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INTRODUCTION 
 
The system illustrated in this manual will allow vendors of City Utilities of Springfield, Missouri, 
(CU) to log into City Utilities’ procurement application and collaborate on procure-to-pay 
transactions with CU.   Vendors will have the ability to bid on solicitations (Bidding Events) they 
have been invited to and view procurement transactions such as purchase orders, receipts and 
payments.  Vendors will also have the ability to maintain certain vendor address and contact 
information. 
 
This manual is intended to describe the navigation, pages and features available to vendors when 
logging into CU’s procurement application (system).  This manual should be used by an individual 
within the vendor organization as a guide to view, enter and change transactional data that is 
available to them. 
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GETTING STARTED 
 
The following discussion will describe the steps for logging into the system, basic navigation, and 
password maintenance.   This system is similar to other web-based applications and uses common 
internet based features such as hyperlinks, home pages and icons to facilitate navigation within the 
system.  The user should be familiar with these basic web-based concepts to take full advantage of 
the functionality provided. 
 
 
 
Logging into the System  
 
City Utilities’ procurement system may be accessed by either of two ways.   First, the system can be 
accessed via the City Utilities web page at  www.cityutilities.net.    From the CU home page, click 
on the Business link. 
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Choose Purchasing from the drop down list that is displayed to access the Purchasing Information 
page. 
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On the Purchasing Information page, click on the Online Bidder Login hyperlink to access the 
Bidder Login page. 
 

 
Alternatively, the Bidder Login page may be accessed by clicking on the Event URL that is 
included in the Strategic Sourcing Event Invitation email that a Vendor will receive when they 
have been invited to bid on a City Utilities’ Bidding Event.   
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Each person within the vendor’s organization that has been identified as a user of CU’s procurement 
system, referred to in this manual as a “Vendor User,”  will be assigned a User ID and Password by 
CU. 
 
User IDs and Passwords are case sensitive.  User IDs will always be upper case.  Passwords are 15 
characters long. 
 
Key in the User ID and Password and click                  . 
 

 
 
NOTE:  If a Vendor User enters a password incorrectly five times, after the fifth attempt the Vendor 
User’s account will automatically be locked out.  If this occurs, the Vendor User will need to contact 
City Utilities’ Purchasing Department, (417) 831-8363 for additional assistance. 
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Navigation Overview 
 
Once the Vendor User successfully logs into the application, there will be a main Menu displayed 
on the left side of the page.  This menu is the starting point for navigation within the system that will 
allow the Vendor User to access procurement transactions. 
 
The Menu is separated by major functional area, each of which will allow the Vendor User to view, 
enter or change different types of procurement transactions, on behalf of their organization.  The 
illustrations contained in this manual will address each of the functional areas within the Menu and 
provide direction on how to use each. 

 
At any point when navigating through the system, the Vendor User can select the  
Hyperlink to restore the Menu to its original position. 
 
At any point when in the system, the Vendor User can select                    to exit the system to the 
login page.  The system will automatically sign out the Vendor User’s connection after 40 minutes 
of inactivity. 
 
To minimize the Menu to allow more viewable area on the screen, select the          
icon found in the upper right hand corner of the Menu.   Once the Menu has been collapsed 
(minimized), use the            icon to expand it open again. 
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When clicking on the hyperlink for a major functional area on the Menu, the area will expand within 
the Menu in the left hand window pane.  This will also create a window pane with icons on the right 
hand side of the page.   
 

 
 

 
The Vendor User can navigate to the desired page in the system by clicking either the hyperlink 
within the Menu on the left, or the icons on the right hand side of the page. 
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When searching within the system, certain search results can be downloaded into Microsoft Excel.   
 
At the top of most search result lists an Excel Download icon -        - will be available. 

 
Clicking the        icon will allow the search results to be downloaded into an Excel format. 

 
When the File Download pop up window appears, the Vendor User may select Open, Save or 
Cancel.  Selecting Open will display the search results list in an Excel Format that the Vendor User 
can save to their local workstation if desired. 

 
 
NOTE:  The Vendor User may need to adjust their browser “Pop-up Blocker” settings for this 
feature to work correctly. 
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Pop-Up Blocker Settings 
 
Several functions within the on-line procurement application will utilize “pop-up” windows, such as 
when viewing a Purchase Order or opening attachment files.    Each individual Vendor User’s 
security settings may be set to prevent these “pop-up” windows from being accessible.    Please be 
aware that the Vendor User may need to adjust their browser’s Pop-Up Blocker settings to be able to 
view some of the on-line bidding content. 
 
If after adjusting pop-up blocker settings, a Vendor User is still encountering difficulty accessing or 
viewing information in the on-line bidding system, please contact City Utilities’ Gail Driskell, at 
(417) 831-8429 for further assistance. 
 
 
View Bidding Instructions 
 
City Utilities’ instructions for bidding with City Utilities can be viewed by clicking on the View 
Bidding Instructions link within the menu.  These are the same instructions that are normally 
included with Bidding Events that are faxed to the Vendor.  These same Bidding Instructions also 
apply to each bid submitted by a Vendor User using the on-line bidding method for submitting their 
bids. 
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Password Change 
 
Upon initial login to the system, the Vendor User should change their password from the password 
originally assigned to them by CU to a password of the Vendor User’s choice.  Additionally, the 
Vendor User may change their password at any time if desired using the Change My Password 
function. 
 
To change the password, select the Change My Password hyperlink from the Menu. 

 
Provide the Current Password and a new password in the New Password and Confirm Password  
fields.  Then click the                            icon.    
 
Remember passwords are case sensitive and must be at least 15 characters long. 

 
The Vendor User will then receive confirmation of the password change. 
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My System Profile 
 
The My System Profile page will allow the Vendor User to maintain certain Vendor User related 
data.  Available to the Vendor User on the My System Profile page is the Password Help Question 
which is used in the process of re-setting a password if the Vendor User forgets their password.  
Also available on the My System Profile page is the ability for the Vendor User to update their email 
address. 
 
Upon initial login the Vendor User should navigate to the My System Profile page to input the 
forgotten password help question and answer. 
 
To access this page, click on the My System Profile hyperlink on the Menu. 

 
  
 
The General Profile Information page will be displayed. 
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 Click on the Change or set up forgotten password help hyperlink to choose a question and 
answer. 

 
 
Select a password hint question from the drop down list. 

 
Type in the Response to the password hint question that the Vendor User chose. 
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Click                     to complete the password hint question and answer setup. 
 
NOTE:  If a Vendor User enters a password incorrectly five times, after the fifth attempt the Vendor 
User’s account will automatically be locked out.  If this occurs, the Vendor User will need to contact 
City Utilities’ Purchasing Department, (417) 831-8363 for additional assistance. 
 
The Purchasing Department will ask the Vendor User the selected password hint question and must 
receive the correct response for the Vendor User’s account to be enabled again. 
 
 
 
 
 
Use the Email section of the General Profile Information page to maintain the Vendor User’s email 
address.  The email address listed on this page is the email address for the individual Vendor User 
(the person).   This email address will be used when the system supplies a new password to the 
Vendor User, for notification of any changes that have been made to the Vendor account information 
by any of the organization’s Vendor Users, and for supplying a confirming copy of bids the Vendor 
User submits on-line.     
 

