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Effective April 20, 2020, the City of Tucson will only allow electronic submittal of bids and proposal in 

response to formal solicitations.  Instructions for submitting your response to solicitations online are 

contained herein.  

NOTE:  Vendors should begin submitting their response well in advance of the Due Date and Time in 

order to account for unforeseen issues such as slow internet speed, internet outage, etc.  Responses 

can be initiated in the system, saved, and then completed at a later date; therefore, it is prudent to 

begin building the response in the system well in advance of the Due Date and Time.     

NOTE:  Responses must be in “Submitted” status (see Step 23 on Page 21 of this manual) in order to 

be considered.  Responses that have been created in the system, but that are not in “Submitted” 

status at the Due Date and Time will not be considered.  Vendors can always verify what status their 

response is in by checking the Status field on their response (see Step 23 on Page 21 of this manual).     

NOTE:  Vendors should direct any questions about how to submit their response to the Contract 

Officer identified in the solicitation.      

To provide a response to one of the City’s formal solicitations, utilize the following website:  

www.tucsonaz.gov/bso.   

*NOTE:  The screenshots in this Procedures Manual were 

created from a test environment; therefore, colors and web 

addresses on the screen shots may be different than what 

you will see in our productional environment. 

 



1. Log into your City of Tucson BuySpeed Account by clicking on the “Sign In” button.   

 

 

You must have an account to be able to submit an electronic response to a solicitation.  If you have an 

account, but cannot remember your Login ID or password, you can click on the “Login Assistance” link 

for help.  If you are still unable to log in, you can email VendorRegistration@tucsonaz.gov.   

 

 

 

 

 

 

 

 

 

 



2. Once logged in, you will see a welcome screen.  Select “Bids”. 

 

 

  



3. Once you click on “Bids”, you can see all available Open Bids.  Select the Bid # you are interested in 

replying to.  

 

  



4. Once you click on the Bid #, you will be asked to acknowledge the download of the bid.  Select either yes 

or no to view the solicitation. 

 

 

  

 

  



5.  After you select yes or no, you will be shown the Bid Solicitation. 

*NOTE:  The BuySpeed software refers to all solicitations as “Bid Solicitations” regardless of what 

type of solicitation it is (i.e., Request for Proposals, Request for Qualification, or Invitation for 

Bid).  The actual solicitation type will always be indicated on the solicitation document itself. 

You can view the solicitation and any attachments by clicking on them under the “File Attachments” 

section.   

 

 

  



When you click on one of the file attachments, it will bring up the solicitation document for your review.  

You may want to print the document. 

 

  



6.    Once you are ready to respond, click on “Create Quote”.  

 

  



7.  You are now able to begin creating your electronic submittal (whether it be a Bid, Proposal, or a 

Statement of Qualifications).  

Enter your contact information including a telephone 

number and email address in the “Info Contact” Box.  

 

DO NOT SELECT the “No Bid” box.  This box is intended to  

permit a vendor to submit a response, but mark it as a “No  

Bid”.  Checking this box will cause Procurement to NOT be  

notified that you have submitted a response, and your offer 

may not be considered. 

You can also change the 

Description to Your Company’s 

Name.   

 

 

8.  Click on “Save & Continue”.   

No other information is required to begin your quote, and no other fields should be filled out, as the City 

intends for you to indicate this information in the response that you will upload as an attachment.  If 

you choose to complete any other field here besides the two fields indicated above, you MUST include 

that same information in the response that you upload as an attachment, as the information entered on 

this screen will not be considered, and only information included in your attachment will be considered. 

 

 



9.  Once you click on the “Save & Continue” button, this will create a quote number that will allow you to 

respond electronically.   

 

 

Once you have saved your Quote, and a Quote number is generated, you can 

close it and return to it at a later time to complete it and submit it.   

 

Notice that the status of your Quote is “In Progress.”  Ultimately, your Quote must be in “Submitted” 

status in order to be considered.  Quotes that are not in “Submitted” status will NOT be considered.  

You can verify the status of your Quote any time by checking this status field on either the General 

Tab (pictured here) or the Summary Tab (pictured in Step 23 of this manual).       



