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Introduction

BC Bid is an online marketplace where public sector organizations (including municipalities, school districts, health authorities,
Crown corporations and the B.C. government) advertise opportunities for a wide range of goods and services contracts.

The BC Bid application is a key tool, supporting B.C.'s Procurement Strategy transformation goals. This application provides a
modern platform for government sourcing projects, increases transparency, and makes it easier for businesses of all sizes to do
business with the public sector entities.

The application is easy to navigate and allows users to complete many tasks online:

e Buyers can set up opportunities, communicate with team members and Suppliers, and post and award contracts.

e Suppliers can subscribe to or renew e-Bidding accounts and opportunity subscriptions, view and respond to opportunities
(some via e-Bids) and manage a dashboard of their opportunities and communicate with buyers.

Throughout this and other BC Bid User Guides, short video clips are available to demonstrate key functions.

This guide provides instructions to the Broader Public Service (BPS) on how to use the BC Bid application.

How to Use this Guide

Hyperlinks throughout this guide take you to the appropriate sections and accompanying videos.

Opening the Navigation Pane on the left of your screen allows you to quickly move between sections of the document - click
any heading to jump directly to that section. To open the Navigation Pane in your PDF reader, click Control-F4.

To open the Navigation Pane, click the View tab in the ribbon at the top of your screen, select the check box beside Navigation
Pane.
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Abbreviated sections of this document have also been created as Quick Reference Guides (QRG) and are available on the BC
Procurement Resources site.

Information Icons

Information icons are included throughout this document, and other BC Bid guides, to provide additional context and
navigation support.

This icon indicates important information - either instructions that will have impact further ahead in the
process or additional information or context for a process.

0 This icon indicates additional information about or related to a process.

—Q-?“ This icon indicates a link to a video clip demonstrating a function.
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General Interface

This section describes some general functionality of BC Bid.

Browser Types

BC Bid will work with all modern web browsers. Microsoft Edge or Google Chrome are recommended. BC Bid is not
compatible with Internet Explorer.

If using Firefox, ensure that popups are allowed. Do not click the “Don't allow env.ivalua.ca to prompt you again” message.

Expand/Collapse Menu and Expand/Collapse Filters

Home Home Suppliers ELUEN@ Home Home Suppliers ELUIall 1. The left-hand menu can be expanded or
collapsed by selecting the double arrow. When
1 < 9 4 4)% Sor=ci collapsed the icon related to each step is
3 5 . .
. visible, hover over the icon to see the name.

» « .
- . ¢ q m Reset » 2. Expanded view.

ol Setup Project 3. Filters on tables can be expanded by clicking
282 Cat 1in Taam the funnel icon.

4. Expanded.

5. Click pinicon to keep open.
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Search Commodity Codes

In the Commodity Code search pop-up (only), the search is first match not best match. First match relates to close spelling as you
progress down the alphanumeric tree, whereas best match considers context. Alternatively, searching in the Commodities
drop-down produces a best match result.

Note that when there is an active search, the commodity code selector sticks to the search results. Be sure to reset the search

to allow you to expand the selection you want. You can also update your search to include results with terms in that specific
tree.

For more details, please see the Commodity Codes video.
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Adding files

Files are added using the Click or Drag to add files button.

2021-11-03 &:54 AM m

unity_Information_Tool_CIT_4.0 - Final
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i. Selectthe document to upload.

ii. Click Open.

iii. Alternatively, open Windows Explorer and drag
the file to the Click or Drag to add files button.
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File Size and File Formats

File uploads are limited to 500 MB. An individual file of 500MB can be uploaded. If multiple files are being uploaded at the same
time, the total size must also be under 500 MB. File types include common business application file types. There are an
unlimited number of attachments.

BC Bid accepts most common document formats, including:
« PDF
o Office
« Word
o Excel
« PowerPoint
e Visio
e« MS Project
» AutoCad
o Textfiles

Text Fields Editing Toolbar

Most text fields in the application allow for the entry of rich text using the editor or What You See Is What You Get (WYSIWYG)
toolbar. Only some of the buttons on this toolbar are operational.

Copy/Paste: Use CTRL+C for copy and CTRL+V for paste instead of mouse-click (right-click).
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Also note that pasting in a bulleted list from an external document may not work as expected. Copy in an un-bulleted list of
text, select these rows of text, and then click the Bulleted List icon in the toolbar.

Bswee N A @ B | XH WBMER w AR e0ORNEemrf
B I UGS X x|« 5|2 :ﬁ} £/ i R 2 A F | E- = moBE=se@n=E®
= | Homal = Foni Insert/Femave Bulleted List (= &l 2

List item 1
List item 2
List item 3

Close to Save Using “X”

In many instances throughout BC Bid, you will make selections in a dialog box. In cases where you do not see a Save & Close
button, click the “X" at the top-right of the dialog box, the application saves your entry.

Adding a Link to a Text Field

Create New Link

To create a new link directly from a web page: Bswce D @ @ B XD EGEGB « Q% EEmeeoenDOC e
1. Copy link from web page. BI USXXx|«&L|=:= Ely Bl = |9\ %E oM
2. Paste link into text field. Styles - | Normal - | Font - | size -|A-B-|E]|?
3. Select text link and click the link bUtton' Purchase of Bricks for Superior Street Project
4. In the dialog box, paste web address into URL
ﬁeld See the Supplier Guide on BC Procurement Resources for information on responding to an opportunity.
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5. Click Ok.

Copy and Edit a Link

If copying a link from another source such as a word document:

Select the link text and click the link button

In the dialog box, delete the content of the URL field.
Go to the webpage and copy the URL.

Paste into the URL field.

Click OK.

oupsrwd -
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Copy text with URL from word document or other source.

Link

Link Info

Display Text
Supplier Guide

Link Type
URL

Protocol
https:// w

Target Advanced

URL*
www2.gov.bc.ca/gov/content?id=3C62FBAD49774604AC21¢
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My Saved Pages

Within the BC Bid application, you have the option to save any page that you frequently visit, so that you can easily revisit the
page as needed.

Star Icon (Save Page)

2R, | BCBid 1. On any page within BC Bid you should
HOMS(AGNN  Fre’ Suouers IR § OPRRIGHN (gcts ARMYHER TS Adeas S Clg - Bagrin see the star icon in the top left corner.
< D e purcingProjects Click on the icon to open the Save Page
window. If the star is gold, this means
that you are on a page that has been

v
@ & Expected date format: yyyy-MM-dd

Search by keyword Commodity Sourcing Project Type Status p revi 0 u S Iy Saved
- - = |/ Limit to my sc
Opportunity ID Organization Opportunity Type RFx Status
Issue Date Closing Date Opportunity Type on Historical Records
;= = - = (Apr 1, 2015 - Dec 15, 2022)

= |z Exclude Historical

Filters Limit to my scope: Exclude Historical : v »
Create Project
Oppaortunity Description Opportunity ID Code Project Type Opportunity Type RFx Status Commodity

# BPS (Test) 1065703 BPM542904 BPS Sourcing chufst for Proposal Draft Live P.Iant and Animal Material and
(BPS) Supplies

# ITTTest 1065697 BPM542898 Invitation to Tender  Invitation to Tender Processing 'g"l’:;;'::” and Animal Material and
upplies

£ I 1065696 BPM542897 Invitation to Tender  Invitation to Tender Draft ;Y;uil:asm and Animal Matertsl and

rategi lant and Animal Material ar

s 11 1065601 BPM542832 SV2teBic Invitation to Quote Draft ive Plant and Animal zterial and
(Multistage) Supplies

ameeann vy g ey ooy TBIBIIC , S - . Live Plant and Animal Material and
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Save Page Window

. S 2. Once the Save Page window is open
there are a variety of things you can do:

il POl a. Type in a custom name for your saved

page into the text box here.

b. Click the Save Page button to save

that page and add it to the list below.

c. Pages are grouped into categories

based on where they are in BC Bid.

Save Page

Souring 48 d. Click the pencil icon to edit or the
Supplers - trashcan icon to delete a saved page.
B ovhavior _ e. Click the small grey arrow beside a
= i category label to minimize each
- dropdown.

Sourcing * e

3 ITT Keyword Search

Last Update: May 7, 2026 Page 15 of 175
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Home (Admin) Home RESIGHIEES Sourcing Operational Reports Analytics Admin Config  Integration

{ O % b Jowse Suppliers

Search by keywa=d Alerts
ITQ a

Type

Filters Search by keyword : ITQ Level : Supplier Group

Create Supplier

~Selected 0

0 Record(s)

Last Update: May 7, 2026

3. Asyou are saving pages in BC Bid,
pages with text fields can have the
entered text in the fields saved as well.
This is useful for search pages, where you
My oot B can save keyword searches such as ITQ,
RFP, ITT etc.

a. Type the desired text into the search
parameters.

b. Click the star icon to save the page.
Once saved, when you revisit the page,
the text fields that were saved will also
populate as well.

Page 16 of 175
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Editing Saved Pages

4. When you are within the Save Page
onalReports  Analytics Admin Config _ Integration ] window, you can edit and adjust the

saved names of pages you've already
created as needed.

s a. Click the pencil icon to edit the name
of a saved page.

b. The text box on the name will open

Commodity @

o s Save Page C x i
and you can adjust the name as needed
Suppliers #8 Save Page . . .
c. Click the x in the top right corner to
e o leave the Save Page window.
@  Browse Suppliers £ 0
B ITQKeyword Search ! a |
Sourcing Project ~
B | BPMS542897 e—| b
Sourcing ~
[  ITT Keyword Search P

Last Update: May 7, 2026 Page 17 of 175
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i 5. One of the main benefits of the ‘My

i | BCBid
ne(admin) Home  Supplers ] OperationslReports  Analytics Admin Config _Integraton Saved Pages' functionality is that users
< D * Sourcing Projects can save keyword searches as needed.
S This is a chance to fill in search
©® & Expected date format: yyyy-MM-dd .
parameters with your most searched
Search by keyword Commodity Sourcing Project Type Status keyWOI’dS and then Save that page. When
Construction - Invitation to Tender o - In progress Q- & le\ttomvscopc@m you revisit the saved page' your keywords
Opportunity ID Organization Opportunity Type RFx Status . . . .
1234567 Construction & Maintenance Branch 9 - Request for Proposal 9 - Open Q- Wl” I"emaln a”OWIng yOU tO eaSI|y aCCESS
. your most used searches.
Issue Date Closing Date Opportunity Type on Histarical Records

= - = - (Apr 1, 2015 - Dec 15, 2022)
» | || Exclude Historical

You can search based on the following:
Filters Limit to my scope: + Exclude Historical : + Organization: Construction & Maintenance Branch Opportunity Type: Request for Proposal RFx Status: Open Opportunity 1D :
Type: Invitation to Tender Status: In progress 1 Keyword
e Sourcing Project Type
. Status
Opportunity Description Opportunity ID  Code Project Type Opportunity Type RFxStatus  Commodity Organizd @ @) p p ortun Ity ID

e Organization

# BPS (Test) 1065703 BPM542904 BPS Sourcing F;;:fgt for Proposal Draft :‘:}:PT;:- and Animal Material and Accessories and Ministry of .
e Opportunity Type

ve lant and A , e RFx Status
# ITT Test 1065697 BPM542898 Invitation to Tender Invitation to Tender Processing ;‘ ‘J;D:‘f? and Arimal Material and Accessories and Ministry of

upplie

nimal Material essories and %

2 T 1065694 BPM542897 Invitation to Tender  Invitation to Tender Draft é‘?’;ﬂ:‘::' i Ankmal Matavial and Accmssunies and Ministry of
PR T Aptatdoaas Strategic o e T T ok Live Plant and Animal Material and Accessories and il

Last Update: May 7, 2026 Page 18 of 175
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Accessibility Features

In the BC Bid application you can toggle accessbitility features in 2 different ways. Contrast can be adjusted and passive
notifications can be turned off.

Please Note: The accessbiility icon is now in the top right hand corner of the BC Bid application. Older screenshots may show
this symbol located in another area. We have not updated every single screenshot, but it will now be in the top right (it can also
be turned off in the settings).

A DOy e 1. There are 2 ways to access
accessibility settings.
a. Click the circular symbol in the top

Config Integration My settings

=7 My addresses

| Tum an demo mode r|ght hand corner.
Buyer Resources My pending validations Go ..._._LG‘FM b ClICk on your name and CIiCk on my
Intended to provide a ist of information resources for Buyers settings in the drop-down menu.

« Links to key training material, reference material, policies,
etc.
« Information for contacting helpdesk

ible email Lot Amdmt Opportunity Type: Closing Date/Time (PT) Organization(s)

f 3 s "
nHeest@gov.bc.ca 1 0 F[:;':f“ or Proposal - 424-11-30 12:0000 AM  Ministry of Citizens' Services
2cgi.com 1 0 Invitation to Tender ~ 2024-11-30 12:00:00 AM  Ministry of Citizens' Services
nHeest@gov.bcca 1 ] Invitation to Quote 2024-11-30 12:00:00 AM  Ministry of Citizens' Services

Eeero oy == Page 19 of 175
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2. The accessibility settings window
will open after clicking on the circular
icon in the top right hand corner.
a. Here you can adjust contrast

Sourcing Operational Reports  Analytics Admin Config Integration

er Dashboard

F Buyers (& Buyer Resources My pending validations settings betweein the defau |t and hig h
Jl— Important Information Regarding BC Bid TEST tended to provide a list of information resources for Buyers Contrast modes.
3 yr—r— ~&l(d b. You can tu rn' pas.swe n.ot|f|C|at|ons
l d (blue) on or off in this section.
Set Contrast level )
c. Always click Save to save your
= updated settings choices.
%E d. Optional: Click the x to exit this menu
- N -~ S—. — . . . .
paft @ o Ny e— without saving, if you simply need to
nity 1D Opportunity Description Responsible email rigation(s) CIose it-
7 Display passive notifications on pages "
George.VanHe\ N {!‘j. Yes (O) No C ! i Sari
Phil.guan@cgi.com . y §f Citizens' Services

Last Update: May 7, 2026 Page 20 of 175
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it | BCBid

Home (Admin) Home Suppliers Sourcing Operational Reports Analytics Admin Config Integration

0O Profile

¢ General preferences
@ Orga. perimeter

'™ Commodity perimeter

2¢2 Delegations

My settings : George VAN HEEST

3

8 Save

< Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.

@ Expected date format: yyyy-MM-dd

Accessibility Settings a

High contrast level b
v Display passive notifications on pages

v Display the contrast settings button in header

My preferences
Time Zone
(UTC -08:00) Pacific Time (US and Canada)

Name format
First Name Last name
Date format

yyyy-MM-dd h:mm tt

Number format
-1,234,567.89

Customized number format

Page size (PBI export) ®

Letter O -

d

3. After clicking on your name in the top
right hand corner, and clicking on My
Settings, you will be taken to the My
Settings page. Click on General
Preferences on the left hand side.

a. Under the Accessibility Settings you
can make adjustments to certain
features.

b. You can turn high contrast on by
checking this box.

c. You can chose to turn off passive
(blue) notifications but unchecking this
box.

d. You can chose to hide the circular
accessibility settings icon from the top
right hand corner of BC Bid by
unchecking this box.

Note: Please save your settings after any
changes by clicking the save button.

Last Update:

May 7, 2026

Page 21 of 175



Broader Public Service (BPS) Buyer Guide

Public Portal, Registration and Login

URL: www.bcbid.qgov.bc.ca

BC Bid Portal

BC Bid Procurement Marketplace

Welcome to the BC Bid Portal 3.

ccess, create, browse, and compete on public sector opportunitics anytime.

Explore all current solicitations
for and read details on awarded contracts

Buyers login with IDIR or Basic BCelD

Supplier Guide | Important steps to take before st

Buyers 5 .
Register as a Ministry br-srader Public Sector buyer to:

+ Manage all your procurement events;
« Link to other bid sites; an
+ Collaborate with team

Ministry Buyer Guide | Ca
8PS Buyer Guide | BPS Buyer R

Copyright | Disclaimer | Privacy

BCBid licati for registration and ion only

« April 12 - Suppliers
« April 28 - Broader Public
* May 9 - Ministry buyers

Sector buyers

BCBid - Go-live - Application open for new solicitations

n trans

ipti
DURING the complete account

+ Subscription payment functionality will be enabled just prior to go-live, for new subscriptions.

Accessibility

Help Desk 7.

Need help?

Help desk hours:
8:30 am to 4:30 pm Monday to Friday

Registered users (BCelD and IDIR) can submit 3 help ticket.
Contact us by email: bebi

Contact us by phone:
Direct: 1:250-387
Toll Free (BC only): 1-800-663-7867

| Terms of Use

Last Update: May 7, 2026

Click the BC Bid icon at any time to return to this
main page.

2. Main menu has links to Opportunities, Contract

Awards, Unverified Bid Results and Login.

3. The Welcome box will display a welcome message

and quick links.

4. Supplier Resources are listed. Learn about benefits
to registration and follow links to registration form
and login.

5. Buyer Resources are listed. Follow links to access
buyer resources pages, registration form and
login.

6. News and upcoming events will be posted here.

7. Help Desk contact information including a link to
the ticket system.

8. This icon has shifted to now be located in the top

right hand corner of the page. Adjust contrast here.

AR
Navigating the Public Portal
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Registration

Only users whose organizations have submitted Access Agreements will be able to register their BC Bid accounts.

R b BCeID 1. I.f you don't .have an IDIR,.regi'ster for fa
Basic BCelD using the following link: Register
Types of BCelD Service Directory Locations Agreements FAQs Contact Us for a Basic BCelD.
a. Complete the form, then select the Terms
of Use Agreement checkbox.
b. Click Continue.

™
m not a robot T You will see a “registration complete” screen
Privacy - Terms
with a summary of your registration. IDIR
users can proceed to the next step.
a. )~®0] Yes, | have read and | accept the Terms of Use Agreement You will receive an account confirmation

email from BCelD@gov.bc.ca.

Read the BCelD Privacy Policy,

b.

st
0 BPS Reqistration

The Basic BCelD registration link is available on the BC Procurement Resources website. Buyers can
0 navigate to that page by clicking the BPS Buyer Requirements and Registration Steps link on BC Bid
Public Portal at www.bcbid.gov.bc.ca.

Last Update: May 7, 2026 Page 23 of 175
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2

dimsia | BCBid

Opportunities Contract Awards Unverified Bid Results Login

BC Bid Portal

Suppliers
Register as a supplier to:

« Create a shortlist of opportunities that you're interested in;
« Manage your submission; and

« Subscribe to commodity notifications and e-bidding.

« There is no charge to register as a supplier on BC Bid.

Supplier Guide | Important steps to take before starting login and registration

Buyers

Register as a Ministry or Broader Public Sector buyer to:
« Manage all your procurement events;
« Link to other bid sites; and,

« Collaborate with team members, buyers, or suppliers.

Ministry Buyer Guide | Can't Log In? Ministry Registration Form
BPS Buyer Guide | BPS Buyer Requirements and Registration Steps | BPS Registration Form

Help [

Need

Help d
8:30 4

Regist:
Conta

Conta
Direct
Toll Frg

Last Update: May 7, 2026

C.

Register for a BPS Buyer
account by visiting the BC Bid
Public Portal at
www.bcbid.gov.bc.ca.

In the Buyers section, click the
BPS Registration Form link.
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P e. Complete the form and then in

&xmst, | BCBid the Broader Public Sector (BPS)
_ Opportunities ContractAwards ~Unverified Bid Results Logn employees and contractors
Buyer Registration section, enter your IDIR or

£ Basic BCeID User ID in the text

box.
f. Click Submit.

Broader Public Sector (BPS) employees and contractors

v Check here if BPS. . .
You will see a screen with a Thank you

IDIR or Basic BCelD User ID* e for registering message.
TestlD

Need a BCelD? Please click here to learn more and to register for a BCelD.

You will receive a Your BC Bid Buyer

registration has been received email.
Contractor?

Are you a Contractor acting on behalf of this Organization? (If Yes, fill in the Name and Email
address of the person within this Organization who can approve this request)

Review the instructions on the screen.
If you are registering with Basic

® No
‘e BCelD, click the log in to BC Bid link
included in the confirmation email to
Name complete your registration.

Email

If you are registering with IDIR,
proceed to the Buyer Dashboard
Overview.

Last Update: May 7, 2026 Page 25 of 175
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Login

If you are registering with Basic
BCelD, you will be redirected to the
BC Bid application Log In page.

A st || og in to sfstest7.gov.bc.ca

Log in with BCZID

User ID

g. Login to the application:

Use a Business or Basic BCelD l. C||Ck Log in With BCeID
TESTID i ii. Enter your Basic BCelID User
ID.
Password

iii. Enter your Password.
iv. Click Continue.

Continue iv.

-
Forgot your user ID or password? I Login and How the Buyer
Dashboard works

No account?
Register for a BCelD

Access to or unauthorized use of data on this computer system by any person other than the authorized employee(s)

legal action against such person.

0 To reset a BCelD password, contact BCeID Help Desk at toll free 1-866-356-2741 or using the Online Form.
To reset an IDIR password, contact Help Desk at 250-387-7000 or by emailing 77000@gov.bc.ca.

Last Update: May 7, 2026 Page 26 of 175
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BCelD Account Activity

Last Logins with Your BCelD Ve

September 1,2021 at 1:32 PM

When do you want to review your BCelD account activity?

By selecting “Do not show me BCelD account activity when | log in” this page will not be
displayed to you when you log in using your BCelD. Update this preference anytime at
www.bceid.ca.

U Do not show me BCelD account activity when | log in vi.

Continue vii.

Last Update: May 7, 2026

To complete login with your BCelD, review your BCelD account activity.

Why are we showing you this? We take security very seriously. We want to show you important activity in your BCell}
recognize the activity or suspect your account has been compromised, contact BCelD.

Your BCelD|

Go to www.

account. Yo
contact info
and more.

We recomm,
address up 1

Manage you

Need help?

Contact the

Vi.

Vii.

Review your BCeID Account
Activity.

Optional: Select the Do not
show me BCelD account
activity whenIlogin
checkbox.

Selecting this option means
this step will be skipped for
future logins.

Click Continue.
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You will see a screen displaying an Access Denied to BC Bid message.

