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How To Get Started on 
FedBid!  



Navigate a web browser to: www.fedbid.com  
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http://www.fedbid.com/


FedBid Buyer Registration 

• Click ‘Register’ to create an 
  account 

 

• Click ‘Register as Buyer’ 
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FedBid Buyer Registration 
• Enter account information, buyer 

information, address and 

telephone information in the 

required fields 

 

• Select the training preference 

Note: FedBid offers complementary 

webinars or on-site training 

 

• Click ‘Continue’ to confirm all 

account information 

 

• After all information is confirmed, 

click ‘Submit Registration’ 
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Confirmation and Create Password 
• The confirmation screen after will 

show after submitting a registration 

 

• FedBid will contact you to verify your 

information, then send two emails: 

 A password setup email will 

provide a link to create your 

FedBid password 

 A welcome email 

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7 



Welcome to FedBid Email 
• The ‘Welcome to FedBid’ email 

includes: 

• The FedBid DOI Account 

Management team’s contact 

information 

• The Senior Account Manager’s 

contact information 
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PRISM   



Create a Solicitation in PRISM 
• Review the buyer workload folder for 

assigned requisitions 

 

• For FedBid applicable requisitions, 

click “Create” under documents 

section 

 

• FedBid applicable requisitions  

include items that can be purchased 

at a firm fixed price in addition to the 

following features: 

 Clear specifications: Can you paint an 

accurate picture of exactly what you want 

to buy (products or services) at a firm fixed 

price? 

 Competitive supply base:  Are there 

enough qualified suppliers to generate 

competition (you've been working with one, 

but suspect there are more out there)? 
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Document Create 
• Select “Solicitation” in the 

document type drop down menu 

 

• Select appropriate criteria from 

each additional drop down menu 
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Create Solicitation From Requisition  
• Search for the requisition  

 

• Once found, select the checkbox 

for each line item to be added to 

the solicitation 

 

• Click “Create” button 
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Choose Template Selection 
• Complete applicable information 

fields 

 

• Make all necessary selections 

 

• Click “Continue” button 
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General Information 
• Complete all applicable General 

Information fields 

 

• Click the “Additional Info” link 
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Additional Information 
• Complete all applicable Additional 

Information fields 

 

• Click the “Place of Performance” 

link 
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Place of Performance 
• Add Place of Performance 

information 

 

• Click the “Text” link 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

16 



Text 
• Enter information for the Text 

fields 

 

• Click “Summary” link 
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General Summary 
• Review the General Summary 

 

• Click the “Items” link 

 

 

 

 

 

 

 

 
•  
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Line Items 
• Click “Add” in the blue toolbar to 

create new line items 

 

• Follow the links to the left side bar 

to add additional information for 

each item 
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Release Solicitation 
• After all information is complete, 

click “Release” in the blue toolbar 

 

• Click the printer icon in the blue 

toolbar to retain a document to 

reference when posting this 

solicitation on FedBid 
 Note: The purpose of creating the solicitation 

on PRISM is to generate the PO number 

associated with the requisition. 

 

• You are now ready to begin using 

FedBid 
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Navigating Your  
FedBid Dashboard. 



• Log into the Marketplace 

with an email address and 

password 

 

• Be sure to check the box 

agreeing to comply with the 

FedBid Terms of Use 

Note: The box must be checked 

to login 

 

• If this is the first time logging 

into FedBid click ‘Create an 

Account Now’ and follow the 

steps prompted 

 Note: A FedBid Account Manager 

will reach out to confirm the 

essential contact information 

FedBid Marketplace Login 
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• The Buyer Dashboard is the 

“home base” on FedBid and 

is the first screen that 

appears after login 

 

• The Dashboard provides 

enhanced access and 

capabilities in an easily 

navigable layout 

 

• Also, the Dashboard 

provides a snapshot view of 

all: 

• Draft Buys 

• Open Buys 

• Pending Awards 

• Pending Questions 

Dashboard View 
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• The buyer dashboard 

consists of 4 tabs allowing 

access to a number of 

functionalities  

 

• These tabs (located 

across the top of the 

page) include:  

1. Dashboard 

2. Current Buys 

3. Buy History 

4. Profile 

 

