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How do | upload a bid document for my response?

Quick Steps

Under Bid menu, click Bid’s Number.

Click “Response” tab.

Click “Choose File” button to pick the file to upload.

Click “Save” button.

Click “Submit Bid” and confirmation “I Accept and Submit this Bid” buttons.
Receive on-screen confirmation with your name, date, and time of submission.
Receive email confirmation code.
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How do | upload a bid document for my response?

Detailed Steps with Screenshots
1. After logging in to your ProcureWare account, select the “Bids” menu item on the left side of

the window.

My Account

Contracts

Activities

Documents

hn Smith; g Log Out
Procu reware Bentley Webinar Procurement Site e

|03/1 6/2020 2:39:45PM PST v |
Bids Help @

6 2
MY SUBMITTED BIDS | (MY BIDS IN PROGRESS|

/’f‘-\
v

©® Number of days closed and cancelled bids are visible: 360 @ Number of days awarded bids are visible: 60

v BIDS (15records) Y

NUMBER STATUS SERVICE AREA CODE/DESCRIPTION edt filter - select mine
Enter Text [T open for Bidding [ Closed to Bidding [J Awarded
TITLE [ cancelled
Enter Text CATEGORY CODE/MITLE edit filter - select mine
NUMBER TME STATUS BIDTYPE  PROCESS AVAILABLE DATE ~ CLARIFICATION DEADL... DUE DAT
2019.12.12-3116/2020 - Ones
¥ RFQ - We Play Area Renovation- East Sound Open for Bidding RFQ BRI 3/1642020 12:15 PM 4/6/2020 12:04 PM 4/17/2020 12:04 P
Online Version Unsealing
One Siep
2019.12.12.1-Clone Playground ADA Compliance 2020 Closed to Bidding RFP G 3/4/2020 4:46 PM 3/6/2020 £:46 P|
] ’ Forward
20197 July 2019 Auction Closed to Bidding aucTion 7 711672019 3114 PM 2/22/2020 904 P|
uction

2. Select the bid you want to respond to by clicking on its bid number hyperlink under the

“Number” column.

'H HE!E ) TITLE BIDTYPE  PROCESS AVAILABLE DATE CLARIFICATION DEADL... DUE DAT
2019.12.12-3/16/2020 - One 5t
RFQ - We Play Area Renovation- East Sound Qpen for Bidding RFQ neEn 3/16/2020 12:15 PM 4/8/2020 12:04 PM 4/17/2020 12:04 PI
Online Version Unsealing
o : One Step
2019.12.12.1-Clone Playground ADA Compliance 2020 Closed to Bidding RFP u " 3/4/2020 4:46 PM 3/6/2020 4:46 Pl
nzealing
= s Forward
2019.7 July 2016 Auction Closed to Bidding AUCTION A 7/16/2019 3:14 PM 2/22/2020 9:04 PI
uction
—
r’ EE‘HT[EE_.! i Prodci II'WarE'
. .j F wh|
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3. Click the “Response” tab on the bid.

Note: If there is no response tab, the bid does not allow online document submissions.
Please reach out to the Contact on the bid (located on the bid’s “Description” tab) for
questions about response methods for a bid.

hn Smithious ~ |
/ Wa re Bentley Webinar Procurement Site L i =

03/16/2020 2:41:18PM PST ¥

£ Return to Bid List NUMBER TITLE PROCESS STATUS CLOSESIN Help @
E Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 22 minutes: 42
= Online Version Renovation- East Sound Unsealing Bidding seconds

DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR

A Question Response:  Incomplete /A You must Complete all required responses AND Submit your bids before it is accepred. You
may resubmit your bid at any time up o the pul

ed closing date and time. If you are
Uploading documents as part of your bid, please allow sufficient time to complets the
upload of required dacuments. You will receive an email confirmation upon successful
bid submission.

Your bid has not been submitted.