 
 
NOTE:  This Vendor User email address is NOT the main email address used by the system for 
sending bid solicitation notices.  The organization’s bid solicitation email address must be 
maintained in the Maintain Supplier Information  area of the system. 
 
When changes to the General Profile Information page are complete, click                to save all the 
changes.  
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Forgotten Passwords 
 
If the Vendor User has forgotten their password, they can click the I forgot my password hyperlink 
to have the system assign a new password and have the new password emailed to the Vendor User. 

 
  
 
 
The Forgot My Password page will appear.   The Vendor User will be prompted to type in their 
User ID.   
 
If the Vendor User has also forgotten their User ID, they will need to contact City Utilities’ 
Purchasing, (417) 831-8363 for additional assistance. 
 

 
    
After keying in the User ID, click                                 . 
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The Vendor User will then be shown their selected password hint question.  Type in the correct 
Response to this question and click                                 . 
 

 
 
 
The system will then assign a new password to this Vendor User and the new password will be 
emailed to the Vendor User. 
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MAINTAIN SUPPLIER INFORMATION 
 
The Maintain Supplier Information section of the system will allow the Vendor User to view, enter 
and change Address and Contact information pertinent to the vendor organization.  Vendor Users 
can make updates to existing addresses, contact names, email addresses, telephone numbers, and 
other important data elements necessary for City Utilities to successfully do business with each 
Vendor. 
 
 
 
Viewing and Changing Vendor Address Information 
 
Click on the Maintain Supplier Information  hyperlink within the Menu.  Doing so will expand the 
Menu in the left hand window pane and also creates a window pane with icons on the right hand side 
of the page.  The Vendor User can navigate to the vendor Addresses using either the Menu on the 
left, or the icons on the right hand side of the page. 
 
Click Addresses to view your current Vendor Address details. 
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A listing of the current vendor Addresses will be displayed on the Current Addresses page. 
 
Select the Description hyperlink for any of the listed Addresses to view more details about the 
Address. 
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The Address Information page displays the details about the selected Address including the 
address, email, and phone numbers. 
 

 
Select                                to return to the main Current Addresses page. 
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Click the                  button on the Current Addresses page to change existing vendor Address 
information. 

 
 
 
The Address Information page will be displayed.  This page will allow the Vendor User to edit 
Address information including Address, Email and Telephone information.   The date the changed 
Address information is to take effect can also be entered on this page. 
 
To edit any data element on this page, simply replace the existing information with the updated 
information. 
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The existing Telephone Information can be edited or new telephone numbers may be added.  
However, the system will only allow each phone Type to be used one time.  For example, the phone 
type of FAX may only be listed one time.    
 
To Add a new telephone number, click the                  button, and then enter the Type (choose from 
the drop down list), and the Phone, including the area code and phone number in the Phone field. 

 
 
 
When all changes or additions are made to the Vendor Address Information, click the                 
button.   The system will display the Save Confirmation page to indicate the changes were saved 
successfully. 
 

  
 
 
Using the                                 hyperlink will return the Vendor User to the main Current Addresses 
page. 
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Future Effective Dated Address Information 
 
When maintaining the Vendor organization’s address information, a Vendor User can update address 
information that is going to take effect in the future.   
 
From the Current Addresses page, the Vendor User will select the                 button for the Address 
that needs to be updated.   Edit the data elements that need to be changed as described earlier in this 
manual. 
 
In the Date Change Will Take Effect field, enter the future date that the new information will 
become effective, and click                . 
 

 
The system will continue to display and use the current Address data until such time that the future 
effective date is reached.  Upon that effective date, the system will begin using the new Address 
data. 
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If future dated address information exists for an Address, a Future Address hyperlink will be 
displayed on the Address Information page.  By clicking on the Future Address hyperlink, the 
Vendor User can view the edited Address information that will become effective when the future 
effective date is reached. 
 
Current  ORDER ADDRESS: 
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Future ORDER ADDRESS: 

 
Using the                                 hyperlink will return the Vendor User to the Address Information 
page. 
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Viewing and Changing Vendor Contact Information 
 
Click on the Maintain Supplier Information  hyperlink within the Menu.  Doing so will expand the 
Menu in the left hand window pane and also creates a window pane with icons on the right hand side 
of the page.  The Vendor User can navigate to the vendor Contacts using either the Menu on the 
left, or the icons on the right hand side of the page. 
 
Click Contacts to view your vendor contact details. 
 

 
 
The current vendor contact information, including Contact Description and Name, will be displayed 
on the Current Contacts page. 
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Select the Description hyperlink on the Current Contacts page to view more contact details. 

 
 
The Contact Information page displays the details about the selected Contact including the Contact 
Name, Email, Company URL, the Address associated with the Contact, and Telephone 
information. 
 

 
 
 
Select                             to return to the Current Contacts page. 
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Click the              button on the Current Contacts page to change existing vendor contact 
information. 
 

 
 
The Contact Information  page will be displayed.  This page will allow the Vendor User to change 
Contact Information including Name, Email, URL, and Telephone information. 
 
To edit any data element on this page, simply replace the existing information with the updated 
information. 
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The existing Telephone Information can be edited or new telephone numbers may be added.  
However, the system will only allow each phone Type to be used one time.  For example, the phone 
type of FAX may only be listed one time.    
 
To Add a new telephone number, click the                  button, and then enter the Type (choose from 
the drop down list), and the Phone, including the area code and phone number in the Phone field. 

 
 
When all changes or additions are made to the Vendor Contact Information , click the                 
button.   The system will display the Save Confirmation page to indicate the changes were saved 
successfully. 
 

  
 
 
Using the                                 hyperlink will return the Vendor User to the main Current Contacts 
page. 
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Future Effective Dated Contact Information 
 
When maintaining the Vendor organization’s contact information, a Vendor User can update contact 
information that is going to take effect in the future.   
 
From the Current Contacts page, the Vendor User will select the                 button for the Contact 
that needs to be updated.   The Contact Information  page will display. 
 
 
 
Click on the                          hyperlink to display the Future Contacts page. 
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On the Future Contacts page, change and/or enter the new Contact information that will become 
effective in the future for this Contact.   
 
Status:  Always select Active. 
 
NOTE:  All the Telephone Information will have to be re-entered, including any telephone 
numbers that are changing, as well as those numbers that are not changing.  
 
In the Date Change Will Take Effect field, enter the future date that the new information will 
become effective. 
 
 
After entering all the future dated Contact Information, click the                                          hyperlink. 
 
This will return you to the Current Contact Information  page.  It will then be necessary to click 
the               button to save the Future effective dated information.
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Special Messages displayed after Updating Order Address or Purchasing Contact Information 
 
City Utilities’ procurement application notifies Vendors of Bidding Opportunities and awarded 
Purchase Orders by both email and fax notification methods.   The Email addresses and Fax numbers 
used for these notifications are maintained in two locations within the Vendor’s Supplier 
Information – the ORDER ADDRESS and PURCHASING CONTACT.   Depending on the internal 
procurement situation, sometimes the system will use the email and fax data that is maintained on 
the ORDER ADDRESS and other times the system will use the email and fax data that is maintained 
on the PURCHASING CONTACT when sending notifications to the Vendor about bidding 
opportunities or awarded Purchase Orders.   
 
