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As a Supplier insuring that your response to biehnés has been accepted, and is valid in
the system is a high priority to you and the Gudf@€ounty Purchasing team. This
document has been created to assist suppliersifging their bid submission. Several
options for this are offered, and as always GuilfGounty Purchasing Department is
always willing to assist suppliers. Please redled submitted responses to sealed bids
are not able to be seen by the Guilford County IRasing Department. These responses
are not viewable by Guilford County until the clatse and time specified on the event.
This document will assist you in insuring your resge is submitted, and therefore will
be viewable only by the buyer when the event closes

PLEASE REMEMBER: Failure to submit responses reiitdeoid and not eligible for
consideration for bid awarding.

Guilford County strongly suggests and recommendsdtppliers respond and submit
their responses 3 (three) days prior to the clodatg and time on the evernthis would
allow time for any issues to be resolved beforehildeclosing date and time. Guilford
County strives to maintain equal opportunitiesdlbisuppliers. Access to the system can
be limited based on your internet service provitlardware issues, and unforeseen
circumstances. Guilford County tries to minimikege, and will notify suppliers of any
know down time well in advance by posting on thelfGrd County’s Purchasing Web
Page.
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Your response status may be easily checked by ogd@id History, and reviewing the
status column on the right hand sid&ubmitted is the status that indicates a valid bid
response has been entered, and is valid for coasiole in the bid award process. Other
statuses such as Draft, or Modified, are not videvaly the buyer at award time. Those
responses can not and will not be awardedrtee only valid awardable status on a
response is submittedViake sure all your bid responses you want consttiferean

award are submitted.
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Viewing Bid History
From the portal:
* Click “Login”, and enter your user name and pazslv
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Click theView Bid History option. You should now see all of your responses.
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Supplier Response Report

When you submit your response to an event, you tieveption to submit this response,
and print a copy for your records. That report tfoau print has a print time, and
response status contained on it. Printing thisreethe event closing date and time could
act as a receipt.

PLEASE NOTE: We allow for response revision. If you revise ya@sponse, you
would need to reprint this report again showing thgour revisions were submitted

Supplier Response Report is displayed below.

Note, that the Print date and time appears in ppeeuright hand corner. The lower left
hand corner indicates if the response is submitsésk, indicates the response is
submitted and eligible for award.
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Print Your Response(s)
When responding to an event, the final page befobenission contains a button to
access a printed version of your response.

This print will print your response BEFORE it’s suitted. Submit your response
using the Submit button above this print button.

Last updated 12/11/2007 Pageof 12



Verify Event Responses Guide

>

Now printing your response will print a versioneafthe response has been submitted,
and your report will have the submitted responagdgéd as YES.

Click the button. Your report will appear in adpbad you can then send it to your
local printer.

Remember to look for the date and time that it shbeing printed as well as the
submitted Yedield.

Last updated 12/11/2007 Paye of 12



Verify Event Responses Guide

Last updated 12/11/2007 Pahd of 12



Verify Event Responses Guide

View Your Response(s) Status

Once submitted, you may view the status of yous big clicking onBid History .
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