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Test Objective/Measurements: BSO Vendor Bid Response 

Scenario:  

 
   A. BSO Vendor Bid Response 

1. Login onto the Knox County Purchasing Website and select the hyperlink to BuySpeed 
2. Under “Bid #” select the bid that you wish to submit a quote to Knox County 
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3. Select “Yes” to acknowledge receipt of the bid document.  Select “Create Quote” 

 

Click “Create 
Quote” to be able 
to enter your 
pricing for this 
product 
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4. Enter required information (*) 
5. Select “Save and Continue” 
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6. From the Items Tab, enter unit pricing, discount, freight, etc., if questions exist, select 
item number to view questions to vendor or if vendor wishes to offer tier pricing click 
on item number 

7. Respond as required to questions  (see “Questions Exist” column) 
8. Select “Save and Continue” when you are finished entering your pricing and discount 

information.  (You may select “No Bid” if you do not wish to bid on certain line items.) 
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9. From “Items” tab, select “Notes” and respond if necessary, Save & Continue 
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10. Select Questions from Header and respond if necessary, Save & Continue 
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11. Select “Notes” tab from Header and enter any information pertinent to bid 
12. Save and Continue 
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13. Select Terms and Conditions Tab, select appropriate actions, Save & Continue 
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14. Select Attachments Tab, click Browse Repository to add any necessary attachments to 

the bid document, Save and Exit 
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15. Select “Summary” tab and review your bid response information, Select “Submit 
Quote” to send your quote to Knox County Purchasing. 
Notice:  If you have not answered all the questions presented to you, you will receive an 
error message to correct the problem before you will be able to submit your quote. 

 

 
Once you have resolved any validation errors, proceed to the “Summary” tab and click 
“Submit Quote” 

      After quote is submitted from Summary tab vendor may select Print or Withdraw Quote 
      You have now entered your quote successful.  Congratulations! 
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