OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Bid Amendment

This Job Aid shows how to:
e 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

COMMELYS @ Verkelce E o WECRORA After logging in, click on the Bid Solicitation

@
=)

anced &
icon found on the left panel of your homepage
- . - or select the desired bid from the Recent
9 EL%(;“J\ ‘ 0 s ) m 0 o et ] 0 Documents box by clicking on the blue

hyperlink in the Document # column.

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

Recent Documents

Document#  Type Description Status  Last Viewed

Step 2: Clicking the Sent Tab Hyperlink

Bid Solctatons If the Bid Solicitations icon was chosen, the
Bid Solicitations page displays. Click on the

Sent tab.
InProgress  ReadyforApproval  Retumed  Readyto Send P[-ad;mﬂ:en Opened  Bialuated ~ Approved  Goneto PO

Hof0

Bid Soliitztion# ' Description { BidTypeCote ¢ Buyer { Deplloc & Bid Opening Date {

Norecords found.

Hofo

Revised August 2020 WWW.mass.gov/osd Page 1 0of 4



http://www.mass.gov/osd

Screenshot Directions

Step 3: Clicking the Bid Solicitation #

Hyperlink
InProgress  Readyfordpproval  Rewmed  Readyioend  Sent  RedymOpen  Opened  Biaied  Approved  GonelnPO . . . .
— Click on the blue hyperlink for the desired bid
in the Bid Solicitation # column.
1202 1

o - Bid Bid Opening , .
#mSnlmamn# & Description 0 CmI:m O Buer O Deplloc § Datep i £ Bid Holder
BD-21-1990-81D51- 7162020

\ il O'Malley 5 i

S Water safety rogram Jest NS Bill OMalleyts  BIDSI/BIDS! % List

80-21-1990-81D51- . 71672020 :
" Testexpart NS Bill OMalleytS  BIDSI/BIDS! 13 List

Step 4: Clicking the Amendments Tab

The Summary tab of the bid screen displays.

Blanket Bid BD-21-1990-BIDS-BIDS1-52105 Click on the Amendments tab.

Generdl  Items  Audress  Awounting  Routng  Atachmenss  Notes  Bidders  Questions | Amenaments § Q&A  Reminders  Summary

Step 5: Clicking the Create Bid
Amendment Button

Blanket Bid BD-21-1990-BIDS1-8IDS1-52105 Click on the Create Bid Amendment

button.

General liems  Address  Accountng  Routing  Attachments  Notes  Bidders  Questions Amendments (Q&A  Reminders  Summary

There are no bid amendments for this document. [&

Create Bid Amendment
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Screenshot Directions

Step 6: Amending the Bid

The Bid Amendment General tab displays.
There are three tabs available for
DS]SN 05 amendments:

Bid Amendment - Blanket Bid BD-21-1990-BIDS1-B

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

e |tems — permits changes to the Sort
by Column, Print Sequence, Quantity,
UOM, and Unit Cost fields. Items
may be added or deleted.

e Attachments — permits adding or
removing file attachments

General Items  Attachments | Summary  Back to Bid

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

Bid Abendment - Blanket Bid BD-21-19%0-8IDS1-B0S1-52105 —— The Summary tab provides a recap of any
changes made to the bid.

Genersl  ltems  Atchments  Summary  Back to Bid

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

7
Comment for the whote bid amendment

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

Modfiedfield  ltem# Description User Updated Datelpdzted  Showta Vendor Change, followed C|ICkIng on the Save
BdQpening Date  Hea z:n Opening Dite chenged fron "Iw.flsﬂzeza 11:30:00 A" to "67/27/2029 11:30:00 | B OVelenS “"?f-‘lfﬂ“ff‘“ & Continue button.
ot 3. Near the bottom of the Summary

page, the Description box displays
the amendment.

Stom 25V enmies Arst  Previous | 1 MNet last
Showing 10 1 of 1 entries

) ater you click Apply Bid Amendment’, 3l the changes will be updated in the real document. 4 CIICk on the Apply Bld Am endment
button at the bottom of the screen.

Save & Confinue Apply Bid Amendment Delete Bid Amendment

NOTE: System approval is not
required when applying bid
amendments. Follow any internal
approval processes as required.
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Screenshot Directions

Email Recipients

Delivery Date: 07/20/2020 1233:45 PM

Vendor 1D Vendor Name
00001419 GCOM Software LLC

00012352 Gl Labs, Inc

00043538 East Share Safety

00043714 Aqualine Pure Water Sanaces, Inc.
00017178 2-¥iay Communications Serice, inc.
00007335 Good Harbor Techmark
00024616 Heuresis Corporatian

00026066 ‘'Wildan Homeland Solutions

00029710 Decelle
00008735
00022795

Urited fioad Toming Inc
Screened images Inc
220881 ApollosSafetylnc

00040914 DOCK BLOCKS OF NORTH AMERICA, LLC

Email Address
(Girish Bhata test@periscopshaltings.com)
Diana Liu test@periscepehaldings.com)
Don Royer test@periscopehalings.cem)
jeff Long (test@ peiscapeholdings.com)
Nicholas Hame (rest penscopehoklings.com)
Peter Furmess restapenscopenoldings.com)
Cathy Gilmer est@penscopencidings coml
Shad| Kia {test@periscopeholdings.com)
dward Decefle ftestperiscopehaldings com)

Thomas Tedlord lest@periscopehaidings com)

Joseph Moanan test@penscapehokdings com)

Tracy Carvalho test@periscopeholdings com)

Matthew West tast@periscopehoidings.com)

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 COMMBUY'S will
automatically notify these vendors of the Bid
Amendment.

Header Information

Bid Number: ED21-150.8D51 805152105 Description: test export Status:
Purchaser: t} Bill O'Malley Minor Status: How Solicited:
Organization: Department of State Purchasing
Fiscal Year: il Department: BIDST - Procurement Deparment  Location:
Show On Web: Yes Allow Electronic Quote: es Required Date:
Bid Opening Date: 0772772020 11:30:00 AM Available Date: 07162020 1037:05 AM
Amendrments:
Amendment  Amendment Date Amendment ot
I (702020 3245 Heaoer 1.5id Opening atechanged rom “DTH6/20E0 13000 ANt U700 13000 A"
h

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.

How to Create a Bid Amendment
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