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Supplier Electronic Bidding
(eBid) Instructions

Department of Administrative Services

Procurement Services

This guide explains how to set up and submit Electronic Bids

in the Oregon Procurement Information Network (ORPIN).

Don’t wait unfil the last minufe fo gef started!
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What is eBidding?
Electronic Bidding or eBidding is the process of completing all the requirements and submitting a bid

electronically through ORPIN, rather than mailing it in or dropping it off at a designated location. Eligible
Opportunities will say Manual or Electronic Bids Allowed at the top of the document summary page.

For example:

Invitation to Bid (ITB)
ASPHALT SEAL COAT
{Train)

Manual or Electronic Bids Allowed

What is an eBid Keyword?

An eBid Keyword is a special password that must be set up before anyone on the Supplier account may
submit an Electronic Bid. All users on the Supplier account will use the same eBid Keyword for eBidding.

The eBid Keyword must be at least 6 characters long and include at least one letter and one number.

Who can enable eBidding or maintain the eBid Keyword?

The Primary User is the only user who can maintain the eBid Keyword. If you're not them, contact them.

Click My Profile -> Registration Summary to find the Primary Contact for your Supplier account.

When do | need the eBid Keyword?

The eBid Keyword is required in the very last step of submitting an Electronic Bid (eBid).

An eBid cannot be completed without entering the eBid Keyword that was created by the Primary User.

The following is the total for the Bid Response that you are about to submit. Please ensure this information is correct
before completing your submission by entering your “"eBid Keyword™ and clicking "Submit".

Total: $15,000.00

Current Step: Issue / m

eBid Keyword @ *| |

How do | know if my eBid is complete?

A receipt will be displayed and emailed to the email address associated with the bidder.

If you do not see a receipt, your eBid is not complete!

Su pp||e|' Res ponse Receipt Print this page () | Print Offer Response ()
(Train)

This is confirmation that the information you have submitted has been electronically received or manually entered
into the ORPIN system.

Opportunity Notice no. 603-1437-18 (1)
Issued by: Agriculture, Department of
Closing Date: 12/25/2018 10:00 AM

Supplier Name: Oregon Test Vendor 1 (Testing Testing 123)
Supplier Response no. 1988343

Received Date: 11/28/2018 12:12:41 PM

Confirmation no. 603-1440-18

A copy of this receipt sent to: Oregontestvendor1@b2gnow. TEST
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Enable eBidding during registration

After clicking Supplier Registration the Primary User may choose whether or not to enable Electronic
Bidding for the Supplier Account. If the user enters the Company Details for the Supplier on Step 3 (rather
than requesting to be connected with an existing account), then they will be the Primary User on the Supplier
account when it is completed.

Registration

(Train)

@ The services below are OPTIONAL services. If you choose not to activate these services at this
time, you can always add them later.They will be available in the My Profile section of your menu
bar.

eServices Information

Select one or both of the following
] Email Notification

Email Notification will inform you by email about Bids that match your product/location profile.

1 Electronic Bidding
The 'eBid" service allows a user to submit electronic bid responses to posted opportunities. As well and
if requested, users will be notified of awards and companies may self - administer their user(s).

Step 1 of 5 @

Enable eBidding using the menu options

When the Primary User clicks My Profile -> Subscription Change/Renew they can enable Electronic
Bidding for the Supplier Account from a similar screen as during registration.

Welcome Screen My p rOflle
ol (Train)
Browse Opportunities
® Contact Information (® Change Logon Password
Browse Contracts
Change your phone number, email address, Change your login password.
Browse Opportunity Results and personal preferences.
My Watch List . i i i
® Product/Service Information (® Location Information
My Profil b
ey Update the listing of product(s) and service(s) Update the list of regions that you wish to
Contact Information provided by your company. search for opportunities by.
Change Logon Password . .
® Subscription Change/Renew (® Agreement Summary
Productf_Serwce This option is used to register for e-Notification View the Terms and Conditions of Use that you
el and e-Bidding. have agreed to follow.

Location Information

SR ® Registration Summary

Change/Renew View the summary of your current registration.

Agreement Summary

Registration Summary
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Request a new eBid Keword

An eBid Keyword is a special password that must be set up before anyone on the Supplier account may
submit an Electronic Bid. All users on the Supplier account will use the same eBid Keyword for eBidding.

