Modifying a Bid 9&%@$§

Management Office

A bidder may modify or withdraw a bid response while the procurement opportunity (event)
is in progress.

A madification can only be made to a bid response for Non Reverse Auction events before
the event end date. To modify a Reverse Auction event, please refer to the Participating in
Reverse Auctions document.

A bidder may withdraw a response by contacting the bid contact, after the event ends but
before an award has been made. Bidders cannot modify responses once the event has
ended.

|:> An arrow shows where to click.

A box shows where to enter text.

Open a web browser.
Go to the State Procurement website: http://ohio.gov/procure.
Click Selling to the State.

Click the eBid Registration/Log In link.
The eBid Vendor and Bidder Notice page will appear.
Click on the Continue to the eBid Registration / Login link.

N o o b~ Db

Use your businesses User ID and Password, and then click the Sign In button to log into
eBid.

Welcome to QAKS eBid

DAKS 2Bid iz pari ofthe new eSirategic Sourcing (eSS} Modue implemented by the Department of Adminictrative Services,
Dfize oTFrocurement Services. Tne bldder registration syst=m orovides bidders the 0oprotunfty to register by commedty
codes, for goods or services they can provids. Netices of bid events are then emaied to registrants and afier loggin into the
system, the bidder can update teir ragistration and rezpend to bid events electronically.

User D

Sign In
f“ﬁ‘] dister as a Bidder

Clict nere fo register az a bidder
and te acozss bid opprofuniies.

Fogol your Passwoid?
For help signing into FIN and related information, click here

DAKE ic 3 Stste of Ohia Computer cyctem, which may bs sc2ecced and uced only for affizis| cfate bucinece by authorized psrzennel
Unautharized aoeess or use of this computer system may subject vialaters to Griminal, Civil, andior administrative aafien.
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8. Click the View Terms and Conditions link in your menu to view the Terms and

Conditions.

Search:

@

IManage Events and Flace Bids
View Terms & Conditions

9. Using the links in the menu go to: Manage Events and Place Bids > My Event Activity
10. In the Search Criteria section, select the Events Bid On radio button.
11. Click the Search button.

12. To modify your bid, click the event link for the corresponding event.

Betty's Frozen Foods Event Activity
Event Activity Summary

Click on number ta view events below
Events Invited To: 2 Events Bid On: 3 Events Awarded: 0

Bentformat | [v] ® Events In OeventsBidon O Events Awarded
Event Type: _ Date Range:  From: H  Through: [

Search |

Find  First [4] 13 0f3 [
Event 1D Format Event Name Event Status  Start Date End Date Status

DAS01-0BFO000001 RFI Food Auction Qualification Posted 01711/2011 1:22PM PST 01/11/2011 1:20PM PST
DAS01-0T00000002 Sell  Ice Cream and Frozen Mavelties Posted 0171112011 10:4941 PST 01/28/2011 10:004M PST
» DASO01-S4F0000002 RFI SkcMenth Food Qualification  Posted 0111102011 94240 PST 01/11/2011 10:404M PST

Summary
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13. Click the Edit/View Bid button.

Event Details

Event ID: OTOO000002  Ice Cream and Frozen Novelties Round: 4
Event Start Date: 01/11/2011 10:49AM PST End Date: 01/28/2011 01:00 PMEST Version: 1
Multiple Bids Allowed: Yes All lines Required: Mo

Bid on Event Click Bid on Event to enter respenses to General Questions and Line ltems.
Edit / view Bid | Click Edit Bid to modify a bid you previously entered
Event Activily View personal bidding activity

 View Evert Package

Return to Event Search
* Event Details

Description:

* Payment 8 Currency Information
Payment Terms: Billing Location: DAZ ACCT PAY PURC ADDRESS
Event Currency: Dollar
~ Event Contact
n

14. The Select Bid to Edit/View page displays information about your bid. The structure of
the event and the status of your bid will determine how you may modify your bid
response.

15. All bids with a Bid Status of Saved may be changed by clicking the View/Edit Bid
icon # . Once the desired changes are complete, either click the Save for Later button
to save or the Submit Bid button to submit your bid response.

16. If the Bid Status is Posted and the View/Edit Bid icon & _ appears, click the icon and
make all desired changes. Then either click the Save for Later button to save, or click
the Submit Bid button to submit your bid response.

Select Bid to Edit/View
5

Business Unit  EventID Round Version BidID Bid Status EventType Event Status EventFormat Date Time Las
1

1 § & poster R Posted  SellEvenl  0142201111:

DASO1 0700000002 1
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17. If the Bid Status is Posted and the View/Edit Bid icon is not available, the bid cannot be
edited. In this case, a new bid response will need to be submitted with the necessary
changes.

18. Click the Copy Bid icon Y to enter a new bid response.

Select Bid to Edit/View

)

Business Unit  EventID Round Version Bid ID Bid Status EventType Event Status Eventformat Date Time Las
DAS01 0100000002 1 1 1 f &E Posted  RFx Posted SellEvent  01122201111:
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19. The Create Bid Response page will still contain the data that was entered on your
previous bid response.

20. Make any corrections necessary to update your bid.
If you are modifying a response to a multi-item event, be sure to go into each item to
verify that your responses are still there — even for items you are not making changes.

