0D

OPERATIONAL SERVICES DIVISION
Job Aid:

How to Create a Bid from Scratch

This Job Aid shows how to:
e Create a Bid Solicitation using the Create a Bid from Scratch option in COMMBUYS.

Of Special Note:

Executive Agencies are required to initiate bids by first creating a requisition in COMMBUYS. Please refer to the
Job Aid entitled “How to Create a Bid using a Requisition.”

Bids are documents used to request price quotes and post opportunities for contracts from potential vendors (bidders) for
goods or services. They are used when goods or services are not already on a statewide or departmental contract
(excluding Requests for Quotation - RFQs which are part of the document). Bids can either be a one-time request for
goods and services, which would turn into an open market purchase order, or they can become a Master Blanket
Purchase Order (MBPO) in COMMBUYS - either a Statewide Contract (SWC) or Departmental Contract. This job aid will
start at the point of creating a new bid, without a requisition. Please review the OSD Best Value Procurement Handbook
for bid creation if you have any questions.

Enrollment Types:

Open Enrollment: Allows the Strategic Sourcing Services Team (SSST) to re-open the contract at any time (or at set
intervals) to add new vendors. The Contract End Date should not change.

e Add vendors to an established contract

e Vendors are able to be awarded during the open enroliment period

e Bid opportunity lasts up to one year of the established contract expiration date

e Has multiple quote submission periods

e Must act as informal

Rolling Enrollment: Allows you to accept bids and review them as they come. The Contract End Date should not
change.

¢ Has one enrollment period to award vendors to an established contract

e Bid opportunity lasts up to one year prior to the established contract expiration date
e Purchaser can award vendors anytime

e Must act as informal
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Screenshot Directions

Step 1: Creating a New Bid

1. Click on the Add Documents
COMMBUYS-! s! ! SE‘EH’{"I.. e icon to begin a new bid.
—— QPERATIONAL BERVIDES DIVISIDN ——

2.

Select Bid Solicitation from the

ReqUiSitiDn dropdown menu.
Document(s) Bid Solicitation
B LRI b chase Order
Approval
Receipt
Step 2: Creating a New Bid from
Create 2 New Bid Scratch
1. Ensure that the Create a bid
from scratch radio button is
Plase eleat e meshod 0 crste ane i pre-selected.
2. Click on the Continue button.

() Cone 3t from anather document
0 Copy Contracts For Renewal.

(ontinue (ancel & Exic
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New Bid

General lems Address Accounting  Routing  Atachments  Notes  Bidders  Amendments  Q&A  Reminders  Summary

Quote Notfication: 0

mP(SmaII Business Purchasing Program)
Ellglole? v
*

See SEPP requirsments and exceptlons at
WWw.mass.gov/shpp

Pro:urememType*: v

@mma Award Date " (MM/DDAYYY) #

Date Last Updated:

Save & Continue

User Last Updated:

Bid Number: Description”*

Stalus: Purchaser.” O'Malley1s, B v
s

Type Code: v

Department” v Fiscal Year” any,

Location:" v Organization Department of State Purchasing
A\

Show on Web: Allow Electronic Response:

Bid Opening Date"(MM/DDAYYY

Requred Dite = HHMMSS AM or PN t

Available Date “TMM/DDAPYYY HHMNSS AM or Eﬁ

M)

Bid Type OpenBid Informal Bid: 0

Estimated Cost: $0.00

Altemate [D:
r *

Purchase Method! Banket Catalog ld: v

Blanke1 Begh Dtz ‘MWDDIYYTY) & Blanket End Date MDDV} Eﬂ]
\

TaxRate: v Print Format:* Bid Print

Solicitation Enabled: No Enable Rolling Enrallment: 0

Item Single Award Only: O Enable Open Envaliment: 0

Allow Vendors to Submit Multiple/Alternate

Quotes:

Info Contact:

Pre-Bid Conference

(Ma size: 230 characters)

Y
Bulletin Desc:
(Max size: 300 characters)
4

Step 3: Completing the Bid General
Tab

The General tab displays. The fields
to be completed include:

Description*: Enter a short
description of the transaction (with the
option to use the agency’s bid
numbering schema). Thisis a
searchable field.

