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FIS Bidding — Vendor Portal

Vendor Portal Overview

The Vendor Portal allows you to enter Bid Responses online for each Major Category listed on a Bid
Worksheet you have received. During the bidding cycle, you can use the Vendor Portal to:

e LogInto the Vendor Portal

e Update your Vendor information

e Update your Vendor Portal Password

e Update your Secure Authentication Information
e Record a Bid Response

e Enter an Alternate Item

e Submit a recorded Bid Response
e Retract a submitted Bid Response
e Generate a Bid Worksheet / Bid Worksheet Proof report
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FIS Bidding — Vendor Portal

Logging In to the Vendor Portal

When the bid is opened to vendors, you will receive an email message containing your temporary
password.

If it is your first time using the Vendor Portal, the email’s subject line will be “Welcome to Vendor
Portal”. If you had previously received the Welcome message, you will instead receive an email message
with the subject line, “Vendor Portal - Account Reset”. Either email message contains a temporary
password you must use to Log In. Then, you will need to change the temporary password for system
security purposes.

Your vendor code in the district’s Financial Information System is the Username you must use to Log In
to the Vendor Portal. If it is not within the body of the email message, contact the district to receive that
Vendor Code - Username information.

E E} ':_': o= Welcome to Vendor Portal - Message (Plain Text) ? B - () x
9
MESSAGE

Tue 81172020 1:17 PM

Mo Reply Fis
Welcome to Vendor Portal

Toe  Vendor Portal Vendor
Phish Alert + Get more apps

1 2 3 - 5 & 7 A=

=]

Welcome to the Vendor Portal for QA_SD - QA Sunny Valley Area School District. Your login has been
created with a temporary password which must be changed the first time you log in to the application.

rg/Financi

Usernamea: 0VPVendor
Password: 43104342

Steps to Log In to the Vendor Portal.

1. Click on the link within the email message you received to begin the log in process.
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The Login Page for the Vendor Portal displays in your Web browser.

2. Enter your Username. This was provided to you in the Welcome to Vendor Portal email message
or in the Vendor Portal - Account Reset email message. Tip: Your Vendor ID in the district’s
system is your Vendor Portal Username.

Login
Username

VendorCode

Password

“ Go back Forgot your password?

3. Copy the Password from your Vendor Portal email message.
4. Paste the Password you copied into the Password field.
5. Select the Log In button.
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First Time Accessing the Vendor Portal

The first time you access the Vendor Portal (from the Welcome to the Vendor Portal email), you will
need to provide a few additional pieces of information, to secure your Vendor Portal account.

Account Information
* = required

This is your first login. Please fill out this form.

Username Email address %

ALPSIG

MNew passwords are required to:

« Be a minimum of 8 characters i
» Contain at least one Lower Case Character
« Contain at least one Nureric Digit
Contain at least one Special Character ({@#$%a+=)

Vendor name

ALPHABET SIGNS INC

Old Password & Mew password * th Confirm password * @

........

Authentication Question %

What is the name of your favorite pet? A
Answer %
Rascal
Save Account Information
Close

Steps for First Time Access

Enter/Select data for all required fields, designated with a red star *.

1. Your Username, Vendor Name, Vendor ID, and Email address are automatically
entered for you. You can change that email address if you want, and the district’s records will be
updated to include that new information when you Save the form.

2. Copy the Password from your Vendor Portal email message.

In the Old password field, paste the Password you copied.

4. Inthe New password field, type a new password that meets the requirements listed in the
pop up on the entry form. New passwords are required to: Be a minimum of 8 characters in
length; Contain at least one Lower Case Character; Contain at least one Numeric Character; and
Contain at least one Special Character (|@#5%"+=).

5. Inthe Confirm password field, repeat the new password you just constructed.

NOTE: Store your password in a secure location. We strongly urge you to use a password that

w
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you will remember easily. The district staff do not have access to your password, and cannot
assign a specific password to you if you forget it; Vendor Portal security is applicable.
6. Select an Authentication Question from the list provided.

Avihentiation Quostion &

What s the name of your Lvarite pet? 1
.

Authentication Question &

‘What is the name of your favorite pet? v]

Answer ®

Rascal
i

Sanve Account Information

Choee

7. Inthe Answer field Type the answer to the selected Authentication Question.

8. Select the Save Account Information button to store your entries in the Vendor Portal
securty system.
NOTE: District staff have no access to the security system for the Vendor Portal, and cannot
retrieve your security information for you. We suggest you store the security information you
provide in a safe place and do not share this information with others.

9. You will be returned to the Log In page, where you can enter the data you just provided to gain
access to the Vendor Portal

What to Do if You Forget Your Password

If you forget your password, the district staff cannot retrieve it for you. You can use the link in the
last email message you received from the Vendor Portal to access the Log In page.
1. Select the Forgot your Password? Link on the Log In page to receive a new system-generated
temporary password sent by the Vendor Portal to your email address.

