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[bookmark: _Toc500490073]Introduction
BidBuy is the State of Illinois’s new web based eProcurement system, designed to streamline procurement processes and offer expanded services. Once fully implemented, BidBuy will replace the Illinois Procurement Bulletin (IPB) for General Services as the notification system for procurement opportunities.  
Government entities who are eligible to procure off the statewide master contracts can use the following instructions to search all contracts and download the actual contract document.  Your current process for placing orders will remain the same.  
[bookmark: _Toc383682771]

[bookmark: _Toc500490074]BidBuy Home Page
To access the BidBuy homepage shown below, use https://www.bidbuy.illinois.gov/bso/ 
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[bookmark: _Toc500490075][image: ]Contract & Bid Search
Towards the bottom of the BidBuy homepage, click on Contract & Bid Search.
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Select radio dial next to Contracts/Blankets.  After a few seconds, the following screen appears.
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Enter data into Search Fields and/or click on the down arrow to see options in the drop-down box.   Once you’ve selected all the search criteria, click Find It.  To view all contracts, leave all the fields blank, and click Find It.
 
The following reflects the search with all the fields left blank.
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Here’s an example of entering “truck fleet” in the Item Description field, and clicking Find It.
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Click on the underlined Contract/Blanket# to review.

Contract document 
Must be “Yes” 



















The following screens display the contract information.   The Header Information provides overall contract information. For government entities to utilize the contract, the Master Contract? column must be “Yes”.   To open a copy of the contract document, next to the Agency Attachment column, click on the underlined document name.   The contract document will contain most of the information the next screen shows.  It will also state which entities can utilize the contract. If you have any questions regarding the contract, contact the person whose name is located next to the Purchaser column.  (The actual contract document should also provide a contact name.)


[image: ]Contract document link 
Must be “Yes” 






Below the Item Information Header are the items, quantities, and costs associated with the contract.
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To Exit, click Exit.   
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Click Exit to return to the BidBuy homepage.
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