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Expand and collapse all  .................................................................................................................80  

 

Start working on a proc urement project  
There  are three ways to start working  with a project:  
¶ Creating a new project  

¶ Opening a recently used project listed in the ½Recent Procurement Project ¾ list  
¶ Opening an existing project not listed in the  ½Recent Procurement Project ¾ list  

 
Create new procurement projec t  
5H>?L ½/J?H L?=?HN¾ CH NB?start G?HO¬ =FC=E NB? <ONNIH ½.?Q0LI=OL?G?HN¾ FI=;N?> ;N 
the  bottom right of the window. This will open the File Explorer.  

 
Choose where to save your file and then name your file. #FC=E ½3;P?¾­ 
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You have now created a ProTendering file on your computer and the project opens.  

 
You can now fill in the following fields of your choosing:  
¶ Project name  

o This field is mandatory and will be visible in the tender form.  
¶ Project number  

o This field  is optional and will not be visible in the tender form.  
¶ Project members  

o This field is optional and wil l not be visible in the tender form.  
¶ Answer date  

o This field is optional  and will be visible in the tender form.  
¶ Currency  

o This field is optional but will be visible in the tender form.  
¶ Purchaser profile  

o These fields are optional and will be visible in the tender form.  
¶ Additional Information  

o This field is optional and will not be visible in the tender form.  
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Do not forget to click ½!pply¾ to save your entries!  
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Open a recently  used procurement project  
)H ½/J?H 2?=?HN¾ CH NB?start menu, click on your desired project in the ½2ecent 
JLI=OL?G?HN JLID?=N¾ FCMN ;H> NB? JLID?=N QCFF IJ?H­ 

 
 
Open an existing procurement project not listed in the recent project list  
)H ½/J?H 2?=?HN¾ CH NB? F?@N-B;H> G?HO¬ =FC=E NB? <ONNIH ½/J?H @LIG &IF>?L¾ FI=;N?> CH
the bottom right corner  of the window.  
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This will open the File Explorer. Bro wse to your ProTendering project file (.pt) and select 
½/J?H¾­ 

 
 

Setting up d ocuments and price lis t s 
The next step is to set up the <;MCM @IL SIOL N?H>?L @ILG­ 5H>?L NB? G;CH N;< ½$I=OG?HNM
ç 0LC=? ,CMNM¾ SIO CGJILN ;H> =L?;N? NB? JLC=? FCMNM ;H> >?G;H> >I=OG?HNM NB;N ;L?
going to be used in the procurement. ProTendering supports imports of demand 
documen ts in the formats .docx, .doc and .pdf and price lists in the format .xlxs.  
 
Import demand document  
On the top half  of the screen cFC=E ½)GJILN $?G;H> $I=OG?HN¾­ 4BCM QCFF IJ?Hthe File 
Explorer.  

 
  



  Manual v 0.3.0 
2021-11-17 

 
 

 

 
 

10 av 81 
10 of 81 

ProTendering TM is a trademark owned by Procurement Systems of Sweden AB  

,I=;N? SIOL @CF? ;H> JL?MM ½/J?H¾­ Allowed formats are .docx , .doc and .pdf . 

 
9IO B;P? HIQ CGJILN?> NB? @CF? ;H> ;FF M?HN?H=?M NB;N CH=FO>? NB? QIL>M ½MB;FF¾ ;H>
½MBIOF>¾, with applicable synonyms , have been sorted  into either the shall or should 
demand type for further handling .  
 
