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RESPONDING TO CATEGORY DISCOUNT BID 
 

1. Visit www.eschoolmall.com 
2. Select the Vendor Login link. 

 

 
 

3. Enter username and password.   
NOTE: If not yet registered download the eSchoolMall vendor registration document 
from www.kybuy.org or www.kedc.org . 
 

 
 

4. Once logged in select the create menu option from the top navigation bar. 
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5. Select the desired bid from those displayed by clicking the radio button in the select 
column adjacent to the bid and then clicking the Select button.  
NOTE: If the desired bid is not listed contact KPC at KPCMemberServices@kybuy.org 
and request that the bid be published to you. 
 

 
 

6. The bid terms and conditions will be presented.  
 

 
 

7. Review the bid terms and conditions carefully and print a copy for your records by 

selecting the icon. Click Accept to agree to the terms and conditions and continue 
responding to the bid. Declining the terms returns the bidder to the Bid Summary page. 
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8. Enter the discount percentage from list price in the % Discount field for each category 
you wish to bid. Tip – click the Update button often to save your work. 
NOTE: You do not have to bid every category. If you wish to bid a category but are 
unable to offer any discount for that category enter “0” in the box. 
 

 
 

9. The icon in the Notes column indicates the presence of KPC supplied notes related to 
the bid category.  Click the icon to review. 
 

10. The Notes dialog box will open and display any notes associated with the category and 
provide an opportunity to enter any notes for KPC review in the Response Category 
Notes textbox. 
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11. Utilize the Next Page and Previous Page buttons to scroll through the categories. Once all 

of the desired categories have been selected click the Update button. 
12. Enter any bid level Response or Payment terms in the provided textboxes and click the 

Update button. 
 

 
 

13. The presence of file attachments to this bid will be denoted by the presence of the 
icon in the Attachment field.  Click on the icon to view or download any available 
attachments. 
 

 
 
NOTE: If the bid specifications require you to provide information using an attached 
form or template you must first download the file locally to your computer and then 
reattach it to the bid once it is completed. 
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14. To save an attachment locally click the icon in the View column and select save in the 
File Download dialog box. Save the file to the desired location. 

15. Open the downloaded file, provide all required information, and save it locally. 

16. To upload the completed file to the bid. Click the  icon in the attachment field. Click 
the Attach button. 
 

 
 

17. Provide a description for the attachment and click the Continue button. 
 

 
 

18. Select the Browse button to locate the file to attach. 
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19. Select Continue to upload the file. Once the upload is complete the file should be 
displayed in the Response Attachments section of the Modify Discount Bid Response 
Attachments window. 
 

 
 

20. Select the Close button to return to the bid response. 
21. When the bid is completed and ready to be submitted to KPC for consideration choose 

the Submit option form the top navigation bar. 

 
22. Choose the bid response to submit by clicking the radio-button located in the Select 

column adjacent to the correct bid. Click the Select button. 
 

 
 

23. A summary of the bid will be displayed for review. 
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24. To view the complete response, prior to submission, click the View button. 

 

 
 
NOTE: This is a view only screen. To make changes prior to submission select the 
create option from the top navigation and follow the instructions outlined earlier in 
this document. 
 

25. Select a PO Contact name from the pull down menu. The PO Contact name selected will 
be communicated to the purchasing entity for inclusion on future purchase orders. 

26. Check all the checkboxes to indicate agreement with or completion of the items listed. 
Consult the Terms & Conditions of this bid for specific requirements. 

27. Click the Submit button to send your bid response to KPC for consideration. 
NOTE: Once the Submit button is selected the response will be submitted and changes 
can no longer be made. To request that the bid be returned prior to bid opening contact 
KPCMemberServices@kybuy.org. Once opened no bid may be returned. 


