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PART I. View Published RFP 
 
1. Go to http://cas.valleywater.org or https://cas.valleywater.org for a secure connection, and 

log in. 

If you have not yet created an account, click the link “Create an Account”. 

You can also view a document that explains how to create an account by clicking the link 

“Account Setup Instructions”. 

2. Once logged in, the tab “Home” is selected by default. 

 
3. Under the heading “Current Requests for Proposals” you will see all the District’s published 

RFPs that are either Public or to which your company has specifically been pre-selected to 

submit a Response to. 

4. On the portal’s tab “Home”, click the link to the RFP you want to view. 

You can also find links to these same RFPs by clicking on the tab “RFPs”. 
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5. On screen is “RFP” 

 
5.1. Read all the information about the published RFP by clicking on each of the sub-tabs. 

5.1.1. Details – Some key fields to focus on include: 

5.1.1.1. RFP – The name of the contract 

5.1.1.2. Contract Type 

5.1.1.3. Due Date – The date/time all responses must be electronically submitted. 

5.1.1.4. Contact names (Project Manager, Contract Administrator) 

5.1.1.5. Statement of Work 

5.1.1.6. Projects – The one or more projects this contract will be associated with. 

5.1.1.7. Expertise Codes – The primary expertise code (and sub-expertise codes if 

any) this contract is related to. 

5.1.2. Scope – The Tasks (and Sub-Tasks if any) involved in this contract.  Start and 

End Dates, Units, and Quantity may be specified for the Tasks/Sub-Tasks. 
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5.1.3. Deliverables – A list of any deliverables required as part of the contract. 

5.1.4. Required Documents for NTP (Notice to Proceed) – If specified at this point, a list 

of documents that the company awarded the contract will need to provide to the 

District before the contract can be activated.  Examples include proof of 

insurance, a bond, etc. 

5.1.5. RFP Package – A list of attached documents from the District providing more 

details about the contract.  Click the link of each document to open and review it. 

5.1.6. RFP Schedule – If specified, a schedule of activities related to the RFP and 

award process.  Dates may be supplied for each activity. 
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PART II. Create New Response 
 
6. To start your Response to an RFP, press the toolbar button “Start New Response” at any 

time while viewing the RFP information. 

7. On screen is “Response to RFP. Intro” 

 
Notice the 6 Steps involved in creating your Response: 

• Intro 

• Sub-Consultants 

• Approach 

• Pricing 

• Attachments 

• Review & Send 
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7.1. Step 1 - Intro 
7.1.1. Enter a Contact Person and/or Project Manager 

7.1.2. Enter text in the field “Summary”.  This is the overview of your Response.  Later 

on you will have the ability to attach as many documents (PDFs) as you like as 

part of your Response. 

TIP: The box allows up to 4,000 characters, but if the text is too long to fit in the 

Summary field, click  to open a bigger input window, type the text, then 

click  to return to the Intro page. To check spelling, click . 

TIP: You can copy and paste directly into this field. 

7.1.3. Press the button “Continue” to move to Step 2 – Sub-Consultants.  Your 

Response is auto-saved in Draft mode. 

TIP: At any time during your Response if you want to review the information in the RFP, 

press the toolbar button “View RFP”. 

7.2. Step 2 – Sub-Consultants 
In order to add a consultant as a sub-consultant in your Response, that consultant must 

first be registered in the CAS web portal.  If the consultant you want to add has not yet 

created an account in the web portal, you can either ask them to do so or you can 

create the account on their behalf (with their permission). 

As a reminder, to register in the CAS web portal (create an account), go to the Home 

page on the CAS portal and click the link “Create an Account”.  It only takes a minute. 

Note:  If you are going to create the account for the consultant and you are currently 

logged into the portal, you will first have to press the button “Quit” and then start a new 

session so you can get to the screen with the “Create an Account” link. 
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7.2.1. To add a sub-consultant to your Response, click the link “Add Sub-Consultant”.  
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7.2.1.1. On screen is “Add Sub-Consultant” 

 
7.2.1.2. Enter the appropriate search criteria and press the button “Search”. 

 
7.2.1.2.1. Check the box next to the consultant(s) you want to add as a sub-

consultant to your Response and press the button “Add”. 
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7.2.2. Repeat step 7.2.1 to add additional sub-consultants. 

