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How to Use the Bid Request System
Description
Stand Alone System This Bid Request System is an integrated system

containing vendors and list of bid items.

FileMaker Solution This Bid Request System is a shareware product
produced using FileMaker Pro. Products developed with
FileMaker Pro are called solutions.

Function This solution was designed to provide a simple means of
producing multiple bid requests for the same material
without having to retype the information each time.

Copyright The Bid Request was developed by Management
Planning Systems of Eugene, Oregon, who own the
rights to the system. The files may be copied and used
for up to 30 days on a trial basis demo to determine if
you would like to purchase this system. However, the
system may not be routinely used without the written
permission of Management Planning Systems. The
system is distributed and used in accordance with the
standard MPS Software License as shareware for
$29.95.

Management Planning Systems

PO Box 1968

Eugene, OR 97440

541-484-1004
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Installing the Bid Request System
Be Familiar with FileMaker To be effective with the use of this data base the user

should be familiar with functions of FileMaker Pro.

Install The program is installed following the install procedure
found in the How to Install.pdf document on the CD.

Files and Folders The install places a folder on the computer titled mps.
Inside this folder are four additional folders. The data
files are placed inside of the data folder. A copy of this
manual is placed in the Documentation folder.

Start the Program The Bid Request program may be opened from the Start
Menu. Go to MPS Shareware. If Bid Request is the only
program installed the screen below will appear. If more
than one shareware program has been installed the
Launch Utility screen will appear, select Bid Request
and the screen below will appear.
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Setup Menu
Enter Data Click on the Setup button and the screen below

should appear. Fill in the blanks. Everything typed
into these windows will appear on the bid request
form that is mailed to the vendor.

Phone and Fax If you want Tel and Fax to appear before the numbers
then it must be typed into the windows. The
Organization Name will appear on the opening menu
screen. Click on “Return to Menu” when completed.
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Initial Data Entry
Support Table Data
Support Tables The support tables are accessed from the main menu

and should be populated prior to developing a Bid
Request. When support tables are selected from the
main menu a screen similar to the one shown below
will appear.

Two Tables There are two tables that need data; vendors and
shipping.Vendor Data Input
Select Vendors and a screen similar to the one below
will appear.

View as List
View as List The vendor file appears in the View as List layout. The

view as list layout provides a convenient way view the
vendor records.

Sorting In the View as List screen the data can be sorted by
vendor or contact name by clicking on the small button
located to the left of the field name.
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Print List

From Menu Bar When Print List is selected from the menu bar a screen
similar to the one below will appear. The data to be
displayed and printed in this report can be selected and
sorted using the find and sort functions described in the
Find and Sort Functions section of this Users Manual.

Print the List The list can be printed by clicking on the Continue
button to the left of the screen.

  

Once selected a new dialog box will appear; select Print
or Cancel to return to the view as list.
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View as Form

Selecting a Record To view the record in the Form View click on the green
button located to the far left of the record.

When the Form View is selected a screen similar to the
one shown below will appear.

New Record To add a new vendor record, click on the New Record
button in the menu bar and a blank record will appear
with a vendor number assigned and displayed in the
upper right corner. The vendors file is designed to
automatically provide a vendor number starting with
101. You can change the default assigned vendor
number.

Enter Data Once a blank record is obtained the data can be entered.
Start by placing the cursor into the Company field.

Tab to Move Enter the appropriate data and press Tab to move to the
next field. Shift/ Tab will move the cursor back one field
at a time. In addition, the mouse can be used to place
the cursor into any field.

Comments and Specialty Fields The comments and specialty fields are text fields. Any
related information can be typed into these fields.
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Edit Vendor Data

Change a Record The vendor data can be changed in either the form or
list views. To change the data, place the cursor in the
field and delete or type in the required data. For
example; to change Basin Ref. to Basin Refrigeration.

Place the cursor after the period in Ref., backspace and
type the remainder of the word.

Delete a Record Vendor records can be deleted in the form or list views.
To delete a vendor record place the cursor into any field
in the record and then select Delete Record from the
menu bar.

A dialog box will appear asking verification  of the
delete.

To delete, select the Delete button. Caution: Undo does
not work with Delete.
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Shipping Table
The shipping table is a simple list of various shipping
methods. These methods are selected from a popup list
when the bid request is developed. The existing data in
this table can be printed, edited, new records created, or
records deleted using the functions described above for
the vendor table.

Toggle View Each of the support tables contains a Toggle View
button located in the menu bar.

Clicking on this button will provide an additional view
of the data. In this view, the title bar above each data
field becomes a sort button. In addition, the actual
name of the field is displayed in the title bar. This can be
very helpful when attempting to import data as the
name of the import filed must be identified.
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Materials
From Menu To populate the materials file start by clicking on

“Materials” button on the main menu. A screen as
shown below should appear.

Data Entry Fill in the remaining blanks and then click on ”New
Record” to get a new blank line. You must give each
item an “Item Number.” If you do not the item will not
appear in this window when you return.

Rate and Amount Fields It is not necessary to fill in the Rate field. However, if
this field is filled in the template will automatically
calculate the Amount. You cannot enter data into the
Amount field. When finished click on “Return to Main
Menu.”

Sort Clicking on the sort icon  directly above a
column will sort the data by the information in the
selected column.

Select Reports or Price Quote Access to the report menu or the Price Quote screen
can be obtained from the main menu or directly from
this screen by clicking on the appropriate button in
the button menu at the top of the screen.
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Producing a Bid Request
Data Entry
From Menu To produce a request for price, start by clicking on the

Price Quote button on the main menu or selecting
Price Quote from the materials screen. The screen
below should appear.

