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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:  
¶ Buyers can set up opportunities, communicate with team members and suppliers, and post and award contracts.  
¶ Suppliers can subscribe to or renew e -Bidding accounts and opportunity subscriptions, view and respond to opportunities 

(some via e -Bids), manage a dashboard of their opportunities and communicate with buyers.  
 
This guide provides information to suppliers on how to manage accounts in  the BC Bid application . 
 

How to Use this Guide  
Hyperlinks throughout this guide take you to the appropriate sections, as well as to  short video clips demonstrat ing  key 
functions.  
 
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, click the View  tab in the ribbon at the top of your 
screen, select the check box beside Navigation Pane . 
 
Condensed  Quick Reference Guide s (QRG) are available on the BC Procurement Resources site.  For suppliers there are two 
QRGs, one for registration and one for submissions.  
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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 such as instruction s that will have impact further ahead in the 
process or provide s additional information or context for  a process. 

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

This icon indicates a link to a video clip demonstrating a function . 
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Getting Started  
Introduction  
BC Bid suppliers can use their own Supplier Dashboards to manage their accounts and be able to:  
¶ Create a short list of proposals  
¶ Manage proposals  
¶ Update company information  
¶ Have multiple users within the business collaborate on proposals  
¶ Receive notifications on amendments and addenda on opportunities of interest  by clicking the Start Submission button  
¶ Draft  a submission online with the BC Bid application  (some opportunity types)  
¶ Submit  response via e -Bidding (subscription required)  

 
To register for BC Bid, a Business BCeID is required. Suppliers without a BCeID can visit www.bceid.ca .  
 
The first user to register a business will be assigned the Supplier Admin  role for the company. Once additional users are 
registered, this role can be reassigned. The Supplier admin is responsible for activating additional users for the company in  BC 
Bid. See Appendix 3 , Appendix 4 , and Appendix 5  for more information on the role responsibilities.  
 
An additional user must have a BCeID created by the company s Business Profile Manager in BCeID before registering with BC 
Bid. The new user will go through the registration process and will then need the Supplier Admin to activate their account in  BC 
Bid. 
 
The Supplier admin can create multiple sites for their legal entity. This is useful when different sites for the same legal e ntity 
want to submit competing bids for the same opportunity. Different legal entities will need their own BCeID accounts. To 
navig ate between supplier sites, click the arrow beside the company name in the upper right -hand corner.  
 
The person with the Supplier Admin role can be the same person as the BCeID Business Profile Manager, but it can be a 
different person.  
 

https://www.bceid.ca/
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Subscription Expiry Dates  
When users are subscribed to e -Bidding or Notification subscriptions, the expiry date listed is the date that the subscription is 
expired. Eg: expiry date June 1, 2022, the service is expired, and the user cannot use their subscription. The last date of t he 
subscription is May 30, 2022.  
 
  



 

Last Update: February 26, 2024  Page 8 of 79 

Supplier  Guide  

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  

1. The left -hand menu can be expanded or 
collapsed by selecting the double arrow . When 
collapsed the icon related to each step is 
visible, hover over the icon to see the name.  

2. Expanded.  
3. Filters on tables can be expanded by clicking 

the funnel icon . 
4. Expanded.  
5. Click pi n ico n  to keep open.  
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Search Commodity Codes  

In the Commodity Code search dialog box  (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, s earching in the Commodities 
drop -down produces a best match result.  
 
Note that w hen 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 . 

Adding files  

Files are added using the Click or Drag to add files  button.  
i. Select the document to upload.  
ii. Click Open.  
iii.  Alternatively , open Windows Explorer and drag the 
file to the Click or Drag to add files button . 
 
 
  

https://youtu.be/TLYaL76-4YE
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File Size and File Formats  

File uploads are limited to 500 MB per file. File types include  common business application file types. There are an unlimited 
number of attachments.  

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 (WYSIWY G) 
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). 

Also note that p asting 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.

  

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.  

Excel Response Form (Invitation to Quote , Timber Auction and Invitation to Tender only ) 

If completing the Excel response form outside BC Bid, some fields may have long instructions. Turning on text wrapping in 
Excel will make viewing content easier.  

