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How To Submit A Bid
This guide reviews the process of submitting a bid through the PennBid bid platform. This guide begins with the premise that you have 
completed the Vendor Registration process. If you have not created your Vendor account, please review the How To Register As A Bidder/
Vendor guide.

Submitting Your Bid In The PennBid Platform

From the Open Public Opportunities tab, click the View Opportunity button to enter the Project Details screen of that project.
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Project Details Screen

All details of the solicitation can be seen on this single screen including all project Dates, Supporting Documents, and Requested 
Information required for your bid submission. 
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Download the Supporting Documents one at a time by clicking the Download button to the right of each document, or download all the 
documents at one time by clicking the Download All Files button.

You can see all the Requested Information required in the next section.



info@PennBid.net  |  (610) 693-4769 Page: 4

Begin the submission process by scrolling to the bottom of the screen and clicking the Prepare Your Submission button.
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Complete Your Submission

Begin by confirming and updating the Organization and Contact information if required and click the Save button.
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Complete any required Text fields by entering the text and then click the Save button.

NOTE: Text entries do not auto save.

To upload a document, click the Upload File… button by each document upload location and browse your local drive to select the files(s) 
you wish to upload. If the upload location allows Multiple Files, simply click the upload for each file you need to upload. Check for the green 
checkmark next to each upload to indicate that it has been successful. A document must be uploaded for all REQUIRED items.
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To respond to both the Bidder Acknowledgments “Questionnaire” and Pricing Section(s) “BidTable” download the templates by clicking 
the Download Template button in each section. This will download an Excel file to your computer for you to complete and upload as part of 
your submission.

The Excel file opens to the Instructions sheet. Click the Responses sheet to open the pricing area to begin entering your prices.



info@PennBid.net  |  (610) 693-4769 Page: 8

Enter your pricing for each line item in the Numeric/Unit Price column. As you enter your prices the color of the first column will change 
from pink/red to green indicating a completed entry. The spreadsheet will provide pricing group (Basket) subtotals as well as a complete 
Bid Total upon the completion of Unit Price entries.
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If the Bid Table has the No Bid function enabled you must first select the Bid option for line items that you wish to bid on. Click the drop-
down arrow next to the No Bid column, and click on Bid. 

Now enter your pricing for each line item in the Numeric/Unit Price column. As you enter your prices the color of the first column will 
change from pink/red to green indicating a completed entry. The spreadsheet will provide pricing group (Basket) subtotals as well as a 
complete Bid Total upon the completion of Unit Price entries.
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Repeat the same process if the solicitation requires the submission of a Questionnaire (Bidder Acknowledgments).

Questions are answered in the Excel sheet labeled “1”. 
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Enter your response to the questions in the Response column. Within the Questionnaire, the column that changes color from  
pink/red to green to indicate a complete entry is located on the right side of the spreadsheet.

If the column does not turn green after you enter your Response or you see an error message, the Comment column may also be set as a 
required field. In this instance copy your Response entry and paste it into the Comment column.
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Click the Upload File button to submit both the Bidder Acknowledgments “Questionnaire” and Pricing Section(s) “BidTable” as part of 
your bid submission.

NOTE: It is important NOT to change the file names of the Questionnaire and BidTable files. Especially the part of the file name that is in parenthesis. 
The part of the file name MUST remain the same or the file will not upload successfully. In the two examples below they are: (Q-17IJ) and (BT-17HI).
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To complete your Submission, check the box indicating that you agree to PennBid’s Terms and Conditions. You can review the terms by 
clicking the “By checking this box, I accept PennBid’s Terms and Conditions. Click here to review.” hyperlink.

After agreeing to the terms, click the SUBMIT & FINALIZE MY SUBMISSION button. You will see the confirmation message on screen and you 
have the option of having the confirmation sent to another individual.
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To Modify or Un-Submit your submission return to the Your Submission page, and select the Work-In-Progress tab. Select the Actions 
button in the submission you wish to modify or un-submit. Select the View option.
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Scroll to the bottom of the page to the Need to Revise Your Submission? section. Click the hyperlink to un-submit your submission.  
Un-submitting your bid it does not remove anything that has been uploaded. All previously saved answers and uploads remain in the 
submission.

NOTE: Whether you are modifying OR un-submitting, you need to un-submit your bid as the first step.

Click the OK button in the pop-up screen. If un-submitting your bid, you are finished. 
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Should you have any questions or require assistance, please contact PennBid at info@pennbid.net, or 610-693-4769.

If modifying your bid, simply make any changes to your submission/proposal and click the SUBMIT & FINALIZE MY SUBMISSION button to 
re-submit your updated bid.

If you are modifying your Pricing or Bidder Acknowledgements you must first remove the current uploaded file by selecting the “X” icon to 
the right of the uploaded file name(s). This will clear the original upload, allowing you to edit the existing spreadsheet or download the new 
version to complete and re-upload.