 

 

 

 

 

 

 

Buyer Dashboard Tabs 

24 



• By clicking the 

“Dashboard” tab, this will 

automatically direct you to 

the main dashboard page 

 

• The Dashboard tab also 

provides quick and easy 

access to news as well as 

help and training videos 

 

 

 

 

 

 

 

 

 

Dashboard Tab 
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• The “Current Buys” tab 

allows easy access all buys 

including: 

1. Draft Buys 

2. Open Buys 

3. Pending Awards 

4. Pending Questions 

 

• From this page, enables you 

to toggle between all buys 

under your name by 

selecting an individual buy 

you will then have the ability 

to review, award, re-post, 

extend, or edit etc… 
 

 

 

Current Buys Tab 
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• The “Buy History” tab 

provides easy access to all 

awarded buys, cancelled 

buys, and performance 

alerts 

 

• From this tab you can select 

any previously processed 

buys to reference or clone 

 

 

 

 

 

 

 

 

Buy History Tab 
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• Cloning a buy will create a 

duplicate version of a buy 

as a draft with a new buy 

number. All the 

specifications and 

information from the 

cloned buy transferred to 

the new draft 

 

• This tool can efficiently re-

create the structure of a 

previously successful buy 

 

 

 

 

 

 

 

The Clone Buy Feature 
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• The “Profile” tab provides 

the following capabilities: 

• Update any profile 

information 

• Change password 

• Manage your 

shipping/delivery address 

book 

• Create and manage Seller 

Communities 

• Create and edit pre-

populated Buy Terms for 

both contract and open 

market buys 

 

 

 

 

 

 

Profile Tab 
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• The FedBid dashboard is equipped 

with quick links located down the left-

hand side of the page 

 

• The Quick Links provide easy access a 

number of functionalities pertaining to a 

buy including: 

1. Create New Buy 

2. Edit Draft Buy 

3. Answer Seller Questions 

4. Award Buy  

5. Profile Settings 

 

• Buys Pending Award is real time 

snapshot of all pending buys, 

categorized the length of time since the 

buy end date & time 

 

• Questions Pending is real time 

snapshot of all pending questions 

categorized the length of time since the 

seller submitted a question 

 

Quick Links 
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• The search tool located below 

the dashboard tab allows you  

to search for any buy through 

one of the following methods: 

• Keyword 

• Buy Number 

• Solicitation Number 

• Buy Description 

• Internal Description 

• PO Number 

 

 

 

 

 

 

 

 

 

Search Function 
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How to Post a FedBid Buy. 



Click Create New Buy 

 • To create a Buy on FedBid, begin 

by selecting “Create New Buy” in 

the Quick Links section 
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Create a Buy: Start Buy 
• Set the following parameters for the buy: 

• Buy Description 

• Internal Description 

• Solicitation No. 

• If needed, check the FedBizOpps 

Solicitation box to post a Combined 

Synopsis Solicitation on FBO that will 

mirror the FedBid Buy 

• Set the Buy End Date & Time 

 Note the times available to close a Buy are 

Eastern Standard Time 

• Select a contract vehicle 

• Select a seller community 

 Note only sellers in the selected community can 

see or bid on a Buy and a Seller community may 

limit competition – the default community is 

FedBid Seller Community for all qualified Sellers 

• Select the set-aside requirement 

• Choose one purchase description: 
• Exact Match Only  

• Brand Name or Equal 

• Meet or Exceed 

• Purchase Description Determined by Line 

Item 

• Select an award type 
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Create a Buy: Select Category 
•  Select the product or service 

category and subcategory that 

best describe the requirement 

Note: The codes in FedBid are consistent 

with the Federal Supply Codes 

 

•To select  a category you can 

search by Code Name or Number 

utilizing the search feature.  

Additionally you can select 

“Browse All Categories” and 

choose from a list of all categories 

and subcategories.   

