
Electronic Bid Submission (EBS) User Guide
for City of Sarasota, Florida

Prior to submitting a bid:

***If you received an email notification for this solicitation, you are “Following” this 
solicitation and no additional action is needed.*** 
• If you did not receive an email notification for this solicitation, select “Follow and receive 

Addendum” to ensure you receive any additional information added to the solicitation.



Next:  Please review and download all documents and addendum.



Now to Place a Bid:  Select “Place Bid” at the top right of the blue bar.



The Place a Bid window appears. Select “Place a new Bid” and select “Continue.”



Creating a Bid is done in 3 steps (Proposal, Submission, and Confirmation). 
The steps below will outline when to upload documents, pricing, and/or a spreadsheet with line 
items. A red “Bid Not Submitted” status will appear at the top of your screen, in the blue bar, until 
the time your bid is successfully submitted.

Step 1:  PROPOSAL (How to attach documents to submit)
Drag and drop or browse your computer for files to upload. 
Once your files are uploaded, select “Next” at the bottom right corner.



How to add pricing information 
The Create Bid Screen will walk you through how to enter pricing, if any, based on each specific 
bid. 

Pricing will be asked to be submitted in ONE of the following ways:
1. To be included as part of the documents that you upload within your proposal
2. To be entered as a lump sum
3. To be submitted via line-item bidding
You will be walked through the exact pricing submission process that was chosen for the bid.

Examples of each pricing submission process is listed below.

Pricing Option 1 (as part of the documents that you upload within your proposal) 
If this option was chosen, you will simply select “Next.”



Pricing Option 2 (Pricing entered as a Lump Sum) 

If this option was chosen, you will enter the “Total Bid Price”  in the box and select “Next.”



Pricing Option 3 (Pricing entered via line-item) 

If this option was chosen, a template will appear for to download. Select “Download Template”

Fill in your pricing and add any comments (if allowed) 

Upload the file by selecting “Import Proposals”. Once it is Imported/Uploaded,  select “Next.”



Step 2:  SUBMISSION 

Select “Yes” or “No” to notate if your bid contains any exceptions. 
You will be asked to enter your password again
Select “Submit Bid”



A Pop-up window will appear asking if you want to proceed with your submission. 
Select “Yes”



Step 3:  CONFIRMATION

This will include your Confirmation Number and an option to download a PDF version of the 
confirmation. 
Your Status will now change to a green “BID SUBMITTED.” 
It will also let you know how long you have to withdraw and/or modify your bid before the closing 
time.
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