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Kahua How-To Documentation 

Submitting Intent to Bid 
 

 

 
Application:  

 
 
Application Description: 
All Facilities Construction Contracts and Bids for the San Juan Unified School District will posted to the 
District’s public website (https://www.sanjuan.edu/our-district/contracts-and-bids/facilities-contracts-and-
bids/rfp-rfq-bids-awards).  On this site, you can click the link to view all RFP, RFQ, Bids & Awards for the 
District. At the top of the screen, are the categories:  Active Bid/RFP, Archive Bids/RFPs or Coming Soon.  
Select Active Bid/RFP to locate the solicitation you would like to participate in. You will have to submit an 
intent to bid with the following steps in this document.   
 
*Note – In order to get access to the bid solicitation and submit a proposal, you must register a free Kahua 
account.  Those steps are described below.  Only ONE representative per company can be added to a bid 
solicitation. However, once a Bidder indicates they “will bid”, Kahua users within the bidding company’s 
domain will be able to see the Bid Solicitation in the Bid Room when logging into their own accounts.  
 
Instructions: 

Step 1 – Navigate to https://www.sanjuan.edu/our-district/contracts-and-bids/facilities-contracts-and-
bids/rfp-rfq-bids-awards and identify which solicitation you would like to submit an intent to bid. 

Step 2 – Select Request Information link on the appropriate solicitation. 
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Step 3 – Fill out the appropriate fields in the pop-up box from the request information link. This will notify 
the bid manager that you plan on submitting a response for this solicitation, and a formal invitation will 
be sent to the email address used. 

*Note – be sure to fill out the fields exactly how they are showing below.  The email address that is added 
to this box will receive the formal invitation to bid. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 – You will receive an email from Kahua with the subject line: Confirmation of Bid Interest.  At the 
bottom of the email, you will see a “LINK” that will need to be clicked to confirm your email address.  
Please click the link to verify your email address.  You will be taken to a page where it says that “The Bid 
Manager has been notified.” 
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Step 5 -  After confirming your email, the Bid Manager will receive a notification to add you to the 
solicitation. (Please note, the process to be added to the solicitation can take up to 1 business day). Once 
added to the solicitation you will receive an “Invitation to Bid” email (sent from outbox@kahua.com – 
check your SPAM) with a link at the bottom to “Click here for more information…” 

 
If you DO NOT already have a Kahua account, you will have an option to “View Bid Details by Registering 
an Account with Kahua” (from here proceed to step 5). If you already have a Kahua account, you will 
have a link to “View Bid Details” in the Bid Room (from here skip to step 9).  
 



  

San Juan USD Kahua How-To | Submit intent to bid Page 4  

Step 5 – If you click the link to “View Bid Details by Registering an Account with Kahua”, you will be 
prompted to verify your email with the security code sent to your email address. 
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Step 7 – Fill out the registration information.  If you cannot find your company, select create new 
company and it will have you fill out information about your company.  Once complete, accept the terms 
and complete registration at the bottom. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If creating a new company – you will complete the information on the screenshot below: 
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Step 8 – After your account has been set up sign in to your Kahua Account at launch.kahua.com.  

 
 
Step 9 – On the home page navigate to your mailbox (top right corner) where you will receive a message 
from the bid manager.   

In the message you will see a link that says “Open in Kahua”.  
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From here you will need to click on “Will Bid” at the bottom of the page. 

 
Step 10 – Once you have submitted your intent to bid, you will have access to the bid solicitation’s Bid 
Room. In the Bid Room, you have the option to submit Q&A and to upload and submit your firm’s 
proposal.   

 
 


