
ONLINE BID SUBMISSION



• Once you find a bid that fits your 
company’s capabilities, click the
MORE INFO button for that job.





• After reviewing the bid specifications and 
Term & Conditions and you are ready to 
submit pricing, Click the Submit Bid button 
on the top tool bar.

For the Terms and Conditions, click the 
Terms and Conditions button on the top 
tool bar.





• You must complete your company’s 
information.  Once you have entered this 
information you will only have to enter your 
Federal Tax ID information and the other 
fields will populate automatically.  You may 
also edit your company’s information by 
using the Edit button on the right.

• Enter your pricing (NOTE: the pricing 
structure. Lot, Per 1000, Each, Per 100 or 
Ream). 

• Enter your offered delivery date.





List paper to be used, any exceptions and 
additional information if it is applicable for 
the bid you are submitting.





• If you are producing a  product outside of 
the United States, you need to select 
Canada, Mexico or other.  If you select 
other you will need to list the country of 
manufacture. If the end product is 
produced outside of the United States you 
must list which items and their country of 
origin. 





• Ohio Preference
• If you are not an Ohio Vendor you will 

need to complete the following list of 
questions.  

• Enter Yes if you are an EDGE designated 
company.





• DECLARATION REGARDING MATERIAL 
ASSISTANCE/NON-ASSISTANCE TO A 
TERRORIST ORGANIZATION.

• You are required to complete all questions 
in this section.





• If you are going to use a subcontractor to 
complete any part of a job, you must enter 
that information here.





• Before submitting your bid you must enter 
the name of the person submitting the bid 
and check the box signifying that you 
agree to the terms and conditions.

• Now you are ready to submit your bid. The 
Submit button is in the lower right hand 
corner.
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