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How to Withdraw, Reopen, and Resubmit a Quote 
in OregonBuys

Overview
Quotes can be withdrawn, modified, and resubmitted any time before the Bid Opening Date. The Bid Opening Date is the deadline to submit a quote response to a bid.
The submitter may need to withdraw and resubmit a quote because:
· The wrong file was uploaded to the quote
· A file was mistakenly excluded from the original quote submission
· Additional information may need to be included in the quote
Only users with Seller privileges can modify a quote in OregonBuys. These instructions assume the logged in user has Seller credentials.

Steps
Step 1: Launch OregonBuys

1. Enter the web site address for OregonBuys (https://oregonbuys.gov) in a web browser.

2. Once the OregonBuys landing page displays click on the Sign In button.
3. Enter user’s Login ID and Password and sign in to OregonBuys.
4. Click Sign In
[image: Sign In popup window with an orange Sign In header bar above the OregonBuys logo. Below are the Login ID text field and Password text field. Below the Login ID and Password fields is a Login Assistance dropdown. The orange "Sign In" button is at the bottom of the window.]

Step 2: Locate Quotes
1. From the Homepage click on the Quotes tab, then click the Submitted subtab to view quotes that have been submitted.
[image: The Homepage header displays "Home - Welcome Back Regina Cashen". From left to right the tabs displayed are: News, Vendor Communication, Bids, PO, Quotes, Invoices, Vendor Performance. Beside each tab is a number indicating the number of items in each tab. The Quotes tab has been selected, so subtabs are displayed below. The subtabs displayed are: Informal, Working, Submitted, Revision, Withdrawn. Beside these subtabs are numbers indicating the number of Quotes the user has in each tab. A red rectangle is highlighting the Quotes tab and another red rectangle has highlighted the Submitted Subtab to Locate Submitted Quotes.]
2. [image: A setting icon, help or information icon and a person icon are displayed across the top. Below in a documents dropdown are additional dropdowns for the Document Types. The Quotes dropdown is expanded to show the options: "Active Informal Quotes", "Expired Informal Quotes", "Formal Quotes - Working", and "Formal Quotes - Submitted". Red Boxes indicate the Quotes dropdown and "Formal Quotes - Submitted" as the selections for the user to click.]Quotes can also be accessed by using the Documents navigation link. Click on the down-facing arrow next to Documents. Then click on the down-facing arrow next Quotes. Click on Formal Quotes – Submitted to view quotes that have been submitted by the company.



Step 3: Access Quotes
Click on the blue hyperlinked Quote # to access the quote the user wishes to withdraw.

[image: A table is displayed with the following columns: Quote #, Organization, Bid #, Bid Opening Date. Quote number and Bid number are hyperlinks. Click on the blue quote number to open the quote]

Step 4: Withdraw the Quote
1. Click on the blue hyperlinked Quote # to which takes the user to the General tab of the quote.
2. Click on the Summary tab then scroll to the bottom of the page. [image: Within the quote, the following tabs are available: General, Items, Questions, Subcontractors, Notes, Terms & Conditions, Attachments, Summary and a Back to Bid link. The Quote General tab is open. A red box instructs to click the Summary Tab.]
3. Click the Withdraw Quote button.
4. Click OK in the dialog box to confirm the action.
[image: At the bottom of the summary tab are "Print" and "Withdraw Quote" buttons. When "Withdraw Quote" is clicked, a popup confirms "Are you sure you want to withdraw this quote?" Click "Ok" to confirm.]

Step 5: Reopening the Quote
1. A yellow confirmation message will appear at the top of the page stating, “Your quote has been withdrawn.”
[image: Yellow validation warning communicates the quote has been withdrawn.]
2. Scroll to the bottom of the page and click Reopen Quote.
[image: Click the "Reopen Quote" button. Beside it is a "Print" button.]

Step 6: Modify the Quote
Modify the quote using any of the following tabs:
· General tab – modify general quote information such as Description
· Items tab – add, remove, or edit item information such as Unit Cost
· Questions tab – answer any questions posed by the buyer
· Attachments tab – upload or remove files and documents

Step 7: Review the Summary Tab and Resubmit
1. Review all sections for completeness and compliance with bid requirements. When any changes have been made and saved, and the quote is ready to submit, click on the Summary tab.
[image: The Summary Tab of the Quote is shown with all the updated information. At the bottom of the page are buttons to "Print", "Submit Quote" and "Cancel Quote".]


2. Resubmit the quote:
a. Scroll to the bottom of the page and click Submit Quote.
b. Click OK in the dialog box to confirm. 

