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 Step 1 

1 

If you have already registered or started a 
registration in ORPIN  
DO NOT Re-Register 

 
Access the ORPIN website at: 

 http://orpin.oregon.gov 
 
 
From the ORPIN Main Menu 
screen, you can register as a new 
Supplier or ‘Log in to ORPIN’ as a 
previously registered user. 
 
y CLICK on “Supplier Registration”   
    to register as a  new Supplier. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Please DO NOT re-register.  
If you are currently registered and forgot 
your Password or User Name, click on   
the “Having Trouble Logging In?  
Click Here” button on the Login to 
ORPIN screen. 
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 Step 2 
 
 
y  SELECT your subscription option.       
     
Choose one: 
 

� Basic Subscription 
  No Cost 
   - Review Notice listings 
   - Review Opportunity (Bid) listings 
   - Download open Opportunities 
   - Receive email notice of all addenda 
      issued for open Opportunities that you   
      have expressed an interest in 
   - Submit e-Bid when Opportunity  

           process allows 
   - Browse closed Opportunities for Bid 
      results and intent to award 
   - Browse summaries of current contracts 

 

         - or -  
 

    �    Premium Subscription 
  $100 Annual Fee 
              Includes all Basic Subscriber  
            services, PLUS... 
        - Receive automatic email “push” 
          notification of all open Opportunities  
          for commodity areas which match your  
          supplier profile 
       - View current and expired contracts in  
          their entirety 
 
 
y  Do not hit ‘Next’ yet. Step 2  
    continues with ‘e-Bidding’ on the   
    next page... 
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 Step 2– continued 

 
If you select the e-Bidding  
feature, you are required to 
complete the Authentication 
process prior to submitting 
electronic bids: 
  
A)  You must select a “Primary Contact   
       Person”  (PCP) to act as your company’s  
       authorized representative  for e-Bid or  
       proposal submissions. Please ensure that  
       the PCP is registered in ORPIN. 
 
B)  Download the “Electronic Bidding         
       Authentication Application” at the end of  
       the registration process,  and do the  
       following: 

 

         1.  Complete the application by filling in 
 all blank fields. 
        2.  Get the application notarized. 
        3.  Submit the entire Application to the  
 State Procurement Office for   
             processing. 
 
NOTE: Your Authentication Application 
must be filled out completely and  
accurately, or your application may be 
rejected and will require resubmission. 

 

 
Approval time can be up to       

4 weeks. 
 
 
 
 
 
 
 
 
 
 

• CLICK “Next” to continue your 
      Registration process. 
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 Step 3 

 
 
• REVIEW the Terms and  

Conditions of Use. 
 
• SELECT “I Agree” to continue  

with your registration. 
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 Step 4 

 
All fields with an asterisk (*) must 
be filled in.   

              

 You get to choose your own 
Logon (User Name) and Password! 

 
HELPFUL HINTS:   
  - User Name must contain at least 7  
     characters, is not case sensitive, and 
     should be generic. 
  - Password must contain at least 7  
     characters, is case sensitive, and must   
     include a number or symbol. 
     Examples: Tommy61 or Diamond$       

 
The spaces provided below are for your 
reference only. 
 
 

User Name:     
(Logon ID) 

 

Password:       
  
NOTE:  If you get an error screen, go 
back and make sure all of the required 
(asterisked) fields are filled in. 
 

 
 
 
 
 
 
 
 
y  CLICK “Next” to continue with  
     your registration process... 
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 Step 4– continued 

 
ORPIN compares your registration 
information to its database and 
looks for duplicates.  
 
If ORPIN does not find duplicates, 
please skip to Page 8 to continue 
with your registration. 
 
If you receive a screen titled 
‘Possible Duplicate Registration’, 
please complete the steps listed  
below.  
  
y Review the Existing Registrations  

 displayed on the screen to see if any of 
 them may be a duplicate of your 
 account. If you do locate a duplicate,  
 click the radio button next to it. 

 
• If you do not locate a duplicate of your 

account, click the radio button next to 
your information listed under ‘New 
Registration’. 