Note: This is a mandatory step. Your attempt to log in to the BC Bid application for the first time prompts BC Bid application to
create your user account.

You will receive an email from the Help Desk after your registration is reviewed.

Registration can take up to two business days. Once the registration is accepted, you will receive a Your BC Bid Buyer registration
has been accepted email.

When you receive the email, log in to the BC Bid application using your IDIR or Basic BCeID.
Contact the Help Desk if you receive a Your BC Bid Buyer registration requires follow up email.

See Appendix 1 to view the Registration Messages

Last Update: May 7, 2026 Page 28 of 175
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Contractor Accounts

1. Contractors only need one BCelD to create an account in BC - &
Bid and post on behalf of Broader Public Sector (BPS) .
b0} uyer Registration
organizations. The contractor should register for a BC Bid =3
account under one BPS organization where they provide SUPPOIrt. | o o oo oo s e s s
. . Personal Information
To post on behalf of a BPS organization, the contractor can R
A : o .\((Og\llj:)'}iﬂg(,cwrvnwm IDIR 1 mple ur BC Bid registration.
register using: oot Sk Bca" and then return to
e An existing IDIR if they have one, or sens
e ABasic BCelD Pastens o'

Telephone (E g. 1-777-888-9999 ext 1234)*

E-mail Address *

Address

Map Satellite

Last Update: May 7, 2026 Page 29 of 175
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Lo

2. Once the BCBid account is active, the contractor needs to contact
. o Contractor? 2
the BC Bid Help Desk to request access to any other organizations

th ey Su pport. Are you a Contractor acting on behalf of this Organization? (If Yes, fill in the Name and Email
address of the person within this Organization who can approve this request)
The Help Desk will: No

Y
e Request approval from the organizations identified -

e Provide the requested access to the contractor —

Email

Note: The BPS Access Agreement for the BPS organization covers the contractor, and the contractor should not submit a BPS
Access Agreement.

As an alternative, at the sourcing project level, would be to give registered users access to only that opportunity. Users added in
this way wouldn't have a view into any other buyer portal opportunities.

Last Update: May 7, 2026 Page 30 of 175
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Buyer Dashboard

The Buyer Dashboard is the home page when buyers log in to BC Bid application. This section describes the layout and content

of the home page.

2

BRITISH
COLUMBIA

3CBid

Suppliers Sourcing Operational Reports

D (.

Sourcing Projects

i
Create a Sourcing
Project

2@

Create a Contract
Award

Programs

-

Buyer Dashboard

News for Buyers ®

Important Note to Testers:

Some functionality in system is tied to 'jobs' that run
automatically. Jobs have been configured and will run when the
system is in Production. In TEST environment, where you are
testing, some jobs need a manual step.

S~ example:

. job to align 'status' on buyer dashboard and public portal
lists (relating to auto-issue)
« notifications 90 and 92 (to Help Desk re new Supplier
contacts activity)

DAc ran viin inhe £ nand A inh +a viin nlasaca Aamail

RFx in Draft ® 5

Opportunity ID  Opportunity Description Responsible email

155546 Practice Scenario

[Site map] [Legal mentions]

gajanan.pujar@gmail.com 1

J, and Operational Reports drop-down
Quick Access Menu: Quick access to
Sourcing Projects, Create a Sourcing
Project, Create a Contract Award, and
Suppliers (same as accessing through
Main menu bar).

News for Buyers: Information for
buyers from the BC Bid Help Desk.
Buyer Resources: Links to
information such as key training
material, reference material, policies,
and the BC Bid Help Desk.

RFx in Draft: Shows project and or
RFx lists within which you are a team
member. The lists are sorted by
Closing Date, with those issuing
soonest at the top.

Buyer Resources

Intended to provide a list of info)

« Links to key training matg
etc.
« Information for contactin

Lot Amdmt Opportu

Request

g (BPS)
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Acceptance

Q e Gajanan P.

w Adjust Contrast

10.
Buyer Resources 9. My pending validations
Intended to provide a list of information resources for Buyers
. . . . = Object Action
« Links to key training material, reference material, policies,
etc. & 62 Activation
« Information for contacting helpdesk
e email Lot Amdmt Opportunity Type Closing Date/Time (PT)  Organization(s)
ar@gmail.com 1 0 fBeSS“)eSt for Proposal 51570331 2:00:00 PM  Agricultural Land Commission
BCBidv1i2©

@

Last Update: May 7, 2026

view, Suppliers, and Contracts.

6. Adjust Contrast: Adjust your screen
brightness to a darker mode or reset
it to the default brightness. Note, this
icon is now located in the top, right-
hand corner of the page.

7. My Profile: See Customizing My
Profile for more information.

8. Search box.

9. My Pending Validations: Shows
projects and/or RFxs where your
action is required.

10.Customize Dashboard: See
Customize Dashboard for more
information.

0
Loqgin and how the Buyer
Dashboard works

The purpose of the Search box is to find Sourcing Projects created within your organization available to
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.2

BRITISH
COLUMBIA

BCBid

Suppliers Sourcing Operational Reports

< 9 % Buyer Dashboard

RFx Open ® 11.
e

Opportunity ID  Opportunity Description Responsible email

RFx Completed ® 12.
o

Opportunity ID  Opportunity Description

Responsible email

RFx Closed, Not Awarded ® 13.
e

Opportunity ID  Opportunity Description Responsible email

Lot #

Lot #

Reset to default settings

Lot Amdmt Opportunity Type RFx Sta]

Reaiiest for Pronnsal

Amdmt Opportunity Type Closing Date

Recaniest for Pronnsal

Amdmt Opportunity Type Closing Dat:

[Site map] [Legal mentions]

Last Update: May 7, 2026

11.RFx Open: Shows open projects and/
or RFxs where you are a team
member. These are sorted by soonest
Closing Date at the top.

12.RFx Completed: Shows completed
projects and/or RFxs where you are a
team member. These are sorted by
most recent Closing Date at the top.

13.RFx Closed, Not Awarded: Shows
closed projects and/or RFxs where
you are a team member. These are
sorted by oldest Closing Date at the
top.
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Customizing My Profile

This section provides the steps for updating your profile in BC Bid application. It is not necessary to update or complete the
profile, but there are features that may be useful to you. For example, if you usually buy for only one organization, that detail
can be prepopulated in the Default settings.

Note: Other users can see some of the information within these profile pages, such as Identity, Addresses, Organization, and
Purchasing Scope.

Edit My Profile

e lhand corner) and click My Profile.

Adjust Contrast Gajanan P. v
Q

My Profile
® = My pending validations

[=3 My addresses

(= Logout
irces My pending validations
vide a list of information resources for Buyers

. . . = Object Action
ey training material, reference material, policies,
& 62 Activation
on for contacting helpdesk
hdmt Opportunity Type Closing Date/Time (PT)  Organization(s)
Page 34 of 175
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2. Available fields include:
Bxmsi | BCOBid a. Default Settings: Only the
option selected in the Main

Home Suppliers Sourcing Operational Reports

Organization drop-down list will
£ D Y Profile Management : Gajanan PUJAR be prepopulated in future
Sourcing Projects.
. |
b. Identity: The details (except for
Position) entered here will be
© Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time. prepopulated in future Sou rcing
a. Projects.
Default settings Identity b. Organizations/(
Main Organization Contact Contact . .
. First Name * Last Name* Organization
Gajanan Pujar
Default commodity 2 value(s) selected
. Email* @ Organizationa
gajanan.pujar@gmail.com DAlbe
Position ® O Attor
O Audit
(J)BCP
(BPS
Last Connection () Minig

[Site map] [Legal mentions]
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c. Organizations/Commodities:
By | BCOBid This section is controlled by
Administrators. So, it is not

ne Suppliers Sourcing Operational Reports

applicable to any user.
< 9 % Profile Management : Gajanan PUJAR
Organizations/Commodities C.

Organization Perimeter Commodity Perimeter

2 value(s) selected (JIND - Indirect

@ Organizational hierarchy ()DIR - Direct

JAlberta (1) 10000000 - Live Plant

(JAttorney General (1) 11000000 - Mineral an
(J Auditor General for Local Government (1) 12000000 - Chemicals
(JBC Public Service Agency (1) 13000000 - Resin and
(JBPS (1 14000000 - Paper Mats
(JMinistry of Advanced Education, Skills and Training () 15000000 - Fuels and H
(JMinistry of Agriculture, Food and Fisheries (720000000 - Mining and
(JMinistry of Children and Family Development (121000000 - Farming an
(JMinistry of Citizens' Services A (122000000 - Ruilding an

map)] [Legal mentions]
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d. My Preferences: The
Accessibility mode setting allows
users to adjust the zoom level.

e. Click Save.

coitumia | BCBid

Home Suppliers Sourcing Operational Reports

< 9 % Profile Management : Gajanan PUJAR

= -

My preferences

Time Zone

(UTC -08:00) Pacific Time (US and Canada)

Accessibility mode d.

Date format
2022-02-10 1:51:13 PM

Number format

-1,234,567.89

[Site map] [Legal mentions]
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Explore Sourcing Projects/Opportunities

L

BRITISH

COLUMBIA l%( Bid - 1.
Home m- Operational Reports

Sourcing Projects

< .9 ' Create Sourcing Project
i. Programs
0 Contract Awards Buyer Resources

Sourcing Projects My Contract Award Notices
| . Intended to provide a list of infg
Create Contract Award Notice . provi ' '

d to 'jobs' that run ) =
« Links to key training matg

"l" Unverified Bid Results figured and will run when the otc
: SYSLENT IS 11 FIUUULLUIVIL 11T TED ! environment, where you are . Infc.)rmat'ion for contactin
Create a Sourcing testing, some jobs need a manual step.
Project For example:

« job to align 'status' on buyer dashboard and public portal

Df lists (relating to auto-issue)
« notifications 90 and 92 (to Help Desk re new Supplier
Create a Contract contacts activity)
Award
DAc ~ran viin inhe fvni nand A inh 4 viin nlaaca Aamail
E RFx in Draft ®
Programs
Opportunity ID Opportunity Description Responsible email Lot Amdmt Opporty
m 155546 Practice Scenario gajanan.pujar@gmail.com 1 0 ge;q;)est

https://envalt.ivalua.ca/buyer/ssbc/rctevol/s4nxe/page.aspx/en/bpm/process_browse _

Last Update: May 7, 2026

a. Click Sourcing Projects to view
all sourcing projects created
within your organization
available to view, or
i. Click Sourcing Projects in the

quick access menu.

0
Exploring Opportunities

Note: Users with the Manager profile
can see all Sourcing Projects within
their organization. They can also
reassign the Buyer Responsible role in
a Sourcing Project, to a different user.
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2. Search by: Entering keywords in the

Suppliers ELIENE Operational Reports ID text bOXES.
Use one or more of the Commaodity,

< 9w Sourcing Projects Sourcing Project Type, Status,
Organization, Opportunity Type, or

Search by keyword Commodity Sourcing Project Type Status RFx Status dr0p'down lists to filter.

Opportunity ID Organization Opportunity Type RFx Status Note: Limit to my scope is controlled

v v by Administrator. So, it is not
applicable to any user.

Filters Limitto myscope: ' Include Historical:

Include Historical: Check this if you
would like to include historical in your

Label Opportunity ID Code Project Type Opportunity Type RFx Status Co SearCh' otherwise the default search
will exclude historical data in the

& REP for Architect 156008 BPMO085148 BPS Sourcing gfg;‘jj;f(‘gps) Open :r: results.
t\iv Note: More than one opportunity
N
4 Discussion Forum BPM085123 BPS Sourcing M type can be selected in the
opportunity type drop down menu.
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Acceptance 3. Click Search.
Adjust Contrast Gaj P. . . . .
fust Contrast [y (@) Galanan v The results will display in a list.

ect Type Status

Type RFx Status

ict Type Opportunity Type RFx Status Commodity Organization Date Created Sourcing Step Shortcuts

- Agricultural N & % 5B
bourcing Reauest for Open ksl Y 2022-03-14 B i & 1= ®
Proposal (BPS) engineering 5 e
Commission o
Live Plant and R —
Animal Agricultural & % OB
[

bourcing Materialand  Land 2022-03-10 &= MM at

v
BCBidv1.2©
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4. To review opportunities that are read-
only access, click the Label of the
appropriate Sourcing Project.

5. To edit opportunities that are

< 9 Sourcing Projects available for editing, click the Label or

pencil icon beside the appropriate

Sourcing Project.

coronma - BCBid

Home Suppliers {alii-@ Operational Reports

Search by keyword Commodity Sourcing Project Type Status

Opportunity ID Organization Opportunity Type RFx Status

Filters Limit to myscope: v

Create Project

Label Opportunity ID Code Project Type Opportunity Type RFx Statu

Request for

& REP for Architect 4., 156008 BPM085148 BPS Sourcing Proposal (BPS) Open
5.
& Discussion Forum BPM085123 BPS Sourcing

[Site map] [Legal mentions]

0 Code is an application generated unique identifier for a Sourcing Project.
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ect Type

Type RFx Status

ict Type Opportunity Type RFx Status

Request for

ourcing Proposal (BPS) Open

ourcing

Last Update: May 7, 2026

Commodity

Architectural
engineering

Live Plant and
Animal
Material and

Adjust Contrast

Organization

Agricultural
Land
Commission

Agricultural
Land

Date Created Sourcing Step Shortcuts

G s = D
2022-03-14 &= s
@

2022-03-10 &= i at i=

Acceptance

/o 9 Gajanan P.

1t 4

B

(@]

Broader Public Service (BPS) Buyer Guide

6. Click Reset to start a new search.
v

Bidvi2©
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Step 1 - Create a Sourcing Project

L 2

BRITISH
COLUMBIA

B( ‘Bi

Operational Reports

Sourcing Projects

OB Create Sourcing Project a

Programs

<

Contract Awards

Sourcing Projects My Contract Award Notices

Create Contract Award Notice .
d to 'jobs' that run

Unverified Bid Results figured and will run when the

==
' ‘ SYSLENTIS 11 FIUUULLIVIL 1T TED environment, where you are
Create a Sourcing testing, some jobs need a manual step.
Project For example:

« job to align 'status' on buyer dashboard and public portal
lists (relating to auto-issue)

« notifications 90 and 92 (to Help Desk re new Supplier
contacts activity)

/4

Create a Contract
Award

RDAc ran vin inhe 1funi nand A inh +a viin nlaaca amail

RFx in Draft ®

Programs

Opportunity ID  Opportunity Description Responsible email

B

155546 Practice Scenario

gajanan.pujar@gmail.com 1

a. Click Create Sourcing Project.

Note: A Sourcing Project can contain
one or more opportunities as
separate Lots for example, RFP, RFI
etc.

Buyer Resources

Intended to provide a list of info)

« Links to key training matg
etc.
« Information for contactin

AE)
How to Create a Sourcing
Project

Lot Amdmt

Opportu

Request

: (8PS)

Last Update: May 7, 2026

https://envalt.ivalua.ca/buyer/ssbc/rctevol/s4nxe/page.aspx/en/bpm/process_manage?Create _

Alternatively, you can create a Sourcing Project by clicking Create a Sourcing Project quick access menu or
by clicking Sourcing Projects quick access menu and then clicking Create Project.
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Set up Project

General Information

Code

Is a template

Sourcing Project Type* 2 Status”
BPS Sourcing o - In progress
Opportunity Description* 3

RFP for Architect

Confidential Soucging Project

Issued By * 4
Ministry of Citizers Services o -
Issued For 5
Main Commodity * 6

81101508 - Architectural engineering 9 -

Other Commodities

Date Created D"
= 2024-12-06

. Choose a Sourcing Project Type.
. In General Information section, enter

a description using the Opportunity
Description text box.

. Select the issuing organization from

the Issued By drop-down list.

. Optional: If you are issuing on behalf

of another organization, select the
organization in the Issued For drop-
down list. To see more options, click
See All.

From the Main Commodity drop-
down list, select the appropriate
commodity at the appropriate tier,
based on the purchase.

-
L0 Commodity Codes

0 To issue a Confidential Sourcing Project, contact an Administrator to set it up. The character limit for the

Opportunity Description text box is 192.

Last Update: May 7, 2026
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© Fields marked by an asterisk * are mandatory, All times
@ Expected date format: yyyy-MM-dd

Set up Project

General Information

Code
Is a template
Sourcing Project Type* Status*

- In progress

Opportunity Description®

Confidential Sourcing Project

Issued By "

Issued For

Main Commodity

Other Commodities

{ 2 O Create Sourcing Project

are displayed as Pacific Time

Date Created D"
£ 2024-12-06

7. Optional: Use the Other
Commodities drop-down list to select
the appropriate commodities at the
appropriate tier. If a more detailed
search is required, select See All.

8. Click Save.

Last Update: May 7, 2026
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Set up Project

- 9. Inthe Set up Project menu, review
Bunst | BCBid the information entered after
Home Suppliers [ONeGed Operational Reports selecting Create Sourcing Project and
make changes, if necessary.
a. Click Save.

< 9 v Sourcing project: BPM085170 - RFP for Architect - Set up Project

«

[ Set up Project 9.
Set up Project

;8% Set up Team

% Discussion Forum Copy Sourcing

) Set up Documents EonyaEningi

W Add Suppliers
To copy RFx tabs from an existing Sourcing project, choose a project using the selector above and click the Sa
% Prepare RFx Note: the copy will only occur when the Sourcing project has no RFx

#\ View RFx activity

General Information
o+ Interested Supplier

List
Code
i= Unverified Bid Results BPM085170
Sourcing Project Type* Status*
¥ Analyze & Award BPS Sourcing Q- In progress (%
@ Notify & Share Opportunity Description * Date Created
RFP for Architect 2022-03-

[Site map] [Legal mentions]

Last Update: May 7, 2026 Page 46 of 175



Broader Public Service (BPS) Buyer Guide

Copy Sourcing

Bt | BCBid

Home Suppliers ELULEREE Operational Reports

«

() Set up Project
‘& Set up Team
% Discussion Forum

) Set up Documents

W Add Suppliers
& Prepare RFx
#\ View RFx activity

o, Interested Supplier
& List
i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

< 9 % Sourcing project: BPM085170 - RFP for Architect - Set up Project

Set up Project

Copy Sourcing

Copy sourcing ® b.

v

To copy RFx tabs from an existing Sourcing project, choose a project using the selector above and click the Sa
Note: the copy will only occur when the Sourcing project has no RFx

General Information

Code
BPM085170

Sourcing Project Type* Status*
BPS Sourcing Q- In progress (%

Opportunity Description * Date Created (
RFP for Architect 2022-03-

[Site map] [Legal mentions]

Last Update: May 7, 2026

b. Optional: To copy RFx tabs from
an existing Sourcing Project,
select the appropriate Sourcing
Project from the Copy sourcing
drop-down. This may not be
applicable to all users.

0
Copy Sourcing & Status
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Set up Team

S, | BCBid

Home Suppliers L8 Operational Reports

< O % Sourcing project: BPM085170 - RFP for Architect - Set up Team

«
a Save

Set up Team

) Set up Project
&% Set up Team 10.

% Discussion Forum Team

) Set up Documents
Official Contact: is the single contact that suppliers can communicate with about the opportunity. Messages

Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the
W Add Suppliers

Responsible: has full access to update the sourcing project and can unseal a Submission.
& Prepare RFx

Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have acce]

i\ View RFx activity

Read-only: has access to view the sourcing project and can leave comments.

e, Interested Supplier
& List
Select user(s)*

i= Unverified Bid Results o-

¥ Analyze & Award
Email Profiles

@ Notify & Share

3 . . Official Contact Responsibl
X gajanan.pujar@gmail.com

[Site map] [Legal mentions]

10. Inthe left-hand menu click Set up
Team.

Set up Team is used to add users and assign
Official Contact, Contributor, Responsible, or
Read-only roles for the project. Assigning
users to a team can only be done by the
user with the Responsible role.

The creator of the sourcing project is
assigned the Official Contact and
Responsible roles by default.

There can only be one Responsible profile
and one Official Contact profile assigned.
The Official Contact does not have to be the
same user as the Responsible profile.

@6
LA Set up Team

Note: It's always recommended to have more than one user registered for your organization to avoid disruption if a team
member with active projects in BC Bid leaves your team. A registered team member in the responsible role can modify role
assignments through the supplier portal. If the team member in the responsible role is not able to make the change,

please contact the BC Bid Help Desk to make the change.

Last Update: May 7, 2026
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Adding Users

There are several ways to search for users to add them to a sourcing team.
11.In the Select user(s) drop-down list,

.m.. ? | BCBid enter the user name and select the
C U[\l \1\I(I A )) J i .
user to add to the team. Then click
Home Suppliers ELU{aLiI:8 Operational Reports
Save.
< 9 v Sourcing project: BPM085148 - RFP for Architect - Set up Team a. Ifunable to narrow the options
sufficiently, click See All. This
«
will open the Browse Users
] Set up Project .
dialog box.
‘& Setup Team Official Contact: is the single contact that suppliers can communicate with about the opport
through BC Bid.
® Discussion Forum Email notifications sent to suppliers use the Official Contact (name and email). This role is set
4 Set up Documents Responsible: has full access to update the sourcing project and can unseal a Submission.

Contributor: has access to edit the sourcing project, including creating offline Submissions (d

® Add Suppliers RFX).

& Prepare RFx
Read-only: has access to view the sourcing project and can leave comments.

1\ View RFx activity

Select user(s)* 11.
e, Interested Supplier ‘ ) o ]
- | it £a anagj ®

‘ PUJAR Gajanan

Unverified Bid Results
See All a.

