
TOWN OF PALM BEACH
ELECTRONIC SOLICITATION SYSTEM



INTRODUCING NEGOMETRIX

The Town of Palm Beach implemented a new intelligent on-line solicitation system. 
This new system is powered by Negometrix, a company based in the Netherlands. 
This new system will allow the Town to begin the transformation to the future of 

Public Procurement. We could bore you with a bunch of information on all the 
benefits of this system but will briefly tell you the system is fully integrated from 
planning through contract management. This new system will provide efficiencies 

for the Town and you, our suppliers. This new system is different but NOT difficult. 
We have prepared this brief Getting Started guide to help you register and 

participate in a solicitation (bid).
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First you can access all of the Towns 

current bids on the Town of Palm Beach 

website and select GOVERNMENT and a 

dropdown will appear. You will need to 

select PURCHASING DEPARTMENT
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Once you have selected the 

Purchasing Department you will be 

brought to the Purchasing Homepage. 

At the left of the homepage you will 

notice a navigation bar to the left. You 

will need to select the CURRENT 

SOLICITATIONS & CONTRACTS 

option.  
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You will need to scroll down to the current Negometrix Town 
Published Solicitations carousel. Simply select the 
solicitation in question and this will bring you to the 
Negometrix platform. 

Once you select Current Solicitations and Contracts 
you will be brought to the solicitation homepage.  

Once selected, you will be brought 
to the landing page that is unique 
to the solicitation in question. 
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You will need to create an account 
if you want  gain access to all of 
the solicitation documents. 

On the landing page you will 
find a summary of work 
associated with the solicitation

This should allow for enough 
information to decide if your 
interested in participating.
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PARTICIPATE
In order to access full details you will 
need to register then select the 
participate. Selecting to participate 
does not obligate you to submit 
anything towards this solicitation. It 
merely gives you access to 
specifications and requirements of the 
solicitation. 
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FINISH REGISTRATION
In order to move forward you will need to finalize the registration process. 

GO TO PUBLISHED 
SOLICITATIONS

Congratulations you are now 
registered and can access the 

solicitations. From here you will 
need to go to published 

solicitations to view all current 
Negometrix solicitation

You will again be asked to 
participate. Now you can 

finally access all of the 
documents unique to this 

solicitation. 

SELECT SOLICITATION

Select the solicitation that you 
would like to access

PARTICIPATE 
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After selecting ‘Participate’ this 

pop-up window will be 

displayed.

If you have a Negometrix 

account you can login.

If you do not have an account so 

you will select the

‘Register Company link’
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Input details unique to your 
company to register.

Fill in the information as 
requested.
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COMPANY DEATAILS PERSONAL DEATAILS



Once you enter all of your details you will need to select register, you will then receive a successful registration confirmation. 
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You will receive an email confirmation that will 

give you a link to confirm the registration. Select 

the link in your email to get back into the 

system. This will prompt you to login to your 

new account. 



Once you select participate, a 

popup will appear with a 

hyperlink to access that 

solicitation. 
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Once you select the hyperlink you will 

be brought to the overview. You will 

notice now that you have further 

details at the bottom of the home 

screen. Review the details of the 

solicitation in order to make a 

determination of participation. If 

interested, you will need to select 

START again 
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The Pricing Sheets are where you 
will fill out the schedule of bid 

items. In certain cases there could 
be multiple pricing sheet varying 

on task associated with the 
solicitation. This could also include 

alternate prices. 

PRICELIST

1
Questionnaires considered sections 

in Negometrix. These sections 
consist of all of the specifications, 

required forms, and terms & 
conditions associated with the 

solicitation. Here you will also find 
any addendums the Town has 

issued. 

QUESTIONNAIRES

2
Learn key deadlines and 

dates associated with 
the solicitation by 

selecting the schedule 
icon. 

SCHEDULE
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Once you select start it will bring you to the submission 
homepage. 

You will also notice the 
status bar detailing the 

amount of documents in 
that survey in addition 
to the percentage of 

completion. Once all of 
the status bars are 

green, you are ready to 
submit an offer. 

STATUS BAR
The solicitation package acts as 

the bid document. Any 
requirements, plans, 

specifications, drawings, or 
terms and conditions can be 

completed here. 

SOLICITATION PACKAGE
The proposal page is 

where you submit your 
pricing if applicable. 

PROPOSAL PAGE
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You are now ready to start an offer. After you select the start option you will 
be brought to the fill out and submit page. The fill out and submit page acts 

as your project management tool. Here you will find all of the required 
actions and the status of each. You will have 2 options to choose from. The  



SOLICITATION PACKAGE

The Details of Solicitation Section contains the 
Scope of Work, Terms and Conditions, plans, 
drawings, and any associated requirements 
for the solicitation. 
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The Required Forms Section  has all of the 
forms required to submit an offer. These 
forms can simply be downloaded, completed, 
and uploaded to that question. 
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The solicitation package is broken down into sections. Each section will need to be fully completed in order to be 
considered responsive. 

In the Addenda Section, you will find any 
associated addenda issued for the solicitation. 
To complete this section you only need to 
acknowledge that you have received the 
addenda (if one was issued). 

If the solicitation is a RFP/RFQ there will be an 
additional section called Evaluation Factors. 
This section requires you to provide a detailed 
response to each of the Evaluation Factors 
given. 
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Name/Number of solicitation

Time left to submit an offer

Remaining unanswered questions

Time left with current phase

Button to submit your offer
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Status of submission of offer

Remaining line items/pricing not 
complete

Percentage of pricing complete 

Percentage of Solicitation 
package complete

Tabs that display current window
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When a question asks you to acknowledge a 
requirement, you simply have to select the only available 
option. Many times, these acknowledgements are based 
on a requirement after award.

When a question ask for you to respond with an 
attachment, you will simply need to upload an 
attachment. In many cases these are required forms in 
which we have provided a template. 

When there is a yes/no question, simply respond with a 
yes/no answer. Same with a Question/Anwser.

Once you enter into the details of the solicitation, you will notice several question within that section. Each question has a 
call to action. 

DETAILS OF SOLICITATION



QUESTIONNAIRES
Every solicitation in Negometrix has a section called questionnaires which are unique to that solicitation. These questionnaires detail all the 

requirements within a solicitation to include but not be limited to the terms & conditions, scope of work, required forms, and all other 
requirements taken into consideration in the awarding The type of question determines how a company can provide an answer to the 

question. It is in the best interest of both the buyer and the supplier that these question types are set correctly. Incorrect question types can 
cause delay in the process of the solicitation and potentially lead to the rejection of an offer due to being non-responsive. 

Simply answer yes or no to the 
question asked. 

YES/NO QUESTION1

Provide an answer to the 
question in the field box 

required.

OPEN QUESTION4

When using this type of question, 
the supplier has to fill in a value if 

the question is weighted.

VALUE2

Attach the executed document 
requested. The system will 
recognize if this was done. 

DOCUMENT EVALUATION5

With this type of question, you must 
provide an answer to the question 

from the options given.

MUTIPLE CHOICE3

Complete the answers and/or provide 
the details asked in the table,

TABLE6
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The next requirement is the proposal 

page where you can make your offer. 

Simply fill out the pricing according to 

what is requested per line item. The 

system will calculate the extended price. 