Request No. and Date The request number and the date issued will
automatically be inserted.

Vendor The vendor is selected by clicking in the vendor files
and a pop-up list of all of the vendors will appear.
Select the vendor you want and click the mouse. The
vendor name will appear in the vendor field and the
cursor will advance to the From field.

From Type the information you want to appear in the From
box of the bid request then press tab. The cursor will
advance to the “Shipping” field.

Shipping Select the desired shipping method from the pop-up
list and press tab. The cursor will move the
“Description” field.
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Select Materials When the cursor is in the materials “Description” field
a pop-up list of all of the materials, sorted by the
description name will appear. Select the materials you
want and click the mouse. As a material description is
added the line item will be numbered automatically.
Once the description has been selected the “Unit” field
will be filled in and the cursor will jump to the
“Quantity” field.

Quantity Fill in the quantity and press Tab and the cursor will
go to the next materials “Description.” Continue until
all materials have been added.

Item # Field The Item # field will be automatically filled in by the
program. This is not the same number as the item
number given to the materials list.
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Print Request
Print Button When the request is completed, click on the “Print

Request” button.

Print Screen This will take you to the print screen. Only the
selected request will be printed. To print a specific
request, find the request in the “Request for Price
Quotation” screen and click on the “Print Request”
button and a screen similar to the one below will
appear. Press “Continue” to print or cancel the
printing.
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Reports
Select Data Materials Before printing a report it is wise to select the data.

Material data can be selected using the find function
in when viewing the “Materials List. ”

Select Data - Quotes To select price quotes first go to the data input screen,
then select “List View.” From this view, use the find
function to select the desired records. Then click the
“Reports” button and you will go to the reports menu.

Select Report There are two reports built into this template. The
Price Quote List and the Material List. They are
accessed by clicking on the “Reports” button on any
screen or from the main menu. When this button is
pressed the following screen will appear.



June 13, 2003 14 ©ACRP, 2000

Sample Reports Here are examples of the Price Quote List report and
the Materials List report
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Vendor Reports
Select Vendor Reports Selecting vendor reports from the report menu will

bring you to a second menu shown below.

Example Reports Below are examples of the Vendor List and Vendor
Information Reports.

Avery Labels Selecting the Vendor Labels Avery 5160 provides the
opportunity to print vendor address information
directly onto Avery 5160 labels.
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Find Function
From the Button Bar
Select Find A find button is included in the button bar of most

screens. To perform a find click on this button and all of
the data fields will go blank allowing you to enter the
find criteria.

Perform a Find To perform a find, type the information you want to
find into the field that contains the information and
then press Continue, Return, or Enter. Notice all of the
pop-up lists are available to assist in the find.

Words or Letters It is not necessary to type in all of the information. For
example, if you wanted to find a name starting with a
“C” you would only need to type the letter “C” and the
program will find all of the records with a word in the
field that starts with a “C.”

Multiple Fields To clarify a find, you can type information into as many
of the fields as is necessary to clarify the find. For
example you can select the vendor and shipping method
in one find.

Multiple Finds There are times when you may want to find more than
one item in the same field. For example it may be
necessary to select two or more pieces of data form the
same field. Type in the first piece of data, then either
type Control-N or select New Request from the Mode
menu and type in the next request. (The number of
requests that can be made at one time is limited only to
a particle limit.) If the status bar is turned on (see below
for how to turn on the status bar) you can look
through each request to make sure they are as desired.

When all of the request are completed, press Return or
Find in the Status bar.
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Omit Data To omit bid request with specific information from a
find, click in the Omit box after setting up the find. The
result will be all of the bid request not omitted. To view
those omitted use select the Find Omitted from the
Select menu.

Turn On Status Bar The status bar allows access to a variety of find and
other functions. To turn on the status bar, click on the
status bar icon located near the bottom left of the
screen.

What will appear will look similar to the image below.

Omit The selected data can be omitted from the find by
clicking on the Omit box located in the status bar or
from the menu as described above.

Find Symbols Once the find function has been selected the status bar
will open. Clicking on the small arrow next to the word
Symbol will bring up an additional dialog box providing
a number of symbols used to clarify finds.
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Two Most Common Symbols Two of the most commonly used are the Range (...) and
Exact Match (=).

Range The range symbol can be used to select a set of bid
request issued between any two dates. Type in the first
date followed by three periods (...) or select the symbol
and then the second date, then press the Continue
button, return or enter keys.

Exact Match The exact match symbol is useful for finding work
orders where a specific field is blank. To find work
orders with no information in a specific field, type a =
into a field or select = from the symbol menu. Then
press the Continue button, return or enter keys.

Find From the Menus
The find function can be invoked from the Mode menu,
from the keyboard by typing Control F, or from the
Mode Pop-up list located at the bottom left of the screen.
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Sort Function
Keyboard or Menu

The sort function can be obtained from the keyboard by
typing Control S or selecting sort from the Mode menu.
This procedure should only be used by those who have
knowledge of FileMaker Pro.

Dialog Box When the sort command is invoked a dialog box will
appear allowing you to select which selection of fields
and the arrangement of fields for a sort.

Select Fields Select the field from the list on the left and then either
double click or click Move to move the field to the right.
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Rearrange Fields Once the fields have been moved to the right they can be
rearranged. Place the cursor on the double arrow to the
left of the field and the cursor changes to two lines with
arrows. When this occurs click, hold, and move the field
to the new position. When completed press Sort.
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