
Vendor Bidding System Guide

BidAdvantage for Schools is a free, online procurement tool for K-12 
schools and cooperatives nationwide.  All bids are issued electronically. 
Email invitations are sent out to the vendors.  If you have received an 
email invitation,  please use this guide to walk you through the bidding 
process. There is no cost to you to submit bid responses to an operator 
through this system.  

If you have any questions, please contact Rhiannon Schaeffer at (610) 685-1775 or 
email rschaeffer@interflex.net.

.
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Account Creation

To get started, click on the link in the email you received .  This will take you to the Interflex BidAdvantage system.
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Account Creation Cont.

The first time you access Interflex BidAdvantage, you will be asked to create an account.  You will only have to do this one time.  
You will be able to use the same username and password to log in and see every bid you receive from Interflex BidAdvantage.  If 
you already have an account with Interflex you can login using the same username and password and will not need to create a new 
account.

Step 1:  Choose whether you represent a distributor, a manufacturer, or a broker by clicking on the appropriate icon. 

Step 2:  After you choose your vendor type, a text box will appear below.  Type your company name into this box.  As you start 
typing, the system will automatically look for a match in the system.  When you see the name of your company below, click on it.
Click the             button to continue. 
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Account Creation Cont.

Step 3:  Complete the company information 

indicated, including the company’s address and phone 
number.  Click             to continue.

Step 4:  Fill in your name, address, phone number, 
and choose a username and password.  This is the 
username and password that you will use to log into 
Interflex to view every bid you receive through the 
system.  Click            to continue.
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Account Creation Cont.

Step 5:  You will then be asked to review your account information.  If everything is correct, click                to continue.  If you 

need to make any changes to the information, click                  to go back.

You will receive a message verifying your account creation.  This message instructs you to check your email for the verification
message from Interflex to complete the process.
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Account Verification
You will receive an email message from phall@interflex.net asking you to verify your new account.  Click on the link in the email 
to do this and return to the Interflex BidAdvantage system.

You will be asked to enter your username and password 
into the system and click Submit.

Your account has been verified and you may click on the 
words “Click here” in the message to continue on to 

view and respond to bids.

7Help: (610) 685-1775/ rschaeffer@interflex.net

mailto:phall@interflex.net


System Overview

The vendor system contains 3 tabs:

Bid Opportunities
This tab will list all of the bids 

to which you have been invited 
to participate.  This is also the 

tab that you will use to 
respond to open bids.

Award Evaluation
This tab will display all of the 

bids on which you’ve 
participated that are now 

being evaluated by the school 
district.

Award Completed
This is where all of the bids 
that you’ve participated on 
will be kept after they are 

awarded by the school 
district.
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System Overview Cont.

If you have been invited 
to multiple bids, they will 

be listed with the most 
recent on top. To display 
other bids, click on the 

title of the bid you wish to 
see.

The Award Type 
designates whether 

the operator is 
planning to award this 
bid by Line Item, to a 

Prime Vendor by 
bottom line, by Market 
Basket, or if the Award 

Type is Unknown.

The Operator and Bid 
Title will be listed at the 

top of each bid.

The Shipment Type 
indicates whether the 

items on the bid will be 
shipped via a 

Distributor or if the bid 
is Manufacturer Direct.

The opening date 
represents the day the 

school district will 
open the bid to begin 
awarding it.  Once the 
opening date and time 

have passed, the bid 
will automatically 
move into Award 

Evaluation and you 
will not be able to add 

or edit your quotes.

The Start and End Dates 
represent the beginning 
and end of the contract 

for this bid.
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System Overview Cont.

There are 2 different ways you can respond to a bid:

• Uploading the Vendor Bid Form:  this option will allow you to export an excel file with all of 
the school district’s specifications, enter all of your bid responses, and upload that file back 
into the system.  See p.17 for instructions on how to use the Vendor Bid Form.

• Quote Management:  this option will allow you to display all of the school district’s 
specifications on the computer screen and enter your bid responses for each directly in the 
system.  See p.26 for instructions on how to use the Quote Management section.

You may use either of these options or a combination of both.  For example, you may upload your bid 
responses and then make updates to them in the system using Quote Management.
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Download the Bid Documents
Click on the “Bid Documents” icon to bring up a list of the documents that the operator has included with the bid.  Click on the
document title to download each one.  

Download Bid Documents
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BE SURE TO READ 
ALL BID 

DOCUMENTS AND 
FOLLOW 

INSTRUCTIONS 
ACCORDINGLY.  

