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Please note that the items in the table of contents below are clickable links which will bring you to the 
applicable section of this document. 

Contents 
1. Helpful Tips ............................................................................................................................................... 3 

2. Registration .............................................................................................................................................. 6 

A. Getting Started ..................................................................................................................................... 6 

B. Pending vs. Approved Registration ....................................................................................................... 6 

C. Instructions to Complete Initial Vendor Registration for Pending Status ............................................ 6 

D. Instructions to Complete Full Vendor Registration for Approved Status ............................................. 7 

E. While Waiting for an “Approved” Account ........................................................................................... 8 

F. Check Status of Registration ................................................................................................................. 8 

G. Approved Registrations for Other Organizations ................................................................................. 8 

H. Summary ............................................................................................................................................... 9 

3. Sign Up for Solicitation Notifications ..................................................................................................... 10 

4. Adding Additional Users to Your Vendor Account ................................................................................ 11 

5. Respond to a Solicitation ....................................................................................................................... 13 

A. Notes Prior to Bidding......................................................................................................................... 13 

B. Q&A Center / Collaboration ................................................................................................................ 13 

C. Respond to a Request for Quote ........................................................................................................ 15 

(1) Log In ............................................................................................................................................. 15 

(2) Solicitation Opportunities .............................................................................................................. 15 

(3) Overview ........................................................................................................................................ 16 

(4) Requirements and Questionnaire ................................................................................................. 18 

(5) Requirements ................................................................................................................................ 18 

(6) Questionnaire ................................................................................................................................ 19 

(7) Respond ......................................................................................................................................... 21 

(8) Review and Submit ........................................................................................................................ 25 

D. Respond to a Request for Proposal / Open Enrollment ..................................................................... 27 

(1) Log In ............................................................................................................................................. 27 

(2) Solicitation Opportunities .............................................................................................................. 27 

(3) Overview ........................................................................................................................................ 28 

(4) Requirements and Questionnaire ................................................................................................. 30 



OSP Vendor Reference Guide 
 

  

3/8/2023  Page 2 of 43 

(5) Requirements ................................................................................................................................ 30 

(6) Questionnaire ................................................................................................................................ 30 

(7) Attach Documents ......................................................................................................................... 32 

(8) Review Response ........................................................................................................................... 33 

F. Accept a Solicitation Addendum ......................................................................................................... 34 

G. Make Changes to a Submitted Bid Response ..................................................................................... 37 

6. How to Retract/Edit a Bid Response ..................................................................................................... 40 

7. How to View Solicitation Evaluation Details ......................................................................................... 43 

A. How Solicitation Evaluation Details are Communicated .................................................................... 43 

B. How to View Award Reports ............................................................................................................... 43 

 

 



OSP Vendor Reference Guide 
 

  

3/8/2023  Page 3 of 43 

1. Helpful Tips 
Here are some helpful tips and links to help you navigate the State Of Rhode Island Division of Purchases Web site 
and bidding opportunities in Ocean State Procures™ 

• Please be aware that Internet Explorer is not a supported browser.  Recommended browsers are Microsoft 
Edge and Google Chrome. 

• To begin go to State Of Rhode Island Division of Purchases web site: https://www.ridop.ri.gov/ 
• Make sure you are registered in Ocean State Procures™.  

o This will allow you to conduct all your business for the state. 
• Go to: Doing Business with Us and select: OSP Vendor Registration 

 
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration  

• To review bids, go to Bidding Opportunities: 
o Select all solicitations: 

   
https://ridop.ri.gov/vendors/bidding-opportunities   

https://www.ridop.ri.gov/
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
https://ridop.ri.gov/vendors/bidding-opportunities
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o For New Opportunities in Ocean State Procures™ 
 Select: OSP State Solicitations 

o For External Postings (Municipality, Quasi, etc.) postings and legacy state bids in the old RIVIP system:  
 Select: RIVIP External Solicitations 

 
• For Directions on how to log in to Ocean State Procures: 

o Go to Doing Business with Us select: OSP Vendor Login 

 
https://ridop.ri.gov/ocean-state-procures-osp/osp-login  

• Once you have successfully logged In to OSP ™make sure you follow the step-by-step guides to help direct 
you through the bidding process. 

• While logged in as a vendor, the solicitation hyperlink (solicitation number) is for review purposes only.  To 
submit a bid, you must click “Add New Response”  

  
• Keep in mind that once you select “Add New Response” that every section must be answered in the order it 

is presented in the solicitation:  

 
o Overview: You must download, check off and save all items from the Overview section 
o Requirements: You must read and acknowledge all items listed in the Requirements section 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o Questionnaire: You must answer all questions in Vendor Certification Form (VCF). Make sure you answer 
every question by either selecting the radial button to answer yes or no or fill in the box. Even if you 
attach a document you must fill in the box with either a NA, YES, or name/date. 

o The Respond/Attach Document Section will not open until the above three sections are filled out and 
answered completely. 

