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New Project Review (Single Contract Project)

New Project Review – The process of reviewing your project for accuracy, adding documents, and finalizing details so that the project is ready to  
“go live” in the system.

Reviewing Your Project – Getting Started

Within the project, you will review the information populated in the Details section, Requested Information section, People section, Vendor 
Invites section, as well as upload project documents under the Files section and finalize by Publishing the project.

Note: As a reminder, PennBid does not manage your project or create content for you. Our team is happy to assist with the mechanics of how to use 
the system and we are available to answer questions, but it is up to you to manage all aspects of your project.

Click the Project Draft hyperlink to open your project.
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Project Details Section

The Details section captures all the information from your advertisement, including project dates, project owner, project details, and any bid 
events. Scroll through the entire page to make sure the populated fields and content are accurate including:

•	 Dates – All project dates are accurate.
•	 Reference Number field contains the name of the Project Owner.
•	 Project Title field is the accurate name of the project.
•	 Project Description field contains the advertisement or detailed project description.
•	 Project Type is set to – ITB (Invitation to Bid), IFB (Invitation for Bid), or RFP (Request for Proposal).
•	 Owner is set to the correct internal contact.
•	 Visibility is set to Public (unless your project is a Private or Invitation Only bid).
•	 Events – If your project has a prebid event review the Event details.
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Files Section 

Select the Files section. You will upload all final versions of project documents here to be available to bidders to download. This includes, but 
is not limited to: the advertisement, plans, specs, instructions to bidders, blank required documents for bidders to fill out, etc.

Note: We recommend uploading regular documents in PDF format, as these can’t be altered in any way.

There are 3 tabs here including Internal Files, Public Files, and Attached Files from Messages. All files meant for public (vendor/bidder) 
view and download must be uploaded into the Public Files tab.
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To add files for bidders, click on the Public Files tab and then click the blue Upload button on the right of the screen. Simply drag your files 
straight into the “Drag and Drop Files Here” box or browse files from your computer. 

Note: Files will auto sort alpha numerically; please label accordingly and/or upload zip files to create a fixed file organization structure.
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Evaluation Groups Section (Single Contract)

Within a single contract project there will typically be a single Evaluation Group. 

In the Evaluation Group 1 - Main Evaluation you see all items to be Released when a project is unsealed including:  
Requested Documents, Requested Data, and Requested Questionnaires and Requested BidTables (Pricing Section).
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People Section

Select the People section. This is where you will add individuals to be Reviewers, Advisors, or Observers of your project. 

Reviewers – Can view basic components of the project and is required for anyone who is reviewing /evaluating submitted bids, bid 
information, score criteria, and read documents assigned to their Evaluation Groups.  
* This is the most commonly selected role and one Reviewer must be included to Release (or open) the bid.

Advisors – Have the same functions as reviewers but only with projects that they have been specifically invited to.

Observers – Can view all components of a project draft or a published project including all the scores. Project observer is a read-only role.

By clicking on the blue Manage button, you will be able to add People and assign their Roles to your project.
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Make sure you select the correct Evaluation Group for every Person added.
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Requested Information Section

Select the Requested Information section. There are 3 tabs here including Requested Information, BidTables, and Questionnaires. This 
screen contains all the required information for the bidders to complete their bid submission.

In the Requested Information tab make sure each item is correctly labeled as REQUIRED or OPTIONAL. Also verify that all items are 
assigned to an Evaluation Group. Once the Requested Information tab has been checked, select the BidTables tab.
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Bid Tables Tab

The pricing portion(s) or BidTables related to your project are located here. Click the Actions button to the right of any BidTable to review it. 
Click Edit from the drop-down menu to enter editing mode for each BidTable. Review all pricing information for accuracy. After reviewing the 
BidTables tab, select the Questionnaires tab.
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Sample BidTable in Edit mode. You can see the line item Description, Unit of Measure, and Quantity Required columns.
Bidders will enter their Unit Price when they download the Excel file.

Any line item can be edited by clicking the Pencil icon to the right.
Additional Baskets and Items can be added by clicking the buttons at the top of the screen. 
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Questionnaires Tab

The bidder acknowledgment(s) or Questionnaires related to your project are located here. Click the Actions button to the right of 
any Questionnaire to review it. Click Edit from the drop-down menu to enter editing mode for each Questionnaire. Review all bidder 
acknowledgments and questions for accuracy.
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Sample Questionnaire in Edit mode
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Vendor Invites Section

Select the Vendor Invites section. This is where Commodity Codes will be entered by the PennBid team. This will “invite” the appropriate 
Vendors/Bidders to submit for your project based on the Commodity Codes vendors selected when they registered with PennBid.
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Getting Ready to Go Live

Now that the project information has been reviewed and documents have been uploaded, the final step is to head back to the Details section 
to Publish your project. At the top of the Details screen in a purple banner, you simply click the Publish Project button. This will allow your 
project to “go live” on the Open Date specified in your project setup.

Note: If the published button is NOT CLICKED, the project will not go live regardless of the scheduled date and time. Once a project has been published, 
it cannot be unpublished.

Should you have any questions or require assistance, please contact PennBid at info@pennbid.net, or 610-693-4769.