10.  Next select the Terms & Conditions Tab. Here you will acknowledge the Terms and Conditions.   

 

You can select ”Yes”, “Yes with exceptions”, or “No”.  If you 

select “Yes with exceptions” or “No”, you will need to make a 

summary of the exceptions in the comments below, as well 

as within your electronic response.  You MUST include your 

exceptions in your uploaded attachment.  Any exception not 

noted in your attachment will not be considered.  In the case 

of a discrepancy between what is entered in this explanation 

field and what is in the uploaded attachment, the uploaded 

attachment shall govern. 

 

 

11.  Once you make your selection, press “Save & Continue”.  This will remove the Red Quote Validation 

Error at the top of the screen and the Terms & Conditions will be acknowledged.   

  

This error will go away once 

you hit Save & Continue 



12.  Next, select the “Attachments” tab.  In this tab, you can add upload your response to the solicitation, 

including any documents requested in the solicitation.     

 

 

13.  For each file, click on the “Add File” button.  



14.  Select the “Choose File”  

 

 

  



15.  Search for the file on your computer and select the file you would like to attach as your response to the 

solicitation.   

NOTE:  Make sure that there are no special 

characters (such as #, !, etc.) in the name of 

your file.  The system may not permit you to 

upload a file with a special character in the 

name of the file. 

 

 

 

16.  Click the “Open” button.  



17.  You can enter a description of the file you are uploading, such as “Acme Company’s response to RFP 

Number 202262”. 

 

 

18.  Click the “Save & Exit” button.  This will take you back to the screen where you can continue to add 

additional attachments if you have any.  Repeat the same steps for additional files.   

  



*NOTE:  The software program has a check box titled “Confidential”.  However, the City does not use this 

box as a way for bidders/offerors to indicate whether or not their attachment contains any confidential 

information.  As per Paragraph 12 of the Instructions to Bidders/Offerors section of the solicitation, the 

bidder/offeror must indicate any requests for confidentiality within their submittal (i.e., that attachment 

that is uploaded here) itself.  The City will not act upon the checking of this box, and will only act upon 

requests for confidentiality that are made within the submittal itself.   

To request that information be held confidential, your attachment MUST be clearly marked confidential 

on the page(s) you are requesting to be held confidential.  (Note that pricing will NEVER be held 

confidential.)  You should also include a cover letter explaining your reason for requesting the information 

be held confidential. 

 

  



19.  Once you have added all your attachments, you can see them listed on the Attachments tab screen. 

 

  



20.      Go to the Summary Tab.   Note that the response is still “In Progress” and 

must be changed to “Submitted” by selecting 

the “Submit Quote” button below.   

 

 

21.  Once you have attached all your documents you can submit your quote. 

 



22.  The system will ask you if you are sure.  Select Ok when ready to submit. 

 

  



23.  You can now see that the status of your response has been changed to “Submitted.” 

NOTE:  Quotes that are not in “Submitted” status will NOT be considered.  

You can verify the status of your Quote any time by checking this status field 

on either the Summary Tab (pictured here) or the General Tab (pictured in 

Step 9 of this manual).      

 

Congratulations, you have responded to the solicitation!  

Thank you for your interest in doing business with the City of Tucson.      



STEPS FOR WHEN YOU LOG OUT BUT HAVEN’T COMPLETED SUBMISSION 

1. If you happen to log out while submitting your quote, you can log back in and complete your quote by 

selecting “Quotes.” 

 

 

  



2. From there, select “Working.” 

 

  



3. Select the quote number related to the bid you are replying to.  

 

  



4. You will then be asked to acknowledge that this quote has not been submitted.  Select Yes. 

 

 

5. After selecting yes, you can proceed with finishing your quote.  (Back to Step 9 on Page #11) 

  



STEPS FOR WHEN YOU WOULD LIKE TO CHANGE OR WITHDRAW YOUR SUBMITTED QUOTE 

1. To make any changes to your already submitted quote, the system will require you to “withdraw” your 

quote. Select “Withdraw Quote” 

 
 

2. The system will as you if you are sure you want to withdraw this quote.  Select ok if you are ready to 

withdraw or make changes.  

 

 

 

  



3. You will now see that your quote has been withdrawn in two different places as shown below. 

 

4. Next select “Reopen Quote” 

  



5. Your quote is now reopened.  You will see the warning that your quote has not been submitted and that 

the status is “In Progress”.  

 

6. You can now begin to make changes to your response by starting at Step 7 On Page 10 of this manual.  

 

Be sure to resubmit your quote so that it appears in “submitted” status as shown on Step 23, Page 21 

of this manual to be considered.   