Should demands have four levels of importance:  
¶ Critical  

¶ Very important, this is the default level all imported demands are set to  
¶ Important  
¶ Less important
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Create demand document  
On the top half  of the screen cFC=E ½#L?;N? $?G;H> $I=OG?HN¾­ 

 
In the dialog window, name your >?G;H> >I=OG?HN ;H> JL?MM ½Add¾­ 

 
You have now created a demand document and can add demand chapters  and demands 
manually , in order to create a  full  demand document .
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Add demand chapter  
Note that you need to have a demand document to add demand chapters. Right -click  on 
NB? >?G;H> >I=OG?HN SIO Q;HN NI ;>> ; =B;JN?L NI ;H> =FC=E ½!>> #B;JN?L¾­ 

 
)H NB? >C;FIA QCH>IQ¬ H;G? SIOL =B;JN?L ;H> JL?MM ½3;P?¾­ 

 
 

You have now created a demand chapt er. Note: you can add sub -chapters by right -
=FC=ECHA IH ; =B;JN?L ;H> =FC=E ½!>> =B;JN?L¾­ 
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Rename demand document or demand chapter  
Double -click or right -=FC=E ;H> =FC=E ½2?H;G?¾ IH NB? >I=OG?HN IL =B;JN?L SIO Q;HN NI
rename. 

 
In the pop -up change NB? H;G? ;H> =FC=E ½3;P?¾. 
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Delete demand document or demand chapter  
Double -click or right -=FC=E ;H> =FC=E ½$?F?N?¾ IH NB? >I=OG?HN IL =B;JN?L SIO Q;HN NI
delete.  

 
In the pop -OJ =FC=E ¾9?M¾­ 
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Add demand  
Note that you need to have a demand document  to add a demand . Right -click  on the 
demand document or the demand chapter SIO Q;HN NI ;>> ; >?G;H> NI ;H> =FC=E ½!>> 
demand¾­ 

 
A dialog window with open and you can now fill in the following information:  
¶ Demand statement  

o The actual demand  
¶ Description  

o  
¶ Attachment from supplier  
¶ Attachments  
¶ Paragraph  
¶ Comment from supplier  

 
You will be  also asked to select importance level:  
¶ Shall demand  
¶ Should demand, critical  
¶ Should demand, very important  
¶ Should demand, important  
¶ Should demand, less important  

 
Only ½$?G;H> 3N;N?G?HN¾ ;H> ½)GJILN;H=? ,?P?F¾ ;L? G;H>;NILS¬ NB? L?MN I@ NB? @C?F>M
are optional.  
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7B?H SIO ;L? >IH?¬ JL?MM ½!>>¾­ )@ SIO Q;HN NI ;>> ;HINB?L >?G;H>¬ SIO =;H =FC=E ½!>>
ç .?Q¾­ 4BCM QCFF ;>> NB? >?G;H> ;H> IJ?H ; H?Q ½!>> $?G;H>¾ QCH>IQ­ 
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Edit demand  
Double -click or right -click on the demand you want to edit  and cBIIM? ½%>CN¾­ 

 
A dialog window will open and you can now edit your demand.   When you are done, press 
½3;P?¾­If you want more information about this QCH>IQ¬ FIIE ;N NB? M?=NCIH ½!>>
>?G;H>¾­  By clicking "Save & Next" you will automatically open the next demand for 
editing.  
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Create and import policy & regulatory document  (P&R)  
Policy and regulatory documents are treated the same way as demand documen ts. Shall 
and should demands are handled the same way but are available as a separate class of 
documents in order to make the RFQ clearer. Policy and regulatory documents can be 
used for regulations on the tender process, environmental standards, security standards, 
contracts, and alike. For more information, look at the sections for regular demand 
documents.  
 
On the top half I@ NB? M=L??H =FC=E ?CNB?L ½#L?;N? 0IFC=Sand 2?AOF;NILS $I=OG?HN¾ IL
½)GJILN 0IFC=Sand 2?AOF;NILS $I=OG?HN¾­  
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Create functional  demand document   
Functional demands are a type of demands that the supplier cannot  self -score  on. The 
supplier will be asked for information or other facts to be evaluated. They have to  be 
evaluated by the purchaser who give s each supplier a score point from 0 to 5 depending 
on performance.  
 
On the top half I@ NB? M=L??H =FC=E ½#L?;N? &OH=NCIH;F $?G;H> $I=OG?HN¾­ 

 
In the dialog window name your demand document and click άAddέΦ 

 
You can now add functional demands.  
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Rename func tional  demand document  
Double -click or right -=FC=E ;H> =FC=E ½2?H;G?¾ IH NB? @OH=NCIH;F >I=OG?HN SIO Q;HN NI
rename. 