Login

Username

vendorCode |

Password

-----------

& Go back Forgot your password?
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2. When you select the Forgot your Password? Link, security features of the Vendor Portal
present you with a short series of entry fields for authentication: this is the information that
you entered when you first logged in to the Vendor Portal.

Reset your password

Username *

Clase

3. Enter your Username (tip: your Vendor ID).
4. Select the Reset Password button.

Reset your password

Username:
——

Authentication Question

In what city were you born?

Authentication Answer *

et

Clase

5. Type the Authentication Answer to your Authentication Question.
6. Select the Submit Answer button.
A pop up message confirms that you requested to reset your password.

Reset your password

Password reset email has been sent to:

R L Y

F.'.KT{;E

A new Temorary password will be sent to the email address you provided for the Vendor
Portal. Use that temporary password to Log In with the link provided in the email message.
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You will need to change it to one that fits the criteria, and use that password the next time
you log in. Refer to the criteria in Steps for First Time Access.

District Contact Information

If you need to contact the specified Bid Administrator at the district, select the CONTACT tab.

[l click row 1 acoess responses for a bid)

Category Yeur B DutDmieTme Rt B Opeen Dt/ Tme: i A Dt
| SCHONCE - IOUOGY (43} ] O 200 000 Chome) ok 200 OCr ) D00
SCIENCE - PHIYSICS [41) E3 D00 00 o] ey D00 D [T
| Arr v v (6 ] IORATINO00 Ol VDN DB 115023
ART SUPPLIES. - Iv B (80} M 02003 0000 Chomed 06002003 0000 DR 150N
| AT 2P PLEYELENINT (3] = NN B3O8 o] BRI A0 [ERLT
INDUISTARTS - DRATN (84) H CRONHIIOH00  Oosed OHONETI 000 (IS
| AR SUP PLCYELEINT (63) Fi1 212002 300 [ LR O0H LT )
AR SUFPLIES - 5 (65) n CMIUHRICE0 Do NI O NI
| ART SUPPLIES. - Iv S (BO) = ON212012 0300 oot ON2AP0T 0200 O 1S R0RT
IMDUSTART - DRAWEN (84) k2] CMIUHGICH00  Cowed ONINMN OB 1N
i fage 1 ofd b B G R Per P 0 gl 1 - 1000 35|

Cotat

Agtncy Wame: REAL AREA SCHODE, DIST
Address: 228 HIGHLAND ROAD WEST
SUITE 1
PISLADELPHIA, PA 19195
ConLact Mame: Susan 1. Maginary
Contact Phone; 570-523-1155
Contact Emadl: smaginany @exmple.com

Provided below the Dashboard grid for your reference, you will find the district’s established contact
information, including the Agency Name and Address, the district’s Bidding Contact Name,
Contact Phone number, and Contact Email address.
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Bid Policy

If the district supplies one, select the BID POLICY tab to display the district’s bid policy document
below the Dashboard grid.

| nashboard  Contact | Bk poiicy J| vendor Portal Tnstractions
| |

rmﬂkkmmmwm.m ‘

Category Ve Bid D DotefTme. Statis Bl Open DatefTime  Bid Anard Cate

KET (A8} Her¥ AT 0000 Sbeamend (OASNH0EG 20:73:56) D307 0000 [t |
|

1 Fage 1 ofl & Fows Per Fage: 10 Duplrying 1- 1 ¢/

= CDO-HR-015 2017 _Form

o ey R w e e o w wme # e oBm e ww S iy #
e v e e T i eams T g e S e mmm

The Bid Policy document displays in a view area that allows you to download and print the document.
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Vendor Portal Instructions

This instructional document is available within the Vendor Portal. As needed, select the tab labeled
VENDOR PORTAL INSTRUCTIONS to reference this document (also available from a link in the
Welcome and Account Reset email you receive from the Vendor Portal).

Dashboard ~ Contact  Bild Policy | Vendor Portal Instractions
Dashboard

[Double-click row Eo acoess: responses for o bid)
Categoey vear Bl Dot DaefTime. S Bl Open Dace T Bl Awand Cute
KB (AR a7 0430/2026 00:00 Submitted (MUZ92086 10:29:56)  AO0026 00000 D5/DL2006
Page | o1 | & RowsPer Page: 10
 Wendor Portal Instructions

= vendor Portal Instructions for Vendors

CENTRAL SUSQUEHANNA INTERMEDIATE UNIT
Application: Bidding

Vendor Portal Instructions for Vendors

In a view area below the Dashboard grid, you can download or print the document, as needed.
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How to Enter Your Bid Prices

After Logging In to the Vendor Portal is complete, the Dashboard displays categories available to enter
your bid prices.