¥ Analyze & Award
. Contributor
X no-reply@clarity-demo.com

@ Notify & Share

[Site map] [Legal mentions]
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BCBid

lircing

Browse Users

Operational Reports

1 Result(s) Result(s)

Last Update: May 7, 2026

Profiles

12.The Browse Users dialog box has
more details available on the users in
case of multiple users sharing the
same name. Enter keywords in
Search by keyword to filter users by

12. 13. name.
Y Search by keyword Filter by profile 3 C|ICk Search
gajanan Administrator [ % m Reset ) ’ .
b. Select the user in the Add
14. X
Type column, close the dialog box
Internal contact a and then click Save.
13.In the Browse Users dialog box select
Filters Type: Internal contact Filter by profile: Administrator x . . .
the Filter by profile drop-down list to
Add User  Emmail oy Commodity perimeter O filter users by the user role assigned.
, " a. Click Search.
b. %a;waarrm Gajanan.Pujar@gov.bc.ca égrr\r/lilgelsggtr?crh/ Buyer / Employee / Procurement 211

b. Select the user, close the dialog
box and then click Save.
Note: The filter is applicable to
internal profiles (i.e. not a
Supplier) only. To view user
information, select the user’s
name.
14.1In the Browse Users dialog box click
the filter icon to open the advanced
filter.
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a. Click the Organization

&y | BCBid drop-down list to filter users by
organization, then click Search
Browse Users and select the user. Close the
y X N\, . .
< 9 w m . dialog box and click Save.
il . .
"""" iy patee b. Click the Commodity
- Q Search Reset . .
() Set up Project rpsatization N drop-down list to filter users by
s . commodity, then click Search
‘a Set up Team
® and select the user. Close the
®, Discussion Forum . .
Commodity b. dialog box and click Save.
) Set up Documents .
mail Profile
M Add Suppliers ®
PN Administrator / Local Administrator / Suppl
% View RFx activity iclarity.corp Administrator / Employee
Administrator / Buyer / Buyer (BPS) / Buye
o, Interested Supplier b copy function / Buyer (ITT) / Employee /
List C.ca Procurement Service Branch / Supplier
Approver
¥ Analyze & Award )clarity-demo.com Administrator / Developer / Configurator
@ Notify & Share Administrator / Buver / Buver (BPS) / Buve

[Site map] [Legal mentions]

0 If a user cannot be found, they may not be registered in the BC Bid application.
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c. Use the Profiles drop-down list
to select a profile for the added
user.

d. Click Save.

Sourcing project: BPM085148 - RFP for Architect - Set up Team

o IMIe U Uet ) MR LML L L e o

R T T L LT R R T

Responsible: has full access to update the sourcing project and can unseal a Submission.

Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have access to upda
RFx).

Read-only: has access to view the sourcing project and can leave comments.

Select user(s)*

Email Profiles C

Official Contact Responsible
|

Contributor

3 X gajanan.pujar@gmail.com

Read-only
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Removing Users and Profiles

To remove a user and profile, follow these steps:
™ 15.Click the X beside a profile to remove
i | BCBid that profile for that specific user.
el I foreatore fevorts 16.Click the X beside a contact email to

< 9 W Sourcing project: BPM085148 - RFP for Architect - Set up Team remove that user from the team.

« a. Click Save.

Official Contact: is the single contact that suppliers can communicate with about the opporttnity. Messages

) Set up Project

:8: Set up Team Email notifications sent to suppliers use the Official Contact (name and email). This role is set by default to the N Ote: If yOU CI |Ck the X in the Select
® Discussion Forum Responsible: has full access to update the sourcing project and can unseal a Submission. user(s) d rop-d Own, the enti re tea m iS
) Set up Documents Contributor: has access to edit the sourcing project, including creating offline Submissions (does not have acce] re moved .
® Add Suppl Read-only: has access to view the sourcing project and can leave comments. Befo rerea SSlg nin g th e Res po nsi b I e
dd Suppliers
= b v Select userfs)® role to another user, to ensure you
. ©- don't lose access to the Sourcing
"\ View RFx activity
. Project, assign an alternate role to
e, Interested Supplier .
& |t Email Profiles
yourself.
i= Unverified Bid Results Read-only 15.
16. X no-reply@clarity-demo.com
¥ Analyze & Award
Official Contact Respon|
@ Notify & Share X gajanan.pujar@gmail.com

[Site map] [Legal mentions]

no longer available to reassign the role themselves, someone from your organization should contact the

0 To reassign the Responsible role to a new user in an event where the current person acting in that role is
BC Bid Help Desk for assistance.
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Discussion Forum

The Discussion Forum is used for external communication between Buyers and Suppliers and internal communication between
sourcing team members.

-~ 17.0ptional: In the left-hand menu click
&L | BCBid Discussion Forum.
Home Suppliers ELIENEE Operational Reports
< 9 % Sourcing project: BPM085148 - RFP for Architect - Discussion Forum This menu allows Sourcmg PrOJeCt
teams to keep relevant collaborative
« Save H H H
discussions in one place for records
) Set up Project
management.
*&# Setup Team If you have recently been assigned the "Official Contact" role, replacing a previous individual in the role, click tH
®, Discussion Forum 17. .
Recover Messages Users can write messages and attach
) Set up Documents
documents.
W Add Suppliers
Search by keyword
% Prepare RFx Advanced search m Reset Suppliers can submit eanirieS and
ih View RFx activity Display Official Contact can provide answers
s, Interested Supplier Al e- to all Suppliers, creating an
- List
_ o y . o _ _ o Addendum.
i= Unverified Bid Results Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" interf:
obtained from any other source is not official and should not be relied upon. Other information and rules rega
¥ Analyze & Award o ) . . 090,
Please be neutral and objective in your commentary, as all data (messaging, evaluation notes, etc.) may be subj '..' H oW tO use DiSCUSSion FO rum
@ Notify & Share Privacy Act.
Compose
0 Result(s) Result(s)

[Site map] [Legal mentions]
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Creating a New Message

a. Click Compose.

yperational Reports A message field will display on the
right of the window. By default, the
message type is Enquiries.

Sourcing project: BPM085148 - RFP for Architect - Discussion Forum

8 Save

Note: By clicking the Recover

Recover Messages
Messages button, any new Official
Contact will have access to all
Search by keyword . . h .
Advanced search pye— Recet Message Type" communications sent to the previous
Display Enquiries Official Contact.
All -

Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" Pujar Gajanan

interface, if available, or the email address identified on the "opportunity details" tab. Information obtained
from any other source is not official and should not be relied upon. Other information and rules regarding
enquiries are set out in the "process rules" tab or within the attached RFx documents. To

Please be neutral and objective in your commentary, as all data (messaging, % Message History Recipients ®*
evaluation notes, etc.) may be subject to disclosure under the Freedom of
Information and Protection.of Privacy Act.

S a. Subject*

0 Result(s) Result(s) o
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Acceptance b. Optional: Select the Send me a
AdustContrast [\ @) Gaiananp. copy checkbox to receive a copy
of the email.
c. Inthe To section, select the
Fchitect - Discussion Forum o B recipients using the Recipients

o drop-down list.

Selectable recipients include: sourcing

b. project team members and Suppliers
w Reset Message Tipa® added in the Add Suppliers menu.
Enquiries o - Send Recipients are grouped by role.

me a
copy

d. You can send your message to
 fhcial Contact using the an external email addresses by
fhe “opportunity detals' o entering the addresses
;?jf;i”rit,ebj ;z't;efr‘m:n c. (separated by semi-colons) in
Recipients ©* __ External Emails ® the External Emails text box.
7 d- They will not be able to see or
open any attachments through
their email. They will have to use
the Public Portal/Supplier
dashboard to access the
documents. Only registered
users will have access to the
attachments in non-public
events.

Pujar Gajanan

9D Message History )
All internal team members

Official Contact

> Official Contact-PUJAR Gajanan
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rchitect - Discussion Forum

Recipients ®*

process rules” tab or within

All internal team

9 Message History members

Subject*

307,200 kb limit.

¢

Click or Drag to add files

@ Adjust Contrast

External Emails ®

Q- procurement@gov.bc.ca

9- h.

Q e Gajanan P. v

Acceptance e. Enter the Subject in the
following format: [Opportunity
ID, Opportunity description].

f. Inthe text box below, enter

= your message.

g. Add attachments to your
message by clicking Click or
Drag to add files or directly
dragging and dropping a file
onto the button.

h. Once your message is ready,
click Send.

Note: You cannot delete a
message once it has been sent.
Select the tick icon to mark a
message as replied (applicable
to messages received from
Suppliers only).

@

BCBidv1.2 ©

Buyers are encouraged not to use the External Emails field. Buyers should encourage Suppliers to register
for a BC Bid account. Messages sent through the Discussion Form do not contain attachments. Suppliers

and sourcing team members need to log in to the BC Bid application to retrieve attachments.

Last Update: May 7, 2026
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Set up Documents

R 2

BRITISH
COLUMBIA

BCBid

Home Suppliers ELULENE Operational Reports

< O % Sourcing project: BPM085170 - RFP for Architect - Set up Documents

«

0 Set up Project
Set up Documents

‘&% Set up Team
Documents stored on this page are only visible to internal users, i.e. not the suppliers

& Discussion Forum To share documents with suppliers see the Documents tab within the Prepare RFX section

) Set up Documents >
18.

W Add Suppliers v

General Documents ®

Program Documents @

& Prepare RFx

A View RFx activity v Sourcing Project Documents @

o, Interested Supplier
Ll

Search by keyword
i= Unverified Bid Results Q Search Reset
¥ Analyze & Award
@ Notify & Share Create Document
0 Result(s) e

B Save

[Site map] [Legal mentions]

Last Update: May 7, 2026

18.0ptional: In the left-hand menu, click
Set up Documents.

This section provides an overview of
all the General Documents and
Sourcing Project Documents relevant
to the project. Buyers can also upload
Sourcing Project Documents.

Note: General Documents are

controlled by Administrator. So, it is
not applicable to any user.

AE)
Set up Documents overview
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Uploading Documents

Sourcing project: BPMQ

UL IV LD DWUIUU VI U D L

To share documents with suppl

> General Documel Title { 1.
P D Title*

v Program Docume rafREP

v Sourcing Project Summary

Search by keyword

a.

Create Document

0 Result(s) Result(s)

Sourcing Project Documents

Information

Document Status * ii.

|Approved [

Document ®

307,200 kb limit.

English - @
Click or Drag to add files

Sourcing Project

RFP for Architect

V.
===

© A Draft document is not visible to other users. Changing the status to Approved makes it visible to others.

a. Click Create Document.

i. Enter aTitle.

ii. Using the Document Status
drop-down list select
Approved to make the file
visible to Suppliers.

iii. Optional: Enter a Summary.

iv. To upload files, click Click or
Drag to add files or drag
and drop files on top of the
button.

v. Click Save & Close.

Note: Although multiple documents
can be uploaded at once, this isn't
recommended as those documents
cannot be sorted. Sorting is based on
the value in the Title text box, not the
actual document names.

0 Read-only profiles can only see approved documents. Contributor roles can see and edit all approved
documents and can only see and edit draft documents created by themselves

Last Update: May 7, 2026
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Downloading Existing Documents

Y b. Select the Checkbox next to the

S, | BCBid document(s) to be downloaded.
Home Suppliers [ESTISIl Operational Reports c. Click Zip Selected Documents

< O % Sourcing project: BPM085148 - RFP for Architect - Set up Documents to download the document(s).

«
B Save

10U Slal e UuCUITIETIL WILT SUPPIIEED SEE UIg DULCUNTIEIIL @b willlll uie riepale XrA

0 Set up Project

& Set up Team > General Documents ®
® Discussion Forum
v Program Documents ®

) Set up Documents

® Add Suppliers v Sourcing Project Documents &

& Prepare RFx

i\ View RFx activity Search by keyword

e, Interested Supplier
& List

i= Unverified Bid Results

C.
o I Zip Selected Documents 1 Create Document
¥ Analyze & Award
. Last Modification Cref
@ Notify & Share v Title Att. Contact (Pacific Time) (Paciff
b. fl & Draftrep @IPraftRFPdocx:  PUIAR = 5455 03.14 10:49:57 AM 2022-03-14 10:4

Gajanan

[Site map] [Legal mentions]
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Add Suppliers

P 19.0ptional: In the left-hand menu, click

Bxmst | BCOBid Add Suppliers to create a list of
invited Suppliers.

The Add Suppliers menu can be used

Home Suppliers JELI{ali:@ Operational Reports

£ 00 B ¢ Sourcing project: BPM085148 - RFP for Architect - Add Suppliers to:
invite a list of potential Suppliers
: it a et
A Set up Project to participate in a specific
p Projec

opportunity, and

o Set Te H . .
cp e AEEIEIIOE e add Suppliers for uploading
s Discussion Forum _ . ' ' N ' Submissions not submitted
B et up Documents Invited Suppliers - Warning: Supplier additions are not saved until you c through the BC Bid application.

If you know the name of the Supplier you want to add, start typing the company in the box. T

8 Add Suppliers @— 19. . Add Suppliers shows Public Portal by
Select Suppliers

& Prepare RFx . default. This is required to be present
i View RFx activity for all publicly issued opportunities
e Interested Supplier Supplier DBA Status Main Contact In bUt ShOUId be removed from an

Li . . .

. » invite-only opportunity.
i= Unverified Bid Results Egrtlacl Public Portal Active Supplier Public Portal (% The main contact identified in the

1 Result(s) Result(s) Supplier's profile will receive
notifications when the Supplier is

¥ Analyze & Award

@ Notify & Share

Site map] [Legal mentions] invited to participate in an
opportunity.

©0
1A Add Suppliers Overview
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Adding Suppliers

7
Sitei | BCBid
Home Suppliers ELI{ail:@ Operational Reports
< 9 % Sourcing project: BPM085148 - RFP for Architect - Add Suppliers
«

[ Set up Project

&% Set up Team Add Suppliers

®) Discussion Forum

Invited Suppliers - Warning: Supplier additions are not saved until you c
L) Set up Documents

If you know the name of the Supplier you want to add, start typing the company in the box. 7
M5 Add Suppliers

Select Suppliers 20.
& Prepare RFx
company b general v
14 View RFx activity Company B General Partnership
e, Interested Supplier 2N In
=1

List

— . . Company B General Partnership
i= Unverified Bid Results )

¥ Analyze & Award
See All a.

@ Notify & Share
[Site map] [Legal mentions]

Last Update: May 7, 2026

20.1In the Select Suppliers drop-down

list, enter the name of the Supplier

and select the Supplier. Then click

Save.

a. Ifunable to narrow the options

sufficiently, click See All to make
a more detailed search. This will
open the Browse Suppliers
dialog box.

NOTE: In the Select Suppliers drop-
down you will be able to identify Shell
Suppliers as they will be marked with
[SHELL (Unregistered) Supplier] to the
right of the supplier name.

Please do not invite a [SHELL
(Unregistered) Supplier] to an invite-
only sourcing project as these accounts
cannot be used to log in and view the
details of the opportunity. If you wish to
invite a supplier to an invite-only
opportunity they are required to register
for their own account prior to being
invited.
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b. In the Browse Suppliers dialog
st | BCBid box, search for the Supplier by
keyword, Alerts, Type or
Browse Suppliers : Commodity.

D W “ ; i. Select Search.
i o i Commonity D ii. Select the Add Supplier
et i v o e m Resq checkbox beside the

b- Alerts Type Supplier to be added and

r ¥ close the dialog box. Click
Save.

c. Click the filter icon to open the

iers advanced filter.

B

COLUMBIA

m
Forum

Filters Level: Supplier Group % Supplier Head-office %  Supplier Site x
cuments

ctivit
e Add Supplier Code Supplier # Doing Business as Name Parent Company Level Web site
Supplier Supplier
Head-
A SUP006182 Company A Corp office /
Bid Result Supplier
Group
Award
hare
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BCBid

Browse Suppliers

& )

B v My Q Search Reset

Pending Change Requests ® Commodities

Required Docs missing

Status {ead-office Supplier Site

Supplier Scope

Organization ®
loing Business as Name Parent Company Level Web site
My Organizations )
Supplier
Region Head-
ample Company A office /
te v Supplier
Group

Last Update: May 7, 2026

In the Browse Suppliers
sliding menu, use the
appropriate drop-down list,
checkbox, or text box to
filter Suppliers, then click
Search and add the
Supplier. Close the dialog
box and click Save.
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Removing Suppliers

St | BCBid

Home Suppliers ELULENE Operational Reports

21.To remove a Supplier from an
opportunity:
a. Click Add Suppliers in the left-

< 9 W Sourcing project: BPM085170 - RFP for Architect - Add Suppliers hand menu.
« - b. Click the X beside the Supplier
c. B Save
) Set up Project name.
‘&% Setup Team Add Suppliers C. C||Ck Save.

® Discussion Forum

Invited Suppliers - Warning: Supplier additions are not saved until you click "Save"
) Set up Documents

If you know the name of the Supplier you want to add, start typing the company in the box. To browse the list . .

W Add Suppliers a (-l Removing Suppliers and
Select Suppliers . . .

B Prepare RFx Extracting Supplier List

"\ View RFx activity

o+ 'Lf?‘fre“ed Supplier Supplier DBA Status Main Contact Invited ®
is

1= s : Company A : H -

i= Unverified Bid Results b. X Corporation Company A Corp Active Supplier Ally Acorn Qo v

¥ Analyze & Award x  Public Public Portal Active Supplier =~ Public Portal Q- v

Portal

Notify & Sha
& biskifys: Share 2 Result(s) o

[Site map] [Legal mentions]

0 Invited Suppliers cannot be removed after the opportunity is issued.
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Creating a New Supplier

Creating a new Supplier is used when a Buyer is inviting a Supplier to an opportunity or uploading Submission from a Supplier
that is not yet identified in the BC Bid application. Buyers should ensure that the Supplier does not yet exist, prior to creating a
new one. If a duplicate is found, contact the BC Bid Help Desk.

-~ 22.To create a Supplier:

Bwmsi | BCBid a. From the Add Suppliers menu,
T G open the Browse Suppliers

Brovese Suppliesse— 2. dialog box by clicking Select
Y W Suppliers then See All.
v Search by keyword Commodity ® b ClICk Create Supplier.
Company A v My m
] Set up Project Commodities
0

:& Set up Team puents e Create a new Supplier

o

Discussion Forum

Filters Level: Supplier Group x Supplier Head-office %  Supplier Site x
L) Set up Documents

® Add Suppliers Create Supplier b.

& Prepare RFx

i\ View RFx activity

Add Supplier Code Supplier # Doing Business as Name Parent Company Leve

e. Interested Supplier
& G o
A SUP006182 Company A Corp officq
i= Unverified Bid Results Supp|
Grou|

¥ Analyze & Award

@ Notify & Share

[Site map] [Legal mentions]
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c. Inthe dialog box, enter the

S, | BCBid mandatory fields in Supplier
2% Create Information section.
“ - In the Type drop-down [ist,
= .
- select Shell for offline
i s Supplier Information C. Address Submissions.
L Se
=] Doing Business as Name ®*  Type D o X
‘ak Se ; ' o | Ma Satellite ! .
fest Supplier e - Note: SHELL supplier accounts
% Di Legal N " Contract Ocean % . .
ef tft':e® Pon o AT require an address to comply with
D) se es artner | e I oo oo o e R -5 e o e .
SOUTH i
Website Shell for offline Submissions (2 Incian trade agreement requrementS.
® Ac Vendor b
&= Pr Legal Structure k ’ Google Keyboard shortcuts  Map data ©2022  Terms
i Vi " i {dress Label ®
Year Founded ’
=+ Int
. Office Street Address
i= Ur Company Size ®
- Mailing Address (if different)
P Ar
@ N¢

City

[Site map] [Legal mentions]
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d. Inthe Address section, select an
option from the mandatory
Country drop-down list.

I Back lecti .
e- c. Cick Save & close

Mailing Address (if different)

Note: The Supplier is automatically
added to the Add Suppliers menu.

City

Postal / Zip Code

d.
State/Province Country*
hment or 3rd Party IDs Internal Comment
hess # ©
iness # @
Ul lal
2 Result(s) e
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f. Click Save.
g. Click the newly created Supplier
to edit the Supplier information.

diomsia | BCBid

Home Suppliers ELlllg«i:@ Operational Reports

< O % Sourcing project: BPM085148 - RFP for Architect - Add Suppliers

[ Setup Project
Add Suppliers

‘& Set up Team

®, Discussion Forum Invited Suppliers - Warning: Supplier additions are not saved until you cl
8 Set up Documents If you know the name of the Supplier you want to add, start typing the company in the box. T|
M Add Suppliers Select Suppliers

& Prepare RFx

#4 View RFx activity

Supplier DBA Status Main Contact
e :_r)t?rested Supplier ¢ R
IS ompany i i
X
Clrisortion Company A Corp Active Supplier Ally Acorn (%
i= Unverified Bid Results
X gg?tlelacl Public Portal Active Supplier Public Portal (%
¥ Analyze & Award g.
X Test Ltd. Test Supplier Registration

@ Notify & Share
[Site map] [Legal mentions]
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Junst, | BCBid
Supplier: SUP006345 - Test Supplier (Registration)

(-] Supplier Overview

& Company Information Supplier contacts K
‘& Contacts h. Supplier Admin applies to all sites and can only be changed at the top site

$ Subscriptions + Create Contact Select Existing Contact ii.
B Documents & Certs.
) Additional Information
Lut - Analysis

i= Activity

[@ Change Log

Workflow

] [Legal mentions]

Last Update: May 7, 2026

h. In dialog box, in the left-hand
sliding menu, select Contacts.
i. InSupplier contacts box, click
+ Create Contact
i. Enter the details of the Main
Contact for the Supplier, or
ii. Use Select Existing Contact
to designate a contact as
the Main Contact.
j. Complete other left-hand sliding
menus as necessary.
k. Click Complete Account
Registration.
[. Click Save & Close.

Page 71 of 175



Broader Public Service (BPS) Buyer Guide

Extract Supplier List

Extracting the Suppliers list allows the list to be used outside of the BC Bid application.

.  Acceptance 23.To extract a Supplier list, go to the
AdsiCorst ) @) oy Add Suppliers menu, click Extract

Supplier List.

- Add Suppliers n B

- Removing Suppliers and

Extracting Supplier List

not saved until you click "Save"

g the company in the box. To browse the list of registered Suppliers, select "See All"* in the box.

ntact Invited ®
corn 0~ v
c Portal [x v

e

BCBidv1i2©
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a. Click the Download icon (arrow
Brsi | BCOBid and sheet of paper) to download
a Microsoft Word file for your
official records.

