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Overview 
  
Suppliers may change their responses to event any time before the event close time.  
Please make sure you allow enough time make changes, and resubmit your response 
before the close date and time.  Failure to resubmit your response will render it void and 
not eligible for consideration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Response statuses may easily be checked by clicking on My Responses and reviewing the 
status column on the right hand side.  Submitted is the status that indicates a valid bid 
response for consideration. 
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Getting Started 
From the portal: 
• Click “Login”.  Note all fields flagged with an asterisk (*) are required  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          
 
 
 
 
 
• Enter Your User Name and Password you created when you registered. 
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•   Click on My Responses option.  You should now see all of your responses.       
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Selecting the Event 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system will display the list of events that are Open. 
• Select the event you wish to bid on by double clicking on it. 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
The systems will open the Summary Form of the event. 
• You may view additional information about the event by clicking in each tab: 

Questions, Terms and Conditions, Lines and Q & A Forum.  Be sure to look for any 
attachments that may include important information. 
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• When ready to respond to the bid, click on Respond Now.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• If you are ready to enter your response, click the box to accept the Terms and 

conditions 
• Click Continue → 
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Entering Line Responses 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system will display all the lines associated with this event.  To respond:  
• Click the Respond hyperlink to the right of the line.   
• The system will open the line details form.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter item information: Vendor Item Number (a number is required!), 
Description, Bid Quantity, Unit of Measure, Unit price, any comments  

• Click Continue → 
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The system will return to the summary form and you will see the line status updated to 
Edit Response. 

• Continue to update other lines as needed.  When finished, click Continue → 
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Entering Responses to Event Questions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Enter response to any question listed.  You may also upload any attachments 

associated with the question by using the Browse button to locate your attachment.   
• When complete,  click Continue → 
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Adding an Attachment to Your Response 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Click on the Add button.  The system will open the Attachments form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Click the Browse button to display files for attachment 
• Highlight the file you wish to attach and click Open ( This will attach the file) 
• Click Continue → 
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• The system will display your attachment. 
• Click Continue → 
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Submit and Print Your Response 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click Submit to complete the event and send response to the City of Savannah 
• Use the Print My Response button to obtain a hard copy of your response 
• Click Done to return to Open Event form 
• Your event is not submitted until you click Done.  Be sure to complete this final 

step! 
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