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Submitting Electronic Bids through Central Bidding 

 Register for an account at Central Bidding using the link below: 

https://www.centralauctionhouse.com/registration.php  

 Membership is FREE for SEB/DBE vendors of the Convention Center. The vendor 

should email a copy of the certification to info@centralbidding.com for confirmation. 

 Once you’ve completed the entire registration process (which includes verifying your 

email address by clicking on the link sent to you at the end of registration), you will be 

able to log in to your account: https://www.centralauctionhouse.com/login.php   

 Once you are logged in, the first time you view a listing on Central Bidding, you will 

be prompted with a popup message: "Are you a Prime Bidder of this Public Bid?" Click 

Yes or No. (you will have the opportunity to go back and change your selection at any 

time by clicking on the "Visitors/Central Bidding Plan Holders” link in the area labeled 

“Bid Submittal Information” and use the link in red at the top of that page). 

 When you’re ready to submit your electronic bid, make sure you have all of the required 

bid related material scanned into your computer (Most agencies prefer your bid 

documents to be scanned in as a PDF document, but if you are unsure, please contact 

the agency that posted the public bid directly). 

Select the button labeled “Place a Bid”. This button is found in the “Bid Submittal 

Information” area. 

 Once you reach the electronic bid submittal page, be sure to complete all required 

fields. If you are not sure about which fields are required, you will need to contact the 

Public Agency for whom the bid is for. You can obtain the necessary contact 

information by clicking on the “Creator Username” in the Bid Submittal Information 

area. 

• Once you have entered all necessary/required information you wish to submit with 

your bid, select the “Next” button at the bottom of the page. You will then be taken to 

the Bid Preview page, where you can preview your information prior to submittal. 

 Once you have previewed ALL of your information and are ready to submit, you are 

required to enter your Central Bidding secure key/password, and then select the "Submit 

Bid" button. (This is the same password that you created when registering with Central 

Bidding, as well as logging into your account.) 

 

 

 

 

NOTICE: THE PROCESS IS NOT COMPLETE UNTIL YOU ENTER YOUR SECURE 

PASSWORD/KEY AND SELECT THE SUBIMT BID BUTTON! 
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 Once you submit your bid, Central Bidding will send you an automated email letting 

you know that your bid has been submitted successfully, including a date and time 

stamp. The system has no way of knowing if any/all of the information you’ve 

submitted was submitted properly, nor if everything you submitted was the required 

material requested specifically by the agency accepting the bids. This email 

notification is ONLY to confirm that you successfully submitted a sealed electronic bid 

through Central Bidding. 

o Note: If you would like to save your work in order to return to make 

modifications to this form at a later time, you MUST complete the bid submittal 

process. If you leave this form/page prior to submitting your bid (as outlined 

below), or hit the Back button in your web browser, none of your information 

will be saved. You can complete this process as many times as necessary 

before the bid opening date/time expires. The agency accepting bids will only 

receive your last completely submitted bid that was properly submitted before 

the bid opening date/time expires. 

o To ensure that your information is saved in order to work on it at a later time, 

scroll to the bottom of the page and select the NEXT button. 

o On the Bid Preview page, enter your private key, and select the Submit Bid 

button. 

o You can then return to this bid form and repeat this process as often as 

necessary until the set time has expired. 

 

IMPORTANT: You MUST COMPLETE the entire bid submittal process BEFORE the time has 

expired. Once the date/time of the bid opening has expired you will no longer have access to 

your bid, nor will you be able to submit your bid, and your last/previously submitted bid 

information (if any) will be provided to the Listing Owner. If you attempt to click the Submit 

Bid button once the time expires, your bid will not be accepted. A “Late Bid Attempt” email 

containing your contact information, along with an exact date/time stamp you attempted to 

submit, will be immediately sent to the public agency/owner of the listing. This notification 

email WILL NOT contain any of the information you attempted to submit after the time 

expired. 

 