 
 
 
 
 
 
 
 
 
 
y  CLICK “Continue” at the top of the  
    screen to proceed with the registration. 
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 Step 4– continued 

 
• CONFIRM your personal  

information 
 
y  CLICK “Next” to continue with your  
     registration process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 
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 Step 4– continued 

 
Enter your Company Name to see if 
your company already exists in 
ORPIN. To narrow the results, you 
can choose to include a City as well. 
 
• If you locate an existing profile for 

your company, click the checkbox next 
to it. 

 
• If you do not locate an existing profile 

for your company, leave the check-
boxes blank. 

• If you see the message “That company 
name was not found.  Please refine 
your search to create a more general 
search criteria,” click NEXT to con-
tinue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9 



 Step 4– continued 

 
Continue filling in all fields with an  
asterisk, then... 
  
 
y  CLICK “Next” to continue with your    
    registration process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Once you reach this screen, 
ORPIN assigns you a Supplier ID. This 
means that should you choose not to 
continue your registration at this point, 
your information will still be saved and 
you should use the “Login to ORPIN” 
option next time you access the ORPIN 
system. 
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Use the drop 
down box to 
change the 

state. 

10 



 Step 4– continued 

 
If you would like to view a list of 
S t a t e  o f  O r e g o n  M W E S B  
Certifications, click the link to  
access the MWESB website.  
 
 
y  CLICK “Next” to continue with     
    your registration process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 
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 Step 5 

 
Creating your Company Profile 
 
To set up your company profile, you 
need to select your company’s  
commodities and area.  This part of 
the registration process is key  
because it allows ORPIN to match 
you to bidding Opportunities. 
 
• CLICK  on “GO” next to Product  

Information.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: You will spend a considerable 
amount of time customizing your “Profile 
Setup”. 
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 Step 6 

Options for selecting Products/
Services: 
 
OPTION A 
 

• CLICK the “Find” button, enter a 
keyword describing your product or  
service, and CLICK “Search”. 

 

• CLICK on any returned heading to 
see associated products/services. 

 

• SELECT your commodity matches, 
and then CLICK on “Submit/
Remain” to add additional products/
services and to save your selections. 

 

• When you are finished, CLICK on 
“Submit/Remain” again to save. 

 

• CLICK on “Close” in the upper 
right corner of the ORPIN screen. This 
will take you back to the Product/
Location screen. 

 
 
 
 
 
HELPFUL HINT:  Ellipse icons (…) at 
the end of a category indicate additional 
products/services. CLICK on (…) to  
reveal additional choices under each 
heading. You are encouraged to use these 
to drill down to more specific options as 
you make your selections. The profile you 
set allows ORPIN to identify and match 
you to open bidding opportunities. 

 A. 
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 Step 6 

Options for selecting Products/
Services: 
 
 
OPTION B 
 
BROWSE the list of commodities  
displayed on the Selection screen.  
If you check a box from this screen, you 
will select every product/service inside 
that category. However, Ellipse icons (…) 
next to a category name indicate that 
more specific products/services are in-
cluded inside the category at lower levels. 
You are encouraged to  pick and choose 
from products within a category to be as  
specific as possible. CLICK on the  
Ellipses (…) to drill down before  
checking a box next to a commodity.  
 
 
• CLICK on “Submit/ Remain” to 

add additional products/services and 
to save your selections in ORPIN. 

 

• When you are finished, CLICK on 
“Submit/Remain” again to save. 

 

• CLICK on “Close” in the upper right 
corner of the ORPIN screen. This will 
take you back to the Product/Location 
screen. 

 
 
 
 
 

 B. 

Click on “(…)” for a 
more refined product 
selection. 
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 Step 7 

 
Once you are back at the “Profile    
Setup” main screen,  
 
 
y  CLICK  on “GO” next to Location  
      Information to define your geographic   
      preference for doing business in  
      Oregon. 
 
