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Using The Free Online Version Of Excel

The PennBid platform utilizes Microsoft Excel files for the purpose of entering Unit Pricing and Bidder Acknowledgments when they are
required. If you do not have Excel installed on the computer(s) you are using to submit bids through the PennBid platform, there is a free
Online version of Excel available to you.

This guide reviews the process of utilizing the free Online version of Excel.
View Opportunity Of Interest & Download The Excel Files

From the Open Public Opportunities tab, click the View Opportunity button to enter the Project Details screen of that project.

Procurement Portal @pENNB]D
PennBid 610-693-4769

Open Public Opportunities Past Public Opportunities My Opportunities

Search
Status , Ref. # Project Close Date Days Action
Left
k
. View
Cambria Township Sewer Authority, Cambria County WWTP Ultraviolet (UV) Disinfection System Installation - Feb 20th 2024, 11:00 Opportunity
Contract 2024-01 General/Mechanical Construction & Contract AMEST
2024-02 Electrical Construction
View
Bucks County Water and Sewer Authority, Pa 2024 Water and Wastewater Treatment Chemicals - (Rebid) Feb 20th 2024, 11:00 < Opportunity
AMEST
View
Abington Township, Montgomery County 2024 Superpave Materials Feb 21st 2024, 8:00 Opportunity
AMEST
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Download the Pricing Section Excel file and the Bidder Acknowledgments Excel file (if required) to the downloads folder on your
computer.

x
£ i i ) - Gary P.
@[D PENNBID Community Projects Vendors Insights Manage Portal Submissions 2 WB d
610-693-4769  — ennBi
Name Type #Files Requirement Instructions Actions
Upload Required Documents Here File Type: Any (%) Multiple REQUIRED
Upload Additional Documents Here File Type: Any (%) Multiple OPTIONAL
Acknowledgements
Name Type #Files Requirement Instructions Actions
Bidder Acknowledgements (Q-56HM) Questionnaire: Excel 1 Yc_:u will |1ged to fill out the provided Response Template for Download «
(-xlsx) this Questionnaire.
Pricing Section
Name Type #Files Requirement Instructions Actions
Pricing Section (BT-20HY) ?)\{(Ij;a)ble: Excel 1 ;ZUTWQ: need to fill out the provided Response Template for this Download «
idTable.

Document Takers

Search
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Download The Free Online Version Of Microsoft Excel

Go to https://www.microsoft.com/en-us/microsoft-365/free-office-online-for-the-web to download the free Online version. You may need to
create an account to continue.

Use Word, Excel, PowerPoint and more for free on the web Want Microsoft 3657 See plans and pricing > Sign up for free m
File Home |Insert Data Review View Help Q Tell me what youwanttodo  ZEdit in App
Dy [Plv < Calibi v v B Av O~ Hv oo = Aignv 0 Wep B Mergev Gv P %
A1 W
Excel for the web : : RV D R R :
1
- Vfan/\rsdel Sales Growth
Organize your data in familiar spreadsheets and workbooks, with all changes saved 3
automatically. Create modern visuals that turn numbers into valuable insights. Work : $accu
together in real time knowing that everyone is on the same page. '?’ saso
- - 8
iStart using Excel for free > !  Learn more about Excel > s oo Febbans Frodicts &
= sosou
12
f2oom

13
14
15
16
17
18
19
20

S150M

$100M
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i

Excel will open in a new tab within your web browser (Excel | Microsoft 365).

v & Projects
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X @ System Training Documents - P X

C M 23 office.com/launch/excel?ui=en-US&rs=US8auth=2

o
3 Gary Stuff
Excel
Home

o
o
g
7

£

My Content

= w
B iz i

Outlook

Page: 4

3 Mom & Dad

Create new

Blank workbook

Recommended

You edited this
Yesterday at 12:12 PM

2024 Call Log

3 Wavelength [ WEB/DIGITAL

3 PennBid
>
Take a
tour

Welcome to Excel fo...

=. Free Microsoft 365 Online | Wo X

[ GP Design Ej 10 essential knots y...

£ Search

Simple list

g You edited this
" Friat 6:52 AM

_Existing Clients Import List

B MapMyRide

€ Excel | Microsoft 365

Evergreen calendar

4 a /703 660

& Quarantine - Micros...