ORPIN uses a password reset feature to generate and send a Temporary Keyword to the email address on
the Primary User’s account.

Primary Users can maintain the eBid Keyword by clicking My Profile -> Request/Change eBid Keyword
after Electronic Bidding is enabled and then click Email Me A new eBid Keyword.

Welcome Screen My pl‘Oflle
{Train)
Browse Opportunities
(® Contact Information (® Change Logon Password
Browse Contracts
Change your phone number, email address, Change your login password.

Browse Opportunity Results and personal preferences.

My Watch List

(® Request/Change eBid Keyword @ Product/Service Information
My Profil ﬁ
ey Request a new Temporary eBid Keyword or Update the listing of product(s) and service(s)
Contact Information update an existing Keyword. provided by your company.
Change Logon Password . . L
® Location Information ® Subscription Change/Renew
fEniestiClanse s Update the list of regions that you wish to This option is used to register for e-Notification
Keraord search for opportunities by. and e-Bidding.
Product/Service
P ® Agreement Summary ® Registration Summary
oL Era T View the Terms and Conditions of Use that you View the summary of your current registration.

have agreed to follow.
Subscription

Change/Renew

Agreement Summary

Registration Summary

Or if the Primary User has already enabled Electronic Bidding and has not yet set up an eBid Keyword, they
can click the Email Me A new eBid Keyword immediately after logging in to get started.

eBid Keyword Maintenance

John Doe
(Trai)

{E) Please set up an eBid Keyword for your account. it must be a minimum of & characters long and contain at
least one letter and one number. NOTE: This is not the same thing as your legin password. You will only use
your ebid keyword when youw submit an electronic bid in ORPIN

WARNING: You have turned on the electronic bidding capability for your account, but do not yet have a
permanent eBid Keyword. You will not be able to Submit/issue an electronic bid. Click the "Email Me a
New eBid Keyword" button to request a new temporary keyword. The system will send this via email
immediately.

ﬁ- Click here 1o request a lemporary keyword Email Me A New e8id Keyword

Want 1o deal with this setup later? Chek hers Postpone eBid Kayword Setup
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After confirming the eBid Keyword will be reset, ORPIN sends a Temporary Keyword to the Primary User.

eBid Keyword Maintenance
: John Doe
rtunities <
(Train) Message from webpage ‘_'
rtunity Results .
@ Please set up an ¢ tain at
Bt least one letter an [ L * Warning * Generating a new eBid Keyword will immediately only usg
your ebid keyword inactivate any existing eBid Keyword.
racts
@ Change eBid Click OK if you wish to continue.
ation
WARNING: You have -~ . it have a|
LA T permanent eBid Key|\ q OK D Cancel kil Me a
hange eBid New eBid Keyword"|IL_____________ _ ——— | 1]
immediately.
rvice Information
formation
n Change/Renew : - " .
Click here to request a temporary keyword: Email Me A New eBid Keywor
Summary

Reset your eBid Keyword

Start by Requesting a New eBid Keyword and then enter the Current or Temporary Keyword, followed by the
new eBid Keyword twice, and click submit.

eBid Keyword Maintenance

John Do

(Tram)

G) Please set up an eBid Kl‘:‘]"ﬁ‘l:r'd for Your aLc ount. It must be a minimum of 6 characlers h:nng and contain at
least one letier and one number. NOTE: This 5 not the same thing as your igin password. You will only use
your ebid keyword when you submil an ekectronic bid in ORPIN.

(3) Change eBid Keyword

WARNING: The use of a Temporary eBid Keyword is not allowed for bid submissions, You must create a
new permanent eBid Keyword in order to submitiissue an electronic bid.

HOTE: A new temporary eBid Keyword has been sent via email. When you receive it, please create a new
permanent eBid Keyword below and click “Submit” to save your changes.

Current Temparary eBid Keyword % [sasassass .
Create New Permanent eBid Keywerd = (asrnnses : :
Confirm New Permanent eBid Keyword * (emsnnsns

* incicalies 2 required fled

Congratulations! Your eBid Keyword has been changed. Now the Primary User can share the updated eBid
Keyword with other users on the account so they can place Electronic Bids.