Daskboard | Contact  Bid Policy | Vesdor Portal Instructions

(Doubiln-click rew to acoess respanses foe i bid)
Cakegory “ear Bl Due CofeTme  Shahn Bed Opens D Tieme: B v D
AT (AR b 430006 00200 Seaberatred (087 ) 200 10:73:56) DR MO0 00 OSMO1

P& P 1 ol kel T e Par ege: 10 Deiplagiry 1 - 1.0 1

1. Double-click the row in the Dashboard grid for the Category for which you will enter your bid
prices. A new tab in your browser is opened, providing the fields for your bid responses.

o Dashboard * ot Vendor Responses x | * - =] x

& ¢ 5 cs-qal-19csuom/Finandal QA SOyVendorfortal Home h: 4 ] =} & .w

] - . # L ] . ] 'l ' . » | [ AllBockmarks
Dashboard | Contact  Bid Policy | Vender Portal Instructions

Dashbaard |
(Doutde-click rovw b sooes respomses for o bid)
Im‘l‘l Ve B D Disbey Time: o Bl Cipens Dby Temee: Bach Al Dise:
| AR (AR) 2627 DUV 000 Open AT 0000 [

i Pge 1 ol b b &Y RowsPerFage: 10 Displrying 1 - | of 1)
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FIS Bidding — Vendor Portal

2. Select the Vendor Responses tab in your browser. Several display-only fields are provided
at the top of the page based on the category you selected, including the Year and Major
Category, as well as your Vendor ID & Vendor Name.

{ of Dashboard x o ‘Vendor Responses x =+ - m] Lo ‘
| @ % cs-gal-19.csivorg/Financial QA_SD/VendorPortal/VendorRespense/Index?IPfidvajorCategory =598 Q in} [ X o Schaol
| 28 . . ¢ L] - . . » [ All Bookmarks
—I
Vendor Reapne Search
= vase - Stapor Catagary -
“ vasdze
R 100 ard 3 Badiong Adilrens.
[ -
SELECT OSTING ADDAESS FOR PO OR EHTER RlW ADORESS
1 L 454 CVERLOOK STRRET. BETHUEREM, 54 Addrua 1
st 2
ddrn 3
ey
Elate
2o cate
F
e Cancal
171gate Ga
Respnsen a
Brint Bid orkshees
Brit ied Workabhest Brool
188 BID TOTALI $180.00
[ p—
St Cancal
A ety o Dol Sampls  Tomal e Bet Unt orasr
Requestes Uni Unt Required B Prics B3 Prics Bt prcs Mumber
- JRTI0 - GLUE, ELMIERS, 16 DPLASTIC SQUEETE BOTTLE, GLUE-ALL KURTZE @ E 1Bk 120,000 20000 20000
¥+ 84 - PAPEENESOCRAPHIC § 32 X L1 COLOA YELLOW n am 1 eamu #0000 a.0008 a.0000
+ 08126 - PAPESNERDGRAPHIC § 1/2 X 11 COLDR PINC » o 1 1.0000 .0000 a.0000
& 300414 - RULERS, PLASTIC, 1, SCALED 116", DOUSLE BEVEL, METRIC) + oz 182 a:0000 a.0008 0000
v 00425 - SCISS0RS, FISKARS FESSOITIST], QMLDREN SAPETY, CLASSPACK 40 ST 1 SET 40,0000 1,500 1,5000
E—

- Pr— a b

3. Optionally, any Reference Number already stored in your vendor bidding information
displays. You can add a Reference Number, or update one that is displayed (up to 20 characters
may be entered). This Reference Number will display on a Purchase Order Form resulting from a
winning/awarded bid.

4. The Order Identification from your vendor record displays the address stored in the district’s FIS.
The address shown here is where any Purchase Order form for a winning/awarded bid will be
sent. You may select a different address already on file with the district. OR, you can use the
small drop-down arrow to select the "—Select—" option which opens up the address fields
listed under the “Or Enter New Address” area of the page.

Foek T Y Maling Aderess
LT e —
| SELECT EXISTING ADDRESS FOR PO O ENTER, NEW ADDRESS
1 7 656 OVEALDDK STREET, BETHLEHEM, PA Address 1
Address 2
14 656 OVERLOOK STREET, BETHLEHEM, PA | Address 3
oy

Tip Code

|

i e
Zip+4

|

=1

5. Using the open address fields, you can optionally enter a new address not already on file with
the district to which you want any resulting purchase order to be sent. The Address 1 and ZIP
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Code fields are required to save the record. TIP: Entering a ZIP Code automatically completes
the City and State fields.

NOTE: An address is required, either one already displayed, one you select, or one you enter
manually.

6. Select the Save button in this area to store your changes.

Below this area is where you will enter your Bid Responses. You might need to use your browser’s
vertical scroll bar to display the area where you can enter your bid prices for the total Quantities shown
on the Bid Worksheet(s) you received. You can use the Tab key on your keyboard to move to the next
open field for your data entry. You can use your keyboard’s arrow keys to move back to the beginning of
each item line.