Type Code: Using the dropdown
arrow, select one of the following:

e NS: Bid for a non-statewide
(departmental) solicitation

e SS: Bid for a statewide
solicitation — for OSD use
only.

Department*: Using the down arrow
next to the field, select the ordering
department from the dropdown menu.

Location*: Using the down arrow
next to the field, select the ordering
location from the dropdown menu.

Available Date*: Enter the date the
bid (solicitation) will be made available
for vendors to view and submit
quotes. Click on the calendar icon to
set the desired month, day, and time.

Bid Opening Date*: Enter the date
that quotes will no longer be accepted
and submitted quotes can be opened
for viewing. Click on the calendar icon
to set the desired month, day, and
time (using the slide bars).

NOTE: If the year must be changed,
select the desired year before
selecting the month, day, and time.

How to Create a Bid from Scratch
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Screenshot

Directions

Purchase Method*: The following
options display in the dropdown menu:

e Open Market: Select for a
one-time purchase/award
e Blanket: Select if the Bid is
going to result in a blanket
contract award. If selected, a
pop-up message appears.
Click on the OK button and
two new fields will display and
must be completed:
Blanket Begin Date: (the estimated
blanket contract beginning date)
Blanket End Date: the (estimated
blanket contract ending date)

SBPP (Small Business Purchasing
Program) Eligible?* — If displayed,
select Yes from the dropdown menu if
the transaction will likely total $250K
or less. Select No if over $250K or if
not applicable.

Procurement Type: Select the type
of solicitation from the dropdown
menu.

Estimated Award Date: Enter the
anticipated date the solicitation will be
awarded.

Optional fields include:

e Info Contact: The contact
person for this bid.

e Pre-Bid Conference: This
field is available to capture bid
conference information if
applicable.

e Bulletin Description: This
field is available for a brief
description of the bid.

e Quote Notification: When
this box is checked,
COMMBUYS will send an
email when a quote is
received.

Click on the Save and Continue
button at the bottom of the page. An
Overall Validation Errors message
displays in red reminding you that
items have not yet been added to the
Bid Solicitation.

How to Create a Bid from Scratch
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Screenshot Directions

Step 4: Completing the Items Tab

Blanket Bid BD-21-19%0-BIDS1-BIDS1-52110 Saus 8 noges

Address hoontng - Rouing  Atachment(l)  Notes  Biders  Questions  Amendments  Q&A  Reminders  Summary

Open Market Bid BD-21-1990-BIDST-BIDST-52113

General  Mems  Aojess  Accouncng  Routng  Amachmenss  Nows  Bioders  Quesions  Amendmems Q&M Reminders  Summay

h There are no items. Please click ‘Search ltems’ or 'Add tem' below to add an item.

Seareh frems Search Inventory ltems Rd fem Upload fiems Export tems

Copyright & 2020 Peristapa Holdings, Inc_- Al Rights Reserved

S T T T L I S AR A IR

1 oS e D ed QO o T e, WE oo it ! e gtttk BRI T 1
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1.

2.

Click on the Items tab.

If you would like to include the
items in an attachment or add
a few items manually on a
one-by-one basis, go to Step
7.

If you intend to add items to
the COMMBUYS .csv
(comma separated values)
template, click on the Export
Iltems button. A .csv file box
displays on the bottom of your
screen. Click on the .csv file
to open the Items template.

Complete the columns in the
template, either by copying
over from a saved template, a
saved file (for example,
another Excel .xls or .csv file),
or by manually entering the
items. The required fields
include: Iltem Number, Print
Sequence, Item Type,
Description, Quantity, UOM
(Unit of Measure), NIGP
Class ID (UNSPSC Segment-
Family), and NIGP Class Item
(UNSPSC Class).

