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Introduction 
This training guide supports the Iowa Department of Administrative Services Bid Opportunities 

and Contracts application. 

User Pages 

Bid Opportunity List 
The page contains the list of active Bid Opportunities for the State of Iowa agencies. 
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Search 

Users can search the Bid Opportunities by agency as well as by finding keywords contained in 

the solicitation, description and keywords fields.  

 

 

The list automatically updates when an agency is selected and/or when the user types in the 

Keyword Search field. 

 

 

Grid 

Sorting 

Users can sort on each individual column using the up/down arrows. The default for the Bid Opportunity 

list is to display the records added most recently at the top. 
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Filtering 

Users can filter on each individual column to refine the search by typing in the text box in the 

column heading. 

 

 

Hovering 

Bid Opportunities contain a longer description that cannot be displayed in the grid but once the user 

hovers over a line in the grid a popup displays to show the description. 

 

 

Information 

Users can either click on the Bid Opportunity number or the Info icon to take them to the 

Information page. 
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Printing 

Users can open/download a PDF of the Bid Opportunity information to print by clicking on the Printer 

icon. 

 

 

The PDF displays all of the same information that the user will see in the Information page. 
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Bid Opportunity Information 
Users can review the Bid Opportunity information, documents and links. They can also sign up to be 

notified when changes are made to the Bid Opportunity. 
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Bid Information 

 

 

Description 

 

 

Agency Information 
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Contact Information 

 

 

Valid Dates 

 

 

Documents/Attachments 
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Clicking on the document’s name will attempt to open the document, if the User has the appropriate 

application installed they will be able to review the document immediately. 

 

 

 

Clicking the Download icon will allow the User to save the document and open it at a later time.  
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Links 

 

 

Clicking the url will open the link in a new browser tab. 

 

 

Notifications 
Users that wish to be notified when changes are made to a Bid Opportunity can sign up by clicking on 

the button at the bottom of the page. 

 

The User will then be taken to a popup to enter their name and e-mail information. An e-mail is sent to 

the User to confirm the request to receive notifications. Failure to confirm the request will result in the 
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User not receiving notifications.

 

 

Contract List 

Search 
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Grid 

Sorting 

Users can sort on each individual column using the up/down arrows. The default for the Contract list is 

to display the vendor name in alphabetical order. 

 

 

Filtering 

Users can filter on each individual column to refine the search by typing in the text box in the 

column heading. 

 

 

Hovering 

Contracts contain a longer description that cannot be displayed in the grid but once the user hovers over 

a line in the grid a popup displays to show the description. 
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Information 

Users can either click on the Contract number or the Info icon to take them to the Information 

page. 

 

 

Printing 

Users can open/download a PDF of the Contract information to print by clicking on the Printer icon. 

 

 

The PDF displays all of the same information that the user will see in the Information page. 



14 | P a g e  
 

 

 

Contract Information 
Users can review the Contract information and documents. 
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Contract Information 

 

 

Description 

 

 

Departments 
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Awarded To 

 

 

Documents/Attachments 
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Clicking on the document’s name will attempt to open the document, if the User has the appropriate 

application installed they will be able to review the document immediately. 

 

Clicking the Download icon will allow the User to save the document and open it at a later time. 

 

 

Payment Terms & Free On Board 
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Admin Pages 

Login 
Security for the Admin section of the application uses the State of Iowa Authentication and 

Authorization (A&A) system. A User will not only require an A&A login to access the Admin functionality 

they will also need to be added to the list of Users for the application. 
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Menu 
After the User logs into A&A and are authenticated within the application they are directed to the 

Admin menu. The menu options shown are dependent on the role of the user. 

Users assigned to the User Role will have access to only the Bid Opportunities functionality. Additionally, 

the User Role will only have access to the records they have created or been assigned to. 

 

 

Bid Opportunities 
When a user clicks the Bid Opportunity Menu option the list of Bid Opportunities is displayed. The user 

has the ability to search and sort on the Bid Number, Solicitation, Description, Agency Name, Effective 

Date, Expiration Date and Status columns. The user can also Add, Edit or Remove records as needed. 

Removing a record will only set it to be Inactive and not remove it from the list. 
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Add Bid Opportunity 
When a user chooses to Add a new Bid Opportunity record they are taken to a page where they will fill 

out the information. 

 

The user must select an Agency and enter the Bid Number, Solicitation and Description before they can 

save the record. 

Keywords can be used to enhance the Search functionality on the public facing Bid Opportunity page. 

Keywords must be separated by spaces in order for them to be found properly. 
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The user can use the calendar control to select the Effective and Expiration date/times or they can just 

enter them manually. This is how they would choose a date. 

 



23 | P a g e  
 

This is how they would choose a time. 

 

 

Edit Bid Opportunity 
When a user chooses to edit a Bid Opportunity record they are taken to a page where the current 

information is already filled out and they can update it. 
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Bid Opportunity Statistics 

The Bid Opportunity Statistics section shows the when the record was created and who created it. It also 

shows when the record was last updated and who updated it. Finally, it shows the last time the Bid 

Opportunity was viewed on the website and the total number of times it has been viewed. 

 

 

Bid Opportunity Notifications 

The Bid Opportunity Notifications section displays a list of people that have requested notifications 

when the Bid Opportunity record is updated. The user has the ability to search and sort on the Email, 

Last Name and First Name columns. The user can also Add or Remove records as needed. Removing a 

record will remove the record from the database. 

A Bid Opportunity Notification is sent when the Solicitation or Expiration Date fields are updated as well 

as when Documents and Links and added/removed. 

 

 

When a user chooses to Add a new Notification record they are taken to a popup where they will fill out 

the information. The user is then sent an e-mail to confirm the notification request. 
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Bid Opportunity Links 

The Bid Opportunity Links section displays a list of links that are displayed in the public site. The user has 

the ability to search and sort on the Title and URL columns. The user can also Add or Remove records as 

needed. Removing a record will remove the record from the database. 

 

 

When a user chooses to Add a new Link record they are taken to a popup where they will fill out the 

information. 

 

 

Bid Opportunity Documents 

The Bid Opportunity Documents section displays a list of documents that are displayed in the public site. 

The user has the ability to search and sort on the Name, Description and Mime Type columns. The user 

can also Add or Remove records as needed. Removing a record will remove the record from the 

database. 
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Bid Opportunity Users 

The Bid Opportunity Users section displays a list of users that have access to the Bid Opportunity record 

in the Admin page. This allows Admin users to add another user that did not create the record so they 

can see the Bid Opportunity and make any changes necessary. The user has the ability to search and sort 

on the Name column. The user can also Add or Remove records as needed. Removing a record will 

remove the record from the database. 
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Logout 
When a user clicks the Logout Menu option they are logged out of the Admin section and are taken back 

to the public facing section. 

Interfaces 

Integrated Information for Iowa (I/3) 
Bid Opportunity and Contract files are generated by the Integrated Information for Iowa (I/3) financial 

system and placed on an SFTP server. A windows service is run on the DAS server to download the files 

from the SFTP server and import the data. 

Targeted Small Business (TSB) 
The DAS website provides a RESTful web service that the TSB will use to query a list of Bid Opportunities 

that are currently active or will be active within the next 48 hours. 


