NAVIGATION INSTRUCTIONS FOR ON-LINE BIDDING/ VENDOR REGISTRATION
SYSTEM WEBSITE
https://www.moolb.mo.gov

This information is being provided to supply useith additional assistance navigating the On-Line
Bidding/Vendor Registration System website. Thisimation should be used in conjunction with the
instructions provided on the website pages.

STANDARD REGISTRATION (No Fee)- A Standard Registration provides a vendor the tytiii
enter/update vendor profile information and vieveojids.

o,

<+ How to Enter a Standard Registration

PREMIUM REGISTRATION (Non-refundable $50 annual fee plus $1.50 convesidee) — A
Premium Registration provides a vendor the ahiititgnter/update vendor profile information, recetve
mail notifications of bidding opportunities/modifitons/cancellations, register for commodity codes,
conduct commodity history searches, respond eleiciably to bids, view open bids, view closed bidgw
your submitted open or closed bids, obtain awaatlistinformation, and access public bid openingitiet

®,

<+ How to Enter a Premium Registration
 How to Regqister for Commodities
 How to Respond to a Bid On-Line
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HOW TO ENTER A STANDARD REGISTRATION

Click on theNew Vendor Registrationbutton if you are on th®n-Line Bidding/Vendor
Registration Systemhome page or if you have entered the OLB website gigest, selediew
Registration from the menu bar at the top of the page.

On theNew Vendor Registrationpage, review the information, click on tilendor Registration
button at the bottom of the page.

TheVendor Name Searchpage will open. You must search the state’s dambmsee if your vendor
profile already exists. Type in at least threerabters of your legal name of entity/individuaicklon
the “Starts with” (default selection) or “Includesidio button, and click th8earchbutton.

TheVendor Name Search Resultpage opens with a listing of vendors that meet<titeria of your
search.

If you find your legal name of entity/individuakted in the Vendor Name column, your vendor profile
already exists in the state’s database so you toegidbceed to Step 5.

If your legal name of entity/individual was listedt you need to add an additional mailing addrgss,
to Step 10.

If your legal name of entity/individual was nottésl, go to Step 15.

Vendor Profile Already Exists

On theVendor Name Search Resultpage, click on your legal name of entity/individirathe
Vendor Name column and then complete Steps 6 thréug

TheFEIN/SSN VALIDATION page opens. You must verify your vendor federgbleger
identification number (FEIN)/social security numi§86N). Type in your vendor FEIN/SSN and click
the Submit button.

If the FEIN/SSN entered matches the FEIN/SSNaipned in the state’s database for this vendor
profile, theVendor Registration page will be displayed with your vendor’s currendffle data.
Create and enter your own User ID and PasswordsuBeto remember the User ID and Password
since you will be required to enter them to acgmss vendor profile in the future. Change any
information necessary. Ensure that all fields witted asterisk are completed. All other fields ar
optional. Take caution when typing in your e-nzaltiress to ensure that it is correct.

When completed, click tHépdate button at the bottom of tiéendor Registration page.

TheVendor Update Confirmation page opens confirming your registration. You wifio receive an
e-mail confirmation notice within 24 hours. If ydo not receive an e-mail notice, log-in to the
website with your User ID and Password and verifg eorrect your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@o0a.mo.gov

You will also receive an on-line confirmation andemail confirmation when you make changes to
your vendor profile.

Additional Mailing Address Needed

If the vendor search included your vendor profilet an additional mailing address is needed,
complete Steps 10 through 14.
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On theVendor Name Search Resultpage, clickAdd New Location.

TheFEIN/SSN Validation page opens. You must verify your vendor federgdleger identification
number (FEIN)/social security number (SSN). Typgour vendor FEIN/SSN and click tisaibmit
button.

If the FEIN/SSN entered matches the FEIN/SSiNained in the state’s database for this vendor
profile, theVendor Registration page will be displayed with the Legal Name of Balitdividual

field already completed. Create and enter your oa@r ID and Password. Be sure to remember the
User ID and Password since you will be requiredrtteer them to access your vendor profile in the
future. Change the Legal Name of Entity/Individifaleeded and complete all fields with a red
asterisk. All other fields are optional. Take ti@ when typing in your e-mail address to enshe t

it is correct.

When completed, click th¢pdate button at the bottom of théendor Registration page.