7.2.3. Press the button “Continue” to move to Step 3 - Approach. 
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7.3. Step 3 - Approach 

 
In Steps 3 and 4, Approach and Pricing, you will see the initial Scope as created by the 

District.  Step 3 is where you indicate what your Approach will be to addressing the 

various Task and Sub-Task items in the Scope.  This is also where you indicate if a sub-

consultant will perform a particular Task or Sub-Task.  You cannot change or delete any 

of the Scope items the District has included.  You can, however, add Sub-Tasks to 

some of the existing items.  After you complete your Approach portion of your 

Response, you will then move to Pricing where you will provide numbers associated 

with the Scope items. 

You have the option of explaining what your Approach will be for every single Task and 

Sub-Task listed in the Scope, or selectively enter your Approach to only certain items.  

For example, if there is a “parent” Task that contains several “children” Sub-Tasks, you 

could explain your Approach to each of those items or you could list your Approach to 

just the parent Task, while making sure to address the issues of its children Sub-Tasks 

in your one explanation. 
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NOTE: The Scope can have any number of levels of Sub-Tasks: 1st level (parent), 2nd 

level (child), 3rd level (grandchild), 4th level (great-grandchild), etc. 

7.3.1. To explain your Approach and/or add a sub-consultant to a Task or Sub-Task, 

either click the link of the task’s name under the “Task” column or click the link 

“edit” next to it. 

7.3.2. On screen is “Response to RFP. Edit Task” 

 

Disregard Pricing in this step.   
 

See 7.4 below:  Step 4 – Pricing 
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Adding Sub-Consultants 
For each Task or Sub-Task, you can indicate if a sub-consultant will perform the task.  If 

no sub-consultant will perform the task and your own company will perform it, then 

leave the pulldown “Sub-Consultant” blank. 

NOTE: If you assign a sub-consultant to a “parent” Task, then you must assign the 

same sub-consultant to all its “children” Sub-Tasks.  On the other hand, if 

you do not specify a sub-consultant for the “parent” Task, you then have the 

option of sourcing its Sub-Tasks individually. 

For example, let’s say there is Parent Task 1 with Child Sub-Tasks 1.1, 1.2, 

and 1.3.  For Parent Task 1, if you leave the sub-consultant pulldown blank, 

then you have the option to assign Sub-Consultant A to Child Sub-Task 1.1, 

assign Sub-Consultant B to Child Sub-Task 1.2, and assign no sub-

consultant to Child Sub-Task 1.3. 

As long as the parent Task is not assigned a sub-consultant, you are then 

free to assign any combination of sub-consultants to its children Sub-Tasks.  

But once you assign that parent Task a sub-consultant, then all its children 

Sub-Tasks must have the same sub-consultant. 

7.3.2.1. To assign a sub-consultant to a particular Task or Sub-Task, select that 

consultant from the pulldown “Sub-Consultant”. 
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Entering Your Approach 
7.3.2.2. Enter text in the field “Approach”. 

TIP: If the text is too long to fit in the field, click  to open a bigger input 

window, type the text, then click  to return to the previous 

page. To check spelling, click . 

TIP: You can copy and paste directly into this field. 

NOTE: At the bottom of the screen you will see fields for Pricing.  Disregard these 

fields at this time.  There are rules for the relationship between a Task and 

its Sub-Tasks’ $ Amounts that you will deal with in Step 4 – Pricing. 

7.3.2.3. Press the button “Save”.  You will be returned to the Approach screen that 

shows the entire Scope. 

 
Adding Sub-Tasks 
While you cannot change or delete the District’s existing Scope items at this point, and 

you cannot add your own 1st level (parent) Tasks, you CAN add Sub-Tasks to existing 

Scope items.  (Later on if you are selected for negotiation, the entire Scope will be open 

for revision.) 