 

•Should further clarification be 

necessary, the Product and 

Service Category Info document is 

available to assist with the 

selection process.  
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Create a Buy: Line Items 
•  Enter the line item(s) 

description, quantity, and unit of 

issue 

 Note: The number of line items on FedBid 

should mirror the number of line items on 

the purchase request 

*If there several line items, the FedBid 

DOI team is available to provide 

administrative support for drafting the Buy 

 

 

• The Buy Attachments feature is 

available to provide additional 

information for Sellers 
 Note: SF 18, Request for Quotation, and 

SF 1449, Solicitation/Contract/ Order for 

Commercial Items shall not be attached 
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Create a Buy: Buy Terms 
• Active Buy Terms are set for Sellers 

to agree that they adhere and can 

comply with for the Buy 

 

• The Buy Terms can be reviewed, 

edited, added or deactivated – all 

changes to Buy Terms will be 

recorded by clicking ‘Update Terms’ 

 

• To deactivate a Buy Term, uncheck 

the term’s box then click ‘Update 

Terms’, the deactivated Buy Term 

will then show up in the Inactive 

Buy Terms section 

 

• To activate an Inactive Buy Term, 

check the term’s box then click 

‘Update Terms’, the previously 

deactivated Buy Term will then 

show up in the Active Buy Terms 

section 
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Create a Buy: Additional Information 
Target Price Information 

• Enter the total target price for the requirement – 

the target price is the best estimate of the current 

market price for a product or service 

Note: If target price is based on a quote, input 

the exact amount down to the penny 

• Select a bid decrement – the bid decrement is 

the minimum amount by which a Seller must 

lower their bid in order to rebid 

• Assure the box is checked to ‘Make Target Price 

Active’, if the target price is valid for Sellers to 

compete against 

• Include a Suggested Seller – a suggested seller 

may be a seller from market research, an 

incumbent, or a local vendor 

Note: FedBid’s Market Operations Team will 

ensure that any and all suggested sources are 

notified 

Add Shipping Information 

• Use drop down menu to select a shipping 

address or special shipping instructions 

• If needed, create new shipping addresses using 

the “manage address book feature” 

• Input the delivery days and select whether it is 

‘Required’ or ‘Preferred’  

Seller Attachments 

• By enabling seller attachments, you have the 

ability to dictate what (non-pricing ) materials you 

would like vendors to submit along with their bids 
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Create a Buy: Confirm Buy 
• Review the Buy’s information to 

confirm all data input is correct 

and accurate 
Note: If any information is not present an 

(!) will appear in the appropriate 

incomplete tab(s) 

 

• When all information has been 

confirmed, click “Post Buy” to post 

it live to the Marketplace 
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Create an Award on PRISM 



Create an Award in PRISM 

• At the conclusion of  the 

competition and pre-award due 

diligence for the source selection, 

click the “Create” link in the 

Documents section 

 Note: The PDF Package is available in 

FedBid for documentation of competition 

and the Buy’s results 
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Select Award Type 

 
• Select an Award Type from the 

“Document Type” drop down menu 
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Create Award From Requisition  

 • Click the “Select All” button, 

then; click the “Create” button 
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Clause Template Selection 

 • Complete applicable information 

fields 

 

• Make all necessary selections 

 

• Click “Continue” button 
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General Information 

 • Complete all applicable general 

information fields 

 

• Click the “Additional Info” link to 

continue adding information about 

the award 
Note: This process is similar to that 

utilized for creating a solicitation 

 

• If  a requisition is to include option 

periods/quantities in FedBid, 

unexercised option lines should be 

included in the PRISM award 
 Note: An award modification will be required 

in PRISM when options are awarded in 

FedBid. 
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Release Award 

 • After all award information is 

added, click “Release” in the blue 

toolbar 
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Complete Award 
• Review completed award 

information 

 

• You can now award the buy in 

FedBid! 
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How to Close a FedBid Buy. 