 
• Headquarters vs. Branch 

o If your company has multiple vendor registrations due to Headquarter and Branch(es) relationships, be 
mindful that bids must be submitted under the vendor profile which may potentially receive an award. 
 If access is needed to different branch or headquarters account for your company, you will need to 

be granted access by your company’s administrator 
 If you do not know your company’s administrator or that individual no longer has access, contact 

Proactis help desk WebProcure-Support@proactis.com or call 1-866-889-8533. 
 

 

mailto:WebProcure-Support@proactis.com
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2. Registration 
A. Getting Started 

• All vendors who currently (or in the future) sell products and/or services to the State of Rhode Island are 
required to self-register with Ocean State Procures™ (OSP). Registration is a multi-step process to establish 
contact and company information, areas served, commodity classifications and tax identification information. 

B. Pending vs. Approved Registration 
• Pending registration will grant immediate access to review solicitation opportunities and respond to bid 

postings. 
o If you submit a bid while under pending status, full registration will be required prior to an award being 

made.  Failure to complete registration may result in revocation of award. 
• Approved registration is complete upon using your login to access the WebProcure log in page and upload 

your IRS W-9 Form. This must be completed before a vendor can be awarded a contract or receive payment 
from the State of Rhode Island. 

C. Instructions to Complete Initial Vendor Registration for Pending Status 
• Have the following information on hand to get Login Access: 

o Organization’s Taxpayer ID Number (TIN), Business Type (Corporation, LLC, Sole Proprietorship, etc.) and 
Email Address. 

• Step 1: General Disclaimer 
Access the OSP Vendor Registration Portal via https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-
registration  
o The General Disclaimer for the State of Rhode Island is located at the bottom of the screen. To proceed 

with the registration, read the terms and check the Yes, I agree check box. 
o Click next. 

Important Information to know about Parent/Holding Company or Branch before you begin Step 2: Note: RI 
Purchases cannot approve a Branch unless there is an account for the Parent/Holding Co. with the same EIN 
Parent/Holding Co.: Is the Company Headquarters/Main Address Location, or a Company that has one location only. 
Municipalities should choose Parent/Holding Co. 
Branch: A location other than the Parent/Holding Co. Headquarters/Main Address Location. 
WebProcure FEIN Notification: FEIN already exists in the system – See Step 2 HELP. 

• Step 2: Organizational Information - Enter the following information: 
o Federal EIN OR SS Number - NOTE: If system flags FEIN/SS as “already exists” continue to STEP 2 HELP 

below. 
 DO NOT arbitrarily create a branch or duplicate account if notified that FEIN/SS “already exists”. See 

STEP 2 HELP 
o Legal Name of Entity / Individual 
o Country 
o Address 
o City 
o State / Province 
o Postal / Zip Code 
o Type of Business 
o This office is – Parent/Holding Co. or Branch 
o DUNS Number 
o Rhode Island Areas Served 

• Step 2: HELP - If you are notified by WebProcure that the FEIN (Tax Id) already exists in the system and you 
are not allowed to register, contact WebProcure at webprocure.support@perfect.com or call 1-866-889-
8533. WebProcure will assist you in getting added as a user in the company. Your company’s registration may 
exist because your company is already doing business: 

https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
mailto:webprocure.support@perfect.com
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o with Rhode Island under another RI contract (an MPA contract, or another APA contract), or 
o with another state who uses the WebProcure System. 

• Step 3: Contact Information 
o Enter the information for your organization’s main point of contact. The main contact will be allowed to 

manage your organization’s OSP account, add users to the system and determine who will be allowed to 
submit solicitation responses on behalf of your organization. 
 Additional users may be added at a later point through “My Account” and “Add Users” 

o This information must match the information listed on your company’s W9, to complete full registration 
beginning with Step 7 below. 

• Step 4: Commodity /Service Codes 
o Select the UNSPSC (United Nations Standard Products and Services Codes) commodity and service codes 

which best apply to your organization’s business. These codes subscribe your organization to receive 
notifications of related solicitations posted on OSP. 

• Step 5: Diversity Information 
o If applicable, select any diversity classification types that apply to your organization. 

• Step 6: Submit Registration 
o Click the Submit button. You have completed the soft registration and now have Account Login access to 

login to the system and complete the Full Self-Registration which is required for your APA contract 
migration to the new system for new contract awards and to perform invoicing. 

o For Full Vendor Registration complete Steps 7 through 10 below. 

 
D. Instructions to Complete Full Vendor Registration for Approved Status 

• STEP 7: Log in to Ocean State Procures™ to complete the Full Self-Registration 
o  Go to the link below to access the WebProcure log in page: https://ridop.ri.gov/ocean-state-procures-

osp/osp-login  
o Enter your Username and Password. 
o Click Login. 

Important Information to know about W-9 uploads before you begin Step 8: 
Vendor account details must exactly match the information listed on the W9 uploaded in order to complete a 
successful registration. 

• STEP 8: Upload your Organization’s W-9 
Have your completed IRS W-9 PDF file available for upload. An IRS W-9 Form is available online at: 
https://www.irs.gov/pub/irs-pdf/fw9.pdf. 
o In the dropdown box by your name (top right corner) select My Account. 
o In the left menu, expand Edit Main Org Info by clicking on the plus sign (+). 
o IMPORTANT STEP: Select from the drop down “Organization Attachments”. Click on the “Upload New” 

button at the top right corner to attach your W-9 Form and any other documentation. 
o You MUST click SAVE button after entering any information and/or uploading files. 

