
CHA Supplier Portal Training

HOW TO RESPOND TO AN EVENT 
Department of Procurement and Contracts
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Responding to an Event - Home Page
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Side tabs allow you to navigate through the system

Any new portal 

messages will be here!

Search Events

Maintain Responses

Locate Event Submittal Info



Browse Open Events
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Double click on the Event of 

your choice



View Event from Portaléor
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Print Out and Review
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Download Attachments
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Open each attachment



Ask a Question
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The Supplier Portal allows you to communicate with 

Procurement Specialist(s) directly through the portal 



Q&A Error Message
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* You will not be able to ask questions before or after the allotted date and time * 

Please reference the solicitation document for deadlines

If the question and answer deadline has passed, you will receive the error 

message below



Respond Now
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}Once you have reviewed the Event and are ready to submit a response select 

Respond Now



Accept the Terms & Conditions
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Accept the terms and continue

** Important: Please read the 

Terms and Conditions for 

bidding electronically **



Respond to line item(s)

11



Fill in Line Item Information
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Fill in Line Item Information cont.
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Helpful Hint: 

Be careful when selecting 

òNo Bidó on a line. This may 

deem your bid/proposal 

Non-Responsive.



Once the system accepts your pricing for each line (with no 

errors) it will allow you to move on to the next line.
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Line Error Message 
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If your line has an error, you will receive an error 

message like the below 



Complete Each Line! 
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Helpful Tip:

If there is ONLY one (1) line 

item, your full lump sum total 

must be submitted on that line. 

Please reference the solicitation 

Fee Form for additional 

instructions.



Documents Required
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If a document is required at the time of electronic submission, 

the system will prompt you to provide it. 

FYI - You will not be able to move forward with submitting your 

bid until all required documents are attached.



Question Response
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If there is specific question(s) related to an Event, it will be located in the 

Question Response section of the Event.  If the question is marked with an 

asterisk (*) it is required before continuing with your submission.

Do you have other colors?



Question Attachments
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No I am not

Add an attachment if needed for questions

Do you have other colors?

Yes, they also come in blue.



Event Response Attachments
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Add all Event Response Attachments here i.e. BF pages, 

Bid/Proposal, Specs, Drawings, Schedules, etc...



Attaching a Document to the Portal
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Select Browse

Locate File on Computer

Select Open



Attaching a Document to the Portal
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PLEASE NOTE!
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If you receive the below 

size error message. Please 

note, this is the size of your 

file NAME not the file size.

There is NO maximum file capacity size 

when uploading a document

** Please make sure your file name is less than 50 characters **

DPC will not accept any late bids due to this error message. 



24

This message now appears!



Continue It will appear in section. Add more if needed.
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Change Attachment Title (if needed)
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Select Update List



If everything is ok with your response you will get the 

following message
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Continue



Submit Response
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**Please Note** Until you hit Submit and get a message stating your response has 

been accepted, you have not submitted a response to the Event.



*RECOMMENDATION* 
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}Always print a copy of your Event Response for 

your records and proof of submittalé. prior to 

submission


