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Submitting a Bid

When a bid is 100% complete and ready to submit, the vendor's Engagement Manager will go through the following
steps in order to submit the bid:

1. Select the bid from the list of active engagements.

2. Confirm that the bid is eligible for submission.

3. Submit.

STOP: If  your cl ient has instructed you to upload your DecisionDirector response to another si te as    
your off icial  b id submission,  you most l ikely do not need to perform this step. See        Generating a

Document Zip Fi le for Upload  .

Accessing Active Engagements

Go to your dashboard. Click the Engagements link for your company.

(If you are tasked with submitting bids and do not have an Engagements link, then you will need to have your
DecisionDirector administrator assign the role of Engagement Guest to you. If you do not know who your
administrator is, you can contact Advantiv Support.)

The click the Active Engagements link. This will reveal the list of active engagements.



Select the Bid to be Submitted

Choose the bid you wish to submit by clicking on the its entry in the list of engagements.

Review Status and Submit Bid

The Progress Tracker tab  shows the status of the bid. Only when al l  required i tems are answered, and only   
i f  i t is  sti l l  prior to the due date and time, may a bid be submitted.        

If these two conditions are not met, then DecisionDirector will not display the Submit link (pointed to by the arrow on
the right). 

Cl ick the Submit l ink to submit the bid.     You will be prompted to provide an internal note for the submission log.
The customer will not see this note.

Once submitted, the bid can be viewed but can no longer be modified, and the Submit l ink wi l l  now become the    



Unsubmit l ink.    The customer will have view-only access to the bid once the due date and time arrives, and never
before.

Unsubmitting a Bid

Should you wish to revise your bid after it has been submitted, you may do so only if it is still prior to the due date
and time. You will click the Unsubmit link to return the bid to unsubmitted status, and you and your team may revise
the bid.

Of course, if you decide to no-bid after you have submitted the bid, you may unsubmit it, provided that you do so
before the due date and time. Unsubmitted bids are never seen by the customer.

IMPORTANT NOTE: If  you Unsubmit a bid in order to revise i t,  you        must  Submit the bid again i f  you  
intend for the customer to receive i t. 