[image: At the bottom of the summary tab are "Print", "Submit Quote" and "Cancel Quote" buttons. Submit Quote is highlighted to click. When "Submit Quote" is clicked, a popup confirms "Are you sure you want to submit this quote?" Click "Ok" to confirm.]
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Quote #: QT-1080-05D07-05D07-15722  Bid #: BD-17-1080-05D07-05D07-8493
Organization: Operational Services Division

Status: Submitted Description: Print, Copy & Mail Services, and Printed Promo Items
Delivery Days: 0 Discount Percent:  0.0%

s "No Bid": Alternate Bid:

Shipping Terms: Freight Terms:

Ship Via Terms: Payment Terms:

Promised Date:

(MM/DD/YYYY)
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Comments:

Date Last Updated:  09/29/2016 10:35:32 AM User Last Updated: | Doe
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Header Information

Quote #: QT-1080-05D07-05D07-15722 Bid #: BD-17-1080-0SD07-0SD07-8493  Status: Submitted
Organization: ~ Operatonal Servces Division

Description: prn Copy & Malervees ond - Delivery Days: 0 Discount Percent: 00

Bid Flag: Alternate Bid: No Shipping Terms:

Freight Terms: Ship Via Terms: Payment Term:

Promised Date Info Contact: Quote Total $4477
Comment:

Date Last Updated: 09/29/201610:35:32 AM User Last Updated: |Doe

Vendor accepts the terms & conditions with no exceptions.

Attachments

Completed Business Reference Form
Cost Sheet

Vendor Forms:

‘
(> YT —

Item Information

Print Sequence #1.0: (82-12 - 15) Printing Services - enter your pricing {1formation on a cost sheet and upload to the

quote

Quantiy uom Unit Cost Discount% Tax Rate Freight  Extended Amount  NoBid No Charge

50.00 53452 No No

10 EA $3452 0.0%

Print Withdraw Quote

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved.
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Header Information

Quote #: QT10600S007.0500715722  Bid # BD.17-1080-05D07-05D07-8493

Organization:  OperatonalSenices Duison

Description: o Copy & Ml servees 09 Delivery Days: o
princed promo ems

Bid Flag: Alternate Bid: No

Freight Terms: Ship Via Terms:

Promised Date Info Contact:

Comment:

Date Last Updated: 05/25/2015 010121 P User Last Updated: Jooe

Vendor accepts the terms & conditions with no exceptions.

Attachments

Agency Files:

Agency Forms:

Vendor Files: Completed Business Reference Form

Cost sheet
Vendor Forms:

Item Information

Status:

Discount Percent:

Shipping Terms:
Payment Term:
Quote Total

withdrawn

00

su7

Print Sequence #1.0: (8212 - 15) Printing Services - enter your pricing information on a cost sheet and upload to the

quote

Quantity uom Unit Cost Discount % Tax Rate Freight

10 EA 53452 0.0% 0.0% 50.00

Print

Copyright © 2016 Periscope Holdings,Inc. - All Rights Reserved.
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Quote QT-1080-0SD07-0SD07-15722 - ABC Company, LLC

General hems  Questons  Subconuactors  Notes  Terms & Conduons  Auachments2f  Summary | Back to Bid

Header Information

Quote #: QT10005007.08007-15722 Bl #: BD-17-1080-05D07-05D07-8493 Status: nprogress
Organization:  Operational Services Division

Description: oo Copy & servees.ond - Delivery Days: o Discount Percent: 00
Bid Flag: Alternate Bid: No Shipping Terms:

Freight Terms: Ship Via Terms: Payment Term:

Promised Date Info Contact: Quote Total 477
Comment:

Date Last Updated: 05/25/20150101:21 P User Last Updated: Jo0e

Vendor accepts the terms & conditions with no exceptions.

Attachments

Agency Files:

Agency Forms:

Vendor Files: Completed Business Reference Form

Cost Sheet

Vendor Forms:

Item Information

Print Sequence #1.0: (8212 - 15) Printing Services - enter your pricing information on a cost sheet and upload to the
quote

Quantity uom Unit Cost Discount % Tax Rate Freight  Extended Amount  No Bid No Charge
10 EA 53452 0.0% 0.0% $0.00 53452 No No
Print Submit Quote Cancel Quote

Copyright © 2016 Pertscope Holdings,Inc. - All Rights Reserved.
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Copyright © 2016 Pertscope Holdings, Inc. - All Rights Reserved.
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