
 Quick Reference Guide:  

                                            Locate Vendor Bid Attachments 

 

 This document provides the steps to locate the attachments that a vendor has submitted 

with their bid. 

 

NOTE: There are 3 places that a vendor can put attachments when submitting a bid.  

They are the header, bid factor and line. 

 

Use the (0SS008_BID_ATTACHMENT_SUMMARY - Bid_Attachment_Summary) query to 

identity vendor’s bid attachments on the event. 

1.  Access the event that is pending award by selecting the Analyze Event option.  By default, you will be 

taken to the Analyze Total page. 

 

  

  



 Quick Reference Guide:  

                                            Locate Vendor Bid Attachments 

 

2.  To access the header attachments/comments for a vendor, select the comment bubble that is 

displayed for the vendor on the Analyze Total page. 
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3.  Once the comment bubble is clicked, it will take you to the Response Header 

Comments/Attachments page where all the header attachments/comments for the vendor will be 

displayed. 
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4.  To access the header bid factor attachments/comments for a vendor, select the Factors chevron on 

the Analyze Total page.  The section will be expanded to display the bid factors. 
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5.  Once expanded, there will be an icon next to a bid factor if a vendor has added an 

attachment/comment. 
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6.  Once the icon is clicked, it will take you to the Response Factor Comments/Attachments page where 

all the bid factor attachments/comments for the vendor will be displayed. 
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7.  To access the line attachments, click on the Analyze Line link at the top left of the Analyze Total 

page. 
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8.  Click on the Analyze option on the right side of the line. 
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9.  Once the page opens, each vendor’s response will be displayed. If there are attachments/comments 

for a vendor, then a comment bubble will appear under their name. 
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10. Once the comment bubble is clicked, it will take you to the Response Line Comments/Attachments 

page where all the line attachments/comments for the vendor will be displayed. 
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11. If there are additional lines, they can be accessed by clicking the arrow to get the page.  It is possible 

for a vendor to have attachments at each of the lines, so they all should be reviewed. 
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12. If there are line bid factor questions (other than price), then select the Factors chevron to review the 

responses. Any attachment or comment will be displayed with the page icon as shown on the bid 

factor bids page in Step 5 above. 

 

 


