Instructions to Post a Solicitation for Formal Purchase

1. Open an Internet Web browser (such as Microsoft Internet Explorer) anthente
URL www.demandstar.cornm the “Address” field. Enter your username and password.
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2. Click on the tab/link labeled, “Buyers”.
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3. Click on the link labeled “Log Bid".
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4. Enter the required information identifying the project. Once you completddpis s
click on the link labeled, “Next”.



5. Select the method of distribution for documents, both plans (drawings), if available,
and specifications.



6. If a Pre Bid Conference will be held, enter the necessary informationtingitize
type, date, time, and place of the meeting. Once you complete this step, clickiok the |
labeled, “Next”.



7. If the solicitation will be advertised in a publication, specify the publicahdrdate
on which the advertisement will appear. Once you complete this step, click on the link
labeled, “Next”.



8. Select Commodity Codes that will match the kinds of suppliers that you would like to
be notified of the solicitation. Once you complete this step, click on the link labeled,
“Next”.



9. Enter information for suppliers that you want to be sure to notify of the solicitation.
(Note: Some of your preferred vendors may not be registered in the Onvia DemandSta
system in a way that will allow them to be notified of your solicitationyptf do not

need to add Supplemental Suppliers, click on the link labeled, “Skip”.



10. Enter the text that you would like to be included in the legal notice advertiséatent t
will appear in your designated publications. Once you complete this step, click on the
link labeled, “Next”.



11. Upload the specifications document to the system from your computer files. Once
you complete this step, click on the link labeled, “Next”.



12. A Document Confirmation page will be displayed. If you do not have additional
documents to upload to the system, click on the link labeled, “Next”.



13. After documents are uploaded, take time to review the information for the sohcita
and make any necessary changes.



14. If the details of the solicitation meet your approval, click on the button labeled,
“Complete Bid”.



15. A Post Bid Validation page will be displayed. Click on the link labeled, “Continue”.



16. The My DemandStar page will be displayed. Locate the line item for thitasiolic
to be made available. Under the “Actions” column, click on the link labeled, “Details”



17. The “Bid Details” page will be displayed. Locate the “Documents” seatidviaw
the conversion status of the uploaded documents.



18. Once the information next to the document indicates the number of document pages
and reads, “Approval Pending”, click on the link labeled, “Edit”.



19. Locate the line items for the documents that have been uploaded. If the uploaded
document is ready for distribution, click on the link labeled, “Approve”.



20. A Document Approval Confirmation page will be displayed. Click on the button
labeled, “Approve”.



21. The “Bid Documents” page will be displayed showing all documents available to the
suppliers.



22. Click on the tab/link labeled, “My DemandStar”. The line item for the solimitati
will indicate that its status is “Upcoming”. The solicitation notices to the grgpill be
broadcast on the morning of the next business day.