Home Suppliers ELIl{«:@ Operational Reports

</ LL:D A ~ . . s A A4 an - a e, . N
S 7

List of sourcing processes templates

] Set up Project Lang. Title
& Set up Team a. «B EN RFx Suppliers list template
%) Discussion Forum 1 Result(s) Result(s) ]
L) Set up Documents
M5 Add Suppliers
& Prepare RFx
i\ View RFx activity
e, Interested Supplier
- List
i= Unverified Bid Results T
ggt)tllwcl Public Portal Active Supplier Public Portal %

¥ Analyze & Award
2 Result(s) Result(s)

@ Notify & Share
[Site map] [Legal mentions]
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Step 2 - Prepare RFx
Setup Tab

This section is where all public or Supplier facing information in the opportunity is entered or uploaded. You will be working
your way left to right through the tabs as they appear (e.g. Setup, Additional RFx Info; Documents; and Suppliers).

e 24. In the left-hand menu, click Prepare
Home Suppliers JMgsl:@l Operational Reports a. Inthe Opportunity Type drop-
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx down list, select the appropriate
template.

: b. Review the Opportunity

Description, and update if
necessary.

0 Set up Project

Setu
& Set up Team P

® Discussion Forum

Prepare RFx - Setup
) Set up Documents

REx Settings Note: Once the Opportunity Type

® Add Suppliers has been selected and the Validate &
B Prepare RFx 24 Save button clicked, the Opportunit

RFx Status
it View RFx activity Draft Type cannot be changed.
g, Interested Suppler Opportunity Type* a. Changing the Opportunity Description
= List R for Proposal (BPS; 0 - i !
B eauest for Proposal (87 in the Setup tab doesn’'t change the
i= Unverified Bid Results Opportunity Description* b. 0 . D . . . h S

REP for Architect pportunity Description in the Set

¥ Analyze & Award Lot#® up Project menu.
@ Notify & Share 1

Amendment # ®

0
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e c. Inthe Summary Details text
tweia | BCBid box, enter a summary of the
rs [LNssl@ Operational Reports opportun Ity

d. Select an Issue Date and time.

o Sourcing project: BPM085148 - RFP for Architect - Prepare RFx i
e. Optional: Select the Auto
issuing checkbox.

Select a Closing Date & Time.

25. g. Optional: Deselect the Auto

«

Summary Details ®* C.
orum : S : : : o . closure checkbox.
The Agricultural Land Commission is seeking architectural services to design a building for the Province at . . . .
- 25. Click Validate & Save and continue in
the Setup tab.

Issue Date and Closing Date (times are shown in Pacific Time)

Issue Date ®* d.
Hvity ..
2022-03-15 2:00:00 PM v Auto issuing ® e.
pplier Closing Date & Time ®* f.
2022-04-11 2:0000PM @~ v Autoclosure® g.
id Results
ard

re
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o

< 9 v

Set up Project

202
2> Setup Team

® Discussion Forum

Set up
Documents

W Add Suppliers

Prepare RFx

View RFx activity

Interested

* Supplier List

Unverified Bid
Results

Analyze & Award

Notify & Share

Home (Admin) Home Suppliers ELUISHFY Buyer Registrations Operational Reports Audit Reports Analytics Admin Config Integration Contact Us

Sourcing project: BPM543407 - Test Opportunity new category field - Prepare RFx

RFx Settings

Opportunity ID*
1066445

RFx Status

Draft
Opportunity Type

Request for Proposal (BPS)
Opportunity Description*

RFP for admin services

Lot #®
1

Amendment # ®
0

Estimated Contract Duration (in months) ®

Category*

25b

@

Last Update: May 7, 2026

25b. After clicking validate and save,
select a Category from the drop
down (Construction, Goods or
Services) that best describes the
opportunity and click Save.

Note: Click Save and Close to save
any changes and exit the Sourcing
Project.

Auto issuing automatically posts the opportunity to BC Bid at the selected date and time (once all
approvals are complete). Auto closure checkbox automatically closes the opportunity at the closing date
and time. The auto-generated Opportunity ID can be edited until the opportunity is in draft status.
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e 26.0ptional: In the Enquiries Deadline
Bt | BCOBid field, select the preferred date and
Home Suppliers BELlllf«i:@ Operational Reports time deadlme fOI’ SmeIttmg
enquiries.
< 00 IR ¢ Sourcing project: BPM085148 - RFP for Architect - Prepare RFx Note: if at a later time the closing date
P is extended, the enquiries deadline
- .
“) Setup Project can be extended without an
amendment.
‘& Set up Team
® Di ion F Issue Date and Closing Date (times are shown in Pacific Time) .
e e 27.0ptional: Select the Interested
@ Setup Documents Issue Date ®* Supplier List used for this RFx
2022-03-15 2:00:00 PM - Auto issuing ®

® Add Suppliers checkbox to include public-facing

Closing Date & Time ©° Interested Supplier List functionality
— sl 2022-04-11  2:00:00PM &~  Autoclosure® _ _
into the opportunity.
i\ View RFx activity Enquiries Deadline ® 26.
; 2022-04-04 2:00:00 PM v . ) )
&+ [jgrested Suppler Once issued, Suppliers will have the
i= Unverified Bid Results Interested Supplier List used for this RFx 27. Optlon to add themselves to the

opportunity’s Interested Supplier List.

¥ Analyze & Award The benefit is that small Suppliers can

Opening and Unverified Bids

@ Notify & Share see and contact general Contractors
[Site map] [Legal mentions] who are developing Submissions or
vice-versa.

0 BPS entities will now use the Interested Supplier List instead of the Planholder List as used in old BC Bid.
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R 2

St | BCBid

Home Suppliers Elilgel1=

< 9 %
«
) Set up Project

Set up Team

[\

Discussion Forum

) Set up Documents

W Add Suppliers
& Prepare RFx
"\ View RFx activity

e, Interested Supplier
& |ist

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

[Site map] [Legal mentions]

Operational Reports

Sourcing project: BPM085148 - RFP for Architect - Prepare RFx

Opening and Unverified Bids

v Opening and Unverified Bids used for this RFx

Opening Date and Time* a.
2022-04-12 9:00:00 AM -
Opening Location* b.

563 Superior St, Victoria

Unverified Bid Results Format * C.

Unverified Amount

Visible to Public

v Post this opportunity publicly? 29.

28.

®

Last Update: May 7, 2026

28.0ptional: Select the Opening and
Unverified Bids used for this RFx
checkbox to allow Buyers to open the
bids and publish the bid amount,
Supplier name orrank before doing
any compliance check.
Note: This option may not be
applicable to all opportunity types or
users.

a. Select the Opening Date and
Time.

b. Enter the Opening Location.

c. Select an option from the
Unverified Bid Results Format
drop-down list.

29.0ptional: In the Visible to Public
section, deselect the Post this
opportunity publicly checkbox. This
option is available for invite-only
opportunities only.

Click View as Supplier button to preview the opportunity as a Supplier would see it. This button is visible in
all tabs within Prepare RFx menu.
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Sy, | BCBid

Home Suppliers JEIeli{al ]

< 9 %

] Setup Project

s Set up Team

%) Discussion Forum

L) Set up Documents

M Add Suppliers
& Prepare RFx
"\ View RFx activity

e, Interested Supplier
& List

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

Operational Reports

Sourcing project: BPM085148 - RFP for Architect - Prepare RFx

Save and Close B Validate & Save n

Sealed Submissions

& All Submissions are sealed. The person in the Responsible role can unseal the Submissi

v Advanced Options

v Sealed Submissions ® 30.

v Tracking

Created on 2022-03-15 9:47:38 AM (Pacific Time)

[Site map] [Legal mentions]

30.0ptional: In the Advanced Options

section, deselect the Sealed
Submissions checkbox. Then scroll to
the top.

Note: The Sealed Submissions
checkbox is selected by default. This
means opportunities must pass the
Closing Date and Time before
Submissions can be unsealed.
Deselecting this checkbox should be
done for any opportunity where
Submissions are opened continuously
as they are received, such as for an
RFI.

To save all progress, Buyers must click Save before navigating to a different tab or menu. Note: The Save
button is different from Validate & Save. Save will save the sourcing project without checking the template
for errors. Validate & Save will only save if all mandatory fields are filled out correctly.

Last Update: May 7, 2026
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Additional RFx Info Tab

- 31.Click the Additional RFx Info tab.
Sums | BCBid a. Review the Official Contact.
Home  Suppliers [ECNEREY Operational Reports i. To edit the Official Contact,

< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx click Set up Team and Change
the Official Contact.

- Save and Close Ready .. .
. 31. = ii. Optional: Enter an Alternate

[ Setup Project

38 Set up Team Setup Additional RFx Info Documents Suppliers email; thIS WI” replace the

® Discussion Forum default user email address of
Prepare RFx - Additional RFx Info .. .

) Set up Documents the Off|C|a| ContaCt N the

= Supplier view. This is an
information-only field for non-
registered Suppliers to use

W Add Suppliers

% Prepare RFx Official Contact

i\ View RFx activit o3 . . s - . . s g .
¥ Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" interface, if a

o, :_r)terested Supplier any other source is not official and should not be relied upon. Other information and rules regarding enquiries are set When emal | In g q uestions.
ist
i= Unverified Bid Results Official Contact Contact email
Gajanan Pujar  gajanan.pujar@gmail.com a.

¥ Analyze & Award

AE)
1 Additional RFx Info tab

@ Notify & Share If you want to change who the Official Contact is, go to Set up Team to assign the role to another team member.

The email address on your buyer profile is displayed by default to suppliers. If you want to provide an alternate email g
display instead of your personal email address.

Alternate email ii.

[Site map] [Legal mentions]
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32.Select the Submissions delivery

Bumsi | BOBid methods using the appropriate
Home Suppliers RLI{aL:@ Operational Reports ChECkbOXGS.
a. To allow the Suppliers to submit
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx a Submission electronically

through BC Bid, select the BC
Bid Electronic Submission

«

Save and Close B Validate & Save ﬂ

[ Set up Project

N — checkbox.
‘& Set up Team ubmissions i i
32. Note: A Supplier can only submit
® Discussion Forum Submissions must be submitted using one of the following delivery methods: * an electronic Submission if they
Set D t H
&l SetupDosuments BC Bid Electronic Submission: Submit an electronic Submission using BC Bid. Only { are regIStered and have
a. electronic Submission using the BC Bid system. Subscribed to that Service

® Add Suppliers )

v Other b. If the Other checkbox is

& Prepare RFx

selected, provide details in the

i\ View RFx activity b, Other submission delivery method details * Other submission delivery
Submit two (2) hard copies before Closing Time at the Closing Location.
2 Interested Suppler o ey Kishe lnesSet o method details text box.
is

i= Unverified Bid Results . .
Note: If managing the opportunity on

¥ Analyze & Award an external sourcing platform, you
@ Notify & Share could add the link to the external
sourcing platform in the Other
submission delivery method details
text box.
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A
Smes | BCBid

Home Suppliers ELIGENE Operational Reports

< 9 %
«
(7 Setup Project
& Set up Team
®, Discussion Forum

) Set up Documents

WS Add Suppliers
& Prepare RFx
i\ View RFx activity

e, Interested Supplier
& List

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

Sourcing project: BPM085170 - RFP for Architect - Prepare RFx

Office Street Address
a.
Postal Code City
Country State/Province
Latitude Longitude
No physical location (e.g. vendor can carry out the work remotely) b.

2. Select region(s) where the work will be done or goods will be delivered to
Select all that apply. Don't know which region to pick? Refer to WorkBC's Regional Profiles.

Regions™ C.

3. Additional Information
If there are more details the supplier will need to know about the location, please provide them here: d.

[Site map] [Legal mentions]

Last Update: May 7, 2026

33.In the Delivery Location for Goods,
Services, or Construction section,
complete the following:

a. Optional: Enter the physical
address where goods need to
be delivered or Supplier will
carry out work in the Office
Street Address text box.

b. Optional: Select the No physical
location checkbox if the work
can be carried out remotely.

c. Using the Regions drop-down
list select the region(s) where
the work will be done, or goods
will be delivered.

d. Optional: If there are more
details the Supplier will need to
know about the location,
provide them in the Additional
Information text box.
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Documents Tab

There are two ways to upload documents to your opportunity that will be made visible to Suppliers - uploading a document
from outside the BC Bid application into Documents tab or transferring documents that have already been uploaded to Set up

Documents menu.

N 34.Click the Documents tab.

Bt | BCBid a. Click Upload a Document to
add a new document. This will
open Content editor dialog box.

Home Suppliers ll{alii:@ Operational Reports

£ 20 IR ¢ Sourcing project: BPM085148 - RFP for Architect - Prepare RFx

Note: Documents uploaded using

“ G
Upload a Document button will

automatically be added to Set up

) Set up Project

X 0

‘& Set up Team Selected Lot - Amendment* Q View as Supplier .

®, Discussion Forum Lot : 1 - Amendment : O - RFP for Architect (Draft) € ~ 34 Documents in the left-hand menu.
8 Setup Documents Setup Additional RFx Info Documents Suppliers

M Add Suppliers
Prepare RFx - Documents

& Prepare RFx
Add documents here to share with suppliers. You can upload a new document, or publish an

i\ View RFx activity visible to a supplier, the status must be set to Approved.
a.
e, Interested Supplier
- | it Upload a Document Add file from Set up Documents

i= Unverified Bid Results Search by keyword

¥ Analyze & Award

@ Notify & Share
[Site map] [Legal mentions]
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Content editor
Sou
V.
Title Information
Title® i. Document Status* . '
RFP Approved ' [ > IR
Document @
um Summary « i 307,200 kb limit
m English o- é (Pubjic-tlg
Click or Drag to add files v.
Results
rd
0 Result(s)

ntions]

0 If the Document Status is Draft, the document will not be visible to Suppliers.

Last Update: May 7, 2026

Enter the document Title.
Use the Document Status
drop-down list to select
Approved to make the file
visible to Suppliers.

Optional: Enter a Summary
(e.g., time last updated and by
whom).

To upload files, click the Click
or Drag to add files button
or drag and drop files on top
of the button.

Click Save & Close.
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b. To add an existing document,
Sourcing Project / Documents click Add file from Set up
Documents button in the
Docurments tab.
v [ProcemiBocumets & i. Inthe dialog box, select the
i documents you want to add.
] S ii. Click Save & Close.

) v Sourcing Project Documents @

..
Be

I\
o

Search by keyword
3 s m Reset (M How to transfer documents

from Set up Documents menu

A
= P r 0
v Last Modification Created on|
Title Att. Contact (Pacific Time) (Pacific Time)
[ " In
Li
I il & Appendixa @ ContractForm.pdf Eainan  2021-11-1010:51:45 AM 2021-11-10 10:51:45 AN
1 Result
® A esult(s)

@ Notify & Share

[Site map] [Legal mentions]
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W Add Suppliers

& Prepare RFx

o Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time
# Expected date format: yyyy-MM-dd

Selected Lot - Amendment* d
Lot: 1 - Amendment : O - Test BPS (Open) @ ~ Q View as supplier

Setup Additional RFx Info Documents Suppliers 3 5

Search by keyword
Q, Search Reset

Invited Suppliers

Prepare RFx - Suppliers

v Invited Suppliers Notified Supplier's Contact

¥| Public Porta 1
¥| Company A Corp

J| Company B GP 1

Supplier Contact

&

Broader Public Service (BPS) Buyer Guide

i
ACORN Ally

b. SMITH John

Click View as Supplier button to preview the opportunity as a Supplier would see it.

35.0ptional: Click the Suppliers tab to
review the list of invited Suppliers.

a. To add Suppliers to the list, click
Add Suppliers in the left-hand
menu.

b. If a Supplier should not be
receiving an invitation, deselect
that Supplier.

c. Click validate & Save.

d. Optional: Click View as supplier
button to preview the
opportunity as a supplier would
see it.

Note: You may hover over the number
listed under the Notified Supplier’s
Contact and it will show which supplier
contacts were notified. See below.
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Step 3 - Issue Opportunity
Adjust Contrast

®

= OtherActions ~

Create a new lot

085148 - RFP for Architect - Prepare RFx

Save and Close B Validate & Save

Q View as Supplier

Ready to Issue

36.

Delete RFx
FP for Architect (Draft) @ ~

hfo Documents Suppliers

liers

®

Last Update: May 7, 2026

opportunity at the Issue Date & Time.

36. Click Ready to Issue.

Note: To delete a draft opportunity,
click the Other Actions drop-down
button and select Delete RFx. To
undelete a draft RFx, contact BC Bid
Help Desk. Deleted opportunities are
not visible in the Sourcing Projects
menu.

@E)

L Issuing an Opportunity

If the Auto issuing checkbox is selected in the Setup tab, the BC Bid application will automatically post the
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09405 - RFP for Architect - Prepare RFx

Return to Draft status

B Validate & Save

* are mandatory. All times are displayed as Pacific Time.
I selections

Q View as Supplier

P for Architect (Pre-advertisement) € ~

Documents Suppliers

ers

Last Update: May 7, 2026

®

Create a new lot Issue Opportunity

37.

37.Click Issue Opportunity.

Note: Click Return to Draft status to
continue drafting the opportunity.
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38.In the dialog box, the Public
Dashboard and all invited Suppliers

will be selected to receive a

RFx RFP for Architect 8 O
notification of the opportunity,
y deselect any that do not apply and
® Doing Business as Name Sending modes User Legal Name then CIICk send and CIose'
Contacts
‘ ©- _ Note: After clicking Send and Close,
v Company A Corp Email Company A Corporation
x Ay Buyers should review the two
corn
Contacts messages that display and click OK to
n
o- issue the opportunity.
v Public Portal Email ! Public Portal
%  Public

Portal

To receive a copy of the opportunity
SRR ¢ by email, Buyers must select the Send
me a copy checkbox.

Copy all team members

Email

Subject
BC Bid - {_BCBID_RFX_ID} - Opportunity NEW [or AMENDED << buyer to edit] ' Send me a copy

Buyers should edit the subject and body of the email notification as necessary to ensure that Suppliers
0 know if the opportunity is new or has been amended. Any content contained within curly brackets in the
email notification will auto-fill from fields in the BC Bid application.
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Step 4 - Manage Open Opportunity
Inviting Supplier to Open Opportunity

Acceptance 39. Optional: To add a Supplier to an

Adjust Contrast Q e Gajanan P. v open Opportunity:
a. In Add Suppliers menu, add the
® new Supplier and click Save.
rchitect - Prepare RFx o B b. In the left-hand menu, click
. . Prepare RFx.
o .
c. From the Other Actions drop-down

Send Invitation C.
ft status. X

Create a new lot

list, select Send Invitation.

les are displayed as Pacific Time. X
Create a new amendment

Note: “The ability to edit the RFx is
limited when not in Draft status” is a
warning that many fields are locked
down when an opportunity is not in
priters draft status.

Close Opportunity

Q View as Supplier

v

BCBidv1.2©
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BRITISH
COLUMBIA

Home Suppliers

(] Set up Project
& Set up Team
%, Discussion Forum

L) Set up Documents

® Add Suppliers
= Prepare RFx
#4 View RFx activity

e, Interested Supplier
& List

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

[Site map] [Legal mentions]

RFx RFP for Architect

® oing Business as Name

Company A Corp

v Company B GP

Public Portal

2 Dacuiléle)
Opportunity ID

20117

Last Update: May 7, 2026

Sending modes

Email

Email

Email

Send and close

User
Contacts

O -

Ally
X
Acorn

Contacts e.

[

%  Billy
Barnacle

Contacts

[

Public
X
Portal

d. Inthe dialog box, select the new
Supplier.

e. Optional: Click the + button to add
a contact to the Supplier profile.

f. Click Send and close.

NOTE: Shell Suppliers will be marked
with [SHELL (Unregistered) Supplier]
to the right of the supplier name.

Please do not invite a [SHELL
(Unregistered) Supplier] to an
invite-only sourcing project as these
accounts cannot be used to log in and
view the details of the opportunity. If
you wish to invite a supplier to an
invite-only opportunity they are
required to register for their own
account prior to being invited.
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Creating an Amendment

An Amendment is created to make changes to an opportunity that cannot be done through an Addendum. Changes to the
information in a document attached to an opportunity is an example of an Amendment. Amendments will require Suppliers to
submit new Submissions.

e
Sitmeia | BCBid
Home Suppliers L« lil:@ Operational Reports
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx
“

[ Set up Project

&% Set up Team A The ability to edit the RFx is limited when not in Draft status.

%) Discussion Forum
© Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.

L) Set up Documents @ Click on save to update your selections

®B Add Suppliers

Selected Lot - Amendment* Q View as Supplier
B Prepare RFx 40. Lot : 1 - Amendment : O - RFP for Architect (Open) © ~
#1 View RFx activity Setup Additional RFx Info Documents Suppliers
e, Interested Supplier a.

- List
Prepare RFx - Setup
i= Unverified Bid Results

RFx Settings
¥ Analyze & Award

@ Notify & Share Armn e e the o I

[Site map] [Legal mentions]

Last Update: May 7, 2026

40. Optional: To create an Amendment, in
the left-hand menu, click Prepare
RFx.

a. Click the Setup tab.

AE)
1 Issue an Amendment

See Appendix 7: Amendment or
Addenda?
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Acceptance

Q 9 Gajanan P. v

\rchitect - Prepare RFx al =

= OtherActions ~ b. o

Send Invitation

B Validate & Save

Q View as Supplier

Create a new lot
ppliers

Create a new amendment C.

Close Opportunity

Cancel

BCBidv1.2©

Last Update: May 7, 2026

. Click the Other Actions drop-

down list.
Click Create a new
amendment.
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Create a new Amendment/Lot

= (-

Commodity Organization
81101508 - Architectural engineering € ~ Agricultural Land Commission € ~ Q Search Reset
Program
- Templates only

RFx Template RFx Type Lot # Amendment # Opportunity Description Issue Date Closing Date |
® Request for Proposal (BPS) 1 0 RFP for Architect 2021-08-26 2021-09-23

1 Result(s)

Copy Options

Choose what to copy

Blank Default from RFx Type d. Copy from selected RFx
Setup Tab O O @®

vpen Cancel

RFx Tvbe

d. Inthe dialog box, within the
Copy Options table, ensure the
Copy from selected RFx option
is selected.

e. Click Create & Close and then

click Continue.

