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Welcome to DemandStar

We are excited to welcome your government agency to the DemandStar network! As a member,
your agency will be able to easily access our network of 100,000+ suppliers and automatically
invite relevant suppliers to bid on your projects. DemandStar also makes it easy to post,
manage, and review solicitations electronically.

As part of our ongoing commitment to our procurement partners, we have put together this
resource to help you navigate the system and to provide you with an ongoing reference should
you need it.

If you have feature requests or need help with anything, do not hesitate to contact us. We are
available Monday through Friday from 6 a.m. to 6 p.m. Pacific Time. Call us at (206) 940-0305
or email us at Support@DemandStar.com.
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Account Setup

Setting up your DemandStar account will help you and your team connect with more suppliers
and save time posting bids. That’s because you can save standard required bid documents and
lists of preferred suppliers as part of your account setup so that you won’t have to re-enter this
information each time you post a bid. These are steps you can take even before you’re ready to
post your first bid!

To access your account information at any time, just click on your name in the top right corner to
expand the menu.

Direct Suppliers to Your Solicitations from Your Website

Although DemandStar helps you reach a large network of suppliers, you’ll also want to make
sure that your existing suppliers can find the solicitations you post on DemandStar. One great
way to do this is by updating your agency website to explain that your agency is using
DemandStar for procurement. You can then link from your website directly your solicitations on
DemandStar. First, get the URL for the page listing your agency’s solicitations on DemandStar.

1. Click on the drop-down menu below your username in the upper right corner and select
“Account.”

2. Click on “Agency Page Settings”, and then copy the “Agency Page URL.”
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3. On your government website purchasing or procurement page, add the link and include
language explaining that your agency uses DemandStar. Below is an example of the
language a government agency used.

4. When suppliers visit your website and click your agency URL link, it will take them
directly to all your solicitations that are posted on DemandStar.  Example in the
screenshot below.
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Set up Bidding Preferences and Documents
eBidding is a great way to save paper, enable remote work, and make the procurement process
more efficient. Although you can still use DemandStar even if you don’t use eBidding, we
strongly recommend that you give it a try if you haven’t already. Let’s walk through how to set up
your preferences for eBidding and upload commonly required documents so that you don’t have
to upload them each time you post a bid.

1. Click on the drop-down menu below your username in the upper right corner and select
“Publication Info.”

2. On the “Publications” tab, you will set up your document approval process for eBidding.
3. Select whether you want documents submitted by suppliers to be automatically

approved or not.
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4. Then choose whether to allow your procurement office to download documents before

the eBid due date. You may need to review documents prior to the due date if you have
a rolling bid that is set to be due/complete in a year in the future, say 2025.  However,
use this carefully as it can void your requirement for a SEALED bid if you then choose
“View respondents names and documents” when creating an individual bid.

5. Next, go to the “Bid Types” tab to specify what types of solicitations you will post in
DemandStar. This will help you stay organized and report on specific types of bids.

6. Click the “Add Bid Type” button to add new bid types, and use the trashcan icon to
remove any unwanted bid types. Below is an example of bid types you might use.

7. Next, upload commonly-required documents so that you won’t have to upload them each
time you post a bid. To do this, navigate to the “eBidding Info” tab.
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8. Enter the types of documents you might regularly ask a vendor to submit. You might
choose to have them send in just one large document (less than 100MB) or, you might
have them upload documents/forms individually as per a detailed list. If you use a
detailed list, responding suppliers will upload each document individually pursuant to the
list of documents you specified (see below example). You can use the document order
field to reorder documents as you see fit.

9. Finally, the publications section can be used to help you keep track of all the other
places where you advertise solicitations. You may use this as a checklist, as well as
adding others ad hoc when entering a bid. Go back to the “Publications” tab, and add the
names of the publications where you typically publish bids.
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Create Supplier Broadcast Lists in Advance

If your agency posts solicitations for similar repeating projects, you can save time by saving
pre-set broadcast lists that allow you to notify the same types of suppliers each time.

1. Click on the drop-down menu below your username in the upper right corner and
select “Account.”

2. Select the tab that says “Broadcast List.”
3. Click “Add List” in the bottom right corner.

Tip: You may also do this when you are in the middle of entering a bid and you are
entering commodity codes.
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4. Choose the NIGP commodity codes that most broadly describe what you are
looking for to ensure you reach the most relevant suppliers to your project or
products.

