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1.  Creating a Pre-Bid Conference 
   
This feature is to be completed when a pre-bid conference or site visit is to be held and is used to notify and invite vendors to attend.  It appears 
on the on the HePS solicitation and can be used for any type of meeting for interested vendors to attend, such as site visits for janitorial services, 
landscaping jobs, construction work, special installation or delivery issues, or to meet and clarify the requirements of the solicitation.  Vendors may 
register to attend and the buyer can see who has registered.  This assists the buyer in planning for the conference.  
 
 

 
 
 

During the solicitation creation process the 
option to add a Pre-Bid Conference is 
presented as link.  It is located after the 
Solicitation Optional Title section.  
 

1. Click Pre-Bid Conference to open the 
area. 

 
2. Enter the following: 

Date  
Time  
Location, and  
Notes for vendors (directions, link to a 
map, parking info, bring ID, 
requirement to register (as 
appropriate), etc.).  
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2.  Viewing Conference Attendees 
 
After the solicitation has been released, the buyer may see who has registered to attend.    
 
.   
 

 
 

 

 
1. From the On Internet page select 

the checkbox after the words 
Review Registered Attendees. 

 
 

 
2. A popup will appear showing 

attendee names and other 
information:  title, email, phone 
number, and any notes entered by 
the vendor. 

 