QUESTION RESPONSE (1 record) Cancel Save

EFERENCENUMBER | QUESTION

Default Item Group

1. Please upload bid package. Choose File | No file chosen

4. Click the “Choose File” button to choose the document you want to upload as your response.
e |[f there is more than one “Choose File” button that has a red highlight, you will need to
submit the requested document for each button.
o The red highlight indicates a required response for your bid submission.
e Only one “item” can be uploaded per “Choose File” button. If you have more than one
document you need to upload and there is only one “Choose File” button, you will need
to zip your files together so they can be uploaded as a single item.

QUESTION RESPONSE (1 record)

Cancel Save
ERENCE NUMBER QUESTION RESPONS
Default Item Group
b Please upload bid package. Choose File | fo file chosen :
=t
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5. Click “Save” button to upload and save document(s).

¢ Rewrn to Bid List

Bid

DESCRIPTION

QUESTIONS

1.

A Question Response:

QUESTION RESPONSE (1 record)
REFERENCE NUMBER

Default Item Group

John Smithious ~
P ro Cu reWa re Bentley Webinar Procurement Site
\J [03/16/2020 2:42:08PM PST 7|
NUMBER TITLE PROCESS STATUS CLOSESIN Help 9
2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 21 minutes: 52
Online Version Renovation- East Sound Unsealing Bidding seconds
BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR
Incomplete A\ Youmust Complete all required responses AND Submi your bids before it is accepted. You
sy resubmit yaur bid at any time up to the published dlosing dste and time. [Fyou are
uploading dacuments as part of your bid, please allow sufficient time 1o complete the
upload of required documents. You will receive an email confirmation upon successful
bid submission.
submitBid  Your bid has not been submitted.
Cancel Save
QUESTION RESPONSE —
A %
Please upload bid package. Choose File | V1 Question Response Doc 1.pdf
Be sure to allow enough time to upload ALL of
your documents before the Bid Due Date.

6. Click “Submit Bid” button to submit your bid response.

< Return to Bid List

Bid

DESCRIPTION

QUESTIONS

%

y p r‘o cu rewa re Bentley Webinar Procurement Site

@  Question Response:

¥ QUESTION RESPONSE

“ Default Item Group

(1 record) Edit ﬁ
NCENUMBER  QUESTION . GROUP LABEL ORDER
Please upload bid package. Yes  Default lrem Group 1 ion Response Doc 1.pdf

John Smithious =

[03r16/2020 224216 Pm ST |

NUMBER TITLE PROCESS STATUS CLOSES IN Help @
2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 21 minutes: 44
Online Version Renovation- East Sound Unsealing Bidding seconds
BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR
Complete - REMEMBER TO SUBMIT /A Youmust Complete all required responses AND Submit your bids before it is accepted. You

may resubmit your bid at any time up to the published closing date and time. If you are
uploading documents as part of your bid, please allow sufficient time to complete the
upload of required documents, You will receive an email confirmation upon successful
hig

Submit Bid Your bid has not been submitted.

a. You will need to click the “I Accept and Submit this Bid” button to finalize your
submission.

Submit Bid -+

By submitting this bid | acknowledge that | have reviewed the online information, documents and any addenda associated with this
bid, that | am authorized to legally bind the company that | represent to the offer that | have presented, and that | accept the terms
and conditions presented.

[1 Accept and Submit this Bid
I

Revised 4/16/2020
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7. Upon successful bid submission you will see your name, date, and time of submission on the
Response tab. You will also receive an email with a confirmation code.

John Smithious =

‘03/1612020 2:43119PM  PST '|

e Wa re Bentley Webinar Procurement Site

€ Return o Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @
B|d 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 20 minutes: 41
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR
@ Question Response: Complete @  You may withdraw your bid up to the bid’sbated due date and time. Withdrawing your bid

will delete all of your bid responses.

TG [ B il Submitted by John Smithious 3/16/2020 2:43:14 PM

Successful Submission

QUESTIONS

Fj{ﬂer‘l'llf_-g FgProcurcWare
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How do | change submitted documents before the bid closes
to bidding?

Submitted bids can only be edited, saved, and re-submitted
before a bid closes to bidding.

1. On the bid you want to change, click the “Edit” button in the area above the documents you
previously uploaded.
- This will give you access to change the document(s).

| 5” rocure Wa F@  Bentiey Webinar Procurement Site

will delete all of your bid responses.

