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Entering A Bid Online

p—

Open your Internet browser and type https://procurement.boston.
Once logged into the Portal locate the bid you are interested in from
the ‘Events'’ list and click on the ‘Event Name' link.

When you are ready to begin entering your bid click on the ‘Bid On
Event’ button’

City of
Boston

Home | AddtoFavories |  Sign out]

Favorites + Main Menu

Welcome, Paul McCormack Inc.
User: PaulldcCormack

Event Details

Information On Inquiry Options Bidding Shortcuts: View Event Activity

Accept Invitation View Event Package
Bid on Event

Event Hame: BFD BUNKER GEAR

Event ID: BOSTN-EV00002822

Event Format/Type: Sell Event RFx

Event Round: 1

Event Version: 1

Event Start Date: 122812015 9:00AM EST

Event End Date: 0111212016 12:00 PM EST

Event Description:

BUNKER GEAR-STRUCTURAL FIREFIGHTING GEAR; JACKETS, PANTS per specification OR  APPROVED EQUAL &
Contact Lambert Arlene Payment Terms: Net 30
Phone: 617 6353705 My Bids: 0
Email Arlene.Lamberti@boston.gov Edits to Submitted Bids:  Allowed
Online Discussion: Multiple Bids: Nat Allowed
Live Chat Help:
Display:  AllLines - FBid Required @ Line Comments/Files
Customize | Find | View A1 | st K 42012 D
Requested

Li Descri ption Unit uantity Status

1 Structural firefighting gear (Jacket) Per Specfication or Approved Equal EA 300.0000

2 Structural firefighting gear (Pant) Per Specification or Approved Equal EA 300.0000

4. The system will ask you if you would like to have the bid quantity
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amounts automatically populated for you with the same quantity that
the City is requesting. Typically you would click ‘Yes’ here. You will still
be able to change these values on the next page if you need to. You are
now back on the ‘Event Details’ page however the page is no longer
view only, you can now enter information i.e. answer the required bid
factor questions, enter bid amounts and add your own documents as
attachments if necessary. You will now see three new buttons; ‘Submit
Bid’, ‘Save for Later’, and ‘Validate Entries’. Their functions are described
below:
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o Validate Entries: This will check your bid response and alert you if
there are any errors on your bid submission prior to submitting it.

o Save for Later: If you begin your bid response and decide you
need to finish it at another time and do not want to lose your
work, you can click this button. *It is important to note that ‘Save
for Later’ does not submit your bid to the City. You MUST click the
‘Submit Bid' button to send your bid.

i. Important: If you submit a bid and re-access it prior to
the deadline to view/edit your bid response you MUST
resubmit your bid by clicking the ‘Submit Bid’ button
again.

o Submit Bid: This will send your completed bid to the City of
Boston. Similar to the functionality in the ‘Validate Entries’ button,
the system will alert you if you have not responded to one of the
required entries when you click this button.

You can also view any of the attachments that the event creator has provided
to bidders by clicking on the ‘View/Add General Comments and Attachments'’
link.

There are two basic steps to placing your bid. Step #1-‘Answer General Event
Questions’ and Step #2 - ‘Enter Line Bid Responses’.
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Favgres  Mam Menu > Manape Eventsand Place Bids > View Events and Place Bigs
| Stew 1: Annwer Genoral Event Guestions

| The event administator requests your response 1o questions not Specific o any specific lem

| Genoral Event Questons: 8
Required Questons: s _ Summary of bid gquestionsand responses

| Guestons Responsed To: [

| Hige Eves Questions

1 Qe stions i

|| HcBid Required o ieal Response Requined

e Bebaw far this bi

IF RESPONDING CNLINE THROUGH THE SUFPLIER PORTAL

|| Please anawer ihe questions asked In this bid event incleding any ke atachment uploads. Certain questions will requ

answar in ordar (o submi your responss, while oBver questions sre catonal whien ey partain 1o your company. Seme aussions
||| require 3 specific answer which will be identSad 1o you. You will b8 wamed of wemn

answer priar o submission

|| Prowse aprice quote for an aqnoma ling fems. In Some CaFeS, you May Indicate B3t Fou are decsnin 3110 Bid on @ cartain lne
M by clckang tha T4 BIT cho-x
A arismering the auestions snd ishny your pice QUUSS You can clck B ikdats Enkies bulon 1o hack  youve propery
anserered afl e quiraments, Vitnen hers 876 N eronS. BUBIAT ot GRICIH DI 788D0NSY.
_ Instructions forresponding to bid.

