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1 SELECTING BIDDERS 

1. Select the Awaiting decision box 

2. Click the chosen procedure 

You can search for a procedure in the search box at the top of the window. 

 

3. Click SUBMISSIONS 

4. Click DECISION. The list of submissions is displayed for each lot and each supplier that has 

submitted a bid.  

There are two options for making decisions:  

- For each company and each lot: click the DECIDE button (5) 

- Or, filter by company (6) and/or by lot (7) and make a group decision (8) 
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9. When all the decisions have been made, click the SUMMARY tab then the Start bidding 

phase button 

 

Note: at this stage, if certain lots do not have a bidder, a warning message is displayed to indicate 

that the lots will be declared unsuccessful 

The procedure is then moved back to the box for procedures in preparation 

 

2 PUBLISHING THE BIDDING PHASE 

2.1 Configure the deadline and documents 

1- Click the In preparation box 
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2- Select the relevant procedure  

Note: you can search for a procedure using the search bar in the upper part of the application 

 

3- Click the Advanced options tab 

4- Click MODIFY 

 

5- Indicate the deadline for bid submissions 
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6- Click OK or press ENTER 

 

7- Drop the files into the file space 

 

or 

Click in the box and select the consultation documents 

8- Add other consultation documents 
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9- Click OK when all the documents have been added 

 

10- Confirm the suppliers selected for the bidding phase by clicking OK 

 

11- Click CLOSE in the procedure summary 
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2.2 Link the documents to lots 

If the procedure contains lots, you can link a document to a lot. Documents that are not linked to a 

lot will be common to all lots, and can be viewed by all candidates selected to respond. 

The documents linked to a lot will only be accessible to the candidates selected for that lot. 

To link documents to lots, proceed as follows:  

1- Click the Lots tab 

2- Click the Document management tab 

3- On each of the documents, click the logo for the link to the lot  

 

A document can only be linked to one single lot. 

 

4- Select the lot linked to the document 
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5- Click CONFIRM 

 

The lot selected for the document is displayed in green on the document line 

 

2.3 Invitations management 

You can check and, if necessary, correct the lots allocated to bidders by proceeding as follows:  

1- Click the Lots tab 

2- Click the Invitations management tab 

3- Click the logo for the link from the bidder to the lots  
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4- Select the lots to which the bidder is invited for the bidding phase 

5- Click CLOSE 

 

2.4 Publication  

When all the data has been entered, the lots configured and allocated to bidders, the procedure can 

be published for the bidders to submit their bid. 

 

2.5 Receipt of email by candidates 

Bidders receive an email with the invitation to take part. This email contains the following 

information:  

- Name of procedure  

- Deadline for submission of bids  

- The platform URL 
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- The lots to which the bidder is invited to respond 

 

Example of the email received by bidders 