Save this file as a .csv file to
your desktop, downloads,
documents file or other
location.
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Seachfiems  Searchinvemoryhiems  Addtem | Uploadfiems | Exportltems
Upload ftems
fig | Choose File o file chosen
O Uploacing new tems il delete all xiting rems.
Save & Exit Cancel & Bxic
ThisPC » Downloads v O Search Downloads R
Ider e I @
Name Date modified Type Size
v Today (2)
£3<| BD-21-1990-BIDS1-BIDS1-52113_B_ltemE... Microsoft Excel C.., 1KB l
BD-21-1930-BIDS1-BIDS1-52113_B_ltemE... Microsoft Excel C... 1KB
~ Last week (14)
B¢ BD-21-1990-BIDS1-BIDS1-52111_B_ltemE... Microsoft Excel C... 2KB
@ BD-21-1930-BIDS1-BIDS1-52111_B_ltemE... Microsoft Excel C... 2KB
5] BD-21-1990-BIDS1-BIDS1-52111_B_itemE... Microsoft Excel C... 1KB
03] BD-21-1990-BIDS1-BIDS1-52111_B_itemE... Microsoft Excel C... 1KB
«d B¢ BD-21-1990-BIDS1-BIDS1-52111_B_ltemE... Microsoft Excel C... 1KB
@ US Feods October 2019 Order Guide (10) Microsoft Excel 97... 221 KB
" @ Performance April 2019 Food Order Guid... Microsoft Excel W 142 KB
=d @ US Foods October 2019 Order Guide (9) Microsoft Excel 9 221KB
@ US Foods October 2019 Order Guide (8) Microsoft Bxc 221KB
@ US Foods Qctober 2019 Order Guide (7) Microsoft Excel 8 221KB
@ Performance March 2019 Food Order Gui... Microsoft Excel W... 138 KB
@ INestles Price Sheet Award Microsoft Excel W... 15KB
@ LINDENMEYR MUNROE _Paper_Cost_Sheet  7/20/2020 Microsoft Excel W... 62 KB
P12l OFFAT | indenmuer Dric= Fil @ 11 10 742072070 1024 AM Mirrnenft Frrel W AN KR
e name: | v‘ All Files ~
I Open I Cancel
Upload ltems
File" Chose Fiel 80-21-1980-8 port(Thesv
0 Uploading new items il delete al existing tems.
Save & Exit Cancel & Exit

whww.training.commbuys.com says

the same Item Mumber. If you wish to proceed, click OK.

If you proceed, any items already on the Items tab will be replaced with
the items from the file that you are uploading if they have been given

Cancel

Step 5:

Adding Items from the

Template

1.

NOTE:

Return to the Iltems tab and
click on the Upload Items
button.

Click on the Choose File
button.

This button may be labeled as

the Browse button on some browsers.

3.

4.

When the files display, select
the file to upload and click on
the Open button.

The uploaded filename
displays on the Upload Items
screen. Click on the Save &
Exit button.

A popup message reminds
you that this upload will
replace any existing items on
the bid. Click on the OK
button.

How to Create a Bid from Scratch
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Screenshot Directions

Step 6: Verifying the Upload
- T [ic B Delzed
e sl S . 0 1. Review the upload for
I e ey O accuracy. If errors are found,
S the uploaded file can be
mm e Wy corrected and then uploaded.
" . o €W W i D)
2. Goto Step 8.
] . W g
- L] oW ] L]
I Bov
] el W o a
L W owm i bl
I Bov
H g FE h — 0 I
L] oW L] L1
I By
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Blanket Bid BD-21-1990-BIDS1-BIDS1-52115

There are no items. Please click ‘Search ltems’ or Add Item’ below to add an itsm.

Search [tems Search Inventory ltems Add ltem Upload feems Export tems

Capyright & 2020 Periscope Haldings, Ine.- Al ights Resenved.

4802115908051 8051115

Stock e bz

St 11 InPrgress é

UN$PS CSegent Famiy

Commodiep£78: Q

Additional product information p

Step 7: Adding Items as an
Attachment or by Manual Entry

1. Click on the Add ltem button.

2. Enter a description of the item
in the Description* field
(4000-character capacity). If
attaching items, use a general
description of the items.