(@ Change eBid Keyword
Your eBid Keyword has been changed.

Current/Temperary eBid Keyword * '_ | m

Create New Permanent eBld Keyword * .

Confirm New Permanent eBid Keyword * _.

* indicates a recquired fiedd

Page 6|15



DAS Procurement Services March 27,2020
Browse Opportunities to find an eligible Opportunity

There are many ways to find an Opportunity in ORPIN, but we use Open Opportunities in this example. If
you have the Document Number, we recommend using Browse Opportunities -> Advanced Search.

Welcome Sereen Browse Opportunities Using Advanced Search

o {Train)
Browse Opportunities

@ Enter your search criteria below then press the 'Search’ button. Click on an opportunity number in the

results to view the document. (Note: This search defaults to a 3 month date range. Adjust the Issued
By Organization "From" Date to conduct larger searches if desired.)

Open Opportunities

By Product/Service

Advanced Search ©)

Advanced Search

Statewide Contract Search Status: ®open O Closed Sort By:

Award Search Title Keyword: | | Results Per Page: m

Browse Opportunity Results Opportunity No: O Exact Match @ Starts with O Partial Match

Click Browse Opportunities -> Open Opportunities or navigate using your preferred method. Once you
find a relevant Opportunity, click on the document number to open the Document Summary page.

Welcome Screen Browse All Open Opportunities
(Train’
The followang i% a list of all open opporlunibies. Click an the Opportunity number for more details
&
Qpen Opportunities e 1-30 1 35
By My Profila 12
By Product Legend
By Organezation Show Details Op
Advancad Search Opportunity No Published Date Closing Dt
Browse Opportunity Results 1 [ OHS-RFA 3488-12 JIHS - Child Welfare, Self Sufficiency &  05/13/2016 821 AM 1173062014
ocational Rehabiltation
bl Addendum £ 3 Child Welfare Adoption Vendor Attorney Services
Browse Confracts 2 [Ds03-1437-18 Agriculture, Department of 11152018 10:44 AM 12/25/2014
by Profilg Addendum & 1 Construct new barn for hay storage

Look at the top of the Document Summary page to confirm that Electronic Bidding is allowed.
If it says Only Manual Bids Allowed, then the Opportunity is not eligible for eBidding.
Invitation to Bid (ITB)

Construct new barn for hay storage
(Train)

Manual or Electronic Bids Allowed
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Before downloading the required attachments or bidding on any Opportunity in the ORPIN system, someone
on the Supplier account will first need to Express Inerest in the Opportunity. To do this, first locate a relevant
Opportunity, click the document number to open the Document Summary page, and then click on the
Express/View Interest link in the side menu.

(®) close
{(¥) view POF
{(¥) Refrash
@) neip

Invitation to Bid (ITB)

Construct new barn for hay storage
{Train)

O

Ovegon Procurement irformabon Nenhwork

Manual or(Electronic Bids Allowed

Issued By Opportunity #

ﬂr_\-\-\""x ;‘-rgri.c'.;].t-'.a:er Dapartmant of - N
/ \l, 635 Capitoel 8t NE 603-1437-18
Respond Online T’" J‘W Salem, Oregon Addendum £ 1
[ 'Ui" ‘fj 37301-2332 Original Publish Date & Time
ExprasaiView Interest 11/1%/2018 10:37 AM

)

fﬂ!-_,_,.-” Publish Date & Time

11/15/2018 10:44 AM

Addibional Information
Contact Train Buyer 09

Motice Specific Information Phone 1 (%33} 5535-1212 Closing Date & Time
Fax 12/28/2018 10:00 AM
Email buyerddftest. teat .
Time Fone
Pacific Timas
Approx. Time Remaining
27 Days 1:31:07.
All dates are mm/dd/yyyy
‘= Attachments Exist
Decuments for Purchase Do Not Exist
Issued For

Agrioulture, Department of

Next select your level of Interest as the Primary Contractor or Subcontractor and click Submit.