 

7 

15 



 Step 8 

 
At the “Location Selection” 
screen you can: 
 
A. SELECT “Statewide” to indicate 

that your goods/services are available 
anywhere in the state of Oregon. 

 
      - or -  
 
B. SELECT individual location regions 

by county in your location profile. 
 - Click on the underlined regions 
                to view the geographical areas  
     included in each county. 
 
 
 
 
 
 
 
 
 
• When you finish with your Location 

selection, CLICK “SUBMIT” to save 
your selection.   

 
• To continue your registration process 

CLICK on the “Close” button in 
upper right hand corner of your 
ORPIN screen.  This will take you 
back to the Product/Service Profile 
main screen. 

 
 

 A. 

 B. 
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 Step 8—continued 

 
After selecting your Location  
Information, you will return to the 
Product/Service Information Main 
Menu 
 
 
• CLICK the “Next” button to  

continue your registration process. 
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 Step 9 

 
 YOU’RE ALMOST FINISHED! 
 
• Check your Registration Summary for 

accuracy. 
 
• If you selected the e-Bidding option 

during your subscription selection, 
download or print the Supplier 
Authentication Application Packet 
now.  

 
• Scroll to the bottom of the page and 

CLICK on “Finish”. 
 
 
 
 
 
 
 
 
 

CONGRATULATIONS!  
YOU ARE NOW SUCCESSFULLY   

REGISTERED IN ORPIN. 
9 

 Authentication  
Application 
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 Browse 
Opportunities 

 
Now that you are a Registered 
Supplier, you are ready to 
“Browse Opportunities”!  
 

There are several different ways to 
“Browse Opportunities” in ORPIN. 

 
 
 
Let’s Begin… 
 
CLICK “Browse Opportunities” from 
the left-hand menu bar. 

CLICK  “Browse Opportunities 
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 Browsing 
Suggestions 

 
Until becoming familiar with 
ORPIN, here is a suggestion about 
monitoring bidding Opportunities: 
 
• Browse “All Open Opportunities”. 

This option will display all open 
Opportunities in the ORPIN system.  

    - and - 
• Browse “By My Profile”. This 

option will filter open Opportunities 
based on the selections you made to 
your Product/Service and Location 
profiles. 

 
Monitoring both areas will allow 
you to cross-reference commodity 
selections in your profile.   
 
Example:  If you see an opportunity 
under “Open Opportunities”, but you 
DO NOT see it under “By My Profile”, 
then you will need to adjust your profile 
selections to include that commodity or 
location area for future opportunities. 
 
 
 
 
 
 
• Let’s CLICK on “By My Profile”. 

CLICK on “By My Profile” 
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 Browsing 
Suggestions 

 
You should have a screen showing 
several bidding opportunities. If 
not, SELECT “Open Opportunities” 
from the left-hand navigation bar 
and browse the Opportunity listings 
that look of interest. 
 
 
 
 
1. CLICK on the            icon. 
 
     This will reveal the Bidding Notice 
 
 
2.  SELECTING the “Hide/Show   
     Details” button, (located above the  
      list of Opportunities), will reveal the  
      solicitation summary. 

CLICK 
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 Expressing 
Interest 

 
This step is critical if you are 
interested in an Opportunity and  
you want to download the  
Attachments on an Opportunity. 
Expressing Interest will also allow 
you to receive notification of any 
changes in the solicitation 
document. 
 
1. On the Left Menu Bar, CLICK on 

“Interested” 
 - Set the ‘Interested As’ dropdown. 
    Specify whether you are a  
               “Prime or Sub-contractor” 
 - CLICK on “Submit”. 
 
2. You can now download and view  the 

selected Opportunity’s Attachment(s). 
 
 
NOTE:  If you review the Attachments 
and decide you are not interested in that 
particular Opportunity, just SELECT  
“Interested” from the navigation bar 
and CLICK the  Trash Can next to 
your name, and “Submit. This 
removes you from the interested list. You 
will not be notified of any subsequent 
changes for this Opportunity. 

 

Expressing  
Interest  

You can only download or 
view attachments after 
you “Express Interest”. 
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