GEORGIA DEPARTMENT OF EDUCATION

Pupil Transportation

Bus Bid Tabulation



Adding a Bus Bid

Who uses this procedure? Pupil Transportation Directors

This procedure lists the steps to add a bus bid in the Bus Bid Tabulation module.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

& Pupil Tronsportation
System Name: [Burke County - 617 ¥ vear: [2012 v|

Data Collection: [Select a Data Collection ] Status: New

Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Bid Tabulation from the Data Collection drop-down list.

The Bus Bid Tabulation page appears.

Welcome to MYG aDOE

»
i @ Pupil Tronsportation B
f System Name: | Guinnett County - 667 v Year: 2012 -
2 Data Collection: | gus fid Tabulation 2 Status:  New
@Gml’m?ir_ﬁ
Bus Bid )
] Submit | Print 1
The Bus Bxd Tabul, form shall be by the local school system to the Gecrga Department of Education n accordance with State Board Rule 160-5-

3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.

A Bus 81 Tabulation form shall be submitted for each different bus capacity when a Purchase Order 1 ssued (the P.O. ntiates the report « not the receipt of
buses). Each form will alow antry of a8 vendor bids on that particular bus capacity.

Dessgn Capacity Engne Type Number of Uruts Ordered
v v

0id Date Does prce nclude delvery to System?
x| v

Complete Unit Manufacturer *Other” Complete Unit Manufacturer Complete Uret Bid Amount
v

Dstributor “Other* Distributor

M Evbnnar Camrne Combam M Aie Fandsinn Flevmis st Fammr e Y aie e Ll Mictas Slane
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4. In the Bus Bid Tabulation section:
a. Select a Design Capacity range.
Select an Engine Type.
Enter the Number of Units Ordered.
Enter a Bid Date.
Select Yes or No for the Does price include delivery to System? field.

-~ 0o o0 T

Select a Complete Unit Manufacturer.

Note: If you select Other, you must fill out the "Other" Complete Unit Manufacturer field.
g. Enter the Complete Unit Bid Amount.
h. Select a Distributor.

Note: If you select Other, you must fill out the "Other" Distributor field.
5. Inthe Optional Equipment section:

[ClExtenor Sensor System [J air Condition Coigital Cameras [ air Doors Clufe CIFtat Ficor

d Information

IS thes the Lowest Bid? 8id Awarded? Is Bid Awarded from Statewsde Contract?

~ ~ ~

Justuficaton of Awarded B "Other” Justfication of Awarded B

Add Cancel

Filter by Design Capacity: |ALL v

(Optional) Check the Exterior Sensor System field.
(Optional) Check the Air Condition field.

(Optional) Check the Digital Cameras field.
(Optional) Check the Air Doors field.

(Optional) Check the Lift field.

(Optional) Check the Flat Floor field.

6. Inthe Awarded Bid Information section:

® 2 0 T

—h

a. Select Yes or No for Is this the Low Bid Awarded? drop-down.
b. Select Yes or No for Bid Awarded? drop-down.

c. If you select No for the Is this the Low Bid Awarded? field and you select Yes for the Bid
Awarded? field, you must select a Justification of Award Bid option. If you select the
"Other" option, you must fill out the "Other" Justification of Award Bid field.

d. Select Yes or No for Is Bid Awarded from Statewide Contract? drop-down.
Click the Add button.
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The Pupil Transportation application creates a bus bid record and lists the record in the table
under this form. There can be multiple bus bid records per system.

>

Optional Equipment

[CJEexterior sensor System O air condition [Opigital Cameras [ air Doors Cuift  CIFlat Floor
Is this the Lowest Bid? Bid Awarded?
Justification of Award Bid "Other" Justification of Award Bid

o | | | -m -_C ancel

Design Capacity Filter
Filter by Design Capacity:

# o [z Complete Exterior
De5|g_n Engine Units Bid Date In_cld. Con_lplete Unit Bid Distributor | Sensor Al.r. s
Capacity | Type Delivery | Unit Mfr Condition | Camera
Ordered Amt System
to Sys?
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No Mo
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No Mo
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No Mo
Diesel Sales &
Service
(Bluebird)
1A-20 1- pirk] Na/27/2010 Yes Rlushird 12 nn Yanrv Rus NA hn A

Tip: Use the horizontal scroll bar at the bottom of the table to view all columns.