• STEP 9: Payment Methods 
o There are two payment methods available to receive payment from the State of Rhode Island: 
 Electronic Deposit 
 Check 

You are now registered with a “Pending” status and will begin to receive solicitation notifications. You will 
be able to also submit responses to any solicitation(s) of interest.   
 
You may log into WebProcure at any time using your username and password to add/delete/revise 
information pertaining to your account at https://ridop.ri.gov/ocean-state-procures-osp/osp-login . 
 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
https://ridop.ri.gov/ocean-state-procures-osp/osp-login
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o In the left menu, expand Account Management by clicking on the plus sign (+). 
o Expand State of Rhode Island and click Additional Required Attributes. 
o Scroll to the Payment Methods section and check the box next to ACH* or Check. 

*NOTE: If selecting Automated Clearing House (ACH) payment method, you must complete the Vendor 
ACH Enrollment Form by clicking the link and following the instructions provided 

• Step 10: Expedited Payment Discount (EPD) 
o If you choose to participate in our EPD program, select both EPD participation check boxes: 
 2% 15 Net 30 
 I have read the Expedited Payment Discount policy and by checking this box, my business 

organization is committing to the selection above. If any changes are required, I will do so in 
accordance with the Expedited Payment Discount Policy. 

o If you do not choose to participate skip this section and your payment terms will default to our standard 
Net 30. 

E. While Waiting for an “Approved” Account 
• Monitor your email for registration corrective action instructions from the RI Supplier Coordinator. 
• When your self-registration is approved, the Supplier Coordinator 

(doa.pursuppliercoordinator@purchasing.ri.gov) will send you an email confirming successful “approved” 
registration plus a quick start guide for “OSP Login & Basic Navigation” 

• Monitor your approval status in your account, see below instructions. 
F. Check Status of Registration 

• Once a W9 has been uploaded to State of Rhode Island Attachments (Step 8 above), review for final approval 
will be triggered 

• To check the status of your registration  
o In the dropdown box by your name (top right corner) select My Account. 
o In the left menu, expand Account Management by clicking on the plus sign (+). 
o Click Add New Buyer 
o Select Reset 

 
o Scroll down to “State of Rhode Island” 
o If your vendor registration has been fully approved, “Your Status” will be listed as “Approved 

 
o If your vendor registration has not yet been fully approved, “Your Status” will be listed as “Pending” 

 
 

G. Approved Registrations for Other Organizations 
• Proactis hosts solicitations for a variety of other organizations 
• If you have registered with another State/City/Town/University, please follow the below steps to ensure you 

have added your vendor account to the State of Rhode Island buying organization 
• In the dropdown box by your name (top right corner) select My Account. 
• In the left menu, expand Account Management by clicking on the plus sign (+). 
• Click Add New Buyer 
• Select Manage Regions at the top of the page 

 

mailto:doa.pursuppliercoordinator@purchasing.ri.gov
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• Ensure that Rhode Island is selected 
o Alternatively, you may choose to “Select All” 

• Click Save 
• Select Manage Buyers at the top of the page 
• Select Rhode Island from the region drop down 

 
• Select filter 
• Select the icon on the far right to “Send Approval Request to Buyer” 

  
• Be sure to complete D. Instructions to Complete Full Vendor Registration for Approved Status above if you 

would like to obtain approved status 
 

H. Summary 
• Your W9 must be uploaded to initiate review of and finalize the full registration process 
• Note that you may login to your account at any time to check registration status. 
• Monitor your email for registration corrective action instructions from the OSP Vendor Registration Team. 
• When your full self-registration is approved the Supplier Coordinator 

(doa.pursuppliercoordinator@purchasing.ri.gov) will send you an email confirming successful registration 
plus a quick start guide for OSP Login and & Basic Navigation. 

• Help Desk 
o For help during the registration process email WebProcure-Support@proactis.com or call 1-866-889-

8533.

mailto:doa.pursuppliercoordinator@purchasing.ri.gov
mailto:WebProcure-Support@proactis.com
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3. Sign Up for Solicitation Notifications 
• By default, no vendor contacts are selected to receive solicitation notifications. 
• To designate contact(s) to receive solicitation notifications; 

o In the dropdown box by your name (top right corner) select My Account. 
o In the left menu, select Edit Main Org Info. 
o Scroll down to Bid Notification 

 
o Here you may select the vendor contact(s) which are to be notified 
 You may edit contacts by selecting Edit Contacts in the left menu 
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4. Adding Additional Users to Your Vendor Account 
• Access the WebProcure log in page at: https://ridop.ri.gov/ocean-state-procures-osp/osp-login  (Remember 

to bookmark the link above in your web browser.) 
• Log in to Ocean State Procures™ 

o Enter your Username and Password. 
o Click Login.    