Besponses. -
NG B Wrkshet
Print e Wrksheet Procd
13t BID TOTAL $180.00
Numiber of Ttems Bid: 9
Cancel
[T Gy Iy ope O Sampl Tl v Linit Gl Unit Crder
Requested  Unit Wedt  Required Bid Price Bid Price. B Price Mumber
¥ 30 « GLUE, ELMERS, 16 OPLASTIC SQUEETE BOTTLE, GLUE-ALL KLRTZ# 60 EA 1 EA 1200000 20000 20000
b JH0I24 - PAPERGERCGRAPHEC & 117 X 11 COLOR YELLOW 3 CRIN 1 RN D.0000 00000 0.0000
- J00T26 - PAPERNERCGRAPHEC 8 112 X 11 COLOR FIlK 1 RN 1 RN CEGH L) 0.0000
L 3 0424 « RULERS, FLASTIC, 1, SCALED 1/ 16°, DOUBLE BEVEL, HETRIC? 4 oz 1 o2 0.0000 00000 0,0000
+* 0429 - SCISSORS, FISKARS FRIS017197], CHILDREN SAFETY, CLASSPACK. 40 SET 1 SET 00000 15000 15000
r 00434 - SCISS0RS, TEACHERSIFISKARS CUT.RITE, STAINLESS STEEL BLADE n EA 1B L0000 L0000 0.0000
L | 00122 - PAPER B 1/2 BY 11 COLOR BLUUE 25 CRIN 1 TN 0.0000 0.0000 0.0000
o 310150 - MARKER, PERMANENTAQUICK DRVING, FINE POINT, BLACK, 12 P 15 BN 1 BoK 2.0000 0000 0,600
& FLO205 - WHITEBDARD - 97 X 12" WITH ROUNDED CORKERS 1 EA 1 EBA 00000 QL0000 0.0000
E Quaty Assurancs Sehool istrict | Powesst by €590 | Wensian 5.01.00 st

7. Place your cursor in the Total Bid Price field and key in your bid price for the total Qnty
Requested.
Or, place your cursor in the Inv Unit Bid Price field and key in your bid price for ONE
inventory unit.
Or, place your cursor in the Del Unit Bid Price field, and key in your bid price for ONE
delivery Unit.
NOTE: The rest of the price fields are calculated automatically when you press the TAB key on
your keyboard to leave the Price field in which you have entered data.

8. Select the Save button in the lower left of the page to store your entries.
TIP: You can use your keyboard’s arrow keys to return to the beginning of each item line.

9. Review the entries you made, and if you are satisfied with your data entry, select the Submit
Bid button to submit your bid. An email message will be sent from the Vendor Portal to the Bid
Administrator at the district, alerting her/him that your bid has been submitted.

How to Add an Alternate Item for Response Entry

Use the following steps to add an alternate item, when you have a suitable substitute that is not an
exact match to the requested item. You will be able to enter bid prices for an alternate item you add in
the Vendor Portal. The Bid Administrator at the district will be able to review your alternate item bid
response when the Major Category’s Opening Date/Time has passed. If your alternate is awarded the
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bid, an item will be added to the district’s Bidding system (referencing the original item) if Purchase
Orders are created for awarded alternate items.

Steps to Add an Alternate Item

Bragmaues
Pt B Wk
Pt B < Proof
iakt BID TOTAL: $0.00
Mumber of [tems Bid: 1
St B Concall
At Poaweisd Uk " Uk fegewd Bapwe  BiPs  BaPe  hembe v e M
1 1¥3Ppr - Pagar reams by the box 200 - 10 - 0.0000 0.5000 0.0000
"‘;-

1. Select the green plus button to add a new row for your bid response. This record is
referenced as an Alternate Item.

pr— Gory oo
B et

Tonsi e e (T
FArgeeva Ura o

i

3666 - G, ILMIKS, 14 GASTIS WA EDE BUTTLL SAut-asl, SLETES ® (R rores

- 3u3I « APERIEROGAA/SSC 8 L2 X L1 COUOA TILL0W = 1 o pr===

+ ‘38NN - AAPIRITROGAAEC B 37 X 11 COUOH Fibe ® o 1 oo
390404 - RUARRA, MLATTIC, 1, SOAIED LW, DOUSLE BEVEL. METRICY Aoz 1o s

+ ‘38 - SCIS00, FISLARS FERGHITENT, OWILDSEN SATETY, CLASSAOC - wr (.
36004 - SCIRSOK, THACHIRTWEIARE CUT-ATE, FEASRATS TR, BLASH o i Fr==

ISTI « ASSER B 142 ¥ 11 0OLOR BLGK E (-2

+ T20148 - MARYER, PERSSARINTXUICK DSIYING, FINE PEINT. BLACY, 12 F R ' sox re=
I3 - WCTEROMRS - ¥ 3 17" WITH OGNS0 CORRERT. 3 (R

I [ (R o guee

'1 Chewr R |

piiiiiiigg

i

BREREREREN

i

D | I

The row you added is automatically indicated as an alternate (Alternate checkbox is selected). If

needed, you can select the Clear Row button to the left of the green plus button to remove any
entries you make in that row.

2. Inthe Total Bid Price, Inv Unit Bid Price, OR Del Unit Bid Price field, enter your bid
price for the displayed units. The other Bid Price field data is automatically calculated/displayed.