Complete Exterior - 4 - - ST - - -
Unit Bid Distributor | Sensor Al_r_ Digital Air ift | Flat the Bid Justlficathn of
Condition | Cameras | Doors Lowest | Awarded? Award Bid
Amt System Bid?
321.56 Yancy Bus No No No Mo No | Mo No Low Bid cannot :ﬁ' x
Sales & meet
Service terms/conditions
(Bluebird)
321.56 Yancy Bus No No No Mo | No | No No Yes P,
Sales &
Service
(Bluebird)
321.56 Yancy Bus No No No Mo |No| No | vYes s
Sales &
Service
(Bluebird)
12.00 Yancy Bus No MNo No Mo No | Mo No Low Bid has :é' x
Sales R nnnr nach - &l
<

You can edit ? or delete & any bus bid record.

Note: Once you have finalized a bus bid, submit it.

7. When a Bid has been awarded click the Yes link under the Bid Awarded column in the table.
The Bid Awarded section appears.
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Welcome to MYGQ DOE

Number of Units Ordered:

»

z @ Pupil Tronsportation A
f System Name: | Ginoatt County - 667 v Year: 2012 2
} Data Collection: | gus Sid Tabulation v Status:  New

VBus Bid (B Awarded)

b oid ivormarion P

Design Capacity: Engine Type: # of Units Ordered: Bid Date:

16-20 1 3 01/04/2012

Complete Unit Bid Amount: Distributor: s this the Lowest Bid? Bid Awarded?

$15000.00 Yancy Bus Sales & Service (Bluebird) Yes Yes

1s ide C ded Justification of Awarded Bid:

Yes

Bld Awarded —

Poyery Pobcy | Termeofing | Soe Ssoucements | foedbiedk Copyright © 20052009 Gaorga Depaniment if Educsten

ot ores < (] ()

v

8. Enter the Number of Units Ordered.

9. Enter the Date Ordered.

10. Click the Add button. The Bid Awarded information appears in a table.

Number of Units Ordared:

Number of Units Ordered Date Ordered

pate rsres 3 ) (o)

01/04/2012 r 4 x
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Editing a Bus Bid Record

Who uses this procedure? Pupil Transportation Directors
Prerequisite: Adding a Bus Bid Record
This procedure lists the steps to edit a bus bid record in the Bus Bid Tabulation module.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Transportation
System Name: [Burke County - 617 ¥] vear: [2012 |

Data Collection: [Select a Data Collection vl Status: New

Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Bid Tabulation from the Data Collection drop-down list.

The Bus Bid Tabulation page appears.

Welcome to MYGO DOE

»

g & Pupil Tronsportation
f System Name: | Gwinnett County - 667 v Year: 2012 .
g Data Collection: | gus Bid Tabulation 0 Status: New

[bata CollectionAudit Trad)

[ BusBd |

] Submit | Print ]
The Bus Bxd Tabul. form shall be by the local school system to the Gecega Department of Educaton in accordance with State Board Rule 160-5-

3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.

A Bus Bxd Tabulaton form shall be submitted for each different bus capacity when a Purchase Order 18 ssusd (the P.O. stiates the report « not the receipt of
buses). Each form will alow antry of all vendor bids on that particular bus capacity.

Dessgn Capacity Engne Type Number of Units Ordered
v v

0id Date Does pnce mciude delvery to System?
= -

Complete Unit Manufacturer *Other” Complete Uit Manufacturer Complete Uret Bid Amount
v

Dstributor “Other* Dstributor

| optianal Equipmant —

M Ale Fandsinn Flrvms st P Y aie e Ml Mictas Slane

T Evbnrimr Camene Commbomm

v
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4. Scroll down to the table of bus bid records under this form.