If any of the District’s existing Scope items already have Sub-Tasks, then you cannot 

add additional Sub-Tasks to that particular item.  However, you can add Sub-Tasks to 

any item at any level that does not currently have its own Sub-Tasks. 

7.3.3. Click the link “add sub-task” for the Scope item that you want to add the Sub-

Task to. 
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7.3.4. On screen is “Response to RFP. Create Task”. 

 

At the top of the screen you will see the name of the Parent Task you are adding 

this Sub-Task to. 

7.3.4.1. Fill out the appropriate fields.  Fields with an asterisk (*) are required. 

7.3.4.1.1. Task # – Used to define the order of the Tasks and Sub-Tasks.  Any 

value can be entered (1, 1a, 1.1, A1, 2, etc.).  Each level of task auto-

sorts based on the value entered. (Example: If these are all top-level 

Tasks, they would auto-sort in the following order:  1, 1.1, 1a, 2, A1). 

7.3.4.1.2. Spec. Section – A technical reference, if appropriate.  For example, in 

a construction project it could be a technical specification reference. 
990 Industrial Road., Suite 204 San Carlos, CA 94070 tel 650.596.1790 fax 650.596.1793 Last Updated: 3/30/2006 
© Integrated Information Systems, Inc. 

Page 14 



  Web Portal RFP Response 
 
 
 CAS – Contract Administration System Helpline: 408-265-2607 x2992 

7.3.4.1.3. Unit – Indicate how the task will be measured 

• DAY – Pay by day, per deim 

• EACH – Pay by each item furnished 

• FOOT – Pay by lineal foot 

• HRS – Personnel hours 

• JOB – Lump sum contract 

• MONTH – Pay by month 

• PAGE – Per page price 

• SHEET – Per sheet price 

• TSK – Lump sum task 

• UNIT – Miscellaneous unit 

• YEAR – Yearly price.  Use for rate escalator. 

7.3.4.1.4. Resource – Specify which of your resources will be used for this task, 

OR 

7.3.4.1.5. Sub-Consultant – Specify the sub-consultant you will use for this task. 

7.3.4.1.6. Approach – Enter your approach to addressing this task. 

7.3.4.1.7. Pricing – Skip the pricing fields until Step 4 – Pricing. 

7.3.4.2. When finished, press the button “Save”.  You will be returned to the 

Approach screen with the entire Scope including your new Sub-Task. 

7.3.5. To add more Sub-Tasks, repeat steps 7.3.3 and 7.3.4. 

NOTE: You can delete any Sub-Tasks that you created by pressing the link “delete” 

next to its name in the Scope.  Be aware that if you created a Sub-Task and 

then created children for it (Sub-Sub-Tasks), if you delete the higher level Sub-

Task, all its children will also be deleted. 

7.3.6. Press the button “Continue” to move to Step 4 – Pricing. 
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7.4. Step 4 – Pricing 
In Step 4 – Pricing, the functionality is almost identical to Step 3 - Approach.  To edit 

an item, click the link of its name or the link “edit”.  You can even add Sub-Tasks, just 

like in Step 3 - Approach.  The key difference is that on the Pricing screen, instead of 

seeing the column “Approach”, you will see several columns with the details of the 

tasks, such as Unit, Quantity, Multiplier, Unit Price, and Amount. 

Furthermore, there are rules for the relationship between a Task and its Sub-Tasks’ $ 

Amounts.  The Pricing screen shows you when there is a discrepancy between a 

parent Task and its children Sub-Tasks’ dollar amounts and gives you a quick way to 

resolve the differences. 
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Rules for Pricing 
• If you have a top level Task with no children (Sub-Tasks), then you should enter 

the pricing numbers directly for that top level Task. 

• If a Task has Sub-Tasks (children), then the sum of those Sub-Tasks’ $ Amount 

determines the parent Task’s final $ Amount.  In this situation, you must enter the 

pricing information for the Sub-Tasks, not the parent Task. 