• In the upper right-hand corner, click on your company name 
• Select “My Account” 
• On the left toolbar, select “Edit Users” 
• Click “Add New User” 

 
• Proceed to complete all required information (designated by an asterisk *) 

 
  

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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• Enter a password for the user 

 
o You may require the user to change their password upon first login by selecting the checkbox 

 
• Select applicable User Permissions 

 
• When complete, click “Save
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5. Respond to a Solicitation 
A. Notes Prior to Bidding 

• Headquarters vs. Branch 
o If your company has multiple vendor registrations due to Headquarter and Branch(es) relationships, be 

mindful that bids must be submitted under the vendor profile which may potentially receive an award. 
 If access is needed to different branch or headquarters account for your company, you will need to 

be granted access by your company’s administrator 
 If you do not know your company’s administrator or that individual no longer has access, contact 

Proactis help desk WebProcure-Support@proactis.com or call 1-866-889-8533. 
• Ensure the proper remittance address is listed in your vendor profile 
• If a password reset is needed, contact Proactis help desk WebProcure-Support@proactis.com or call 1-866-

889-8533. 
• If your vendor registration in OSP is in a “pending” status and your organization is to be awarded a potential 

contract or purchase order; you must log into your OSP account and complete your registration to include 
your W-9 upload and other requirements as defined in the award’s Tentative Letter of Selection. Your 
registration will then be reviewed by the state’s Supplier Coordinator to transition your registration from 
“pending” to “approved” status if all qualifications are met. Further instruction for an “approved” account 
can be found above 

• While logged in as a vendor, the solicitation hyperlink (solicitation number) is for review purposes only.  To 
submit a bid, you must click “Add New Response”  

  

B. Q&A Center / Collaboration 
NOTE: Once you have reviewed solicitation documents, items specs, etc.; if you have questions you can go to Q&A section. 
Make sure to copy solicitation # down for easy return and reference 

• You may access the Q&A Center through the bid response page or through the action items in your 
solicitation listing 

 
or 

 
• In the Q&A/Collaborate Center you may type in your questions in the “Ask a Question” section at the top of the page.  

o Select post to submit 
o Continue to enter each question and post 

  

mailto:WebProcure-Support@proactis.com
mailto:WebProcure-Support@proactis.com
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• Select “close” you will be taken back to the “Current Solicitation” page 

 

• The buyer will post an addendum to the solicitation and you will receive an email when the addendum is posted. 
• Return to your bid by going to the “Current Solictation” page and either select “Response 1” or click the action button 

and select “Submit/Edit your Response” 

 

Note:You will receive answers to your questions as an addendum to the bid 
 

Note: Solicitation-specific questions (which are not technical in nature) may not be emailed to the buyer.  All solicitation-
specific questions must be submitted through the Q&A center 

 

Note: If your Q&A page comes up blank, it is possible that the account administrator for your company needs to grant your 
user profile permission to View/Ask Q&A. 
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C. Respond to a Request for Quote 
 

(1) Log In 
• Access the WebProcure log in page at: https://ridop.ri.gov/ocean-state-procures-osp/osp-login (Remember 

to bookmark the link above in your web browser.) 
• Log in to Ocean State Procures™ 

o Enter your Username and Password. 
o Click Login.    

 

Click register here if you have not registered before in Ocean State Procure™ 

(2) Solicitation Opportunities 
• When you log in to your account the header section will appear.  

 
• Located on the right side of the Home page will be the current available opportunities section that is 

associated with the commodities you registered for.  
o You can select the number under formal or informal solicitations to see these solicitations. 

 
• Or on the header under Solicitations is the dropdown menu.  This menu provides you with access to View all 

Organizations solicitations and View all public solicitations and access to View Past Solicitations. 
• To access the Current Solicitations page, select View Current Solicitations from the Solicitations drop down 

menu.

 

 
• Make sure to look under both “My List” and “Other Active Opportunities” to see all solicitations  

 
  

If stuck go to 
help  

 

 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o If you know the solicitation number enter the number in the “Filter By Opp. No” box 

 

• There are two ways to create a new response for a solicitation: 
o To respond to a solicitation either click on the “Add New Response” button below the listed title 
o Or click on the action three dots to the right of the solicitation listing. 

 

• If you want to review the solicitation before entering a bid, you can select the hyperlink (solicitation 
number) and review there. 

(3) Overview 
• When you choose the solicitation, you wish to respond to, you will be taken to the “Overview” section. This 

section will review all basic information of the solicitation. 
o Make sure to respond, acknowledge and download all documentation. 
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NOTE:  If the buyer includes solicitation documents that must be accepted, then the Respond tab will not be visible 
until those documents have been accepted.  The same applies for questions and requirements that were deemed 
required.  Those must first be attended to before the Respond tab will be visible on a solicitation with line items. 

  

 
• In addition to required documentation the header page also includes pre-bid information, bonding 

requirements and how to respond to questions on the collaboration tab. 

