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SET UP BID DETAILS 

 

OPTION 1 - CREATE A NEW BID 

1. Navigate to the “Bids” tab: 

 

 

 

2. On the Search tab – at the bottom of the page, click “Create” or click on the “Bid Detail Tab” – continue 

to Step 7.  
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OPTION 2 – USE EXISTING BID TEMPLATE 

Please note when using templates, sections of this guide may not be applicable as they have already been 

pre-set in the templates.  

 

3. Navigate to the “Bids” Tab. 

 

 

4. Change the status to “Template” in the drop-down: 

 

 

 

5. Click “Search” 

 

6. Select the appropriate template and click “Copy”: 
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7. Choose whether you would like to Copy (with table data) or Copy (without table data): 

 

1. Copy (with table data) – this option pulls all of the information from the bid template, including 

data in the table cells. 

 

2. Copy (without table data) – this option does not pull in table data – specifications and 

schedule of prices. 
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8. Complete the required fields (red asterisk) in the Bid Detail Tab: 

 

9. *Online Submission must be set to “Required” to enable e-bidding* 

 

10. Enter a brief description for scope of work (if required): 
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11. In the categories section, select any categories that apply to the bid.  To search for categories, enter part 

of the term in the 'Search for Categories…' box. Vendors who have added the selected categories to 

their profile information will be notified of the bid. 

 

12. Bid documents such as specification drawings, etc., can be added to the documents area. The front-end 

document with the pricing table(s) and other online submission requirements will be generated in the 

“eBids” tab (see page 30). 

 

a) Enter the File name for the document. 

 

b) Enter the number of pages in the document 

 

c) Select from the drop-down whether it is a document or an advertisement. 

 

i. Vendors are able to download advertisements without registering as a plan 

taker. 

 

d) Browse for the location where the file is located on the local machine or network 

 

e) Click “Upload” 
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13.  Be sure to click “Save” once you have filled out all of the necessary fields 

 

14.  Once everything has been saved, a new tab will appear beside “Bid Detail” called “eBids”.  

 

  



9 
 

E-BID TAB 

15.  Navigate to the “eBids” tab 

 

BID DOCUMENT  

 

16. The first section is the “Bid Document” Upload section. If you would like to merge the front-end document 

with the PDF of the online bidding submission, upload the front-end document here: 

 

a) Click “Browse”  

 

b) Find the file on your network/local machine 

 

c) Click “Upload” 

 

d) You will now see the file name with an option to remove the file 

 

OPTIONS SECTION 

17. Next is the “Options” Section 

 

18. If you are allowing bidders submit multiple submissions, check the box: 
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19. If you want an optional “Other” Document envelope, check the box. Note: you are not able to change the 

name of this upload area. It will display as “Upload Additional Document”. Bidders are not required to 

upload a document in this area as it is non-mandatory: 

 

 

(What the vendor will see) 

DOCUMENT UPLOADS 

20. Next is the “Document Upload” Section. This is where you set the number of envelopes for the bidders 

to upload their documents. Select from the drop-down the number of documents.   

 

 

21. Enter the name of the file you would like the Bidder to upload. To make the documents mandatory, check 

the box next to “Make Mandatory”.  

 

BONDING   

22. Using the drop-down, select the Bond requirements.  
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23.  Enter the Bond Title in the field. Enter any additional language (if required) in the text box below: 

 

TERMS AND CONDITIONS   

24. If the “Terms and Conditions” need to be adjusted or added, check the toggle box “Add Library 

Content for Terms and Conditions”. 

 

25. Select a pre-added Terms and Conditions Template in the drop down or add the language in the text box 

below: 

 

QUESTIONS   

26. If you have questions that you would like the vendor to answer as part of their online bid submission, click 

on the “Add Question” button.  
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27.  Type in your question in the text box. Identify the question type (text or number) 

Type  Description 

Text The vendor can provide a text based answer (accepts any characters) 

Number 
The vendor can provide a numerical based answer (only accepts numeric 
characters) 

 

 

28. To force the vendor to answer the question as a part of their bid submission, ensure the required box 

is checked off. If the question is optional for the vendor to answer, do not check off the required box: 

 

29. To remove a question, click the “Remove Question” button. To add more questions, click “Add 

Question”. Click the “Save” button regularly to ensure you do not lose your questions.  
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BUILDING TABLES – FIELD DESCRIPTIONS 

FIELD DESCRIPTION 

Table Type 

1. Schedule of Prices – Cost tables are used to list prices and quantity 
of the materials for the tender 

2. Specification – Specification tables are used to define services and 
materials 

Table Name Type the name of your bid in the table name field. 

