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Begin by logging in to your PEPMA account.  

If you do not have an account you can self-register on the Home page. 

Once you have logged into your account you should see the bid information* for the bid you received an invitation 

to from the Investor Owned Utility (IOU).  

*Note: If you do not see the bid information as shown in the sample bid below then contact the 

appropriate IOU to have access granted to the bid. IOU contacts are listed under the “Contact Us” 

section on the PEPMA Home page. 

When logged into your account and you will see: 

(A) The name of the bid.  

There are 3 options to choose.  

(B) Is the first option to access the bid information and documents to bid on the “Bid Page”  

(C) The second option is to submit a bid proposal on the “Manage Proposals” page; and  

(D) Is last option is to delete or “Remove” the bid from your account. This will be explained at the end of this 

document. 
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When selecting to go to the Bid Page (B) the following information is available: 

(1) Bid Number: Unique bid identification number 

(2) Bid Name: Full name of the bid 

(3) Schedule: A schedule overview with key dates may be available for download here. A full schedule is generally 

available in the actual Request for Proposal (RFP or other type of request RFx). 

(4) Message Center: Messages relating to the Quick Links. 

(5) Quick Links: Contains additional information available throughout the RFx process. This can include Addendums 

announcing changes to the RFx, additional documents, Question and Answer (Q&A) responses by the IOU, 

bidder conference presentation, etc. 

(6) Bid Manager: Contact for PEPMA related issues for the bid. 

(7) IOU Service Areas: The IOUs sponsoring the bid. 

(8) Program Description: Summary of the bid offering. 

(9) Filename: This is a link to the actual RFx document. Click on the link for the option to download the document. 

(10) Questions: Allows a bidder to enter a question about the bid up until the RFx schedule end date for question 

submittal. Questions can be typed in or pasted in from another document, such as a Microsoft Word doc. 

(11) Text box: Questions entered will appear in this text box. 

 

(Continued next page) 
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When selecting to go to Manage Proposals (C) the following options are available: 

(1) Brief proposal submittal instructions. 

(2) Indicates if a proposal has or has not yet been submitted. Once a proposal has been submitted the name of the 

proposal will appear here the next time you return to this page. 

(3) Submit New Proposal: Clicking on this link takes the bidder to the bid submission page to upload a proposal. 

(4) Return to Bid & Proposal Management: Returns the bidder to the previous page. 
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When choosing to (3) Submit New Proposal, as shown above, the bidder is taken to the bid submission page for 

either a Professionals Services or Third party Program bid submission. Examples of both types of submission are 

shown below:  

PROFESSIONAL SERVICES: 

There are 3 sections to upload each specific part of a bid proposal: 

(1) General Attachments: This upload is Optional. If a bidder desires to provide additional information not required 

of the RFx the information can be uploaded here.  

(2) Business Proposal: This section is REQUIRED. The portion of the bidder’s proposal containing the technical 

written descriptions of the proposed work and other responses to the bid requirements of the RFx excluding any 

cost elements – See Cost Proposal. 

(3) Cost Proposal: This section is REQUIRED. The portion of the bidder’s proposal containing all commercial terms or 

cost for the bid are uploaded here. This can include labor rates and tables, program budgets, and any other cost 

only. 

(4) Save: Important! Before clicking on SAVE be sure you have at a minimum uploaded the required documents to 

both the Business and Cost Proposals sections. When done “Browsing” and uploading the appropriate required 

portions of the bid proposal click on Save to complete the submission. Additional details are provided on the 

next page below. 
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THIRD PARTY PROGRAM: 

For Third Party Program bids follow the instructions as provided above is the Professional Services proposal 

submissions except there are 5 sections to upload each specific part of a bid proposal: 

(1) Summary of Offer: This section is REQUIRED. Provide a description or name of the proposal. A brief sentence or 

two is sufficient. 

(2) General Attachments: This upload is Optional. If a bidder desires to provide additional information not required 

of the RFx the information can be uploaded here.  

(3) Business Proposal: This section is REQUIRED. The portion of the bidder’s proposal containing the technical 

written descriptions of the proposed work and other responses to the bid requirements of the RFx excluding any 

cost elements – See Cost Proposal. 

(4) Cost Proposal: This section is REQUIRED. The portion of the bidder’s proposal containing all commercial terms or 

cost for the bid are uploaded here. This can include labor rates and tables, program budgets, and any other cost 

only. 

(5) Technical Documentation: This section is REQUIRED. The portion of the bidder’s proposal containing all cost 

effectiveness for the program information for the bid are uploaded here. This is typically the Cost Effectiveness 

Tool or CET. 

(6) Save: Important! Before clicking on SAVE be sure you have uploaded all required documents to Summary, 

Business, Cost, and Technical Documentation Proposals sections. When done “Browsing” and uploading the 

appropriate required portions of the bid proposal click on Save to complete the submission. Additional details 

are provided on the next page below. 
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Note: (1) For each section after selecting “Browse” to locate a file click on Add Attachment to add the file. When 

added, the file will appear with details directly below each of the Browse and Add Attachment sections as shown in 

the example below.  

Deleting an uploaded file: If a document is uploaded and needs to be removed:  

(2) Click on the box below the Remove  

(3) Then click on “Remove Checked Documents” and when done  

(4) Click Save. 
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When a document uploaded is deleted or removed it will appear as crossed out as shown below.

 

Bid Proposal Conformation: Once you have completed the document required uploads and clicked Save the next 

page will appear providing details of the submission and (1) a confirmation number. (2) You will want to print this 

page for your records. 

Note: If any errors occur to uploading the bid proposal documents, such as failure to include a document in a 

required section, an error notice will appear at the top of the page (not shown) in red text. 
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The next time you login into your PEPMA account and go to Manage Proposals the name of your bid proposal will 

appear along with your general contact information and the date/time of the submission. To return to the page you 

uploaded the proposal you can click on the “Proposal Name” link (1) if you need to add additional documents or 

remove a document.  

Changes to bid proposal submissions can be performed until the scheduled RFx bid submission cut-off day and time. 
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Removing a Bid from Your Bid Page: As noted in the beginning of this document we will now review the bid offer 

“Remove” option (D).  

Use caution when removing a bid from view on your main Bid and Proposal Management page as once removed it 

cannot be undone. Selecting Remove will make the bid offer shown no longer appear. A pop-up screen will appear 

asking if it is OK to remove the bid offering (RFx) from view. You may “Cancel” or click “OK.” 

 

End of Document 


