
HOW TO RESPOND TO AN EVENT 

Access the Supplier Portal via www.stpaulbids.com 
Click on the Browse Open Events link. 
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http://www.stpaulbids.com/


HOW TO RESPOND TO AN EVENT 

Click on the Event you wouold like to respond to. 
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HOW TO RESPOND TO AN EVENT 

The Event Summary Page opens and you can view and open all of the tabs and attachments associated with the event. 
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HOW TO RESPOND TO AN EVENT 

Save any required forms and/or attachments to your computer.  You will need to fill these out and attach them to your response in the system 
later.  
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HOW TO RESPOND TO AN EVENT 

You can ask a question about the Event up until the Q & A close date.  Click on Ask a Question.  Answers to all questions will be posted on the 
portal for each event as an Addendum.  Keep track of each Addendum; you must fill in the number of Addenda when you submit you proposal or 
bid. 
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HOW TO RESPOND TO AN EVENT 

To submit a bid or proposal for the Event, click on the Respond Now button.  The Event Response page opens. 
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HOW TO RESPOND TO AN EVENT 

Read the Terms and Conditions attached to the Event.  You must click the “I accept terms and conditions…” box in order to continue with 
submitting your proposal or bid.  Then click Continue. The Line Response page opens. 
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HOW TO RESPOND TO AN EVENT 

Select the line(s) that you wish to submit a bid for by clicking on the Respond link. The Line Response page opens. 
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HOW TO RESPOND TO AN EVENT 

Pay close attention to this page.  You must fill in the following boxes: 
1. Vendor Item – the name or item number of what you are providing; 
2. Vendor Item description – the type of good or service you are providing; 
3. The Unit Price - this Event is looking for a lump sum bid for the entire job.  If costs are broken out on a Pricing Worksheet, you will 

have to attach it to the bid; 
4. UOM Detail (Unit of Measure) – you should fill in the same UOM that is requested by the Event.  In this case it is JA for Job. 
5. You are not required to fill in anything under the Response Comments, but you may want to fill in “see attached forms.” 
6. Click Continue. 
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HOW TO RESPOND TO AN EVENT 

The system has saved your response to the line.  Note that you can edit your response up until the time that the Event closes.  
Click Continue; the Questions Page will open. 
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HOW TO RESPOND TO AN EVENT 

Pay close attention to this page.  The asterisk * means you must fill in the boxes.  You must also enter something in the text box (ex: Zero, N/A, 
None, etc.)  Leaving a text box blank will not allow you to move forward.  Click Continue; the Response Attachments page opens. 
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HOW TO RESPOND TO AN EVENT 

Here you will add the attachments required by the Event.   
In this guide, you previously saved the Bid Form and the Vendor Outreach forms to your computer.  
Click on the Add button to attach a document to the Event, the Attachments Page opens. 

  

Select the Browse button to select the files from your computer.  Enter a title (name) for the document.  Click Continue. 
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HOW TO RESPOND TO AN EVENT 

The Response Attachments Page opens and the attachment appears. 
For the bid form or any additional attachments, click the Add button again and repeat the process above. 
When all attachments have been added, click Continue.  The Submit Response page opens. 
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HOW TO RESPOND TO AN EVENT 

Before you submit your proposal or bid, you may print your response by clicking Print My Response. 
You must click on the Submit button to submit your proposal or bid.  Click Done and your proposal or bid has been submitted. 
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