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To begin posting to the Vermont Bid Opportunities web site, you first must create an account, whether you associate yourself to an existing Agency, Department, Municipality or business, an account must be established. You will need to use your account information if you need to change your business information at a later date and to set up bid postings to the bulletin board.

Step 1: Creating a User Account

Start by going to http://accd.vermont.gov/business/start/vtptac
Click on the “Vermont Business Directory” under “Quick Links” on the right hand side of the screen and this will bring you to the home screen for the VT Business to Business Directory (VBBD). At this page you will have to find the button that says “Ready to Get Started, SIGN ME UP”. 

The following screen will ask for your personal information to create your user account. You will have to fill in all mandatory fields and also remember to check the box to assure that you work for or own a Vermont based business. If you do not check this box, you will not be able to proceed with creating your account. You must work for a Vermont based business to use the system. Here you will also have to create a password which you will have to use every time you log on to the VBBD system; it must be at least 6 characters. Click on the “Create Account” button once you’ve filled out all required fields, this will bring you to your home page where Welcome!, should be displayed at the top of the screen.
(*Note: Municipalities, state agencies, and Vermont businesses must check the box to indicate that you work for or own a Vermont based business to successfully complete account*) 

*Note: Once you’ve created a user account you must contact Joanne Spaulding at (802) 828-5243 to have a bid author account set up for you. This has to be done “behind the scenes” to filter what and who is posting to the Bid Opportunities website.* 

After setting up your account and contacting Joanne Rossignol, you will then be able to start posting to the bulletin board. You will have to start by logging on to the VBBD system by clicking on “Been here before, sign in” on the home page. 

The following screen will ask for your email and your password, the password is the same password you created when you created your user account. If you do not remember your password, you can click on the “Email Password” button to have your password automatically sent to you. Also make sure you are using the same email address as you used to set up your account. Once you have your email and password entered, click on the SIGN IN button to log on to the system and bring you to your Welcome! page. 


Step 2: Adding a New Bid

From your Welcome! page, you will notice that you have new options in the left hand column under the SIGN IN heading. Look for the option to “Add a New Bid”, click on it. 

The following screen will ask for you to select a bid author from the drop-down list. This list contains all entities that have bid author rights, find your entity and click it and then click on the CONTINUE button below. Follow the step-by-step instructions below that provide a “walk through” for your first bid posting. 

· Make sure your entity is listed above the Bid Title box. If you have an incorrect bid author you must click cancel at the bottom of the page and start over from your Welcome! page. 

(Note: All mandatory fields will be marked with a red asterisk; these fields must be filled in to Preview/Save your bid listing. Also, the process is time sensitive. Spending too much time in one section (i.e. the bid description), can cancel you out of your session and all of the information you entered will be lost. Cut & paste whenever possible)
· For convenience, you will notice that there is a section toward the bottom of the form under Special Instructions, where you can directly add any bid attachments that you would like (i.e. Complete RFP’s). To add an attachment click on the purple button that says ADD/CHANGE ATTACHMENTS, this will bring up a screen where you will have to use the Browse button to select a document. Once you’ve selected your document, click on the upload button to attach the document directly to the bid. Once the bid is attached, it will drop down below the Bid Attachment field and a Delete button will be displayed beside it. Depending on the size of the documents, you can attach multiple attachments. Once you’ve uploaded your attachments, click on the Return To Bid button to return to the bid form. 
Once you’ve uploaded your attachments, and properly filled out all mandatory fields, click on the “Preview” button at the bottom of the page to see your final version of the bid. From this view, you will be able to review your information and you have the option to go back into the bid and make any necessary changes. If all looks good, then just click on the Save button and you will be returned to the VBBD home page.
When back at the VBBD home page you can view your recent bid posting by going to the drop-down menu on the left hand side of the screen under BID SYSTEM and click on List Open Bids, your recent bid posting should be displayed at the top of the list. 

Step 3: Awarding A Bid
Once a bid has closed, the bid author (one who posted the bid), will receive an automatic email notification stating that the bid has been closed but no award information has been entered. For the bid to be properly closed so that it can still be viewed at a later time, the bid author will have to go into the bid and properly close it. To do this, you will have to go to the VBBD home page and log in, following the steps as mentioned above. Follow the step-by-step instructions listed below. 

· Once at your page, look in the left hand column under SIGN IN, and find the Update a Bid button, click it. 

· The next screen will be the Bid Power Search page. In the Project Title box, enter in the bid title (the entire title is not necessary, and any misspellings will produce no results).

· Select any other necessities you feel comfortable with (though normally not necessary), and if you know the bid has been closed then change the Bid Status drop-down to Closed/Awaiting Award, this will minimize your results. 

· Click on the Search button either at the top or bottom of the page.

· Depending on the information you entered, your search results will either display a lot of bids (from which you will have to find your bid and then select it from the menu list), or your bid will automatically display. 

· Once at your bid, find the Award button at the top of the page, click it. 