TheVendor Registration Confirmation page opens confirming your registration. You wifo

receive an e-mail confirmation notice within 24 haulf you do not receive an e-mail notice, logén
the website with your User ID and Password andyaerid correct your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@oa.mo.gov

You will also receive an on-line confirmation andexmail confirmation when you make changes to
your vendor profile.

Vendor Profile Does Not Already Exist

If your legal name of entity/individual was nottésl on thé/endor Name Search Resultpage, you
may try to search for your vendor profile againseyolling down to theCouldn’t find your

company in our vendor listing?section to conduct another search. (Be sure iewewame
abbreviation policies). If you are convinced yoe aot in the state’s database, review and folloav t
instructions in the box at the bottom of ¥endor Name Search Resultpage.

When you enter a Tax ID, click on the FEIN el employer identification number) or SSN (social
security number) radio button (default is FEIN)darfick on theNew Vendor Registrationbutton,
theTax ID Validation page will be displayed. If the Tax ID entered igaéid number and does not
already exist in the database, e ID Validation page will display the Tax ID and Type you
entered. If the entries are not correct, clicklmNo button and you will be returned to thlendor
Name Search Resultpage where you may re-enter the Tax ID and Typé¢helentries are correct,
click on theYesbutton. Once you click théesbutton, theVendor Registration page will be
displayed with the Federal Tax ID field completeitbwihe Tax ID you entered on thendor Name
Search Resultgpage. Create and enter your own User ID and PadsvRe sure to remember the
User ID and Password since you will be requiredrtter them to access your vendor profile in the
future. Complete all fields with a red asterigil other fields are optional. Take caution whgpihg
in your e-mail address to ensure that it is correct

When completed, click th¢pdate button at the bottom of théendor Registration page.

TheVendor Registration Confirmation page opens confirming your registration. You waifo

receive an e-mail confirmation notice within 24 heulf you do not receive an e-mail notice, logén
the website with your User ID and Password andyaerid correct your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@o0a.mo.gov

You will also receive an on-line confirmation andemail confirmation when you make changes to
your vendor profile.
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HOW TO ENTER A PREMIUM REGISTRATION

If you already have a vendor profile with a Ud2rand Password established on the website, olick
the Login button and go to Step 2. If you need to estalalisiser ID and Password on the website,
click on theNew Vendor Registrationbutton and go to Step 11.

Vendor Profile with User ID and Password Alre&yablished

On theVendor Login page, enter youdser ID andPasswordand click on thé.ogin button.

TheVendor Welcomepage opens. Und&egistration Update click onAnnual Premium Service
Fee.

ThePremium ServiceRegistration Feepage opens. After reviewing the information on phge,
click on theContinue button.

ThePayment Cartpage opens. Click on tli@&heck Out button to continue with the payment process
or click on theCancelbutton and th&ayment Receiptpage will open indicating your payment was
not processed.

If you clicked on th&€heck Out button, theBilling Information page opens. Complete the billing
information fields and click on th@ontinue button to proceed with the payment process. Ifgou
not wish to process your payment at this time katin theCancelbutton and th&@ayment Receipt
page will open indicating your payment was not pssed.

If you clicked on th&€ontinue button, thePayment Information page opens. Complete the payment
information fields and click on th@ontinue button to proceed with the payment process. Ufiyeed

to return to theailling Information page, click on th@reviousbutton. If you do not wish to process
your payment at this time, click on tliancelbutton and th&ayment Receiptpage will open
indicating your payment was not processed.

If you clicked on th€ontinue button, the billing information that you enteregaprs (you may need
to scroll up to view the billing information). Riew the information and if you are ready for your
payment to be processed, click on $§wdmit button. If you need to return to tRayment
Information page, click on th&reviousbutton. If you do not wish to process your paynadrhis
time, click on theCancelbutton and th€ayment Receiptpage will open indicating your payment
was not processed.

If you clicked on th&ubmit button, thePayment Receiptpage displaying your receipill appear.
Print your receipt and then click on tG@entinue button to complete your registration.

Upon clicking the&Continue button, thePayment Returnpage will open. Click on thRegister for
Commoditieslink to register for commodity codes or to updide list of commodity codes you are
registered for. Proceed to tH®OW TO REGISTER FOR COMMODITIES _instructions. NOTE:
You must be registered for commodity codes to keceimail notifications of State of Missouri
solicitations.