QUESTIONS

% QUESTION RESPONSE (1 record)

WY (o= R:1sll Submitted by John Smithious 3/16/2020 2:43:14 PM

John Smithious~ EEsJ:Heliis

!DS/16/2920 2:44:05 PMV PST v |

£ Return to Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 19 minutes: 55
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR
@ Question Response;  Complete @  You may withdraw your bid up to the bid's stated due dare and time. Withdrawing your bid

@ﬁr

REF Q TIOR RESP GROUP LABEL OR
4 Default Item Group
i i Please upload bid package. Yes  Defaul ltem Group 1 V1 Question Response Dac 1.pdf
_ F= Bentley rocureWare
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2. Mouse-over the document you want to change and click the “Trash Can” icon to delete the

old document.
\ John Smithious~

G Q’QW Bentley Webinar Procurement Site
i are [03r16/2020  z44:11PM_PST 7|

Help @

¢ Return o Bid List NUMBER TITLE PROCESS STATUS CLOSESIN
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 19 minutes: 48
Online Version Renovation- East Sound Unsealing Bidding seconds

DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR

You may withdraw your bid up to the bid's stated due date and Sme. Withdrawing your bid

Complete
will delete all of your bid responses,

IVl 8 Submitted by Jjohn Smithious 3/16/2020 2:43:14 PM

@ Question Response:

QUESTIONS
Cancel Save

QUESTION RESPONSE (1 record)
REFERENCE NUMBER QUESTION RESPONSE

Mouse-over file name

1. Please upload bid package. %ﬁ to see "Trash Can" to
| Ehoose File | No file chosen
delete.

Default Item Group
V1 Question Respanse Doc 1.pdf previously uploaded

Cancel Save

3. Click the “Choose File” button to choose the document you want to upload as your response.

QUESTIONS
QUESTION RESPONSE (1 record) Cancel Save
REFERENCE NUMBER QUESTION RESPONSE
Default item Group
| — *
i Please upload bid package. Choose File }Jo file chosen
_—— .
Bentey’ | 2 pracuraWars
udl Page 8
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4. Click “Save” button to upload and save document(s).
NOTE: SAVING CHANGES TO YOUR BID WILL UNSUBMIT YOUR CURRENT BID - YOU
MUST RESUBMIT YOUR BID IF YOU EDIT AND SAVE IT.

{{("-\

John Smithious ~

Pro Cu reWa re Bentley Webinar Procurement Site
\J’ [03/16/2020  2:42:08PM _ PST 7|
¢ Return to Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @)
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 21 minutes: 52
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR
A Question Response:  Incomplete A Youmust Complete 2ll required responses AND Submit your bids before it is accepted. You

may resubmit your bid at any time up to the published clasing date and time. If you are
uploading documents as part of your bid, please allow sufficient time to complete the
uplead of required documents. You will receive an email confirmation upon successful
bid submission.

Submit Bid Your bid has not been submitted.

QUESTIONS

QUESTION RESPONSE (1 record) Cancel Save

REFERENCE NUMBER QUESTION RESPONSE _

Default Item Group

1= Please upload bid package. Choose File | V1 Question Response Doc 1.pdf =
Be sure to allow enough time to upload ALL of
your documents before the Bid Due Date.

ki You MUST resubmit your bid =~

iy Youmustresubm:’tyourbid!mmide?eﬁter SaVIng a Change In Order
—_— to have a submitted bid.

5. Click “Submit Bid” button to submit your new bid response.

Wv—\
<z

John Smithious =

W Bentley Webinar Procurement Site
procure are 03/16/2020 2:42116 PM PST '|

< Rewrn to Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @
B|d 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 21 minutes: 44
Online Version Renovation- East Sound Unsealing Bidding seconds

DESCRIPTION EID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR

& Question Response:  Complete - REMEMBER TO SUBMIT /A You must Complete all required respenses AND Submit your bids before it is accepted. You
may resubmit your bid at any time up to the published dosing date and time. If you are
upleading documents as part of your bid, please allow suffidient time to complete the
upload of required documents, You will receive an email confirmation upon successful

Your bid has not been submitted.