3. Optionally, you can enter additional information for the district’s Bidding Administrator to use
when deciding whether the alternate item you enter will meet their needs instead of the
original item requested. Enter text in the Order Number (up to 20 characters), Brand
Name (up to 30 characters), and Notes (up to 100 characters) fields for the alternate item.

4. Select the Save button in the lower left of this area to store this data entry.

Continue with steps 7 — 9 of How to Enter Your Bid Prices.

Be sure to SAVE and then select the Submit Bid button when you are satisfied with your Vendor
Responses.
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How to Submit Your Bid Responses
In the Vendor Portal, on any Open Bid (Bid Deadline Date/Time has not yet arrived) for which you have
entered and saved bid prices, you can submit your Bid.

Steps to Submit a Bid

After you have entered, reviewed, and saved your Bid Responses, the final data entry phase is to submit
your bid. Use the following steps to submit a Bid.

Dashiboard  Contact  Bid Policy  Vendor Portal Instructions:
Dttt rel

(Drulibe-click Fivw boacorss o ponres for a bhd}
Category had i Dot Dty T s i Opons Doty Tomer e o Dt
ART (AR }: EL2 B0 2000 g OLOLI05, 0000 SO FH.

| Page 1 of) b bl QY Rows P Pape: 1D Deplnyng 1 - 10 1

1. Double-click a Category in the Dashboard with an Open Status to display the detail for that
record. Your saved bid prices display in the Responses detail.

Nespanes.
s B moanaan
Pt B Warkstees Eried
L6 BID TOTAL: 821080
Murdees of Paves Bl 3
s
- equred Dt % Ut s Barce apacr o e Mo
+ 30013 - CLUE, ELIERS, 16 ORUASTIC SQUEETE BOTILE, S1UE-ALL ELRTTS 8 B 16 axasees 28000 0003
+ 00T - FAPTROGROGRAPYAL, B 413 X 11 COLDR, ¥ 1 om 1 o e 8000 Py
+* 300734 - PAPTREROGRARE B 12 X 11 COLOR. PR ELN 1 L 4000 0001
+ 200424 - FELERS, PUASTIC, 1, SCALED 1/16". DOUBLE BEVEL, METRICH 4o 1o L] ] ]
. W0 - ELIRORS, FISARS 0TS0 17197, CHILOREN SAFETY, CLAGRAWOC © 15 £2.0000 15000 1.5000
+ HoH - SCESORS, TEAD-ERSWEIARS CUT AITE, STADMESS STEEL SLADE B iEa o0e 20000 B.0e0a
+ DONRLD - PAPER 8 T 1§ COUOR MAE B o i o QT B bl
+ 20250 - MARKER, PERMAMINTFOUECK CRXTNG, FINE FOINT, BLACK. 11 # 15 pax 1 s o 22000 e
+ e <47 XL WITH 1 E 1B ans 0000 0000
[ e e vaseen ey fugarm 11 [rreE A ——
bl
L]

2. Select the Submit Bid button.
A pop-up message displays the terms and expectations for a submitted bid.

Submit Bid Information x

By pressing the submit button, | agree that | wish to submit a bid electronically for these items. |
understand that once | have submitted this bid, | cannot change or delete this bid information

MNOTE: After a bid is submitted, the bid can be retracted and modified up to and including

05/01/2026 00-00|

[Major Categary Bid Deadline DateTime. |

3. Select the I agree button (or select Cancel to cancel your bid submission).

When you select the I agree button, to agree to the stated terms and conditions, your Vendor Portal
response entry is stored in the district’s database. The system sends an alert to the district’s Bid
Administrator. The data entry fields are disabled upon your bid submission.
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FIS Bidding — Vendor Portal

NOTE: staff at the district have no access to Vendor Responses until the Category’s Bid Opening Date.
Upon the Bid Opening Date/Time, all submitted bids are included in calculations of winning bid prices.

If needed, you can still Retract a submitted bid prior to the Category’s Bid Deadline Date/Time.

How to Retract a Bid You Submitted

Occasionally, you might make a mistake in data entry when you enter your bid prices. If PRIOR to the
Category’s Bid Deadline Date/Time you realize a bid you submitted is not the pricing you intended to
submit, you can use the Vendor Portal to retract your bid.

Steps to Retract a Submitted Bid

Use the following steps to retract a Bid you have submitted.

Danhboard | Comtact | Bk Policy  Vender Portal Instnctions
Dashbasrd.

Dauableclick row 1o access responses for a bid)
Cabegory. e Bel Cue Dot Teme Status 1Bl Cpen DodeyTime B Award Doge:
<

i Page 1 ol e bl e e Pages 10 Dighaing 1 - 4 of
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FIS Bidding — Vendor Portal

1. Double-click a Category in the Dashboard with a Submitted Status to display the detail for that
record. Your submitted bid prices display in the Responses detail, along with the date/time of
bid submission. Notice that the data entry fields were disabled upon your bid submission.

