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CHECKLIST (Sequence of Events) 
 

Step I Download RFP information and all attachments for your review (see 
pages 5-8). 

 
Step II Communicate using the Discussion Forum.  This is an optional way 

to communicate back and forth with the event manager at the Port 
Authority (see pages 8-14). 

  
Step III Accept or decline the RFP invitation.  This is not a requirement or 

commitment for your organization.  It merely indicates to the event 
manager at the Port Authority your general intentions (see pages 14-
16).  It is recommended you do accept the invitation to ensure that 
your company is included in any future event correspondence. 

 
Step IV Attach your proposals, exhibits and any other attachments required 

by the RFP before the specified due date and time.  Be sure to 
include all attachments required.  For instance, many proposals 
require certain signed forms.  The signed forms must be present in 
your proposal or as a separate attachment (see pages 17-18).  

 
Step V Submit your bid before the specified due date and time (see pages 

17-20).   
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MANAGING RFP EVENTS 
Introduction 
The Strategic Sourcing System (ebusiness) is an electronic system which enables the 
Port Authority of Allegheny County to determine the type of buying event, who will 
participate and what information will be solicited from bidders.   
 
 
Understanding the Strategic Sourcing System (ebusiness) 

With this system, the Port Authority will be able to streamline its RFP (Request-For-
Proposal) process by formulating requirements, selecting and inviting bidders, receiving 
bids, analyzing results, negotiating terms and awarding contracts electronically. 

As a bidder, your company will have the ability to access the events for which you were 
specifically invited and decide how to respond.  You can also search public events for 
other possible opportunities.    As a bidder, your company will also be notified in real-
time with any terms and condition updates or new requirement by issuing an 
amendment. 

 

This section discusses how bidders: 

• View events and place bids 

• Communicating with buyers using the discussion forums 

• Upload a sample proposal 

• Enter bid responses. 

• Enter a bid during preview period. 

• Save a bid. 

• Update a bid. 

• Cancel a bid. 

 
 

 
 
 

 
 
 
 
 

5/4/10  Page 4 of 25 
 

 



Strategic Sourcing System Document 

Be sure to complete the Bidder Registration process (see Bidder Registration 
Instructions) before you begin. 

STEP 1 – View Events to Bid: 

1.1 Reviewing a Strategic Sourcing Event Invitation 
Once you have been invited to participate in a Strategic Sourcing event, you should 
receive an email similar to what is shown below.  You can review the event details by 
either using the Review and bid on this event hyperlink on the email or by logging into 
the Strategic Sourcing System (ebusiness) as described in step 1.2 Log in Using URL 
below.  If you were not invited to a Public event, you will be able to review and bid on 
these events.    

1. The event invitation email will include an attached document which contains the 
event details.  You will need to have the Adobe software installed on your 
computer to open.   

2. Click on the Review and bid on this event hyperlink to open the Strategic 
Sourcing System login page directly.   

3. You may also click on the Discuss this event in a dedicated forum hyperlink to 
review and add comments and/or attachments for this event. 
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Strategic Sourcing System login page 

 
You must first log into the Strategic Sourcing System (ebusiness) with the User ID &  
Password created during the Bidder Registration process.  Skip to step 1.3 Searching  
for RFP Sourcing Events. 
 
 
1.2  eBusiness Log in 

 

 

 
 
 
 
 

Note. If your password is not known, log in with the default User ID (BIDDER) and Password 

(BIDDER1) then click on the  hyperlink.  The system will reset your 
password and email you the new password.  See the Resetting Passwords section in the Bidder 
Registration Instructions documentation. 

Login Link (URL) Login User ID 

Enter User ID & Password  
created  during the Bidder  

To log into eBusiness, click on the blue 
ebusiness logo which is located on the top 
left corner of the Port Authority website 
(www.portauthority.org).
-or- use the below URL: 
http://ebusiness.portauthority.org
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1.3 Searching for RFP Sourcing Events: 
To View events-from the Menu Section, click on Manage Events and Place Bids->View 
Events and Place Bids 

 
 

View Events and Place Bids Page 
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1. Select the Sell Event only 

 
 

2. Click on the Advanced Search Criteria hyperlink 

 
 
3. Delete the End Date From field which is defaulted to today’s date 
4. Click on the Search button to begin search OR  
5. To narrow the search, Enter search criteria using any of the other fields 
 

 

 

Search Results 
6. Click Event ID link to access the Event Details page 
7. Click Discuss link to access the Event Discussion page 
 

STEP 2 - Communicating with Buyers using the Discussion Forums: 
Bidders can use discussion forums to communicate with the event manager at Port 
Authority of Allegheny County.  

2.1 Event Forum 
1. You can enter the event forum in a few different ways: 

• By clicking on the Discuss link from the View Events and Place Bids Page 
(see Step 1.3 # 7). 