How to Award a FedBid Buy 
• When the buy has closed and after 

the pre-award due diligence is 

complete the Buy can be closed 

out on the Markeplace to reflect 

the award 

 

• To close out the Buy on FedBid, 

begin by locating the Buy under 

“Pending Award Buys” 
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Bid Results 

 • In viewing the Buy results, each 

Buy will include the number of 

sellers notified, number bidding, 

number of total bids, and number 

of sellers declining to bid (No Bids) 

 

• To view a Seller’s bid, click on the 

hyperlink of the Seller’s name to 

view the full details (where Buyer 

may select/accept a bid) 
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Review Bid Details 

 • The FedBid PDF Package provides 

documentation to support a Buyer’s 

pre-award due diligence 

 

• Click “PDF Page” to create a 

printable/savable document of that 

individual page, or click “PDF 

Package” to create a document 

containing the complete Buy 

Summary and top 3 bids  
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Accept a Seller’s Bid 
• To document an award on 

FedBid, click the Seller’s name to 

the whom the agency intends to 

award then click “Accept Bid” 

 

• To award the Buy, enter the 

Purchase Order/Authorization 

Number and click continue 
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Confirmation of PO/Bid Information 
• Confirm the Seller, Award Type, and 

Order Number then click continue 

 

• You are now congratulated for 

awarding the Buy and the award is 

now documented on the 

Marketplace 

Note: An email notification to the awarded 

Seller and a system notification to all other 

Sellers who participated are sent when a Buy 

is awarded on FedBid 

 

• To return to the Dashboard 

homepage, click continue 
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Service Buys on FedBid. 
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What is an Optimal Service Buy? 

 

 

 

 

 

 

 

 

 

• A services that can be evaluated on a fixed price basis.  
Examples include installation services, maintenance 
services, repair services, housekeeping services, software 
licenses, and training services.  
 
• We have identified several factors that may improve the 
success of a buy.  Incorporating the following considerations 
can increase efficiency and savings! 
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Service Buys: Purchase Description 

 

 

 

 

 

 

 

 

 

Select “Meet or Exceed” as the appropriate 
purchase description on service buys.  
 

A “Meet or Exceed” purchase 
description allows vendors to submit 
adequate information regarding their 
capabilities and facilitates the 
contracting officer’s ability to disqualify 
bids that do not meet their needs. 
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Service Buys: Site Visits 

 

 

 

 

 

 

 

 

 

If needed for the type of service, a site visit 
can be held in conjunction with the 
statement of work.  A buy term can be added 
to announce the availability of a site visit 
where the term can list a specific date, time 
and location for vendors to arrive.  
Additionally, the contracting officer’s or 
contracting officer’s representative’s contact 
information can be listed, and separate site 
visits can be scheduled. 
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Service Buys: Pictures 

 

 

 

 

 

 

 

 

 

If a site visit cannot be provided, pictures 
of the area can be included when posting 
the buy.  Up to 100 MB of attachments can 
be uploaded for each buy on the FedBid 
Marketplace.  
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Service Buys: Question Deadlines 

 

 

 

 

 

 

 

 

 

A buy term can be created to set a question 
deadline for interested vendors. Once the deadline 
has passed, one repost can be done to attach a 
comprehensive Q&A document for all interested 
vendors to access.  This is encouraged as services 
tend to generate a lot of questions, and this 
decreases the number of reposts, and increases 
efficiency.  
 
Note: This best practice can be also applied for all 
Buys on FedBid. 
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Service Buys: Location Restrictions 

 

 

 

 

 

 

 

 

 

A buy term can be created which will exclude any 
company outside of a pre-determined radius from 
the service location. While organizations often 
prefer contracting to local companies for services, a 
location restriction may limit the number of 
vendors able to respond. 
 
If competition does not need to be limited, the 
preferred vendors can simply be included as 
suggested sources to assure the sellers are included 
in the competition with all other vendors notified.  
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FedBid Option Buy Workflow. 
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Key Points to FedBid Option Buys 

Streamlines the bidding and award process 

 

Award each Base and Option separately, with 

a new status for each Base and Option  

 

Dashboard notification and email reminders 
when new Options are approaching  

 

 

 

 

 



Option Buy Tips: Purchase Description 
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Option Buy Tips: Site Visit 



Optional Buy Terms 

Option Buy Tips: Buy Terms 
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Statement of Work Required Terms 

Option Buy Tips: Statement of Work 
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Target Price 

Option Buy Tips: Target Price 
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Target Price 

Option Buy Tips: Target Price (cont.) 
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Enabling Seller Attachments 

Option Buy Tips: Seller Attachments 
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Start Buy- Option Buy 