FAILURE TO DO SO 
MAY VOID YOUR 

BID.
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Step 1:  Download the Bid Form
Click on the “Download Bid Form” icon to export the Excel file containing all of the bid specifications.  You can use this Excel file to  
fill out and upload back into the system in order to submit your bid.  

Download Vendor Bid Form

You can always download a blank bid form again if you lose it or want to start over.

12

To submit your bid by using the Vendor Bid Form section of the system, please follow these steps:
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Complete Bid Form

Step 2:  Complete the Bid Form
The Bid Form you download from the system will have 4 tabs along the bottom of the file.  Click on each tab to see its contents.

• The BID_INFO tab will give you general information about the bid including the operator, bid title and number, dates, contact 
information, and any notes the operator has included.

• The INSTRUCTIONS tab will provide directions on how to complete the bid form.  Please read and follow these instructions to 
ensure the bid process goes smoothly and that your bid is valid.

• The KEY tab tells what each of the columns and fields on the bid form represent.

• The Specifications tab is the bid form that you will fill out in order to participate in the bid.

Please save this file to your computer.
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Complete Bid Form Cont.

Step 3:  Complete the Bid Form
The Specifications tab will show you the operator’s bid specifications on the left hand side (in white cells).
The green tinted cells to the right of each bid specifications are the fields that you will need to fill out for each item you wish to bid on.
Please see the example below as a reference.

Example of a completed line item specification bid:
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Complete Bid Form Cont.
Step 3 Continued:  Complete the Bid Form

*Please note:  there is a 100 character limit on each field.  The operator has the option to include up to 10

additional custom fields that are not included on this example.  See next page for details.

Interflex/Operator #: 
the line item number 

that Interflex/the 
operator assigned to 
this bid specification.

Pack/Quantity: 
the type of 

packaging the 
operator is looking 

for and the 
approximate 
quantity or 

volume they will 
need.

System ID: this is 
the alpha-

numeric code 
Interflex uses to 

match your bid to 
the operators 
specification 

when you upload 
the file.  Do not 
alter or delete 

this field.

Description: 
bid 

specification 
outlining the 

specific 
product the 

operator 
wants.

Approved 
Products/Alternate Type: 
products that are accepted 

by the operator.  The 
Alternate Type indicates 

whether the operator will 
accept products equivalent 
to those listed as Approved 
or if the products must be 

Approved Equivalent, 
meaning they must be 

approved by the operator 
prior to being bid.

Manufacturer 
Code: this is 
the sku or 

item number 
associated 
with the 

product you 
are bidding.

Product 
Manufacturer: 
this should be 

filled in with the 
manufacturer or 

brand of the 
product you are 

bidding.

Distributor 
Code: this is 

the 
distributors 
number for 

the item 
being bid.

Pack Size: 
the size of 

each 
container in 

the case.  
E.g. if the 
case holds 

96/2 oz., you 
would enter 
2 as the pack 

size.

Quantity: this is 
the approx. 

volume you are 
bidding to the 
operator. THIS 

MUST BE A 
WHOLE 

NUMBER. 
DECIMALS ARE 

NOT 
ACCEPTABLE.

Bid Unit: this is 
the unit of 

measure for the 
quantity and 

Unit price.  Use 
the drop down 
menu to select 

the unit you are 
bidding in (e.g. 
cases, servings)

Pack Number: 
the number of 

individual 
containers per 
case.  E.g. if the 
case holds 96/2 
oz., you would 
enter 96 as the 
pack number.

Pack Unit: use 
the drop down 
menu to select 

the unit of 
measure for the 
pack size.  E.g. If 
the case holds 
96/2oz., you 

would choose 
Ounces from the 

drop down menu.

Unit Price: 
the price per 
Bid Unit (e.g. 

price per case) 
AS DEFINED 

BY THE 
OPERATOR. If 

you enter 
more than 5 

decimal places 
the system 

will 
automatically 
round to the 
5th decimal.

Extended 
Price: this 

field 
calculates 

out for you 
based on 

the 
Quantity 

multiplied 
by the Unit 

Price.
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Complete Bid Form Cont.

Step 3 Continued:  Complete the Bid Form
*Please note:  You may see additional fields/columns on the Bid Form.

An operator may add up to 10 additional fields or columns to the Bid Form, depending on their needs.  These columns can include:
• Fixed Fee
• Fee For Service
• NOI
• Total Cost
• Price per Serving
• Servings per Case
• Custom 1
• Custom 2
• Custom 3
• Custom 4

The operator can customize the four custom fields to suit their needs.  Any of these fields can be required or not, depending on the 
operator’s preference.