3. For items to be included in an
attached Bid Solicitation,
select the Disable Pricing on
Quote checkbox. This will
force bidders to provide item
pricing within their attached
guote.

NOTE: For manual (one-by-one)
entry, do not check this box.

4. Enter a desired quantity in the
quantity field if known or enter
1.0 if the desired item is a
service, or if the items will be
described in an attachment.

5. Change the UOM (Unit of
Measure) field if needed using
the dropdown menu.

6. Enter the first four characters
of the UNSPSC in the
UNSPSC Segment-Family:
field

7. Enter the next two characters
of the UNSPSC in the
UNSPSC Class: field.

8. Enter the Commodity-EPP
Code in the Commodity-EPP
field: by clicking on the
magnifying glass next to the
Commodity-EPP field,
selecting the code from the
menu, clicking on the Find It
button, selecting the radio
button in the Select column of
the desired code, and clicking
on the Select button.

NOTE: If the UNSPSC Segment-
Family and/or Class fields are
known, they can be entered
directly into the fields. If unknown,
click on the magnifying glass icon,
enter a keyword in the UNSPSC
Keyword field and click on the
Search button.

How to Create a Bid from Scratch
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Screenshot

Directions

NOTE: UNSPSCs can also be found
using the dropdown menus next to
each field, by using the UNSPSC
Lookup Tool on the COMMBUYS
Landing Page, or by going to
unspsc.org.

9.

Repeat this Step if manually
adding more items, by clicking
on the Save & Add New
button. If complete, click on
the Save & Exit button.

Blanket Bid BD-21-1990-BIDS1-BIDS1-52110

General }Ems Hoouning - Routig - Aachmenisl)  Notes  Bidders  Questons  Amendments QA Reminders  Summary

Status: 281 In rogress E

Step 8:

Verifying the Address Tab

Click on the Address tab.
Verify that the Ship-to and
Bill-to addresses are correct.
If not, click on the magnifying
glass icon to select an
alternative.

NOTE: The Accounting tab
is not used in COMMBUYS.
The following tab is the
Routing tab which displays
the path this document will
follow towards approval. It
is not activated until after
you submit the document
for approval.

How to Create a Bid from Scratch
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Screenshot

General Items  Address  Accounting Raumotes Bidders  Questions  Amendments  Q&A  Reminders  Summary

0 Marking an item "Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicty.

Files

o Click Add Flleto add file atachments.

NoFile Attachments

ﬁequired Quote Attachments
(These are aachments requested by the Agency, and a Quote response must include them to be submitted)
Add Required Quote Attachment

0 This will require a Quote Response to have a file attached before Quote can be submitted.
This does not control what file is attached, the Vendor is responsible for attaching a relevant file
k This does not prevent a Vendor from attaching a non-relevant file, or a file of a ifferent name than expected.

Save & Continue Add File

n Marking an item *Confidential” will ensure the document is only seen by relevant personnel and will not be displayed publicly.

Files

0 Click Add Flle to add file attachments.

No File Attachments

@uired Quote Attachments

(These are attachments requested by the Agency, and a Quote respanse must include them to be submitted)

Desired Attachment Name: Description:

\
Add Required Quote Attachment

0 This will require a Quate Respanse to have a file attached before Quate can be submitted.
This does not cntrol what file is atcached, the Vendor is respansible for attaching a relevant file.
Q\s doas not prevent a Vendor from attaching a non-relevant file, or a file of a different name than expected.

Rem

Directions
Step 9: Adding Attachments

Attachments may include all the
elements of a Bid Solicitation including
the solicitation (RFR, etc.), terms and
conditions, a list of the items, and so
on.

1. Click on the Attachments
tab.

2. Click on the Add File button.

NOTE: Attachments that require a
vendor response are identified by
clicking on the Add Required Quote
Attachment button and completing
the Desired Attachment Name: and
Description fields.

How to Create a Bid from Scratch
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Screenshot Directions

Step 10: Choosing a File to Attach

Add File 1. Click on the Choose File

button.

