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Once your business has registered to bid with the State of Ohio, you may log in to eBid to bid on 

procurement opportunities (events). You may be invited by email to participate in an event, or 

you may also participate in public events that are posted on the State Procurement website and 

in eBid.  

 

Your bid responses remain sealed until the event has ended and a representative from the 

Auditor of State’s Office certifies the event.  

If you are bidding on a reverse Auction, please refer to the Participating in Reverse Auctions 

document. 

When adding or updating your information, please review the Terms and Conditions. 

 
 

1. Open a web browser.  

2. Go to the State Procurement website: http://ohio.gov/procure. 

3. Click Selling to the State. 

4. Click the eBid Registration/Log In link. 

5. The eBid Vendor and Bidder Notice page will appear. Click the Continue to the eBid 

Registration / Login link. 

6. Enter your User ID and Password, and then click the Sign In button. 

 

http://ohio.gov/procure
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7. Click the View Terms and Conditions link to review the Terms and Conditions. 

 

8. Using the links on the menu, go to: Manage Events and Place Bids > View Events 

and Place Bids 

9. Use the View Events and Place Bids page to preview events or place bids. 

10. Use the Search Criteria section to narrow your search for an event, and click the Search 

button.  

11. Click the Event ID link beside an event to view more information and bid on the event. 
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12. Once you click on an event, use the Event Details page to view information. 

13. Click the Bid on Event button to place a bid. 
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14. Use the Create Bid Response page to view details about the event and enter a bid 

response. 

15. Any section with   icon can be expanded to view more details. 

16. Expand each section by clicking the icon.   

17. The General Questions section contains questions that relate to the event as a whole. 

 = Requires a response 

18. Use the dropdown next to the Response field and select your response to the question. 

19. To view or add comments, click the View/Add General Comments and Attachments 

link. Do not enter prices or questions in this field. For questions please contact the 

OAKS Help Desk at 614-644-6625 or 1-888-OhioOAKS. 
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20. Scroll down to the Line Items section. 

21. Click the Bid button next to a line item.  

 

22. There may be one or more lines available for bidding, the Bid button on each line must 

be clicked to bid on each individual item. In the blue bar above the line item description, 

use the Next Lines link to view additional line items. Be sure to respond to each line item 

individually, if there are multiple line items on the event. 
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23. Respond to the questions in the Line Questions section.  

24. The Bid Price will always be a line question. 

25. Enter your bid price in the Response field. 

26. Enter your bid quantity in the Bid Qty field. 

27. Use the Add Line Comments and Attachments link, to attach documents and enter 

comments. Do not enter prices or questions in this field. For questions please 

contact the OAKS Help Desk at 614-644-6625 or 1-888-OhioOAKS. 

28. Click the OK button. 

29. Click the Validate Entries link. 

30. If your bid contains errors: Error messages will appear at the top of the page and you 

must correct these errors before your bid can be submitted.   

31. Click the OK button. 

32. If there are price breaks on the line item, a Price Breaks link will be available. For more 

information on entering Price Breaks, refer to the Entering Price Breaks on a Bid 

document. 
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33. Click the Submit Bid button to submit your bid response.  

34. If the event has not started, click the Save for Later button to save your entry. If you 

select the Save for Later button, you will need to return after the start time of the event, 

click the Edit/View Bid button, and click the Submit Bid button to submit your bid 

response for consideration. 

 

35. You will receive a pop up asking if you want to post the bid. 

36. Click the Yes button to submit your bid response. 

 

37. A message will appear, “Your bid has been successfully submitted.”   

38. To go back to the View Events and Place Bids page, click the OK button. 

39. To verify that the bid has posted to the event, click the My Event Activity link in the 

menu. 
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40. In the Search Criteria section, select the Events Bid On radio button by clicking on it. 

41. Click the Search button. 

42. Click the Event ID link beside the event for which you just placed a bid.  

 

43. From the Event Details page, click the Edit/View Bid button. 
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44. The Select Bid to Edit/View page displays information about your bid responses for the 

event.  The Bid Status will be “Posted” if the bid was successfully submitted. 

 

45. Please see below for information on obtaining eBid assistance. 

 

Need more help? 
Try out the other training documents created to assist you: 

http://procure.ohio.gov/proc/help.asp 

 

- OR - 
 

Contact the OAKS Help Desk at 614-644-6625 or 1-888-OhioOAKS (1-888-644-

6625). Ask for “eBid Assistance.” 

http://procure.ohio.gov/proc/help.asp

