
Cook County Chief Procurement Office Online Submission Site Step by Step Instructions  April 2020 

1. Navigate to: cookcountyil.gov/procurement 
2. Select Online Solicitation / Bid Submission 

 
3. Select the solicitation you are responding to from the drop-down menu 

 
4. Enter Company Information 

 
 
 
 
 
 
 

https://www.cookcountyil.gov/procurement


5. Enter Contact Information 

 
6. In the file uploads section, click “Choose File”, select the file to upload from your computer and choose “Open”.  

 
 

7. Verify the file has uploaded properly by checking to ensure the name of your file appears next to the “Choose 
File” button.  

 
8. If you have more than one file to upload, you must create a zip folder on your computer and add all files into the 

zip folder.  Then upload the zip folder as the Solicitation document as outlined in the File Upload instructions 
area.   



9. Once all information is entered, click the Blue “Submit” Button at the bottom of the page.  

 
10. You will receive a confirmation on the next screen acknowledging receipt of your item.  You will also receive a 

confirmation email sent to the contact email address provided in the form.   
11. If you have any questions regarding the process, please email Vendor.Services@cookcountyil.gov. 


