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How to Use the Bidder 
Information Database 
(BID) System
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BID System Key Concepts

• INQUIRIES: All RFx specific inquiries only go to the buyer identified in 
the RFx.

• Bidders can retrieve all RFx types from the BID System.

• To maintain a copy of the RFx (Bid Invitation) for your records, see 
instructions on slide 15. You must do this PRIOR to creating a bid.

• See slide 47 to understand important implications of holding, 
submitting, changing, changing & holding and resubmitting bids.
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Log in to the BID System

Bidder enters User ID and Password provided by Hydro One
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Changing Your Password

• First time entry will prompt the 
user to change the password

• Enter the current Password 
supplied to you by Hydro One

• Choose and enter your new 
Password and repeat your new 
Password in the field provided

• Select Change to complete the 
transaction

Password requirements:


 

At least two characters must be different in the new password 


 

There must be at least one numeric (0-9)


 

There must be at least one letter (A-Z)


 

The password must be at least eight characters long (XXXXXXXX)


 

There must be at least one lower case (a-z) and one upper case (A-Z) character
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• When using the BID System, DO NOT use the Internet Explorer 
browser navigation buttons

• If these buttons are used, the BID System will not function properly

BID System Navigation

It is important to only use the navigation methods 
within the BID System



© 2011 Hydro One All rights reserved. Proprietary and confidential.

6

BID System – Search Criteria

A dropdown list of all the Bid Invitations (Public/ Recipient directed) 
based on the search criteria selected, either by the document 
number, name, status or processed by date

Search
Criteria
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BID System – Search Criteria

• The Process Bids Screen displays a Search Engine
• The Bidder can enter the BID Number if known or Search for a bid by 

entering the Search Criteria in the Filters provided

Enter the Bid Invitation 
Number (if known) in the 

Number of Document field

Enter the Bid Name in 
the name field 

(if known)
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BID System – Search Criteria

A bidder can perform a                         or an            to display 
additional search criteria

A description of the fields is given on the next slide



© 2011 Hydro One All rights reserved. Proprietary and confidential.

9

Search Criteria – Description of Fields
Field Name Description

Number of 
Document

Bid Invitation Number – 10 digit unique number starting with number range 7xxxxxxxxx 

Name Name of the Bid Invitation

Status • Status of the Bid Invitation used to identify the completion status of an event. 
Entering a status will narrow the search result

• Held Bids – Work in process bids that are created and saved but NOT submitted.
• The Bids are NOT checked by the system for completeness/correctness or finalized 

by the user to be completed at a later date
• Current Bid Invitations – Open Bid Invitations 
• Ended Bid Invitations – Submission date and time has reached; however the Bid 

Invitation has Not yet been marked “closed” by the Buyer
• Completed Bid Invitations – Bid Invitations that are manually closed in the system by 

the Buyer 
• Blank Selection displays all Bid Invitations (Public/Recipient directed) 
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Search Criteria – Description of Fields
Field Name Description

Processed by Me Allows to filter Bids to display for time periods by user 

End Date Bid submission end date 

Product Category Product Category is not being used at this time

End of Binding 
Period

Bid Validity Period

All Bids From My 
Company 

Displays a list of all the Bid Status from the Bidder:
• No Bid Created
• Held
• Bid Submitted
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BID System – Search Criteria

Once all the search criteria in the drop down menu has been entered,  
click            to display the results of the search
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BID System – Sign up Process

• It is mandatory for bidders to complete the Sign Up process for each 
public bid invitation to be able to participate in the bidding process 

• Bidders who receive directed RFx are already Signed Up.
• Click on the Bid Invitation number that you wish to participate in

Opens Document 
in Display Mode
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Sign up for the selected Bid by clicking on the              button

BID System – Sign Up Process

Please note that the 
Create button is 

disabled until the 
Sign Up process is 

complete
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Signing Up

• Once you have signed up, the system will confirm that you have been 
Registered and any changes to the bid invitation going forward will be 
communicated to the signed up bidders via email for all RFx. 