Therefore, it is very important that the Email address and Fax number information on the 
ORDER ADDRESS and the PURCHASING CONTACT be kept in sync with each other. 
 
If the Vendor User updates either the email address or fax number on the ORDER ADDRESS, the 
system will display a message reminding the Vendor User to make the same update to the 
PURCHASING CONTACT email or fax number. 
 
Likewise, if the Vendor User updates either the email address or fax number on the PURCHASING 
CONTACT, the system will display a message reminding the Vendor User to make the same update 
to the ORDER ADDRESS email or fax number. 
 
Updating this information in both locations is very important to insure that future bidding 
opportunities and purchase order award notices are correctly sent to and received by the Vendor. 
 
Sample Message: 
 

 
 
Clicking the                      button will remove the message from the screen so the Vendor User can 
continue with the necessary updates. 
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Email notifications when changes are made to Vendor Address or Contact Information 
 
Anytime a Vendor User for the Vendor organization makes a change to any data element of the 
Address or Contact information, an email notice confirming the changes will be sent.  This email 
confirmation is sent to all the Vendor Users for the vendor organization, regardless of which Vendor 
User actually made the changes. 
 
The confirmation email is intended for informational purposes.  City Utilities desires and encourages 
Vendor Users to maintain their Supplier Information online.   However, if changes or updates were 
made in error or might negatively impact the Vendor organization from receiving future bidding 
notifications, CU wants to make sure the Vendor Users are aware and have the opportunity to review 
and correct those changes if necessary. 
 
Sample Confirmation Email: 
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MANAGE EVENTS AND PLACE BIDS 
 
The Manage Events and Place Bids section of the system will allow the Vendor User to view all 
City Utilities’ Bidding Event opportunities to which the Vendor has been invited.  The Vendor User 
can determine if they would like to accept the invitation, decline the invitation, or proceed to bid on 
the event.  The Vendor User can view the bidding event details, access any attachments to the 
bidding event and submit bid responses on-line.  
 
The Manage Events and Place Bids section of the system also allows the Vendor User to view 
solicitation history for the organization.  By using the My Event Activity  page, Vendor Users can 
search solicitation history by solicitations they’ve been invited to, solicitations they’ve bid on, and 
solicitations they’ve been awarded.  Vendor Users can enlarge or narrow their search by searching 
using specific date ranges.   
 
The Vendor User can also provide information about the types of products or services they offer by 
using the My Item Categories page within this section.   
 
Solicitations available for viewing and responding are called “Bidding Events” or “Events” within 
the system.  An Event can represent a vendor’s opportunity to Buy or Sell goods and services 
to/from City Utilities.  For the purposes of this manual, all Events will be considered Sell Events 
from the Vendor’s view point.   
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View Open Events and Place Bids 
 
Click on the Manage events and Place Bids hyperlink within the Menu.  Doing so will expand the 
Menu in the left hand window pane and also create a window pane with icons on the right hand side 
of the page.   
 

 
 
Click View Open Events and Place Bids.  Either hyperlink can be selected. 
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Using the View Open Events and Place Bids page, the Vendor User can search for open Events, 
view the Bidding Response status of those Events and access those Events for further action or 
bidding.  The page displays such things as Event ID, Event Name, End Date and Bid Response 
Status.  With these pieces of information, the Vendor User should be able to make an initial 
determination on which Events they would like to participate in. 
 
Each time the Vendor User visits this page, the Search Results area will display the Vendor’s open 
Events.    Events that the Vendor organization has been invited to are considered “open”  until the 
Event End Date and Time has been reached.  Even if the Vendor User has already submitted a bid 
for an event, as long as the Event End Date has not been reached, the Event will continue to be 
displayed on this page. 
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To select a particular Event on which the Vendor User would like to view further details, click the 
Event ID hyperlink represented by the Event ID number.   
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After selecting the Event you would like to view further, the Event Details page will be displayed. 
 
The Event Details page displays both general and detailed information about the Bidding Event that 
the Vendor User can use to determine if the organization would like to pursue the solicitation 
opportunity further. 
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The top section of the Event Details page displays general information about the Bidding Event. 

 
 
Event ID and Event Name lists the unique bidding Event ID Number and Name for this Bidding 
Event.   
 
Event Start Date and End Date define the opening and closing dates and times for the Bidding 
Event.  Event Start Date is the date a Vendor User may begin submitting bid responses.  End Date 
reflects the date and time for which all bid responses must be submitted by in order for the bid to be 
considered on-time.  
 
Round and Version indicate whether a new round of bidding or a new version of the Event has been 
created and is represented by sequential numbering. 
 
Multiple Bids Allowed indicates whether the Vendor User can submit more than one bid response. 
 
All Lines Required indicates whether a bid response must be entered for all the lines on the Event. 
 
This area of the page also includes three buttons that allows the Vendor User to select whether they 
would like to Bid on the Event, Accept or Decline the Invitation.  
 
                          will allow the Vendor User to access the bid response pages to enter and submit a 
bid on this Bidding Event.  Details for Entering and Submitting a Bid Response will be described 
in further detail beginning on page 44 of this Vendor Manual.      
                 
                        will change the status of the Event to “Accepted” by the Vendor organization, 
indicate the acceptance to CU and allow the Vendor User to return later to finalize the bid response. 
 
                         will indicate that the Vendor organization does not want to bid on the Event.  The 
Decline indication will be visible to CU, but can be changed to Accepted later if the Vendor User 
chooses to do so.    
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If the Event Invitation  is Declined, the Decline Event Invitation page will open and the Vendor 
User will be asked to provide additional information regarding the reason for Declining.  Select a 
reason for declining the invitation from the provided list of reasons, enter additional comments, and 
select whether or not the Vendor wants to continue to receive updates about this Event. 
 

 
 
Select the                           button to finish the Decline Event Invitation action.      
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The                                   hyperlink will allow the Vendor User to view and print the Bidding Event 
Details document.    This page will also display the Event’s header comments and any other 
attachment files that may be a part of the Bidding Event. 
 
The Bidding Event Details file is available in .pdf format.   Select the          icon next to the file that 
you would like to view and or print. 
 

  
 
The pdf format of the Bidding Event should be displayed in a new window and be available to print.    
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The middle section of the Event Details page displays Payment Terms and the Event Contact 
information.  The City Utilities’ Buyer for the Event will be listed as the Contact.  The Buyer’s 
phone and email address are listed as well.   

 
 
Selecting the Buyer’s Email hyperlink  allows an email to be sent to the Event Buyer.  The Message 
text box appears and can be used to send questions or comments about the Event to the Buyer. 

 
 
After inputting the message text, select the               button to send the email to the Buyer.  
 
The                 button will exit the page without sending an email. 
 
NOTE:  This email functionality is internal to CU’s procurement system only and does not utilize or 
function with any “out of office” features that are normally available with most commercial email 
packages.   
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The lower portion of the Event Details page displays the Bidding Event Lines.  This section of the 
page displays the Line Number, a short Description, Quantity Requested, and Unit of Measure 
(UOM) for the line items being bid. 
 

 
 
 
Use the         icon to view the Line Comments and Attachments page for a particular Line on the 
Bidding Event.  The Line comments will contain the full detailed item description for that specific 
Line on the Bidding Event. 