Tip: Before building your list, research what commodity codes other procurement
officers have used for similar products and services.

5. Review the list of suppliers that match the commodity codes you selected.  If this
list of suppliers meets your needs, click “Save” to use at a later time or click “Go
Back” to add more or remove commodity codes.
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6. When entering subsequent solicitations, you may access your bid list through
“Load Pre-Built List”.
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Add Users
Be sure to invite members of your team to the DemandStar account so that they can post and
review bids.

1. Click on the drop-down menu below your username in the upper right corner and
select “Account.”

2. Select the tab that says “User Accounts.”

3. From here, you can add users, reset passwords, and set permission levels for
each person.
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Create a Solicitation (including eBidding)
Now that you have set up your account, managed your bidding preferences, and created your
list of publications and required documents, it’s time to create and broadcast that first bid to
reach as many suppliers as possible. This is where you will decide whether or not to solicit the
bid as an eBid.

The bid creation process is a 9-step process, and the progress column on the left side of the
screen will help you track your progress as you go.

You can save your work at any time by clicking “Save & Finish Later”.

Once you’ve completed all the steps in the Bid Creation Progress Column, you will have the
opportunity to review your bid information and choose to broadcast immediately or at a later
date.

Read on to learn more about each step!

1. To start, navigate to the “Bids” tab and click “Add Bid” in the upper right corner.
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Enter the Bid Information requested in the first screen.

Note: The second question is where you specify whether the bid is an eBid or not.
Simply choose yes or no.
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The rest of the process flows as indicated in the progress list in the left column – and you
will be reminded what is optional information rather than required information.

2. On the second screen you enter information regarding the eBid. When selecting what
supplier information to include on the tabulation sheet, keep in mind that:

● SEALED means nothing will be visible until the due date and time.
● VIEW RESPONDENTS NAMES ONLY means you’ll know ahead of time who has

responded to-date.
● VIEW RESPONDENTS NAMES AND DOCUMENTS means that you’ll be able to

see names and the list of the documents they’ve uploaded ahead of the due
date. NOTE: if you want to open the documents before the due date, you will
have had to set up your account under “Publications” to allow for that (see
above).

Tip: If the second screen does not contain eBidding information, that means that you
didn’t choose “YES” when selecting eBidding. If this is a mistake, you can go back to the
previous screen to select eBidding.
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3. On the third screen, update the Legal Ad, if necessary, for the specific bid you are
entering.
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4. On the fourth screen, enter the information for the PreBid Conference if you are holding
one.

Tip: If you are holding a “virtual” PreBid Conference, enter the URL information and
instructions on how to join the online meeting, along with the date and time.
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5. Enter the publications where you are also placing a notification.

Note: We don’t submit your bid information to these publications for you. This is simply a
place to keep all your records together for reference and/or audit purposes. If you
frequently publish notifications to the same publications, you can add them to the list of
publications under account settings.

6. Build your Broadcast List. This is where you’ll choose how to reach out to suppliers. You
may create a list or use one previously saved based on Commodity Codes (NIGP), and
you may also upload a list of your existing suppliers.
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Click “Generate New List” to choose the Commodity Codes to apply to your solicitation,
or, Click “Load Pre-Built List” to use a saved set of commodity codes you’ve used in the
past for a similar solicitation.

Note: You may opt to skip commodity codes for broadcasting purposes and instead may
rely solely on supplemental suppliers if you’d prefer to hand pick the recipients.

If you generate a new list, select the commodity codes that are relevant for the
solicitation. It’s always better to add more commodity codes, rather than fewer, to ensure
you don’t miss suppliers that may have under-identified themselves with the codes they
selected.
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Tip: Not sure what to include? You can save your bid as it is and search the
DemandStar bid database to see what codes other government agencies have used for
similar solicitations.
Once you create or choose your broadcast list, you can review it and manually remove
any vendors that you don’t want to include in your broadcast.

In addition to broadcasting your solicitations to relevant suppliers based on Commodity
Codes, you can also automatically notify your existing suppliers by uploading them as
“Supplemental Suppliers.” You can upload these suppliers one by one (“Add Individual
Supplier”) or, to upload a list of suppliers, click, “Upload List of Suppliers”.
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Select the file you want to upload.

