
How to Respond to an Event
CITY OF SAINT PAUL



Step 1. Log In to Your Supplier Account 

a) Using Google Chrome, 
go to 
www.stpaulbids.com
and click “Sign In” to 
your supplier account 

b) If you aren’t registered, 
please see the 
instructions on 
registering an account in 
the supplier portal. You 
must be registered and
logged in to submit a 
response. 

http://www.stpaulbids.com/


Step 2. Browsing Events

a) On the left-hand side, 
click “Events” 

b) “Browse Open Events” 
tab will allow you to view 
all events that are 
currently open



Step 3. Viewing an Event
a) Click on the event you wish to review - this will highlight the event to 

show it’s been selected

b) Click on “View Event”



Step 4. Viewing an Event (continued)

a) The event summary page 
will open, where you can 
view important attachments 
and other information 
related to the event

b) Relevant dates are listed on 
the left-hand side, such as 
the event closure and Q&A 
session

c) In the “Attachments” tile, 
single-click on the paperclip 
icon to view the attachment
and save every attachment 
for the event



Step 5. Submitting a Question (OPTIONAL)
a) To submit a question for the 

event, proceed to the “Q 
and A Forum” tile and click 
on the + icon at the top of 
the tile

b) Input your question into the 
Question text box and click 
“Save” when completed

c) Answers to all questions will 
be posted on the portal as 
an Addendum
Note: Keep track of each 
addendum; you will need to 
fill in the number of 
Addenda when you respond 
to the event



Step 5. Responding to an Event 

a) In the “Response Progress” tile, click “Respond Now”

b) Review the terms and conditions, then select “I accept the terms and conditions…” box

c) Click the “Save” Icon



Step 6. Responding to an Event – Question Responses

a) Click on the “Respond to Questions” Button 

b) Provide a response for every question in 
this section, and follow the listed 
instructions for each question
Note: please do not include special 
characters in documents/file names

c) Once you have completed the responses for 
all questions in this section, click “Save and 
Close” in the top right corner 



Step 7. Responding to an Event – Line Response

a) Fill in the Response Quantity and the Unit Price fields 
a) RFP/RFQu: enter 1 under Quantity response and 1.00 for Unit price
b) RFB/RFQ: enter 1 under Quantity response and unit price will be based on the price from 

Excel Bid Form

b) Click “Save” icon



Step 8. Responding to an Event – Bid Bonds 

a) If the event you’re responding to requires a bid bond, click on the “Bid Bond Information” tab 
○ Note: not all events will require a bid bond

b) Attach your paper bind bond, or enter your bid bond ID and click “Save and Close”



Step 9. Responding to an Event – Response Attachments
a) If you have any extra attachments to include with your response, you can add them here.

Note: Feel free to re-upload anything you already attached in earlier answers, too. 

b) Click on the “Response Attachments” tab

c) Click “Create,” upload your file and click “Submit”; title will auto-populate
Note: please do not include special characters in documents/file names



Step 10. Responding to an Event – Submission

a) Before submitting, you may print your response using the “Print Response” button

b) Submit your response by selecting the “Submit” option
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