21. Once the updates are made, click the Validate Entries button to check your bid
submission for errors.

22. Click the Submit Bid button to submit your bid response for consideration.
[

General Questions

Previous Questions 1 of 1 Next Questions

Response )
s your company located in the United States Q
Ideal: Yes
f View/Add General Comments and Attachments
Line ltems Previous Lines 1-3 of 3 Next Lines
) - Qty ) o By Respol

Line Description Uom Requested Bid Qty Unit Bid Price Require

ICE CREAN. 3 GALLON BULK DISTRICT 1 SEE FLAVORS :
1 BELOW CASE PACK. 3 GAL CONTANER. 1EA. C3 1,000.0000 (1000.00000 125000 EI Q N
2 3Bherbet 4 oz 24 percase, Dist 1. flvrs-Orange Raspberrylime CS  1,000.0000 |1000.00000 10.0000 EI Q M

SUNDAE CONE, 3 OZ DISTRICT 1. CASE PACK: 24/4 OZ :
3 FORTIONS . CS 1,000.0000 mﬂﬂﬂﬂﬂﬂ 11.0000 EI Q N

Windows Internet Explorer |2
“w ' Mo errors Found, (18058,313) .
: our Total Price:  33,500.0000 USD

SaveforLater| cjiek save for Later to save the inform
Submit Bid | Click when you have entered all requir

event.

pur bid to this
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23. You will receive a pop up asking if you want to post the bid.

Click the Yes button to submit your bid response.

Are you done making changes and would like to post tis bid? (18058,39)

Waming: Response may NOT be edited ater posting. fyou are not planning to

No"and choose “Save For Later’
Vs ’ No ’

24. A message will appear, “Your bid has been successfully submitted.”

To go back to the View Events and Place Bids page, click the OK button.

Bid Confirmation

Your bid has been successfully submitted.

Bid ID: 2 Bid Date: 01M42/2011 1:29:18FM
Event ID: 0700000002 Ice Cream and Frozen Novelties

Event Format: Sell Event Round: 1 Version: 1
Start Date: 0112011 1:49PW EST End Date: 04/28/2011 01:00 PMEST

Your Total Price: 33,500.000000 USD
OKl Copy Bid
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25. After you have submitted your modified bid, you must go back and delete your previous
bid. Deleting your previous bid will eliminate the possibility of the wrong bid being
evaluated in error.

26. From the menu, click the My Event Activity link.

27. In the Search Criteria section, select the Events Bid On radio button.

28. Click the Search button.

29. Select the event by clicking the Event ID link.

Betty's Frozen Foods Event Activity
Event Activity Summary

Click on number ta view events helow
Events Invited To: 3 Events Bid On: 3 Events Awarded: 0

EventFormat | v (& Events Invited OEventsBidon O Events Awarded
Event Type: | M Date Range:  From: [  Through: [
Zearch |
[
Events Find First [« 1-3of3[
EventID Format Event Name Event Status  Start Date End Date Statu
DAS01-0BFO000001 RFI Food Auction Qualification Posted 0112011 L2Z2ZPMPST 011172011 130PM PET
DAS01-0TO000000Z Sell Ice Cream and Frozen Novelties Posted 0112011 10:49AM PST 01/28/2011 10:00AM PST
 DAS01-SAF0000002 RFI SicMonth Food Qualification Posted 0112011 G:42AM PST 017112011 10:4040 PST
[YTPp——
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30. On the Event Details page, click the Edit/View Bid button.

Event Details

Event ID: QT00000002  Ice Cream and Frozen Novelties
Event Start Date: 01/11/2011 10:49AM PST End Date: 01/28/2011 01:00 PM ES
Multiple Bids Allowed: Yes All lines Required: No

Click Bid on Event to enter responses to General Questions and Line Items.

~ Bid on Event

Edit/ ViewBid | cjicy qitpid to modify 3 bid you previously entered.
m View personal bidding activity
& View Event Package

Eeturn to Event Search

¥ Event Details

Description:

31. Click the Cancel Bid icon # for the Bid ID you wish to cancel.

Select Bid to EditView

b
Business Unit  EventID Roun Bid Status EventType Event Status Event Format
DASD1 OToooooooz 1 1 X l iﬁ Fosted  RFx Posted  SellBuent 01420201111

DASN 0Togogoooz 1 o . gh Posted  RFx Posted  SellBwent 01122011 1.

32. Verify the Bid ID on the Cancel Bid page to ensure that you are cancelling the correct bid.

Click the Cancel This Bid button.

Cancel Bid
Business Unit: DAS01 EventRound: 1
Event 1D: 0T00000002 Event Version: 1

EventName: Ice Cream and Frozen Novelties  EventFormat:  Buy

Bid ID: 1

Bid Status; ~ Fosted

ast Saved:  01/12/2011 111280 EST
- Cancel This Bid

Pg.8 |

Rev 3/13


javascript:submitAction_win0(document.win0,'PBCANCEL$0');

Modifying a Bid 9&&’“&§

Management Office

33. eBid will prompt for verification that the bid should be cancelled.
e Clicking the Yes button will cancel the bid.
o Clicking the No button will return you to the Cancel Bid page without cancelling the
bid.
34. If you click Yes, verify that the Bid Status now reads “Cancelled.”

35. Please see below for information on obtaining eBid assistance.

Need more help?
Try out the other training documents created to assist you:
http://procure.ohio.gov/proc/help.asp

-OR -

Contact the OAKS Help Desk at 614-644-6625 or 1-888-OhioOAKS (1-888-644-
6625). Ask for “eBid Assistance.”
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