• Select ok. A message will appear in the Display RFQ Screen
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Maintain a record of the Bid Invitation

Print or save a copy of the Bid Invitation for your records by clicking on 
the Output Preview button and print or save PRIOR to creating a Bid.
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Output Preview

A PDF file will open in a separate window. Please note: This is your 
ONLY opportunity to save or print a copy of the Bid Invitation

To Print
To save 
a copy
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Before Entering a Bid

You MUST save a copy or print a copy of the RFx PRIOR to selecting 
create  
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Use Data Tabs to review the RFx

• Information on the Display RFx 
and Process Bid Screens is 
organized on 2 levels: 
– General Data: Information 

Displayed  in this section 
apply to the entire Bid 
Invitation

– Item Data: Information 
displayed in this section 
applies to the specific item 
level Click on the Information 
from Purchaser to view all 
the communication including 
Tendering Text and an 
attachments to the Bid 
Invitation
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Entering a Bid
• Only RFQs are submitted in the BID System. 
• All other RFx (RFP, RFPQ, RFI, RFT) will be submitted as directed in 

the individual RFx.
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• Select “Create” if you intend to respond to the Bid Invitation   
• Clicking on the             button, displays the                within the General 

Data Tab

Entering a Bid
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General Data 

The information on the General Data tab is relevant to the 
entire bid invitation in regards to:

– Basic Data
– Information From Purchaser
– My Notes
– Partner/Delivery Address
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Item Data

• The information on the Item Data tab is relevant to each 
item

• Select the item by clicking on the item number to access 
the Item Data information
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Item Data

The information on the Item Data tab is organized like the 
information on the General Data tab, but is only relevant to 
the selected item in regards to:

– Basic Data
– Information From Purchaser
– My Notes
– Partner/Delivery Address
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Complete the following fields at the header level:

Entering a Bid – General Data

Incoterm/ 
Location

R
Required

The INCO Term (International Commercial 
Terms) designation and the Location pertaining 
to the INCO Term. Data entered at the header 
level applies to all individual items in the bid. If 
the INCO Term is different for an individual 
item, that term should be entered at the item 
level

Currency C
Conditional

If the RFx allows different currencies to be 
used, select the currency for your bid
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Incoterm

If you click on the Incoterm button, you will be taken to a screen 
where you can choose the appropriate three-letter trade term



© 2011 Hydro One All rights reserved. Proprietary and confidential.

26

Selecting the “Information from Purchaser” tab will display the Invitation 
and / or Addenda and documents Hydro One posts to the RFx pertaining 
to all items in that Bid Invitation if under General Data tab or to the 
specific Item of under the Item tab

Entering a Bid – Information from 
Purchaser



© 2011 Hydro One All rights reserved. Proprietary and confidential.

27

Entering a Bid – My Notes

• Bidder can enter any 
notes/remarks for the buyer in 
the Bidder’s Remarks section as 
well as attach any documents to 
the Bid

• Click on                from the 
General Data tab to enter 
comments in the Bidder’s 
Remarks section regarding the 
entire bid or the Item Data tab to 
enter comments regarding a 
particular item
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Information From Purchaser – item level

• Click on                                 to view all the communication including 
Tendering Text and any attachments to the Bid Invitation 

• Select the Tendering Text button to display the Tendering Text 
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My Notes - Uploading Attachments

• Click on              to locate the 
document on your computer.

• Provide the document name in 
the                  section.

• Click         to attach the 
document to the Bid Invitation.

• Click                       to edit the 
description

• To delete the attachment select 
the attachment and click  

• The attachment will be listed 
under the “Overview of 
Attachments” section.



© 2011 Hydro One All rights reserved. Proprietary and confidential.

30

• Clicking on                , displays all the line items for the Bid Invitation
• Checking off the Display Documents check box lists any attachments 

from the buyer to the individual line items. Clicking on the    button 
displays the Information from Purchaser Tab for the specific line item

Entering a Bid – Item Data
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Click on the Line item Number or the Details Icon to display the Item 
details required to submit the bid

Entering a Bid – Item Data

Select to display Item Detail

Line item number
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Filling in the Item Data Fields

Use Description

R 
Required

Field must be completed in order to proceed with the bid

C
Conditional

A data element requirement designator, which indicates 
that the presence of a specified data element is 
dependent on the value or presence of other data 
elements in the segment 

• Some field are required to be filled out in order to submit a bid for an 
RFQ

• The available fields are explained in the tables to follow
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Entering a Bid – Item Data Fields