70 



Select Category- Service Categories 
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Line Items- Create Option Line Items 
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• Copy Line Items: Copy the line item description, quantities and unit of measure to the 

next option if you have populated one line item already 

• Add New Blank Option: Creates a new blank option line item without carrying over 

any information 



Line Items- Set a Period of Performance 
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Enter the dates for the period of 

performance for each option 

To maneuver from option to 

option click the orange link 



Single Line Item Structure 
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Each Pencil allows for the individual editing of each 

Option Year 



Multiple Line Item Structure 
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Buy Terms- Enter Terms & Conditions 
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Additional Information- Target Price 

77 

The Target Price should reflect the 

Base and all Option Years 



Additional Information- Shipping & Delivery 
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Confirm Buy- Bidding Requirements 
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Sellers must acknowledge and agree to 

the Period of Performance before 

Bidding 



Award an Option Period Buy- Base Period 

• The Base Period for an Option 

Buy is awarded in the same 

fashion as accepting a seller’s bid 

for a non-option Buy 

 

• An Option Buy’s approaching 

option period(s) will display 

beginning 90 days prior to the 

beginning of the next period of 

performance, and can be located 

in the Pending Award and 

Awarded sections within the 

“Current Buys” or “Buy History” 

tabs 

 

• “Options Pending Exercise” 

section also indicates how many 

options periods are upcoming 

within 30, 60 and 90 days, or are 

currently past due 
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 These filters appear after a Base 

period is Awarded and once an 

Option is past due, or coming 

due within 30, 60, and 90 Days  

Awarded Option Buys with Options  

that apply to the new ‘Options 

Pending Exercise’ filters will 

display in the Pending Award and 

Awarded sections 

Award an Option Period Buy- Option Period 
• When an option period is 

due to be exercised, a 

notification will appear on 

the FedBid Dashboard 

and you can elect to 

receive an email 

notification 

 

• To award an option 

period, keep in mind that 

only the previously 

selected seller can be 

selected to award 

option(s) 

Note: All other seller information 

will still display on this page, and 

will be available in the PDF 

package 
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Award an Option Period Buy- Option Period 

Only  the previously selected 

seller  may have Options 

awarded to them. All other 

Seller information will still 

display.  

New statuses display for each Base 

and Option. Options have  three 

new statuses: Pending Exercise, 

Exercised, and Not Exercised. 

PDF  Package will display all 

option bid information.  

Description includes the word 

‘Option’ by default. 
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Award an Option Period Buy- Option Period 

Options can be Exercised or Not 

Exercised from the Quick Links menu.  

Options can be Exercised or Not 

Exercised using the buttons on 

each section. Buyers have to 

Exercise Options sequentially.  

The Exercise  button will display on the 

next option, but will not be active.  

Not Exercising an Option  also do 

not Exercise subsequent options.  
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Award an Option Period Buy- Option Period 

Multiple statuses display for 
each Base and Option 

Chronology displays all actions 
taken on each base and option. 
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Additional Assistance Needed? 

http://www.fedbid.com/buyers/videos 
 

Option Buy Help Videos 
 

• Creating an Option Buy 

A 4:07 minute video on how to Create an Option Buy and posting it live. 

• Finding and Filtering your Option Buys 

A 2:04 minute video on how to Find and Filter your Option Buys. 

• Reviewing and Awarding your Option Buys 

A 2:06 minute video on Reviewing and Awarding your Option Buys. 

• Not Exercising remaining Options in an Awarded Option Buy 

A 2:15 minute video on how to Not Exercise remaining Options in an Awarded Option Buy. 

 

http://www.fedbid.com/buyers/videos/creating-an-option-buy/
http://www.fedbid.com/buyers/videos/creating-an-option-buy/
http://www.fedbid.com/buyers/videos/creating-an-option-buy/
http://www.fedbid.com/buyers/videos/creating-an-option-buy/
http://www.fedbid.com/buyers/videos/finding-and-filtering-your-option-buys/
http://www.fedbid.com/buyers/videos/reviewing-and-awarding-your-option-buys/
http://www.fedbid.com/buyers/videos/not-exercising-remaining-options-in-an-awarded-option-buy/


FedBid Points of Contact 
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The FedBid DOI Account Management Team 

571.297.1410 

DOI@FedBid.com 

 

mailto:DOI@FedBid.com