IF RESPONDING THROUGH A HARD-COPY PAPER PACKAGE

||| Please answer all questions ssked in this Bid even including inserng any requested file stachments. Certain questions requins
a1 A I8 08¢ i 0 CORSIBETE 3 VARA HEABOAER

Be sure ko answer every o the phrase
||| specic anawer which wil be ldaﬂulieuw vou. Those guestions will o
Bid submissions mustinclude the mandatory response o be eBgisle tor award

YES" may requite a
TES™

Provide a price quote for all requesiad ling items. In Some CASES, ¥ou May INGicale that you are deckning to bHd on 3 cartain line
||| Mem by clicking the Tio BId che-cikbo.

|| # & BID EVENT AND CONTRACT TERMS AND CONDITIONS

1 confirm that | nave read, fully undedstand, and agree to comply with all terms and conditions that are associated with this bid
| event and the eventual contract

|| Toview e associated terms and conditions, scroll i Me 1op of the pape, select the View Event Package hyperlink and dick the

| View DUmon Tod the Event Detsils socument A" required Bid Questions
- View Al Event Attachment Files l
| Response: - e have a red star on the top
| Agrea =

ideal

5. Many of the bid questions can be answered by selecting the
appropriate answer from a Response drop-down box as shown below.
Others may require manual text entry or on occasion you may be
required to attach a file to respond to the question. Respond to all
required questions.

6. Once you have responded to all of the required bid questions — scroll
down to the line item(s) listed on the bid event. This is where you will
enter "Your Unit Bid Price’ for all the lines listed on the event.

There are several columns associated with each line item. See the screenshot
below for an explanation of each.
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Lol
Requested  Your Bid Your Unit Bid Na Bid Your Total Bid

Line lem D Descriplic Unit lic
e em Gacnnion ! Quantity Suanty Price Price

Structural firefighting gear
(Jacket) Per Specification  EA 300.0000 | 300.0000 0.000000 USD Bld

T &t 1 1 11

] ) ) L] s Lo 2]

1. Requested Quantity: (pre-populated). The number of units the City of
Boston is requesting.

2. Your Bid Quantity: (Required entry). The number of units you are willing
to provide. (This value will default in to the same number the City is
requesting if you chose ‘Yes' in step #6 above-you can edit as necessary
if required).

3. Your Unit Bid Price: (Required entry). The price at which you can provide
the item listed. You must enter a unit bid price on every line you wish to
bid on.

4. No Bid: (Optional). If you do not wish to bid on a particular line item, you
must check off the ‘No Bid’ box.

5. Your Total Bid Price: (Auto populated). The Unit Bid Price entered
multiplied by the bid quantity. This is automatically calculated by the
system. No entry is required here.

6. ‘Bid'link: (Optional entry). You do not have to click on this link on the
majority of bid events however some bid events may require you to
input more detailed information about the line item such as
manufacturer and part number of the product you would supply to the
City of Boston. If this is the case the system would alert you by
indicating that you were missing information on that line number
when you clicked the ‘Submit Bid' or ‘Validate Entries’ buttons.

7. Line Comment/Attachments: (Optional entry). Click here to add any
comments or add any attachments that are specific to that line item.

7. When all required fields are complete and you are ready to submit your
bid response to The City of Boston, click the ‘Submit Bid' button.
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When you click ‘Submit Bid’ it may take a moment or two for the
system to process your bid response. Once it is successfully processed,
you will receive a bid confirmation message confirming that your bid
was submitted. You will also receive an e-mail confirming your bid
submission along with a .pdf copy of your bid response.

F:vo‘!te; Man‘!‘lenu > Manage Events and Place Bids » View Events and Plce Bids
@ rewwingow (Dmeip  [& customize Page [F nmp
Bid Confirmation
Your bid has been successfully submitted
Bid 1D: 1 Bid Date: 120192011 B:15:41PMEST
Event ID: 0000000022 Draft Actuarial Senices Request
Event Format: Sell Event Round: Varsion: 1
Start Date: 121152011 T-32AM PST End Date: 123072011 09 20 AM
Your Total Price: 1.500,000.00 USD
OK
Pane & Intemet | Protected Mode: Off [ 4 =] Kook =

9. Bid/quote submission complete

Still having problems?

e Please reach out to Vendor Support. Open Monday - Friday 8:30am -
5:30pm ET at 617-961-1058 or at vendor.guestions@boston.gov
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