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This Job Aid shows how to: 

• Make changes to a bid in sent status 

Of Special Note: 
Bids are documents used to request price quotes from potential vendors for goods and services.  At times, it is necessary 

to make changes to a bid once it has been sent.  This job aid will walk through the process of making changes to a current 

bid by creating a bid amendment. 

 
 

Screenshot Directions 

 

 

Step 1: Clicking the Bid Solicitations Icon 

After logging in, click on the Bid Solicitation 
icon found on the left panel of your homepage 
or select the desired bid from the Recent 
Documents box by clicking on the blue 
hyperlink in the Document # column. 

NOTE:  If found in the Recent Documents 
box, skip to Step 4. 

 

 
 
 
 
 
 
 
 
 
 
 
 
  

Step 2: Clicking the Sent Tab Hyperlink 

If the Bid Solicitations icon was chosen, the 
Bid Solicitations page displays.  Click on the 
Sent tab. 
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Step 3: Clicking the Bid Solicitation # 
Hyperlink 

Click on the blue hyperlink for the desired bid 
in the Bid Solicitation # column. 

 

 

Step 4: Clicking the Amendments Tab 

The Summary tab of the bid screen displays. 

Click on the Amendments tab. 

 

 

Step 5: Clicking the Create Bid 
Amendment Button 

Click on the Create Bid Amendment 
button. 
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Step 6: Amending the Bid 

The Bid Amendment General tab displays.  
There are three tabs available for 
amendments: 

• General – permits changes to the 
Purchaser, Available Date, Bid 
Opening Date, Info Contact, Pre-Bid 
Conference, and SBPP Eligible fields 

• Items – permits changes to the Sort 
by Column, Print Sequence, Quantity, 
UOM, and Unit Cost fields.  Items 
may be added or deleted. 

• Attachments – permits adding or 
removing file attachments 
 

1. Go to the appropriate tab(s) and 
make changes as needed. 
 

2. Click on the Save & Continue button 
for each amended tab. 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7: Reviewing the Amendments 

The Summary tab provides a recap of any 
changes made to the bid.  

1. Enter any comments, if necessary, in 
the Comment for the whole bid 
amendment text box.  
 

2. If you are adding a new comment, 
click on the Save & Continue button.  
Comments can be made for each 
change, followed clicking on the Save 
& Continue button. 
 

3. Near the bottom of the Summary 
page, the Description box displays 
the amendment. 
 

4. Click on the Apply Bid Amendment 
button at the bottom of the screen. 

 

NOTE: System approval is not 
required when applying bid 
amendments.  Follow any internal 
approval processes as required. 
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Step 8: Notifying the Vendors 

After the Bid Amendment is applied, the list of 
vendors chosen for the original bid notification 
will display.  Click on the OK button at the 
bottom of the screen and COMMBUYS will 
automatically notify these vendors of the Bid 
Amendment. 

 

 
 

 

Step 9: Reviewing the Summary Tab 

The Bid Summary tab screen displays the 
amended Bid Opening Date and the 
Amendments section has been updated to 
include the change applied to the bid. 

 