@ Close

()

@ Refresh

Express/View Interest

@ Help

Respond Online
Expresaiview Intérest
Additional Information

Motice Specilic Information

{Tramn)y

Document Number: 251-6384-18

Control Number; 1883371

=— D

This list displays interested suppliers but does not indicate whether or nol they submitted bids_ (Bid information is
confidential and will not be posted hera ) To remove your company from this list, uncheck the Interested box below
and click Submit

Express Interest

Mame: John Doe
Interested As:
Primary Contractor
[ICheck hera tq Subcontractor alerting you of changes made to this Opportunity.

Company Users With Interest
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After Expressing Interest, you may close the Express/View Interest window and download the attachments
by clicking on the Attachments Exist link.

() Close
() View POF
() Reiresh
@) Help

Respond COnline
Express/View Interest
Additional Information

Motice Specific Information

Invitation to Bid (ITB)

Construct new barn for hay storage

(Train) Oregon Procurement Information N

Manual or Electronic Bids Allowed

Issued By Opportunity #
Bgriculture, Department of

635 Capitol St NE 603-1437-18
Salem, Oregon Addendum # 1
§7301-2532 Original Publish Date &

11/15/2018 10:37
Publish Date & Tim4

Contact Train Buyer 03 11/15/2018 10:44
Phone 1 (555) 555-1z12 Closing Date & Timg
Fax 12/25/2018 10:00

Email buyer09@test.test .
Time Zone

Pacific Time

Approx. Time Remain

27 Days l:16:51.

All dates are mm/dd/yy|

{23 Attachments Exist

Documents for Purchase Do Not Exist

Issued For

The attachments will contain all of the information necessary to participate in the bidding process. For the
best results, download and review all of the attachments before proceeding with placing your bid!

This example only contains one Attachment, but most Opportunities will contain several.

IQ) Close
() View PDF

(Train)

Activity Log

@) Refresh || 2. Attachments

@ Help Document Number: 603-1437-18 (Version: 1)

Respond @f| 1. Your Company's | m

EXPFESSM 2 Aﬂachments AﬂaChmentS
Additional | —
3. Documents for | Attachment Title ITB doc Mandatory ] & (392 14 kB)
: Purchase i
Notice Spei haged
4. Addendum Reason |
i

5 Document Profile i ¥ indicates a required field

Control Number

i ** indicates that one of the fields in this ss] is required.
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Respond Online to eBid on an Opportunity

After Expressing Interest, downloading and reviewing the attachments, and confirming the Opportunity says
Electronic Bids Allowed, you can start developing your eBid.

To begin, click the Respond Online link in the side menu of the Document Summary page.

¥ ¥
e T o o G ORPIN
Construct new barn for hay storage
G) View POF {Train} Ovegon Procurement informaiion Metwork
Manual or Electronic Bids Allowed
@ Redrash
Issued By
@ Heip "'DF ARgriculture, Departmant of Dpportuntty &
(‘—{ }\.\ 635 Capital St NE 603-1437-18
Respond Onfne :‘ -""\T o Salem, Oregen Addendum & 1
=3 1} 57301-2532 original Publish Date & Time
Exprassiiew Intarest s o /*/ 11/15/2018 10:37 am
R
Addeisanal Informatan \\H.\_\_\_gg.i_,_,- FII.IDHSI'I Date & Time
Contact Train Buyer 05 L1/15/2018 10:44 AM
Motica Specific Information Phone 1 (95%} 333-1z212 Closing Date & Time
Fax 12/25/2018 10:00 AM
Email Buysr0IRtast . tant X
Time Zome
Pacific Time

If any user on the Supplier account has already begun working on an eBid, their bid will be displayed here.

(@ Ciose Invitation to Bid (ITB)

Construct new barn for hay storage

() View POF (Tean)

() Retresh

O 40 : Close @
fespendtnies - sypplier Response Document Search
Expressafiew inters8  (Train)
Addonallformatd | (7) Create Supplier Response Document

Mobice Speciic In

To create a Supplier Response chick on the Create button ’

G} Existing Supplier Response Document(s)

lo Existing Supplier Responses

After Agreeing to the Offeror Acknowledgement, click Continue to enter the Document Wizard.
FEmEEE AT Create Document

ExpressiView Inie (Train)

Notice Specific Inf

Document Created

Document Number: 1922343
Control Number: 1988343

The initial document has been created. To continue setting up the document click on "Continue’.
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The Document Wizard will guide you through all of the necessary steps to fill out the eBid.