0 Nameiste display name for the file that will appear where attachment repasitory files are displayed. It can be different from the name on disk and can contain alphanumeric characters, spaces, and

Name" NOTE: This button may be labeled
Browse in some browsers.

Description:

Ae" ‘@m‘@" 2. Select the desired file from
Search e its location (C: drive,
- shared drive, flash drive,

documents folder, desktop,
Save & Exit Save & Continue Reset Cancel & Exit etc ) .

Location:

3. Complete the following
fields « Name — required;
but will be populated with
the selected file name if left
blank « Description —
optional.

4. Click on the Save & Exit
button to add another file or
when all files have been
added.

NOTE: Files previously uploaded
or added to the Document Library
in COMMBUYS are available in
the Attachment Repository. To
locate and attach from the
repository, click on the Search
File button and complete the
advanced search criteria.
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Screenshot

Directions

Step 11: Selecting the File to Attach

Delete Note Date User

Bl
OMalley's

ThisPC » Desktop v O Search Desktop r
1. Click on the file to attach.
older =y O @
A
Mame Date modified Type Size 2. Click on the Open button.
Water Safety 7/2/2020 1:35 PM File folder
E Calculator 2/14/2017 &:03 PM Shortcut 2KB
&) Cisco Webex Meetings 4/9/2020 1:58 PM Shortcut 3KB
@ Commonwealth_Terms_and_Conditions 9/17/2014 8:08 AM Microsoft Word 9... 168 KB
@ Conducting a Webinar Using GoToTraining ~ 8/28/2078 11:51 AM Microsoft Word D... 16 KB
@ Copy Paper 5/6/2020 11:16 AM PG File 10KB
2l Excel 8/12/2019 1:39 PM Shortcut 3KB
@ GoToMeeting 000 6/22/2020 2:09 PM PNG File 2,339 KB
2/ GoToMeeting 7/7/2020 813 AM Shortcut 2KB
<d @ GoToTraining 7/7/2020 813 AM Shortcut KB
m @ In-Progress Bid Items 7/9/2020 10:16 AM Microsoft Excel C... 1KB
' @ In-Progress Bid Items 7/9/2020 10:11 AM Microsoft Excel W... 9KB
™ ',i Microsoft Teams 6/23/2020 7:30 AM Shortcut 3KB
% Outlaok 8/12/2019 1:59 PM Shortcut 3KB
& pace 11/16/2016 12:41 PM Internet Shortcut 1KB
9 PowerPoint 8122019 1:39PM Shortcut IKB
@ Sample template 7/27/2020 10:40 AM Microsoft Excel C... 1KB
@ Sending a GotoTraining Webinar Invitation  8/12/201% 12:55 PM Microsoft Word D... 16 KB
[, ETTR N7 040 1,20 AkA [ awn
€ name: |Commonwealth_Terms_and_Conditions ~ ‘AH Files v
| Open Cancel |
Step 12: Adding Notes
; 1. Click on the Notes tab if you
Blanket Bid BD-21-1990-BIDS1-BIDS1-52110 : oY
would like to add an internal
. ‘ . ‘ ‘ note. If not, go to Step 13.
General  hems  Address  Accounting  Routing  Auschmenis(§  Notes | Bidders Questions  Amendmens  Q&A  Reminders  Summary 9 P

2. When complete, click on the
Save & Continue button.
Additional notes may be
added if needed.

NOTE: Notes are viewable
by you and others in your
work group. These are not
viewable by the vendor,
however, keep in mind that
this information may be made
available externally due to
Freedom of Information
requests.

How to Create a Bid from Scratch
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Screenshot

—
General  ftems  Address  Accounting  Routing  Attacnments  Notes || Bidder

m Subcontractors  Quote Activity

Vendor Validation Warnings

No bid bidder.
Select bidder participation, open or closed, and select vendors to notify
O Unresticted bi, 2l vendors can view and respond

O Resticied bid, anly selected vendors can view and respond

Vendor ID

D Show Estimated Total To Vendors
(7 snow Unit Prices o Vendors

Hide Bid Holder List on Vendor Side

Questions ~ Amendments  Q&A  Reminders  Summary

Vendor Name

@ Before you loak up bid vendors or add a new vendor, please save your unsaved changes. Ctherwise you wil lose those changes

Directions
Step 13: Identifying Bidders

1. Click on the Bidders tab.

2. To add bidders, click on the
Lookup & Add Vendors
button at the bottom of the

page.

