Responding to an
Electronic Bid

5 Step Instructions




Many governments are moving
toward requiring bid responses
electronically. Here are the
steps to respond to a bid
Electronically.

e Click on the solicitation name
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Bid Details
Agency Name
Bid wiriter egency2.0d
Bid ID EBI0-123436-C-202040
w— Bid Type
Broadcast Date
Fiscal Year
Due

Bid Status Text O STATUS

Scope of Work

Scope toWork

Once you are in the
solicitation, you will see the — - e
Bid Details page that is N

Documents

standard for all solicitations s

* When you are ready to submit pop
your bid, click on “Submit E-Bid T e
Proposal” —

Vo Fre-gic Conference Dats Found

Commodity Code

[001-946-00] FINANCIAL SERVICES
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Step 3

Enter information requested page-
by-page and you can see what will

come next via the menu bar on the
left under “E-Bid Progress”

If there is not a total bid amount in
your submission, please put “0”
Example: a request for qualifications

opportunity may not require a bid amount so
vendors will input “0” under “Bid Amount”
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Bid Details
Agency Mame Agencyd0
Bid Mumber

\ E-Bid Progress

ﬂ Comsct Information
Decwmests Upload

Review Bid

EBID-123455-0-2020/AD

Bid Due Date  02/29/2020 (P51

Bid Opening 23 days. 04 hours, 23
inules

Bid Mame TESTRID
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E-Bid Response

Contact Information

Company Hama
Calgan Carbon Corparation

Address 1
P 0, Box 71T

Address I

City
Pittsbiargh

Cosmntry

United States of Ame...

Phaone Numbaer
41TETER1D

Bidd Amsomnt
127,000

Nates
For thee hull & month contrsct

State! Province
Pennsybvania

Postal Code
15FB-07AT

Extension

Alternate Bid Amount

Robyn Galiardi -

[§) Save & Finish Later 3 Cancel

aprans




Step 4

After you click NEXT on the Contact
Information page, you will be
directed to enter the documents
required. In this example, they only
ask for one document, however, in
others, they may ask for multiple
documents that each need to
uploaded separately.

TIP:
There is a place for you to add “Supplemental”,
i.e. non-required, documents.
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Bid Details

Agency Name
Bid Number

agency2.o

EBID-123456-0-2020/AD

Bid Due Date

Bid Opening
Bid Name TESTBID
E-Bid Progress
Comtact information
Documents Upload
Review Bid
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E-Bid Response

Required Documents

The following documents are required by the agency for this project, Please select which documents you will
be submatting electronically {oaline), anad whach ones you will submit directly to the agency (offline)

Agency Accepted File Formats

B Accbe Acrobat *.POF | B At0CAD Drawing (".OWG )

B AutoCAD Deawing Wed Format [*.DWF ) B GIF Image "GIF)
B PEGimags ("JPG) B Microsoh Bl LS )
B Microsoh Sxcel "5 B Microsok PowerPoint ".PPT)
B Mxrosoh word (".00C) . Microsol werd [*.DOCK)
B Plin Tex "7xT) B Plthie".PT)
B 2ch Test Format ("2TF) B T image ("TIF)

. WordPerfect {*WFD ) . 2P Compressed Archive (*.2% |

Required Document Submission Option Uploaded Document
© Service Doc agency2.0 None
Supplemental Documents

You can upload additional documents here.

Document Title
CORBSNIY Add Document



tep 4 continued

Bid Details

Agency Name

egercyll

TEO-123424-0-2220.AD

L3735

Bid Opening 13 days, 13 hours, 28 minutes, I

TIP: o e

There is a place for you to add

“g n . el
upplemental”, i.e. non-required, it

documents. St

E-Bid Response

Required Documents

The folowing documants e requined Sy the agency Sor this peoject. Bleese salect which documants you will Sesubmiting
slestronically (onlingl, end wivich cons you will scbemit Srectly 50 e sgendy (o%hng)

Agency Accepted File F
B Adshe fevsbet [* 207
B A<12050 Draing Ses Fomet 7 207 |
B PiGimege i)
B Marsack Baet LT
B Marse® fas 2200
B Mentearne)
B P Tet Format 7ATE
B PoraPerest ~ 0PI

Required Document Submission Option
© Srrvcedocegnaysd Flestonc/Online
Supplemental Documents

¥ou can uplced sdditicnsl cocumens here

Documern Tele

Document Tioe

Required Document Submission Option
© ServiceDocegencyld Electronic Oniine
© FRefearca: Cectonia Onine
©Q Fau Online Electronic

=]

B AbeSAD Dming DV
B 0Fimege " 8IF:

B Versesh Bwel S 0035 |

[ Marseck Poweraion " AWT

B Serresd fiees = 2000
B Pstiarrr)

B T e T

I9 Camprassed Srahive * 2P
Uploaded Document
Service DOC agenSyR AT I
Add Document
Uploaded Document
Service Doc egencyl 0 FOF 2
Refere ces =08 g

- Choose a file



Review Your E-Bid Response,
and if everything is correct,
then press “Submit
Response”

You are done! And the
government to which you’ve
submitted this will
download your responses
and documents and see the
day and time upon which
you submitted your
proposal.

i
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