid
submittal process. IF YOU DO NOT RECEIVE A CONFIRMATION, YOUR BID HAS N(SEREEN
SUBMITTED.

Only one session per usemame may be open at any given time. Multiple sessions under
usemame may result in critical data loss.

IMPORTANT - BE SURE YOU ALLOW ADEQUATE TIME FOR THE BID SUBMITTAL PH
ensure receipt of the complete bid prior to the closing date and time. Under most circumstan
standard file sizes (less than 10 mb total file size} and a reasonably current uploading capal
your site), submittal should take less than 10 min. Additional time is required, howewver, if (1)
using older equipment with slower upload capability, (2} your bid has large file attachments ol
number of line items (e.g. mare than 100}, or (3) you have reliability issues with your intemet s4
provider. Remember ta save your bid periodically in case of intemet connection or power loss.
attached files early (e.g. to a draft) can help reduce the time needed for submittal. You may edi
submitted bid at any time prior to bid closing.

Use of the PB System™ process is subject to the PlanetBids terms and conditions.
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Bidding for Annual Paving FY20-21 - Draft

Subcontractors

3) Detail Tab: Enter in the name, title, phone number and email address of the person
submitting the bid on behalf of your company.

4) Attachments Tab: All bidders are required to attach any documents marked Required.
Failure to upload required documents will result in the system not accepting your bid
submission. The attachments tab may not be applicable to each bid or may contain multiple
files. Please give yourself plenty of time to upload files prior to bid close. Upload time is
dependent upon YOUR internet provider speed and can vary. You may save your
documents as you go by clicking on the save button and then continue editing your bid.

City of Santa Monica required attachments:

e A completed “City of Santa Monica Bid Form” AND
e Ascanned copy of a bid bond or cashier’s check

The three lowest bidders are required to mail in the hard copy of the bid bond (or cashier’s
check) within 72 hours of bid close. It is your company’s responsibility to check the City of
Santa Monica’s Vendor Portal bid posting to determine if you are one of the three lowest
bidders. Mail Bid Bond or Cashier’s Check to: City of Santa Monica, Public Works Department,
Attn: SPXXXX, Project Name and Project Manager, 1437 4™ Street, Suite 300, Santa Monica,
CA 90401. Project Manager information is listed in the contact information in the bid.
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5) Line Items Tab: You must enter a unit price for each line item listed in the bid. Once
entered, the system will automatically calculate the extended line total, subtotal and grand
total. The grand total will be in the lower left corner.

Bidding for A al MPa 0 U Dra
ltemé# | fte... | ltem Description UoM @ Q UnitPrice | Line Total Comment
¥ Pricing $687,000.00
Details | 1 Surveys and@repare Cut Sheets LF 2000 $10.00 $20,000.00
Details | 2 Survey Mo ent Ea 30 $100.00 $3,000.00
Details | 3 Remove Exiliting & Construct 4" Thick Concrete Sidewalk SF 4500 §  $225,000.00
_ Details | 4 Remove Exfliting & Construct 8" Thick Concrete Sidewalk SF 1600 $50.00 $80,000.00
Details | 5 Remove Efiting & Construct 6" Thick Concrete Driveway SF 32 $20.00 $64,000.00
Dmils 5] Remove int Items Within Parkway Area & Backfill to Grade SF 58001 $25.00 $145,000.00
Details | 7 Remove (isiting & Construct Concrete Curb & Gutter per SM LF 300 $100.00 $30,000.00
_ Details | 8 Remove fikisiting & Construct Type "A" Concrete Curb & Gutter  LF 800 $150.00 $120,0m_00)

City of Santa Monica- Guide to Electronic Bidding on Public Works Projects 15|Page



6) Subcontractor’s Tab
The City of Santa Monica requires prime contractors to enter in subcontractors.
If you have no subcontractors, check the box next to “No Subcontractors.”

Bidding for Annual Paving FY20-21 - Dr

Subcontractor (0)

e To add a subcontractor, select “Add Subcontractor”:

e Click in the box next to “Name” to search for your subcontractor:

Subcontractor Detail

California
United States
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e Search for subcontractor’s name in the “Choose Vendor” pop-up window by typing the
company name, email address or CSLB number into the field. Click on the vendor and then
select “Choose” in the lower right corner:

Choose Vendor
We Build

Vendor Name
We Build It Construction

e |f the vendor is already registered with the City of Santa Monica, their name will
automatically appear in the Subcontractor Detail window. Add a description and the amount
of their bid, then select “Done”. Please note: You will have to enter their CSLB and CADIR
information if they do not already have it in their profile with the City.