Optional Equipment

[JExterior Sensor System [Jair Condition [Digital Cameras [] Air Doors

Awarded Bid Information
Is this the Lowest Bid? Bid Awarded?

Justification of Award Bid "Other" Justification of Award Bid

| ] | |

Design Capacity Filter

Filter by Design Capacity:

Price

[CLift

[CIFlat Floor

|>

. . # of Complete Exterior . i
c[;esalgi" E_:j gn;e Units Bid Date D:a';i(\:::- CS' ';Lp:ftre Unit Bid Distributor | Sensor Cm;Adlirtion C[;Irrg1:?a||
pacity yP Ordered s Amt System
to Sys?
16-20 2 - 122222 |09/29/2010 Yes Bluebird 321.56 Yancy Bus No No MNo
Diesel Sales &
Service
(Bluebird) =
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 |09/29/2010 Yes Bluebird 321.56 Yancy Bus Mo No Mo
Diesel Sales &
Service
(Bluebird)
16-20 1 - 773 NR22/2010 Yeas Rliiahird 17 NN Yanrwv Riis M M M

5. Scroll right to view a bus bid record's edit button 4”’

6. Click the edit button é’for the record to be edited. The form above the table displays that bus

bid record.
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| Bus Bid Tabulation

The Bus Bid Tabulation form shall be submitted by the local school system to the Georgia Department of Education in accordance with
State Board Rule 160-5-3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.

A Bus Bid Tabulation form shall be submitted for each different bus capacity when a Purchase Order is issued (the P.O. initiates the
report - not the receipt of buses). Each form will allow entry of all vendor bids on that particular bus capacity.

Design Capacity Engine Type Mumber of Units Ordered
[16-20 v [1 - Gasoline v 223

Bid Date Does price include delivery to System?

[s22200 [ Yes v

Complete Unit Manufacturer "Other" Complete Unit Manufacturer Complete Unit Bid Amount
[lucbrd 5 | |
Distributor "Other" Distributar

|Yancy Bus Sales & Service (Bluebird) v| | |

Optional Equipment

[JExterior Sensor System [Jair Condition [pigital Cameras [Jair Doors it [JFlat Floor
Is this the Lowest Bid? Bid Awarded?
Justification of Award Bid "Other" Justification of Award Bid

|

7. Edit the record.

8. Click the Update button. The bus bid record is updated in the bus bid record table under this
form.

Note: These records have not been approved yet. Once you have created all the bus bid records
for a system, you should submit them to your Program Manager for approval.

Georgia Department of Education
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Deleting a Bus Bid

Who uses this procedure? Pupil Transportation Directors
Prerequisite: Adding a Bus Bid Record
This procedure lists the steps to delete a bus bid record in the Bus Bid Tabulation module.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Tronsportation

System Name: |Burke County - 617 v vear: (2012

Data Collection: [Select a Data Collection v Status: New

3. Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Bid Tabulation from the Data Collection drop-down list.

The Bus Bid Tabulation page appears.

Welcome to MYGQDOE

3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.

buses). Each form will alow entry of a8 vendor bids on that particular bus Capacity.

Optional Equipment

L e

5 @ Pupil Tronsportation -~
! System Name: | Guinnatt County - 667 ~ Year: 2012
E Data Collection: | gus fid Tabulation 3 Status:  New

Gata CollectionyAudit Trad)

[ BusBd )

] Submit |
S
The Bus Bid Tabul. form shall be by the local school system to the Gecega Department of Education in accordance with State Board Rule 160-5-

A Bus Bid Tabulaton form shall be submitted for each different bus Capacity when a Purchase Order 18 ssusd (the P.O. mstiates the report « Not the recept of

Dessgn Capacity Engne Type Number of Uruts Ordered
A v

id Date Does pice nclude delvery to System?
= | v

Complete Unnt Manufacturer *Other” Complete Uit Manufacturer Complete Uret Bid Amount
v

Dstrdutor “Other* Dstributor

T Evbnnionr Camrne Ciambam T Aie Fandsinn st F s nr Y aie Ovmnee Mo Mietar Stane

Povery Pobcy | Termeofing | Soe Ssowcements | fsedlieck Copyright © 2005-2009 Gaorga Department if Eucaten

v
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4. Scroll down to the table of bus bid records under this form.