INVOICE
Project tracker e

Simple service invoice Project tracker

See more templates =

g You edited this
W Febi12

Gary Peterson Invoice Template
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Allow Pop-Ups In Your Browser

Click the View Site Information button in your browser to access the pop-up window options menu. This will open a new Tab in your
browser where you can change the settings to allow pop-ups.

Click on Site Settings, scroll to the Pop-ups and redirects, and select Allow from the drop-down menu. If pop-ups are blocked, you may not
be able to open the Excel file(s) that you have downloaded to your computer.

v &4 PennBid - 2024 Superpave Mat X @ System Training Docury Microsoft 365 Online | Wo X ﬂ Excel | Microsoft 365 x @ Book.xlsx x + = a X
c » 23 pennbidadmin-my.sharepoint.com/:x] | net/_layouts/15/doc2.aspx?sourcedoc=%7B5E71D0E9-6E90-4D20-90AE-9165D7CCFOE3%7D... ¥ @a 7 @ 9 G O @
N
3 GaryStuff 3 Mot P Design __ﬁj 10 essential knots y... m MapMyRide & Quarantine - Micros...
pennbidadmin-my.sharepoint.com
Book @& - 2 Search for tools, help, and more (Alt + Q) b i
@ Connection is secure >
File . Home Insen eview  View Automate Help  Draw [ Comments | “AsCatchup g Editing v [NlagcuEcRg
Clipboard [ @) = =
Cut & ciip = AutoSum v A [T ]
[y * =EE s e o | B B BRE by
Paste LI COP! = == | q Conditional Format As  Cell Insert Delete Format | € C8MY Song Finda  Acdi
s el Merge & Center v v 0 &0 .00 onditiona orma S e nser elete Frarma’ Ol n ns
s <& Fom Reset pemmission == 3= rz?/ v & $ R R Formatting~ Tablev Styles~ ~ ~ - Filter v Select~ v
Clipboare 1 Alignment [ MNumber [ Styles Cells Editing Add-ins ~
Al @ Cookies and site data > i
H | J K 15 M N (6] P Q R 5 T u v W
1 @ Site settings A -
2
3 +
a G; About this page [Ed]
2 Learn about its source and topic
6
wey WIQUIOT 5EN501s Aluw (UEiduly
e Privacy and security
‘ Notifications Ask (default) *
() Performance
* Experimental Al <> JavaScript Allow (default) 4
&  Appearance M images Allow (default) -
@ Search engine [A  Pop-ups and redirects [ Block (default) = J
BN Default browser Block(defaul]) h
Intrusive ads |
= Block if site shows intrusive or misleading ads f, Block
()  Onstartup 9 —
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Close the new Settings tab to return to the Excel | Microsoft 365 tab in your browser.

Click the Create new Blank Workbook icon. This opens a new tab in your browser.

v & PennBid - 2024 Superpave X @ System Training Documen: X =. Free Microsoft 365 Online X c Excel | Microsoft 365 x O Book.xlsx

C @ & Chrome chrome://settings/content/siteDetails?site=https%3A%2F%2Fpennbidadmin-my.sharepoint.com

O GaryStuff [ Mom&Dad [ Wavelength [ WEB/DIGITAL [ PennBid [ GP Design Ej 10 essential knots y... Q MapMyRide & Quarantine - Micros...

Q, Search settings

@ Settings

You and Google

be

Microphene

{=

Ask (default)
Autofill and passwords

(=)  Motion sensors Allow (default)

S O

Privacy and security

‘ Notifications Ask (default)

(#y Performance
LN lavaCrrint Allrwwr fAafanky
v & Projects X @ System Training Documents - P X =' Free Microsoft 365 Online | Wo X ﬁ Excel | Microsoft 365 X =t
< 7 C m 2% office.com/launch/excel?ui=en-US&urs=US8lauth=2
[ GaryStuff [ Mom&Dad [ Wavelength [ WEB/DIGITAL [ PennBid [ GP Design __ﬁj 10 essential knots y... m MapMyRide & Quarantine - Micros...
i Excel £ Search
Home
® Create new
Create
) 6 8
]
My Content Ta ke a ™
tour
Feed Blank workbook Welcome to Excel fo... Simple list Evergreen calendar
Apps
Recommended
Outlook
Page: 6

x L Settings

*

B o

INVOICE

Simple service invoice

£

X + = o X

a 7@ 9 o :
=  ml K
a fF@E D 6 0O0@

Project tracker =

Project tracker

See more templates =
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Opening Downloaded Spreadsheets