Please refer to the operators bid documents and instructions for further information on how the Unit Price and other pricing fields 
should be entered and calculated.  If you have any questions about this please contact the operator.
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Upload Bid Form

Step 4:  Upload the Bid Form
Once you have completed the Excel Bid Form for all items you wish to bid on and saved the file, click on the “Upload Bid Form” icon to 
begin submitting your quotes. **Make sure you have selected the correct bid to which you wish to upload. If you have been invited to 
multiple bids and you attempt to upload quotes from one bid onto another, the process will fail and you will have to start over.

Choose the file that contains your quotes from your 
computer by clicking the                    button.  

Once you have the file selected, click            .
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Upload Bid Form Cont.

Step 4 Continued:  Upload the Bid Form
Select the tab, or sheet, of the Excel file that contains your quotes by using the drop down menu.  By default this will be the 
“Specifications” sheet.  

If this is the first time you are uploading quotes for this particular bid, leave “No” checked.
If you have already uploaded quotes for this bid in the past, choose “No” to add these new quotes in addition to the ones you have 
previously uploaded, or choose “Yes” to delete the quotes you previously uploaded and replace them with these new quotes.

Click             to continue. 
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Upload Bid Form Cont.

Step 4 Continued:  Upload the Bid Form
The system will ask you to match each of the columns on your Excel file to a field in the Interflex system.  It will automatically 
match as many of these as it can.  

The fields in the Interflex system are listed on the left.  Choose which column from your Excel file matches that Interflex system 
field by using the drop down menu on the right.  Please review the columns and fields to make sure they are matched correctly and 
match any columns that did not match up automatically.   

Click            to continue.
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Step 4 Continued:  Upload the Bid Form
You will need to match up the Units of Measure on your Excel file to the Units of Measure in the Interflex System.  It will 
automatically match as many of these as it can.

The Pack Units and Bid Units listed on the left represent the units of measure that appear on your quotes in the Excel file. Please 
review each one to make sure it has been matched correctly.  Choose a unit of measure for those that were not automatically 
matched by using the drop down menus on the right.

Click            to continue.
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Upload Bid Form Cont.
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Step 4 Continued:  Upload the Bid Form
You will need to match each manufacturer or brand on your Excel 
file to one in the Interflex system.

The system will automatically match up as many of these as it can.

Please review each manufacturer and brand to make sure it has 
been matched correctly.

Match up any that have not been done automatically by either:
a) Typing the name of the manufacturer or brand 
into the Search box.  Once you start typing, the 
system will begin looking for a match.  Click on the 
correct manufacturer or brand once it appears in the 
list to select it.
b) If you click next without entering in a name , you 
will receive the following:
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Upload Bid Form Cont.
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Step 4 Continued:  Upload the Bid Form Continued

c) Once making the necessary corrections, Click OK.
d) Click            to continue.
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Upload Bid Form Cont.
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Step 4 Continued:  Upload the Bid Form
Once you have completed the steps of the upload process, 
the system will check through all of your quotes to ensure you 
have entered all of the required information.

You will be brought to a page with the first of your quotes 
showing.  From this page you will be able to scroll through 
your quotes using the arrow buttons on the right and left 
sides of the screen.  The single arrow buttons will take you to 
the next or previous quote on the bid.  The double arrow 
buttons will take you to the next invalid quote that must be 
corrected.

If a quote is missing information, like the one to the left, the 
system will tell you what is missing.  Please fill this 
information into the appropriate spaces below. 

Use the                          button at the bottom of the screen to 
have the system check your quote.

If you wish to remove a quote, use the                        button at 
the bottom of the screen. 

Scroll through each quote making any necessary changes until 
the system tells you that all records are valid at the top of the 
screen.

Click                to save your quotes to the system. 23

Upload Bid Form Cont.
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Step 4 Continued:  Upload the Bid Form
You will receive a message to confirm that your quotes have been uploaded successfully.  From here you can export the quotes you have 
entered for this particular bid out of the system into an Excel file by clicking on the first “click here” or return to the main page of the 
vendor system by clicking on the second “click here.”
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Upload Bid Form Cont.
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b) Click on the “Export Quotes” icon from the main page of the vendor system

If any of your quotes need to be changed, removed, or if you need to add any quotes, please follow the instructions in this guide to 
re-upload your quotes OR use the Manage Quotes section.
Please note:  if another representative from your company has also submitted quotes for this bid, you will NOT see them.

