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eBusiness Login 
Click on this link or copy and paste the URL into the address bar of your web browser.  www.ridePRT.org . Scroll to the 
bottom of the page and click on “Doing Business with Us” under Business Center. 

 

Next click the Procurement link. 
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From the Procurement page of the PRT website, click the link for the eBusiness Portal 

 

From the eBusiness homepage, enter the User ID and password that you created when you registered as a new bidder. 
Then click Sign In. 
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Forgotten Password 
To change the account password, click on Change Password. Then enter the User ID in the open field and click Send. 

 

This will send an email to the address associated with the account.  

 

Follow the instructions in the email to finish changing the account password. 
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Uploading Proposal 
After successfully logging in, the Main Menu will be on the left had side of the screen. To navigate back to this screen 
click the Home icon in the top right hand corner of the screen. 

NOTE: The Main Menu screen may look differently if you are currently listed as a “Bidder” (as shown below) in 
eBusisness rather than a “Supplier” (as shown above) that have held a contract with us previously. 

Supplier Portal Main Menu Screen 
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Bidder Portal Main Menu Screen  

 

To view Sourcing Events click on View Events and Place Bids. This will list all of the events for which the 
Bidder/Supplier was invited. If there are no events listed, enter the Event ID, and click Search.  
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Click on the Event ID. 

 

Click View/Bid on Event 
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Scroll to the bottom of the page and click on Event Comments and Attachments 

 

Click Upload 

 

Click Choose File 
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Navigate to the file. 

 

Select the file that you would like to upload and click Open 

 

Click Upload 
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The document will now be listed under Add New Attachments. To upload another document, click on Add New 
Attachment and repeat the steps above. 

 

Click OK when finished. At this point you can either submit the bid or save for later. 

 

Save for Later 
At any point during the bid completion process the bid can be saved and completed at a later time. Scroll to the bottom of 
the page and click Save for Later. Note that this will not submit the bid. If the bid is saved but not submitted before the bid 
opens, the bid will be lost. 
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Edit or Complete an Existing Response 
To return and complete the bid that was saved for later, or to edit an existing bid, click on View Events and Place Bid 
under Manage Events and Place Bids on the Main Menu 
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Enter the Event ID for which the bid placed  

 

Click on the Event ID. 
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Then Click on View, Edit or Copy from Saved Bids 

 

Click on No 

 

Click on View/Edit 
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Scroll to the bottom of the page and click Event Comments and Attachments 

 

Here you can remove the existing proposal and/or add additional documents 

 

Submit a Bid 
Once the bid is complete click Submit Bid  

 

Click OK on the Bid Confirmation 
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An email confirmation will be sent to the primary user on the account and will contain a PDF summarizing the bid that 
was submitted  
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Canceling a Bid 
Click on View Events and Place Bid under Manage Events and Place Bids on the Main Menu 

 

Enter the Event ID for which the bid placed 
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Click on the Event ID 

 

Click on View, Edit or Copy from Saved Bids 

 

Click on No 
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Click on Cancel 

 

Click on Cancel This Bid 

 

Click yes to continue 

 

Bid Status will now show as Cancelled 
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An email confirmation that the bid was cancelled will be sent to the primary user on the account 

 

 


