
 
 

EnergyBin User Manual 

How to send a broadcast email 

 
Overview: 
 
This quick reference guide covers how to send a broadcast email to EnergyBin members.  A broadcast is a quick and easy 

way to get the word out to the entire EnergyBin community regarding product you want to buy or sell.  When you send a 

broadcast message, it is delivered to all members, it posts to the platform and it is included in the weekly broadcast 

summary email.  There are three types of broadcasts available to you: 

 

WTB – Want to Buy:  You can send a Want-to-Buy email for a single part or multiple parts that you want to buy.  

You can also create a WTB for a full system you are looking to buy. 

 

RFQ – Request for Quote:  You can send a Request-for-Quote email for a single part, multiple parts or a full system 

that you aren’t quite ready to buy but would like to review quotes from multiple sellers. 

 

WTS – Want to Sell:  You can send a Want-to-Sell email for a single part or multiple parts that you want to sell.  

You can also create a WTS for a full system you are ready to sell. 

 

Browse broadcasts daily 

We recommend that you log into your EnergyBin account daily to browse broadcasts for new business opportunities.  

You will typically see more WTS broadcasts than WTB or RFQ broadcasts.  Don’t assume this means there are more 

sellers than buyers on the platform.  Many members who are looking to buy rarely send out WTB broadcasts.  Rather, 

they search for inventory.  For double exposure, we recommend you upload your inventory to the platform in addition 

to sending a WTS email. 

 

Tip:  If you have a specific part to sell, try to search for the part first.  You may find a WTB in the search results for 

that part.  You can contact the buyer directly with an offer, rather than taking the time to send a WTS. 

 

Buyers = Sellers 

Don’t presume that a member of EnergyBin is either a buyer or a seller.  The EnergyBin platform exists to support 

wholesale solar equipment brokering, which means that you can buy and sell based on your needs.   

 

Say you are a supplier who joins EnergyBin with the intention to sell product.  But then, you notice product for sale at 

a great price on the platform that is in demand by your customers.  You can buy the product at the reduced price, add 

your mark-up, and resell the product to your primary customer base.   

 

Or perhaps you are an installer who joins EnergyBin primarily to buy product at a reduced price.  You find a great 

deal for a pallet of 30 panels.  You only need 20 panels, but you decide to buy the full pallet to take advantage of the 

bulk deal.  You take what you need and then list the remaining 10 panels for sale.  You’ve just created a new revenue 

stream for your business. 

 

Need help or crunched for time? 

If you need additional assistance with sending a broadcast, contact your account representative, who is here to help 

you.  Just consider your rep an extension of your team. 

 

 Let’s get to work! 

 

 

https://members.energybin.com/feedback


Step-by-Step Process: 
 

1. Log in to your EnergyBin account at members.energybin.com. 

 
Tip:  Bookmark this page for quick access in the future. 

 

Check the “Remember Me” box to remain logged in for up to 30 days, thus, bypassing the need to re-enter your 

user name and password every time you open the platform. 

 

2. Click on the blue Send Broadcast button on the dashboard.  

 

You can also click on the Broadcast drop-down menu on the main menu bar and select Send.  Or, you can click 

on the Broadcast button located in the top left of the main dashboard, and then select Send.   

 

http://www.energybin.com/


3. On the Send a Broadcast form, select the type of broadcast you want to send by clicking on the box.  Then, 

select whether you want to send the broadcast for a single Part / Item, multiple Parts / Items, or a Full 

System. 

 

Let’s walk through the example for creating and sending a Want-to-Buy (WTB) for a single Part / Item.  Say you 

are in need of a specific part number that you want to buy immediately.  You’re looking for 26 Jinko 370 Watt 

mono panels that are new and under warranty. 

 

 Click the WTB box on the form. 

 Then, click the Part / Item box on the form. 

 Click the green Continue button on the bottom right side. 

 
4. Proceed to fill in the form with your information. 

 



Tips for Success:  

 Attach Files – Upload any files that will help other members better understand your equipment needs, 

such as photos, datasheets, or spreadsheets with more information about the part. 

 

 Price / PPW – You can put in a full price, PPW, or the word “CALL” if you don’t want to list a specific 

price.  Be prepared to negotiate on price. 

 

 Location – Select the location you would like the order shipped to.  Note that your company address is 

already populating from your company profile.  You can choose to put in a project site or another 

warehouse address to ship to as well. 

 

 Subject – Make it short and to-the-point.  The form will automatically add “EnergyBin Broadcast 

WTB:”.  Adding a brief message of urgency attracts attention to your email. 

 

 Message – Keep it short!  The message should be related to the broadcast request.  If you have any 

special instructions, include them in your message.  Leave off your company and contact information.  