0 Only select Copy from selected RFx. Do not select Blank or Default from RFx Type.

Last Update: May 7, 2026
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f. Enter the reason for the
BRITISH H( Bld amendment |n the Amendment

COLUMBIA
Home Suppliers RLI{ail:@ Operational Reports reason text bOX.

g. Click Validate & Save.
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx h. Amend the opportunity as
« - necessary.
.
[ Setup Project PpOTnRNiy TDe ‘ ) .
s Sefup Téam Request for Proposal (BPS) Note: Click Validate & Save again
o Diccueon Forum N after amending the opportunity.
RFP for Architect
L) Set up Documents
Lot#@®
M Add Suppliers 1
Amendment # ®
& Prepare RFx
1
i1 View RFx activity f.

Amendment reason”*

Interested Supplier Scope of the opportunity has been amended.

List

®
'+

Unverified Bid Results
Summary Details ®*

¥ Analyze & Award The Agricultural Land Commission is seeking architectural services to design two (2) buil

@ Notify & Share
[Site map] [Legal mentions]

o It is recommended that Buyers rename document titles (e.g. with "_amended") in the Documents tab as it
can be confusing for Suppliers to determine which document has been changed.
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MO085170 - RFP for Architect - Prepare RFx

Save and Close B Validate & Save

terisk * are mandatory. All times are displayed as Pacific Time.
le your selections

t* Q View as Supplier
- RFP for Architect (Draft) @ ~

Fx Info Documents Suppliers

up

Last Update: May 7, 2026

Ready to Issue

i. Click Ready to Issue.

Note: To delete a draft
Amendment/Lot, click the Other
Actions drop-down button and select
Delete RFx. This won't impact the
original opportunity.

®
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j. Click Issue Opportunity.

®
P405 - RFP for Architect - Prepare RFx

B Validate & Save Return to Draft status Create a new lot Issue Opportunity

hre mandatory. All times are displayed as Pacific Time.

blections

Q View as Supplier
r Architect (Pre-advertisement) € ~

Documents Suppliers

tunity button to publish/send the notification to suppliers.
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Bid
4 Operational Reports
RFx RFP for Architect
v Company A Corp Email
v Company B GP Email
v/ Public Portal Email

3 Result(s)

Copy all team members

Email

Subject

Onbnortunitv Tvoe

BC Bid - {_BCBID_RFX_ID} - Opportunity NEW [or AMENDED << buyer to edit]

Send and close k.

T Company A Corporation
Ally
* Acorn
Contacts
[x =
+ Company B General Partnership
William
® Barnacle
Contacts
[x =
ot Public Portal
x  Public

Portal

v Send me a copy

w

k. Click Send and close.

Note: After clicking Send and close,
Buyers should review the three
messages that display and click OK to
issue the amended opportunity.

Once a Supplier has expressed
interest in the opportunity through
BC Bid, they will be added to the ‘Add
Suppliers’ menu and will be visible in
this dialog box, so they will receive
the amendment notice unless
deselected.

To receive a copy of the opportunity
by email, Buyers must select the Send
me a copy checkbox.

Buyers should edit the subject and body of the email notification as necessary to ensure that Suppliers
0 know if the opportunity is new or has been amended. Any content contained within curly brackets in the

email notification will auto-fill from fields in the BC Bid application.

Last Update: May 7, 2026
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Creating an Adde

ndum

An Addendum is created in the Discussion Forum to make minor changes or clarifications to an opportunity. Items that are
changed via Addendum could be: clarification on a requirement, responding to a Supplier question, and providing additional
information with an additional document. Creating an Addendum will not require Suppliers to submit a new Submission.

R

BRITISH

BCBid

COLUMBIA

Home Suppliers EIgE]T:

< 9
«
) Set up Project
&% Set up Team
%, Discussion Forum

) Set up Documents

W Add Suppliers
& Prepare RFx
i\ View RFx activity

e, Interested Supplier
- List
i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

[Site map] [Legal mentions]

Last Update: May 7,

41.

Operational Reports

Sourcing project: BPM085148 - RFP for Architect - Discussion Forum

If you have recently been assigned the "Official Contact" role, replacing a previous individual in the role, click t
Recover Messages
Search by keyword
Advanced search Reset
Display
Al 0~

Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" interf:
obtained from any other source is not official and should not be relied upon. Other information and rules rega

Please be neutral and objective in your commentary, as all data (messaging, evaluation notes, etc.) may be subj

Privacy Act.

Compose a.

0 Result(s) Result(s)

2026

41.To create an Addendum, click
Discussion Forum in the left-hand
menu.

Note: Keep "Public Portal" selected in
the list of recipients to publish on the
Addenda tab. Please refer to your

Training Guide for more information.

a. Click Compose.

Note: If the Official Contact, issuing
organization, Closing Date & Time,
Main Commodity, Other Commodity,
or Opening Date & Time of Unverified
Bids is changed, Buyers should notify
the invited Suppliers or public
through an Addendum.

[0 ,
0 Issuing Addendum
See Appendix 7.
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Acceptance b. Under the To section, in
R e (2RI the Recipients drop-down list,

select Public Portal for publicly

posted opportunities, or All Invited
cussion Forum S =) . .
Suppliers for opportunities that are
ol limited to specific suppliers. For the
addenda to be visible to all team
m Reset Message Type*
Enquiries o- Send C members, also add All Internal
ooy Team Members.
c. Optional: Select the Send me a copy
al Contact using the "enquiries" interface, if available, Pujar Gajanan checkbox to receive a copy of the
kion obtained from any other source is not official and f .
ies are set out in the "process rules” tab or within the notification.
To d. Enter the Subject in the following
hg, evaluation notes, etc)  « Message History Recipients ®* External Emails ® format: [Opportu nlty ID, Addendum
tion of Privacy Act. b. - # X]
_ e. Enter a message in the message text
Subject”
< Opportunity ID, Add # d. box.
f. Click the Click or Drag to add files
e. button to attach documents.
g. Click Send.
307,200 kb fimit m
f ¢ g. Note: Documents linked to the enquiries
) Click or Drag to add fil - . . e
1 or Pres fo s e are not visible in the email notifications
BCBidv12© . )
that are sent. You will have to log in to
0 Suppliers will receive notification on an addendum if they have selected the Start Submission view and download them or use the
button and the message is sent to All Invited Suppliers. When issuing Addendums “all invited Public Portal.

Suppliers” includes any supplier who has hit start submission or has been added to any
amendment/lot on your Opportunity. If it's for an invite only downstream version of your
Opportunity, choose each supplier individually.
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Changes to Closing Date & Time

Changes to the Closing Date & Time do not require an Amendment but must have an Addendum issued to notify Suppliers of
the change.

42.1In the left-hand menu, click Prepare
RFx.
a. Inthe Setup tab, update the

Closing Date & Time.
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx Optional: At this time enquiries

. deadline can also be changed without
Save and Close B Validate & Save .
creating a new amendment.

b. Click Validate & Save.

2

S, | BCBid

Home Suppliers L8 Operational Reports

«
[ Set up Project

‘& Set up Team

& Discussion Fo Issue Date and Closing Date (times are shown in Pacific Time) c. Proceed with creating an
= ] ISCUssion rum
Addendum to notify Suppliers of
L) Set up Documents Issue Date ® b. th h S C ti
2022-03-16 1:10:41 PM € change. >ee Lrealing an
W Add Suppliers Closing Date & Time ® a. Addendum section for
& Prepare RFx @ (42, 2022-04-15 2:00:00PM Q@ ~ additional information.
B Amendment Date & Time ®
#\ View RFx activity
2022-03-16 3:22:54 PM
| l
at Lr;gterested S Enquiries Deadline ®
2022-04-08 2:00:00 PM

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

[Site map] [Legal mentions]
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Cancel an Open Opportunity

2

BRITISH C "R
COLUMBIA 5( Bld

ne Suppliers ELIUELEE Operational Reports

< 9 %
«
Set up Project
Set up Team
Discussion Forum

Set up Documents

Add Suppliers
43,

Prepare RFx

View RFx activity

Interested Supplier
List

Unverified Bid Results

Analyze & Award

Notify & Share
map] [Legal mentions]

Sourcing project: BPM248913 - RFP for Architect - Prepare RFx

Save and Close B Validate & Save

Lot: 1 -Amendment: U - KFP tor Architect (Open) &9 ~

Setup Additional RFx Info Documents Suppliers

Prepare RFx - Setup

RFx Settings

Opportunity ID

485607
RFx Status

Open Cancel
Opportunity Type

Request for Proposal (BPS)

Opportunity Description

43.0ptional: In the left-hand menu, click
Prepare RFx.
a. Inthe Setup tab, click the
Cancel button.
b. Then click OK.

0 If the deletion of an opportunity needs to be reversed contact BC Bid Help Desk.

Last Update: May 7, 2026
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Interested Supplier List

.2

BRITISH
COLUMBIA

BCBid

Home

< 9 %%
«
[ Set up Project
‘& Set up Team
®, Discussion Forum

L) Set up Documents

® Add Suppliers
& Prepare RFx
i\ View RFx activity

e, Interested Supplier 44.
" List

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

Last Update: May 7, 2026

Sourcing project: BPM085170 - RFP for Architect - Interested Supplie

Interested Supplier List

[Site map] [Legal mentions]

Suppliers ELIGENE Operational Reports

Search for the desired RFx Lot - Amendment in order to see the Interested Supplier List for it.

RFx Lot - Amendment RFx Status
Lot 1 - Amendment 1 : RFP for Architect € ~ Open

Contact Contact
First Name Last Nam

Legal Name Doing Business as Name Additional Information

Company A

e Company A Corp Ally

Acorn

1 Result(s)

44.0ptional: In the left-hand menu, click

Interested Supplier List to review
the list of Suppliers who have joined
the list of public-facing interested
Suppliers for the opportunity.

Note: This step is applicable only if the
Interested Supplier List used for this
RFx checkbox was checked in the
Setup tab. It is not mandatory for the
Suppliers to join the Interested
Supplier List.

AR
Viewing Interested Supplier List
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Upload Submissions to Open Opportunities
45.0ptional: To upload a Submission

"
Brmsi | BCBid received by hard-copy or email for
Home Suppliers JRLI{aLi:@ Operational Reports Open Opportumtlesr SUCh as the
Request for Information, add the
< 00 IR ¢ Sourcing project: BPM249005 - RFI for Architect - Prepare RFx Supplier in Add Suppliers menu and
« . click Save.
|
[ Setup Project a. Navigate to Prepare RFx menu
& Set up Team Setup Additional RFx Info Documents Suppliers a and CIICk Valldate & Save.
' b. In the View RFx activity menu
%) Discussion Forum o
Prepare RFx - Setup Upload the Submission by
s D . . i
€ setup Documents completing the steps identified
® Add Suppliers RFx Settings in Uploading Submissions.
& Prepare RFx 45. . .
Opportunity ID Note: If the Validate & Save button is not
£ View RFxactivity b. 485731 selected “NA” will appear in the View RFx
g WiesindSupgiler RFx Status activity menu.
IS
Open Cang Note: When adding suppliers, Shell
= Unverified Bid Results Opportunity Type Suppliers are marked with [SHELL
® Analyze & Award Request for Information (BPS) (Unregistered) Su ppller]
Opportunity Description
@ Notify & Share

[Site map] [Legal mentions]

0 Upload Submissions to open opportunities step is applicable if the Sealed Submissions checkbox in Setup
tab was deselected before issuing the opportunity.
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Step 5 - Opportunity Close

View Submissions

46.1In the left-hand menu, click View RFx

Home

L 2

BRITISH
COLUMBIA

ST S Sourcing

[Site map] [Legal mentions]

BCBid

Operational Reports

Last Update: May 7, 2026

activity to review the received
Submissions.

) ) ) ) o a. Click Refresh to update the
¢ 00 IR ¢ Sourcing project: BPM085170 - RFP for Architect - View RFx activity Submission Availabl | i
ubmission Avallable column to
« see which of the listed Suppliers
O Setup Project s have submitted Submissions.
‘&% Setup Team Refrech Select the "Refresh' button to update "Submission Available" column.
®, Discussion Forum Note: The Refresh button works once
B Set up Documents v Lot:1-RFPfor Architect (Amendment 0 / Amendment 1) an opportunity is ‘Open, if the
Closed - Open for Submissions From: 2022-03-16 To: 2022-03-16 Submissions are not sealed. The
W Add Suppliers
B Prepare REx Supplier DBA Email Logins Last login (Pacific Time) Read docs. RefreSh bUtton Only WorkS once the
= e opportunity has closed for
M View RFx activity Eg$%?2§§1 CompanyACorp 2 1 2022-03-16 3:51:04 PM Submissions that are sealed
: 46.
e, Interested Supplier Company B
- List General Company B GP 1
Partnership
= Unverified Bid Results 2 Result(s)
¥ Analyze & Award All Submissions are sealed. The person in the Responsible role can unseal the Submissi
@ Notify & Share

Evaluations for all templates will be done outside the BC Bid application but the results can be captured in
the BC Bid application.
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R 3

BRITISH
COLUMBIA

BCBid

Home Suppliers ELl{alit-@ Operational Reports

< 9 %

) Set up Project
‘& Setup Team
®) Discussion Forum

L) Set up Documents

B Add Suppliers
& Prepare RFx
i\ View RFx activity

o, Interested Supplier
& List

i= Unverified Bid Results

¥ Analyze & Award

@ Notify & Share

«

Sourcing project: BPM085170 - RFP for Architect - View RFx activity

Refresh

v Lot : 1 - RFP for Architect (Amendment 0 / Amendment 1)

Select the 'Refresh' button to update "Submission Available" column.

Closed - Open for Submissions From: 2022-03-16 To: 2022-03-16

Supplier

Company A
Corporation

Company B
General
Partnership

2 Result(s)

All Submissions are sealed. The person in the Responsible role can unseal the Submissi

BA Email

CompanyACorp 2

Company B GP 1

Logins

1

Last login (Pacific Time) Read docs.

2022-03-16 3:51:04 PM

[Site map] [Legal mentions]

Ensure that all Submissions not
submitted through the BC Bid
application have been entered before
BC Bid electronic Submissions are
unsealed. Once BC Bid electronic
Submissions are unsealed,
Submissions not submitted through
BC Bid application cannot be added.

b. To add a Submission for a
Supplier not listed:
i. Click Add Suppliers.

. Search for the Supplier and then add

the Supplier.

. Click Save.
. If the Sealed Submissions checkbox in

Setup tab was deselected before
issuing the opportunity, click Prepare
RFx menu and then click Validate &
Save.

Return to the View RFx activity menu
to start entering Submissions not
submitted through BC Bid application.

Note: BC Bid should not be used as a source for record keeping. Record keeping needs to comply with ARCS/ORCS or the data
management policies of your organization.

Last Update: May 7, 2026

Page 106 of 175



Broader Public Service (BPS) Buyer Guide

Uploading Submissions

Submissions that are only to be viewed after Closing Date and Time, are uploaded after the opportunity is closed.

c. Inthe Submissions column, click
the + button to manually add a
Submission not submitted
through BC Bid application.

s project: BPM085170 - RFP for Architect - View RFx activity

[ Uploading Submissions

Efresh Select the 'Refresh' button to update "Submission Available" column.

Lot : 1 - RFP for Architect (Amendment O / Amendment 1)

osed - Open for Submissions From: 2022-03-16 To: 2022-03-16

Supplier DB Email Logins Last login (Pacific Time) Read docs. Submissions Declined Comment Accs
Company A 07 .£1. +

Corporation CompanyACorp 2 1 2022-03-16 3:51:04 PM ad
Company B

General Company B GP 1 s O d

Partnership

2 Result(s)

All Submissions are sealed. The person in the Responsible role can unseal the Submissions after 2022-03-16 3:52:14 PM (Pacific Time)
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i. Inthe Supplier Submission
dialog box, select the Offline

er Submission 8 O Submission Receipt date and
| sorit | oo i time.
pn Info ii. Optional: Upload the Submission
Submission Information Supplier Documents

by clicking Click or Drag to add
307,200 kb limit files button or directly dragging
and dropping files onto the

Opportunity ID
20656

Opportunity Description e D ¢ to add fil i
r .
RFP for Architect conegtos e bUtton'
Legal Name Note: document count field will
Company A Corporation detail the number of documents
Doing Business as Name attached to the submission
Company A Corp ven . .
iii. Click Submit.
Submission Type
Original
Submission Status Note: SHELL Supplier accounts

In progress

require an address to comply with
trade agreement requirements.

Offline Submission Receipt*

Offline Submission Entered
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iv. Review the dialog box and click
I Agree and Submit.

er Submission v. 8 0 Note: As a Buyer you are not
=N agreeing to this dialog box
n Info advisory. It is a step required to
+ Data has been saved upload a Submission into the BC
Do you really want to submit your Submission? Bid application for creation of the

contract award notice within

For purposes of this advisory: (i) the word “RFx” means that certain type of procurement or information gathering process identified in the
“overview" menu tab of the BC Bid application to which You are submitting a response; (ii) Your response to the RFx, regardless of the you r op po rtu n |ty
opportunity type, is referred to as Your “Submission”; (iii) the submitting party is referred to as “You” or “Your”; (iv) each of the defined terms
in this paragraph may be cross-referenced to defined terms set out in the applicable RFx.

You are about to make a Submission to an RFx. By submitting the Submission, You agree to all of the terms and conditions of the RFx, v. Click Save & Close.
including any applicable process rules pertaining to the RFx that are located on the “process rules” menu tab of the BC Bid application.

» Total number of attached documents: O iv.

| Agree and Submit

Submission Type
Original
Submission Status

In progress

Offline Submission Receipt*
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Acceptance d. Optional: Select the Declined
AustContrsst () @) GalranP. v checkbox to track all invited
Suppliers who did not provide a
Submission.

A\rchitect - View RFx activity n =

.

"Submission Available" column.

ment 0 / Amendment 1)

P022-03-16

Submission Available
Last login (Pacific Time) Read docs. Submissions Declined Comment Access Confirm with "Refresh"”

2022-03-16 3:51:04 PM i o
& O
+ 0O e}

d. @

Responsible role can unseal the Submissions after 2022-03-16 3:52:14 PM (Pacific Time) from the Prepare RFx tab.

BCBidv1.2©
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Open Envelope Opportunities

Open envelope opportunities (those that allow unsealed submissions) include a function that ensures Buyers can upload offline
submissions received seconds prior to the opportunity closing.

1. To activate this functionality in applicable
templates, make sure to uncheck the box for Sealed

|| Home (Admin) Home Suppiiers [ESMISI Buyer Registrations Operational Reports  Audit Reports  Analytics Admin  Config _Integration  Contact Us

< " 1 Sourcing project: BPM543402 - Open envelope guide update - Prepare RFx Submissions under Advanced options When
5 creating your opportunity as shown to the left.
S e
t.-a- :

Estimated Contract Duration in months) &

Category

Summary Detalls
Sumemary Detds

Issue Date and Closing Date (times are shown in Pacific Time)

Issue Date O

2395.11.9 11:27:4% Auto issuing @
125.11
2025-11-2 At

Closing Date & Time &

2025-11-2 e

Enguiries Deadline (O
Interested Supplier List used for this RFx
Visible to Public

Puost this opportunity publicly?

~ Advanced Options

Sealed Submissions @
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- To upload an offline submission received
e <. [ e Pefore the closing date/time to an open
< 9 % Sourcing project: BPM543402 - Open envelope guide update - Prepare RFx envelope opportunity after the
_ <« opportunity has closed, follow these
Set up Project Steps:

28t Setup Team

& Di E © Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.
Discussion Forum

2. Using the left-hand menu,

Setup
) Documents Selected Lot - Amendment * .
Lot : 1 - Amendment : 0 - Open envelope guide update (Open) @ ~  Q View as supplier CI I Ck Prepa re fo
B Add Suppliers
Setup Additional RFx Info Documents Suppliers 3 Click Tem porarily Seal 0pportunity
& Prepare RFx 2 .
#h  View RFx activity Prepare RFx - Setup
Interested
&°* Supplier List X
RFx Settings
Unverified Bid
i= Results 3
Opportunity ID
Y  Analyze & Award a2
1066440 Temparatily Sealed Temporarily Seal Opportunity
@ Notify & Share RFx Status
Closed Cancel Complete
Opportunity Type

Request for Standing Offer (BPS)

Opportunity Description

Open envelope guide update
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4. The opportunity should
indicate that it is temporarily

LGOS Buyer Registrations Operational Reports  Audit Reports Analytics Admin Config Integration Contact Us Sealed as ShOWﬂ to the |eft

{ " % Sourcing project: BPM 543402 - Open envelope guide update - Prepare RFx

&«

Set up Project

"

Set up Team
@ Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.

® Discussion Forum
Set up
L) Documents Selected Lot - Amendment *
Lot: 1 - Amendment : O - Open envelope guide update (Open) @ ~ Q, View as supplier
B Add Suppliers
Setup Additional RFx Info Documents Suppliers
& Prepare RFx
i View RFx activity Prepare RFx - Setup
Interested
2+ Supplier List .
RFx Settings
Unverified Bid
= Results 4
v Opportunity ID Template
Analyze & Award
Y 1066440 41 Temporarily Sealed
0 Motify & Share RFx Status
Closed Cancel Complete
Opportunity Type

Request for Standing Offer (BPS)
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Next, proceed to follow the steps listed under the Upload Submissions tab.

Once you have finished uploading all submissions:

5.Click on View RFx

st
act|V|ty.
{ 9 ¥ Sourcing project: BPM543402 - Open envelope guide update - View RFx activity 6.Click the Remove
&«
@ Save temporary seal

] Setup Project

button.

Set up Team . S
View RFx activity

e

Discussion Forum

Set up

4 Documents Refresh Select the 'Refresh’ button to update "Submission Available” column. Remove temporary seal 6

B Add Suppliers
+ Lot:1-Open envelope guide update - | Amendment O

& Prepare RFx
Closed - Open for Submissions From: 2025-11-25 To: 2025-11-25

@ View RFx activity 5
Interested
&+ Supplier List
; : . i 3 g . i - £ ' . : Submission Available
Unverified Bid Supplier = DBA > Email £ Logins £ Lastlogin(PacificTime) £ Submissions £ Declined & Comment % Confirm with “Refresh” =

i= Results

Company A Corporation Company A Corp 1 +

All Submissions are sealed. The person in the Responsible role can unseal the Submissions after 2025-11-25 11:30:00 AM (Pacific Time) from the Prepare RFx tab.

