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Washington’s Electronic Business Solutions

Customer Implementation Readiness


Welcome

The Department of General Administration would like to welcome you to our new online vendor registration and bid notification system.  This new system is intended to provide government organizations and vendors on central location to conduct their procurement activities.  The first phase of WEBS includes vendor registration, bid posting and bid notification services.  
The purpose of this document is to provide a tool for customers to utilize when implementing the WEBS bid posting and bid notification system within their organizations.  The WEBS system was designed to make it easy and flexible for customer organizations to utilize.  As a result, this is a high level checklist that provides the necessary information to get you started.  

WEBS Business Rules

The WEBS system utilizes a few key business rules to help customers manage their WEBS account and bid posting activities.  A conscious effort was made to limit the number and complexity of the business rules so the system would accommodate many different organization’s internal business processes.  To effectively implement the system your organization will want to understand these rules so you can maximize the effectiveness of WEBS.
USER ROLES

Organizations have three user roles – Customer Account Administrator, Customer Bid Poster, and Customer Viewer. 

· Users in the Account Administrator role have rights to manage customer account data, manage users, manage bids and manage prequalified lists.  Account administrators also have full searching capabilities.
· Users in the Bid Poster role have rights to manage bids and manage prequalified lists as well as full searching capabilities.
· Users in the Viewer role have rights to view only.  Viewers can view bids, prequalified lists, and have full searching capabilities. 

ACCESS TO DATA

Users can access/edit only those bids or pre-qualified lists that have been created by a user within their organization.  This allows users to support each other when managing bids and pre-qualified lists while preventing another organization from being able to access and change other organization’s data.
Users have the ability to execute searches and run reports to view bids and pre-qualified lists created by other organizations.  This will facilitate cooperative partnerships between multiple organizations when conducting procurement activities. 

Readiness Checklist
1. Vendor Outreach & Registration

The integrity of the vendor pool impacts the number and quality of responses to bid opportunities.  The first step to ensuring WEBS is ready for your organization to utilize is to analyze the vendor pool to make sure there is an adequate vendor population to support your bidding activities.  We recommend the following activity occur:

· Review the list of WEBS vendors provided by OSP against your current vendor database.  Contact webscustomerservice@ga.wa.gov to obtain a complete list of WEBS vendors.  
· Identify any gaps in your vendor population
· Send email communications to the non-registered population.  Contact OSP at webscustomerservice@ga.wa.gov if you would like to use an email template with standard text to send to your vendors 
2. Identification of Upcoming Bid Opportunities

To further focus your communications with vendors target those companies that align with upcoming bidding opportunities.  

· Verify vendors are in WEBS to support upcoming bid opportunities
· Send email communications to non-registered vendors.  Contact OSP at webscustomerservice@ga.wa.gov if you would like to use an email template with standard text to send to your vendors 

· Analyze WEBS commodity categories to determine whether or not one exists for the product or service you are bidding (if one doesn’t exist then the vendors don’t have an opportunity to register for it and there will not be a vendor pool to support notification).  NOTE: if this occurs search for the next best fit.  If there are no commodity categories that represent your opportunity contact webscustomerservice@ga.wa.gov for assistance or to request a new commodity category
· If applicable, post a link to WEBS registration on your agency website in the appropriate location

3. Review of Current Business Processes

Review your current processes.  Identify how WEBS will impact them.  Do you have a current system that does part or all of what WEBS can do?  How will you transition from that?  How does it impact your current bidding process?
· Identify how WEBS will replace or support current business processes
· Determine what, if any, tasks need to be completed as a result of this review

· If there are large enough impacts/changes you may want to consider creating a communication and transition plan.  If so, the WEBS team has optional templates you can utilize to complete the transition to WEBS.
4. Policy Changes

Review WEBS processes via the User Guide to identify any specific areas of the system that your organization may want to initiate policy to support WEBS.  The following represent some areas that the WEBS team has identified as potential policy decisions that organizations may want to make and communicate with their employees.
· Within your organization individual users will have the ability to access others user’s bids/lists and the ability to edit, delete, post, etc.  For some organizations having this capability will be great given the collaborative environment.  Others may want to have a policy that prohibits users from accessing and modifying other user’s bids/lists.
· In this system there are 3 options for notification.  One is to notify all vendors registered for a particular commodity or location.  The 2nd is to notify pre-qualified lists of vendors and the 3rd is to individually select vendors for notification.  Your organization may want to develop policy around the different notification options and when they are utilized. 
· The vendors are required to have an email to participate in WEBS.  Organizations will want to communicate that policy to staff.  A policy may be desired for your organization so the system isn’t circumvented by faxing or mailing bidding opportunities that are readily available through WEBS.  The Office of State Procurement has set up a computer terminal in its lobby so any vendor without a computer has an opportunity to set up a free e-mail account without investing in a computer.  Additionally, there are a number of other resources where computers are available for use.  
5. Training

WEBS is designed to be an intuitive system with different training tools to support users.  Organizations can determine, based on their organization the most effective way of introducing the system.  The following tools are available to support those efforts:
· WEBS User Guide – available online at http://www.ga.wa.gov/webscustomer/ 
· Help links throughout the system 

· Customer Service via phone or email
Hours: 8:00 a.m. to 5:00 p.m. PST, Monday – Friday*

Phone: (360) 902-7400 
Email: webscustomerservice@ga.wa.gov
*Messages received after hours will be responded to on the next business day.
6. Implementation Steps
1. Determine who the administrator or administrators will be for WEBS.  This person is responsible for maintaining the organization’s profile, setting up users and supports the system for your agency.  You can have multiple administrators for your organization but one person will need to be selected to set up the initial agency profile and any additional administrators.  

2. Register your organization in WEBS.
3. Identify users and add them to your approved customer account (Note: if you have a large number of users, 25 or more, contact webscustomerservice@ga.wa.gov  to discuss loading the profiles into WEBS.
4. If necessary create pre-qualified lists to support two-tier contracting.
5. Communicate with users the timing and expectation of your organization’s transition.
6. If applicable provide training and/or communicate any policies developed to support WEBS.
7. Communicate with your vendors the timing of your organization’s implementation of WEBS.
8. Beginning using WEBS!!
WEBS Customer Support
The Office of State Procurement will be providing customer support for WEBS for both government organizations and vendors.  Following is a list of what WEBS Customer Service is able to support:
· Assist vendors with the registration process and the updating of their vendor information 
· Assist vendors with locating/accessing bid opportunities posted in WEBS 

· Assist customer organizations with the registration process and the updating of the information

· Assist customers with the bid posting and notification process in WEBS
· Assist customers with running reports in WEBS 

· Assist both vendors and customers with any technical problems they might experience in WEBS

Due to audit requirements Customer Service will not be able to change vendor or customer data.  All vendors and customers will have an account administrator assigned to their company or organization who is responsible for updating their information.  Additionally, Customer Service will not make changes to customer’s bids or pre-qualified lists. 

Questions about this process can be directed to Lorin Doyle, WEBS System Manager at (360) 902-7217 or ldoyle@ga.wa.gov. 
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