
If you were selected as a Pre-Qualified vendor to bid 
on active listings (bid opportunities) , then by default,  
this folder is selected and these listings are displayed. 
  
You can change folders by simply clicking on a 
different folder (such as My Bids, My Categories, etc.) 



To view the details of this listing, click on the VIEW 
LISTING link or check the checkbox and select VIEW 
from the menu options 



Instructions for Use 



If you have question about this 
listing click the Ask Question link. 
 
To view answers, click the View 
Answers link.  If the View Answers 
link is disabled, there are no 
answers yet. 



Listing/Solicitation header 
information 



When Bid Ends 



Listing/Solicitation line 
information (what you 
would be bidding on) 



Click the BID ON THIS ITEM 
link in order to place a bid 



Follow the steps to bid on the 
item(s). 
 
Note1: You will need to click 
the EXPAND link to enter 
longer responses. 
 
Note2: The number and type 
of fields that you must enter 
may change depending on 
what template the client used 
to create the solicitation. 



After filling in fields, click NEXT 
button to get to next step (or Save As 
Draft to save your work to the DRAFT 
folder), or cancel to terminate 



If there is a Quote Expiration Date 
step, MAKE SURE the date you enter 
is AFTER the LISTING END DATE! 



After you are finished entering your 
bid, you will be required to save the 
bid data as Draft.  
 
You do not have to submit the bid at 
this time as you may elect to revisit 
your bid later in the DRAFT folder. 



Once you save your bid to the Draft 
folder, you can go to the next step. 
 
Click NEXT button to continue. 



Decide whether you want to review 
or submit your bid. 
 
Click NEXT button to continue. 



Enter your initials to confirm that you 
have double checked and verified 
your bid. 
 
Click SUBMIT button to submit your 
bid. 


