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In BuySpeed Online (BSO), an Informal Bid is distinguished from a Formal Bid because it has no established Opening Date 
for viewing submitted quotes. Instead, quotes submitted by a vendor can be viewed and awarded at the user’s discretion. 
Generally, a broader type of users is allowed to initiate an Informal Bid, rather than just employees in the Purchasing 
Department. 

 
 
Finding the Informal Bid 
 
If you were not notified about a bid, you can see any open bid opportunities without logging in to BSO by clicking Open 
Bids from the BSO login screen. This will display a list of all open bid opportunities.  
 
 

 

 

Finding Open Bid Opportunities 

 
If you’ve been notified regarding a Bid or an Informal Quote Request, login to BSO with your username and password. 
Clicking the Bids tab will display a list of the Bids for which you can submit a quote. Open Bids are available to any vendor 
that would like to submit a quote. Closed Bids are displayed only to vendors specifically chosen by the buyer for this 
solicitation. Locate the bid you were notified about by Bid # in the far left column.  
 
Within the Quotes Tab, there is an Informal sub-tab which displays any Informal Quote Requests. In the far right column 
labeled Informal Quote, select Create to provide a quote for requested items. Informal Quote Requests differ from Informal 
Bids in the depth of response preferred. Informal Quote Requests require only a quantitative response, while Informal Bids 
may ask for more qualitative information.  
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Finding an Informal Bid or Quote Request 

 
 
Viewing / Acknowledging an Informal Bid 
 
Once you’ve found a bid you’d like to view and/or acknowledge, click the corresponding link in the Bid # column. If you 
haven’t acknowledged receipt of this bid previously, you’ll be prompted to do so. Acknowledging the bid will ensure you 
receive any future correspondence about the solicitation. Whether you acknowledge the bid or not, you’ll also be given an 
option to view the bid.  
 
If the bid has been setup to allow electronic quote submission, you’ll see a Create Quote button at the bottom of the bid 
solicitation. Click this to respond to the bid through BSO. Depending on the entity issuing the solicitation, you may also be 
able to respond via mail or fax. 
 
NOTE: You may be restricted from viewing and/or acknowledging a bid if you have not logged in to BSO. If you do not have 
a login, click Register on the login screen to create an account for your entity. 
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Viewing a Bid 

 
 
Creating & Submitting a Quote 
 
For Informal Bids, after selecting Create Quote, a blank Quote form will appear with a set of tabs across the top. Proceed 
through the tabs, making sure to complete each required field (noted by an asterisk), and clicking Save & Continue before 
selecting a new tab.  
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Creating a Quote 

 
On the Items Tab, provide a Unit Price for each item you would like to bid on. Also ensure that you have selected an 
option on the Terms & Conditions Tab, as you will not be able to proceed before doing so. Once you’ve completed your 
quote, select the Summary Tab to review your quote. Respond to the Informal Bid by selecting Submit Quote.  
 
 

 

Submitting a Quote 
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To respond to an Informal Quote Request, after selecting Create in the Informal Quote column, you’ll be displayed a 
screen asking for to enter a Unit Price and Freight cost for each requested item. If you do not carry a requested item or 
you do not wish to bid on an item, select No Bid in the far right column. Once complete, select Save & Exit. 
 

 

Responding to an Informal Quote Request 

 
 