 
 
 
Selecting either the                or                button will return the Vendor User to the Event Details 
page.      
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Entering and Submitting a Bid Response 
 
Once the Vendor User has reviewed the Event Invitation on the Event Details page and determines 
that a bid will be submitted, use the                          button to enter the Vendor’s bid response online. 
 
The Create Bid Response page opens and the Vendor User will be allowed to begin entering their 
Bidding Event response from this page. 
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The Create Bidder Response page has several sections that contain the same features and 
information that was available to the Vendor User when previewing the Event from the Event 
Details page.   
 
However, the Create Bidder Response page also has some different features and information that 
the Vendor User will use for bid response purposes.  A description and illustration of these different 
features is presented on the following pages. 
 

 
The top section of the Create Bid Response page displays the same general Bidding Event 
information that was listed previously on the Event Details page. 
 
The                          button can be used to save the Bid Response information that has been entered 
so the Vendor User can return at a later time to continue entering their Bid Response.  Using this 
button saves the bid information only; it does not submit the bid. 
 
When the Vendor User has completed entering all their Bid Response information and is ready to 
submit their bid click the                   button.    After a bid has been submitted, however, the Vendor 
User can return to edit, change, and/or cancel that bid response as long as the Bid End Date has not 
passed. 
 
The blue bars located near the middle section of the page display the same information that was 
present on the Event Details page.  However, on this page, these sections are displayed in a collapsed 
mode.  Clicking on the triangle icon at the left edge of the blue bar will expand that section to show 
the details.     For example, clicking on the        icon on the Event Contact bar will expand the section 
to display the Contact (Buyer) Name, phone and email address.   
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Use the                                                    hyperlink to see the Bidding Event General Comments and 
Attachments page which displays solicitation details, specifications, and attachment files. 

 
 
On the General Comments and Attachments page the Vendor User can view the Bidding Event 
Details file, Event Comments and any File Attachments that accompany the Bidding Event. 

 
 
 
 
Use the             button to see any of the Event Attachment files.  The full Bid Event Details file 
(excluding any additionally listed Attachments) can be viewed and printed by clicking the View 
button for the file described as the Event Details.  It may be helpful to print the Bidding Event 
Details file to use as a working document as the Vendor User enters their bid response information 
on-line. 
 



City Utilities of Springfield, Missouri  47 of 100 
Strategic Sourcing On-Line Bidding Vendor Manual 

 

The Event’s General Comments are displayed on this page and include information that is relevant 
to the entire Bidding Event.    If there is more than one General Comment, this will be indicated in 
the upper right hand corner of the Comment window by a counter (i.e. 1 of 2).  Clicking on the      
icon will scroll through all the Event General Comment windows. 

 
The General Comments and Attachments page will also allow the Vendor User to Add New 
Comments to their Bidding Event Response.  These comments may be additional information the 
Vendor User wants to convey to the Buyer regarding their Bid Response or could be answers to 
questions that are asked the Vendor in the Bidding Event.   
 
Any exceptions the Vendor User is taking to the Bidding Instructions or any other terms or 
specifications outlined in the Bidding Event, should be documented by the Vendor User in the Add 
New Comments section.  Comments entered by the Vendor User on this page will be viewable by 
CU’s Buyer. 
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From this page, the Vendor User also has the ability to Add New Attachments that support the 
Vendor’s Bid Response.   Use the              button to select a file from the local workstation to be 
attached to the Bidding Event response.   
 

 
 
Then use the                   button to find the file on the local workstation that the Vendor User desires 
to attach to their Bid Response.    Click the               button to upload and attach the file to the 
Bidding Event. 
 

 
Files that are attached by the Vendor User to their Bidding Event Response become a part of and 
will be evaluated with the Vendor’s bid.   
 
If necessary, use the Add New Attachments or Delete hyperlinks to add or remove additional file 
attachments. 

 
 
When the Vendor User has finished viewing, printing, or entering any comments or attaching files 
on the General Comments and Attachments page, click                at the bottom of the page to 
accept any changes entered and to return to the main Create Bid Response page.
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The General Questions area of the Create Response page displays questions that the Vendor User 
will need to answer.  The questions on this page are general solicitation questions that are applicable 
to the entire Bidding Event. 
 
Required questions will be identified by the        icon.     
 
Quote Number:  Is an optional field to complete.  This is where the Vendor User should record 
their organization’s identifying Quote Number for their Bid Response, if applicable. 
 
Billing Terms:   Select the Vendor’s Billing Terms from the drop down list by clicking on the down 
arrow.      
 

 
 
If the Vendor User chooses Billing Terms of “Other,”  then please list or describe in detail the 
Billing Terms by keying in that information into a General Comment.   
 
Access the General Comments page by clicking on the                                                   hyperlink.  
Then type the Billing Terms in the Add New Comments box.   Click                 to accept the 
comment and return to the Create Bidder Response page. 
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The Line Items area of the Create Bid Response page allows the Vendor User to view each Line, a 
short Description of the line item being bid, the Requested Quantity, and the Unit of Measure 
requested.    
 
The Vendor User will need to populate the Bid Quantity  and the Bid Price for each line they are 
responding to.   Bid Quantity can be less than the Requested Quantity, but can never be more than 
the Requested Quantity 
 

 
To see the full detailed description for each Line, click the          icon.   Clicking this icon will open 
the Line Comments and Attachments page that allows the Vendor User to view the full detailed 
description for each item, along with any file attachments specific to that Event Line only. 
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The Line Comments and Attachments page will also allow the Vendor User to add additional 
comments specific to this Event Line number and upload additional files specific to the Event Line 
number  
 
Use the Add New Comments section to add additional comments specific to this Event Line. 
 

 
Use the                button to select a file to attach to the Bidding Event Line. 
 

 
 
 
When the Vendor User has finished viewing, printing, or entering any comments or attaching files 
on the Line Comments and Attachments page, click                at the bottom of the page to accept 
any changes entered for this Event Line and to return to the main Create Bid Response page. 
 
 
Indicating a ‘No Bid’ for an individual Line 
 
To indicate at NO BID for a particular line, the Vendor User should leave the Bid Quantity , Bid 
Price, Lead Time, as well as Brand and Part number fields blank (empty).    Additionally, the 
words ‘No Bid’ should be typed in the Add New Comments field to further indicate to the CU 
Buyer that the Vendor is not submitting a bid for that line. 
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After the Vendor User has entered the Bid Qty and Bid Price for each Event Line, click the        
button to access more details about each Event Line.  This will open a Line Details page that the 
Vendor User must use to enter the Lead Time (a required bid response field) and Brand and Part 
Number for each Event Line they are responding to. 
 
NOTE:  The Vendor User could alternatively enter the Bid Qty and Bid Price on this Line Details 
page as well.   Whether the Vendor User utilizes the Create Bid Response page or this Line Details 
page (accessed using the        button) the bid responses are stored the same in the On-Line Bidding 
system. 

