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(eBid) Instructions 

 
Department of Administrative Services  
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This guide explains how to set up and submit Electronic Bids 
in the Oregon Procurement Information Network (ORPIN). 

 

Don’t wait until the last minute to get 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: 

 

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 I 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. 

 

How do I 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! 
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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.  

 

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. 
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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. 

 
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. 
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After confirming the eBid Keyword will be reset, ORPIN sends a Temporary Keyword to the Primary User. 

 

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. 

 

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. 
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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. 

 

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. 

 

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. 
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Express Interest to download attachments or bid 
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. 

 

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

 

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. 
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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. 

  

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

 

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

 

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

 
Browse your computer to attach documents and provide a meaningful name to identify it. 
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Comments may be added on the last page, though the attachments and items are usually most important. 

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

 
 

** 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. 

 
 

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). 

 

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

 
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! 