Include Line Item Numbering The system will automatically number each line in the table if selected 

Start at Number 
If you choose to use line numbering, select “Yes” and indicate what number 
you want the system to start at (typically 1). 

Number of Rows 
Identify the total number of rows within the table. You are able to add and 
remove rows later if needed. 

Is Table Required 

1. Yes – The vendor must fill out required fields in the table as part of 
their bid submission. 

2. No – Vendors do not have to fill out required table fields as part of the 
bid submission. They have the option to “Opt-out”. 

Column Name The name of the column in this field (ex. Quantity, Description, Unit Price) 

Column Type 

1. Yes – No : Toggle selector to allow vendors to answer “Yes” or “No” 
2. True – False : Toggle selector to allow vendors to answer “True” or 

“False” 
3. Exceeds – Meets – Does Not Meet : “Toggle selector to allow vendors 

to answer “Exceeds” or “Meets” or “Does Not Meet” 
4. Quantity : The amount of goods needed 
5. Unit : The unit of measure (ex. LS, EA, Hourly) 
6. Text : Allows vendors to type into a text field. Use text for descriptions, 

location, dates. 
7. Unit Price : This field is typically filled in by the vendor. It will only 

currency values. 
8. Total : This field will  be used to calculate the total amount  

Vendor to Input The vendor can fill in the field. 

Required The vendor must fill in the field as part of their online bid submission.  

Configure Total Column 

Select the first column 
Choose the first column for the calculation. It will be either Quantity or Unit 
Price. 

Select the mathematical 
operator 

Select which mathematical calculation will be for the total.  
1. Multiplication 
2. Addition 
3. Subtraction 
4. Division 

Select the second column 
Choose the second column for the calculation. It will be either Quantity or 
Unit Price. 

Include Subtotal 

This option will only be available if you have a calculated column in your 
table. Once you have configured a table column to have a total, then this 
option will be available. 

1. Yes – if you choose “Yes” then the table will automatically calculate 
a subtotal 

2. No – if you choose “No” then the table will not include a subtotal. 
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Include in Summary Table 
1. Yes – this table will be included in the summary table 
2. No – this table will not be included in the summary table 

Auto calculate tax The system will calculate the tax for the subtotal amount. 

Tax Type, Percentage 
Choose the tax type (HST, GST, PST etc.) and the percentage field will 
populate automatically 
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REFERENCES  

You have three options: Create a new table, Import from CSV, and Copy Existing Table. 

ADD TABLE 

30. To build a “References” table, click “Create Table” and select “References” from the drop-down menu: 

 

 

31.  Table Properties - Fill out the necessary fields: 

 

1. Table Name  

 

2. Indicate if the table is required. If “Yes”, the vendor will not be able to submit without completing 

the table. If “No” the vendor will be able to opt-out of the table.  

 

3. If you would like the system to number the lines, select “Yes”, if not select “No” 

 

4. Indicate the number the system will start numbering at. 

 

5. Indicate the number of rows  

 

32. To build a column, select the column type and type in the column name. For references, column type 

“Text” is used as it allows vendors to type in their answers. 

 

1. If the vendor needs to provide an answer, check the box “Vendor to Input” 

 

2. If the answer is required, check the box “Required” 
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33.  Click “Add” to add the column. Once you do so, the column will appear in the Table Layout: 

 

34. Continue adding all of the necessary columns. Once completed, the table layout should have all of the 

columns. To modify the width of the columns, hover over the headings, click and drag to expand.  

