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VENDORS: OPTING OUT OF NOTIFICATIONS 

Notifications – Any communication received specifically related to a project or for a bid opportunity. 

How to Stop Receiving Email Notifications for New Projects 

If you no longer wish to receive notifications about new/available projects on PennBid, follow these steps: 

1. Go to “My Account” and click “Edit” under the Categories bar.  
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2. Un-Check any Categories currently on your account. 

3. Only select Box 001 – DO NOT NOTIFY MY COMPANY OF BIDDING OPPORTUNITIES. 

4. Click “Save.” 

Note: This will prevent you from receiving all communications, including those sent by a posting agency on a project where 

your company is on the bidders list. 
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How to Opt Out of Project Specific Notifications 

If you no longer wish to receive notifications about a specific project, you can Opt Out. With an Inactive bid status, you will 

no longer receive bid related notifications, including those related to addenda. If opting out of a private bid, you will no 

longer see that project. 

1. Go to “My Account” and click the Bid Activity By This Company tab. 

 

2. Locate the project(s) you no longer want notifications. 

3. Going across the same line, locate the “Opt Out of Notification” column. 

4. Click the “Pencil” icon to change your preference.  

5. Click inside the box. The system will add a checkmark and change the “No” to “Yes” under the “Opt Out of 

Notifications” column. 
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Note: You can edit your preferences at any time. To opt back in to notifications, simply click the “Pencil” icon and uncheck 

the box.  
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