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1. Vendor Submission cycle  

Bid Invitation and Pre-qualification Process:   

Business Case:  

 SWPC starts sending invitations to the vendors registered, attached with a questionnaire that needs 

to be answered, and bidding guidance items required to be uploaded by these vendors. There will be 

prequalification based on the bidding guidance item, and only the qualified vendors will be ready to 

go for the technical and financial evaluation process. This phase ends with the evaluation of their 

replies and the filtration of vendors; then, qualified vendors proceed with the technical and financial 

evaluations   

Path: Vendor Collaboration=> Workspace =>Vendor Bidding  

  

  

 

  

 

 

 



click new bid invitation to start submitting a response to the received bid. 

This opens the bid form where the vendor can review details, add prices, and attach required 

documents before submission. 

 

 

 
 

Bid attachment 

Then we should upload an attachment from bid attachment 

 

 

 



 

 

 

 

 

 

In General  

There is a field called Submission End Date. 

This date represents the deadline for bid submission. 

Vendors must submit their bids before this date, as submission will no longer be allowed after it. 

 

 

 

 

 

 



 

 

 

Bidding Guidance – Items (Vendor Portal) 

This section provides the vendor with specific instructions and requirements related to the bid items. 

 

 

 

Questionnaire (Vendor Portal) 

Vendors must complete the Questionnaire section as part of their bid response. 

 

 

Tip: Ensure all questions are answered before submitting — incomplete questionnaires may affect 

evaluation results. 



 

 

Delivery and Payment Terms (Vendor Portal) 

In this section, the vendor specifies the proposed delivery schedule, delivery location, and payment 

terms for the bid and reply expiration date optional for the vendor. 

These details define how and when goods or services will be delivered and the conditions of payment. 

   

  

Bid Lines (Vendor Portal) 

In the Lines section, the vendor enters their unit prices, quantities, and any additional details for each 

item included in the bid. 

Vendors should review all item details carefully and fill in prices for every line before submitting the 

bid to ensure their offer is complete. 

 

 



Line Details (Vendor Portal) 

The Line Details section provides additional information for each bid item. 

Vendors can review  

Quantity, discounts and unit price 

   Delivery date and Warehouse 

   Requested receipt date: 

  Specifies the date by which the buyer expects to receive the goods or services. 

 Vendors should align their proposed delivery schedule with this date to meet bid requirements. 

    

 

 

Vendors can ask questions from questions and answers 



 

 

 

  Submitting the Bid 
  To submit the bid, the vendor needs to go to the Vendor Bidding view and click on Bids in Progress. 

 



   Can the Vendor Click on submit to submit the bid  

 

  