 

35. Click “Save Changes” to save your table: 

 

36. The reference table will now appear under the Tender Tables Section. You can either select filter type 

“All” or “References”: 

 

1. To make any changes to the table layout, click on “Edit Properties”. 

 

37. To delete, add, move rows, click on “Edit Table Rows”. If you want to make a row mandatory, check the 

“Req” box for the corresponding row. Click “Save Table” when finished.  
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IMPORT FROM CSV 

38. To import a Reference table from your computer or network, click on “Import From CSV” and select 

“References” from the drop down menu : 

 

39. Click “Browse” to locate the file on your computer/network, select if your file has headers or not, and 

click on “Create”: 

 

40. The reference table will appear under the “Reference Table” Tab. Click on “Edit Properties” to edit the 

table. 

 

41. Ensure that the column type corresponds to what is being asked of the vendors. Indicate which fields are 

for vendors to input and what is required. Save changes when finished.  

 

COPY EXISTING TABLE   

42.  To copy an existing References table from a previous bid, click on “Copy Existing Table” and select 

“References” from the drop down menu: 
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43.  Click “Search” or enter the Bid Number to search for a particular bid. 

 

44.  Two options: Copy Table (with data) or Copy Table (blank): 

 

1. Copy Table (with data) – this option pulls all of the information from the bid, including data in the 

cells. 

 

2. Copy Table (blank) – this option only pulls in the headers and structure of the table. 

 

45. Once selected, go to “Edit Properties” to make the necessary adjustments.  
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SUBCONTRACTORS 

You have three options: Create a new table, Import from CSV, and Copy Existing Table 

ADD TABLE 

46. To build a subcontractor table, click “Create Table” and select “Subcontractors” from the drop-down 

menu: 

 

47.  Table Properties – Fill out the necessary fields 

 

1. Table Name 

 

2. Indicate if the table is required. If “Yes”, the vendor will not be able to submit without completing 

the table. If “No” the vendor will be able to opt-out of the table.  

 

Note: For subcontractor tables, the table must be NON-MANDATORY. This allows the vendor to 

‘opt-out’ if they are using their own forces.  

This is the box vendors will check if they are using their own forces: 

 

  A pop-up will appear confirming this option: 

 

3. If you would like the system to number the lines, select “Yes”, if not select “No”. 

 

4. Indicate the number the system will start numbering at. 

 

5. Indicate the number of rows 

 

6. Select if you would like to allow Vendors to add additional rows – this should be selected for 

Subcontractors tables as you will not know how many subcontractors the bidder may be using. 

You are able to set a maximum number of rows:  
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48. To build a column, select the column type and fill in the column name. For subcontractor tables, column 

type “Text” is used as it allows vendors to type in their answers. 

 

a. If the vendor needs to provide an answer, check the box “Vendor to Input” 

 

Note: Because the purchasing representative does not know how many subcontractors a vendor will 

have, their answers will not be “Required”. By selecting this option, the column will become mandatory 

resulting in all of the rows becoming mandatory. It is important that this is not checked. 

 

 
49.   Click “Add” to add the column. Once you do so, the column will appear in the Table Layout: 

 

50. Continue adding all of the necessary columns. Once completed, the table layout should have all of the 

columns. To modify the width of the columns, hover over the headings, click and drag to expand.  
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51. Click “Save Changes” to save your table: 

 

52. The subcontractors table will now appear under filter type “Subcontractors”: 

 

1. To make any changes to the table layout, click on “Edit Properties”. 

 

53. The table should not be Mandatory. This allows the vendor to Opt-out of providing information if they are 

using their own forces. But, if they are providing subcontractor tables and are not using their own forces, 

it is important that at least one row is mandatory.  Click on “Edit Table Rows” to make the first Row 

mandatory. Click on the box under the column “Req” for row #1.  

 

54. Click on “Save Table” after you have made your changes. A confirmation message will appear and 

then click on “Close”.  

IMPORT FROM CSV 

55. To import a Subcontractor table from your computer or network, click on “Import From CSV” and select  

“Subcontractors” from the drop-down menu: 

 

56. Click “Browse” to locate the file on your computer/network, select if your file has headers or not, and 

click on “Create”: 
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57. The imported table will now appear under filter type “Subcontractors”. Click on “Edit Properties” to edit 

the table. 