Step 5:  Export and Review your Quotes
To export, or download the quotes you have entered for this bid:

a).  Click on the first “click here” right after uploading your quotes
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Export and Review Quote
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Manage Quotes
To submit your bid by using the Quote Management section of the system, or to update, remove, or add to the information you 
submitted by uploading the Vendor Bid Form, please follow these steps:

Step 1:  Click on the “Manage Quotes” icon
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Manage Quotes Cont.
Step 2:  Click on the “Manage Quotes” icon

Use the Search box to 
type in a keyword and 

find a certain 
specification

Click on the + or –
symbol to expand or 

collapse your quotes for 
each specification, Or 

click on the blue + 
symbol in the top left 
corner to expand or 

collapse ALL 
specifications at once

You can sort the specifications by 
clicking on the ^ in the headers

Return to Bids:  click the 
Return to Bids button at 
any time to go back to 
the main page of the 

vendor system

Click the green + symbol 
to add a new quote to 

that specification

Click the pencil symbol to 
edit your quote;  click the 
trash can icon to delete 
this quote permanently
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You must click “Save” after 
editing your quotes.  Click 
cancel to stop editing without 
saving your changes.



Uploading Documents
You can upload any documents that you need to return to the school district directly through the system by using the Vendor 
Documents icon.  These documents might include signature pages, non-collusion affidavits, etc.  Please read all instructions and bid 
information from the operator though as they may or may not require you to send a hard copy of the bid documents back to them
directly as well.

This will pop up a box showing any documents you have already loaded, or none if you have not loaded any yet.  Click red “here” in 
the top text to start loading a document.
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Uploading Documents Cont.

Next, click the                    button to go and find the 
documents on your computer.

Find the files on your computer, click on it, and then click “Open”. 
You can upload multiple documents at once by holding down the 

CTRL key and clicking on each document. When all documents are 
highlighted, then click “Open”. You may also load zipped folders.

Click “Upload” to upload the document(s) to the system.  Once the document loads you will be taken back to 
the main page of the vendor system.  You can click the “Vendor Documents” icon to see the list of 

documents you have uploaded.
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Troubleshooting
Troubleshooting

Please be aware of the following to ensure the bidding process runs smoothly.

1. When completing the bid form Excel file, it is suggested that you type manufacturer or brand names in as completely as 
possible instead of using abbreviations or shortened versions.  This will help the system automatically match things for you so 
there will be less work for you.  For example, instead of typing “Gen Mill,” type in “General Mills.”

2. There is a 100 character limit on the fields in the Excel file.  If your product codes or brand names (etc.) exceed this character 
limit it will cause issues during the upload process.  For this reason, if you must list numerous product codes, we suggest 
separating them with a comma only – do not use tabs or multiple spaces. If you have a long list of information, please use the 
“Notes” column or upload it on a separate document. You will see a blank white screen at the end of the upload process if you
have over 100 characters in a field on your Excel file.

3. Required fields on the bid form Excel file include:  one of the pack fields (size or number), the pack unit, the bid unit, and the 
unit price.  Operators may also designate whether custom columns that they add to the bid form are required or not.  Failure to 
complete these fields prior to upload will force the system to invalidate them.  The system will then ask you to correct the 
information one quote at a time before it can successfully accept your quotes.

4. If you would like to provide multiple bids for one specification, please copy and paste the entire row. To do this, right click on 
the row number so that the entire row is highlighted and choose copy.  Then highlight the next corresponding row number, 
right click and choose Insert Copied Cell.  You must create a new row for each bid you make on a single specification (i.e. 3 bids, 
3 rows).

5. Please refrain from removing, renaming, or adding columns to the bid form Excel file.  The system will attempt to match 
everything up during the upload process.  If you change, remove, or add columns you will need to match these up manually.

6. Do not edit or remove the System ID in column A.  The system ID is how your quotes are matched to the operator’s line items.

7. Please be sure you have read and followed all bid instructions provided by the operator.

8. Do not put commas in your file names. Google Chrome will throw an error when the operator tries to download a file with a 
comma in it (e.g. “Documents A, B, and C” should read “Documents A B and C”) 30



Printing Bid Form

If you need to print the bid form, you must format the document properly in order for the bid form to print in a legible 
format.  If you do not have any need to print the bid form you may skip this page.  Please use the following steps help 
you format the page to be printer friendly:

1. Hide any columns that you don’t need to see (e.g. the System ID in column A) by highlighting the entire column, 
right clicking, and choosing “Hide”

2. Adjust the column widths to be as small as possible by highlighting the entire column and choosing “wrap text” 
from the Home menu.  You can then drag the edges of the column to make them smaller without it hiding your 
text.

3. Choose to print your document and match your settings to those pictured:

If you have any questions or need help formatting the document to be printer
friendly please call (610) 685-1775for a walk through.
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Help

HELP

If you need assistance at any time, please contact us:

(610) 685-1775 or rschaeffer@interflex.net
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