 
 

Don’t forget to click 
the Bid Button to 
access the Line 
Details page. 
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The Create Bidder Response – Line Details page displays each Event Line as a separate page for 
viewing.  The Line number and total number of Event Lines are displayed at the top of the page.   
The Vendor User can navigate (toggle through) to any line within the Event by using the Previous 
Lines or Next Lines hyperlinks 
 

 
 
If the Vendor User had already entered the Bid Quantity  and Bid Price for the Event Line using the 
main Create Bidder Response page, these values will already be populated in the Bid Price and Bid 
Quantity fields on the Line Details page.   If the Vendor User prefers, these values can be entered on 
this Line Details page as well. 
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The Vendor User must populate the shipping Lead Time for the Event Line.  The Lead Time must 
be entered as a numerical value and be stated as the number of calendar days after receipt of order.  
Lead time is a required field. 

 
The Shipping Information  for the Event Line is located near the bottom of the page and displays 
the Ship to Address, Ship Via method and Freight Terms that apply to this Bidding Event Line. 
 
NOTE:  If the Vendor chooses to take any exceptions to the Ship Via method or Freight Terms, the 
Vendor User should indicate that by typing in the exception in a comment box at either the General 
or Line Comments. 
 
Clicking the        icon will display the full, detailed Ship To Address. 
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In the middle of the Line Details page is the                                                                      hyperlink.  
Clicking on this link will open the Line Comments and Attachments page.   The Line Comments 
and Attachments page allows the Vendor User to view the full detailed description for each specific 
Line, along with any file attachments specific to that Event Line only. 
 
NOTE:  This is the same Line Comments and Attachments page that was described earlier.  The 
Vendor User has two ways to access this page for each specific Event Line – from the main Create 
Bidder Response page by clicking the        icon (described earlier) or from the Line Details page by 
clicking the                                                                       hyperlink.   
 

 
 
 
The Vendor User is also asked to state the Brand and Part Number for the Item they are quoting.  
If the requested Event Line Item is a City Utilities’ Inventory Item, the Acceptable Brands and Part 
Numbers that CU will accept can be viewed by clicking the        icon (lookup prompt) located at the 
end of the Brand Name and Brand Part Nbr  fields.   The Vendor User can select the Brand and 
Part Number they are quoting from the provided lists. 
 

 
 
First click on the Brand Name lookup prompt (     ) to see the full Acceptable Brand and Part 
Number List and select the brand that your organization is bidding by clicking on the hyperlink for 
that Brand Name. 
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The Brand field will now be populated with the Brand that was selected.    

 
 
Now click on the Brand Part Nbr  Lookup Prompt (     ) and select the appropriate Acceptable Part 
Number from the provided list.  The Part Number list will only display the Acceptable Part Numbers 
that are related to the previously selected Brand.    Select the Acceptable Brand Part Number from 
the list by clicking on the hyperlink for that Part Number. 

 
 
Now both the Brand Name and Brand Part Nbr  fields should be populated with a CU Acceptable 
Brand and Part Number. 

 
 
NOTE:  If the Vendor User is not quoting a CU Acceptable Brand and Part Number, the alternate 
Brand and Part Number they are quoting may be keyed directly into the Brand and Part Number 
fields.   If an alternate brand or part number is being quoted, Vendors should include supporting 
documentation about the alternate brand and part with their Bid Response for evaluation purposes. 
 
If the requested Event Line is not a CU Inventory Item, the Lookup Prompt icon       will not be 
present.   In these instances the Vendor User should just key in the Brand Name and Part Number 
that they are quoting directly into these fields. 
 
The Vendor User should repeat these steps for completing the Line Details page for each Line on the 
Bidding Event.  Use the Next Lines hyperlink at the top of the page to move to the next event Line.
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When the Vendor User is finished populating the required information on all the Line Details pages 
for the Bidding Event, click the            at the top of the Line Details page to return to the main Create 
Bid Response Page. 

 
 
When the Vendor User has finished with their entries on the Line Details page(s) and have returned 
to the main Create Bid Response page, the following actions can be taken. 
 

1. Use the                     button to save all bid response information.  This action can be done at 
any time when responding to a Bidding Event.   

 
2. Use the                button to submit the Bid Response. 

 
3. Use the                          hyperlink to check Bid Response entry.  The Validate Entries button 

will indicate to the Vendor User if any errors are found or if required bid response 
information is missing.   The Validate Entries hyperlink is also available on each Line Details 
page. 

 
NOTE:  Clicking the                button will submit a bid response for the Bidding Event.  To change 
the response, the bid must be accessed, edited and submitted again.  This is discussed further in the 
Viewing and Editing Submitted Bids section of this manual. 
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When the               button is selected the system will provide a Bid Confirmation  page.  This page 
displays: 
 
Bid ID  – used to track multiple bids submitted on a single Bidding Event 
 
Bid Date – the time and date the Vendor User submitted the bid. 
 
 
Use the           button on the Bid Confirmation page to return to the View Open Events and Place 
Bids page. 
 

 
 
In addition to this Bid Confirmation page, after a Vendor User has submitted a Bid, they will also 
receive a Bid Confirmation email which contains a copy of the Vendor User’s submitted bid 
response.  This is explained in more detail with an example of the Bid Confirmation email in 
Appendix A of this manual. 
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Viewing and Editing Submitted Bids 
 
Once a Vendor User has submitted a Bid Response, the bid can be viewed or edited before the Event 
End Date has been reached.  To view or edit a submitted bid, navigate to the View Open Events 
and Place Bids page. 
 
From the Main Menu, click on the Manage Events and Place Bids hyperlink within the Menu. 
Then click on View Open Events and Place Bids. 
 

 
The View Open Events and Place Bids page will be displayed.  From this page, select the Event 
ID hyperlink for the submitted Event Bid Response that you would like to edit or view. 
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The Event Details page will be displayed. 
 
Notice that in contrast to the first time you accessed the Event Details page prior to placing a bid for 
the Event, the Event Details page now only displays two options for action -- :                    and  
 
         . 
 

 
 
To enter an entirely new bid for this Bidding Event, select the                     button and follow the 
steps defined in the Entering and Submitting a Bid Response section of this manual.  
 
To Edit , View or even copy an existing bid for this Bidding Event, select the                     button. 
 
From the Edit/View Bid page, three actions are available: 
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1. Cancel – select the         icon to cancel the existing bid response.   The Cancel action will 

require a confirmation.  Select the                       button to confirm the bid cancellation. 

 
 

2. View/Edit  – select the       icon to view the existing bid response, make any necessary 
changes and re-submit the Bid Response.  All existing bid response questions, quantities, 
prices, and comments will be available for editing.  The original Bid ID number will remain 
the same. 

 
3. Copy – select the       icon to copy the existing bid response to create an additional Bid 

Response for the Bidding Event.     All the bid response questions, quantities, prices, and 
comments from the original bid will be copied into the NEW Bid ID number. The bid 
response information is then available for making any necessary changes to this NEW Bid 
Response and can be submitted.   The copied Bid will be identified with a subsequent Bid ID 
number (i.e. Bid ID 2) after it has been submitted.  

 
The Copy Bid feature is also available on the Bid Confirmation page that is displayed after 
submitting any bid.  
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My Event Activity 
 
The on-line bidding system provides the capability for the Vendor User to search Bidding 
Event history in a number of ways.  The My Event Activity  page allows the Vendor User to 
search current and past Bidding Events by various criteria.  When searching for Event 
activity, Vendor Users can respond to new Events, review bid status summary information 
and see Event status information. 
 
