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Responding to an Electronic Bid
5 Step Instructions




* Many governments are
moving toward requiring bid
responses electronically. Bids
Here are the steps to

respond to an eBid. /
1D: BID-TSEBIDVINO24 JANO1-0 Broadcast: 124/ 2020
* Click on the solicitation.
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Once you are in the
solicitation, you will see the
Bid Details page that is
standard for all solicitations.

* When you are ready to submit
your bid, click on “Submit E-Bid
Proposal”.

Bid Details Planholders Similar Bids

|

'E Order Bid Package ] » Submit E-Bid Proposal

Bid Details
Agency Name
Bid Writer
Bid ID IT8-208-
Bid Type ITE - Invitation to Bid
Broadcast Date 07082020400 AM Esstern
Fiscal Year 2020
Due 08/11/2020 2:00 PM Esstem
Bid Status Text Mone
Scope of Work
The Development Districts iz requesting bids for
Documents

Download zll documents

Filename Tvpe Date Modified

Addendum 1 Addendum 07/08/2020

|ITB 208-015 Bid Document [ 0707 2020
Specifications

Word Bid Docs Bid Document [ 0707 2020
Specifications

Distribution Info

Bid Bond NO

Pian (blueprint) Mone

Status

Complate

Complete

Complete




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 Name agency2.0
Bid Number EBID-123456-0-2020/AD

Bid Due Date
Bid Opening

Bid Name TESTBID

\ E-Bid Progress

©  contact information

E-Bid Response

Contact Information

Company Name
Calgon Carbon Corporation

Address 1
P.O.Box 717

Address 2

City
Pittsburgh

Country

United States of Ame.

County

Phone Number
4127876810

Bid Amount
127,000

Notes

For the full 6 month contract

Dashboard m Quotes Activities Messages Responses

State/Province
Pennsytvania

Postal Code
15230-0717

Extension

Alternate Bid Amount

Robyn Galiardi ~

) Save & Finish Later X Cancel




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
8id Number
Bid Due Date

Bid Name TESTBID

E-Bid Response

agency2.0

EBID-1234

meng $001 verg %
Dashboard m Quotes Activities Messages Responses

Required Documents

D) Save & Finish Later X Cancel

The following documents are required by the agency for this project. Please select which documents you will
be submitting electronically (online), and which ones you will submit directly to the agency (offline.

Agency Accepted File Formats

B Adobe Acrobat ".POF )

B #<to0AD Drawing (".OWG )

B AstoCAD Drawing Web Format (".OWF ) B GiFimage ".GIF)

. JPEG image (".JPG)
B Microsok Excel ("XL5X)
B Microsok Word *.00C)
B Puin Test "7XT)

B #ch Text Format (“R7F)

B WordPerfect "WPD)

Required Document

© Service Doc agency2.0

Supplemental Documents

You can upload additional document:

Document Title

B MicrosoRt Excel "XLS )

B Microsokt PowerPoint (*.PPT )
B Microsol Word [*.000X)

B Pietieru)

B TeF image ("TF)

. P Compressed Archive [*.2#% )

Submission Option Uploaded Document
Kon v
s here.
Add Document

Robyn Gallardi ~



Step 4 continued

TIP:

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

Bid Details
Agency Name zzagencydstesta.0 TEST

Bid Number Ebid-DSTESTEC4 20-08-2020-0-
2020/54S

Bid Due Date 07242020 12:00 AM (Facific)

Bid Opening 13 days 00 hour, 10 minutes, 55
seconds Remaining,

Bid Name DSTESTBO4 29-05-2020

E-Bid Progress
I Contact information
Documents Upload

Review Bid

Required Documents

The following documents are required by the agency for this project Please select which documents you will be submitting

electronically (onling), snd which ones you will submit directly to the spency (offting].

Agency Accepted File Formats

& Adobs Acrobist {~-PDF) B AutoCAD Drawing (~DWG )

B AUOCAD Drawing Wab Format [~ DWF ) B GIFimags(~GIF)
B JPEGImage ("JPG)

B Microsoft Excel (“ XLSY)

[ Microsoft PowerPoint (= PPT |

B MicrosoR Bocel (*X15)

B Microsoft PowerPaint {~ PRTX)
B MicrosoftWord (*.DDC)

B Piain Text (-7

B Rich Test Formst {~RTF}

B WordPerfact {(“WFD )

B MicrosoRt Word (.00CG

B Flotfile ".FLT)

B TIFFimage (*TIF)

. ZIP Compressed Archive {* ZIF |

Required Document Submission Option Uploaded Document

@ Bid Fropasal | Online/Slactronic w | RFB2020-3238.PDF ]

@ insurance Carbificatz | on me;E-i.ec.tr;::n.i.n-:. .,| Insurance Cartificats.docx B
Supplemental Documents

ou can uploed additional documents here.

— Du Title

Document Tide Add Document
Supplemental Document Submission Option Uploaded Document
@ FReferences Onfine/Electronic ) References.docx

Previous

H

upload All




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.

Review Your E-Bid Response,
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