NOTE: You have the option to not
select any Bidders.

Save & Continue Lookup & Add Vendors
Step 14: Searching for Vendors
Vendor Lookup®
A Lookup & Add Reference Vendors
Searh g _ popup window appears with a Vendor
Al arthecter v advanced search page. You can
either:
Find It Clear
e enter vendor search criteria
Search Fields: . .
e Vendor ID % Vendor Name and click on the Find It button

Vendor Tax ID
Vendor Keyword
Integration D
ZIP Code

State

0 Emergency Suppliers [ Reference Vendor

Shoul Vendor Legal Name

Alternate ID

County

BOWSEDY. B CDEFGHI)KLMNOPQRSTUVWXYZ

012345678910

Find It Clear

Find Vendors for All Commadity-EPPs on the Bid Close Window

Copyright © 2020 Periscape Holdings, Inc.- AllRights Reserved

(commonly used for one-time
only Open Market Bids), or

e scroll to the bottom of the
page and click on the Find
Vendors for All Commodity-
EPP on the Req button
(commonly used for Blanket
Bid Solicitations)

How to Create a Bid from Scratch
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Screenshot

Vendor Lookup

(%]
w
m
s}

Vendor ID

00017178
00000862
200146
300123
00003837
216361
00000204
00017720

229881
00008101

OO0 OOooOoooogoolo

Vendor Name

2-Way Communications Service, Inc.

7 Generations Inc

A and A Industrial Supply / ALBECO Fastener, Inc.

Adamson Industries Corp.

Agathos Laboratories, Inc.

All Sports - Heroes Uniforms, Sperting Goods & Promaotions
Alliance Detective & Security Service, Inc.

Angel-GUARD Products, Inc.

Apollo Safety Inc

ApproMed Corp.

Directions

Step 15: Selecting Bidders

The results display with all bidders
who registered in COMMBUYS using
the same commodity code as you
entered on the Items tab, or with all

bidders meeting the criteria you
entered using the Find It button.

1.

Select the checkbox in the
Select column next to the
desired bidders (restricted
bid) or select the top
checkbox in the Select
column to include all the listed
bidders (best practice —
unrestricted bid).

If selecting the top checkbox,
a popup window displays
reminding you that all bidders
on the list will be notified.
Click on the OK button.

Click on the Save & Exit
button at the bottom of the
page to return to the Bidders
tab.

How to Create a Bid from Scratch
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Screenshot Directions

Step 16: Verifying the Bidders

ey et ™ Genoral Maiting Address - Amee Cormier 22 Cummings Park Woburm, . v G
N o The Bidders tab now displays all the
Woturn WA 0\

o bidders you selected.
[y

20008 ot el e Cronme

Doty General Maling Addres - Paria deSousa 410 Whop Stee Ta.. v You can delete bidders using the

" checkboxes in the Delete column,
and/or you can continue to add

- TR o bidders by clicking on the Lookup &

e General Mailing Address - Michaed Duchenin 9 Scots Way PO ox 517 .., v

ey Add Vendors button.

o — NOTE: Generally, as a best practice,

Prme (125054509

O - bidders should not be deleted from
e Bid Solicitations without good cause.