 
On the main Menu, click on the Manage Events and Place Bids hyperlink within the Menu. 
 
Then click on either of the My Event Activity  hyperlinks. 

 
 
When the Event Activity  page displays, it will initially show a listing of the Events the Vendor 
Organization has been invited to within the last One Month time period (30 days).    
 
The Event Activity Summary section of the page provides various search features that may be used 
to filter the Vendor User’s Event activity by Events Invited To, Events Bid On and Events 
Awarded for the date range specified.  Selecting each of these respective hyperlinks will change the 
results in the Events section at the bottom of the page. 
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Use the Search Criteria section in the middle of the page to filter the Event results.  Select any 
combination of Event Format, Event Type or Date Range to retrieve matching results.  The date 
ranges can easily be changed using the pre-defaulted date range radio buttons -- One Month, Three 
Months, Six Months or One Year radio buttons.    
 
After changing any of the Date Range Radio buttons, select the              button to execute the search 
based on the Search Criteria provided. 
 

 
Sample of results after searching for a different Date range using the radio button. 
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To use a Date Range other than one of the four radio buttons, first choose the              button to clear 
out any pre-defined date range values.    

 
 
After the page refreshes and clears out all the previous search criteria and search results, enter a date 
range of the Vendor’s choice and select the              button to execute the new search. 
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New Search results. 

 
 
Use the      icon to expand the Event ID and view the Bid Summary information for bids previously 
submitted. 

 
 
Use the       icon to view the Bid Response that was submitted by the Vendor Organization. 
 
If the Vendor was awarded a Purchase Order as a result of the submitted Bid Response, high level 
Purchase Order information will also be displayed under the Award Summary area. 
 

Award Info 
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My Item Categories 
 
The On-Line Bidding System provides the capability for the Vendor User to select Item Categories 
that reflect the products and services the Vendor’s organization can provide to City Utilities.  
Although selecting the Item Categories your organization can provide is not required, it is 
encouraged as doing so may assist CU Buyers in identifying additional Bidding opportunities for 
your organization. 
 
City Utilities uses the National Institute of Governmental Purchasing (NIGP) commodity codes.  The 
NIGP codes are divided into two levels -- the Parent Category (the upper level) and Sub Categories 
(the lower level categories within a Parent Category). 
 
The My Item Categories page allows the Vendor User to select the Item Categories that their 
organization can provide.  To begin selecting Item Categories, click on the Manage Events and 
Place Bids hyperlink within the Menu. 
 
Then click on the My Item Categories hyperlink.  Either may be used. 
 

 
The Item Category Selection page will be displayed and the Vendor can begin selecting the Item 
Categories for the products and/or services they can provide to CU. 
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Instructions for the Item Category Selection page are listed on the screen, but are also outlined 
below.    
 
There are two options for selecting categories.   Either option may be used by the Vendor User. 
 
Option 1:  
 
Select a Parent Category by clicking on the lookup prompt icon      to the right of the Parent 
Category field. 

 
 
The Lookup Parent Category page will be displayed and lists all the Parent Categories that are 
available to choose.    Select a Parent Category by clicking on the category number hyperlink. 
 
To view all the available Parent Categories, either click the View All hyperlink, or use the arrow 
keys (    )  to scroll through the list one screen at a time. 
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After selecting the Parent Category, click the                          button to display the Sub Categories for 
the Parent Category that was previously selected. 

 
 
 
The Vendor User can now select the Sub Categories that represent the products and services their 
organization can provide by simply clicking in the appropriate Selection Flag box. 
 
After selecting the desired Sub Categories, click            . 

 
 
The Vendor User can then repeat the above described steps of first choosing a Parent Category and 
then showing the Sub Categories for that Parent Category as many times as necessary to identify all 
their organization’s  product and service offerings. 
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Option 2: 
 
Click the                         button to display all the Parent and Sub Categories available. 

 
 
Parent Item Categories are displayed in alphabetical order and are listed in all capitals.  Clicking 
the Selection Flag at the Parent level will automatically select all the Sub Categories listed under 
the Parent Category, or the Vendor User may choose to just select individual Sub Categories one at a 
time. 
 

 
Be sure to remember to click the             button at the bottom of the page to save the Vendor User’s 
Item Category selections. 
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Clicking on the My Selected Categories button will display all the selected Item Categories for the 
Vendor User. 
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MANAGE ORDERS 
 
The Manage Orders section of the system will allow the Vendor User to view and print Purchase 
Orders issued by CU.  Also, the Manage Orders section will provide receiving information related to 
shipments from the Vendor organization to CU. 
 
The Manage Orders feature shows Purchase Orders when they reach the “Dispatched” status within 
CU’s system.  Therefore, only Purchase Orders that have been approved by CU and issued to the 
Vendor will be available to the Vendor User.  Likewise, the system shows receiving information 
only when the “Receipt” has been completed in CU’s system. 
 
There are various methods for the Vendor User to search and retrieve Purchase Order and Receipt 
information.  An illustration of these features is described below. 
 
View Purchase Orders 
 
From the Menu, click on the Manage Orders hyperlink. 

 
Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 
page.  Click Purchase Orders.  Either hyperlink may be selected. 
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The Purchase Orders – Filter Options page will be displayed. 

 
This page allows the Vendor User to define any combination of Search Criteria to retrieve Purchase 
Orders for the Vendor organization. 
 
Available as Search Criteria or Filter Options are the following fields: 
 

1. From PO ID, To PO ID – if the CU Purchase Order ID number is known, populate this in 
the search field.  If searching for a single PO number, enter that number in both the From and 
To PO ID fields.  These fields can be used to search for a range of Purchase Order Numbers, 
or for a single PO Number.   

 
2. Item ID  – This field can be used if the CU Inventory ID number is known and will search for 

POs that contain that Item ID. 
 

3. From Date, To Date – using these date fields the Vendor User can search for POs that have 
been issued within a desired date range. 

 
4. Buyer – search for POs issued by a specific CU Buyer. 

 
5. Contract ID  -  search for POs that were issued through a CU Contract with the Vendor 

Organization. 
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After entering the Vendor User’s desired search criteria, click the                button to retrieve 
Purchase Orders that meet the entered Search Criteria. 
 

 
Once the Search Criteria has been provided and the Purchase Orders have been retrieved, the 
Purchase Order List page will be displayed. 
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The Purchase Order List page has two tabs – the PO Details tab and the Header Details tab. 
 
The PO Details tab displays the Purchase Order number, Status, Dispatched Date/Time, number 
of PO Lines, and the PO Total Amount.  Also the ability to View a PDF copy of the PO is 
available from this tab. 

 
The Header Details tab displays the Purchase Order number, the Purchase Order Date, the 
Buyer and the Payment Terms. 
 

 
 
 
Click on the Purchase Order number hyperlink to view more details about a specific PO.  This 
action will display the Purchase Order Details page. 
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The Purchase Order Details page shows general Purchase Order “Header” information, as well as 
Purchase Order Line and Invoice information. 
 
The top portion of the page displays general information about the PO such as the PO number, PO 
Date, Payment Terms and Total Amount. 
 

 
 
The middle portion of the page displays the Purchase Order Line information.  This information is 
spread across three tabs:  Line Information , Line Details and Contract Info .  The information 
contained on each tab is summarized below. 
 