The program will automatically identify the column with the email addresses, and you
may choose to include other fields with information if you choose, but you are not
required to. Once you have identified and chosen the columns you’d like to keep, “Skip”
the rest and then click on “Save List”.
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7. On the next screen, note how blueprint and plan information will be distributed.

If you distribute plan and blueprint documents through DemandStar, you will upload
them on the next screen. If they will be distributed by your agency or a third party, new
boxes will appear for required information.
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8. Now it’s time to upload your document(s). Upload document(s)

Note: If you are uploading a Word document that you’d like DemandStar to convert to a
PDF, click in the box under “Convert”. It will convert to a searchable PDF. Reminder: the
current maximum file size is 100MB.

If you are uploading a Word document that you’d like DemandStar to convert to a PDF,
click in the box under “Convert”. It will convert to a searchable PDF. Reminder: the
current maximum file size is 100MB.

9. You’ve now completed the solicitation creation process, and it’s time to review your
solicitation. From the “Bid Details” page, review the information you’ve selected/input for
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the solicitation. You may open to check the documents you uploaded by hovering over
them and clicking on them.

10. Once you have reviewed everything, you’re ready to finish the bid and scheduled the
broadcast. To ensure your bid is properly scheduled be sure to:

● Approve Documents (or make sure they say “Complete”)
● Click “Finish bid”.

When you are ready click the Approve button to APPROVE the documents you
uploaded (unless you’ve chosen the “auto-approve” option under account).

To see a document before approving it, simply hover over the document name and you
can click to open it. Once you APPROVE the documents, they will say “Complete” and,
in the top right corner a “Finish Bid” button will appear.

Click on “Finish Bid” button and you will be asked to confirm the date/time you want this
to be broadcast:

The bid will be placed in the queue to broadcast on the appropriate date, or you can click
on “broadcast now” at which time your bid will be processed in a 5 minute timeframe
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then placed into a broadcast queue and emailed/broadcast within the hour.  The
broadcast countdown will appear at the top of the bid details page.
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Manage and Award Bids

Once you post a bid on DemandStar, it’s easy to make updates, review bids, and make an
award.

Add an Addendum
If you need to make an update to your solicitation, we’ve got you covered. DemandStar makes it
easy to update and notify all Plan Holders / eBid submitters at the same time so that everyone
gets the latest information.

1. Go to the Dashboard and select “Active” in the left column or go to the “Bids” page, and
then click on the name of the bid you want to update.

2. Click the “Update Bid” button in the top right corner, and select “Manage Documents”
from the menu.

3. Click “Add Document” to add an Addendum.

4. Once you upload the document, all planholders will receive an email telling them that an
addendum has been added to the bid.
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Review Bid Responses

Once your solicitation closes for submissions (due date/time), your bid status automatically
becomes “Under Evaluation” and you can review the bids that have been submitted.

1. Go to the Dashboard and select “Under Evaluation” in the left column or go to the “Bids”
page.
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2. Click on the name of the bid you want to review.

3. This takes you to the Bid Detail page, where you will now see TABs at the top that
provide you with information, including eBid Responses, if you set up the solicitation to
enable eBidding.

4. On the eBid Responses Tab, you will see all the vendors who submitted proposals and
be able to access the documents they submitted.

Note: you can do this for your own bids, but you cannot see/open bid submissions for
other government agencies’ solicitations. Similarly, no one else except those in your
account may see responses to your solicitations, nor any of the accompanying
documents.
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5. As you click on any of the suppliers who submitted an eBid, you will see their documents
and can download them from there. They are available to you online for 45 days, after
which they are archived – and still available, upon request, from DemandStar.
Reminder: No one else, except you and your colleagues can see the documents that
suppliers have submitted for your bid.

6. You may ADD RESPONSES, for any submission that did not come through DemandStar
(if you allowed them to respond outside of the eBid process).
Note: If you did not use eBidding, or if bidders sent in hard copies, you won’t be able to
upload these submitted documents into the Tabulation, but you can include information
about other bidders in the tabulation sheet (“Add Responses”) that DemandStar
compiles. Make sure these bidders are already set up as Plan Holders so that they show
up in the pull-down list.