Example: Parent Task 1 has two children, Sub-Task 1A and Sub-Task 1B.  

Suppose you entered pricing information for the two Sub-Tasks, where Sub-Task 

1A totaled $20,000 and Sub-Task 1B totaled $12,500.  That would mean that the 

parent Task 1 should equal $32,500 ($20,000 + $12,500).  When you return to the 

Scope screen, there will be a button that lets you auto-calculate parent Task 1’s 

dollar amount so that it equals the sum of its children ($32,500). 

7.4.1. To insert your Pricing numbers for a Task or Sub-Task, either click the link of its 

name under the “Task” column or click the link “edit” next to it. 

7.4.2. On screen is “Response to RFP. Edit Task” (screenshot shows bottom of screen) 

 
7.4.2.1. Enter your pricing numbers: 

7.4.2.1.1. Multiplier – By default this is set to 1. 

7.4.2.1.2. Unit Price, $ – This dollar amount will be multiplied by the Quantity 

specified for the task to create a total $ Amount. 

7.4.2.1.3. Amount, $ - This field is auto-calculated (Quantity * Multiplier * Unit 

Price) and should not be manually edited. 

NOTE: If you are entering pricing information for a Sub-Task that you created, 

there will be one additional field to fill out, Quantity.  If you are entering 

pricing information for a Task/Sub-Task created by the District, then you 
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cannot modify the Quantity number they assigned to the item.  (If you 

are selected for negotiations, the Scope is fully editable and quantities 

can be modified.) 

7.4.2.2. When finished, press the button “Save”.  You will be returned to the 

Approach screen with the entire Scope showing your new Pricing 

information. 

 

NOTE: If you entered pricing for a Sub-Task, when you return to the Scope 

screen you will see that its parent Task now has a “calc” button next to it.  

This is what you will use to auto-calculate the parent Task’s dollar 

amount based on the sum of its children Sub-Tasks. 

TIP: If the parent Task has only one Sub-Task, then you should press the 

“calc” button now.  However, it the parent Task has more than one Sub-

Task, then wait to finish entering the pricing information for all its Sub-

Tasks before pressing the parent Task’s “calc” button.  
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7.4.3. If the “calc” button appears, once you have finished inputting the pricing info for 

all that Tasks’ children Sub-Tasks, press the “calc” button.  The system will 

automatically recalculate the parent Tasks’ financial numbers. 

 

NOTE: Anytime the “calc” button appears, it means that a parent Task needs to be 

auto-calculated based on its children Sub-Tasks’ new pricing information.  This 

is true when entering pricing info for a Sub-Task for the first time, but this also 

happens if you edit the existing pricing info for a Sub-Task. 

In our example above where the two Sub-Tasks totaled $32,500 for the parent, 

if you went back and edited the pricing info for the second Sub-Task, changing 

it from $12,500 to $15,000, when you return to the Scope screen, you would 

see that the parent Task needs to be re-calculated. 
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7.4.4. Press the button “Continue” to move to Step 5 - Attachments. 

7.5. Step 5 - Attachments 
As part of your Response, you can add any number of attachments.  The two key 

things to note regarding attachments is: 

(1) they must be in Adobe Acrobat PDF format, and 

(2) there is a maximum size per attachment (the size limit is displayed on screen). 
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If you have documents that need to be converted into PDF format and do not have 

any existing capability to do the conversion, click the Adobe link on the screen and 

follow the instructions. 

7.5.1. To add a PDF attachment, click the link “Add Attachment”. 
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7.5.2. On screen is “Respond to RFP. Add Attachment”. 

 
7.5.2.1. If the attachment you are adding in is response to a District requested NTP 

Document, such as a proof of insurance, then select the corresponding item 

from the pulldown “NTP Document”.  If you are simply attaching a document 

as part of your Response, leave the NTP Document pulldown blank. 

7.5.2.2. Press the button “Browse” to open the Choose File dialog box and navigate 

to where you have your document stored (it could be on your hard drive, 

network drive, or any other media).  Select the file and press the button 

“Open”. 

