
Quick Tips for Submitting  Your 
Electronic Bid Response

The quick start guide is designed to be used in 
conjunction with the Sourcing Supplier Bidding 
Guide available from the Purchasing Division 
Website
The quick start guide gives general guidelines for 
submitting your electronic bid
Within the electronic bidding document there is a 
Help menu
Bidder needs to be a registered supplier with a login 
and password to view bids in their entirety



A detailed online tutorial manual may be accessed and printed by visiting the 
Purchasing Division website at www.myboca/city/purchasing



Enter your User Name and Password to login and gain access to the Online 
Bidding System



To view all current City of Boca 
Raton formal ITB’s and RFP’s click 
on View available Bids

To view the Invitations that you have been 
invited to based on your commodity code 
selection, click on the applicable bid number



At any time, the Help menu may be 
accessed for detailed instructions for 
responding to a bid.



Once you have selected a bid number, you will have access to view the entire 
document.  Upon viewing, if you wish to respond to the Bid, click on Respond



Bid Page Categories
The bid page has eight main header categories  

1.  Bid Information

Details on the contact 
information, bid 
reference numbers and 
the closing date and time



Bid Page Categories
Header categories continued  

2. Supplier Information - Bidder to 
verify that Supplier Name is 
accurate, as this is the name that 
your bid will be submitted under.  
If the name is inaccurate (i.e. the 
“Inc.” is missing or name has been 
abbreviated, you will need to 
update your supplier registration.

3. Event Activities – Pre-Bid 
meetings, site visit, intent to bid 
inquiry

4. Bid Attachments – Documents  
for the bidder to download, view 
& print

5. Bid Attributes – Questions for the 
bidder to respond to for evaluation 
by the City

6. Bid Messages – General 
information/details regarding the 
bid



Bid Page Categories
Header categories continued  

7. Response Attachments –
When permitted or 
required, bidder may 
attach electronic files as 
part of their bid response

8. Bid Line Items – Items
available for the bidder to 
submit pricing on as part 
of their bid response



All Bid Attachment documents shall be viewed and or printed before starting on your 
bid response



Suggested Steps for Submitting an  
Electronic Bid
1) Supplier Information:  Bidder to verify that the Supplier name listed is accurate, as this is 

the name your bid will be tabulated as for evaluation by the City.  If the name is inaccurate 
(i.e. the “Inc” is missing or name is abbreviated, you will need to update your supplier 
registration)

2) Event Activities: Respond to the Event Activities if applicable
3) Bid Attachments: Download and View/Print the Bid Attachments which will detail the 

scope of work, terms and conditions necessary for submitting your bid and any additional 
instructions on how to submit your bid.  

4) Bid Attributes: Review and reply to each of the Bid Attribute questions
5) Bid Messages: Review Bid Messages if provided.  Lengthy messages require the yellow 

icon to be clicked to display the entire message
6) Response Attachments:  Attach any required documents electronically for submission with 

your electronic bid.   If the bid has attachment documents that require you to fill them out 
in Word or as a PDF Form, save the file and attach the completed form as a NEW response 
attachment.  Instructions on submitting a response attachment are available in the HELP 
menu within the application (upper right hand corner)



Suggested Steps for Submitting an 
Electronic Bid
7) Bid Line Items:  Submit your pricing for each line item you are bidding on.  All or some line 

items may be required to bid on.  Do not leave any unit price columns blank.  The extension 
total will appear once you save your bid. 

8) Saving your Bid:  Bidders are encouraged to save their work every 30 minutes and before 
submitting your bid.  The system will time out after 60 minutes. Bidders may save their bid 
and come back later and retrieve their bid as “View My Draft/Submitted Responses”

9) Submitting your Bid:  When your bid is complete, you may click on the Submit icon to 
submit your bid. Submission must occur prior to the bid closing time.  The time clock used 
for your bid is located in the upper right hand corner of the application.  When you submit 
your bid and it is electronically sent, you will get a confirmation that your bid has been 
submitted and you will receive an email. 

10) Viewing Your Submitted Bid: Once your bid has been submitted, bidders are encouraged to 
view their response.  The View Response allows the bidder to see exactly how their bid will 
appear to the City.  Bidder should check to verify that any attachment documents submitted 
can be opened. Bidders are encouraged not to submit their bid minutes before the closing 
time to allow time for viewing.

11) Retracting Your Bid:  If any corrections are needed you may retract your bid, perform an edit, 
save and resubmit, as long this process is completed prior to the bid closing time.  



Submitting A No Bid Response

If you choose not to bid on the item or service, please submit a No Bid Response


