
 

 
 
 

Small Works Project 
Bidding Instructions 

 
1. You will receive an email from Christina Reagle 
2. Click on “Click here” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. If you have not previously registered to bid, you will need to create an account.  
Otherwise, just log in. 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

 
 

4. Bid Instructions are under the “Bid Info” tab 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. You can view project details under the “Invitation Documents” tab.  Click the 
download button to get documents.  
 
 
 
 
 
 
 
 
 
 
 
 

6. If you wish to participate in the bidding, press the “Accept” button, otherwise, 
please press the “Decline” button. 

 
 
 
 
 
 
 
 
 
 
 

  



 

7. Once you accept the invitation, go to the “Response Form” tab 
 
 
 
 
 
 
 
 
 

8. Make sure to check each tab and fill in any requested information: 
a. STEP 1 – fill in all boxes  

 
 
 
 
 
 
 
 
 
 
 

b. STEP 2 – upload any requested documents – not always used 
c. STEP 3 – complete any fields – not always used 

 
 

9. Once your bid is entered, you can press the “Submit” button. 
 
 
 
 
 
 
 
 

10. Use the Q&A Board to ask/view questions.  Make sure to check back frequently 
to view any addenda and/or questions. 
 
 
 
 


