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Welcome to the ORPIN Version 2.30 Supplier Electronic Bidding (e-Bidding) Instructional 
Demonstration. This tutorial will walk you through the steps of expressing interest and bidding 
electronically on an opportunity posted on the Oregon Procurement Information Network (ORPIN).  
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Before we begin, ensure that your company is set up (or "authenticated") for electronic bidding. To do this, 
log into ORPIN and then click on My Profile in menu bar. Click on Subscription Change/Renew and 
make sure that the “Electronic Bidding” box is checked. 
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Now ensure that you have an active eBid Keyword. To check for this, click My Profile in the menu bar and 
select the option for Request/Change eBid Keyword.  
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Slide notes  

Scroll down to see your eBid keyword history. (This example shows that I have an active eBid keyword that
is good until September 9, 2026.) If you do not have an active eBid keyword, click the Go button to 
generate a new one.  
 
Once you click the Go button, ORPIN will email you a temporary eBid keyword within five minutes. When 
you receive the email, log back into ORPIN and change the temporary keyword to a new permanent eBid 
keyword. (You cannot submit an eBid with a temporary password.) 
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Now that you have verified your company's eBidding status, click Browse Opportunities to locate an
opportunity of interest.  
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You may search for an opportunity using any of the methods here. For this example, I will use Open
Opportunities.  
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To view an Opportunity, click on the underlined document number.  
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The Opportunity's Summary page will open. Before you can submit an electronic bid, you must first 
express interest. To do this, click on Express/View Interest in the menu bar.  



Revised 2.10.11 

Slide 9 - ORPIN Version 2.30  

Click on the Interested As dropdown.  
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Indicate whether you are interested in the opportunity as a Primary Contractor or a Subcontractor.  
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Click on the Submit button to save your changes.  
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If there are attachments on the opportunity, you will want to review them before submitting a bid. Click on 
the Attachments Exist link to view any attached documents.  
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Click the file icon for each of the attached documents to download them.  
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You will be given an option to open the document or save it to your computer.   
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Once you have completed downloading the documents, close the Attachments window by clicking 
"Close" in the upper right corner.  
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Once you have fully read and understand the attachments, you can submit a bid. To begin, click on
"Respond Online" in the menu bar.  
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ORPIN will display any electronic bids that you have previously made against this opportunity. To 
create a new electronic bid, click Create.  
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The Offeror Acknowledgement will display Terms and Conditions.  
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Agree to the Terms and Conditions to proceed.  
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The Create Document page appears. Click the Continue button to enter the Document Wizard and 
complete your e-bid.  
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You are now in the ORPIN Document Wizard. It will guide you through the steps of creating an electonic 
bid (e-bid). The menu at the left displays each of the steps that you will go through. To move from step to 
step, use the directional buttons at the top of the screen. A word of caution- each of the directional buttons 
will automatically save your work EXCEPT for Skip. If you use the Skip button to move to the next step, 
your work on the current step will not be saved.  



Revised 2.10.11 

The document number for your e-bid will generate automatically. Click Next to continue.  
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Your address will automatically populate based on your login. However you may edit this if you like.
When you are ready to continue, click Next.  
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Your contact information will also populate automatically based on your login. Again, you may edit this if you 
like. When you are ready to continue, click Next.  
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The document date and title will appear automatically. However, you will need to indicate whether or not you
are a Resident Bidder in Oregon by highlighting the appropriate radio button before continuing.  
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Click Next to proceed to the next step.  
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Enter Delivery Comments if desired, and then click Next.  
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You are now in the Enter Item Info page. Here, you can select the items you want to bid on, and enter your 
prices for each. To bid on an item, set the radio button to Bid.  
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After selecting Bid, enter the Unit Price.  
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If desired, you can enter a description in the text box under the price. When you are ready to proceed, click 
Next.  
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Verify the prices that you entered for each item. If you would like to change a unit price, do so now.
When you are ready to proceed, click Next.  
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The Attachments page will open. You now have the option to attach additional documentation. If you
would like to attach a document, enter a title for your attachment. Then click the Browse button.  
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Browse the files on your computer to locate the document that you would like to attach, and double click on 
it.  
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When you are finished with the Attachments page, click on Next to proceed.  
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The Supplier Comments page allows you to enter any additional comments that you would like to pass on
to the agency. When you are done entering comments, click Finish.   
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Your e-bid draft is now ready. Review the page, and then click Complete Step in the menu bar to submit it.  
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ORPIN will ask for your e-bid keyword. The e-bid keyword is a special password used just for electronic 
bidding. This is different from your login password. You should have received a temporary e-bid keyword 
from ORPIN when you activated electronic bidding on the account.  
 
(NOTE: If you do not have an e-bid keyword, close your draft e-bid document and follow the steps on Slides 
3 & 4 of this document. When you have your e-bid keyword ready, click on My Documents and go to Draft 
to get back into your draft eBid.)  
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Type in your e-bid keyword and click Submit to complete the e-bid process.  
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You will receive a Supplier Response Receipt, acknowledging the time and date that you successfully 
submitted your e-bid. You may print the Response Receipt if desired, or choose to print the entire bid as well. 
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 Slide notes  

For additional support on using the ORPIN system, please contact the ORPIN Help Desk at 503-3784642, or 
send an email to info.orpin@state.or.us. If you have a question regarding a specific opportunity posted on 
ORPIN, please contact the representative listed at the posting agency.  

 