  

58. Ensure that the column type corresponds to what is being asked of the vendors. Indicate which fields are 

for vendors to input and what is required. Save changes when finished.  

COPY EXISTING TABLE 

59. To copy an existing Subcontractor table from a previous bid, click on “Copy Existing Table” and select 

“Subcontractors” from the drop-down menu: 

 

60.  Click “Search” or enter the Bid Number to search for a particular bid: 

 

61.  Two options: Copy Table (with data) or Copy Table (blank): 

 

1. Copy Table (with data) – this option pulls all of the information from the bid, including data in 

the cells. 

 

2. Copy Table (blank) – this option only pulls in the headers and structure of the table. 

 

62. Once selected, go to “Edit Properties” to make the necessary adjustments.  
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SPECIFICATIONS TABLES 

You have three options: Create a new table, Import from CSV, and Copy Existing Table 

ADD TABLE 

 

63. To build a “Specifications” table, click “Create” and select “Specifications” from the drop-down menu: 

 

64. The table set up wizard will open. Fill in the necessary fields: 

 

1. Table Name 

 

2. Indicate if the table is required. If “Yes”, the vendor will not be able to submit without completing 

the table. If “No” the vendor will be able to opt-out of the table.  

 

3. If you would like the system to number the lines, select “Yes”, if not select “No” 

 

4. Indicate the number the system will start numbering at. 

 

5. Indicate the number of rows  

  

65. To build a column select the column type and fill in the column name: 

 

66.  For a specifications table, there may be a variation of columns that will be used. Below are some 

common columns names corresponding to their type: 

Column Type Column Name 

Yes – No 
Yes – No 

Proponent Response 

True - False True – False 
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Proponent Response 

Exceeds – Meets – Does Not Meet 
Exceeds – Meets – Does Not Meet 

Proponent Response 

Text 

Description,  
Question, 

Comments 
Location,  
Dates etc.  

(allows the vendor to type into a text field) 

Quantity 
Quantity,  

Estimated Quantity  
(the amount of goods needs) 

Unit 
Unit,  

Unit of Measure  

Unit Price Unit Price  

Total 
Total,  

Extended Amount,  
Total Price 

 

 

67. If the vendor needs to provide an answer, check the box “Vendor to Input” 

 

68. If it is mandatory for the vendor to provide an answer, check the box “Required” 

 

69. Click “Add” to add the column. Once you do so, the column will appear in the Table Layout. Continue 

adding all of the necessary columns. Once completed, the table layout will have all of the columns: 

 

70. To modify the width of the columns, hover over the headings, click and drag to expand. Do not go 

beyond the width of the table as it will cut off the table on the public side: 
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71. Once you have completed building the columns, click on “Save Changes”: 

 

72. The specification table will now appear under filter type “Specifications” or “All”: 

 

73.   Enter the data into the text fields as required: 

 



26 
 

74. To make changes to the table layout, click on “Edit Properties”. 

 

75. To delete, add, move rows, click on “Edit Table Rows”. 

 

76.  If you want to make a row mandatory, check the “Req” box for the corresponding row. Click “Save 

Table” when finished.  

IMPORT FROM CSV 

77. To import a Specifications table from your computer or network, click “Import from CSV” and select 

“Specifications” from the drop down menu: 

 

78. Click “Browse” to locate the file on your computer/network, select if your file has headers or not and 

click on “Create”. 

 

79. The imported table will now appear under filter type “Specifications” or “All”. Click on “Edit 

Properties” to edit the table. 

 

80. Ensure that the column type corresponds to what is being asked of the vendors. Indicate which fields 

are for vendors to input and what is required. Save changes when finished.  
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COPY EXISTING TABLE   

81. To copy an existing table from a previous bid, click “Copy Existing Table” and select “Specifications” 

from the drop down menu: 

 

  

82.  Click “Search” or enter the Bid Number to search for a particular bid: 

 

83. Two options: Copy Table (with data) or Copy Table (blank): 

 

1. Copy Table (with data) – this option pulls all of the information from the bid, including data in 

the cells. 