 
• You will see a review of the line items available to bid on and other sections you must respond to before you 

can submit your specific line item response. 
• All vendors must go to the both the Requirements section and the Questionnaire section and complete all 

required actions including questions, fill in forms and possible download, answer and upload forms 
o Vendors cannot bid on “line items” until Requirements, Questionnaire and, if required, Attachment 

sections are completed.  
• Make sure to “Save” all actions and responses. 
• You can leave your bid at this point and come back later to complete. However, if you do not “Save 

Responses” you will be required to start over 
• To come back later after you save responses – select “Close” if you want to continue with your bid go to the 

header section and select the “Requirements” tab. 
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• You will receive the following error messages if you miss responding to one of the sections 

 

(4) Requirements and Questionnaire 
• Next you must Respond to Requirements or Respond to the Questionnaire Sections. Both must be 

completed before you can respond to line items. If you do not complete these sections, you will see double 
asterisk note at the top of the page reminding you to complete these sections.  
o You cannot move forward if you do not complete both of these sections. 

 
 

 
NOTE: These are the same tabs that are in the Header. All tabs must be completed before you can submit your bid. It 
is best to complete the tabs in the order they are presented on the header. 

• Return to your bid by going to the next section on the Header as mentioned in the Overview page (Best 
option) 

(5) Requirements 

 
• Specific requirements for this bid will be listed in this section. 
• If there are specific actions or acknowledgments, you need to take you cannot proceed till you perform these 

actions. 
• For Public Works bids you need to download required public works documents , fill out and upload to the 

attachment section 
• You must acknowledge with a yes or no that you have read the requirements. 
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• You must provide contact information for that particular solicitation 
• Save and go to next section or close if you want to finish bid at a later time. 
Note: It is always best to advance to each section using the tabs at the top of the solicitation as indicated above. 

 

 

 

(6) Questionnaire 

 
• Go to Questionnaire section on Header.  You cannot fill in line items until you respond to this section. It will 

not advance otherwise. 
• This section will include the bidder certification form required on all bids (20 questions that must be filled 

out) and may include other specific questions for clarification purposes that might be needed on your 
solicitation.  
o On the left - hand side of the page will be the list of form(s) that need to be completed. 
o On the right - hand side of the page is the actions to take 
o Always select one of the Yes or No radial buttons 
o Always enter an answer in a text box - Yes/No, enter comment and in some instances attach a file 
o You must fill in or attach document in the Ownership disclosure section  
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o You will see off to the right side of the page a “post it note” that will remind you how many items there 
are to bid on and will change as you complete your line items on your bid. (see next section) 

 

• Save when done. Continue to Next section till your complete all sections in the Questionnaire. Once finished 
select save 
o If you have missed a section, a pop-up will tell you what needs to be completed 

 
o If you do not hit save you will receive the pop up that Says This site says... 

 

NOTE: at the top of page - Your Bid must be submitted from the Respond section page for this opportunity to be seen 
by the Buyer. If you do not complete all previous steps you cannot move to the respond page. 
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(7) Respond 
 
NOTE: The first three tabs must be complete for the “Respond” tab to appear on the header or you will receive this 
message “Your Bid must be submitted from the Review response page for this opportunity to be seen by buyer”.  You 
Cannot respond there. This means you missed an answer either on the “Header, Requirements or Questionnaire” 
sections. 
 

• Select the respond tab on the header 
 

NOTE: Please note that all along the bid processes there will be notes that remind you of each phase of the bid you 
must complete in order to finalize your bid. 

 
• The line item title will not show when you go to fill in the response so make sure to be aware of what exactly 

you are bidding on. 
o Title 
o Item Description 
o Category 
o Bid each dollar value (positive or negative) 
o Specific supplier part and number if available 
o Comments (not to be confused with questions) 
 Item Number for each line item 
 All white spaces must be filled in 
 Make sure to select save after you fill in each line item 

• If there are line multiple line items you must select each line item by number to bid on at the bottom of the 
page. 
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NOTE: Please be aware of the Negative value indicator if present.  
If the bid requests a deduction to the bid and does not show a negative indicator, make sure to add a subtraction sign 
(-) (dash) in front of your bid. For example, “Alternates” for construction bids or “trade in” for equipment 

 

• Alternates - If your bid request the option of providing an alternate you have two choices: 
o If bidding on the original item as specified, you would fill in the additional fields with “No” and/or “NA” 
 Remember to still fill in your bid price 
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o If you are choosing to provide an alternate instead of the original requested item, fill in “yes” and “the 
manufacturer name and part number”. 
 Remember to still enter in your bid price 

 

• When you save your response the “blue sticky note” field appears to the right of your bid at the top of the 
page. 

• The “red sticky note” field to the right at the bottom of the page will appear after you submit each line item 
with reminders of what you still need to submit. 
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• Public Works Bids - Some bids, especially construction bids, may have required additional fields and provide 
additional line item information that effect the base bid dollar value. There may be specific fields you must 
enter  information for as shown below the line item.  This information must be acknowledged in the base bid 
and / or filled in. 
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• Import Response - If you have many items to bid on you may choose to download the spreadsheet 
o You need to first save the file 
o Fill in all required fields 
o Save the spreadsheet 
o Import response 

 

• Once the spreadsheet is filled in make sure the fields have properly populated online in the item bid fields. 

