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Introduction 
The “How to Respond to Q&A’s” Quick Reference Guide is designed to provide the minimum steps necessary 
to answering questions from the Vendor(s) regarding a Bid Solicitation.  

Pre-requisites 
You must have the Basic Purchasing Role. 
 

Steps 
 
Step 1: 
 

a.) From the home page once 
logged in, select the Bids 
Tab > Ready to Open Sub-
tab. 

 

 

 
Step 2:  
 
A list of results will display. 
 

a.) Select the appropriate Bid by 
clicking the Bid link. 

 

 

 

 
Step 3:  
 
The page defaults to the Summary 
Tab. 
 

a.) Select the Q&A Tab. 

 
 

 
Step 4:  
 
Questions from the Vendor(s) will 
display in the Questions column. 
 

a.) Answer each question under 
the Answer column. 

 
b.) Click Save & Continue.  
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Step 5: 
 
The page defaults back to the 
Summary Tab. 
 
Your answers will save immediately 
after clicking the Save & Continue 
button.  
 
 

 
 

 
 

 