 

2. Copy Table (blank) – this option only pulls in the headers and structure of the table. 

 

84. Once selected, go to “Edit Properties” to make the necessary adjustments.  
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SCHEDULE OF PRICES TABLE  

You have three options: Create a new table, Import from CSV, and Copy Existing Table 

ADD TABLE 

85. To build a “Schedule of Prices” table, click “Create Table” and select “Pricing” from the drop-down 

menu: 

 

86.   Table Properties – Fill in the necessary fields: 

 

1. Table Name 

 

2. Indicate if the table is required. If “Yes”, the vendor will not be able to submit without completing 

the table. If “No” the vendor will be able to opt-out of the table.  

 

3. If you would like the system to number the lines, select “Yes”, if not select “No” 

 

4. Indicate the number the system will start numbering at. 

 

5. Indicate the number of rows  

  

87. To build a column, select the column type and fill in the column name.  

 

88. For a schedule of prices table, there may be a variation of columns that will be used. The most common 

are: 

Column Type Column Name 

Text 

Description,  
Location,  
Dates etc.  

(allows the vendor to type into a text field) 
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Quantity 
Quantity,  

Estimated Quantity  
(the amount of goods needs) 

Unit 
Unit,  

Unit of Measure  

Unit Price Unit Price  

Total 
Total,  

Extended Amount,  
Total Price 

 

   

89. If the vendor needs to provide an answer, check the box “Vendor to Input” 

 

90. If it is mandatory for the vendor to provide an answer, check the box “Required” 

 

91. Click “Add” to add the column. Once you do so, the column will appear in the Table Layout. Continue 

adding all of the necessary columns. Once completed, the table layout will have all of the columns: 

 

92. To modify the width of the columns, hover over the headings, click and drag to expand. Do not go beyond 

the width of the table as it will cut off the table on the public side: 
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93. Once you have completed building the columns, click on “Save Changes” 

 

94. A new page will appear to configure the columns for Total Price. 

  

95. Select the first column and second column from the dropdown.  

 

Note: Only the Quantity column and Unit Price column can be used to calculate the Total. If only one is 

appearing in the dropdown, click “Back” to edit the column types. 

 

96. There are four options to choose from in the dropdown for the mathematical operator: 

 

1. Addition 

 

2. Multiplication 

 

3. Subtraction 

 

4. Division  

  

97. Select if this table should be included in the Subtotal. If “Yes” the system will include this table in the 

Subtotal amount. For provisional/optional items that you do not want included in the subtotal, select “No”. 

 

98. Click “Save Total” then click “Next” 
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99. If you want this table to be included in the Summary Table, select “Yes”. 

 

100. If you want the bidding system to auto-calculate the tax for the vendor, select “Yes”, then 

choose the tax type, percentage from the drop-down (This can be configured based on agency 

requirements). 

 

 

101.  Once completed, click “Done”. 

 

102.  The schedule of prices table will now appear under file type “Pricing” and “All”: 

 

103. Enter the data into the text fields as required: 
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104. To make any changes to the table layout, click on “Edit Properties”. 

 

105. To delete, add, move rows, click on “Edit Table Rows”: 

 

106. If you want to make a row mandatory, check the “Req” box for the corresponding row. Click “Save 

Table” when finished: 
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IMPORT FROM CSV  

107. To import a Schedule of Prices table from your computer or network, click on “Import From CSV” and 

select “Pricing” from the drop-down menu: 

 

108. Click “Browse” to locate the file on your computer/network, select if your file has headers or not, and 

click on “Create”: 

 

109. The imported table will now appear under filter type “Pricing” or “All”. Click on “Edit Properties” to edit 

the table.  

  

110. Ensure that the column type corresponds to what is being asked of the vendors. Indicate which fields 

are for vendors to input and what is required. Save changes when finished. 