QUESTIONS
+ QUESTION RESPONSE (1 record) Edit a
REFERENCE NUMBER QUESTION RESP... GROUP LABEL ORDER RES|

4 Default Item Group

1, Please upload bid package. Yes  Default ltem Group 1 V1 Question Response Doc 1.pdf

5 Bentley | 5 procureware
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b. You will need to click the “I Accept and Submit this Bid” button to finalize your
submission.

Submit Bid

By submitting this bid | acknowledge that | have reviewed the online information, documents and any addenda associated with this
bid, that | am authorized to legally bind the company that | represent to the offer that | have presented, and that | accept the terms

and conditions presented.
| Do Mot Accept[ Accept and Submit this Bid
If
T

6. Upon successful bid submission you will see your name, date, and time of submission on the
Response tab. You will also receive an email with a confirmation code.

f%:s?v; Dy John Smithious ~ EEs:4elis
‘\J Frocu i’f—‘Wa F@  Bentley Webinar Procurement Site

‘03/1612020 243119 PM  PST '|

< Retwurn to Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help e
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 20 minutes: 41
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR

@ Question Response: Complete @  You may withdraw your bid up to the bid’slgated due date and time. Withdrawing your bid

will delete all of your bid responses.
TG e B il Submitted by John Smithious 3/16/2020 2:43:14 PM

Successful Submission

QUESTIONS

F= Bentley | L pocun
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How do | withdraw a submitted bid before the bid closes to
bidding?

Bids can only be withdrawn before a bid closes to bidding.

1. On the bid you want to withdraw, click the “Withdraw Bid” button.
- Note: This button will not appear unless you have successfully submitted a bid and the
bid has not closed to bidding.

John Smithious =

|03/16/2020 2:45:36PM PST v

& Wa re Bentley Webinar Procurement Site

< Rewrn to Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 18 minutes: 23
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR ’
e H
.
@ Question Response:  Complete & Youmay dithdraw your bid up to the bid's stated due date and time. Withdrawing your bid

will delera®ll of your bid responses.

You are only able to Wlthdl’aW your Bld ubmirtedby}ohn Smithious 3/16/2020 2:45:06 PM
PRIOR to the Bid Close to Bidding.

QUESTIONS

~ QUESTION RESPONSE (1 record) Edit ﬁ‘
REFERENCENUMBER  QUESTION RESP.. GROUP LABEL NRDER RESPONSE

4 Default Item Group

1, Please uplcad bid package. Yes  Default lcem Group 1 V2 Question Response Doc 1.pdf

2. Confirm that you want to withdraw your submitted bid. This will delete all of your bid
responses.

Withdraw Bid

You have chosen to Withdraw your bid. This will delete all of your bid responses. Do you wish to proceed?

Click to confirm your withdraw of your submitted bid. ‘E
WitthwBid

Cancel

F= Bentley
Revised 4/16/2020 =
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3. Upon successful bid withdrawal, you will see your name, date, and time of withdrawal on the
Response tab.

Note that all prior responses have been deleted.

s . John Smithious ~ JRsl:4elij8
H M Wa re Bentley Webinar Procurement Site 2 L.
' ' (031672020 _za5:88PM_pST_]
£ Return o Bid List NUMBER TITLE PROCESS STATUS CLOSES IN Help @
Bld 2019.12.12-3/16/2020 - RFQ - We Play Area One Step Open for 31 days: 21 hours: 18 minutes: 11
Online Version Renovation- East Sound Unsealing Bidding seconds
DESCRIPTION BID DOCUMENTS CLARIFICATIONS RESPONSE BIDDERS CALENDAR %
A Question Response:  Incomplete A\ Withdrawn by John Smithious 3/16/2020 2:45 PM
“You must Complete 2!l required responzes A your bids before it is accepred. You
may resubmit your bid at any time up to the published dosing date and time. If you are
upleading documents as part of your bid, please allow sufficient time to complete the
uplead of required decuments. You will receive an email confirmation upon successful
bid submission.
Your bid has not been submitted.
[
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