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INCLEMENT WEATHER NOTIFICATION

Inclement Weather Notification — Moving a bid due date and/or time due to weather circumstances and notifying all bidders

via addenda

Changing Your Bid Due Date

Log in to PennBid and go into your solicitation. On the Setup Screen (top bar) under Settings, click “Edit” on the right.
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SETTINGS BID FORM- QUESTIONS (RFI)

For our Quick-Start guides, click here.

For our User Videos, click here.
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While in “Edit” mode, select a new due date and/or time and then click “Save.”
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Notifying Potential Bidders

From the same screen, select the Bidders tab (Lower toolbar, far right tab).

SETUP CLARIFICATIONS (FROM VENDORS) RESPONSE ANALYSIS AWARD LOG

SETTINGS BID FORM- QUESTIONS (RFI) BID FORM- PRICING DOCUMENTS BIDDERS
For our Quick-Start guides, click here. t
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Click the “Notify” button on the right.
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VARNING - Do NOT alter any replacement tags {%text%} on the notification templates. These are automatically populated by the system as part of sending your notification.
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Select the Bid Addendum message template from the dropdown menu on the left. Make sure “All Bidders on Bidders List” is selected

under the “Send To” column on the right. Click “Send.”
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WARNING - Do NOT alter any replacement tags {%text%} on the notification templates. These are automatically populated by the system as part of sending your notification.
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If you have any questions about changing the due date / time or notifiying bidders, please contact the PennBid Team.
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