 
In the pop -up =B;HA? NB? H;G? ;H> =FC=E ½3;P?¾ 

 
  



  Manual v 0.3.0 
2021-11-17 

 
 

 

 
 

21 av 81 
21 of 81 

ProTendering TM is a trademark owned by Procurement Systems of Sweden AB  

Delete functional demand document  
Double -click or right -=FC=E ;H> =FC=E ½$?F?N?¾ IH NB? @OH=NCIH;F >I=OG?HN SIO Q;HN NI
rename. 

 
In the pop -OJ =FC=E ½9?M¾­ 
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Add functional demand   
Note that you need to have a functional demand document. Right -click  on the document 
SIO Q;HN NI ;>> ; >?G;H> NI ;H> =FC=E ½!>> Functional Demand ¾­ 

 
A dialog window will open and you can now fill in the following information: 
¶ Demand statement  
¶ Detailed description  (optional)  
¶ Attachments  (optional)  
¶ Comment instruction  (optional)  
¶ Attachment instruction  (optional)  
¶ Evaluation method  
¶ Requirements for 5 points  (use standard or own  definition)  

¶ Requirements for 4 points  (use standard or own definition)  
¶ Requirements for 3 points  (use standard or own definition)  
¶ Requirements for 2 points  (use standard or own definition)  
¶ Requirements for 1 point  (use standard or own definition)  
¶ Requirements for 0 points  (use standard or own definition)  
¶ Assign responsible  (optional information about responsible person on purchaser 

side for evaluation of demand)  
 
You will be asked to select importance level:  
¶ Very important  
¶ Less important  

 
When you are done, click ½Add¾ ;H> NB?functional demand will be added to your 
functional demand document.  
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Edit functional demand   
Right -click on the demand you want to edit. A menu will appear. 
#BIIM? ½%>CN¾­ 

 
A dialog window will open and you can now edit your demand.  
)@ SIO Q;HN GIL? CH@ILG;NCIH ;<ION NBCM QCH>IQ¬ FIIE ;N ½!>> @OH=NCIH;F >?G;H>¾. 
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Export price list template   
To import a price list it has to be imported using the price list template provided in the 
software.  
 
On the top half of the screen cFC=E ½%RJILN 0LC=? ,CMN 4?GJF;N?¾. 

 
This will open the File Explorer. Pick the location you want to save the file in, name it and 
save. The program will now create an excel -file with a template and a pop-up will appear.  
 
¶ 4I IJ?H NB? @CF? =FC=E ¾/J?H¾­ 

¶ 4I IJ?H NB? @IF>?L QB?L? NB? @CF? CM FI=;N?> =FC=E ¾3BIQ CH &IF>?L¾­ 
¶ 4I =IHNCHO? QILECHA CH 0LI4?H>?LCHA JL?MM ½#FIM?¾. 
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Import price list   
Note that you need to import the price list with the price list template ­ 3?? ½%RJILN JLC=?
FCMN N?GJF;N?¾ @IL GIL? CH@ILG;NCIH­ 
 
On the top half I@ NB? M=L??H #FC=E ½)GJILN 0LC=? ,CMN¾. This will open the File Explorer. 
,I=;N? SIOL @CF? ;H> JL?MM ½/J?H¾­

 
You have now imported your price list.  
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Create price list   
On the top half  I@ NB? M=L??H #FC=E ½#L?;N? 0LC=? ,CMN¾­ 

 
)H NB? >C;FIA QCH>IQ H;G? SIOL JLC=? FCMN ;H> JL?MM ½Add¾­ 

 
9IO B;P? HIQ =L?;N?> ; JLC=? FCMN ;H> =;H HIQ ;>> JLC=? =IGJIH?HNM¬ M?? ½!>> JLC=?
=IGJIH?HN¾­
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Rename price list  
To rename a price list double -click or right -click on the price list  ;H> =FC=E ½2?H;G?¾­ 