Click the File menu, and then from the menu options click Open files from this device.

e Book2 @ - &2 Search for toals, help, and more (Alt + Q)

File' Home Insert Share

s @

Page Layout  Formulas Data  Review View  Automate Help  Draw [ Comments M+ Catch up fEd'\tingv
t M~ < Calibi@ody) ~ 11 v B v ('/!Vﬁv .= General vi f v S R E BBy &8y @y BH v ohwy O~ By | e s
Al v fr v
A B C D E F G H I J K L M N (0] P Q R S T U vV W
1 L -
o
3
4
)
6
7
2
v & Projects x @ System Training Documents - P X =. Free Microsoft 365 Online | Wo X Q Excel | Microsoft 365 x e Book.xlsx = = o X
¢« 2> C M 5 pennbidadmin-my.sharepoint.com/x:/r/personal/gary_pennbid_net/ layouts/15/doc2.aspx?sourcedoc=%7B5FE71D0F9-6E90-4D20-90AE-9165D7CCFOF3%7D... ¥t @ 7 @ 9 G O 6 H
O Garystuff [ Mom&Dad [ Wavelength [ WEB/DIGITAL [ PennBid [ GP Design E 10 essential knots y... m MapMyRide & Quarantine - Micros...
e @
open [J Comments “\s Catch up f Editing »

@ Home
D New

Open files from this device
I Your file will be uploaded to "My Files' in One Drive

= =

Recent
| = Open mber ]
58| Get Add-ins ﬁ 2024 Call Log.xlsx
Operations » Phones M
Info
)ﬁ 2024 Marketing Budget & Event Tracker.xlsx
Save As SharePoint - PennBid = Shared Documents » General 2024 «
Print ﬁ DBE Activity Tracker.xlsx
Operations » DBE 2021
Share
)ﬁ Gary Peterson Invoice Template.xls
Bxport Gary Peterson’'s OneDrive - PennBid » Documents » Operations » Payroll
Page: 7

Conditional FormatAs Cell
Formatting~ Tablev Styles~

Styles

@ % @ > AutoSum v 9? p

Insert Delete Format

v

v

Cells

v

@ Cleary g Finda | Add-ins
Filter v Select~ v
Editing Add-ins N
N~
iF l‘ v w
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Click on your Downloads folder and open the Excel file(s) you downloaded from the View Opportunity page.

The Excel file will open in your browser within the Instructions tab.

G & PennBid - 2024 Superpave Mat. X @ System Training Documents - P X =' Free Microsoft 365 Online | Wo X 0 Excel | Microsoft 365 x @ Book.xlsx x =+ = a X

“« =2 C M 2 pennbidadmin-my.sharepoint.com/:x:/r/personal/gary_pennbid_net/_layouts/15/doc2.aspx?sourcedoc=%7B5E71D0E9-6E90-4D20-90AE-9165D7CCFOE3... ¥ @ ff @ O & G 0O ‘ :

o G Open X
&« > v N > Downloads v O Search Downloads Pl
) X
Organize ~ New folder =~ [1 0
| §
il > @ Gary - PennBid Name Date modified Type Size i
| ~ Today |
Pricing Section (BT-29HY)xlIsx 2/20/2024 9:14 AM Microsoft Excel W... 43 KB
@l Desktop »
|
' Downloads »
{
= Documents »
d ~
| P8 Pictures » |
Al e
CLIENTS »
1 @ Music » -
2
& videos »
3
4 Donegal Chapter Trout Unlimited
5
6 2024 Purchase of Gasoline
L/ EXPORT + IMPORTS :
8 |
0 Payroll :
14 |
11 |
12 File name: |Pricing Section (BT-29HY)xlsx V‘ Custom Files (*xlsx;*xlsb*xls*s ~ |
13
3 o |
15 ] ] ] ] ] ] ] I I ] ] ] ] ] ] ] ] ] ] ] ] ]
1R | | | | | | | | | | | | | | | | | |
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Entering Pricing Information

Select the Responses tab at the bottom of the screen to access the pricing entry screen.

x Bl Pricing Section (BT-29HY). X + = a X

ea B3 L6 0@

W & PennBid - 2024 Superpave X @ System Training Documen: X =. Free Microsoft 365 Online X c Excel | Microsoft 365 x @ Book.xlsx