Responses -
Prieg Bid Werksheet
Pt Bid Workshest Proof
1st BID TOTAL: $210000
Mumbser of ibens Bid: 9
—

e

= P it T i B4t Prcn. BhiPrice B Prie e o= o
300230 - GLLE, ELMERS, 16 OPLASTIC SQUEEZE BOTTLE, GLUEALL KURTZS ® B 1B 1800 200 200
300324 - PAPERJEROGRAPHEC 8 1/7 X 11 COLOR YELLOW 23 CRTN 1 CRTN .00 0.00 [T
300326 - PAPERIEROGRAPHEC § 112 X 18 COLOR PINK 0o 1 o o0 B0 000
300424 - RULERS, PLASTIC, 1, SCALED) 1/16, DOUBLE BEVEL, METRIC? 4 1 o2 oM 000 oM
00424 - SCISS08S, FISKARS FRYSO17IAP), CHILOREN SAFETY, ELASSPACK % ST 1 s @00 15 15
300434 - SCISSORS, TEACHERSIFISKARS OUT-RITE, STAINLESS STEEL BLADE 20 EA 1 EA .00 0.00 0.00
303322 - PAPER 8 L7 BY 11 COUDR BLUE % RN 1 CATN 0.00 0.00 0,00
0150 - MARER, PERMANENTIOAIICK DRYENG, FINE POINT, BLACK, 12 P 15 oK 1 oBax 00 80 0w
16205 - WHITEBGARD - 5° X 12° WITH ROUNDED CORNERS 3 EA 1B o 6o oo
EA 1 Ea 000 10.00 10000 Order #: 12345 ReadySetGo Whiteboard  9™x12°

Quaty Assurance Sohoel District | Fowened By CEIU | Verson 50400

2. Select the Retract Bid button. As the system prepares your request to retract the bid, you
might notice a “Please Wait...” message that displays for a brief duration.

3. The data entry fields are enabled for you to enter your bid prices, and the Retract Bid button
is replaced by a Submit Bid button. Make any changes to your previous bid response entry.

Responses -
Frint Bud Worksheet
Prick iid Weorksheet Prool
ist BID TOTAL: $210.00
Humber of Iemns bid; 9
Submit Bl Cancel

e Gy e e DW Sample  Toul v Unit Dol Unit o
Reguested  Unit Unit  Reguired Bid Prics B Price Bid Price Mum

+ 300230 - GLUE, ELMERS, 16 DPLASTIC SQUEEZE BOTTLE, GLUE-ALL KURTZS 0 EA 1EA 120,0000 2.0000 20000

& 300324 - PAPERXERDGRAPHIC 8 142 X 11 COLOR. YELLOW 7 CHIN 1 CRTN 0.0000 D000 00000

- 300026 - PAPERMEROGEAPHIC 8 L2 X 11 QOLCH PINK 12 CRTN 1 CRIN 00000 LR 000

£ 300424 - AULERS, PLASTIC, 1, SCALED 1/16°, DOUBLE BEVEL, METRIC? 40z 1 Dz 0.0000 00000 00000

+* 00479 - SCISSORS, FISKARS FROS017197), CHILDREN SAFETY, CLASERACK 40 SET 1 SET B0, 0000 LR 18000

L3 00434 - SCISHORS, TEACHERGH ISKARS CUT-RITE, STAIMLESS STEEL BLADE 0 e 1 EA 0.0000 00000 00000

- 300322 - PAPER B 1J2 BY 11 COLOR: BLLE 5 CRTN 1 CRTN 00000 Ll 000

& F10150 - MARNER, PERMANENT AQUICK DKIYING, FINE POINT, BLACK, 12 15 pox 1 B 10,0000 0.0000 00000

¥ J1020% - WHITEBOARD - 97 X 12° WITH ROUNDED CORNERS. N 1 EA 00000 ] 09000
EA 1 EA 30,0000 1000000 1000000 Ond

=
5 uiadiny Asaranss Schav District | Prwerwd by CSIL | Verson 5.04.00

4. Be sure to Save your changes to your bid Response data entry.

5. To submit this current bid, complete the needed Steps to Submit Your Bid Responses.

Update your Vendor Information in the Vendor Portal

While you are logged in to the Vendor Portal, you can adjust your individual settings.

Dushboard | Comtact i Policy  Vender Portad Instnactions Sentigs |
Dinabiber-elick o 1o acoms rosponses Tor o bid)
L=l o T Dnze: Cuatoef T Satun e Oy Dty Tima: Bacd Ao Dl
ART (28] Hrd¥ LI, DOc00 Sl {4 30/ 200% 150004 DRI, D0 ORI
i e 1 - - A R T Doplaryanag 8+ 1 o
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FIS Bidding — Vendor Portal

1. Select the gear icon in upper right corner of the page, above the Dashboard. An Edit Preferences
tab opens in your web browser, where your current information displays.

