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Create Response and Submit - IFB, RFQ, RFP, RFI 
 

 

 

Step Action 

1. Click the Supplier Portal link. 
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Step Action 

2. Scroll down the page. 
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Step Action 

3. Click on the View Active Solicitations link. 
 

 
 
• Note: If you did not receive an invitation to the solicitation you will need to change the 

option for Invitation Received from YES to NO 
 

 

 

Step Action 

4. Click the 70034-21 link. 
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Step Action 

5. Click the Overview link to view the solicitation overview 
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Step Action 

6. Click the Expand All link to view the solicitation details 
 

 

 

 

Step Action 

7. Click the Lines link to view the Line information. 
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Step Action 

8. Click the Contract Terms link to view the Terms. 
 

 

 



Job Aid 

Date Created: 6/24/2021 5:54:00 PM Page 7 

 

 

 

Step Action 

9. Click the Download Contract button. 
 

 

 

 

Step Action 

10. Click the Save File option. 
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Step Action 

11. Click the OK button. 
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Step Action 

12. Click on the Actions button. 
 

 

 

 

Step Action 

13. Click on the View list option. 
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Step Action 

14. Click on the View PDF list option. 
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Step Action 

15. Click on the Actions button. 
 

 

 

 

Step Action 

16. Click on the View list option. 
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Step Action 

17. Click on the View Attachments list option to download and view the solicitation 

attachments. 
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Step Action 

18. To Download all attachments, Click the Actions drop down and click Download 

All. To view and download individual attachment, follow from step 19 
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Step Action 

19. Select the attachment row. 
 

 

 

 

Step Action 

20. Click the Download button. 
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Step Action 

21. Click on the OK button. 
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Step Action 

22. Double-click the Header Attachments list item. 

 

 

Step Action 

23. View the attachment. Click the Minimize button. 
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Step Action 

24. Click on the Done button. 
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Step Action 

25. Click on the Create Response button. 
 

 

 

 

Step Action 

26. Click in the Note to Buyer field to enter any notes to buyer. (Optional) 
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Step Action 

27. Enter the desired information into the Note to Buyer field. Enter "Test". 
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Step Action 

28. Click the Manage Attachments + sign to attach any documents to the bid response. 
 

 

 

 

Step Action 

29. Click the Browse… button. 
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Step Action 

30. Select the attachments from your computer. 
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Step Action 

31. Click the Open button. 
 

 

 

 

Step Action 

32. Click in the Description field to enter the description of the attachment. 
 

 



Job Aid 

Date Created: 6/24/2021 5:54:00 PM Page 23 

 

 

 

 
 

Step Action 

33. Example: Enter the desired information into the Description field. Enter "Insurance 

requirements". 
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Step Action 

34. Click the Add graphic to add more documents. 
 

 

 

 

Step Action 

35. Click the Browse… button. 
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Step Action 

36. Select the attachments from your computer. 
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Step Action 

37. Click the Open button. 
 

 

 

 

Step Action 

38. Click in the Description field to enter the description. 
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Step Action 

39. Example: Enter the desired information into the Description field. Enter "Bid 

Submission". 
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Step Action 

40. Click on the Ok button. 
 

 

 

 

Step Action 

41. Click on the Next button. 
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Step Action 

42. Click in the Response Price field to enter the price. 
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Step Action 

43. Example: Enter the desired information into the Response Price : Line field. 

Enter "100000". 

 

 

Step Action 

44. Click on the Next button. 
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Step Action 

45. This is the review page of entered response. 

Click the Lines link. 
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Step Action 

46. Click on the Save button. 

Note: You can click the Save drop down arrow to save and close the response if you wish 

to submit it later. Otherwise, click Submit. 
 

 

 

 

Step Action 

47. Click on the Submit button. 
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Step Action 

48. Click the OK button. 
 

 

 



Job Aid 

Page 34 Date Created: 6/24/2021 5:54:00 PM 

 

 

 
 

Step Action 

49. Click on the Done button. 
 

 

 

 

Step Action 

50. Click on the Done button again. 
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Step Action 

51. Click on the Home graphic to go back to home page. 
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Step Action 

52.  
End of Procedure. 

 