C m 25 pennbidadmin-my.sharepaint.com/x:/r/personal/gary_pennbid_net/ layouts/15/Doc.aspx?sourcedoc=%7B6CICSADS-8521-4DDD-9FB0-97ADIACD152... ¥

O Garystuff [ Mom&Dad [ Wavelength [ WEB/DIGITAL [ PennBid [ GP Design E 10 essential knots y... @ MapMyRide & Quarantine - Micros...

i Pricing Section (BT-29HY) & - £ Search for tools, help, and more (Alt + Q)
[ Comments “\s Catch up f Editing ~v | Share

Filer Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw

B
B12 v Jc - When pasting content, please use Paste Special as Text without any formatting.

v | @Hv| T lov Ov[Bv | .

W) PENNBID
610-693-4769

Pricing Section (BT-29HY)

Tnstructions

- When pasting content, please use Paste Special as Text without any formatting.

- You can only submit text based responses, please do not use special characters like emojis.

- Please do not change the structure of any of the worksheets. Changing the structure will invalidate your submission.
- Anv additianal infarmatinn ateida af tha given etmietmire af tha warlchaste will nat ha vicihla tn the nirchacar

« I

= { Instructions ElResponses

1T
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You may need to expand and/or resize the columns and rows within the spreadsheet to see all the pricing details. Once you have the screen
set up as desired, enter your Unit Prices in the Numeric / Unit Price column. As you enter your pricing you will see a “Success” message
in Column B for each line item. Once you have entered all of your pricing, you will see the message “Success: All data is valid!” below the

Reponses heading.

Pricing Section (BT-29HY) 5 & -~

File  Home Insert Share

Page Layout ~ Formulas Data  Review View Automate Help Draw [ Comments | “sCatchup 7 Editing v
I‘)V EV ¥ | Arial v 12 v B v ﬁv EV %EJ ~ | General L% $v ‘Bg _'Eg B~ @v 7 | BV R E?ﬁv > v Lwe ,OV B8 ~ o
F2 v X 5 ~
4 A B D B F G H 1
1
2| Responses
3 Success: Al data s valid! «
s __ Numeric
Unit of Quantity

5 Status # Description Comment M Hemdad Unit Price Total Cost
7 PART I: SUPERPAVE ASPHALT MIXTURE s

. ; Superpave Asphalt Mixture Design, 9.5 mm, PG 64 — 22, | Delivered to Abington Township and I
8 Success: All values provided #1-1 Wearing Course, 0.0 to 0.3 million ESAL's, SRL H, deposited in Paver hopper. per Ton 15000 $12.00 $ 180,000.00
9 Basket Total $ 180,000.00
10
1 PART Il SUPERPAVE ASPHALT MIXTURE

. ) Superpave Asphalt Mixture Design, 9.5 mm, PG 64 — 22, Picked up at Vendor's Plant by
12 Success: All values provided #2-1 Wearing Course, 0.0 to 0.3 million ESAL's, SRL H, Township trucks per Ton 2500 $15.00 $ 37,500.00
13 Basket Total $ 37,500.00
14 -

= 8 Instructions EIResponses

Workbook Statistics

Page: 10

£ Search for tools, help, and more (Alt + Q)

Give Feedback to Microsoft

sz @

— 90% +
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Answering Bidder Acknowledgments

If the solicitation requires a Bidder Acknowledgments Excel upload, follow the same process to download the Excel spreadsheet to your
Downloads folder and open the file through the File menu, and Open files from this device.

The Acknowledgments file has three (3) sheets. Select the 1 tab at the bottom of the screen to access the questions/response screen.

l Bidder Acknowledgements (Q-56HM) 3 & - £ Search for tools, help, and more (Alt + Q) £33
Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw [ Comments  AsCatchup 7 Editing v
m v ¥ v miv [Hv /O v ~
v fx - The summary worksheet displays your overall progress for the questionnaire.

@) PENNBID

610-693-4769 o
Bidder Acknowledgements (Q-56HM)

Instriictions

S1C ouliniialy WUlRoIIToL Ulopiays yuul uveial plugl oo 1ul U1 JuGoauuiiian .

- The worksheets numbered from 1 to N represent question sets.

- For each question set, select a response from the dropdown (if applicable) and enter a response comment for each question
in the table.

- If specific instructions have been provided for a given subset, they will appear as a tooltip for a purple cell. Mouse-over to
review them.

- When pasting content, please use Paste Special as Text without any formatting.