 

COPY EXISTING TABLE  

111.  To copy an existing Schedule of Prices table from a previous bid, click on “Copy Existing Table” and 

select “Pricing” from the drop-down menu: 

 

112.   Click “Search” or enter the Bid Number to search for a particular bid: 

 

113.  Two options: Copy Table (with data) or Copy Table (blank): 
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1. Copy Table (with data) – this option pulls all of the information from the bid, including data in 

the cells. 

 

2. Copy Table (blank) – this option only pulls in the headers and structure of the table. 

 

114.  Once selected, go to “Edit Properties” to make the necessary adjustments.  
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DYNAMIC DROP DOWN FEATURE 

 

This option is to offer bidders options to choose from in a table.  

 

1. Go to “Create Table” – select the table you would like to build: 

 

2. Fill in the Table Properties.  

 

3. Select “Dropdown List” in Column Type: 

 

4. Click “Save Changes”: 
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5. Populate with values: 

 

6. On the Front End (bidder view), each value will become a selectable item: 

 

 

 



37 
 

7. With values selected: 

 

8. Sample of Summary Table: 
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MULTIPLE TABLES 

 

115. To view the table, find it by specifying the table type in the “Filter Type or look through all tables in Filter 

Type “All”. click on the table and it will display below the summary of tables: 

 

116.   To delete tables, there are two options: 

 

Option 1 - Click on the red X in the left hand side of the row you would like to delete: 

 

A confirmatory message will appear, click “Yes” to delete the table: 

 

Option 2 – Click on “Manage Tables” in the left hand side: 
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PREVIEWING YOUR E-BID 

 

117. To preview the e-bid that you have built, click “Simulate Submission”. This will show you what the   

vendor sees when they go into the online bid submission. Use this feature to ensure that all the tables 

are set up correctly (formatting, mandatory vs non-mandatory, etc).    

 

118. To preview how the bid is set up in Bid Details on the homepage of your Bids & Tenders page, click 

“Preview”. This will display all the documents that you have uploaded for the vendor (front-end document, 

drawings, etc.)  

GENERATE BID DOCUMENT  

This feature is used to allow vendors to preview the online bidding system in PDF form. Generating a Bid 

Document creates a PDF version of the entire online submission, similar to how a Bid Form would be attached 

in the paper world. 

There are two ways of generating a bid form. 

Option 1 – Merge the front-end bid document with the generated bid document. The PDF form will be attached 

to the back of the bid document. 

OR 

Option 2 – Creating a separate PDF online bidding system document as an appendix/attachment.  

OPTION 1 

119. Upload your front-end document in the “Bid Document” Section at the very top of the eBids tab. Click 

“Browse”, find the file on your network/computer and click “Upload”. 

 

a) Click “Browse”  

 

b) Find the file on your network/local machine 

 

c) Click “Upload” 

 

d) You will now see the file name with an option to remove the file 
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120. Scroll to the bottom of the page in “eBids” and click “Generate Bid Document”: 

 

121. A pop-up will appear. You are able to edit the name of the file (this is what the Vendor will see on the 

public side. Once you are ready to generate the document, click “Generate”: 

 

122. This file will now appear in the “Bid Details” tab under “Documents”. You are able to go in and download 

the file to view the final bid document. The online PDF of the bid submission will be attached at the end 

of the document.  
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OPTION 2 

123. Do not upload a document in the “Bid Document” section. Go straight to the bottom of the “eBids” tab 

and click on “Generate Bid Document” 

 

124. A pop-up will appear. You are able to edit the name of the file (this is what the Vendor will see on the 

public side. Since this will not be merged with the front-end document it is important to call it something 

other than the front-end document – for example “Bid Form” etc., Once you are ready to generate the 

document, click “Generate”: 

 

125. This file will now appear in the “Bid Details” tab under “Documents”. You are able to go in and download 

the file to view the document.  
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POSTING AN E-BID 

 

126. Once you are ready to post the e-bid, navigate to the “Bid Detail” tab. 

 

127.  Change the status from “Design Mode (Pending)” to “Open”  

 

128.  Click “Save” 

 

129.  The system will automatically send out e-mail notifications to notify vendors about the New Bid 

Opportunity. Only the vendors who had selected the same categories as the ones chosen in the 

Categories section will be notified.   

 

   

 

 

 