Y Analyze & Award
@

Notify & Share
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M Buyer Registrations Operational Reports Audit Reports Analytics Admin Config Integration Contact Us I. The Remove temporary seal

burcing project: BPM 543402 - Open envelope guide update - View RFx activity Fhu(;ctrci)ghsthould disappear as shown to

@ Save i, You should be able to view the
offline submissions that have been
uploaded by clicking the magnifying
glass next to each supplier record.

ew RFx activity

Refre<h Select the 'Refresh’ button to update “Submission Available® column.

~ Lot:1-Open envelope guide update - | Amendment 0|

Closed - Open for Submissions From: 2025-11-25 To: 2025-11-25

Supplier DBA + Email & Logins & Lastlogin (Pacific Time) & Submissions & Declined %

Company A Corporation Company A Corp 1 Q { “

Note: You can repeat this process multiple times as long as the status of the opportunity is Closed. Once the opportunity
has been updated to the status of Completed the Temporarily Seal Opportunity function will be permanently unavailable for
the opportunity. This step cannot be reversed.

Last Update: May 7, 2026 Page 115 of 175



Broader Public Service (BPS) Buyer Guide

Unsealing and Downloading Submissions

Before unsealing Submissions ensure that all Submissions not submitted through the BC Bid application have been uploaded to
the opportunity.

a. In the left-hand menu, click

2
Prepare RFx.

citumsia - BCBid

Home Suppliers L@ Operational Reports

Note: This step is applicable only if the
< 9 % Sourcing project: BPM085170 - RFP for Architect - Prepare RFx Sealed Submissions checkbox was

« selected in the Setup tab.
i. On the Setup tab, scroll
down to Sealed
Submissions.
ii. Inthe Sealed Submissions

[0 Set up Project

‘& Setup Team Visible to Public

®) Discussion Forum

Set up D t . .
9 Setup Documents section, as the user with the
B Add Suppliers Responsible role, click the
R . Sealed Submissions padlock icon to unseal the
B Prepare RFx .

£ All Submissions are sealed. The person in the Responsible role can unseal the Submissi Submissions and then click
i\ View RFx activity
i OK.

e, Interested Supplier v Advanced Options
- List

Note: A pop-up will display before

i= Unverified Bid Results
unsealing submissions with the

¥ Analyze & Award fO”OWing:
@ Notify & Share v Tracking
s ‘Have you uploaded ALL offline

Submissions into BC Bid?
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If not, click CANCEL. If you click OK,
Bumsi | BORid you will no longer be able to upload
offline Submissions. Once unsealed,
offline Submissions cannot be

Home Suppliers LG8 Operational Reports

< 9 % Sourcing project: BPM085170 - RFP for Architect - View RFx activity uploaded. Please refer to your Buyer
« Guide for full instructions.’
] Setup Project
Refresh Select the 'Refresh’ button to update "Submission Available" column.
& Set up Team 1_H Unsealing and downloading
& Diccission Eorim v Lot:1 - RFP for Architect (Amendment 0 / Amendment 1) Submissions
L) Set up Documents Processing - Open for Submissions From: 2022-03-16 To: 2022-03-16
® Add Suppliers Supplier DBA Email Logins Last login (Pacific Time) Read docs. b. In the left-hand menu, click
B Prepare RFx Eg;‘;‘;ﬂggg] CompanyACorp 2 1 2022-03-16 3:51:04 PM View RFx activity.
'\ View RFx activity f. Company B
General Company B GP 2
. Partnership
o, Interested Supplier
- List Company C
Sole Company C SP
i= Unverified Bid Results Proprietor
3 Result(s)

¥ Analyze & Award
Submissions are now available for evaluation, unsealed on 2022-03-16 4:03:16 PM (P

@ Notify & Share by PUJAR Gajanan

[Site map] [Legal mentions]
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Acceptance

Adjust Contrast Ja\ 9 Gajanan P. v

\rchitect - View RFx activity o B

’

"Submission Available" column.

ment 0 / Amendment 1)

To: 2022-03-16

Submission Available
Last login (Pacific Time) Read docs. Submissions Declined Comment Access Confirm with "Refresh”

2022-03-16 3:51:04 PM i. Q @]
Q ®
Q ®

Linsealed on 2022-03-16 4:03:16 PM (Pacific Time)

BCBidv1.2©

@

the toggle button.

Last Update: May 7, 2026

i. Click the magnifying glass
icon beside each Supplier in
the Submissions column to
access the Submissions.

Note: To confirm if Suppliers opened
all procurement documents uploaded
to the Documents tab before
Submission, Buyers should view the
Read docs column. If, for example,
five documents were uploaded to the
Documents tab, and a Supplier
opened all five documents before
submitting a Submission, the Read
docs column will display “5” for that
Supplier.

If the Read docs. column is not visible, select the cog icon and make the 'Read docs' column visible using
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BRITISH
COLUMBIA

Set up Project
Set up Team
Discussion Forum

Set up Documents

Add Suppliers
Prepare RFx
View RFx activity

Interested Supplier
List

Analyze & Award

Notify & Share

Unverified Bid Results

BCBid

List of Submissions

Status

Opportunity Description

RFP for Architect O [x

Received

o R

Filters Opportunity Description: RFP for Architect O » Status: Received x
I Download selected Submissions

-~ 1

v Opportunity Description  Title Status (l%m

1 Result(s)

RFP for Architect - 0 Submission # 1 Received 2022-01-12 12:00:00 AM

2 Result(s)

Select the Submission and
then click Download
selected Submissions.

Note: If alternative Submissions are
allowed, select the appropriate

Reset Submission to download it.

Zipped files generated after clicking
Download selected Submissions will
include a set of folders named after
each Supplier. However, the files
within each folder will not have the
Supplier's name in the filename.
Caution should be taken to separate
the files or rename them to preserve
the Supplier identification per
Submission.

Total Decision

map] [Legal mentions]
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Unverified Bid Results

P 4. In the left-hand menu, click
Bxmsi | BCOBid Unverified Bid Results to enter the
Home Suppliers BELIlV-8 Operational Reports bld I’ESU|tS.
< 00 IR ¢ Sourcing project: BPM085170 - RFP for Architect - Unverified Bid Res Note: This step is applicable only if the

« Opening and Unverified Bids us.ed for
the RFx checkbox was selected in the
Unverified Bid Results Prepare RFx menu, Setup tab.

) Set up Project
&% Set up Team

%, Discussion Forum

a. Click Step 1 - Manually Enter

Set up D t RFx Lot - Amendment Unverified Bid Re] . g .

9 Set up Documents Unverified Bid Result.
Lot 1 - Amendment 1 : RFP for Architect 0~ Unverified Am

® Add Suppliers -

B Prepare RFx Click the "Manually Enter Unverified Bid Result" button to open a window that will allow yq 'il' Unverified Bid Results

manual entries. Use the pencil beside an entry to edit it.

i\ View RFx activity

e, Interested Supplier X .
- List Step 1 - Manually Enter Unverified Bid Result a.
47.

i= Unverified Bid Results

o
=
o
S
R
@
o
<
D
=]
-

Supplier Name Supplier Location Amount

¥ Analyze & Award 0 Result(s)

@ Notify & Share

[Site map] [Legal mentions]
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In the dialog box, complete the
BCBid foIIowi.ng:

. . i. Enter the Unverified
Unverified Bid
Tender Amount.
Note: This field may change
Unverified Bid . . .
depending on the selection made in
RFx Opportunity ID Unverified Bid Results Format ~ Status the Unverified Bid Results Format
P Eec el S i drop-down list in Prepare RFx - Setup
Supplier* i tab.
Company A Corporation [ I Do not display as Unverified Bid ii. Selectthe Supplier from the
Supplier Location iii. drop down list.
900 Jackson Ave, Langford iii. Optional: Enter the Supplier Location.
iv. v. p iv. Optional: Enter the Original Bid
Original Bid Amount Manual Revision Amount Unverified Tender Amount* i Amount
100000 v. Optional: Enter the Manual Revision
Receipt Date & Time (Pacific Time) Vi. Amount.
©- vi. Optional: Select Receipt Date & Time.
vii. Click Save & Close.

1 LUITIT 1dVE DTCH LTHUTED DSUDITIILEU, CHUR U UIT. FUDinmsil UNHve iicu DIU REOUILWL W Fuunic ruitdl DuLul w iiidane uic

tnndarvrthat chaild nak bha nihlichad vica dha nancil in dha avid alhavn da AdiE i and vaavl b e "NA nak Adicnlav ac L lnonaeif

0 The Do not display as Unverified Bid checkbox allows a Buyer to upload Bids that are not compliant with
one or more obvious mandatory criteria. These Bids are not displayed as Unverified Bids.
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b. Click Step 2 - Publish
Unverified Bid Results to

1
Public Portal.

Operational Reports

Sourcing project: BPM085170 - RFP for Architect - Unverified Bid Results Note: The status of the bids will
change to Published.

d.
Original Bid Manual Revision Unverifiq C. Optional: Click Alternative Step
Supplier Name Supplier Location Amount Amount 2.p bl h 0 Bd to P bl'
- PUDIIS 1as to PUnlic
#" Company A Corporation 900 Jackson Ave, Langford 1 Portal
&' Company B General Partnership 1120 Dell Street, Kelowna 1 .
2Resuty Note: This option will update the

Public Dashboard to indicate that
there were no bids.

If there have been tenders submitted, click on the "Publish Unverified Bid Results to Public Portal" button to make the unverified
tender that should not be published, use the pencil in the grid above to edit it and mark it as "Do not display as Unverified Bid" be

Public Portal. d. Click Save.
Step 2 - Publish Unverified Bid Results to Public Portal

o

If no tenders were submitted for this RFx, click on "Publish O Bids to Public Portal" button to update the Public Portal to indicate t| Note: Ofﬂlne su bm|55|0n recelpt

: cates and times enterect during th

unverified bid results process will

- auto-populate when entering

subsequent hardcopy submissions.

Last Update: May 7, 2026 Page 122 of 175



Broader Public Service (BPS) Buyer Guide

5. Inthe left-hand menu, click Analyze &
Award.
) ) a. The number here will indicate
< g o Sourcing project: BPM542827 - RFP - Analyze & Award L
<3 the total number of submissions
Set up Project received fOF the Opportunity.

2~ Set up Team

Home (Admin) Home Suppliers ELIELEE Operational Reports  Analytics Admin  Config  Integration

@ Fields marked by an asterisk * are mandatory. All times are displayed as Pacific Time.

®, Discussion Forum
B Set up Documents
Analyze & Award EE 1
T .
M Add Suppliers Awa rd In a
B Prepare Rx Selected Amendment Contract/Shortlisting
Lot : 1 - Amendment : O - RFP (Processing) 0 -

ik View RFx activity

Interested Supplies
ar R ] & Submissions

2 a

Total Submissions Submitted

¥  Analyze & Award 48
@

Notify & Share

Using the icons in the Decision column, indicate if you want to:

-Award the contract to this supplier (trophy icon)

Not award the contract to this supplier (stop sign icon)

-Add supplier to a qualified supplier list (e.g. from a SURFQ) or a shortlist (list icon)

Do not select 'Confirm Decision' after selecting the list icon to create qualified supplier list or shortlist

~ 0 Y
Supplier DBA Title é;';ﬁ??rﬂ:s Total  Status® Nen-admissible Reason S"g:tmgﬁs:ﬁ:l:‘?é:s’
SnortyApple SnortyApple Submission 2024-10-24 Receive @ ~
partnership DBA #2 9:01:39 AM d
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0 - RFP (Processing) o -

2

ions Submitted

ecision column, indicate if you want to:

his supplier (trophy icon)

to this supplier (stop sign icon)

hed supplier list (e.g. from a SURFQ) or a shortlist (list icon)

Pecision’ after selecting the list icon to create qualified supplier list or shortlist

bBA Title Received on Total  Status® Non-admissible Reason

(Pacific Time)
ortyApple Submission 2024-10-24 [ e 0 -
BA #2 9:01:39 AM
Non-admissible
ortyApple Submission 2024-10-24 Receive @ ~
BA #1 9:00:42 AM d

Submission withdrawn
at Supplier request

@

Bid Security

b

Decision

Decision By
(First Name)

George

@ George

Last Update: May 7, 2026

b. In the Submissions tab,
manually select the decision for
each Submission using the
appropriate icon options n the
Decision column. The award
decision (Trophy icon) should be
selected last.

c. To reject a Submission for failing
mandatory requirements, enter
a Non-admissible Reason for
the appropriate Supplier and
click the Do not award icon in
the Decision column.

d. Click Save.

Note: Buyers can change the status of
a Submission to Non-admissible by
clicking Non-admissible in the Status
drop-down list. This step must be
completed after entering a Non-
admissible Reason and all official
notifications are sent to the Suppliers
as Suppliers can see the updated
status on their Supplier Dashboard.
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Step 7 - Notify & Share

- 6. In the left-hand menu, click Notify &
Bt | BCBid Share to notify all Suppliers.

Home Suppliers ELIIELE Operational Reports

< O % Sourcing project: BPM085170 - RFP for Architect - Notify & Share

) Set up Project

Search Submissions
‘&t Set up Team

Supplier Amendment
# Discussion Forum -~ Lot:1- RFP for Architect - Amendment : 1 - l
) Set up Documents
Decision
® Add Suppliers Unsuccessful Selected 0 -
& Prepare RFx

i\ View RFx activity

Int ted Suppli
at Lr;scteres e suppier Notifications Sent (Selected and Not Selected)

i= Unverified Bid Results

Supplier DBA Lot / Amendment Submission Decision Awar|
Anal & Award
¥ Analyze & Awar Company A Corporation /C\%E‘r’sny Lot: 1 /Amendment:1 Submission# 1 Selected
@ Notify & Share 49.

Company B General Partnership goGn;)pany Lot : 1/ Amendment: 1 Submission # 1 Unsuccessful

Company C Sole Proprietor gosn;pany Lot : 1 /Amendment: 1 Submission # 1 Unsuccessful

[Site map] [Legal mentions]

0 Buyers can use the Search Submissions section to narrow filter by Supplier, Amendment or the Decision
made in the Analyze & Award menu.
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Fcing project: BPM085170 - RFP for Architect - Notify & Share

B R L TV PP PR )

Supplier Amendment
- Lot : 1 - RFP for Architect - Amendment : 1
Decision
Unsuccessful Selected Q-

Notifications Sent (Selected and Not Selected)

3 Result(s)

(%

Supplier DBA Lot / Amendment Submission Decision
Company A Corporation g%ngfs"y Lot: 1 /Amendment: 1 Submission # 1 Selected
Company B General Partnership (BZOG";D'JB”Y Lot:1/Amendment: 1 Submission # 1 Unsuccessful

a.
Company C Sole Proprietor gosrgpany Lot : 1 /Amendment: 1 Submission # 1 Unsuccessful

Q Search Reset

Award amount Notification

Send notification

Send Notification

Send Notification

a. Click Send notification in the
Notification column. This will
open Send an e-mail dialog
box.

Note: For opportunity types that
involve shortlisting or qualifying
Suppliers, Buyers notify the Suppliers
through the Discussion Forum or a
communication channel external to
BC Bid application.

>°Ae . .
L0 Sending List Results
Notification to Suppliers
Contract Aw|
Create Con| l_eA@ .
0 Sending Award Results

Notification to Suppliers

Last Update: May 7, 2026
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b. Optional: In the Email section,
ms, | BCBid the BC Bid application displays a

o S Send an e-mail default email template that can
be edited as necessary and
PO IR m allows attachments to be added
Send to to the email.
oject c. c. Click Send & Close
v
e ® Doing Business as Name User
bn Forum Contacts
ocuments o v
v Company A Corp
bliers Y X '{%st
RFx T
activity
1 Result(s)
d Supplier
L4 Bid Rest Copy all team members
& Award Email b.
Share Ty ey

gal mentions]
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Contract Award Summary

Home Suppliers ELIIELEY Operational Reports Contact Us

< D w

] Setup Project
2% Setup Team
® Discussion Forum

Setup
£ Documents

Project Schedule

Add Suppliers

v

Prepare RFx
@ View RFx activity

Interested
* Supplier List

Q Analyze & Award

@ Notify & Share

Sourcing project: BPM543184 - Contract Award Notice from RFx - Guide - Notify &....

Notify & Share
Notify Suppliers and Create a Contract Award Summary

Search Submissions

Supplier Amendment
v  Lot:1 - Amendment: O - Contract Award Notice from RFx - 0- Q Search Reset
Guide
Decision
Unsuccessful Selected 0-

Notifications Sent (Selected and Not Selected)

Supplier DBA Lot / Amendment Submission Decision Award amount Notification Contract Award Summary

SnortyApple partnership SnortyApple DBA Lot:1/Amendment:0 Submission # 1 Selected Send notification Create Contract Award Notice

1 Record(s) ]
v Items synthesis
0 Record(s)

v Award overview

Last Update: May 7, 2026

d. Click Create Contract
Award Summary.

Note: The contract award notice
should be published, when
appropriate, as soon as possible
after the Contract has been signed.

If awarding multiple Contracts from
a single opportunity, do not use the
contract award notice within the
opportunity. Use the Contract
Award Notice webform. See Direct
Award section for use, but include
your Opportunity Type and
‘competitive’ for your Justification.

0
1A Creating Contract Award
Summary
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Home Suppliers ST Operational Reports Contact Us
Sourcing project: BPM543184 - Contract Award Notice from RFx - Guide - Notify & ...

Contract:

- viii
,

General Information
_ Sourcing Project Status
- Contract Award Notice from RFx - Guide Awarded ]
"y Contract Number * Contract contact email * Issuing Location*

123TEST456 i CompanyA@noemails.com Victoria, BC i ii
.
- Award Date ©* Contract Value* Justification for Direct Award/Limited Tendering
i 2025052 v 300,000
:.
Vv
¥
Vi

® Notil

Type

e. Inthe dialog box, complete the
following:

=3 i. Enter Contract Number.
ii. Enter Contract contact

email.
iii. Enter the full address of the
—-— Issuing Location.

SnortyApple partnership ®

iv. Select Award Date.

suppler ContactAddres o—{vil v. Enter Contract Value.

Office Street Address ©* . M e "

563 Superio vi. Enter “Competitive
SRS in Justification for Direct
Postl Code Gy’ Award/Limited Tendering.

VaviIT9 Victoria
County” Stte/Province vii. Enter the Supplier Contract

CANADA Q- itshCoumba @~

— ey Address.
Map Sateliite kel . .
- i I viii. Click Publish.
X
563 Superior St { b
% O 179 Victoria =)

9
N

W20°G€ M s dmcaasooge Tems Reporta g amr

Last Update: May 7, 2026
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f. Click Close.

Sourcing project: BPM543184 - Contract Award Notice from RFx - Guide - Notify & ...
Contract: CTR211977 - 123TEST456 (Running)
., Submission
Contract Award Notice from RFx - Guide{Submission # 1
s General Information
. Sourcing Project Status
Contract Award Notice from RFx - Guide Awarded
= Contract Number Contract contact email Issuing Location Supplier
i 123TEST456 CompanyA@noemails.com Victoria, BC SnortyApple partnership ®
ot Award Date ©® Contract Value Justification for Direct Award/Limited Tendering .
¢ Supy 2025-05-27 300,000.00 Supplier Contract Address
Office Street Address ©
: 2 563 Superior St
@ Notil Mailing Address (if different)
Postal Code City
VBV 179 Victoria
Country State/Province
CANADA British Columbia
~ - "
Map  Satellite HH
L ek @7
< Roysl BC Museum ©
a [
§ A @ §
o 4 L 15T 4
@ ow,
o
\ g 8
v, &y
@ &8 Yoo S
F JAMES BAY &
Goligle o i " ey i Cheas oo™ Terma . Asperta map aer
Iy (0 /
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Editing a Contract Award Notice

Notify & Share
Notify Suppliers and Create a Contract Award Summary
Search Submissions

Supplier Amendment

Guide

Decision
Unsuccessful Selected 0-

P A
Notifications Sent (Selected and Not Selected)
© Notfy & Share
Supplier DBA s Lot/Amendment & Submission Decision
1 vADp SnortyApple DBA Lot:1/ 0 Submission # 1 Selected
1Records)

v Items synthesis

0 Record(s)

v Award overview

Items

+  Lot:1-Amendment: 0 - Contract Award Notice from RFx- @ « m Reset

Awardamount  Notification Contract Award Summary

[CTR211977) 123TEST456
Send notification

< 9% Sourcing project: BPM543184 - Contract Award Notice from RFx - Guide - Notify & ...

Create Contract Award Notice

Price CAD

Allitems

Awarded items only (0/ 0)

@

Open the opportunity in which
you created a Contract Award Notice
via the Notify & Share tab.

a. Select the hyperlink above the
Create Contract Award
Summary button.

0 This action cannot be completed after the steps identified in Complete an Opportunity (next section).

Last Update: May 7, 2026
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2.  Make any required changes on

Sourcing project: BPM543184 - Contract Award Notice from RFx - Guide - Notify & ... the contract page_ Note you can
Contract: CTR211977 - 123TEST456 (Running) .
only make changes to these fields:
w sl 3N R4 a) Contract Number
" sl b) Contract contact email
Sourcing Projs Status fx reference - .
Lcrl;‘.\:»‘f:rc Notice from RFx - Guide /:.-,Jmc b RCD""-’“AWJ’C’ Notice from RFx - Guide C) ISS uin g Locat ion
N Contract Number* Contract contact email* Issuing Location* Supplier d) Awa rd Date
W 123TEST456 a CompanyA@noemails.com [ Vancouveq, BC C SnortyApple partnership @
5 Award Date ©* d Contract Value* Justification for Direct Award/Limited Tendering Suopiler Contract Add g e) contraCt Value
£ 2025-05-2 300.000.00 e upplier Contrac ress o guo . .
i s f) Justification for Direct
. 563 Superior Award/Limited Tendering
i f o= g) Supplier Contract Address
@ Notil Po:;/c:j: Gt\:;wm 3. C||Ck PUbliSh.
County’ Stte/Province” 4. Then click Close.
CANADA Q. pitshCoumbia @~
3 Map ) Satellite v
8 F Belieille 5, o
d Royal BC Museum ©) o
@ 8
) _ Note: A Contract Award Notice
R A cannot be deleted. Please contact
S B s 30 s the BC Bid helpdesk if you require
Contrct Trpe any assistance
211977 Simple Agreement
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Step 8 - Completing an Opportunity

P 5. When appropriate, change the status
Bwmsi | BCBid of the opportunity to ‘Completed"
a. Intheleft-hand menu, click

Prepare RFx.
< 9 % Sourcing project: BPM085148 - RFP for Architect - Prepare RFx i. Click the Setup tab.