· It will then give you some options as to finding the awardees company name. The first option at the top of the page is convenient if you already know that the company is in the Business Registry or has been awarded a bid before (all businesses in the Business Registry are assigned an Org. ID number for administrative purposes). If you know the company’s ID number you could enter it in the box then click on the RETRIEVE button. 

· If you do not know the company’s ID number then you could use the second option which would be to search for the company by name. Here you can enter a keyword from the company’s name such as Brownell, if the company was Brownell & Sons. If the company is already in the system, their information will automatically come up. 

· If the awarded company does automatically display, the mailing address will display as well. From this point, if the company name and address match with your awardees information, all you will have to do is enter in the award date (date contract signed) and the award amount. 

(Note: The award amount is not a necessary field, but will help with our departments reporting for year end. If possible, please include the award amount).

· If you’re results are not accurate at all, click on the ADD COMPANY button at the top of the page to enter your awardees information.
(*Note: For multiple awardees, repeat the process above until all companies have been entered. There is no limit to how many awardees can be entered for a bid*)
· After you’ve successfully entered your awardees information into the system, click on the RETURN TO BID button.
· Once back at the bid page find the drop-down box labeled Status. 
! Mandatory Note – You must manually click on the drop-down menu under Status to change the bid from Closed/Awaiting Award to Closed/Awarded. If this is not done the bid will sit in the system with award information attached, but yet still show up as Closed/Awaiting Award. If this happens you will continue to receive an automatic notification stating the bid has not been awarded! 

· When the Status has been changed and the award details have all been properly entered, click the PREVIEW button at the bottom of the page.

Review the bid (award details should display at the bottom of the bid), if everything is correct, click on the SAVE button. This will bring you back to the VBBD home page.

Step 4: Finding Bid Postings

Once on the VBBD home page, go to the left hand side of the screen under “BID SYSTEM” and find the drop-down menu. Within the drop-down you will notice 6 choices:




~All Open Bids




~Open State Bids




~Open Federal Bids




~Open Municipal Bids




~Open Private Bids




~Awards

If you would like to see all open and available bids, just click on the All Open Bids. But if you’re looking to get a little more specific, then select one of the other choices to narrow your search. Awards will show all bids that have been closed and award information was provided. Some bids will still display even though they are closed and no award information is visible, this means the status of the bid was changed to Closed/Not Awarded (no award information was provided).
Once you’ve selected a category and the bids are displayed, you will then be able to click on the available bids (they will be highlighted and underlined – notice the closing date). By clicking on a selected bid, a window will open with all of the bid information for you to see. In some bid postings, the entire solicitation could be posted directly to the bid for you to download, this will be located in the Bid Attachments section of the bid.  To close the window, click on “Close Window”. This will bring you back to the bid postings listing.

Finding a specific bid, perhaps by name, can be found by using either the Quick Search or the Power Search options and these are also located under the BID SYSTEM column. 

Quick Search:

By clicking on Quick Search you could find a bid by a specific keyword such as “computer” or “saw”, this will search all text fields. You could also search by Author Types, this is a handy option when you do not remember if the bid was posted by a Municipality or by the State, you could leave all boxes in this section checked for a broader search, or you could uncheck some of the boxes for a slightly more refined search. Also, you can sort your results once you get them by using the drop-down menu at the bottom. Here you could sort you’re search results by:

~Authoring Entity (this option automatically displays, it shows which entity

  posted the bid request in alphabetic order)

~Opening Date

~Date Award Entered (if you’re searching for a bid that has already been                                                      
 closed)
~Keywords

~Bid Work Location (this will sort by county)

~Bid Add Date

Once you’ve entered all your search criteria, click on the purple SEARCH button at the bottom of the screen to bring up your results. If you decide you’d rather not use the Quick Search option, you could just click on the purple CANCEL button at the bottom to return you to the VBBD home page.

Power Search

The Power Search has a similar function to the Quick Search except it’s a more detailed search.  With the Power Search option you can find a bid (or bids), by:

~Project Title 



~Project Description

~RFQ Number



~Bid Status (i.e. Open, Closed, etc.)

~Search by Work Location           ~Select Keywords

~Select Author



~Author Types (like Quick Search)

~Date Added



~Closing Date

~Dollar Value



~Sort Results By (like Quick Search)

With the Power Search you can fill out as much information (or as little!) as you need to find a specific bid. Once all fields are filled to your needs, just click the SEARCH button at the bottom of the page to see your results.

(*Note: Once you’ve completed your search and the results are shown, you will notice that some bids are not highlighted and you can not click on them. This means that those bids have been closed and no award information has been given for them. Also, some bids shown will be highlighted and you’ll be able to click on them, but you will notice that those bids do not have any award information provided. This means that the status of the bid was changed to Closed/Not Awarded*)

For any questions relating to the use of the VT Business to Business Directory system, please contact:

Joanne Spaulding, Procurement Specialist
Department of Economic, Housing and Community Development

1 National Life Drive, 6th Floor
Montpelier, VT 05620-0501
Phone: (802) 828-5243

Fax: (802) 828-3258

Email: Joanne.spaulding@vermont.gov
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