 ISUBid Supplier Bid Response Guide

Available Bids
The Available Bids Tab will open after logging into ISUBid.  Both “My Invitations” and “Other Bid Opportunities” will be displayed.  Click the bid number to view the bid you are interested in.  
Note:  from here there are also tabs available to view Closed Bids, My Responses and My Awards.
[image: ]

The following tabs will display after selecting the bid.  
Note: If one or more tabs is not present on the selected bid, then it is not applicable to that solicitation.
Event Details Tab
Review bid information including Issue Date, Close Date, Bid Notes, Question Cutoff Date, and Bid Contact Information.

[image: ]

Messages Tab
View messages specific to the bid request. This tab may not appear.
 




Questions Tab
Allows for the submittal of bid specific questions up until the specified Cutoff Date and Time.  Click on [image: ] to submit a question.  This tab may not appear if the buyer is not allowing questions.
 
[image: ]

Activities Tab
Review and respond to bid related activities.  Activities will be one of the following types:
· Participation Activity – requires supplier involvement, for example:  Attend a pre-proposal meeting
· Non-Participation Activity – provided for informational purposes only
· Intent Activity – requires supplier to indicate intent to respond to the bid
 
[image: ]

Attachments Tab
Attachments are used to provide additional information about the bid and/or to provide the supplier a form to complete and submit as a response attachment.  Click [image: ] to open and save the file to your computer.
[image: ]






Attributes Tab
Attributes allow the buyer to get additional information by asking specific questions.  A supplier should read and/or answer all attributes.  Required attributes will have a red asterisk (*) to the right of the required field and must be answered in order to submit a response. Click [image: ] to save your responses.  Click [image: ] to determine if you missed any required responses.
[image: ]
 
Line Items Tab
Bid line items are used to request pricing for a specification.  Enter your price (or percentage) in the field provided.  An extended price will be calculated when saved.  Required line items will have a red asterisk (*) to the right of the required field and must be answered in order to submit a response.  Click [image: ] to save your responses.  Click [image: ] to determine if you missed any required price fields. 
A line item may include any of the following options:
· Add Alternate – Click [image: ] to bid an alternate.  Only available if the buyer is allowing alternate bids.
· No Bid -- Click[image: ]to “no bid” at the line level.
· Add Notes – Click [image: ]to enter notes or comments for buyer review.
[image: ]
Response Attachments Tab
The Response Attachments tab specifies what documents the supplier is to provide as part of their response. Response attachments can be “Requested” or “Optional”.  Required response attachments will have a red asterisk (*) next to the file name and must be attached in order to submit a response.  Click[image: ]to upload the attachment.  In the pop-up window click “Select File”, then highlight the file to be attached and click “Open” to select it, then enter a “Description” and click “Save” within the pop-up window.  Click [image: ] on the Response Attachments tab to save your attachments.  Click [image: ] to determine if you missed any required response attachments.   The maximum file size is 100 megabytes per file.

[image: ]

Note:  The Download button located to the left of the file name allows you to view the attachment.  The Delete button located to the right of the file name allows you to remove the attachment.
[image: ]







Response Submission Tab
You must successfully submit your bid response before the bid close date and time. 
· Supplier Note to Buyer – Enter an optional note to the buyer.  This field may not be available on some bids.
· Digital Signature – Enter “Your Full Name” and “Your Email Address”.  Both are required.
Click [image: ] to save your entries.  Click [image: ] to determine if you missed any required items needed to submit the bid.
Click [image: ]to submit your response.
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[bookmark: _GoBack]Submission Errors
If there are any errors, they will display on the Response Submission tab.  The error message will indicate which tab(s) the error(s) are on.  An email notification will be sent to confirm the failed response submission.

[image: ]

Successful Submission
A successful response submission will be indicated in the Response Status field.  It will display “Response Submitted” with a date and time stamp.  An email notification will be sent to confirm the successful response submission.
 
[image: ] 









Response Retraction
If allowable, a submitted response can be retracted to withdraw the bid entirely or to edit and resubmit the bid.   Select [image: ]from the top toolbar. 


[image: ]

After retracting, the response status of the bid will change to “NOT SUBMITTED”.  Navigate the tabs to make your desired changes, then go to the Response Submission tab to submit your revised response before the due date and time.
[image: ] 

Important Note: A retracted bid response is no longer considered “submitted.” The supplier MUST resubmit a retracted bid response to considered.
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representatives for ISU.
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& 63915 Technology Accessories and Supplies Vending Machine Request for Proposal 9/11/2018 10/3/2018 10:00 AM (CT) 14Days Issued No Response.
63900 Labor and Materials for Flooring Repairs. Request for Proposal 9/11/2018 9/26/2018 03:00 PM (CT) 7Days Issued No Response
. 63918 Addendum 2 External Non-invasive Respiratory Monitoring Telemetry System Request for Quote. 9/14/2018 9/20/2018 02:00 PM (CT) 1Day Issued No Response
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Bid Number 63917 (Web Development for Custom Online Tools)
Close Date & Time 10/5/2018 12:00:00 PM (CT)
Time Left 16 days 43 minutes 35 seconds

Response Status  NOT SUBMITTED - To complete your response, you must click ‘Submit Response' in the Response Submission tab.

Event Details | Questions | Attachments | Attibutes | LineItems | Response Attachments | Response Submission

Bid Information Bid Contact Information

Bid Type Request for Proposal Workgroup Purchasing

Issue Date & Time  9/14/2018 04:00:00 PM (CT) Contact Name. Jamie Albertsen

Close Date & Time  10/5/2018 12:00:00 PM (CT) Address 1340 Administrative Services Building

Bid Status Issued 2221 Wanda Daley Drive

Question Cutoff Date 9/24/2018 05:00:00 PM (CT) Ames, 1A 50011-1004 USA

Bid Notes lowa State University of Science and Technology (ISU) Integrated Pest Management (IPM) is soliciting information from Department Procurement Services
‘qualified contractors to provide custom web development for the following tools: S15) 2048691
« online calculator for query of yield and economic loss information for soybean Contact Phone (515) 204-8621
« Online calculator for query of yield and economic loss information for com [ — jamiea@iastate.edu

« Leaf defoliation/lesion area estimation calibration tool

Contractors should read all materials carefully and note the due date. Contractors must direct all questions and comments
in reference to this RFP/RFQ to the University Representative listed.

Ship to Information Bill to Information
o Ship to Information o Bill to Information
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Bid Number 63917 (Web Development for Custom Online Tools)

Close Date & Time 10/5/2018 12:00:00 PM (CT)

Time Left 16 days 36 minutes 50 seconds
Response Status  NOT SUBMITTED - To complete your response, you must click ‘Submit Response' in the Response Submission tab.

Attributes | Line Items | Response Attachments | Response Submission

Event Details | Questions Attachments.

Bid Questions
© Ask Question
Question Cutoff Date 9/24/2018 05:00 PM (CT)

No questions
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Bid Number 63917 (Web Development for Custom Online Tools)

Close Date & Time 10/5/2018 12:00:00 PM (CT)

Time Left 16 days 37 minutes 54 seconds
Response Status  NOT SUBMITTED - To complete your response, you must click ‘Submit Response' in the Response Submission tab.

Attributes | Line Items | Response Attachments | Response Submission

Event Details | Questions Attachments.

Bid Questions
© Ask Question
Question Cutoff Date 9/24/2018 05:00 PM (CT)

No questions




