7.0 Attachment A:  Vendor Response Access Database Instructions

The Vendor is required to complete the Microsoft Access database and return it on CD. The database is distributed as an Access 2003 file.

Database Completion Instructions

Use the database to respond to all of the Functional and Technical Requirements. 

Below is a screen shot of the Vendor Response Form that you will use to respond to the requirements. 

Database  screenshot only.
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Open the database Access file and enter responses into the data entry screen using the instructions on the following page of this document.

The data entry screen is divided into two sections:

The top half of the form is read-only. Fields shown are:
· “Req ID” – Requirement Number

·  “Category ID”

· “Importance Rating”

· “Requirement Description”

· “Required Response” (This field provides information to assist with responding to the requirement.)

The lower half of the form under the heading “VENDOR RESPONSE” contains the fields that must be completed by the Vendor.   

1. In field “1” Choose the appropriate . “Response” from the pull-down list using the guide below.

Base Functionality – Indicates that this requirement is contained in the current version of the product being proposed.

Customization – Indicates that this requirement is not fulfilled in the version being proposed, but the required functionality can be provided through custom coding.  All additional costs associated with this customization change must be included in the “Customization/Configuration Cost” field on the database form
Not Available – Indicates that this requirement is not provided.

2. In Field “2” Fill in the “Customization Cost” as indicated above.

3. In Field “3” in order to determine how to respond, fill in the “Vendor Response Description” by following the instructions in the “Required Response” field located in the top half of the database form.

4. The vendor will input their requirement responses to the ACCESS Database which is a .mde file.  Inputted information is automatically saved to the .mde file as the responses are entered.

5. When you have completed your response, click on the right arrow at the bottom of the form to go to the next record.

6. When you have completed all Vendor Responses for each requirement record:

a. Exit the .mde database file

b. Right click the .mde database file and select “Rename”

c. Rename the .mde databaes file to;  “yourcompanyname”. 

7. THE COMPLETED DATABASE MUST BE BURNED TO A CD-ROM AND INCLUDED AS PART OF YOUR RFP RESPONSE.

8. The renamed file can then be copied and pasted or dragged and dropped to the CD.  The CD is then returned with the response to the City Purchasing Office.
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