RISP 3.0 USER GUIDE

BC Ministry of Transportation and Infrastructure

CONSULTING OFFICE — USER GUIDE 4

QA & Addenda

Last Updated: Nov 16, 2009



RISP 3.0 User Guide BC Ministry of Transportation and Infrastructure

During an RFEI response period, you may have questions that you wish to ask. For sake of fairness,
these questions, and the ministry’s responses, are posted via the RISP website for all participating
offices to view. In this way, all offices are assured equal information.

To post a question, or view a response, begin by navigating to the RFEI Opportunities page. Click
on ‘RFEI’ on the top navigation menu of RISP, then click on ‘Response Opportunities’.

Registration

Response Opporunities

The Response Opportunities link will take you to the RSP 220 RFEI Opportunities page, which will
display RFEI's in which your office has been invited to participate.

MainMenu | Registration |  RFEl | Reports Log Out g

RSP220 - RFEI Opportunities

The follewing is a list of all RFEl opportunities that your office has been invited to respond to.
For more information on RFEls please consult the -F; RFE| manual.

RFE| Opportunities for

your Office
ID Project Title Due Date RFEl Status Office Response
441 New Selection 2008-05-07 Open New Not Sifte | ReadRFEI || G&A/Addenda || Respond |
442 Bridge Project 123 2009-03-23 Open New Not Started [ ReadrFEl | | osaAddends | | Respond |
421 cam day 2009-03-23 Open Submitted Mot Started | ReadRFEI | | oaasAddenda || Modity | }
262 Test Dealine #24 2009-03-17 Expired  Submitted Short Listed [ ReadrrEl | [ gaassddenda | [ Review | €
361 more than 75k more than 3 offices 2009-03-04 Expired  Submitted Short Listed | ReadRFEI || n&AiAddenda || Review |
141 Test Eval Score 2 2009-03-04 Expired  No Response In Progress | ReadRFEI | | oaAAddenda | | Review | f
W’HMWMMW e

You will notice that for each RFEI listed, on the right you are presented a Q&A/Addenda button.
Click on this button next to the RFEI about which you wish to ask a question. This will take you to
the RSP 220 — Q&A/Addenda Page.
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Reading Q&A

The main question page will list all questions that have been asked on this RFEI, along with all
ministry responses to them. In addition, you will see the timestamp identifying when a question was
asked, and when it was responded to.

[ Mo eru | Registaion | m5m | Repos | _Logour ] '

RSPZ2Z . O&A | Addenda

" Back | RFEI 24

T

Qudslon s by
ﬂ Difce
284 | Addends -Questons

| Post Question
Crairition 1 £ Adkad On: F009-05-0r8
ity ae i hare
Responas Responded On: 20080312

Becauss Yo ang

Aesganss by Mirairy

Asking a Question

Questions sent directly to the ministry, or to an RFEI evaluator team member will not be responded
to. All questions must be posted via the RISP website. This is to ensure fairness to all participating
offices.

To ask a question, click on the ‘Post Question’ button. You will be presented with a text box in
which to enter your question.
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RSP222 - Q8A / Addenda

i e |t B

Q8A | Addenda

Post your guestion in the text area below.
Questions must be under 100 words.

Question:

Can you please tell me which way the wind blows?

Post Question ] [ Cancel ]

Click ‘Post Question’ to complete. Once you have posted a question, it appears on the site for all
participating offices to view.

In addition, an email is sent to the ministry, prompting a response, and an email is sent to all
participating offices, letting them know that a question has been posted.