The system will automatically add your name, company name and contact information to the email.  

Additonal information about your company should be presented in your company profile – NOT in a 

broadcast email. 

 

5. Add any filters you prefer to your broadcast email by clicking through the three filters tabs.   

 

Note:  Without filters, the broadcast will send to all members.  Setting filters will reduce the number of recipients. 

 

Tip:  Save any settings as defaults for future convenience. 



6. Click on the green Continue button on the bottom right side.  Review your broadcast email.  When you are 

ready, click the green Send button on the bottom right side. 

 

Note the following on the preview: 

 From – Your name and email address appear as the Sender. 

 Company Name and Contact Information – Your company name and contact information will 

automatically populate from your company profile and appear at the bottom of the broadcast. 

 

Activity:  Now, practice creating a WTS broadcast, which follows the same process we just went through.  Make 

sure to incorporate these Tips for Success: 

 

 Attach Files – Upload any files that will give members more details about the part you are selling, such 

as photos, datasheets, or spreadsheets. 

 

 Price / PPW – You can put in a full price, PPW, or the word “CALL” if you don’t want to list a specific 

price.  Note that you must honor any price you list on EnergyBin. 

 

 Location – Select the location you will ship the order from.  Note that your company address is already 

populating from your company profile.  You can choose to put in another warehouse address to ship from 

as well. 

 

 Subject – Make it short and to-the-point.  The form will automatically add “EnergyBin Broadcast WTS:”.  

Adding a brief message of urgency attracts attention to your email. 

 

 Message – Keep it short!  The message should be related to the broadcast request.  If you have any 

comments related to the sale (e.g. payment terms, shipping terms), include them in your message.  Leave 

off your company and contact information.  The system will automatically add your name, company 

name and contact information to the email.  Additonal information about your company should be 

presented in your company profile – NOT in a broadcast email. 



 

Q.  What if I don’t get the desired response from this broadcast email? 

Tip:  If you don’t get the response you want from your broadcast email, try re-sending it one week later.  You 

may want to modify the price before your re-send it. 

7. To re-send a broadcast, click on the Broadcast drop-down menu and select View My to pull up your sent 

broadcasts list. 

 

8. Locate the broadcast you want to re-send, and click on the “Resend Broadcast” icon. 

 

9. Make any modifications to the Send a Broadcast form.  Click the green Continue button on the bottom 

right side.  Review and send. 

 

 



 

 

10. Now say you want to send a WTS for a Full System.  Navigate back to the Send a Broadcast form. 

 Click the WTS box on the form. 

 Then, click the Full System box on the form. 

 Click the green Continue button on the bottom right side. 

 

11. Fill out the form with your information and add any filters you desire.   

 

Note:  You have the option to upload System Requirement(s) files.  This is a useful feature if you have a bill of 

materials (BOM).  You can simply upload your BOM file rather than manually type your project information.   

 

From here, everything is the same as we discussed in our WTB example.  Likewise, the RFQ form follows the 

same format. 



Q.  What do I do with my published broadcast if my part sells? 

Tip:  Remember that your broadcast publishes to the platform when you hit “Send”.  Your broadcast will 

automatically expire 30 days following the send date.  If you sell your part before the 30-day expiration, you can 

delete the published broadcast.  You may also choose to delete a published broadcast if you sell some of the 

previous advertised quantity.  By doing so, you eliminate any mis-communication that could result from someone 

viewing the out-dated broadcast.  From there, you can create a new broadcast with the updated quantity available. 

Note:  Your broadcast History contains a record of all broadcasts you have sent, including any broadcasts that you 

delete from the public view.  The History is for your private viewing only. 

12. To delete a broadcast from the public view, click on the Broadcast drop-down menu and select View My to 

pull up your sent broadcasts list. 

 

13. Locate the broadcast you want to delete, and click the check box to the left of the broadcast.  Then click the 

red Delete button on the lower left side. 

Conclusion: 
 

There you have it – what you need to know to send a Broadcast to the EnergyBin community.   

Remember to keep your broadcast email short and to-the-point.  EnergyBin members are conditioned to skim broadcasts 

as they look for parts and systems they want to buy and sell.  They don’t want to read about your company profile or see a 

rehashed datasheet in your broadcast.   

You can also re-send a broadcast in a week if you feel like you didn’t get the response you wanted. 

If you get stuck, contact us!   

 

Want to Learn More? 
 
Check out other user manuals and how-to videos in the 

Tools section on the platform to maximize your 

EnergyBin membership. 

 

https://members.energybin.com/feedback
https://members.energybin.com/tools