Need to Establish User ID and Password

On theNew Vendor Registrationpage, review the information, and then click on\Weador
Registration button at the bottom of the page.
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TheVendor Name Searchpage will open. You must search the state’s da@abasee if your vendor
profile already exists. Type in at least threerabters of your legal name of entity/individuaicklon
the “Starts with” (default selection) or “Includesidio button, and click thBearchbutton.

TheVendor Name Search Resultpage opens with a listing of vendors that meedsctiteria of your
search.

If you find your legal name of entity/individuakted in the Vendor Name column, your vendor profile
already exists in the state’s database so you toggiceed to Step 14.

If your legal name of entity/individual was listedt you wish to add an additional address (inclgdin
e-mail) and enter a Premium Registration at the agdgvess, go to Step 27.

If your legal name of entity/individual was nottésl, go to Step 40.

Vendor Profile Already Exists

On theVendor Name Search Resultpage, click on your legal name of entity/individirathe
Vendor Name column and then complete Steps 15 giwr@6.

TheFEIN/SSN VALIDATION page opens. You must verify your vendor federgbleger
identification number (FEIN)/social security numi§86N). Type in your vendor FEIN/SSN and click
the Submit button.

If the FEIN/SSN entered matches the FEIN/SSiNained in the state’s database for this vendor
profile, theVendor Registration page will be displayed with your vendor’s currentffle data.
Create and enter your own User ID and PasswordsuBeto remember the User ID and Password
since you will be required to enter them to acgess vendor profile in the future. Change any
information necessary. Ensure that all fields witted asterisk are completed. All other fields ar
optional. Take caution when typing in your e-nzaltiress to ensure that it is correct.

When completed, click thépdate button at the bottom of théendor Registration page.

TheVendor Update Confirmation page opens confirming your registration. You wlio receive an
e-mail confirmation notice within 24 hours. If ydo not receive an e-mail notice, log-in to the
website with your User ID and Password and verifg eorrect your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@o0a.mo.gov

You will also receive an on-line confirmation andemail confirmation when you make changes to
your vendor profile.

On thevendor Update Confirmation page, click orRegistration Feein the second paragraph.

ThePremium ServiceRegistration Feepage opens. After reviewing the information oa plage,
click on theContinue button.

ThePayment Cart page opens. Click on tligheck Out button to continue with the payment process
or click on theCancelbutton and th&ayment Receiptpage will open indicating your payment was
not processed.

If you clicked on th€heck Out button, theBilling Information page opens. Complete the billing
information fields and click on th@ontinue button to proceed with the payment process. Ifgou
not wish to process your payment at this time katin theCancelbutton and th&®ayment Receipt
page will open indicating your payment was not pssed.
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If you clicked on th€ontinue button, thePayment Information page opens. Complete the payment
information fields and click on th@ontinue button to proceed with the payment process. Ifiyeed

to return to thailling Information page, click on th@reviousbutton. If you do not wish to process
your payment at this time, click on tRancelbutton and th&ayment Receiptpage will open
indicating your payment was not processed.

If you clicked on th€ontinue button, the billing information that you enteregeprs (you may need
to scroll up to view the billing information). Riew the information and if you are ready for your
payment to be processed, click on $§wdmit button. If you need to return to tRayment
Information page, click on th@reviousbutton. If you do not wish to process your paynarhis
time, click on theCancelbutton and th&ayment Receiptpage will open indicating your payment
was not processed.

If you clicked on th&ubmit button, thePayment Receiptpage displaying your receipt will appear.
Print your receipt and then click on t@entinue button to complete your registration.

Upon clicking th&Continue button, thePayment Returnpage will open. Click on thRegister for
Commoditieslink to register for commodity codes or to updide list of commodity codes you are
registered for. Proceed to tHOW TO REGISTER FOR COMMODITIES _instructions. NOTE:
You must be registered for commodity codes to keceimail notifications of State of Missouri
solicitations.

Additional Address Needed

If the vendor search included your vendor profilet you wish to add an additional address (inclgdin
e-mail) and enter a Premium Registration at the adgvess, complete Steps 28 through 39.

On theVendor Name Search Resultpage, clickAdd New Location.

TheFEIN/SSN Validation page opens. You must verify your vendor federgdlegrer identification
number (FEIN)/social security number (SSN). Typgour vendor FEIN/SSN and click tisaibmit
button.