Publish a Tabulation Form
With DemandStar, it’s easy to automatically publish a Tabulation Sheet summarizing all bid
responses. As with any newly uploaded document, all planholders are notified.

1. Go to “Bids” and click on the name of the desired bid to open the Bid Details section.
2. Click on the “Tabulation Sheet” tab to see the table of responses, including the total

amount that they may have indicated when they submitted their proposal.
3. Click “Publish” to automatically create a document (either Excel or PDF) that will be

immediately saved/uploaded to the list of documents associated with this solicitation. As
with any newly uploaded document, all planholders are notified.
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Note: You may manually create a Tabulation Sheet in another format by first clicking on
“Export” to PDF or Excel. You can then edit that document as needed and upload it to
the list of documents when you are ready to share it with planholders. The exported
Excel workbook might serve as the basis of a review document for use by your
evaluation committee.

Make an Award
Once your agency has reviewed all responses, it’s time to make an award. Awarding
solicitations through DemandStar makes it easy to notify planholders about the award and it
helps your agency to track spend and savings on procurement within DemandStar’s
user-friendly dashboards.

1. Go to “Bids” and click on the name of the bid you want to award.
2. Go to the upper right corner and click on “Update Bid” and click on “Manage Documents”

in the pull-down menu.
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3. Then select “Add Awardee” at the bottom of the table.

4. In the box that appears, enter the companies to which you have awarded the contract,
and the amount of the contract (leaving out commas and dollar signs). Then click
“Continue”.

5. Now, upload the Award Document (“Add Document”). An email will be sent to every plan
holder and eBid submitter to tell them that a new document has been uploaded.

6. Now, go to Update Bid, and choose “Update Status”. On that first page of the bid entry,
go to “Bid Status” and pull down to “Awarded”.
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Create and Broadcast a Quote
The Quote broadcast function is for below-threshold projects and products. Although you may
not be required to post below-threshold projects, posting and distributing them through
DemandStar can help you easily reach more suppliers for competitive quotes.
Note: Quotes should only be used for under threshold opportunities that you do not want to
make publicly available and searchable in DemandStar to all suppliers and vendors (vendors
who you did not specifically send the quote will not be able to see the quote). You may upload
documents for this function, but suppliers will not be responding by attaching documents.
Instead, they will fill in a form that you set up.

1. From the Dashboard, click on “Add Quote” in the upper right hand corner. (You can do
the same thing after moving to the Quotes page.)

DemandStar Corporation
March 202 - All Rights Reserved

www.demandstar.com

http://www.demandstar.com


32
2. Fill in the requested information in the box that appears.

3. Fill in the second page of required information.

4. If you are uploading a document for the suppliers to review prior to them filling out their
quote, enter the name of the document, choose the file, and “Upload”. Otherwise, click
“Next”.
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5. Build your broadcast list by selecting the most appropriate commodity codes for your
quote. Use the search to enter in a keyword that best applies to your quote and
commodity codes will appear that match your keyword.

You will then see the suppliers that match the codes you entered. You may remove
suppliers to whom you do not wish to send the quote solicitation.
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6. Include “Supplemental Suppliers” if you want to add specific companies that didn’t show
up from the commodity code match.
Note: when you enter their names, if the system finds ones that seem to match, you will
be shown a list and prompted to choose from that list to avoid creating a duplicate
supplier account for the company.

7. Finally, review your Quote entry, then click on “Post Quote” in the upper right corner.
Your quote will be broadcast that same day.
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View Quote Responses and Make Awards
You can review quote responses at any time.

1. Click on the “Quotes”  tab and click on the quote you would like to review.

2. Across the top you will see five tabs. Click on the “Line Items” tab.
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3. When you click on each line item, you will see all the suppliers’ responses and be able to
compare pricing.

4. You may assign an award per line item by simply clicking on the button next to the
vendor/price that you have chosen as best for you.
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5. You can then send a Quote Award notification email to the vendor who won the line item
by filling out the field and pressing “Award” at the bottom right.
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Getting Help
Our government help desk is available from 9 a.m. to 9 p.m. Eastern time and we generally
respond to all inquiries within 2 hours. You can email us at Support@demandstar.com or simply
call us at (206) 940-0305. We are happy to help you anytime.
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