Usernamt 100001 * sk Nama yecygor Pl

Muddie Narme * Last Rame yergaor
BT R ——— * User lcon Theme g0 -

2. Selectthe EDIT PREFERENCES tab. Your Vendor Portal Username displays for
informational purposes, but cannot be changed.

Using the open fields on the page, you can edit the currently displayed information. Retain or supply
edited data in all required fields, designated with a red asterisk *.

3. You can edit your First name, Middle name, Last Name, and Email address.

4. The default User Icon Theme is ‘Blue’. Select the small downward facing arrow to display a
list of other choices. Retain or select Blue, Green, Purple, Brown, Gray, or Burgundy, as the color
to be applied to the small circle on your account in the FIS; this change will not apply to the
Vendor Portal pages.

5. Save your data to apply any changes you made.
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FIS Bidding — Vendor Portal

Change Password

If you need to change your password, you can do so with your Vendor Portal Settings.

| Dashboard | Contact | Bid Policy | Vendor Portal Instructions
 Dashboard

1. Select the gear icon in upper right corner of the page, above the Dashboard. The EDIT
PREFERENCES page opens in a new tab in your web browser.

Usemname | 'ﬂl'sﬂlal\ne['..h I
Middle Mame ™ Last Name
* Email Address — — ® User Icon Theme  glya

b

2. To change your password, select the Change Password button. The password complexity
requirements are listed at the top of the CHANGE PASSWORD page.

Change Password
New passwords are required to:
+ Be a minimum of 8 characters in length
« Contain at least one lower case character
« Contain at least one numeric character
+ Contain at least one special character (&1@#5% " +=)
* 0ld Password

* Mew Password

* Confirm Password

=] s

3. Inthe Old Password field, type your current password.

4. Inthe New Password field, type a new password that meets the requirements listed at the
top of the data entry form.

5. Inthe Confirm Password field, repeat the new password you just constructed.

6. To apply your changed password, select the Save button. The next time you log in to the
Vendor portal, your new password will be needed.

NOTE: Store your password in a secure location. We strongly urge you to use a password that you will
remember easily. The district staff do not have access to your password, and cannot assign a specific
password to you if you forget it. If needed, the Bid Administrator can reset your access to the Vendor
Portal, then the system will send you an email message with a temporary password that must be
changed when you use it to log in.
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FIS Bidding — Vendor Portal

Change Authentication Question and Answer

If you need to change your security authentication question and answer, you can do so with your
Vendor Portal Settings.

. Seti
| Dashboard | Contact | Bid Policy | Vendor Portal Instructions s
 Dashboard

1. Select the gear icon in upper right corner of the page, above the Dashboard. The EDIT
PREFERENCES page opens in a new tab in your web browser.

Edit Preferences
USemname .. * First Name [0 - |
Middle Name * Last Name .
L —— * User lcon Theme  gjye <
Save Cancel Change Password l Change Question and Answer

2. Select the Change Question and Answer button.

Change Question And Answer

* Current password

* Authentication Question | [ what city were you born? o

* Authentication Answer

e

3. Inthe Current Password field, type or paste your current password.

4. Using the small downward facing arrow, select a security Authentication Question.

Authenticathon Chssstion & |

[ What i the nawe of yous Lavorile pel? vl

Bl

n what Oty were you bom

WSS 5 YOUR MOERET L Meden name !

5. Inthe Authentication Answer field, type the answer to the question you selected.

Authentication Question #

‘What Is the name af your faverite pet? V]

ANSWer %

Rascal
b

Save Account Information

Clorse

6. Selectthe Save Account Information button to store your security authentication
information.
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FIS Bidding — Vendor Portal

NOTE: The Vendor Portal system will use your authentication information to confirm your identity in
the event you forgot your password and need to establish a new one.

Generate a Bid Report
The Bid Worksheet report is available in the Vendor Portal.

1/1goto Go
Responaed
Print Bid Worksheet
Prink Bid Workashee! Proof
ist BID TOTAL: $0.00
Mumber of Items Bid: 3
Suwrit B Cancel
Alternate e Qnty e D Del Sample  Total v Unit Ded Unit Order
Requested  Uinit Unit: Required Bid Price Bid Price Bid Price Numnbey
¥+ 110336 - GOLF BALLS, PLASTICPRACTICE, WITH BAG, PG OF 120 3 PAC ¥ ) AL W C0000 00000 00000
e 123123 - Student Activity streamers - Golf 0 b 4 A5 W 00000 00000 00000
L o 123330 - First Second and Third place qualifying flags k) 5 v 3 SET v 00000 05000 0.0000
Swve
*

1. Inanopen record, where you would enter your bid prices, select the Print Bid Worksheet
link to generate a PDF of the Bid Worksheet for the Major Category being accessed.

2. Anew tabis opened in your web browser where the Bid Worksheet is automatically generated.

3. Select the Bid Worksheet tab to see a view area where you can download or print the generated
report.

Generate a Report of Your Submitted Bid

After you submit a bid, you can generate a Bid Worksheet Proof that includes your submitted bid Prices.