If the FEIN/SSN entered matches the FEIN/SSMNained in the state’s database for this vendor
profile, theVendor Registration page will be displayed with the Legal Name of Blitdividual

field already completed. Create and enter your bser ID and Password. Be sure to remember the
User ID and Password since you will be requiredrtteer them to access your vendor profile in the
future. Change the Legal Name of Entity/Individifaleeded and complete all fields with a red
asterisk. All other fields are optional. Take i@ when typing in your e-mail address to enshee t

it is correct.

When completed, click thé¢pdate button at the bottom of théendor Registration page.

TheVendor Registration Confirmation page opens confirming your registration. You wifo

receive an e-mail confirmation notice within 24 heulf you do not receive an e-mail notice, logén
the website with your User ID and Password andyweand correct your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@o0a.mo.gov

You will also receive an on-line confirmation andexmail confirmation when you make changes to
your vendor profile.

On thevVendor Registration Confirmation page, click orRegistration Feein the second paragraph.

ThePremium ServiceRegistration Feepage opens. After reviewing the information oa plage,
click on theContinue button.
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ThePayment Cart page opens. Click on tligheck Out button to continue with the payment process
or click on theCancelbutton and th&ayment Receiptpage will open indicating your payment was
not processed.

If you clicked on th€heck Out button, theBilling Information page opens. Complete the billing
information fields and click on th@ontinue button to proceed with the payment process. Ifgou
not wish to process your payment at this time katin theCancelbutton and th&®ayment Receipt
page will open indicating your payment was not pssed.

If you clicked on theContinue button, thePayment Information page opens. Complete the payment
information fields and click on th@ontinue button to proceed with the payment process. Ifiyeed

to return to theailling Information page, click on th@reviousbutton. If you do not wish to process
your payment at this time, click on tliancelbutton and th&ayment Receiptpage will open
indicating your payment was not processed.

If you clicked on th€ontinue button, the billing information that you enteregeprs (you may need
to scroll up to view the billing information). Riew the information and if you are ready for your
payment to be processed, click on $§wdmit button. If you need to return to tRayment
Information page, click on th@reviousbutton. If you do not wish to process your paynadrhis
time, click on theCancelbutton and th€ayment Receiptpage will open indicating your payment
was not processed.

If you clicked on th&ubmit button, thePayment Receiptpage displaying your receipt will appear.
Print your receipt and then click on t@entinue button to complete your registration.

Upon clicking the&Continue button, thePayment Returnpage will open. Click on thRegister for
Commoditieslink to register for commodity codes or to updidte list of commodity codes you are
registered for. Proceed to th®OW TO REGISTER FOR COMMODITIES _instructions. NOTE:
You must be registered for commodity codes to keceimail notifications of State of Missouri
solicitations.

Vendor Profile Does Not Already Exist

If your legal name of entity/individual was nottésgl on thevendor Name Search Resultpage, you
may try to search for your vendor profile againsieyolling down to theCouldn't find your

company in our vendor listing?section to conduct another search. (Be sure iewewame
abbreviation policies). If you are convinced yaa aot in the state’s database, review and folloav t
instructions in the box at the bottom of ¥endor Name Search Resultpage.

When you enter a Tax ID, click on the FEIN @&l employer identification number) or SSN (social
security number) radio button (default is FEIN)dantick on theNew Vendor Registrationbutton,
theTax ID Validation page will be displayed. If the Tax ID entered igaéid number and does not
already exist in the database, frex ID Validation page will display the Tax ID and Type you
entered. If the entries are not correct, clicklmNo button and you will be returned to thlendor
Name Search Resultpage where you may re-enter the Tax ID and Typ¢helentries are correct,
click on theYesbutton. Once you click théesbutton, theVendor Registration page will be
displayed with the Federal Tax ID field completeithvthe Tax ID you entered on tMendor Name
Search Resultpage. Create and enter your own User ID and PadswBe sure to remember the
User ID and Password since you will be requiredrtteer them to access your vendor profile in the
future. Complete all fields with a red asterigil other fields are optional. Take caution whgpihg
in your e-mail address to ensure that it is correct

When completed, click thépdate button at the bottom of théendor Registration page.

TheVendor Registration Confirmation page opens confirming your registration. You wifo
receive an e-mail confirmation notice within 24 heulf you do not receive an e-mail notice, logén
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the website with your User ID and Password andyweand correct your e-mail address. If your e-mail
address is correct, notify the OLB Bid AdministraédOLB_BID_ADMIN@o0a.mo.gov

You will also receive an on-line confirmation andexmail confirmation when you make changes to
your vendor profile.