 

(8) Review and Submit 

 

• Review Response and Submit - Once you have filled in all your items Select “Save” and the Review & Submit 
tab will appear at the top of the page. You should review each item and confirm that you have entered all 
your items correctly.  
o If you need to make corrections, you can do so by selecting any of the tabs on the header section where 

you need to make corrections 
o A banner at the top of the page will tell you if anything needs to be done before submitting 

 
• If all items are correct, hit Submit in the upper right section of the Review response page. 

o Make sure all documents and addendums are acknowledged before your bid can be accepted. 
o You can also download a copy of your bid submission 
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o If you want to come back to your bid at a later time and not submit, select “Done” - response will be 
saved but not submitted. 

NOTE: Addendums are covered on separate tutorial. 

 

 

Note: You can retract your bid at any time, to adjust or cancel bid up till the bid closing date. If you do retract, you 
will lose your submission. 
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D. Respond to a Request for Proposal / Open Enrollment 
 

(1) Log In 
• Access the WebProcure log in page at: https://ridop.ri.gov/ocean-state-procures-osp/osp-login (Remember to 

bookmark the link in your web browser.) 
• Log in to Ocean State Procures™ 
• Enter your Username and Password. 
• Click Login.          

                  

Go the This Purchasing Web site under “Doing Business with Us” if you have not registered. 
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration  

(2) Solicitation Opportunities 
• When you log in to your account the header section will appear.  

 
• located on the right side of the Home page will be the current available opportunities section that is 

associated with the commodities you registered for.  
o You can select the number under formal or informal solicitations to see these solicitations. 

 
• Or On the header under Solicitations is the dropdown menu.  This menu provides you with access to View all 

Organizations solicitations and View all public solicitations and access to View Past Solicitations. 
• To access the Current Solicitations page, select View Current Solicitations from the Solicitations drop down 

menu.

 

 
• Make sure to look under “My List” and “Other Active Opportunities” to see all solicitations  

 
  

If stuck go to 
help  

 

 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
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o To display the most current solicitation, place the current date in the start date box. If you know the 
solicitation number enter the number in the “Filter By Opp. No” box 

 
• There are two ways to create a new response for a solicitation: 

o To respond to a solicitation either click on the “Add New Response” button below the listed title 
o Or click on the action three dots to the right of the solicitation listing. 

 
• If you want to review the solicitation before entering a bid, you can select the hyperlink (solicitation 

number) and review there. 
 

(3) Overview 
• The bar at the top of the solicitation is referred to as the Header. The first section you will be taken to when you choose the 

solicitation you wish to respond to, will be the “Overview” section. This section will review all basic information of the 
solicitation.  

• Make sure to Select, Accept and Download all documentation.  
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NOTE:  If the buyer includes solicitation documents that must be accepted, then the “Attach Document” tab will not be available 
until those documents have been accepted and downloaded. 
The same applies for the Questionnaire and Requirements sections.  Those must first be responded to before the “Attach 
Documents” tab will be available. 

• Once you accept all documents the box with the check mark to accept will change to a double green check mark in the 
select and accept boxes. 

  
o In addition to required documentation, the header page also includes pre-bid information, bonding requirements, 

contract terms, Question information and Master Price Agreement info if applicable. 

  

   
• Once you have downloaded all documents and accepted the information displayed on the Overview page you must 

“Save Responses”  

 
• To go to the Next section  

o Follow the Header at the top of the solicitation.  
• You Must  
• You can print a copy of the solicitation from the “Print” button at the bottom of the page. All the bid information, 

requirements and questionnaire information are provided 

 
NOTE: Once you have reviewed documents and items specs and saved your response, if you have questions you can go to 
Vendor “Q&A/Collaborate” section. Make sure to copy solicitation # down for easy return and reference. (See Q&A Instructions 
on last page) 
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(4) Requirements and Questionnaire 
• Next you must Respond to Requirements or Respond to the Questionnaire Sections. Both must be 

completed before you can attach your bid documents. If you do not complete these sections, you will see 
double asterisk note at the top of the page reminding you to complete these sections.  
o You cannot move forward if you do not complete both of these sections. 

 
 

 
NOTE: These are the same tabs that are in the Header. All tabs must be completed before you can submit your bid. It 
is best to complete the tabs in the order they are presented on the header. 

• Return to your bid by going to the next section on the Header as mentioned in the Overview page (Best 
option) 

(5) Requirements 
• Specific requirements for this bid will be listed in this section, including insurance. 

 

 
o If there are specific actions or acknowledgments you need to take, you cannot proceed till you perform these 

actions. 
o You must acknowledge with a yes or no that you have read the requirements 
o Save and go to next section or close if you want to finish bid at a later time. 