»ou? Copnt Pagpes (o
i

dress - Dankel P, Buonagurio 200 Libbey Industrl.. v

Duel P Bavsapen
0 Luey i Povany
[T

(=00 tostBwsapnsmogs (vn

e (VLS4
w i

Panern horwal 08 On o
hom Ut P o vedet
M ¥onde 14 (harge Ouaoary
Ao Vo 1 Coange UM
Seledt bekder partpacn
Uvetrcted eo/ms e ot vedont (0 vew 374 moond
R ctad rhormal t, oy e s e (a0 vew and epond

Informal Bid Date Section

1 g Dace “INMLOONYYY M4 VLS5 AM o PAY) -]
5t Aalatie Dot IMMADOATYY M4 MV 55 AM o M) -]
Pt Dt (MMAEOAYYY) ]

Save b Continm Lockup & A3 Vendony ot
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Screenshot

Deiedl  Queston# Pt Requred
N Sequence

Queston

Response Tjpe

Avaiablity response

Save & Continue

Resel

Directions

Step 17: Completing the Questions

Tab

If you have questions to ask of

bidders:

1.

Click on the Questions tab.

Select the Required
checkbox. Doing so will
require bidders to answer the
question before their quote
can be submitted.

Enter the question text in the
Question field.

Select a value from the
Response Type dropdown
list to establish a format for
the vendor response.

Click on the Save & Continue
button to save your entries.

NOTE: The next tab is the
Amendments tab which has no
functionality until after the bid is sent.

How to Create a Bid from Scratch
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Screenshot Directions

Step 18: Completing the Q&A Tab

(sting  Cesiedaie  UserCroad Quesion St (uestin hsner Show :
- 1. Click on the Q&A tab.

2. To dialogue with bidders,
Auher select the Allow vendor to
submit questions checkbox.

3. If you would like COMMBUYS

-

_ Homverdr o it s to notify you by email when a
_ ) bidder submits a question,

N Sendnoficaton hen vendor sbmiting et select the Send notification

when vendor submitting

Soehlontiue | et question checkbox.

NOTE: Numbers 2 & 3 above are
considered a best practice.

4. Click on the Save & Continue
button.

NOTE: When a question is received,
provide an answer and ensure that the
Show All on Web checkboxes are
checked, and that the Show Original
Vendor Only checkboxes are
unchecked. This is the best practice
as all questions and answers will be
viewable by all bidders. All questions
and answers may be subject to
disclosure through Freedom of
Information Act requests.
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Screenshot

General  tems  Vendors ghrpress Aounting  Routng  Atachmens  Note| Reminderd]  Summary
V I

[ D Dee” Commen” Remind Whort'

(MMLDDYYY) (mex 250 charatcters|

v

Days

Pror

ul
Remind"

Date Completed
(MMADDAHYY)

Send

Ema

Date
Entered

Entered

Save & Continue et

Directions

Step 19: Entering Reminders

1.

Click on the Reminders
tab if you want to send a
reminder to yourself or
another person within your
organization. If not, go to
Step 20.

Use the calendar icon in
the Due Date* field to
select the date of the
reminder.

Enter your reminder text in
the Comment* field.

Select yourself or another
internal recipient from the
dropdown menu next to the
Remind Whom?* field.

If an advanced reminder
(tickler message) is
desired, enter a number in
the Days Prior to Remind*
field.

Click on the Send Email
checkbox to ensure that
the reminder notification is
emailed to the intended
recipient.

When complete, click on the Save
& Continue button.

How to Create a Bid from Scratch
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Screenshot Directions

Step 20: Submitting for Approval

Tt e b e e
1. Click on the Summary tab to
review the bid information.

2. Scroll to the bottom of the

(bl Owbd page and click on the Submit
for Approval button.

NOTE: If you decided not to select
Bid BD-21-1990-BIDS1-BIDS1-52115 - Valication Warning(s) any Bidders, a Validation Warning
displays with a reminder that a bidder
has not yet been selected. Click on
the Continue button.

Warnings

No bid bidder.

Yol may dlick Contlnue t ignore the warning(s) and continuie suomiteing the bic, or click Cancal & Exlt to cancel the bid suomission and g0 back to the bid.

Continug Cancel & bxit

J

Send Bid Actions 3. Following approval, return to
the bid and click on the Send
Bid button near the bottom of

Optont) @Change bid status to "Sent" and notify vendors C‘(hange bid status to "Sent" only. the Summary page.

Send Bid

Cancel Bid (lone Bid Print
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