
File Drop

Prospective vendors go to the 
URL below to submit your 

response electronically

Prospective vendors do not need 
a MyOhio ID & Password to 

submit its response

Prospective vendors 
must submit 

electronic responses 
using File Drop

https://filedrop.cloudfs.ohio.gov/
https://filedrop.cloudfs.ohio.gov/


Select “Drop-off” and 
be prepared to 

provide your email



Enter the pertinent 
information regarding 
your organization and 
complete confirmation



This is the system 
message once you 

“Send Confirmation”



Click the link 
contained in the email



Example1@example.com
Example2@example.net
Example3@example.ohio.gov

Name: Office of Contracts 
& Acquisitions 
Email:OCA_PURCHASING_
REQUEST@jfs.ohio.gov

mailto:Example1@example.com
mailto:Example2@example.com
mailto:Example3@example.com


Add Short Note

IMPORTANT! The passphrase is not stored on FileDrop, and cannot 
be recovered if lost. No one can access the files without it. 

Filedrop automatically 
encrypts all documents

An encryption 
passphrase is not 

required, however if 
used it must be shared 

with the recipient
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Click 'Drop-off Files' to send
6

(Optional)

Add a recipient's email address

Short message

Find the document

Check the attachment

Include solicitation # 
in the Short note to 

recipients

Keep Technical 
Proposal separate 

from Cost Proposal

Encrypting every file is 
not necessary



This is the system 
message that confirms 

your files were sent



This is the email 
message that confirms 

your files were 
received



Email notification

Claim ID & 
Passcode:

This is the email the 
State will receive



• FileDrop is a state service used to 
accept vendor responses with file 
sizes up to 20.0 GB

• Use your email to send your 
response to the State

• https://filedrop.cloudfs.ohio.gov/

What is File Drop? • Files transferred across the 
network securely encrypted 
by using HTTPS protocol

• Files are secure and protected 
from disclosure

• User may further encrypt the 
files being transported with 
user defined phrase

https://filedrop.cloudfs.ohio.gov/
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