
Epylon eBid: 
Quick Start 
Guide

Your step-by-step snapshot of 
the new bidding process



Overview Tab
The Overview tab provides a snapshot of 
the bid, including:

• Who issued the bid and how to 
contact them

• Bid title, number, and general scope 
of work

• Key dates and deadlines (pre-bid 
meeting, exceptions, questions, bid 
due date)

• Event details such as location, 
opening time, and any special notes

It’s the “at-a-glance” page for 
understanding what the bid is about, who 
to reach out to, and when key activities 
happen.

At the bottom of each page in the bid, you’ll see action buttons:
• Back to Inbox – return to your eBid Inbox
• Decline – opt out of responding to the bid
• Save as Draft – save your progress without submitting 

o Recommendation: save often to avoid losing work!
• Forward – send bid details to another contact in your company



Specifications Tab
The Specifications tab is where you choose the Product Lines you want to bid on and access the required documents for each on e.

How it works:
• Click “View Product Lines” to see the list of 

Product Lines currently out to bid.
• Select the checkbox for each Product Line 

you want to bid on. 
• You must select at least one Product Line 

before you can see or download the required 
templates.

• Once selected, the Product Lines will appear on the 
Specifications tab along with links to download the 
required files, such as:

• PEPPM Pricing Template – where you enter your bid pricing
• Ancillary Services Form – indicate any additional services 

offered
• Proof of Supply – now required from all bidders
• Returned Goods Policy – your return policy details
• State Selection Form – indicate if you intend to extend your 

contract to states beyond Pennsylvania 
(required for each Product Line)

• Vendor Agreement – official agreement to bid terms

Tip: 
All files marked 
“Attachment 

required” must be 
uploaded before you 
can submit your bid.



View Product Lines
This page lists all Product Lines available 
for bidding.

To select your Product Lines:

1. Click the white checkbox to the left of 
each Product Line you want to bid on. 
(You may select multiple Product 
Lines.)

2. When finished, click Add to Bid at the 
top or bottom of the page.

3. Your selected Product Lines will now 
appear on the Specifications tab, 
where you can view details, download 
required files, and complete your bid.



Uploading Required 
Product Line Documents

Once you’ve selected your Product Lines, the 
Specifications tab will display the required 
documents for each one, with download links.

To upload a completed file:

1. Click Choose File and select the 
completed document from your 
computer.

2. Check the box next to the file name in the 
list to indicate which document you’re 
uploading or replacing.

3. Click Attach File to upload it to your bid.

Tips:

• Files marked “Attachment required” 
must be uploaded before you can submit 
your bid.

• If you replace a file, make sure the most 
recent version is uploaded and attached.

• Save your work often using Save as Draft 
so your uploads aren’t lost.



After Attaching a File
Once you successfully attach a document, the 
placeholder text… 

For example:
Ancillary Services [download] -- 

Attachment required

…will update to show the actual file name you 
uploaded.

For example: 
Ancillary Services -- Completed 

Form.xlsx [download]

This confirms that your file has been uploaded 
and is now part of your bid.

Tip: Double-check that the correct, final 
version of the file is showing before you submit 
your bid.

https://epylon.com/mktplc/download-buyer-request-attachment/548362_930595/
https://epylon.com/mktplc/download-buyer-request-attachment/548362_930595/


Terms and Conditions Tab
This tab contains the official Terms and Conditions (T&Cs) that govern the bid and any resulting contract between 
the issuing agency and the awarded vendor.
What you’ll find here:
• Downloadable PDFs of:

• PEPPM Terms and Conditions
• Epylon Merchant Agreement (referenced in the T&Cs)

• Links to any additional attachments or exhibits referenced in the T&Cs.

What you need to do:
1. Review all Terms and 

Conditions and referenced 
attachments.

2. Select Yes to confirm you 
have read them.

3. Select Yes to accept them 
(including any 
amendments posted on the 
Required Documents tab).

Note: Bids with exceptions may 
be deemed non-responsive.



Required Documents & Additional Information Tab
This tab contains documents related to the overall bid and your company—not to specific Product Lines.

Key points:
• Documents with “Yes” in the 

Required column must be 
downloaded, completed, and 
uploaded here.

• Save each completed file to 
your desktop using the original 
file name. 
• You may add text to the end of the 

file name, but the beginning must 
match exactly.

• Documents with “No” in the 
Required column are optional 
resources, such as examples or 
tips.

Tip: Make sure all 
“Required” items show 

as uploaded before 
submitting your bid—any 

missing documents 
could make your bid 

incomplete.



Required Documents & Additional Information Tab

To attach a file:
• Click the white box 

in the 3rd column 
next to the 
document name.

• Click Choose File 
and select the 
matching file from 
your computer.

• Click Attach File.



• Required questions are 
marked “Yes” in the Required 
column—answer all before 
submitting.

• Some responses may be scored 
as part of the evaluation.

• Answers are limited to 4,000 
characters; attach a file in the 
Attachments section if longer.

• You can Export Questions to 
Excel, complete them there, 
then Choose File and Load 
Answers to upload.

Agency Questions Tab
 Lists questions you must answer for your bid to be 
considered.

Tip: The top of the page shows your progress. 
All required questions must be answered 

before you can submit.



Bidder’s Questions Tab
Use this tab to submit questions to the issuing agency about the bid.

• Policy or bid content questions can be 
entered in the text box until the posted 
deadline.

• Technical/software questions should go 
to Epylon Customer Service at 
service@epylon.com. 

• Agency answers will appear below for all 
bidders to see and will become part of 
the official bid record.

mailto:service@epylon.com


Payments Tab
This tab lists any fees 
required for your bid and 
how they will be paid.

What you’ll see:
• Payment methods on file 

(credit card, 
ACH/checking account).

• Fee descriptions (e.g., 
Bid Submission Fee, Bid 
Award Fee), amounts, and 
when they are charged.

• Total potential charges 
based on your current bid 
setup.

• Payment authorization 
section where you enter 
the cardholder name, 
sign, and submit.

Tip: 
To update your payment method, 

go to 
My Profile → My Credit Cards or 

My Checking Account 



Review & 
Select Tab 
Error Messages & Final Review

Click Review & Select before submitting 
to check for missing information or 
required actions.
If there are errors, they may include:
• Missing required documents (e.g., 

References 1–3, Ancillary Services, 
Proof of Supply, Returned Goods, 
State Selection)

• Missing payment authorization or 
expired credit card

• Terms & Conditions acknowledgment 
or acceptance not selected

• Unanswered required questions
If there are no errors, the page will 
display a summary of your bid 
information. Review it carefully—if 
everything is correct, you can proceed to 
Submit.

Tip: Use this page as your final 
checklist. Your bid cannot be 
submitted until all errors are 

resolved.


	Slide 1: Epylon eBid:  Quick Start Guide
	Slide 2: Overview Tab
	Slide 3: Specifications Tab The Specifications tab is where you choose the Product Lines you want to bid on and access the required documents for each one.
	Slide 4: View Product Lines
	Slide 5: Uploading Required Product Line Documents
	Slide 6: After Attaching a File
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