On thevVendor Registration Confirmation page, click orRegistration Feein the second paragraph.

ThePremium ServiceRegistration Feepage opens. After reviewing the information oa plage,
click on theContinue button.

ThePayment Cart page opens. Click on tligheck Out button to continue with the payment process
or click on theCancelbutton and th&ayment Receiptpage will open indicating your payment was
not processed.

If you clicked on th€heck Out button, theBilling Information page opens. Complete the billing
information fields and click on th@ontinue button to proceed with the payment process. Ifgou
not wish to process your payment at this time katin theCancelbutton and th&®ayment Receipt
page will open indicating your payment was not pssed.

If you clicked on th€ontinue button, thePayment Information page opens. Complete the payment
information fields and click on th@ontinue button to proceed with the payment process. Ifiyeed

to return to theailling Information page, click on th@reviousbutton. If you do not wish to process
your payment at this time, click on t@ancelbutton and th&ayment Receiptpage will open
indicating your payment was not processed.

If you clicked on th€ontinue button, the billing information that you enteregeprs (you may need
to scroll up to view the billing information). Riew the information and if you are ready for your
payment to be processed, click on $§wdmit button. If you need to return to tRayment
Information page, click on th&reviousbutton. If you do not wish to process your paynadrthis
time, click on theCancelbutton and th€ayment Receiptpage will open indicating your payment
was not processed.

If you clicked on th&ubmit button, thePayment Receiptpage displaying your receipt will appear.
Print your receipt and then click on t@entinue button to complete your registration.

Upon clicking the&Continue button, thePayment Returnpage will open. Click on thRegister for
Commoditieslink to register for commodity codes or to updie list of commodity codes you are
registered for. Proceed to tHOW TO REGISTER FOR COMMODITIES _instructions. NOTE:
You must be registered for commodity codes to keceimail notifications of State of Missouri
solicitations.




HOW TO REGISTER FOR COMMODITIES

To register for commodities, you must first be stgied for premium services. S8@W TO
ENTER A PREMIUM REGISTATION _instructions. Once this is completed, you may sstke
Commodity Registration-Classpageby clicking onRegister for Commaoditieson thePayment
Return page, th&/endor Welcomepage, or th&endor Registration page.

The Commodity Registration — Classpage will open with a split screen displayed. Tdgehalf will
display commodity classes and the bottom will digghe commodities your company is currently
registered for.

To register for a commodity code, click on a clesde on the top half of the screen to view the
subclasses for that commodity code.

The Commodity Registration — Sub Claspage will open with a list of subclasses display€tick
on anySubclassyou wish to register for. There is no limit ashtmw many commaodities you may
register for. As you select subclasses, theyheiltlisplayed at the bottom half of the screen.

To return back to th€Eommodity Registration — Clasgpage, click on th®eturn to Class List
button.

To remove any commodity codes that you have regdttor, click on the redX" next to the
commodity code on the bottom half of the screen.

To exit theCommodity Registration — Clasgpage or th&€ommodity Registration — Sub Class
page, click on any of the options from the menudidop of the page.



HOW TO RESPOND TO A BID ON-LINE

To respond to a bid on-line, you must first be stgried for premium services. 3¢@W TO

ENTER A PREMIUM REGISTATION instructions. In addition, the bid must indicétallows for
electronic responses. All electronic response inidigate "Vendors with a Premium Registration may
respond to this bid electronically.” Bids thatizate "Notification only” must be downloaded and
mailed.

To respond to a bid on-line, you must be loggedninheOnline Bidding: Vendor Login page using
your User ID andPassword (NOTE: The user id and password are case sanjit

Once you have logged in, theendor Welcomepage opens. To access an open bid, sBleeh Bids
at the top of the page or sel€ypen Bids by Commaodity Open Bids by Agency or Search by Bid
Number (if bid number is known) in the middle of the page

If you selectOpen Bids Open Bids by Commodity or Open Bids by Agency you will access the
entire list of open bids. Scroll through the $topen bids until you find the bid you wish to suiba
response on. Then, click on tBel Number.

If you selectSearch by Bid Number, theSearch by Bid Numberpage will open. On this page, enter
the bid number and click on ti&=archbutton.

The Open Bid Detail page for the bid selected will open. Review!lad bn-line information as well
as the official bid document. When ready to subymitr bid, scroll to the bottom of the page and
select theRespondbutton. If you wish to return to the open bid=gest theBack button at the bottom
of the page oOpen Bidsat the top of the page.