ONLY your bid prices will be included on the report, and you alone can access this information prior to
the Bid Opening Date. After the Bid Opening date has passed, district personnel with Bid Administrator
permissions can see your bid responses that you entered in the Vendor Portal.

Respanies
Frint Bid Worksheet
Prant Bed Workshest Proof
1st BID TOTAL: $932.80
Humber of Ttems Bid: 3
5::::: 08/13/2020 13:17.06 Bt
s T W L e D i S O e o
110336 - GOLF BALLS, PLASTICPRACTICE, WITH BAG, PKG OF 130 3 PAC v B v 90.00 .00 30,00 VPOrdertum  VPErandName VP - Meotes addd
123123 - Student Activity streamers - Golf M EAC 4 ~ 400.00 20.00 80.00 BrandNameEntered in VP
123330 - First Second and Third place qualifing flags PS> 3 M Qo0 0.00 0.00
iy o 44280 3690 36,90 OMLY scid in S
.

1. Inasubmitted record, select the Print Bid Worksheet Proof link to generate a PDF of the
Bid Worksheet Proof, that includes your bid prices for the Major Category being accessed.
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FIS Bidding — Vendor Portal

2. Anew tabis opened in your web browser where the Bid Worksheet Proof is automatically
generated.

3. Select the Bid Worksheet tab to see a view area where you can download or print the generated
report.

Example of Bid Worksheet
Within the Vendor Portal you can generate a Bid Worksheet/Bid Worksheet Proof (includes your own
submitted bid prices).

Here are simplified examples of the Bid Worksheet and the Bid Worksheet Proof:

BID WORKSHEET
Major Category: RM RM MajCat (21)
Bid Deadline: 081272020 D5:00 PM Vendor; Vendor Portal Vendor

Bid Opening:  CR3072020 12:00 AM Reef ID:
Bied Awemrd: PO Address: 123 Sunny Side Street

DUBOISTOWN, PA 17702

Oty Sample Price Total

Alternate lem Feguesied Inv Unit  InwDel Del Un2  Required Per Unit Bid Price: ‘Order Number Brand Name

110334 - GOLF BALLS, 3 PACK 1 PACK Mo

PLASTICFRACTICE, WITH NOTES:

BAG, PHG OF 120 )

GOLF BALLS, FLASTIC.

FPRACTICE, WITH BAG. PHG

OF 120

123123 - Seudent Acteany 20 BACH 4 CASE Mo
streamens - Golf MOTES
lang paper streamers for )
student goif events

123330 - First Second and 2 PCS 3 5T Mo
Third place qualifying flags NOTES:
Three parts per set |15, 2nd, )
3rd place flags)-

* Multiple vender respanses for ferm: Total Bid Price excluded from grand total. Fage 1of1

Note the Qty Requested to determine how many units of each item (total quantity) are to be bid
upon. The total is given in Inv Units (Inventory Units). Within the Vendor Portal, the total quantity to
be bid upon is also displayed in Inventory Units of Measure. When you enter your Bid Prices, we suggest
you enter the Inventory Unit price, to follow this same pattern.

In the example, above, Item 110338 has a total Quantity Requested of 3 PACKS. Item 123123 has a total
Quantity Requested of 20 EACH (a CASE contains 4 EACH, so in Del Units = 5 CASEs), and Item 123330
has a total Quantity Requested of 32 PCS (a SET contains 3 PCS, so in Del Units = 11 full SETs).
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The Bid Worksheet Proof includes your submitted bid prices along with any entered Order Number,
Brand Name, and/or Notes:

BID WORKSHEET PROOF
Major Category: AR ART
Bid Deadline: 05/01/2026 12:00 AM Vendor: Meg C Corle
Bid Opening: 0S/04/2026 12:00 AM Ref ID: McZ6AR-ART
Bid Award:  05/06/2026 PO Address: 656 OVERLOOK STREET

BETHLEHEM, PA 18017-3835

aty Sample Prico Total
Altornate item Roquested Inv Unit InviDel Del Unit Required  PerUnit  Bid Price Order Number Brand Name
No

No  310150- MARKER,
PERMANENT7QUICK 1580% 180X

DRYING. FINE POINT, NOTES:
BLACK. 12P
MARKER, PERMANENT,
QUICK DRYING, FINE
POINT, BLACK, 12 PER BOX,
|E # SANI0001,

SHARP
KURTZ 08501

Aliemate lem Info:

Yes 310205 - WHITEBOARD - &° "
X 12 WITH ROUNDED 3EA 1EA No 10.0000 30.00 Order #: 12345 Ri Whiteboard
CORNERS NOTES: 9"x12°
WHITEBOARD - 9° X 12
WITH ROUNDED CORNERS
NO ALTERNATES WILL BE CONSIDERED

BID GRAND TOTAL: 210,00

How to End Your Vendor Portal Session

Logaff

To end your Vendor Portal session, select the Logoff arrow at the top right of the Dashboard page, or
close your web browser.
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