Line Information  tab:  Line number hyperlink, Inventory Item ID , short Description, Quantity  
ordered, and total line Amount.    The full item ordering description can be viewed by clicking on 
the Comments icon        . 
 
Line Details Tab:  Brand and Part number ordered 
 
Contract Info :  if the PO is associated with a Contract, the Contract ID  and Line Number will be 
displayed on this tab. 
 
The lower portion of the page contains the Invoice List box which contains a listing of Vendor 
Invoices that have been issued against the Purchase Order.  The Vendor User will only be able to 
view invoices that have been received by CU and entered into the system. 
 
The Invoice number hyperlink, Invoice Date, invoice Amount, Due Date and CU’s Voucher ID 
will be displayed in the Invoice List area.   Voucher is CU’s identification number that represents the 
claim to pay the invoice.  This is not the check number. 
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From the Purchase Order Details page, if the Line number hyperlink  is selected, the PO Line 
Schedule information will be displayed. 

 
 
The Purchase Order Schedule page displays the schedule or shipping information for the PO Line.  
Key information available on this page is Due Date, Ship to Address, Ship Via, Freight Terms, 
Unit Price and Amount. 
 

 
By clicking on the Due Date hyperlink, the Vendor User can drill into Receipt Information for 
this PO Line.  To return to the Purchase Order Details page, click                                       ...   
        
 
Additionally, from the Purchase Order Details page under the Invoice List area of the page, click 
the Invoice number hyperlink to view details regarding the Vendor’s Invoice. 
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The Invoice Details page will be displayed.   From this page, the Vendor User can view payment 
details including Invoice Number, Unit Price (payment amount) Scheduled to Pay date, Amount 
paid, and payment Method. 
 

 
 
Use the                                          hyperlink to return to the Purchase Order Details page for the PO 
you are viewing or use the                                     hyperlink to return to the Purchase Order List 
page that displays the list of purchase orders that were initially retrieved. 
 
 
 
From the Purchase Order List page, the Vendor User has the option to use the                  button to      
view a copy of the Purchase Order in PDF format.   
 
Click the                button the desired Purchase Order.  
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The following message box will appear.   
 

 
 
This message is indicating to the Vendor User the process to generate the PDF copy of the Purchase 
has been initiated and is running in the background.   The process takes approximately 30 seconds to 
1 minute to finish running.    The Vendor User should click the                      button on the message 
box and remain on the Purchase Order List page.   After waiting approximately 30 – 45 seconds 
for the background process to finish, the Vendor User should click the                 button again for the 
desired Purchase Order. 

 
 
 

Click a 2nd time 
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The PDF copy of the Purchase Order will be displayed in a separate window.  The Vendor User can 
view, print or save the PO to a local workstation if desired. 
 

 
 
 
Use the                        hyperlink to return to the Purchase Orders – Filter Options page to use 
different Search Criteria for additional purchase order retrieval. 
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View Receipts 
 
The term “Receipts” in this manual refers to the receiving of a shipment of goods or services, from 
the Vendor organization, into CU’s procurement system. 
 
From the Menu, click on the Manage Orders hyperlink. 

 
Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 
page.  Click View Receipts.  Either hyperlink may be selected. 
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The Review Receipts – Filter Options page will be displayed. 
 

 
 
This page allows the Vendor User to define any combination of Search Criteria to retrieve Receipts 
for the Vendor organization. 
 
Available as Search Criteria or Filter Options are the following fields: 
 

1. From Receipt Date, To Receipt Date – populate the receiving date or Receipt Date.  This 
field can be used to search for Receipts entered into CU’s procurement system between the 
two dates. 

 
2. From PO ID, To PO ID – if the CU Purchase Order ID number is known, populate this in 

the search field.  If searching for a single PO number, enter that number in both the From and 
To PO ID fields.  These fields can be used to search for a range of Purchase Order Numbers, 
or for a single PO Number.   

 
3. Shipment Number – Use the Vendor’s shipment number as search criteria. 

 
4. Item ID  – This field can be used if the CU Inventory ID number is known and will search for 

Receipts that contain that Item ID. 
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After entering the Vendor User’s desired search criteria, click the                button to retrieve Recipts 
that meet the entered Search Criteria. 
 
 

 
 
Once the Search Criteria have been provided and the Receipts have been retrieved, the Review 
Receipts – Receipt Lines page will be displayed. 

 
Key Receipt information such as the Receiver ID, Received Date, PO Number, PO Line Number, 
Received Quantity, and Receipt Status are displayed on this page. 
 
Click the                     hyperlink to go back to Review Receipts – Filter Options page to change the 
search criteria and retrieve a different set of receiving information. 
 
Or, click on any Receiver ID hyperlink to review the Receipt Details. 
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The Review Receipts – Receipts Details page will be displayed. 
 
This page displays receipt details such as the Receipt date and time, Packing Slip Number, the 
Quantities that were received, accepted, or rejected and related Purchase Order Details for that 
receipt. 
 

 
 
 
 
Click the                             hyperlink to return to the Receipt list to view additional receiving 
information on other Receipts. 
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REVIEW PAYMENT INFORMATION 
 
The Review Payment Information section of the system will allow the Vendor User to search for 
and view payment information by various search criteria including the Vendor’s Invoice Number, or 
a check number.  Also available are “open balances” or Vendor invoices that have been received and 
entered into the system, but not yet paid. 
 
The term payment “Reference” is used to represent CU’s payment identification number, such as a 
check number. 
 
Invoices 
 
From the Menu, click on the Review Payment Information hyperlink. 
 

 
 
 
Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 
page.  Click Invoices.  Either hyperlink may be selected. 
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The Review Invoices – Filter Options page will be displayed. 
 
This page allows the Vendor User to define any combination of Search Criteria to retrieve Invoices 
for the Vendor organization. 

 
Available as Search Criteria or Filter Options are the following fields: 
 
1. From Invoice Number; To Invoice Number:  If the Vendor invoice number is known, enter it 

here.  If searching for a single invoice number, enter that same invoice number in both the From 
Invoice Number and To Invoice Number fields.  Alternatively, use a range of invoice numbers to 
retrieve multiple invoice data. 

 
2. Item ID -- This field can be used if the CU Inventory ID number is known and will search for 

Invoices for that Item ID. 
 
3. From Date; To Date;  enter a range of invoice dates to search for payment information.  

Typically the invoice date is the Vendor’s invoice date. 
 
4. From Amount; To Amount :  use to search for payments by amount.  Enter a from and a to 

dollar amount range. 

 
Click the                  button to execute the search to find invoices matching the Search Criteria. 
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The Review Invoices – Invoice List page will be displayed. 
 
This page will display invoices matching the Vendor Users search criteria and show Invoice 
Number, Invoice Date, Gross Amount, payment Due Date and Voucher number. 

 
Click the                     hyperlink to go back to Review Invoices – Filter Options page to change the 
search criteria and retrieve a different set of invoice information. 
 
Or, click on any Invoice Number hyperlink to review the Invoice Details. 
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The Review Invoices – Invoice Details page will be displayed.  This page displays all detailed 
invoice and payment information for a particular Vendor invoice.  Sections on the page include 
Invoice Line Details, Payment Schedule, Payments Made and Purchase Orders with each 
section containing key data elements. 
 

