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Using The Free Online Version Of Excel
The PennBid platform utilizes Microsoft Excel files for the purpose of entering Unit Pricing and Bidder Acknowledgments when they are 
required. If you do not have Excel installed on the computer(s) you are using to submit bids through the PennBid platform, there is a free 
Online version of Excel available to you.

This guide reviews the process of utilizing the free Online version of Excel.

View Opportunity Of Interest & Download The Excel Files

From the Open Public Opportunities tab, click the View Opportunity button to enter the Project Details screen of that project.
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Download the Pricing Section Excel file and the Bidder Acknowledgments Excel file (if required) to the downloads folder on your 
computer.
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Download The Free Online Version Of Microsoft Excel

Go to https://www.microsoft.com/en-us/microsoft-365/free-office-online-for-the-web to download the free Online version. You may need to 
create an account to continue.

https://www.microsoft.com/en-us/microsoft-365/free-office-online-for-the-web


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

Excel will open in a new tab within your web browser (Excel | Microsoft 365).
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Allow Pop-Ups In Your Browser

Click the View Site Information button in your browser to access the pop-up window options menu. This will open a new Tab in your 
browser where you can change the settings to allow pop-ups.

Click on Site Settings, scroll to the Pop-ups and redirects, and select Allow from the drop-down menu. If pop-ups are blocked, you may not 
be able to open the Excel file(s) that you have downloaded to your computer.
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Close the new Settings tab to return to the Excel | Microsoft 365 tab in your browser.

Click the Create new Blank Workbook icon. This opens a new tab in your browser.
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Opening Downloaded Spreadsheets

Click the File menu, and then from the menu options click Open files from this device.
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Click on your Downloads folder and open the Excel file(s) you downloaded from the View Opportunity page.

The Excel file will open in your browser within the Instructions tab.
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Entering Pricing Information

Select the Responses tab at the bottom of the screen to  access the pricing entry screen.
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You may need to expand and/or resize the columns and rows within the spreadsheet to see all the pricing details. Once you have the screen 
set up as desired, enter your Unit Prices in the Numeric / Unit Price column. As you enter your pricing you will see a “Success” message 
in Column B for each line item. Once you have entered all of your pricing, you will see the message “Success: All data is valid!” below the 
Reponses heading.
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Answering Bidder Acknowledgments

If the solicitation requires a Bidder Acknowledgments Excel upload, follow the same process to download the Excel spreadsheet to your 
Downloads folder and open the file through the File menu, and Open files from this device.

The Acknowledgments file has three (3) sheets. Select the 1 tab at the bottom of the screen to  access the questions/response screen.
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You may need to expand and/or resize the columns and rows within the spreadsheet to see all the Question details. Once you have the 
screen set up as desired, enter your Answers in the Response column and Comment column if required. As you enter your answers you will 
see a “Complete” message on the right side of the screen. Once you have entered all of your Responses, you can upload your spreadsheet as 
part of your submission.
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Uploading Completed Excel Files

Upon completion of the Pricing Section and the Bidder Acknowledgments, download your completed spreadsheet(s) by clicking  
Files, Save As, and Download a Copy to save the file(s) to your computer.

Return to the Bid Opportunity and scroll to the Acknowledgments/Pricing section. Click the Upload File button to upload your completed 
Excel files.
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Should you have any questions or require assistance, please contact PennBid at info@pennbid.net, or 610-693-4769.

Make sure that you select your completed version(s) of the Excel files. If you saved in the same folder as your initial download check to see if 
there is a “1” after the file name or check the Date modified information for the latest version.

When your file has been uploaded successfully, you will see a GREEN DOT and the name of the file you upload in green with a green check 
mark by the file name.
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