• From the Menu Section, click on Manage Events and Place Bids->My Event 
Activity, open an event then click on the Discuss Even in Forum link  
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• By going through the discussion forums (see Step 2.2 #4). 
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2.2 Discussion Forums 
1. To view a lists all active forums that you can access-from the Menu Section, click 

on Manage Events and Place Bids -> Discussion Forums 

 
 

2. Click on the desired Discussion Forum hyperlink 

 
3. Click on the desired Discussion Subject 
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4. Click on desired Event Forum Topic  
   

 
Note. The paper clip indicates that an attachment has been added.  
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2.2 Viewing and Adding Attachments 
5. Click on the View Attached File hyperlink to open attached file 
6. After viewing the message, click on the Reply button to post message and/or 

additional attachment 

 
7. Select the Private Message check box to mark the message private so that only 

you and the person to whom you are replying can see the message. 
8. Enter your message here 
9. Click on the Add Attachment hyperlink to add an attachment 
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10. To locate a document to attach, click on the Browse button 
11. Select the document to attach and click on the Upload button 

 
  
  
 

 

5/4/10  Page 13 of 25 
 

7

8

9

10 

11



Strategic Sourcing System Document 

 
 

12.   Click on the Submit button to send the attachment. 

 

STEP 3 – Enter Bid Responses: 

3.1 Accept Invitation  
Accepts the invitation to bid on an event.  You can accept an event invitation if you are 
not ready to bid, but want to indicate your intention to participate in the event. You are 
not required to accept the invitation before preparing your bid. After you accept the 
invitation, you are returned to the Strategic Sourcing Events search page.  

Note. If you were not invited to an event, you may accept the invitation to bid on an event and also 
bid on the event.  It is recommended that companies which were not invited accept the invitation to 
ensure that your company is included in any future event correspondence. 
You may view events at anytime by clicking on Manage Events and Place Bids->View Events and 
Place Bids from the Menu Section (see Step 1.3 Searching for RFP Sourcing Events). 

1. Click on the Accept Invitation button  
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3.2 Decline Invitation 
You can decide to decline the invitation to bid on an event. You can select to continue 
receiving updates on the event (see #4 below).  You may also enter a bid at a later time 
for an event which you had declined.  
 

1. Click on the Decline Invitation button 

 

2. Select a reason code for declining the event 
3. Enter comments for declining the event (optional) 
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4. Select Yes if you wish to continue receiving updates on the event 

5. Select either All Bids or This Type of Service/Product if you wish to have your 
name removed from the bidders list (optional) 

6. Enter you contact information, all except the Contact Fax number is required 
7. Click the Submit button to decline the invitation 
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The event Status will now be change to “Declined”. 

 

 
3.3 Bid on Event  
When you bid on RFP events, you may be required to respond to header bid factors 
and attach all necessary proposal documents (attachments). 

1. To place a bid, Click the Bid on Event or Counter Bid button on the Event Details 
page (see 1.3 #6 above)  

2. Click on the Bid on Event button to enter a bid response. 
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Viewing & Adding Proposal Comments and Attachments 
3. Click on the View/Add General Comments and Attachments hyperlink to view or add 

comments and/or attachments.  
4. Click on the Upload button to add new attachments or Delete existing 

attachments.  This is where you upload your proposals. 
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5. To locate a document to attach, click on the Browse button 
6. Select the document to attach and click on the Upload button 

 
 
 
7. Type description of the attachment 
8. Click the OK button to add the attachment 
 

 

 
 

 
9. Click on the Hide Additional Event Info hyperlink to display additional event 

information. 
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General Event Questions - Header Bid Factors  

 
10. If the event creator used Event Questions (bid factors), answer and/or complete 

question(s) appropriately.  Upon posting a bid, the system verifies that all 
required bid factors have been responded to, and alerts you if a required bid 
factor was not answered. The system also verifies that the mandatory responses 
were provided for bid factors with an ideal response requirement, and alerts you 
that their bid is disqualified if the ideal response is not provided. Bids that are 
disqualified are not eligible to be awarded.  

Enter Line Bid Responses 

 
11.  Enter all applicable line bid responses including your bid quantity for the line, the 

unit bid price for this line item, the response date and your manufacturer and 
manufacturer part number.  Click on the Bid hyperlink to access the Create Bid 
Response - Line Details page for the line.  You can also add line comments if 
applicable.   

 
12. Click on the Validate Entries button to verify your entries before saving or 

submitting your bid.  If all entries are valid, you will receive a “No error found 
message”. 
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13. Click on the Save for Later button to save your bid before posting it.  This is 
helpful to protect data already entered or research the answer to a certain bid 
factor. 

Note. Saved bids are not automatically posted when the start time arrives. The bidder must access 
the bid and post it.  

To return to the bid and complete it, the bidder must access the Search Event 
page to edit the particular bid. 

14. When you are ready to bid, verify that you have attached all necessary proposal 
attachments (Step 3.3 #3) then click on the Submit Bid button. 

Note. Bids are ready for posting as soon as the start time for the event is reached. 

 

A confirmation message appears after you have submitted a bid.  
 
15.  Click on the OK button to confirm bid. 

 

 
  

Email notifications are automatically generated to both you as the bidder and to the 
internal users at the Port Authority of the progress of the event.  Below is an 
example of the email notification you will receive after you have submitted a bid. 
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3.4 Update a Bid: 

To update a bid on a RFP event, the original bid must be edited. 

This provides a bidding trail for the event creator. 

1. Open an existing event to edit.  
2. Click on the View, Edit or Copy from Saved Bids link 

 
 
3. Click on the View/Edit link 
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4. Make appropriate modifications then resubmit the bid. 

 

3.5 Cancel a Bid: 

To cancel a bid for an RFP event, access the Search Events page 

1. Open an existing event to edit.  
2. Click on the View, Edit or Copy from Saved Bids link 

 
3. Click the Cancel button. 
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4. Click the Cancel This Bid button 

 

5. Click the Yes button to confirm canceling the bid 

 
 

 
6. The Bid Status will now be changed to Cancelled 
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7. You will receive an Bid Confirmation email notification: 
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