7.5.2.3. Expiration Date – If appropriate, enter an expiration date for your 

attachment.  This could be relevant, for example, if your proof of insurance 

document is only good through the end of the year. 
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7.5.2.4. Note – Enter any note text if appropriate. 

7.5.2.5. When finished, press the button “Add”. 

7.5.3. To add more attachments, repeat Steps 7.5.1 and 7.5.2. 

Deleting Attachments 

 
7.5.4. To delete one of your attachments, simple click the link “delete” next to the 

attachment.  Press “OK” to the confirmation box that appears. 

7.5.5. Press the button “Continue” to move to Step 6 – Review & Send. 
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7.6. Step 6 – Review & Send 
In this final step, you will review all the details of your Response.  When you are 

ready, you will electronically submit your Response to the District.  Keep in mind that 

you must submit your Response prior to the Due Date & Time.  If you have not 

submitted your Response before the Due Date & Time passes, when you click on your 

Draft Response, the Edit and Submit buttons will no longer be available. 

TIP: If you do not want to send your Response right away, or you are not able to 

complete all the steps in one session, do not click the button “Send”.  Your 

Response will be stored in Draft status and you can edit and send it later.  

NOTE: After you have submitted your Response, if the Response Due Date & Time 

has not yet expired, you have the option to Withdraw your Response (see 

Part IV below).  You can either keep your Response withdrawn or make 

further edits to it and then re-submit (see Part III below), but only if the 
Response Due Date & Time has not expired. 

(top of Review & Send screen) 
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(bottom of Review & Send screen) 

 
7.6.1. To go back and edit any of the previous steps, you can click the button 

“Previous” until you reach the step you want to edit, or simply click the link of the 

name of the step you want to edit. 

7.6.2. When you are ready to submit your Response, press the button “Submit 

Response”.  You will be taken to the “View RFP Response” screen where you 

can see that the status of the Response has been changed to “Submitted”.  You 

can also see the date/time of your submittal. 
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PART III.  Edit/Submit Response 

 
8. Click on the tab “RFPs” 

8.1. Under the heading “My Responses to RFP”, click the link of the RFP Response you 

want to review/edit. 

8.2. On screen is “View RFP Response” 

 
8.2.1. If you just want to submit your Response as it is, press the toolbar button “Submit 

Response”. 

OR 

8.2.2. If you want to edit your Response, press the toolbar button “Edit Response”.   

8.2.2.1. You will be taken to the screen “Response to RFP. Intro”.  If you need to get 

to any of the other Steps, press the button “Continue”. 
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Optionally, from the “View RFP Response” screen, you can click on the link of the 

Step you want to edit and you will be taken directly to that Step for editing. 

8.2.2.2. Once you have finished your edits and are ready to submit your Response, 

press the button “Continue” until you get to the screen “Review & Send” and 

then press the button “Submit Response”.  If you are not yet ready to submit 

your Response, you can simply log out or go to another part of the Web 

portal.  Your Response is always automatically saved with your most recent 

changes. 
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PART IV.  Withdraw Response 
 
If you already submitted your Response and decide that you want to withdraw it for any 
reason, you can do so provided the Response Due Date & Time has not passed. 
 
1. Click on the tab “RFPs” 

1.1. Under the heading “My Responses to RFP”, click the link of the RFP Response you 

want to withdraw.  Its status will be “Submitted” 

1.2. On screen is “View RFP Response”, however, the toolbar buttons Edit, Submit, and 

Delete are no longer available.  A new toolbar button appears, “Request to Withdraw”. 

 
1.2.1. Press the toolbar button “Request to Withdraw”.  Press “OK” to the confirmation 

pop up that appears. 

1.2.1.1. Your Response’s status is changed from “Submitted” to “Requested to 

Revoke”.  The District will need to “ok” your request.  Once the District 

approves your request, your Response’s status will automatically be 

changed to “Revoked”.  At that point, you can return to the Response, edit it 

and re-submit it, provided the Response Due Date & Time has not passed. 
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