Manage Documentation — Mass Download P
Supplier Portal - Quick Reference Sheet

Overview

This Quick Reference Sheet (QRS) demonstrates how to mass download bid invitation documents. This
functionality is suitable when there are a number of documents to be downloaded from the bid
invitation, or the documents are large.

Things You Need To Know
Mass download documents directly to a WinZip file from the actual Bid Invitation.

Users will be required to register for the Bid Invitation in the Bid / Tenders transaction prior to being
able to use the mass download functionality.

Ensure that Java is working on your computer http://www.java.com/en/download/testjava.jsp.

Features Covered
° Mass Download to a ZIP File from Bid Invitation

e Manage DocumentationMass Download to a ZIP File from Bid InvitationMass Download to a ZIP
File from Bid Invitation

Mass Download to a ZIP File from Bid Invitation

Mass download documents directly to a WinZip file from the Bid Invitation.

In the actual Bid Invitation: View Bidtems /< View Bid Dosuments | View B atrbutes
) ) . . _ Click the Button to mass download all documents in a Zip folder
1. In Step 3 View, click View Bid — e
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3. In the WinZip screen click Save As.

Map to the location where to save 8 o
the le Flle. Actions - I _,:, "
. s L v - \ i{ 5
5. Click Save. A e
~ B2 st message.
A sosurmse - e
02w __Swv | Kl
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Access to mass download functionality of documents is also available from the Manage Documentation
transaction in the Supplier Portal.

1. From the Supplier Transactions

Bids / Tenders

menu click Manage Claim for Payment
- Supplier Profile
Documentation. OSH Performance Statistics

Insurance Certificates

Bank Security

Variation Orders
Variation Claim
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2. Select Competitive Scenarios.
Depending on the status of the bid
invitation, find the bid collaboration
under Manager or Supplier tabs.

3. Click on the bid collaboration
number to access the folder
structure.

Functions

6% Competitive Scenarios

Bl Collaborative Scenarios
) Standaras

3 Received Notifications
3 Sent Notifications

P> status Management

B search

¥ User Groups

(3 sbout cFolders

My Collaborations BRUCE SHAW Hetp

Select a collaboration from the list for display or processing.
Tais Fiter: off

‘ Title: Number of Callaborations: 0

Name
Empty

Created by Created onv

Home
Functions

il Competitive Scenarios
il Collaborative Scenarios

Note: Depending on the status of the
bid invitation, find the bid collaboration
under the Manager or Supplier tabs.
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4. Click on the [ to expand the folder
structure.

5. Click Bid Information &
Documents folder to view the bid
documents.

6. Click Mass Download.

Help Logout

My Collaborations JANET MULLIGAN Help

Display all my collaborations with my role as:

Supplier
Select a collaboration from the list for display or processing.

Title: Number of Collaberations: 1 Copy as Bookmark  All None.
Names [Status [created by~ [Created on
| Collaboration Bid Invitatn 7000005529 Jin Progress |M |us 05.2011
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fificollaboration Eid Invitatn 70000..

& Public Area v

B33 Bid Invitation

Ip Logout

Folder Bid Invitation =

Current Path: Collaboration Bid Invi... > Public Area > Bid Invitation

Folder

Name [ Bid Invitation ]
Subscribe

Authorization [ Read ]
ifications| Additional Functions  Cancel

Title: Folder Contents

Bookmark| All| None|

Thumbnail |Names Current Version |Changedon |
O Clgid Information & Documents 05.05.2011 11:56:11
O ‘Dam Response | RFCCPP 05.05.2011 11:56:11
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Search Favorites  Seftings Help Logout
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Current Path: Collaboration Bid Invi... > Public Area > Bid Invitation

& public area v [Folder
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|@ Bid Information & Documents | Subseribe ]
| Bid Response Authorization [ Read

Notifications| Additional Functions 4 Cancel|
Title: Folder Contents.

\Copy| Copy as Bookmark| All| None|

Thumbnail Namea Status |Changed by |Changed on

i Current Version
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<0 Bid Invitation
‘3 Bid Information & Documents
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Search Favorites  Settings Help Logout

Folder Bid information & Documents e

Current Path: Collaboration Bid Invi... > Public Area > Bid Invitation > Bid Information & Docu...

Folder
Name | Bid Information & Dacuments ]
Subscribe
Authorization [Read ]
S| s | R o e
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Title: Folder Contents Copy| Copy as Bookmark| All| None ‘

Status|Changed by Changed on
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Volume 1 Part A
—Conditions of
Bidding.doc
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7. Select each of the documents to be — Tmn Siep (5 e

; X ST , _ -
d OW n I Oa d ed u SI n g a tl Ck a S th e 88614 Invitatn 7000005529 Displa Mass Download from Folder Bid Information & Decuments
. . HIC iatn LA BSDA Navigation:  Folder Overview
indicator on the left. $icolaboration id Invitatn 70000.. Current Path: Collsboration £id Invi... > Public Area > Eid Invitation > Bid Information & Docu.. > Mass Download from
i . Folder
8 . CI |Ck COI'ItI nue. <0 Bid Invitation Here, select the files that you want to download locally and then choose Next.

& Bid Information & Documents

. 1 i i [ Bid Response
Note: Latest java software is required I s E—— | =TT
to view your folder structure and select Name FileHame s
y

. @1 a) 7000005529 - GRAVITY |1 B) 7000005529 - GRAVITY SEWERS DAWESVILLE 2B - Volume 1 Part A - 198,656

the dOWnload locatlon, You may need EWERS DAWESY Conditions of Bidding.doc 8
. . . IEW b) 7000005529 - GRAVITY |1 h) 7000005529 - GRAVITY SEWERS DAWESVILLE 2B - Volume 1 Part B - Bid 864,768

to check with your IT specialists. SEWERS DAMESYI Schedies. doc :
@1 c) 7000005529 - GRAVITY |1 E) 7000005529 - GRAVITY SEWERS DAWESVILLE 2B - Volume 1 Part C - 116,416

EWERS DAWESVI Special Cond of Contract Annex to the Spec & Annex Part A.D0C 7
IEZ a) 7000005529 - GRAVITY 2 a) 7000005529 - GRAVITY SEWERS DAWESVILLE 2B - Volume 2 - Cover - 73,218

SEWERS DAWESVI Infill Sewewrage Specification & Appendices - Ed5 Reva.doc e

Iﬁi:ﬂ:’g;ggg:;’”:;:‘gg 2 b) Infill Sewerage Specification & Appendices - Eds Rev0.pdf 1,201,904
IES a) 7000005529 - GRAVITY |3 a) 7000005529 - GRAVITY SEWERS DAWESVILLE 2B - Volume 3 - Cover - 51.712
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Iﬁiﬁj?ﬁ:‘z?iﬁfﬁs 3 h) GRAVITY SEWERS DAWESVILLE 2B - Geotechnical Investigation. pdf 9,948,843

9. Choose the directory that the Select Target Directory for Download
documents are to be saved to. Drive

10. Click Continue. Bcﬁgmaqde.sin = Name i GriBe
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11. During the download process the
system will show the progress
information.

12. Once the mass download has been W
completed, Logout from the
Manage Documentation transaction
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