Field Name Use Description

Vendor Product 
Number

Conditional Description of the Vendor Product Number.
Ex. GXD1547

Submitted Quantity Conditional Default is the Quantity requesting in the RFx. This 
should only be changed if the Bidder is proposing a 
different quantity

Delivery Time 
(ARO) Days

Required Lead-time of item or service after receipt of purchase 
order to delivery date – in calendar days
Ex. 15

Incoterm/Location Conditional Enter only if differs from the information entered in the 
Header for changes per item
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Entering a Bid – Item Data Fields

Field Value

Product Category Describes the category of the product

Qty of Bid Invitation The Quantity required for the RFx, subject to 
the terms of the Rfx. 

Additionally, the following fields may contain information to assist the 
Bidder in preparing a Bid or contain information related to the Bid 
Invitation
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Line Item Pricing 

• Enter the Pricing information for each 
line item that you are bidding on

• Only enter prices for the line items that 
are being bid on

• Please note, SAP prepopulates a 
quantity for each item in the Bid. If you 
do not want to bid on an item, the 
quantity must be removed, otherwise 
you will receive an error message when 
trying to Submit.

• The bid can not be considered for items 
that do not have a price entered

Check that all the relevant data 
has been entered by hitting the 

“Check” button
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Warning Message Reminder

• Example: If no price entered for 
a line item, system will issue a 
warning message. It is NOT 
mandatory to bid for all line 
items on the Bid Invitation.

• Upon clicking the check button if 
the bid is correct and complete 
a window populates with the Bid 
# validating the bid is complete 
and without errors
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Submit the Bid

When the Bid is ready for submission:
• Click on the             button to submit the bid. Once the bid is submitted a 

window will pop up confirming the submission. Select ok.
• The Bid Status will display as “Bid Submitted” in the Process Bid 

transaction 
• Do not use Submit to Hold Bids.
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Print Bid

Click on the Output Preview to print or share a PDF copy of the bid
You can print a bid submission at any time, including after the End Date 
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Print Bid

Click to 
print a 
copy

Click to 
save a 
copy
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Change Bid

• The Bidder can make changes to the Bid prior to the bid End Date
• From the Process Bid application find the appropriate Bid Invitation 

and click on the pencil      icon to directly enter into the Change Mode 
and make required changes to the Bid. 

Click on the 
pencils to 

open the bid
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Change Bid Implications
• If a bidder clicks to make a change to a bid, and it’s put on HOLD, you 

have effectively withdrawn the previous bid. 
• Be mindful that if you do not revisit a HELD bid, and the Bid Invitation 

closes, you have not submitted.
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Change Bid

Bidder can also click on the bid number itself to enter into the display 
mode and then click on the change button to make required changes to 
the Bid

Click on the 
bid number to 
open the bid
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Change Bid

Bidder can also click on the magnifying glass      icon to enter into the 
display mode and then click on the change button to make required 
changes to the Bid

Click on the 
magnifying 

glass to open 
the bid
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Change Bid

Once in the change mode, it is 
possible to make changes to Bids 
as required following the procedure 
outlined in Creating Bids. 

Click on the 
Change button to 
make changes to 

the bid
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Delete Held Bid

The bidder can delete the Bid anytime before it is submitted. The bid 
status should not have the status Bid Submitted, in which case the trash 
can icon     will not be available. Deletion can be done by clicking the 
trash can     on the appropriate line from the Process Bid transaction 

Click on the trash 
can to delete the 

bid
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Delete Held Bid

• The Bid Invitation can also be 
deleted by clicking on the button 
in the mode from within the Bid 
itself

• If a bid is held, you must click on 
the             button so that you 
can hit the           button

• Once deleted, a window will pop 
up confirming the deletion
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Status Implications on 
Submitting Bids

• If a Bid is in Held status and the Bid Invitation End Date is reached no 
Bid is submitted. 

• While making a change to a previously submitted Bid and if the Bid 
Invitation End Date is reached the previously submitted bid is still 
valid.  

• Changing a Bid and Submitting overwrites the previously submitted 
Bid.

• If a previously submitted Bid is changed and in Held status no Bid is 
submitted. The act of changing and Holding a previously Submitted bid 
WITHDRAWS the last submitted Bid. 
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