The email sent to offices is as follows:

I./V_,V!\\I [= G S & | = This email is to inform you that a question regarding RFE1 441, New Selection, has been posted on the RISP web site. - Message (Plain Text) E@g
ey =
= Message L7]
R =] A Find &
) ¥ P - x 3 ey _3@ % &, Safe Lists = Y' ¥ g?ﬂ
far ~ B . ]
—& $ ] == 2 Related - -
Reply Reply Forward R, call ~ Delete Move to Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions+ | Semder v Up~ Unread | L§ Select~ Onelote
Respond Actions Junk E-mail s Options F} Find OneMote
From: RISP Automated Notification System [risp@risp.gov.be.ca] Sent  Mon 2009-03-23 12:26 PM
To: Gray, Cam FIM:EX
Ce
Subject: This email is to inform you that a question regarding RFEI 441, New Selection, has been posted on the RISP web site.
-
Dear ABC Consult, —
This email is to inform you that a question regarding RFEI 441, New Selection, has been posted on the RISP web site.
¥ou will be notified once a response by the ministry has been posted for this question. Please log into RISP and click on the
'Q&a/Addenda’ button next te RFEL 441 if you would like to review the question. L |
| =
Regards,
RISP Administrator
E

Ministry Response

It is the goal of the ministry to respond to RFEI questions within two business days. When a
response has been posted, all participating offices, as well as the office who posted the question
will be able to review the response online. In addition, an email will be sent to all participating
offices, informing them that a response has been posted.
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{ "_,'J\. rE 5 Response Posted, RFE1441 - Message (Plain Text) = | B il
rLeay
Message (7))
3 ¥ : | 5 3AFind ™
i ) Pm- x g S Safe Lists = ¥ g 1
SRS S = ® = v &= 3 retea~ | B
Reply Reply Forward R, Call ~ Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender : - Up~ Unread kg Select - OneMote
Respond Actions Junk E-mail T Options I Find OneNote
From: RISP Automated Notification System [risp@risp.gov.be.ca] Sent  Mon 2009-03-23 12:28 PM
To: Gray, Cam FIN:EX
Co
Subject: Response Posted, RFEI 441
s
Dear ABC Consult, —
This email is to inform you that a ministry response to a question regarding RFEI# 441, New Selection, has been posted on the
RISP website.
Please log into RISP and click on the "Q&A / Addenda’ button next to the RFEI# 441 if you would like to review the response. =
N =
Regards,
RISP Administrator
-

Deadline

No new questions are accepted within 72 hours of an RFEI submission deadline. This is to allow
sufficient time for a ministry response, and for all participating offices to view the response.

Closed RFEI

Offices are able to view all Q&A for all RFEI (past and present) in which they have participated.
Addenda

In cases where the ministry needs to post additional information about an RFEI, an addenda will be

posted.

Navigate to the addenda the same way that you navigate to the Q&A section (described earlier in
this document).

Addenda will appear as follows:

RISP 3.0 User Guide Nov 2009 Page 5 of 7



RISP 3.0 User Guide BC Ministry of Transportation and Infrastructure

o |_eiirabon | Log O

RSP222 - Q8A | Addenda

RFEI 201
AldaenlaE

Q&A | Addenda - Addenda @

Addendum 1 Posted On: 2009-03-09

second time around
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All participating offices will receive an email notification when an addenda is posted.

E O & ¥ 5 Addendum Posted, RFEI# 441 - Message (Plain Text)

N

(Ea
R

Message Add-Ins

@ Gew XY D Sews B ¥ A

Reply Reply Forward i\z..: Call = | Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Semder > Up~ Unread | b Select~ Onelote
Respond Actions Junk E-mail T} Options I Find OneMote
From: RISP Automated Notification System [risp@risp.gov.bc.ca] Sent:  Mon 2009-03-23 12:29 PM
To: Gray, Cam FIN:EX
Cc
Subject: Addendum Posted, RFEL# 441
-
Dear ABC Consult, —
This email is to inform you that an addendum to RFEI# 441 has been posted on the RISP website.
L
Please log into RISP and click on the 'Q&A / Addenda’ button next to the RFEI# 441 if you would like to review the addenda.
Regards,
RISP Administrator
E

Closed RFEI

Offices are able to view all Addenda for all RFEI (past and present) in which they have participated.
Of course, with RFEI that have expired submission deadlines, this information is read-only.
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