= Ellnstructions ElSurnmary EI1

hnnk Statistirs t - Give Feedhark tn Mirrnsnft - 1
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You may need to expand and/or resize the columns and rows within the spreadsheet to see all the Question details. Once you have the
screen set up as desired, enter your Answers in the Response column and Comment column if required. As you enter your answers you will

see a “Complete” message on the right side of the screen. Once you have entered all of your Responses, you can upload your spreadsheet as
part of your submission.

Bidder Acknowledgements (Q-56HM) 4 & 2 Search for tools, help, and mare (Alt + Q) b i

Filer Home Insert Share Pagelayout Formulas Data Review View  Automate Help  Draw [J Comments | AsCatchup &7 Editing v

Oy By § A vy B v v Ay | Sy By e v $v @ 3| EY By B | B By By |Iv iy Ov By .

013 v Xk v

Ouestion Set 1: Acknowledaements

# Question Response Comment

3

The Bidder herewith submits bids for furnishing Superpave Materials. All

1.01 quantities are approximate. Quantities may be less or exceed the stated amounts | agree Complete
at the Township’s discretion. (Enter | Agree or | Do Not Agree)

1.0.2 Enter Bidder Name and Address Name / Address Complete

| 1.0.3  Aggregates: - Incomplete
[T T N Sy S Y. A S VAT S S - Incomplete
1.0.5 dispose of the material in a manner as deemed appropriate by all Local, State - Incomplete
106 DUt ST GV IICUYS Sy SUGCIIuT DY O e o g, 1 o auac g -

P P PR N Pt X1 =

Incomplete

6 Questions 33.33% Complete

.- |
= O Instructions EISummary &1
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Uploading Completed Excel Files

Upon completion of the Pricing Section and the Bidder Acknowledgments, download your completed spreadsheet(s) by clicking
Files, Save As, and Download a Copy to save the file(s) to your computer.

h
@ e Save AS [ Comments |  AsCatchup £ Editing v
Home F Save a Copy = =
ﬁ ﬁ Save a copy of this workbook online. $ M T]g _93 ﬁ N @ Al - EE S E‘ b BEH k3 Z M AN /o e b v
D New E .
- Rename
= Open Eﬁl Rename this workbook. r c H i »
Get Add-ins Share
Info
| — [hg Share with People m
Save As o Invite other people to view or edit this workbook.
Unit of Quantity
Comment Unit Price Total Cost
Print Measure Required

% Copy Link to This Workbook

Create a link to view or edit this workbook. =
Share T
Delivered to Abington Township and
Export Download deposited in Paver hopper. HEGTEn L #4200 3150.000.00
Szt $ 180,000.00
ﬁ Download a Copy &
About Download a copy to your computer.

mo Download as ODS

Return to the Bid Opportunity and scroll to the Acknowledgments/Pricing section. Click the Upload File button to upload your completed
Excel files.

Acknowledgements ‘
@

Bidder Acknowledgements (Q-56HM) n .
. . L Upload File...
RIS Questionnaire # Files: 1

Pricing Section

Pricing Section (BT-29HY) . m
BidTable # Files: 1 == -P
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Make sure that you select your completed version(s) of the Excel files. If you saved in the same folder as your initial download check to see if
there is a “1” after the file name or check the Date modified information for the latest version.

Supporting Documents

@ open
&« > v N i > Downloads
Organize ~ New folder
/} Home Name
Ej Gallery v feoay

Bidder Acknowledgements (Q-56HM).xlsx
> @ Gary - PennBid

Pricing Section (BT-29HY) 1.xIsx

Pricing Section (BT-29HY).xlsx

@l Desktop
' Downloads »
= Documents »

|3

4

Date modified

2/20/2024 11:51 AM
2/20/2024 12:14 PM

2/20/2024 9:14 AM

Type

Microsoft Excel W...
Microsoft Excel W...

Microsoft Excel W...

Size

48 KB

4T KB

43 KB

v (&) Search Downloads R

1
=
©

When your file has been uploaded successfully, you will see a GREEN DOT and the name of the file you upload in green with a green check

mark by the file name.

Acknowledgements

Bidder Acknowledgements (Q-56HM)
Questionnaire # Files: 1

Pricing Section

Pricing Section (BT-29HY)

)]
» BidTable # Files: 1

+ Pricing_Section_(BT-29HY)_1.xlsx

& | | Upload File...

& | | Upload File...

& @

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