Optional Equipment

|3

[CJExterior Sensor System [Jair Condition [Ipigital Cameras [CJair Doors Ouift  CIFlat Floor
Is this the Lowest Bid? Bid Awarded? =
Justification of Award Bid "Other" Justification of Award Bid

| I |

Design Capacity Filter
Filter by Design Capacity:

# of FriEz Complete Exterior
Clzesalgi';y E_:] gn;e Units Bid Date Dg:i‘\:::- CS::tp.ldeftre Unit Bid Distributor | Sensor Cm;Adlirtion cg:ﬂ:?é
P yp Ordered Y Amt System
to Sys?
16-20 2 - 122222 | 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird) =
16-20 2 - 122222 | 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
16-20 2- 122222 | 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
1A-70N 1 - 773 Na22/2010 Yas Rhiehird 12 0N Yancw Ris M N M

5. Scroll right to view a bus bid record's delete button X,

6. Click the delete button % for the record to be deleted. A confirmation window appears.
7. Click OK to confirm the deletion. The bus bid record is deleted.
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Submitting Bus Bids

Who uses this procedure? Pupil Transportation Directors

Prerequisite: Adding a Bus Bid
This procedure lists the steps to submit a set of bus bid records to your Program Manager for approval.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Tronsportation
System Name: [Burke County - 617 ~| vear: [2012 ~]

Data Collection: [Select a Data Collection v Status: New

3. Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.
b. Selecta Year.
c. Select Bus Bid Tabulation from the Data Collection drop-down list.

The Bus Bid Tabulation page appears.

Welcome to MYGO DOE
teels - Duishe . p2Le
. -~
5 & Pupil Tronsportation
! System Name: | Guinnatt County - 667 ~ Year: 2012 v
g Data Colection: | gus Bid Tabulation 2 Status: New
{Bata CollectionyAudit Trad)
Bus Bid
| Submit | Print [}
| Bus Bid Tobulation ‘ .
The Bus Bxd Tabul. form shall be sub by the local school system to the Gecrga Department of Educaton in accordance with State Board Rule 160-5-
3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.
A Bus Bxd Tabulaton form shall be submetted for each different bus capacity when a Purchase Order 18 ssued (the P.O. ntiates the report « not the receipt of
buses). Each form will allow entry of a8 vendor bids on that particular bus Capacity.
Desegn Capacity Engne Type Number of Urnits Ordered
v v
0id Date Does pnce mclude delvery to System?
3 v
Complete Unit Manufactures *Other” Complete Unit Manufacturer Complete Uret Bid Amount
v
Destributor “Other* Distributor
M
Optional Equipment
MIEvbnrinr Canrne Cimbnm M Aie Fandsinn Mot Famaras [ PP P Mo FiCiar Elane ®
Povery Pobcy | Termeofing | Soe Begueaments | foedhedk Copyright © 2005-2009 Gaorga Depanimont uf Educsten

4. Scroll down and review the set of bus bid records in the table below this form.
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Optional Equipment

[JExterior Sensor System

[JAir Condition

[JDigital Cameras

Awarded Bid Information
Is this the Lowest Bid?

I

Justification of Award Bid

|

Bid Awarded?

"Other" Justification of Award Bid

Design Capacity Filter

Filter by Design Capacity:

Price

[] air Doors

[CLift

|

[CIFlat Floor

- - # of Complete Exterior - 4
C[:lei:girt]y E_Ir_lglr;e Units Bid Date D:ar;i‘\:.!:- CS:i.'tp.I:ftre Unit Bid Distributor | Sensor Conﬂll;.tion Cg:ﬂ:?‘:‘
P vP Ordered Y Amt System
to Sys?
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus Mo No Mo
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
16-20 = 2232 na/?2/2n1n Vas Rliiahird 12 0n Yancv Ris Nn N N

Note: You may need to add, edit, or delete records.
5. Once you have created all the bus bid records for a system, click the Submit button.