  

 

(6) Questionnaire 

 
• Go to Questionnaire section on the Header. 

o This section will include the Vendor Certification Form required on all bids and any other specific questions for 
clarification purposes that might be needed on your solicitation 

o On the left - hand side of the page will be the list of form(s) that need to be completed.  
o On the right - hand side of the page is the actions to take; Yes/No, enter comment or attach file. All Must be 

completed. 
o Always select one of the Yes or No radial buttons 
o Always enter an answer in a text box - Yes/No, enter comment and in some instances attach a file 
o You must fill in or attach document in the Ownership disclosure section  
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o You will see off to the right side of the page a “post it note” that will remind you how many items there are to 
bid on and will change as you complete your line items on your bid. (see next section) 

 
NOTE: If a section has a field with an attachment, You Must fill in the section either with an acknowledgment or and NA even if 
you include an attachment.  

 
o You will see off to the right side of the page a “post it note” that will remind you that you must attach documents to 

submit your bid. This refers to your bid documents NOT attachments in this section 
o If you have missed a section, a pop-up will tell you what needs to be completed 

 
o If you do not hit save you will receive the pop up that Says This site says... 

  
o The “Attach Document” section should appear on the Header. 

 
NOTE: If you miss answering a section the Draft Bid note will appear at the top of the page and you cannot move on until all 
sections are completed. Once complete hit Save. Then Done 

 

 
• If you Do Not answer or complete a section, you will be taken to the Review Response Page and cannot proceed.  
• If you have not downloaded and saved the Scope of Work documents from the Overview page you also cannot proceed. 
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o This is an opportunity to do so before you can finalize the submission of your bid documents.  
NOTE: You cannot move forward and attach documents till you complete all prior section. You will receive an error message 

 

(7) Attach Documents 
• If you have completed all the previous requirements, at the top of page the Attach Documents tab should appear. Tab 

to this section. 
o Here you will upload your bid proposals.  

 If you are responding to an RFP, you will submit both a technical and cost proposal. The system separates the 
uploads by technical and cost proposals.  

 The ISBE; Appendix A should be included as a separate document in the Price Evaluation Section. 
 If you are responding to an Open Enrollment (OEV or OET) you will upload only a technical response. 

o Select add attachments and the Upload box will appear. 
 You can upload up to 5 documents at one time then select Upload. 
 You can select confidential if a document has confidential information. 

 

 

 
NOTE: The ISBE; Appendix A: should be included as a separate document in the Price Evaluation Section for RFP only. 
 
NOTE: Please note if there is confidential (Proprietary) information contained in your bid you can mark the document 
confidential by checking the box next to the uploaded document 
• Once Completed the documents will show as  an attachments with the document titles listed. 
• Next select Review & Submit 
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(8) Review Response 
• You will be taken back to the Review response page where you can review the solicitation information, documents, and 

documents the vendor submits. 
• Make sure all documents and addendums are acknowledged before your bid can be accepted. If you receive a notice of 

addendum you must go back into your bid to accept the addendum  or your bid will not be accepted as a response. 
Note: Addendums are covered on separate tutorial. 

 
• If you need to make corrections, you can do so by selecting any of the tabs on the header section where you need to 

make corrections. You can also leave the bid and come back at a later time as long as it is submitted before the bid due 
date. 

• The Review page is a summary of your bid submission 
o Inlcuding a list of the documents the vendor has uploaded as there bid submission 

 

 
• If all items are correct, hit Submit in the upper right section of the Review response page. 
• A banner at the top of the page will tell you if anything needs to be done before submitting 

 
• You can also download the files to save as reference. 

o Once you submit at the top of the page will appear “Submission Email Confirmation Sent” 

 
o You also have the option to retract your bid if you change your mind and decide not to submit your bid before the 

final submission date. 
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F. Accept a Solicitation Addendum 

NOTE: It is imperative that you continue to monitor the bid board and email associated with solicitations to watch for 
any addenda issued for the solicitation. 
Failure to respond/acknowledge an addenda may result in your bid response returning to “Draft” status 

• Vendor will receive an Addendum email with instructions 

 
 

• Log in to your Vendor page in Ocean State Procures (OSP) 

  
o If you do not remember how to login, click the link below to access the WebProcure login page: 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login  
• Click on the down arrow next to the Solicitations icon on the main header. 

 
• Click on View Current Solicitations for State of Rhode Island. 

 
• Locate the Solicitation by entering Solicitation number in the “Filter by Opp. No.” field at top of page or the 

“Filter by Title”. (Both are located on the email you received as notification) 
o Click the Submit button. The solicitations under “My List” will appear. 

  

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o If Solicitation does not appear go to “Other Active opportunities” and re-enter number 

 
• Select the Solicitation by clicking on the link in the Opp. No. column on the left-hand side of the page. 
• Review the Solicitation changes. Then close 

 
 

• To acknowledge amendment – click on the second set of action buttons next to the word draft on the 
righthand side. 

 
 
 
 
 
 

• Make sure to select Retract & Edit Response 
• You will be brought to the “Review Response” page 
• Select “Overview” from the header tabs 
• The Overview page will show you the original version of the solicitation and a listing of any and all 

addendum. 
o The Flag indicates which version of the bid you submitted your response too. As your original response 

might have already included and addendum.  
o You will receive an email for each addendum created for your bid.  