Save and Close B Validate & Sa
Selected Lot - Amendment*

()
s Set up Team Lot : 1 - Amendment : O - RFP for Architect (Closed) € ~ Completlnq an opportunltv

Home Suppliers ELULI:8 Operational Reports

«

[ Setup Project

%) Discussion Forum . X
= DEGESERGe Setup Additional RFx Info Documents Suppliers

) Set up Documents i
Prepare RFx - Setup
M Add Suppliers

B Prepare RFx a. RFx Settings

1\ View RFx activity

e, Interested Supplier Opporhnity ID

= List 156008
i= Unverified Bid Results RFx Status
Closed Canc

¥ Analyze & Award Opportunity Type

@ Notify & Share Request for Proposal (BPS)
[Site map] [Legal mentions]

0 This step does not apply to opportunities with continuous intake until the Closing Date is reached.
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Acceptance b. Click Complete to change the
Adjust Contrast Q 9 Gajanan P. v RFx Status to ’Completed’.

Note: Click Cancel to cancel the
\rchitect - Prepare RFx o B opportunity at any point before the

contract award notice is published.
- -

There can be different reasons for
Dv

cancelling an opportunity.

Ippliers

Cancel Complete b.

BCBidv1.2©

o Suppliers who participated in the opportunity will see the opportunity in ‘Processing’ status until the RFx
status is changed to ‘Completed’ by clicking the Complete button.
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Creating a New Lot

Lots are utilized in multi-stage procurements, they connect different stages of a procurement (eg: RFI, RFQ and RFP). The
Discussion Forum, Set up Team, Set up Documents, and Enquiries as well as the Add Supplier tabs are copied across all RFx/Lots

within a Sourcing Project.
6. Optional: To create a new Lot, in the

left-hand menu, click Prepare RFx.
a. Click Create a new Lot.

g project: BPM085148 - RFP for Architect - Prepare RFx Note: The information entered in
Discussion Forum, Set up Team, Set
|
up Documents and the Add Supplier
Lot - Amendment* . .
menus is copied across all
- Amendment : O - RFP for Architect (Closed) € ~ . Lo .
a. opportunities within a Sourcing
Additional RFx Info Documents Suppliers Project_

bare RFx - Setup

@E)
How to create a new Lot

x Settings

bportunity ID
156008

x Status

Completed

bportunity Type

Request for Proposal (BPS)
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Create a new Amendment/Lot

==

Commodity Organization

81101508 - Architectural engineering €@ ~ Agricultural Land Commission € ~ Q Search Reset
Program

- Templates only
Opportunity Type Lot # Amendment # Opportunity Description Issue Date Closing Date
@ Request for Proposal (BPS) 1 0 RFP for Architect 2022-03-15 2022-03-18

1 Result(s)
Copy Options

Choose what to copy
Copy from selected RFx
b. o

Blank Default from RFx Type

Setup Tab O O]

RFP for Architect

b. In the dialog box, within the
Copy Options table, ensure the
Default from RFx Type option
is selected.

c. Click Create & Close and then
click Continue.

Note: When you are editing or
reviewing an opportunity, ensure that
you are in the correct Lot.

After creating a new Lot, Buyers must complete the necessary menus and tabs then issue the opportunity

Last Update: May 7, 2026

Page 136 of 175



Broader Public Service (BPS) Buyer Guide

Toggle Amendment or Lot

Sieia | BCBid
Home Suppliers ELUELE Operational Reports
£ b0 IR ¢ Sourcing project: BPM018990 - RFP for Architect - Prepare RFx
« 52. Save and Close B Validate & Save n
[} Set up Project
&% Set up Team Selected Lot - Amendment* Q View as Supplier
‘ Lot : 2 - Amendment : O - 05 Jan 03 (Draft) @ ~
®, Di i o |
B Discussion Forum !, [OT 1
3 Setup Documents Lot : 1 - Amendment : O - 05 Jan 03 (Processing) Suppliers
LOT: 2 J

® Add Suppliers Prepare RFx - Setup
& Prepare RFx

RFx Settings
i1 View RFx activity
e, Interested Supplier m
- List
i= Unverified Bid Results

Opportunity ID*

155112

¥ Analyze & Award

RFx Status
@ Notify & Share =y

[Site map] [Legal mentions]

Last Update: May 7, 2026

7. Optional: To toggle between
Amendments or Lots, in Prepare RFx
menu, choose the Amendment or Lot
using the Selected Lot - Amendment
dropdown.
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Closeout a Sourcing Project

- 8. Optional: Change the status of the
Brmsi | BOBid Sourcing Project to ‘Closed”.
Home Suppliers [LIsl:@ Operational Reports a. In the left-hand menu, click Set
. . . . up Project.
< 9 % Sourcing project: BPM085148 - RFP for Architect - Set up Project ) P J .
i. Inthe Status drop-down list,
< click Closed.
] Set up Project a.
General Information
&% Set up Tear . . . .
R ) Note: This optional step is applicable
% Discussion Forum Code I . .
BPMO085148 to Sourcing Projects.
) Setup Documents Sourcing Project Type Status*
BPS Sourcing In progress 0~ 00
® Add Suppliers Sty Bessifion? Closed DdbeCrasted 1M Closeout a Sourcing Project
& Prepare RFx RFP for Architect 2022-03-
#\ View RFx activity
e, Interested Supplier
- List Issued By *
IS Uivesifiad Bid Rasults Agricultural Land Commission -
Issued For
¥ Analyze & Award -
@ Notify & Share Main Commodity * Program ®
81101508 - Architectural engineering Q- -
Other Commodities

[Site map] [Legal mentions]
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Special Considerations

Contract Award Notice

Home TR OperationalReports _Contact Us Buyers must use the Contract Award Notice for

—— .
¢ g ovenees all direct awards that are over threshold. The
Create Sourcing Project . .
ol Sopier s Contract Award Notice is used for any purchases
ualified Supplier Lists . .
p—— Buyer Resources My pending validations | from a standing arrangement, standing offer or
I \wart
. My Contract Award Notices BC Bid TEST Intended to provide a list of information resources Other form Of dlrECt seIECtlon' Addltlona“y' the
S . .
e Crae onact Avar ot [ for Buyers Contract Award Ngtlce is used for opportunities
Unverified Bid Results —— » Links to key training material,reference that result in multiple contract awards.
material, policies, etc.
= this year. « Information for contacting helpdesk
‘ l On June 7, 2024, the ACCEPTANCE [TEST) environment will be . .
Createa | | copiedtothe C 0 TANNG enfonment,ndyouwlno 1. In the Quick Access menu, click Create a
Sourcing onger have access to BC Bi 1 5 H H H .
Project o e s to B BAMCCETANGE (ST Contract Award or click Sourcing in the main
RFxin Draft ©) menu, then click Create Contract Award
@ Notice.
Createa 1
Contract
Award .
Note: The My Contract Award Notices menu
- is intended to allow Buyers to review and edit
Qualified the contract award notices that they have
Supplier
Lists created through the Create Contract Award
Notice form. It does not show (or allow Buyers
B to edit) Contract award notices that were
Suppliers . .
created through the Notify & Share menu in

an opportunity.

0,
Creating a Contract Award Notice
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Create Contract Award Notice for Procurement posted to BC Bid

Home Suppliers LGN Operational Reports Contact Us

< 9 % Create Contract Award Notice

This form has been updated. Learn more: Ministry Buyer BPS Buyer
**Must select BC Bid Opportunity or enter Opportunity Title and click Save to proceed
Select BC Bid Opportunity @ Enter Opportunity Title ®*

1066119 " OR
Test May 2025
1066119 2

Test opportunity May 2025

See All

Status*
Draft

2. Inthe dialog box, select the BC
Bid opportunity you have worked
on from the dropdown menu, so the
system will autofill all fields that
pertain to the opportunity (such as
description, opportunity ID, etc).

Note: you will only be able to select
from the dropdown those
opportunities in which you hold at
least one of these roles except read-
only (responsible, contributor,
and/or official contact).

Last Update: May 7, 2026
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3. Select the opportunity and then click

< 9D v Create Contract Award Notice Save.
8 Save 3

This form has been updated. Learn more: Ministry Buyer BPS Buyer
**Must select BC Bid Opportunity or enter Opportunity Title and click Save to proceed
Select BC Bid Opportunity ® Enter Opportunity Title ® Status*
| Test May 2025 Q- Draft o-

For System Use Only
System ID Type
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4. The system will automatically
< 9D % Create Contract Award Noti . . .
2 A populate all fields associated with the
| os SR information provided in the opportunity
This form has been updated. Lear more: inistry Buyer BPS Buyer posting. Once this is complete, proceed to
Select BC Bid Opportunity ®  Status* .. .
Test May 2025 Orat . complete any remaining mandatory fields,
Cporiy Tpe rmit Deon povstar which are indicated by a red asterisk (*):
Request for Proposal Test May 2025 BC Bid_TEST a 0. Split Award .
lsued By lssued For a. Select the Supplier from the

Supplier Contract Address b

Ministry of Citizens' Services

dropdown. If the supplier record

Eteraeep— e Ve c OT;?;:;::?:S@ does not exist in the system, create
e CotractContact Emal*  Supply Arangement reneAces B Qoo the supplier record. See Creating a
Av::: ::m@‘ Co:(c::t(\‘/ali:; = Justification for Direct Award/Limited Tendering Po\s/(:)l(i(;:e c“\:ilc(oria new squIier.
82025052 4 f JI| 3000000 g ooty R b. Enter the Supplier Contract

CANADA © - British Columbia 0. A d dr ess.

h K  sweme || ol 2 c. Enter the Issuing Location. Issuing
ook Location must be a complete
address.
4Tt &o X7 Enter the Contract number.

Eter the Contract Contact Email.
Select the Award Date.

Enter the Contract Value.

Enter the Justification for Direct
Award/Limited Tendering. If
awarding multiple contracts from 1
Opportunity, type “Competitive” into
the textbox.

i. Click Save.

Qi

Goobls v 1
| ©ocg %_& B9 Map 0nta C2025 Google Tems  Report 3 mag encr

For Svstem iiw i |nlv

S@e "o o
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Home Suppliers ELIIGELTE Operational Reports Contact Us

< 9 v Create Contract Award Notice
B Save

This form has been updated. Learn more: Ministry Buyer BPS Buyer
Select BC Bid Opportunity ®  Status (Select Awarded to proceed to Publish)*

Test May 2025 [ Draft (] -l a
Opportunity Type ¢ Awarded b Supplier*

Request for Proposal Deleted BC Bid_TEST O - Split Award
Issued By Issued For

Supplier Contract Address

Ministry of Citizens' Services

Commodities Issuing Location* Office Street Address ©*
73151805 - Laminating services Victoria, BC 4000 Seymour Pl
Mailing Address (if different)
Contract Number* Contract Contact Email* Supply Arrangement
123456 procurement@gov.bc.ca -
Postal Code City"
Award Date ©®* Contract Value* Justification for Direct Award/Limited Tendering V8X 457 Victoria
£92025-05-2 300,000.00 Country”* State/Province *
CANADA © - British Columbia 0-
- . .
Map  Satellite hop 7
X X b % %
108 %'V, oo
est Buy 0 » ", % of
fhot Q
W O
i iled
~ §
% arsueset MQ\ in 4 &tﬁ by
0 land Home Centr (“)
pe\ oo\ " 4

Go UIQ = Map&‘,\:ao@w Terme  Report s msp enor

For System Use Only
e

Last Update: May 7, 2026

5. After saving the draft of your
contract award notice, the system
will highlight its status to remind
you it needs to be updated if you
wish to publish it now.
a. To publish your Contract
Award, click on the Status field,
b. From the dropdown menu,
select Awarded.
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Home Suppliers [EEIISIFY Operational Reports  Contact Us

< 9% Create Contract Award Notice 6. Click Publish. Once you have
published it, the status will be
6
This form has been updated. Learn more: Ministry Buyer BPS Buyer updated to aWa rded'
Select BC Bid Opportunity @  Status (Select Awarded to proceed to Publish)*
Test May 2025 Awarded 0-
Opportunity Type Opportunity Description Supplier
Request for Proposal Test May 2025 BC Bid_TEST Split Award
Issued By Issued For
Ministry of Citizens' Services Supplier Contract Address
Commodities Issuing Location* Office Street Address ©*
73151805 - Laminating services Victoria, BC 4000 Seymour Pl
Mailing Address (if different)
Contract Number* Contract Contact Email* Supply Arrangement
123456 procurement@gov.bc.ca
Postal Code City"*
Award Date ©* Contract Value* Justification for Direct Award/Limited Tendering V8x 4s7 Victoria
@ 2025-05-2 300,000.00 Country* State/Province *
CANADA © - British Columbia 0- .
R— ‘ Note: If you are awarding the
%':"’ Y . same opportunity to multiple
4 } \ WL vendors, you will need to repeat
, O Qe this process for each supplier that
Q \ Lo .
| < is awarded.
H y o\
Go ':(\;\uxm:mgsu& Terms wwm..wf .
If you published a contract award
e by mistake, you will need to
ystem ype
211975 Simole Agreement B Moo contact the BC Bid Helpdesk for

assistance.
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Create Contract Award Notice for Procurement not posted to BC Bid

Navigate back to the Quick Access menu, click Create a Contract Award or click Sourcing in the main menu, then click Create
Contract Award Notice.

sourcing [0 e a. In the Enter Opportunity

$ D v Create Contract Award Notice Title dialog box, type the
title or reference number
for the procurement not
This form has been updated. Learn more: Ministry Buyer BPS Buyer 5 posted to BC Bid.
**Must select BC Bid Opportunity or enter Opportunity Title and click Save to proceed b. Click outside of the dialog
Select BC Bid Opportunity ® Enter Opportunity Title ®* Status* bOX, and a save button will
OR | Testopportunly 123 o - display at the top. Click
3 Save.
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Home Suppliers ERITUEOFE Operational Reports Contact Us

< 9 % Create Contract Award Notice
This form has been updated. Learn more: Ministry Buyer BPS Buyer
Enter Opportunity Title ©* Status (Select Awarded to proceed to Publish)*
Test opportunity 123 | o-
Opportunity Type * Opportunity Descripty Awarded
Request for Bropd a Y+ Thisisjusta T b Deleted
Issued By * Issued For
Ministry of Citizens' Services d o-
Commodities* Issuing Location*
80101500 - Business and corporate management 0. Victoria, BC
consultation services f g
Contract Number* Contract Contact Email* £waply Arrangement
123456 procurement@gov.bc.c i
Award Date ®* Contract Value* Justification for Direct Award/Limited
8 2025-05-2 j 3,000,00000 k Jeee=e
For System Use Only

Supplier*
Test Ltd C

Supplier Contract Address

Office Street Address ©*
563 Superior St

Mailing Address (if different)

Postal Code City*
V8V 1T9 Victoria
Country* State/Province*
CANADA © - British Columbia
- - y
N H
Map  Satellite YV
o F Seevite 5, i
¢ ' 0 S
| W 4
g \> ©
g
o : 2 {
2 o
? IRINEE

& JAMES BAY /

¢ A An
02 Googe T g omp o

Split Award

Once saved, BC Bid will display all mandatory
fields that must be completed:
a. Opportunity Type
b. Opportunity Description
c. Select the Supplier. If the supplier record
does not exist in the system, create the
supplier record. See Creating a new

supplier.
d. Issued By

e. Supplier Contract Address
f. Select at least one commodity from the

Commodities dropdown. Click See All to
find the commodity that best fits your
contract award.

g. Issuing Location. Must be a complete
address.

Last Update: May 7, 2026

h. Contract number

i. Contract Contact Email

j. Award Date

k. Contract Value

l. Justification for Direct Award/Limited
Tendering. If awarding multiple contracts
from 1 Opportunity, type “Competitive”
into the textbox.

3. Click Save
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Home Suppliers ELILENTE Operational Reports Contact Us
< 9 v Create Contract Award Notice . .
4. To publish your draft, click on
@ Publish the Status field, and select
This form has been updated. Learn more: Ministry Buyer BPS Buyer Awa rded from th e d ro pd Own N
Enter Opportunity Title ©®* Status (Select Awarded to proceed to Publish)* H H H H
ot ooty 125 F— - 4 5 5. Click Publish. BC Bid will save
Opportunity Type * Opportunity Description* Supplier yO U r e ntl’y a n d W| | | U pd ate th e
Request for Proposal @ ~ This is just a test Test Ltd
: status of your Contract Award
Issued By Issued For N
Ministry of Citizens' Services O- - Supplier Contract Address Notice to Awa rded
Commodities* Issuing Location” Office Street Address ©*
80101500 - Business and corporate management 0. Victoria, BC 563 Superior St
consultation services
Mailing Address (if different)
Contract Number* Contract Contact Email Supply Arrangement
123456 procurement@gov.bc.ca - Postal Code City*
V8V 1T9 Victoria
Award Date ® Contract Value* _Jr::‘t;f;:iant;on for Direct Award/Limited Country* State/Province
@2025-05-2 3,000.000.00 CANADA © - British Columbia O-
o i Fenin
Map  Satellite il
>s ef ‘ ‘.hle.,’m, s -Jéu T
p. \NYeo
o 4 uditorium_ &
&
g
> < 2
5\‘ JAMES BAY P
GoTgle ous i i fB025 Googe™ Terma Aepert s mep émcr
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Modify a Published Contract Award

Home Suppliers EIISOEY Operational Reports Contact Us

1. Navigate to Sourcing and then

< 9D v My Contract Award Notices
click on My contract award
Organizations Opportunity ID Contract Number .
- [ asearcn JEER notices.
Supply Arrangement Contract Award Notice Status 3
2. From the list, click on the
Anactunity If 2 oportunity Description 2 Status & Issuing Organization  Issuing Location 2 Contract Number 2 Contract Contact Email = Supplier = Supplier Address = Award Date 2 Contract Value pe ncil icon next to the Contract
Edit 123456
, = —_— 563 Superior St . .
/7 I°253‘ oPpOrtunity “=ic ic just a test Awarded 2’1‘21‘1 of Citizens'  \ toria, BC 123456 procurement@govbcca  Testltd  Victoria British 2025-05-27 3,000,000.00 Awa I’d yOU WIS h to Ed it
Columbia CA
Ministry of Citizens' BC 4000 Seymous Ft
7 1066119 Test May 2025 Awarded Victoria, BC 123456 procurement@govbcca oo roor Victoria British 2025-05-27 300,000.00
ervices = Columbia CA 3 Th t t d t
# 1066119 Test May 2025 Draft . € contract award notice
. o - —— 563 Superior St 1 H
2 o oveonumty, DIt Rsta test contract Awarded  phnistry of Giizens' et B.C. 123456 procurement@govbc.ca  Testltd  Victoria British 2025-05-21 3,000,000.00 pa g e wi Il o p en. Th e fO [ |0W| n g
Columbia CA
oy o Cens 4000 Seymour P fields can be edited:
Ministry of Citizens' BC
# 1066119 Test May 2025 Awarded ¢ Victoria, BC 123456 procurement@govbcca o Victoria British 2025-05-21 300,000.00
ervices Bid_TEST Columbia CA
5 o P 563 Superior St 1 1
/7 1066119 Test May 2025 Awarded SMQ'::Z of Cifizens’  v;ictoria BC 1234 noemail@noemail.com 5625 Victoria British 2025-05-21 30,000.00 Issuin g location
Columbia CA
BC 4000 Seymour Pl Contract Number
/7 1066119 Test May 2025 Draft Victoria, BC TESTMAY1234 procurement@govbcca  5C 1o Victoria British 2025-05-21 300,000.00 .
Cllastie A Contract Contact Email

Supplier Arrangement
Award Date

Contract Value
Justification for Direct
Award/Limited Tendering
Supplier Contract Address

@ "0 a0 oy

Only certain fields of a contract award notice can
be edited if you have already published.

=

4. Click Publish to save.
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Delete a Draft Opportunity (RFx)

BCBid

Home (Admin) Home

< 9

() Set up Project
&% Set up Team
® Discussion Forum

) Set up Documents

W Add Suppliers
& Prepare RFx 1
#\ View RFx activity

e, Interested Supplier
& List

P Analyze & Award

@ Notify & Share

envaltivalua.ca says
Do you really want to delete this RFx?

Admin

Config

Sourcing E

Sourcing DI’O]t\.l.. DrIvIUVIOUSt = CUNIIuimy niuriatioin Tours = r’repare RFx

3 m Cancel

= Other Actions ~

Create a new lot
Selected Lot - Amendment*

Lot: 2 - Amendment : O - (Draft) © ~

Q View as Supplier
Delete RFx

Setup Additional RFx Info Documents Suppliers Approvals Approval Workflow

Prepare RFx - Setup

A - All Mandatory fields must have a value

© - Fillin mandatory fields in each of the above tabs

RFx Settings

RFx Status
Draft

Opportunity Type *

Request for Proposal

Opportunity Description *

Lot#Q®

2 Copy Previous Lot Additional Info

Amendment # ®

9 Lauren P.

Integration

2

[Page] [Missing texts] [Update texts]

[Admin settings] [Page settings] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions]

Last Update: May 7, 2026

Acceptance

v

BCBidv1i3®©

Click on Prepare RFx.

Click Other Actions.

a. Click Delete RFx.

In the dialog box, click OK to
confirm deleting the RFx.
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Printing Records

Print enables users to print a tab or the menu of an opportunity, or to save an opportunity as a PDF for records management. A
Buyer, for example, may use the print function to save a copy of the internal and external communication for their records or
FOI requests.

Acceptance
ST AR c RECULAE > Click the Print icon (top-right corner
of the screen) to open the print
version in a new tab in your browser.