 
 
Click the                           hyperlink to return to the Review Invoices – Invoice List page to select 
another Invoice. 
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Available on the Invoice Details page is a section labeled Payments Made.  The Reference number 
is CU’s check number.   

 
 
Clicking on the Reference number hyperlink will open the Review Invoices – Payment Details 
page. 

 
This page shows payment details of the payment made on the Vendor Invoice(s) by this payment 
Reference Number. 
 
Click the                               hyperlink to return to the Invoice Details page.
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Payments 
 
These pages will allow the Vendor User to search for payments by the Vendor Invoice number or 
CU Payment Reference number (check number). 
 
From the Menu, click on the Review Payment Information hyperlink. 
 

 
 
 
Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 
page.  Click Payments.  Either hyperlink may be selected. 
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The Review Payments – Filter Options page will be displayed. 

 
Available as Search Criteria are the following fields. 
 
1. Invoice Number – If the Vendor invoice number is known, enter it here to search by Invoice 

number. 
 
2. Payment Reference – This is CU’s check reference number. 
 
3. From Payment Date, To Payment Date –  Enter a range of dates that the payment date would 

fall within. 
 

 
 
 
Click the                  button to execute the search to retrieve payments matching the Search Criteria. 
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The Review Payments – Payments Made page will be displayed. 

 
The Payment Reference, Vendor Invoice Number, Payment Date and Amount are displayed in 
the list. 
 
Click the                      hyperlink to return and search for different payments. 
 
Click the payment Reference hyperlink to view additional payment details. 
 
 
The Review Payments – Payments Details page will be displayed. 
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Account Balances 
 
Vendor Account Balances, or outstanding invoices, can be viewed in the system.  A Vendor 
“Account Balance” represents vendor invoices that have been received by CU, input into the sytem, 
but not yet paid. 
 
From the Menu, click on the Review Payment Information hyperlink. 
 

 
 
 
Doing so will expand the Menu in the left hand window pane with icons on the right hand side of the 
page.  Click Account Balances.  Either hyperlink may be selected. 
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The Account Balances – Invoice List page will be displayed.  Displayed is a list of Vendor Invoices 
pending payment. 
 
The Vendor Invoice Number, Invoice Date, Amount, payment Due Date, Status and Voucher 
number will be displayed. 
 

 
Select an Invoice Number hyperlink to open the Account Balances – Invoice Details to view 
additional details for the selected invoice. 
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APPENDIX A 
 
Emails 
 
City Utilities’ procurement system allows for automatic emails to be sent from CU to the Vendor 
organization regarding Strategic Sourcing Bidding Event activity.  These emails might be sent to 
communicate an invitation to bid on a Bidding Event, to notify of some type of change to a Bidding 
Event or to send a confirmation of a bid the Vendor User submitted. 
 
The system generated emails will be sent to the Vendor organization’s central solicitation email 
address.    Vendors are encouraged to create a central email address, to which all City Utilities’ 
bidding email correspondence can be sent.   A central email for the Vendor organization will assure 
personnel changes or employee absences do not inhibit the Vendor’s ability to receive timely 
notifications of CU bidding opportunities. 
 
Following are examples and explanations of the different types of email the Vendor organization can 
expect to receive. 
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Event Invitation 
 
The Event Invitation  email will provide information to the Vendor User about a solicitation 
opportunity.  The Vendor User will be able to view the nature of the opportunity, Event Start and 
End Dates, and if there are any file attachments.  A link will be provided within the email which can 
be used to connect directly to CU’s system to Bidder Login Page to login and submit a bid. 
 
NOTE:  The Vendor User must have a CU issued User ID and Password to be able to log into CU’s 
procurement system. 

 
 
Event ID is the Bidding Event number that uniquely identifies this Bidding opportunity in CU’s 
system. 
 
Event Name is a unique name for the Event that also helps identify the Bidding opportunity in CU’s 
system.  The Event Name also conveys a general idea of the nature of the Bidding Event. 
 
Event Starts and Event Ends dates define the opening and closing dates and times for the Bidding 
Event.  Event Start Date is the date a Vendor User may begin submitting bid responses.  End Date 
reflects the date and time for which all bid responses must be submitted by in order for the bid to be 
considered on-time.  
 
Contact Name, Phone and Email Address identify the CU Buyer responsible for the Bidding Event 
and list the Buyer’s phone number and email address.   Questions regarding the Bidding Event 
should be directed to the Buyer by phoning or using the Buyer’s direct email address. 
 
Header Attachments and Line Attachments indicate if the email contains any additional 
attachments to the Bidding Event that should be viewed by the Vendor User.  File attachments will 
be sent with the email and can be opened or saved to a local workstation. 
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Event URL is the hyperlink that can be used to connect the Vendor User to CU’s procurement 
system.  Clicking the hyperlink will open the system’s Bidder Login Page. 
 
 
Also included in the Bid Invitation email will be a pdf attachment which contains a copy of the 
Bidding Event.  If there are any additional attachments related to the Bidding Event, these files will 
also be included in the Bid Invitation Email.   
 
File Attachments can be opened, printed or saved to the Vendor User’s local workstation. 
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Bid Notification 
 
When a Vendor User has submitted a bid, a confirmation email will be sent.  This email will be sent 
to the Vendor User’s email address associated with the Vendor User’s User ID rather than the 
Vendor organization’s central solicitation email address.  (NOTE:  this is different from all other 
email notices that are sent to the Vendor organization). 

 
 
The Bid Notification email will indicate the Event ID, Event Name, Bid ID  number (multiple bids 
can be entered) and the Date Posted (date and time the Bid was posted). 
 
Also included in the Bid Notification email will be a pdf attachment which contains a copy of the 
Vendor User’s bid.   This file attachment will be named “Your_Bid.pdf” and can be opened, printed 
or saved to the Vendor User’s local workstation. 
 

 
 
Note:  Any additional attachment files the Vendor User attached to their bid response are not sent 
back to the Vendor User in this Bid Notification email.
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Event Cancellation 
 
In the case where a Bidding Event is cancelled by the CU Buyer, an email will be issued to the 
Vendor organization. 

 
 
The Event Cancellation notification will list the Event ID and Event Name.  The CU Buyer’s 
Contact Name and Contact information will be listed as well in case the Vendor needs to contact 
the Buyer with questions.  No file attachments will accompany this email. 
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Event Edited 
 
When a Bidding Event has been edited, (without a new Round or Version,) an Event Edited email 
will be issued.    
 
NOTE:  If a Bidding Event has already been posted to invited Vendors, and an additional Vendor is 
added to the Event, the newly added Vendor will receive an Event Edited email (rather than an Event 
Invitation email) even though this is the first notification the newly added Vendor is receiving. 
 
The Event Edited email has the same basic information as the original Event Invitation email. 

 
 
Also note the Events file attachments are also re-sent with the Event Edited notification. 
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Bid Canceled 
 
When a Vendor User decides to cancel a Bid that has already been submitted by the Vendor 
Organization, a Bid Canceled email will be issued. 
 
This email is sent to both the Vendor User’s email address and the Vendor organization’s central 
email address if those email addresses are different.  Otherwise, only one email is sent to the Vendor 
Organization’s central solicitation email address. 

 


