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Bid Creation

On the “Opportunity Board” initial screen, you will be able to submit your bid.

After visualizing the opportunity, click on the bid 
creation icon.

Bid Submission



Bid Creation

Click on the “items” tab to fill in the bid data.

Bid Submission



Note:
1) The price must be filled out according to the orientation in the “Price type” field;
2) The price is multiplied by the number in the “Qtd” (quantity) field.

Bid filling

Fill the “Price” field;

Bid Submission
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Bid filling

3. Click on the item number;

4. Click on “attributes” and fill out the 
mandatory fields (*) if applicable;

Bid Submission

Note: In Items option, in “Notes and Attachments” and “Attributes” tab, if you have to insert a comment,
special characters should not be used.



Comments and attachments inclusion on the proposal

6. Click on “Notes and attachments”;

5. Click on the “Header” tab;

Bid Submission

7. Click on “Comments” button to insert any 
comments to the buyer;

Note: At “Notes and Attachments” and “Attributes” tab, if you have to insert a comment, special
characters should not be used.



Comments and attachments inclusion on the proposal

8. Click on “Add Attachment”;

9. Search the saved file on your computer; select 
the file type ; insert a name to this document;

10. Click on “Ok”;

Bid Submission



Declarations

Click on “Show 
Declarations”

Bid Submission

Some opportunities have “Declarations” that the supplier must “Accept”.



Declarations

Bid Submission

When clicking in “Show”, the 
document will appear in the 
right corner of the screen.

Note: the “     ” indicates that the 
document acceptance is pending.

Click on "Agree" to accept the 
Declaration.



Submission of Proposal

Attention: After the proposal presentation deadline, recorded as draft proposals are
considered not submitted and will be discarded by the system.

Use the “Check” button to check if all the mandatory fields were filled in.

11. You can also save your proposal as a draft and 
come back to send it later;

12. After fill in all the opportunity, click on the 
“submit” button;

Bid Submission



Submission of Proposal

After clicking on the “Refresh” button, you will be able to download the “Bid Submission
Receipt”.

Make sure that your proposal has been sent until the oportunity deadline. Check the
“Bid submission receipt”!

It is also possible to issue the receipt through the magnifying glass icon on the
opportunity board.

Bid Submission

13. Click on the “Refresh” button.



Decline of Participation in an Entire Opportunity

Decline
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1. To decline the participation on a specific opportunity, use the following highlighted button.



Selecting justification for declining

2. The “reply” field is optional and can be used to add 
information on the justification;

1. Select the most adequate option;

3. After selecting the justification, click on “submit”.

Decline



Selecting justification for declining

4. Another option to decline is click on “Total Decline”.
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Selecting justification for declining

2. The “reply” field is optional and can be used to add 
information on the justification;

1. Select the most adequate option;

3. After selecting the justification, click on “submit”.

Decline



Opportunity search

1. Search the Event Number and click on the icon            in “Opportunities”, as shown: 
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Edit Proposal

NOTE: It is possible to change the proposal at any time since the "end date" has not been achieved.



Opportunity search

For Public Opportunities where you have already registered, you will not need to browse “My Participations” to edit them. The “Pencil”    icon that performs the 
editing is also available for these opportunities in the “Public Opportunities” tab.

Edit Proposal
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Price modification and / or attributes

1. If you want to modify your proposal, click on 
"Items";

2. Change the value of the 
"Price” field;

3. It is possible to change the
“Attributes”;

Edit Proposal



Attachments Modification and/or Comments

8. After making the changes in your proposal, you must click on the "Submit" button.
Click on “Refresh” then “Bid Submission Receipt” for a new receipt with the updated information.

7. To delete an inserted attachment, select the 
corresponding document and then click on the "Delete”

button;

4. Click on “Notes and attachments”;

5. In Purchaser Comments field you will be able
to insert or change comments;
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6. Clicking on the button “Add Attachment” you
will be able to insert the attachments;

Edit Proposal



Proposals View/ Reports

Proposals View and Reports

Note: On the Opportunity Board, on the column status, the message should be “Bid 
Submitted”. By clicking on the blue magnifying lens (show bid), it is possible to see what 
has been sent and print the Bid Submission Receipt with the information of price, taxes 
and the list of attachments. There is no opening proposals or disclosure report.

Click on the icon “show bid”.

You can select one of the search filters to search the opportunity to which 
the “End Date" has already been achieved.
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