
How to Find and Respond to the RFx in 
PASSPort



Find and Respond to the 
CSB/RFP in PASSPort
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Don't have access to PASSPort?

Establish an NYC.ID
Note: You may have one if you used other City systems.1.

Work with your Vendor Admin to add you to your organization's account.2.

Login into PASSPort!3.

Find the guides on Vendor Account Creation at nyc.gov/passport under "Learning to Use PASSPort" section
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Where to Find Published RFx?

nyc.gov/passport
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Find the RFx on the Procurement Navigator

The PASSPort Procurement 
Navigator provides the 
general public with a 
complete list of all RFx 
(Bid/Proposal) opportunities
available in PASSPort.
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Login to PASSPort



7

Find the RFx (Bid) in PASSPort

On the PASSPort Homepage 
you will find the “RFx” tab at the 
top. Click on "Browse Public 
RFx" to find the RFx 
(Bid/Proposal). Once you 
choose to participate in this 
bid/proposal in the system, you 
will be able to click on “Browse 
My RFx Responses” to find the 
RFx.
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Find the Bid/Proposal through “Browse My RFx Responses” 

The Browse My RFx Responses is where 
you will be able to manage your responses 
and quickly locate solicitations you have 
begun work on and solicitations you have 
submitted responses to. 
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Respond in PASSPort (1 of 2)

The View RFx screen displays 
an overview of the RFx. This 
includes a Summary section, 
which depicts key info such as 
the contracting agency, agency 
contact info, and the status of 
the solicitation. There is also a 
Description section, which 
includes detailed information 
regarding the solicitation.
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Respond in PASSPort (2 of 2)

The View RFx screen also has 
Key Dates regarding the 
solicitation and anticipated 
contract. There is also 
Documents that will include bid 
documents and possible addenda. 
There is also a section for Pre-
Bid Information.
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RFx Tabs Overview 

The Acknowledgement tab is where 
providers acknowledge receipt and intent to 
respond. 

The Discussion with buyer tab is a forum 
to communicate directly in PASSPort with 
DCAS after you have decided to respond to 
the RFx.

The Manage Responses tab is where 
providers complete the RFx questionnaire 
and responses, and upload required 
documentation.

The Setup Team tab provides the ability to 
add team members to assist in the 
response process. 
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Setup Team Tab – User Roles 

User Roles

Vendor Admin

Vendor Procurement 

Level 1, Level 2

Contributor, Vendor 

Financials Level 1, 

Level 2

Vendor Admin

Vendor Procurement 
Level 1 & Level 2

Contributor, Vendor Financials 
Level 1 & Level 2

 Receive direct invite to participate in RFx
 Manage and add contacts in Vendor Profile
 Create responses 
 Set up team for responses

 Receive direct invite to participate in RFx
 Manage and add contacts in Vendor Profile
 Create responses 

 Create/edit responses when added to the RFx team in 
the Setup Team Tab
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Acknowledgement Tab

The Acknowledgement screen 
will allow you to acknowledge 
receipt of the bid/proposal, then 
validate whether or not you plan 
to respond to it in PASSPort.
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Manage Responses Tab

The Manage Responses tab is where you 
will be able to manage your responses to this 
particular RFx (bid/proposal). You will click on 
the pencil icon next to the row that appears. 
This row represents the draft of your bid 
proposal.
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Your Proposal Info Tab

The Your Proposal Info tab is where you will be 
able to change the name (Response Label) of 
your bid/proposal response and choose the 
mandatory Competition Pool from the 
dropdown menu.
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Questionnaires

The RFx will include a 
Questionnaire,
configured by DCAS and
specific to the RFx. You 
will be able to respond in 
a variety of formats (text, 
attachments, checkboxes) 
within the Questionnaire
tab.

A progress bar will display 
the percentage of 
questions completed for 
your reference.

NOTE: Depending on the 
type of bid, the 
Questionnaire might ask 
you to submit forms 
physically to the 
contracting Agency
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The system will 
automatically calculate 
the total price for your 
proposal.

Mandatory fields will 
allow you to input unit 
prices that will calculate 
into total amounts.

Items / Price Proposal
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Subcontractors and Joint Ventures Tab
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Subcontractors and Joint Ventures Tab
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M/WBE Requirements Tab

The M/WBE Requirements tab is 
where you will be able to track if 
the subcontractors you add in the 
Subcontractors and Joint 
Ventures tab meet the goals set 
by the Contracting Agency.
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Validate and Submit (or Cancel this response)

When you are finished with your 
bid/proposal response, you can 
submit the RFx by clicking 
Validate & Submit and completing 
the pop-up that generates. If you 
wish to cancel your response, click 
Cancel this response at the top.



Resources
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Our site has a variety of 
FAQs, in addition to an 
expansive list of guides, 
videos, and other useful 
training materials.

You can also submit 
question, issues, and other 
concerns directly to our 
support team through the 
Contact MOCS button.

nyc.gov/passport

PASSPort Resources 

http://nyc.gov/passport


24

Learning to Use PASSPort 

Learning to Use PASSPort
Access user guides, videos, one-pagers, 
PASSPort quick guide, Finding and 
Responding to RFx e-learning course, 
recorded training webinar, and more.
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Key Resources/Steps: nyc.gov/passport under "Learning to Use PASSPort"

2 Read the Finding and Responding to RFx User Guide

3 Watch the Finding and Responding to RFx Webinar

5 Contact MOCS Help Desk with any questions! 

Take the Finding and Responding to RFx eLearning Course4

1 Make sure you can login to PASSPort
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