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1. BuyNet Solicitations illustrated with this symbol indicate that responses may be submitted electronically: 
 

 
 
 

2. After you have selected the Solicitation, click on the button “Respond to this Solicitation.” 
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3. Click on the button “Click Here to Add Files.” Note:  Attachments for Request for Quote (RFQ) are optional and should be completed first 
before filling out Line item pricing. 

 
 

4. On the Vendor File Upload page, begin with clicking on the “Browse” button: 
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5. Locate and select your file (example): 
 

 
 

6. After you have selected your file (path will be listed in the Vendor File field), click on the “Upload File” button. 
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7. You will see confirmation of the file upload. Note: At this point file is uploaded, but still needs to be submitted. 
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8. To upload additional files, select the “Browse” button and repeat steps 5 and 6.  

Important!  When you have completed all file uploads, click on “Return to Solicitation Response.” 
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9. Files that show as “Pending Submission” are not valid file submissions. Note: If you are responding to a RFQ, Line item pricing must be 
filled out. 

 

 
 

10. To complete the submission of your uploaded files, scroll down to the Respondee Information and click on the “Submit” button. 
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11. An e‐mail confirmation will be sent confirming the data you have entered (for RFQ responses) and the files you have submitted. All files 
successfully submitted before the Close date of the solicitation will indicate “Submitted” along with the date and time of the 
submission. 

 

 
 
 
 

12. You may delete your file(s) in either submission status, as long as the Solicitation is open. Click on  . BuyNet will identify the file 
name you wish to delete and ask if you wish to continue. Clicking “OK” will delete your file off BuyNet; clicking “Cancel” will keep the 
files in the Attachment listing. 
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13. In this example the vendor has clicked “OK” to delete the file, “Test_Upload_Additional_Documents.pdf”. A message will be displayed 
indicating that the file has been deleted. 

 

 
 

14. Your remaining files will be displayed: 
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15. After a Solicitation has closed, all files submitted for the Solicitation cannot be deleted. 
 

 
 

Note: You may find your Response History by going to the BuyNet Home link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Delete button is no longer available. 

End of Process 

 