If completing the Excel response form outside BC Bid, answers to questions are case sensitive (eg: yes/Yes). Refer to the 
response form in BC Bid for how to complete the fields.   
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Prepare & Register  
 
See the Supplier Registration guide  for  information on how to prepare and register for BC Bid.  
 

  

https://www2.gov.bc.ca/gov/content?id=943F3B2E15604916B567E5BB8ED16530
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Supplier Dashboard  
1. Log in to BC Bid.  
2. Navigate to the Home  tab to see the 

Supplier Dashboard.  
a. Click the Submissions in Progress  

to review all In Progress 
submissions.  

b. Review the My Subscriptions  to 
see the e-Bidding and Notifications 
expiry dates.  

c. Click a Quick Access  button to 
navigate quickly to a particular 
area of BC Bid.  

d. Check the Supplier Resources  for 
important information  

e. Review the Closing Soon  list to 
view the opportunities you are 
interested in that are closing the 
soonest.  

 

 Exploring the Supplier 
Dashboard  

Closing Soon  and Recently Amended  lists are based on selecting showing interest in an opportunity by 
selecting the Start Submission  button. They are unique to each user. 

https://youtu.be/_iiHKTHK2Sc
https://youtu.be/_iiHKTHK2Sc
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f. Check the Supplier Status  area to 
review any items that may require 
attention.  

g. Review the Recently Amended  list 
to view o pportunities of interest 
that have been recently amended.  

h. Optional: Click Adjust Contrast  to 
change the theme for accessibility.  

  



 

Last Update: February 26, 2024  Page 14 of 79 

Supplier  Guide  

Company Profile  
The person with the Supplier Admin role is responsible for keeping the company information up to date . Updates to the 
Company Information can be done through the Company Profile . 

Company Information  
1. Log in to BC Bid as the account with 

the Supplier Admin  privileges . 
2. On the main menu, either click 

General Info  and then select 
Company Profile , or click Company 
Profile  from the left side of the 
Supplier Dashboard.  

 

 How to Manage the Supplier 
Profile  

 
  

https://youtu.be/mHQ1Q_TxdmY
https://youtu.be/mHQ1Q_TxdmY
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3. If an update to the Company 
Information is needed, c lick Create a 
change request . 

 
  

If Create a change request is not visible, there may be a change request already in progress that has not 
been reviewed by the BC Bid Help Desk. If your Supplier Registration isn t complete (see the Supplier Status  
on the Supplier Dashboard ) the Create a c hange request will b e visible.  
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4. In the Reason for change request  
text box, enter the reason for the 
change.  

5. Update the related company 
information in the boxes below.  

6. Click Save. 
7. Click Submit for Approval  once 

complete.  
8. The BC Bid Help Desk will review and 

approve any change requests.  
 

  

If a Change Request is saved and not submitted, it can be retrieved from the Change Log . From the Change 
Log, it can be submitted or cancelled.  
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9. Once approved, the change log will 
update to a status of Approved . 
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Contacts  

Add Additional Users to your BC Bid Account  

Adding additional u sers as a contact allow for multiple users within the same organization s site to collaborate on submissions  
in BC Bid by using the Manage Team  menu when responding to an opportunity . Each user will use their own BCeID to access 
BC Bid. 
 

1. To create additional users, log in to the B ceID system as the Business Profile Manager or Business Accounts Manager.  
2. Create new BceID user account(s).  

a. Assign a user ID(s) and create password(s).  
3. When the new user (s) logs in to BC Bid, they will follow the steps for First Log in for Additional Users.  
4. The Supplier Admin will Approve the Additional User  in BC Bid. 

 
If a company has multiple Supplier sites , all contacts belong to the main site and the Supplier Admin will add contacts to the 
other sites.  
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Approve Additional users  

1. Log in to BC Bid as the account with 
the Supplier Admin role . 

2. On the Supplier Dashboard , click 
Company Profile  or on the main 
menu, click General Info , then 
Company Profile . 

 

 How to Manage Additional 
Contacts   

  

This process needs to be completed by the person with Supplier Admin  privileges after  the additional user 
has completed the Register - Additional Users  section . 

https://youtu.be/SWxUOuSn3M4
https://youtu.be/SWxUOuSn3M4























































































































