HOW TO SUBMIT A BID 
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STEP 4
This section just put 1 usd don’t include your total contract sum 
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STEP 8
Read the tips as highlighted .
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2.2 Participate in Tender — Start creating a bid response

Once you have accepted an Event invitation, open the “Event Details” page and click on “Bid on Event” to start creating your

responses.
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2.2 Prepare Bid Response — Answer Bid Factors

Bidders may be prompted to answer event questions (bid factors) that will be used in the final evaluation and awarding of the
tender. The bid factors may vary by the type of response that is required. Some will require a “yes/no” response, others may
require typed answers, or numerical input. Please read each question carefully before submitting your reply.
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The event adminisiraor requests your (85pons8 1o Questons not specificto any specic em. Bid Required: When a question is

GenerEvent Cuestons 2 marked by a red star, it means that

Rocuied Ouesions 2 answering the question is mandatory to
make a qualified bid.

Ideal Response Required: When

& a question is marked by a folder and
red star you must answer the question
with an ideal response. For example in
Question 1 0 the left, the ideal
response is yes. You can only answer
yes for this question.
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2.2 Prepare Bid Response — Insert quantities and unit prices

Insert your bid price in the required fields.
Pay particular

attention to:

“Tris event conain e or more ndvidual s that await your bid respanse. Some o all nes may requiteyour bid i order or consideation by the Evert

Admvsaior v o
+ The bid currency of the event
oL 2 * The instructions in the solicitation
Lines That Require a Response: 2 documents (ex. Is a detailed price
Your Tota Line Pricing: 51500000 uso) schedule requested? Is a password
protected financial proposal required?
Vide ine Detal tc)

Bid Reaquired D Line Comments Fies

200000 200000 250000000  50000000UsD  [E2

1 % computer D
2 Balien (Blackblue o) LOTUS e 300000 300000 5000000  1500000USD B C

Al any point in the bid response process you may save an n-progress bid and resume completionat atr me. When your bid response s complete,
Submi for consideration

Submit Bid Save forLater Valdate Entries I\ IMPORTANT

For RFPs you must:
+ Enter 1 for the Bid Price
+ Upload your financial proposal as a password protected PDF:

attachment
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2.2 Prepare Bid Response — Upload Supporting Documents

To upload supporting documentation to your bid, click on the “View/Add General Comment and Attachments”
at the “Event Details” page.

Event Details
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2.2 Prepare Bid Response — Upload Supporting Documents

Click on “Upload” and then click on “Browse” to locate and select the file you want to upload from your computer.
Once you have selected the file, click on “Upload” again.
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2.2 Prepare Bid Response — Upload Supporting Documents
To upload a new file, click on “Add New Attachment” and then “Browse” to locate and select the file you want to
upload. Once you have selected the file, click on “Upload” again.
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2.2 Prepare Bid Response — Upload

5 Tip for uploading Fil
Supporting Documents {Tipfor loacing Fies

« File name can only contain 60 characters.

Itis important to ensure that the Attachment Description and the File names are in o R "ﬂl"‘: and de“":‘:“" ‘3"'“0‘ m"':ﬂ‘”
7 i : specil charactersand eters from other
the correct format. Please read the tips for further information. et e shoutd ol ot ere rom

the English alphabet.

« Ifyou are uploading a large number of fles
(ex. 15 or more), please zip the files into a 21P
folder and upload the folder instead of each
file individually. You can upload several ZIP.
folders, but f you do this, please note that
the total size of each ZIP folder uploaded
cannot exceed SOM.

« Please read the solicitation documents of the.
event carefully to ensure that you are
‘meeting the event requirements for
document submission. There may be
restrictions on the size and format of the
uploaded files.
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2.3 Submit Bid — Check Responses

Once you have completed your bid responses, uploaded all supporting documents, and are ready to submit your bid,
click on “Validate Entries” to check that you have responded correctly to bid factors and bid on all items as required.
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Once your bid is complete and your responses have been validated, click on “Submit Bid” to post it in the system.
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2.2 Participate in Tender — Accept Invitation to Subscribe

Click on the “Accept invitation” to receive automatic notifications whenever the tender is modified.

CE—
emeereihy Evont Dot
. - e To subscribe and further participate in
2 Tender, you must Registr first
Evemomahpe:  SelEwm  REx
e e I\ IMPORTANT
R Please note thatyour account willbe
[ -~ herhemes tinttinn sl automatically deactivated after 3
e months ofnactiy I tis happens,
please contact the procurement focl
point of the event or support. o
cnsire your aczount emalns active,
L logih t your account afew times
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