Discussion Forum o =

2. o Note: When archiving message data
arch m Reset for an opportunity using Message
History button, you will need the
print out of each message plus the

Excel file to establish who was sent

vriting to the Official Contact using the "enquiries” interface, if available, or the email address identified on the "opportunity ea Ch messa g e Th e messa g e
rce is not official and should not be relied upon. Other information and rules regarding enquiries are set out in the "process )

spreadsheet can be downloaded via

hs all data (messaging, evaluation notes, etc.) may be subject to disclosure under the Freedom of % Message History the COg icon.
Last update (Pacific Time) Original sender Last sender
2022-03-18 3:20:01 PM Gajanan PUJAR Gajanan PUJAR
o

BCBidv1.2 ©
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3. Click Print.

=
Note: Users should ensure that no

Discussion Forum .
changes are made on this screen.

If you have recently been assigned the "Official Contact" role, replacing a previous individual in the role, click the "Recover Messag .
4. In the dialog box, select the
appropriate print settings and click

Print.
Search by keyword

Display
All Q-

Enquiries related to this RFx may only be directed in writing to the Official Contact using the "enquiries" interface, if available, or tH
from any other source is not official and should not be relied upon. Other information and rules regarding enquiries are set out in {

Please be neutral and objective in your commentary, as all data (messaging, evaluation notes, etc.) may be subject to disclosure un

Subject Messages Last update (Pacific Time) Original sender Last sender

Project Timelines 0/1 2021-12-22 10:25:58 AM Gajanan PUJAR Gajanan PUJAR

1 Result(s)
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Customize Dashboard

You can customize your Buyer Dashboard to suit your needs. You can also add shortcuts to various widgets to the dashboard.

e oard icon (grid of 9 squares) at the top-right

Adjust Contrast Q e Gajanan P. v

Buyer Resources My pending validations

Intended to provide a list of information resources for Buyers

: - : . o Object Action
« Links to key training material, reference material, policies,

etc. & 62 Activation
« Information for contacting helpdesk

ke email Lot Amdmt Opportunity Type Closing Date/Time (PT) Organization(s)

Request for Proposal
(BPS)

BCBidv1.2©

ar@gmail.com 1 0 2022-03-31 2:00:00 PM  Agricultural Land Commission
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Add Widgets

Acceptance 2. Point to any blank area of the
AdustContrast (@ GalananP & dashboard and an enlarged + sign will

display. Click the dashboard.

Reset to default settings

P1-06-09 2:00:00 PM  Agricultural Land Commission

1-04-02 2:00:00 AM Agricultural Land Commission

1-03-09 2:00:00 AM Agricultural Land Commission

P1-09-23 2:00:00 PM  Agricultural Land Commission

Agricultural Land Commission

Status Closing Date/Time (PT) Organization(s)

4

' BC Bidv1.2 ©
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Last Update: May 7, 2026

Buyer Dashboard
List of content available
3.
Search by keyword
Module
bnded t¢ v
o Link
etc.
« Infol Title Description
Generic webpart
Generic extranet
webpart
a.
Sourcing Projects Direct access for suppliers to their Sourcing projects
?,?ougrfg;% Projects in BPM browse with status "In progress"
xinD Sourcing Projects Direct access for suppliers to their Sourcing projects
Service requests
Buyer Summary
pportui
o Useful links Allows you to display URL links from content/documents created with the "Useful links" type
7
ba3s Personal tasks Personnal tasks
050 Ao o vy e AT T g AT e - T

‘ )

3. Inthe dialog box, enter text in the
Search by keyword text box or select
an option from the Module
drop-down list and then click Search.

a. Select the appropriate checkbox
to add the widget to the
dashboard.

4. Repeat as necessary.

5. Click the Customize dashboard icon
again to stop adding widgets and
save the changes.
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Move Widgets

Acceptanc

djust Contras Gajanan P.
AdjustContrast [ @ GajananP. v a. Select the appropriate widget.

When it is surrounded by a
green box, drag it to a new
place on the dashboard.

: b. Select the corner or sides of a

; widget to reduce, expand or
i My pending validations .
Buyer Resources @ : yp g ® reshape the widget.
& | e
ntended to provide a list of information resources for Buyers E
' Object Action
o Links to key training material, reference material, policies, !
etc. ! & 62 Activation
« Information for contacting helpdesk !
i a.
—( b.

Lot Amdmt Opportunity Type Closing Date/Time (PT)  Organization(s)

Request for
Information (BPS)

BC Bidv1.2

l.com 1 0 2022-02-16 1:15:00 AM  Agricultural Land Commission
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Delete Widgets

CBid

ing Operational Reports

Buyer Dashboard
News for Buyers @
o a.

Important Note to Testers:

Some functionality in system is tie
automatically. Jobs have been conf
system is in Production. In TEST er
testing, some jobs need a manual s
For example:

« job to align 'status' on buyer
lists (relating to auto-issue)

« notifications 90 and 92 (to F
contacts activity)

RFx in Draft ®
o

Reset to default settings b.

Buyer Resources @

Document Display Basic Part
ID*
Content Id : &
%  Buyer

News

Webpart : /ctn/content_display_basic_part (Document Display Basic Part)

Mandatory webpart :

Last Update: May 7, 2026

a. Click the cog icon on the
appropriate widget
i. Click Delete.

b. Click Reset to default settings
to use only the default widgets.
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View Supplier Email History

Buyers can view the emails sent from BC Bid to a supplier. Suppliers may receive a different number of notifications from one
another depending on when they click Start Submissions or other notifications they receive such as e-Bidding confirmation.

Acceptance
@ Adjust Contrast g 9 Lauren P. v

S, BCBid

Home (Admin) Home Suppliers [ELUIENTEE Buyer Registrations Operational Reports  Audit Reports  Analytics Admin Config Integration

< 9 Sourcing project: BPM249405 - Park Maintenance Services - View RFx activity
et Proje ®| Note: Suppliers may have received a
18 Set up Team View RFx activity different number of email depending on
® Discussion Forum when they clicked the Start Submission
) Set up Documents Submissions button.

W Add Suppliers

Refresh Select the 'Refresh’ button to update "Submission Available” column.

v

Prepare RFx
#\ View RFx activity 1 v Lot : 1 - Park Maintenance Services (Amendment 0 / Amendment 1) 2

-t B;?r“tcc Supplier Open - Open for Submissions From: 2022-10-31 To: 2022-11-1414d 06h 38min 28s

® Analyze & Award Supplier DBA Email Logins Lastlogin (Pacific Time) Non-Disclosure Agreement Submissions Declined ¢
@ Notify & Share Aligator, - sample Company A 2 1 2022-10-318:17:05AM

Bear, 3 -

Barry Sample B 1 0

Cat, SampleC 1 O

Cassie

Dog SampleD 1 2022-10-318:15:25 AM O

Douglas

4 Result(s)

All Submissions are sealed. The person in the Responsible role can unseal the Submissions after 2022-11-14 2:00:00 PM (Pacific

[Page] [Missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions] BCBidv1.3©
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ails sent to the selected supplier.

it | BCBid
Home  Suppliers

Home (Admin) Buyer Registrations Operational Reports  Audit Reports Analytics Admin Config Integration

Sourcing

9 i Sourcing project: BPM249405 - Park Maintenance Services - View RFx activity
[e=o] .
8 Sent e-mails 8 0Ox
% Dis
o < Amendment
- Park Maintenance Services-1 @ ~
= Pre D Date Subject RFx Status

— QBC Bid - 486268
M Vie 83,957 ALLIGATOR Alfred "ALLIGATOR Alfred" 2022-10-31 8:17:05 AM . Opportunity Sent
response submitted

< D Q_BC Bid - 486268
83953 ALLIGATORAlfred  "ALLIGATOR Alfred" 2022-10-31 8:14:36 AM - Opportunity Sent
AMENDED
d ¢
: 4 5 goe
2 Result(s) - o
@

[Page] [761 missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [E] [No configuration context audit] 4

Cat SampleC

All Submissions are sealed. The person in the Responsible role can unseal the Submissions after 2022-11-14 2:00:00 PM (Pacific

[Page] [Missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions] BCBidv13©
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it | BCBid

st Notification Send Sheete—{ 6 8 M X
< o o
Send to
4
a "ALLIGATOR Alfred" < alfred@sampleA.com> (Alfred Alligator)
0. cC
FO
o,
BCC
D) Set "PINKERTON Lauren" < Lauren.Pinkerton@gov.bc.ca>
Reply to
" A
PCWEBTEAM@gov.bc.ca
~—
- Acknowledged by
i Vie
o, Date
-
b 2022-10-31 8:14:36 AM
® Subject lined ¢
C BC Bid - 486268 - Opportunity AMENDED
7]
Message
d Dear Alfred Alligator,
This opportunity has been amended. If you received this amendment notice after you have submitted an e-bid to this opportunity, you will be
required to submit a new Submission. Please review the changes related to the amendment reasons (on the "overview" tab), copy an existing
Submission through the ‘other actions’ menu (making sure to remove the Filters present), update your Submission as necessary, and submit your
new Submission before the Closing Date and Time
Some information about this opportunitv is orovided below.
[Page] [761 missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [E] [No configuration context audit] (Pacific

[Page] [Missing texts] [Update texts] [Admin settings] [Page settings] [D] [$] [V] [E] [No configuration context audit] [Site map] [Legal mentions] BCBidv1.3 ©
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lesired information.

Send to - the email address the
notification was sent to.

Date - the date and time the
email was sent.

Subject - the subject line of the
email.

Message content - content of the
message.
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Appendix 1: Help Desk

BC Bid Help Desk

Help desk hours: 8:30 am to 4:30 pm Contact the help desk by phone:
Monday to Friday Direct: 1-250-387-7301

Toll Free (BC only): 1-800-663-7867
Email Contact: bcbhid@gov.bc.ca

View the Help Desk on the BC Bid Public Portal: www.bcbid.gov.bc.ca.

Explore the BC Bid user guides on BC Procurement Resources.

BCeID Help Desk

Help desk hours: 7:30 am to 5:00 pm Contact the help desk by phone:
Monday to Friday Canada and USA toll free: 1-888-356-2741

Within the lower mainland or outside Canada and USA: 604-
Help Request: Online Form 660-2355
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Appendix 2: Training Video Links

Video Name

URL (Link)

Navigating the Public Portal

https://youtu.be/W4 k s6SoPs

BPS Registration

https://youtu.be/WMCXIBUWSZE

Login and How the Buyer Dashboard works

https://youtu.be/IYFQrr]eP2A

Exploring Opportunities

https://youtu.be/cPG8eZrDiil

How to Create a Sourcing Project

https://youtu.be/PkF7Efs9Pql

Commodity Codes

https://youtu.be/oWN 6NYYq3E

Copy Sourcing & Status

https://youtu.be/OebNeX1BHu4

Set up Team

https://youtu.be/PCAXNIQ|POw

How to use the Discussion Forum

https://youtu.be/730QwYbAo70

Set up Documents overview

https://youtu.be/nvigeU-vQaY

Add Suppliers overview

https://youtu.be/nA6Yy9AYxpWY

Removing Suppliers and Extracting a Supplier list

https://youtu.be/UxQPRLiUPyqg

Creating a new Supplier

https://youtu.be/tLIDSA5QRSk

Additional RFx Info

https://youtu.be/ik]Ioej- JU

How to transfer documents from Set up Documents tab

https://youtu.be/PDQ95HzdTjo

Issuing an Opportunity

https://youtu.be/8NaMpMVGWmo

Issuing an Amendment

https://youtu.be/zk8HO1]IiQo

Issuing an Addendum

https://youtu.be/rbT6gU709a4

Viewing Interested Supplier List

https://youtu.be/XZrvG1Fk|r4

Uploading Submissions

https://youtu.be/ KuG95TsMWM

Unsealing and Downloading Submissions

https://youtu.be/SebnImDbbol

Unverified Bid Results

https://youtu.be/EXRTdgVeDRs

Awarding a Contract/Shortlisting

https://youtu.be/apHKSBzsSKI

Sending List Results Notification to Suppliers

https://youtu.be/6XNs49rH 10l

Sending Award Results Notification to Suppliers

https://youtu.be/VeTR7t2pvlY

Last Update: May 7, 2026
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Video Name

URL (Link)

Creating a Contract Award Summary

https://youtu.be/ypD5hRRXgMs

Completing an Opportunity

https://youtu.be/e871xjwU-s8

How to create a new Lot

https://youtu.be/jgZBLUrNqgel

Closeout a Sourcing Project

https://youtu.be/cnE|SI Uk70

Creating a Contract Award Notice

https://youtu.be/lvdfwNE6zUo

How to explore Contract Awards

https://youtu.be/oGLbRCO8GfA
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Appendix 3: Operational Reports

Operational Reports are self-serve in BC Bid application: users do not need to contact BC Bid Help Desk to run these reports.
After refining the search parameters, the application will generate a spreadsheet that can be downloaded and saved.

Note that results for each report will be constrained by the user’s organization. For example, if the user is assigned to a branch,
the application will return results specific to that branch.

Each report has Parameters (filters) that the user must select before clicking the Extract button. Do not click the Print icon in the
Run Query interface: it prints the interface box and not the report.

Depending on your browser settings, the results (in .xIsx format) will save to you Downloads folder or you will be prompted to

save the file.

Available Reports

Report

Description

Unverified Bids Results Report

A report displaying all bids per Opportunity, within a date range. Filterable by Issued
By, Issued For and Opportunity ID - if you just want to see unverified bids for one
Opportunity.

Report on Awards

A report displaying sourcing award information for posted opportunities, within a
date range. Filterable by Issued By and Issued For.

Posted Opportunities Details Report

A report displaying details of posted Opportunities between, within a date range.
Filterable by Issued By and Issued For.

Opportunities e-Bid vs Manual Bid by
Closing Date Report

A report displaying details of showing numbers of e-Bid versus Offline bids, within a
date range, and for one or more RFx type(s). Filterable by Issued By and Issued For.

Last Update: May 7, 2026
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Appendix 4. Opportunity (RFx) Status

The RFx Status indicates to buyers and suppliers the status of the opportunity. Some of the RFx Status changes happen
automatically, for example when an open opportunity closes at the specified date/time. Other RFx Status changes are based on
the user with the Responsible role clicking a button beside the RFx Status.

Draft

All opportunities begin in Draft status. When opportunities are in draft, they can be edited.
Open

The opportunity is Open (posted) and available for suppliers on the public portal (or to the selected suppliers). An opportunity is
open when the current date is between the Issue date and the closing date.
When in Open status, the cancel button is visible beside the RFx Status (for Responsible role only).

Closed

Once the closing date has passed, the opportunity will automatically move to Closed status (unless the auto-close checkbox has
been deselected).

When in Closed status, the cancel and complete buttons are visible beside the RFx Status (for Responsible role only).

Processing

Once the submissions have been unsealed by the Responsible role, the opportunity will automatically change to Processing
status. This is when submissions can be downloaded, the opportunity can be awarded, and successful/unsuccessful
notifications sent to suppliers.

When in Processing status, the cancel and completed buttons are visible beside the RFx status (for Responsible role only).

Completed

Once the opportunity has been processed, suppliers notified of the end result and, if applicable, the contract award notice as
been posted the user with the Responsible role can click the Completed button beside the RFx Status.
One the Completed button has been selected and the action confirmed by selecting OK, the action cannot be undone.
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Cancelled
When an opportunity is in Open, Closed, or Processing status, the cancel button is visible beside the RFx Status for the user

with the Responsible role only..
One the Cancelled button has been selected and the action confirmed by selecting OK, the action cannot be undone.

The statuses referred to are the RFx Status located on the Prepare RFx Setup tab. These are different from the Sourcing
Project status located on the Set up Project tab.
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Appendix 5: Sourcing Project Team Roles

When users are added to a Sourcing Project’s Set up Team tab, they are assigned a role that provides different levels of access
to the Sourcing Project and the opportunities within.

Responsible

e Edit the sourcing project

e The only one who can add members to Set up Team tab

e Send and receive Discussion Forum messages

e Add/edit documents (Set up Documents or Prepare RFx Documents)
e Add suppliers to a Sourcing Project

e Create a supplier* (from Add Suppliers menu)

e Edit the opportunity

e Add/edit items tab (ITQ and Timber Auction only)

e The only one who can delete a draft RFx

e The only one who can issue (post) opportunities

e Create an amendment (some opportunity types only responsible can create the amendment)
e The only one who can issue an amendment

e Can edit an amendment in draft status

e Enter supplier offline submissions

e The only one who can unseal supplier submissions

e View and download supplier submissions (once unsealed, if applicable)
e Can award a decision

e Can shortlist suppliers from an opportunity

e Send successful and unsuccessful notifications

e Create the contract award summary

e Create a new (draft) lot
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Official Contact

e Edit the sourcing project

e Send and receive Discussion Forum messages

e The only one who can receive Discussion Forum messages from suppliers
e Add/edit documents (Set up Documents or Prepare RFx Documents)

e Add suppliers to a Sourcing Project

e Create a supplier* (from Add Suppliers menu)

e Edit the opportunity

e Add/edit items tab (ITQ and Timber Auction only)

e Edit an amendment in draft status

e Enter supplier offline submissions

e View and download supplier submissions (once unsealed, if applicable)
e Create the contract award summary

e Create a new (draft) lot

Contributor

e Edit the sourcing project

e Send and receive Discussion Forum messages

e Add/edit documents (Set up Documents or Prepare RFx Documents)

e Add suppliers to a Sourcing Project

e Create a supplier* (from Add Suppliers menu)

o Edit the opportunity

e Add/edit items tab (ITQ and Timber Auction only)

e Edit an amendment in draft status

e Enter supplier offline submissions

e View and download supplier submissions (once unsealed, if applicable)
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e (Can award a decision

e Can shortlist suppliers from an opportunity

e Send successful and unsuccessful notifications
e Create the contract award summary

e Create a new (draft) lot

Read-only

e Can view the entire sourcing project

e Can send messages in the discussion forum

e Canissue addenda in the discussion forum

e Can view supplier submissions once unsealed (once unsealed, if applicable)

Activities not tied to a role (not part of a Sourcing Project)

e Contract award notice
e Create a supplier (from supplier menu)

Last Update: May 7, 2026
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Sourcing Project Roles Chart

v users with that role can complete the function
Orange users with that role are the only ones that can complete that function
BC Bid Function Responsible | Official | Contributor Read- | Notes
Contact only
Edit the sourcing project v v v -
Add members to Set up Team tab v - - -
Send and receive Discussion Forum messages v v v v
Receive Discussion Forum messages from - v - -
suppliers
Add/edit documents (Set up Documents or v v v -
Prepare RFx Documents)
Add suppliers to a Sourcing Project v v v -
Create a supplier* (from Add Suppliers menu) v v v -
Edit the opportunity v v v -
Add/edit items tab (ITQ and Timber Auction only) 4 v 4 -
Delete a draft RFx v - - -
Issue (post) opportunities v - - -
Create an amendment v v v - Some opportunity types, only
responsible can create
Edit an amendment in draft status v v v -
Issue an amendment v
Enter supplier offline submissions v v v -
Unseal supplier submissions v - - -
View and download supplier submissions (once v v v v Continuous intakes do not
unsealed, if applicable) require unsealing
Award a decision v v - -
Shortlist suppliers from an opportunity v v - -
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Send successful and unsuccessful notifications v v - - Best practice for the Official
Contact to send notifications
Create the contract award summary v v v -
v v v

Create a new (draft) lot

* Suppliers can also be created by selecting Suppliers from the main menu, then selecting Create. Users don't need to have a role on a

team to create a supplier from the Suppliers menu.
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Appendix 6: Registration Messages

Thank you for registering

Thank you for registering. Please check your email.

Basic BCelD Registrants: To complete your BC Bid registration, please open the confirmation email we just sent you, and click

on the link. Once you have completed this last step, the BC Bid Help Desk will activate your account and send you an email to
confirm.

IDIR Registrants: Registration with BC Bid is now complete, and your Buyer Account has been created. Check your email for a
record of your registration. Note that this may take up to two business days.

Your BC Bid Buyer registration has been received

Dear Buyer Registrant,
If you are a IDIR Registrant: Your BC Bid Buyer registration has been received and is under review.

If you are a BCelD Registrant: Your BC Bid Buyer registration has been received. To complete your registration, please log in
to BC Bid using your Basic BCeID. When you attempt to log in to BC Bid you will receive an “access denied” message. Despite
this message, your request for registration at that point will be reviewed by the BC Bid Help Desk.

Best regards,
BC Bid
bcbid.gov.bc.ca
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‘ This is an automatically generated email, please do not reply.

Access denied to BC Bid

Access denied to BC Bid.

Business BCelD Registrations: Your new BC Bid account is being reviewed for activation. You will receive an email when
complete.

Basic BCelD Registrations: Your new BC Bid account is being reviewed for activation. You will receive an email when complete.

To register for a Supplier or Buyer account, visit the BC Bid Portal for more information.

Your BC Bid Buyer registration has been accepted

Dear Buyer,

Your BC Bid Buyer registration has been accepted.
Please log in to BC Bid using your IDIR or Basic BCeID account.

Forgot your BCelD password?

Best regards,

BC Bid

bcbid.gov.bc.ca

This is an automatically generated email, please do not reply.
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Your BC Bid Buyer registration requires follow up

Dear Buyer Registrant,

Your BC Bid Buyer registration requires a follow-up conversation.

Please contact the BC Bid Help Desk.
250-387-7301
8:30am - 4:30pm Monday-Friday

Best regards,

BC Bid

bcbid.gov.bc.ca

This is an automatically generated email, please do not reply.
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Appendix 7: Amendment or Addenda?

Please look at the following chart for a quick overview of which changes would result in an amendment vs. which changes would result in
an addendum. If you have any questions about this information or whether your change would require an amendment or an addendum,
please reach out to the BC Bid Help Desk.

Amendment or Addenda?

Alternate official contact email O

Closing Date/Time () *not applicable ITT

Interested Supplier List O

Item Grid O

Location/Region 0O

NDA O

Opportunity Description O

Opportunity ID O O Can't be updated

Post Opportunity Publicly O

Post Questions and Answers O *not applicable ITT

Response Form O

Sealed/Unsealed Submissions O O Can't be updated

Solicitation Documents/Status O

Submission Methods O

Summary Details O

Template/Opportunity Type O O Can't be updated
O

Unverified Bid Results Settings

**No changes can be made once an opportunity has closed
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