
 

Extracting Completed Bid Submissions from PennBid 

 

To extract the complete bid submission from an individual Bidder, go to the BIDS tab (located 

on the top blue bar), and click on the “Bids” sub-tab.   Scrolling towards the bottom of the page, 

you will see the Bidders List with a “Bid Status” field that indicates which companies have 

submitted bids.   

Tip: Sorting the list by the Bid Date category will help bring all Bidders with completed bid 

submissions to the top. 

 

  



 

Click on the “View” button (to the left of the company name) for the Bidder you wish to access.  

 

 

This will show you to the completed bid submission for this Bidder and you can view all Bidder 

RFI’s (with answers), Pricing Form, and links to the uploaded, attached documents.    Extracting 

the complete “Bid Package” is a simple “copy/paste” function, by where you select the entire 

contents of the page and paste into a Word Document. 

Start by opening a new Word document, and change the layout orientation to “Landscape.” 

 

  



 

Next, select and copy the completed Bid Submission, using a “left mouse-click, drag,” starting 

immediately above the “Last Edited By…” field (which is the date/time stamp for when the Bid 

was submitted). Finish selecting at the bottom, immediately below the PennBid submission 

acknowledgement.  

 

 

 

  



 

Paste your selection into the newly created Word document. The selection is pre-formatted to 

fit in the landscape orientation.   

Note: The pasted content preserves the link links to the attached documents. 

 

 

Now you can save this document to your computer and share it with other team members that 

require access to the bid package.  

Note: Anyone who receives this extracted bid document can access and view the linked 

documents, regardless of whether they have a PennBid account.  