Subcontractor Detail

We Build It Construction . 1437 dth Street

santa monica
California
United States

90401

CADIR = Required California Department of Industrial Relations (DIR) Number. As shown above,
you can click VERIFY next to the CADIR box to search for your subcontractor’s CADIR registration
number if you do not know it or if you want to verify the number they provided.
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Once the subcontractor is selected, they will appear in your bid (as shown below).

Subcontractor (1) |

We Build It Construction 12345 $10,000.00 Test
1437 4th Street

License Amount Description

santa monica, CA 90401
United States

If the subcontractor does not come up during a search, you will need to add them to the system:

e From the Choose Vendor window, click on “Create New Vendor” to create a profile for the vendor.

Choose Vendor

Construction United

Vendor Name

e Add the required vendor information. The system designates required fields with a red

asterisk (*):
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Add New Vendor

Califomia
United States

Note: Once you create a record, the subcontractor will receive an email informing them that a
temporary profile has been created and advising them to log in to PlanetBids to review and update
their contact information.

® Repeat for any additional subcontractor(s). All subcontractors must be listed in the
Subcontractors tab.
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7). When your bid is complete, select “Submit” in the lower right corner.

Jane Doe

Bidder

310-555-5555
bidder@wedoitall.com

A pop-up window will appear asking you to confirm your submission. You can click “Cancel” to
return to the eBid to make changes. Otherwise, click “OK” to proceed with your submission.

Confirm Submit Bid

The system will validate to ensure that you have not missed a required element and/or that no new
addenda have been issued that require your acknowledgement. The system will warn you of any
missing information and what is needed.

Once you click submit, your attachment(s) will be uploaded. Please allow ample time for file
upload(s). Do not close your browser during the submission process.

A confirmation box will appear upon successful completion of your submission. This will include
your confirmation number and eBid date/time stamp. You will also receive an email confirmation
from PlanetBids. You may review and print a copy of your submission by selecting “Summary”.
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Bid Successfully Submitted
Thank Youl
Your bid has been successfully submitted to City of Santa Monica.

Bid Confirmation #92103 (June 20, 2017 5:13:54 PM (Pacific))
Your eBid can be edited or withdrawn at any time prior to bid Closing.

At any time prior to bid closing you may return to the bid, select “Place eBid” again and follow the
prompts to edit your submitted eBid. To make changes to an already submitted bid, you must
select “Edit”.

If you are in the process of editing your bid when the bid closes but have not yet clicked “Submit”,
the edits will not appear as part of your bid. Only the last fully submitted version of your bid will
be presented to the City of Santa Monica.

Successfully submitted Electronic Bids cannot be viewed by the City of Santa Monica until the bid
closing date and time.

Make sure to follow all bid instructions and include all required forms. Submitting an Electronic Bid
can take more time than anticipated depending on the scope of the bid and the amount of
information requested. Bids in progress and not submitted by the deadline will automatically be
rejected. The system will not allow any bid submissions once the bid closes.

For additional assistance with electronic bidding, please send in a support request by clicking the
“?” (red question mark) located in the upper rightcorner of the Bid Opportunities page to access
the PlanetBids Support Page http://home.planetbids.com/tech-support. Here you can view
Frequently Asked Questions or open a support ticket for further assistance.
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Bid Results

Once the bid closes, all vendors can view the bid results on PlanetBids (example below). Vendors
can sort bids by price (lowest to highest). Note: The City of Santa Monica is a “Best Bidder” agency,
therefore low bidder does not necessarily guarantee the contract. The City still has to evaluate

all bids to determine who will be selected as the Best Bidder.

Vendor (2) Vendor Type Bid Amount & Submit Date

CIC

192190 Crosstown Electrical & 0SB §1,855,798.00 Paper 10/07/2019 7:12:31 AM Submitted
192191 Elecnor Belco Electric, CADIR §2,098,770.00 Paper 10/07/2019 7:14:00 Al Submitted

The three lowest monetary bidders are required to mail in the hard copy of the bid bond (or
cashier’s check) within 72 hours of bid close. It is your company’s responsibility to check
PlanetBids to determine if you are one of the three lowest bidders. Mail Bid Bond or Cashier’s
Check to: City of Santa Monica, Public Works Department, Attn: SPXXXX, Project Name and Project
Manager, 1437 4t Street, Suite 300, Santa Monica, CA 90401. Project Manager information is listed
in the contact information in the bid.

Technical Support G

Technical support is available by clicking on this icon within PlanetBids.

You may also contact the PlanetBids Support team by calling (818) 992-1771 and clicking “0” for
the operator.
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