  

Note: DO NOT SELECT the top 
action buttons (three dots) or 
you will lose your bid. Select 

action next to Response 
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o You must acknowledge and accept each and every addendum. 

 
• To see the change details, select the action buttons next to the most recent addendum and select View & 

Accept Change Details. Then select Version you want to compare with new addendum and select Show 
Comparison 

 
• Once you select version comparison the document will highlight in yellow the changes that were made on 

the addendum. 
o You will be then be asked to accept changes at the bottom of the page 
o Then select close 
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• Next the following box appears - Accept Addendum will ask you to verify with a yes/no answer 

 
• You will be taken back to the overview page - You Must check the select box and hit accept. 

 
• Check for any other additional changes to bid at bottom of page.  - Complete request and hit close 

 

G. Make Changes to a Submitted Bid Response 
• Log in to your Vendor page in Ocean State Procures (OSP) 

  
o If you do not remember how to login, click the link below to access the WebProcure login page: 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login  
• Click on the down arrow next to the Solicitations icon on the main header. 

 
• Click on View Current Solicitations for State of Rhode Island. 

 
• Locate the Solicitation by entering Solicitation number in the “Filter by Opp. No.” field at top of page or the 

“Filter by Title”. (Both are located on the email you received as notification) 
o Click the Submit button. The solicitations under “My List” will appear. 

  

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o If Solicitation does not appear go to “Other Active opportunities” and re-enter number 

 
• Select the Solicitation by clicking on the link in the Opp. No. column on the left-hand side of the page. 
• Review the Solicitation changes. Then close 

 
 

• To edit response – click on the second set of action buttons next to the word draft on the righthand side. 

 
 
 
 
 
 

• Make sure to select Retract & Edit Response 
• You will be brought to the “Review Response” page 
• Select “Retract Response” at the top of the page  

o All solicitation responses/documents will remain, any necessary changes may be made 

 
• Proceed to make any required changes by selected the applicable tab in the header 

o Make sure to select “Save” at the bottom of the page where available to save any changes 

 
• If you need to change your line items, you must go into bid on item.  

 
• If you need to add an additional document, navigate to the “Attach Documents” tab 

Note: DO NOT SELECT the top 
action buttons (three dots) or 
you will lose your bid. Select 

action next to Response 
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• Click “Review & Submit” to return to the Review Response Page

 
• Review all addendum changes and submit – Submit button is at top of page. 
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6. How to Retract/Edit a Bid Response 
• Log in to your Vendor page in Ocean State Procures (OSP) 

  
o If you do not remember how to login, click the link below to access the WebProcure login page: 

https://ridop.ri.gov/ocean-state-procures-osp/osp-login  
• Click on the down arrow next to the Solicitations icon on the main header. 

 
• Click on View Current Solicitations for State of Rhode Island. 

 
• Locate the Solicitation by entering Solicitation number in the “Filter by Opp. No.” field at top of page or the 

“Filter by Title”. (Both are located on the email you received as notification) 
o Click the Submit button. The solicitations under “My List” will appear. 

  

https://ridop.ri.gov/ocean-state-procures-osp/osp-login
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o If Solicitation does not appear go to “Other Active opportunities” and re-enter number 

 
• Select the Solicitation by clicking on the link in the Opp. No. column on the left-hand side of the page. 
• Review the Solicitation changes. Then close 

 
 

• To edit response – click on the second set of action buttons next to the word draft on the righthand side. 

 
 
 
 
 
 

• Make sure to select Retract & Edit Response 
• You will be brought to the “Review Response” page 
• Select “Retract Response” at the top of the page  

o All solicitation responses/documents will remain, any necessary changes may be made 

 
• Proceed to make any required changes by selected the applicable tab in the header 

o Make sure to select “Save” at the bottom of the page where available to save any changes 

 
• If you need to change your line items, you must go into bid on item.  

 
• If you need to add an additional document, navigate to the “Attach Documents” tab 

Note: DO NOT SELECT the top 
action buttons (three dots) or 
you will lose your bid. Select 

action next to Response 
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• Click “Review & Submit” to return to the Review Response Page

 
• Review all addendum changes and submit – Submit button is at top of page. 
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7. How to View Solicitation Evaluation Details 
A. How Solicitation Evaluation Details are Communicated 

• The Division of Purchases utilizes the “Award Report” functionality on a solicitation to communicate details 
of the evaluation process to the public, to include: 
o Bid Opening  
 RFPs/OEs – Submitting Vendor Names 
 RFQs – Vendor Responses 

o Tentative Selection 
 Tentatively Selected Vendors 

o Final Award 
 Awarded Vendors 
 Quarterly Awards of Open Enrollments are communicated through a solicitation addendum and not 

an award report 

B. How to View Award Reports 
• Award reports are available for closed or awarded solicitations 
• Navigate to the public bid board at https://ridop.ri.gov/vendors/bidding-opportunities  
• Locate the solicitation 
• Select the solicitation hyperlink 
• In the upper right hand corner, select the Award Report button 

 
• Scroll down to the Award Details section and review the narrative 

 

https://ridop.ri.gov/vendors/bidding-opportunities
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