Use the Skip button to load the next page without saving the current one.
Use the other blue buttons at the top of the page to save your progress and navigate through the Wizard.

1. Document Number

@ gl {Train
R4 Document Number: 1928343 (DRAFT) Control Number: 1938343
L]
Number

Al 2 supplier Address Document Number

Nai| 3. Supplier Contact )
PP @ The document number is the reference number for the document/iorm

Document
Information Document Number: * | 1582349 |

More Information

F

* indicates a required field

. Enter Itern Info Top

. Enter Prices

. Attachments

[ B R

. Comments

Complete all required fields on each page and click Next to save your pgoress and move to the next page.

4. Document Information

(Traim)

Document Number: 1988343 (DRAFT) Control Number: 1988343

2. Supplier Address i .
_ ¢ Document Information
3. Supplier Contact i
4. Document : Document date © mmasayyyy) T
Information i
5. More Information Payment Terms Net45
€. Enter Item Info | Payment Terms |
7. Enter Prices Comments
8. Attachments Document Title Construct new barn for hay storage |m
9. Comments i . ; -~
. Resident Bidder * ) Yes U No
Bid Expiration ‘E} (mmAddinyy)

| * indicates a required fiald

Top
i ** indicates that cne of the fields in this set is required
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Please read all of the attachments closely to ensure that you include everything that is required for your bid
to be considered. It is common for the bid to require specific information on the Enter Item Info page and
leaving it on No Bid could be disqualifying!

6. Enter Item Info
(Tesis)
Document Humber: 15823343 (DRAFT) Control HMumber: 1588343
2. Supplier Address —
HERE s Go to Item £ [ | Go |
3. Supplier Confact
4 D':'“'me_nt Criginal item
Information .
Item Code Quantity uom
5. More Information 00571 1 EACH
G. Enter ltem Info Description
7. Enter Prices Building Construction, Industrial (Warehouse, efc )
8. Atachmenls 50x80 ft metal sided building with 16° overhead doors
on bath ends, with standing metal seam roof
8. Comments
Bid Item ) gid ) Mo Bid
1
Quantity uom
1 EACH
Unit Price
Description
You can leave this blank, of you can either
EnteEr you own comment and/or copy and pastce
the description listed abowve:
Dezcription ‘
Baiilding Construction, Inadustrial
[Warehsuse, &Ts,) SO0XE0 fr, =&cal sided
bullding with 16' overhead dooks on both
ends, with scanding mecal seam rool.
¥ indicates a required fald
Browse your computer to attach documents and provide a meaningful name to identify it.
8. Attachments
{Trin)
Document Number: 1328343 (DRAFT) Control Number: 1932343
2. Supplier Address i
Attachments
3. Supplier Contact
4. Document The maximum total file upload size per Submit is 34.80 MB /
Information Attachment Tide || File mre
5. More Information
6. Enter tem Info i
7. Enter Prices Attachment Title | ] File Browse. ..
8. Attachments
9. Comments
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Comments may be added on the last page, though the attachments and items are usually most important.

9. Comments

(Train)

2. Supplier Address
3. Supplier Contact

4. Document
Information

. More Information
. Enter Item Info
. Enter Prices

Attachments

w W =~ @ Wi

. Comments

1. Document Number | (7

Document Number: 1988343 (DRAFT)

Skip

. Comments

Type
Supplier Comments

-._ —,
)I Sack Sava \ — ' @
- -

3 @ Comments can be added and maintained. Mandatory comments cannot be deleted.

Control Mumber: 133834

Delete

After clicking Finish the Supplier Response Document Summary page should be visible for the last step.

