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	Step
	Action

	1. [bookmark: T6_F151]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Purchasing - Agencies link.


	1. [bookmark: T6_F8]
	Click the Quotation Requests - Agency link.


	1. [bookmark: T6_F12]
	Click the Enter Bid Response link.


	1. [bookmark: T6_F14]
	Enter the Quotation Request number that you want add the Suppliers' bid responses to into the Order Number Field.

	1. [bookmark: T6_F16]
	Press [Tab].

	1. [bookmark: T6_F18]
	Enter the desired information into the Order Number field. Enter a valid value e.g. "OQ".

	1. [bookmark: T6_F20]
	Click the Find button.


	1. [bookmark: T6_F157]
	Select the radio button of the vendor for which a bid response will be entered. 

Select the option.


	1. [bookmark: T6_F355]
	Click the Row button.


	1. [bookmark: T6_F344]
	Click the Quote Response Ent menu.


	1. [bookmark: T6_F368]
	Dates

Response Date - Defaults with today’s date can be changed accordingly.

Promised Delivery - Date can be entered as indicated on the bidder’s response.

Required Response - The bid opening date previously entered.

	1. [bookmark: T6_F333]
	Click the Row button.


	1. [bookmark: T6_F322]
	Click the Price Breaks menu.


	1. [bookmark: T6_F309]
	Enter the desired information into the Quantity field. Enter a valid value e.g. "1".

	1. [bookmark: T6_F298]
	Click in the Price field.


	1. [bookmark: T6_F285]
	Enter the desired information into the Price field. Enter a valid value e.g. "65".

	1. [bookmark: T6_F274]
	Click the OK button.


	1. [bookmark: T6_F263]
	Select the radio button of the vendor for which a bid response will be entered.

Repeat the previous six (6) steps for each additional item to enter a bid response.

Select the option.


	1. [bookmark: T6_F252]
	Click the Row button.


	1. [bookmark: T6_F241]
	Click the Price Breaks menu.


	1. [bookmark: T6_F228]
	Enter the desired information into the Quantity field. Enter a valid value e.g. "1".

	1. [bookmark: T6_F214]
	Press [Tab].

	1. [bookmark: T6_F201]
	Enter the desired information into the Price field. Enter a valid value e.g. "27.50".

	1. [bookmark: T6_F190]
	Click the OK button.


	1. [bookmark: T6_F168]
	Click the OK button.


	1. [bookmark: T6_F179]
	Repeat steps for each vendor, as applicable.

When all Bid Responses have been entered click the Close button.


	1. [bookmark: T6_F88]
	
End of Procedure.
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