The Submit button disappears.

The fields and records on the form become read-only.

The table in the Audit Trail tab indicates the records were submitted.

The Pupil Transportation system notifies the Program Manager
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Requesting a Revision to a Bus Bid
Submission

Who uses this procedure? Program Managers
This procedure lists the steps to request revisions for a set of bus bid records submitted to you by a
Transportation Director.

Log into MyGaDOE.
Select Application from the Pupil Transportation main menu.

The Pupil Transportation page appears.

@ Pupil Transportation
System Name: [Burke County - 617

7] vear: [2012 ~
vl Status: New

Data Collection: [Select a Data Collection

3. Complete the fields at the top of the Pupil Transportation page:
a. Select a System Name.

b. Selecta Year.
c. Select Bus Bid Tabulation from the Data Collection drop-down list.

The Bus Bid Tabulation page appears.

k £ R - Woelcome to MYGODOE
. -~
! & Pupil Tronsportation
f System Name: | Ginnett County - 667 v Year: 2012 ~.
§ Data Collection: | gus §id Tabulation v Status:  New
[Bata CollectionAudit Trad)
(BsEd )
| Submit | Print [}

The Bus Bxd Tabulation form shall be subawtted by the local school system to the Gecrga Department of Education in accordance with State Board Rule 160-5-
3-.01. The form shall be submitted within 10 business days of the issue of the Purchase Order.

A Bus Bid Tabulation form shal be submitted for each Gifferent bus capacity when a Purchase Order is ssued (the P.O. ntiates the report « not the receipt of
buses). Each form will alow antry of al vendor bids on that particular bus capacity.

Number of Uruts Ordered

Dassgn Capacity Engne Type
hd v

0id Date Does pnce mclude delvery Lo System?
= v

Complete Unit Manufactures *Other” Complete Uit Manufacturer Complete Uret Bid Amount
v

Dstributor “Other* Dstributor

Optional Equipment - -
e Ovmnee Ml Mictas Clane

M Aie Fandsinn FIrvais st Fammr s

Poyery Potcy | Termeefing | Soe Ssgucements | ' foedbiedck Copyright © 20052009 Gaorga Depantment uf Educsten

Tl Evtnnar Comrne Commbnm
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Note: The fields and records on the form become read-only.
4. Scroll down to the table of bus bid records and review them.

>

Optional Equipment

[JExterior Sensor System [Jair Condition [Jpigital Cameras [Jair Doors Ouift  [Flat Floor
Is this the Lowest Bid? Bid Awarded?
Justification of Award Bid "Other" Justification of Award Bid

| q |

Filter by Design Capacity:

Price

. . # of Complete Exterior . .
Clze?gi:y E_:_]glr;e Units Bid Date Dg;i‘\:::- CSr:rin.l‘.‘eftI_e Unit Bid Distributor | Sensor Cor;AdIirtion Cz:ﬂ:?é
L yp Ordered Y Amt System
to Sys?
16-20 2 - 122222 | 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus Mo Mo No
Diesel Sales &
Service
(Bluebird)
16-20 2 - 122222 09/29/2010 Yes Bluebird 321.56 Yancy Bus No No No
Diesel Sales &
Service
(Bluebird)
1A-21N 1 - 773 NR/22/72010 Yas Rliehird 12 0N Yancw Riis M M M

Tip: Use the vertical and horizontal scroll bars to view all the record data.
5. Click the Request Revision button to reject the submission.

The Revise Comments box appears.

Revise Comments :

I:l characters left

6. Enter comments in the Revise Comments box. There is a 500 character limit.
7. Click the Revise button.
e The Request Revision button disappears.

e The table in the Audit Trail tab indicates the records had a revision request.
e The Pupil Transportation system notifies the Director.
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