If you selected th&espondbutton, theElectronic Bid Response Entrypage will open. Before
responding, review the instructions for submittargelectronic response at the top of this page.

Below the instructions, complete the following fislfor each bid line:

Unit of Measure (Complete only if bidding a different unit thaequested.)

Unit Cost (The unit cost must be entered with a minimum of wmeeric character preceding the
decimal point, a decimal point, and at least twmaetic characters following the decimal point. If
the requested unit of measure is a percentage [PGNTpercentage should be entered as cents
[ex., 25 percent should be entered as 0.25.]

Quantity Bid (Complete only if bidding a different quantity thesquested.)

If you wish to submit a “No Charge” response ondiline, “No Charge” must be selected in the drop
down box after the Unit Cost field.

If you wish to submit “No Bid” on an individual biche, skip that bid line. “No Bid” is the default
response.

If you wish to “No Bid” the entire bid, go to St&p

EnteringLine Commentsis optional. Line comments may be used for statirand and model
number of item bid or a reference to the OveralinBeents. Line comments are limited to 60
characters.

Complete all of th&eneral Bid Information fields. Overall Commentsare optional unless
submitting an overall “No Bid”. Overall commentsaynbe used for alternate pricing, renewal pricing,
warranty information, or any other information r@gd. If a comment entered relates to a specific b
line, reference the bid line number.



8.

10.

11.

12.

13.

14.

Once you have finished entering your bid, click $wbmit button.

If you elect not to submit your bid response, clitkCancelbutton and return to the open bid listings.
If you want to submit an overalNO BID” , tab past all the bid lines and complete Respondent
Name, Respondent Telephone NumbendRespondent E-mailfields. Enter text in th®verall
Commentsfield stating why you are submitting a “No BidClick theNo Bid button.

Bid Response Submitted:

Once you have submitted your bid response, a medsagwill appear asking you to confirm that you
want to submit your bid. If you are ready to subyoiur bid, clickOK.

TheElectronic Bid Response Confirmationpage will appear. You should print this pageyfour
records.

On theElectronic Bid Response Confirmationpage is a link to submit attachments to your bid i
necessary. Information that may be sent as aahattant may include but not be limited to: renewal
pricing, completed exhibit pages from the bid doeatnbrochures, Buy American Form, catalogs, etc.

See Step 10 for instructions on sending an attant{s)eand/or adding additional comments to your
bid response.

Overall “No” Bid Submitted:

Once you have submitted an overall “No Bid” resgr@ssmessage box will appear asking you to
confirm that you want to submit the “No Bid". 1by are ready to submit the “No Bid”, cli€xK .
TheNO BID, Comments Submittedpage will appear confirming your “No Bid” response

If you wish to send an attachment and/or additiceahments to your bid, click on ti8end
Attachment(s) link on theElectronic Bid Response Confirmationpage. TheElectronic Bid
Attachments page will open.

If you wish to add comments but not send an attextt, see Step 15.

To send an attachment, click Add Attachments on theElectronic Bid Attachmentspage. (You
may need to scroll to the right to see this linktlo& screen.)

Click onBrowseto find the file(s) you wish to attach. If théefis) exceeds 5 MB, zip the file(s)
before selecting the file(s). Then, select the dihd clickOpen.

The file path should appear in the box.

Click onAttach File.

The file path should appear below the woiéigached Files”.

Steps 12 and 13 can be repeated as many timesessagy to include as many files as are needed.

If a file is selected in error, the file can be marad by clicking in the borext to the unwanted file
listed under Attached Files’ and then clicking on thRemovebutton.

When you have finished attaching the file(s), clicktheDone button.
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TheElectronic Bid Attachments page will reappear displaying a listing of all files that were
attached.

In addition to files, you may add comments to ybiagrin the text box provided on tl#ectronic Bid
Attachments page. You may type the comments directly in &éxt box or copy/paste the comments
into the text box. Comments can be added withtiathing files.

You may want to print th&lectronic Bid Attachments page for your records. You will receive an
electronic confirmation after sending the attachtfgftomments.

When the attachment of the file(s) and/or the amdibf comments is completed, click tBend
Attachment button at the bottom of thelectronic Bid Attachments page.

After you click theSend Attachmentbutton, theElectronic Bid Attachments page will reappear no
longer displaying a listing of the files and/or t@mments that you submitted. You have the opifon
sending additional attachments and/or commentgiting this area.