(=) Close
G) Refresh

@ Help

Complete Step

{ s mue)

Maintmin

Aptiohs

Supplier Response

Construct new barn for hay storage

{Temin)

ORPIN

Oregon Procursmant Informabion Network

Issued By

Jalem,

Conltack

Agriculture,
635 Capitol St HE
Cregon
97T301-2582

Department of

Train Buyer 0%

Response #
1988343
Opportunity &
603-1437-18

Revigion & 1
Closing Date & Time

Phone 1 (993) 555-1212 12/25/2018 10:00 AH
Fax Time Zane
Email buysrifjrest.rest Pacific Tims
Approx, Time Remaining
[2# Bage 22:11:07
Al dates are mmdd/yyyy
Attachments Do Not Exist
Supplier Address Receiving Address Date Issued
Oregon Test Vendor 1 hgriculture, Department of Your current bid decument is in
Testing Testing 123 635 Capitel 5t WE “bf“""“ f'"‘l ':': :ﬂ.'."ﬁ x;m:wr
ceoo b ety Rve., RS Saiem Cresen official e-Bid, you must click on the
GeenLE, Asssons - s eption located on the left hand
B5012 ——
Resident Bidder: Yes B Ha
FIDx:
Contact John Doe
Fhane 1 {999 222-2222
Fax 1 (99%9) 222-2222
Email Oregentastvands
rlépignow.IEST
Suppliers Comments

I am entering commMEnts 50 You can ses wWhers they would appear on your bid documsnt.

Opportunity Summary
Construct hay barn
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The last step requires the eBid Keyword that the Primary User set up earlier.

Click Complete Step, enter the eBid Keyword, and click Submit to complete your eBid.

® close Supplier Response
Construct new barn for hay storage Oregon Procu ot Information Networ
o Refresh {Train) neme.
G‘) Help
Issued By

, T ——
= https://orpinalt.oregon.gov/ZsessionlD=1598737940&disld=1988343&menuName-=...

Complete Ste

{lzsue)
Maintain
: Review/Approve
Actions
{Train)
Document Number: 1988343 (DRAFT) Control Number: 1358343

@ Review/Approve allows the user to submit their Bid Response. Click the "Submit/Return™ button to submit the
document. If a new eBid Keyword is needed, please click the "eBid Keyword” button.

The following is the total for the Bid Response that you are about to submit. Please ensure this information is correct
before completing your submission by entering your "eBid Keyword™ and clicking "Submit”.

Total: $18,000.00

Current Step: Issue ‘_’
eBid Keyword @ * |
@ Click the "eBid Keyword" button to maintain your eBid Keyword eBid Keyword

# |ndicates a required field

* IMPORTANT - CONFIRM YOUR BID IS COMPLETE! **

After clicking Submit, the bidder should see a new window pop up with a Supplier Response Receipt,
which should also be emailed to the email address they have associated with their account.

Su pp||er Response Receipt Print this page () | Print Offer Response ()
(Train) '

This is confirmation that the information you have submitted has been electronically received or manually entered
into the ORPIN system.

Opportunity Notice no. 603-1437-18 (1)
Issued by: Agriculture, Department of
Closing Date: 12/25/2018 10:00 AM

Supplier Name: Oregon Test Vendor 1 (Testing Testing 123)
Supplier Response no. 1968343

Received Date: 11/28/2018 12:12:41 PM

Confirmation no. 603-1440-18

A copy of this receipt sent to: Oregontestvendor1 @b2gnow. TEST

If you do not see a receipt, your eBid is not complete!
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Confirm your bid is Complete!

If you did not receive a receipt, took a break in the middle of the process, or just want to be certain that the
bid was entered correctly, you have a couple options.

Return to the Opportunity and click the Respond Online link again to see all bids (regardless of Draft status).

(®) ciose Invitation to Bid (ITB)

{E} S :.';I_zl:lsiruct new barn for hay storage O Prucummfmma:q
(+) Retrest

@ Hilp OREGON GOV Close €

------------- Supplier Response Document Search

Expressffiew inters  (rrain)

Additsonal informatig

() Create Supplier Response Document
Tao create a Supplier Response click on the Create button ’

G) Existing Supplier Response Document(s)

i o Existing Supplier Responses

Alternatively, click on My Documents to see all Drafts, Submitted, or Historical eBids

Welcome Screen Submitted Offer Response Documents

(Train)

Motice Spacific Info

Browse Opportunities

@ This is a list of the Supplier's Draft, Submitted or Historical documents.
Browse Contracts

Browse Opportunity Results

No Results Found

My Watch List

My Profile

My Documents
Draft
Submitted
Historical

Email Notices

If your eBid was not properly completed, the Draft version will be available on both of the above two screens.

Don’t wait until the last minute!
and

If you don’t see a receipt, your bid is not complete!
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