 
In the pop -up change the name and click ½3;P?¾­ 
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Delete price list  
To delete a price list right -=FC=E IH NB? JLC=? FCMN ;H> =FC=E ½$?F?N?¾­ 

 
In the pop -OJ =FC=E ½9?M¾­ 
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Add price component   
Note that you need to have a price list. Right -click  on the price list you want to add an 
CN?G NI ;H> =FC=E ½!>> Price Component ¾­ 

 
A dialog window will open and you can now fill in the following information:  
¶ Article/Service Number  (Optional)  

¶ Description  (Mandatory)  
¶ Vendor Material Number  (Optional)  

¶ Target  Share of Total Business  (Conditionally o ptional)  

¶ Target Quantity  (Conditionally o ptional)  

¶ Ordering Price Unit  (Optional)  

¶ Net Price  (to be filled in by supplier)  
¶ Quantity Conversion  (Optional)  

¶ Ordering Unit  (Optional)  

¶ Production Unit  (Optional)  

¶ Warehouse  (Optional)  

¶ Planned Delivery  Time  (Optional)  

¶ Target Price  (Optional)  

¶ Text  (Optional)  

¶ Line Item Text  (Optional)  

 
Note that either Target Share of Total business or Target Quantity has to be filled in.   
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7B?H SIO ;L? >IH?¬ JL?MM ½Add¾ and the component has been added to the price list.  

 
Note that only the following information will be visible for the supplier:  
¶ Article/Service Number  

¶ Description  
¶ Vendor Material Number  (optional for  the  supplier to fill in)  
¶ Ordering Price Unit  
¶ Net Price  (to be filled in by supplier)  

¶ Planned Delivery Time  (optional for the supplier to fill in)  
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Edit price componen t  
Double -click or right -=FC=E IH NB? CN?G SIO Q;HN NI ?>CN ;H> =BIIM? ½%>CN¾­ 

 
A dialog window will open  and you can now edit your price component .   
7B?H SIO ;L? >IH?¬ JL?MM ½3;P?¾­ 

 
)@ SIO Q;HN GIL? CH@ILG;NCIH ;<ION NBCM QCH>IQ¬ FIIE ;N NB? M?=NCIH ½!>> JLC=?
=IGJIH?HN¾­ 
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Delete demand or price component  
Mark the item or demand you want to delete and either right -=FC=E ;H> =BIIM? ½$?F?N?¾
or press the delete button on your keyboard.  For price lists you also have the option of 
multi -selecting items and deleting them at the same time.  

 
! =IH@CLG;NCIH QCH>IQ QCFF ;JJ?;L¬ =FC=E ½Yes¾­ 
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Export price list or functional demand document  
Right -click the price list or functional demand document you want to export and click 
½%RJILN¾­ 
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This will open the File Explorer. Pick the location you want to save the file in, name it and 
save. 
 
The program will now create an excel -file and a pop -up will appear.  
¶ 4I IJ?H NB? @CF? =FC=E ¾/J?H 2?MOFN &ILG¾­ 

¶ 4I IJ?H NB? @IF>?L QB?L? NB? @CF? CM FI=;N?> =FC=E ¾3BIQ CH &IF>?L¾­ 
¶ 4I =IHNCHO? QILECHA CH 0LI4?H>?LCHA JL?MM ½#FIM?¾­ 
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Summary and RFQ   
Summary Table  for Demands and Price Lists  
The summary shows the name of all your imported and created documents and price 
lists , along with their type a nd the date when you added them .  For documents with 
demands it will show you the number of shall and should dem ands you have in the 
document and for price lists  it will show you how many different articles you have.  
 
When opening the tab for the first time it will not show the weight. Go to the file menu 
and click ½3OGG;LCT?¾ ;H> NB? Q?CABNM QCFF <? =;F=OF;N?>

 
Change weight s on types  
The program assigns default weights to you r documents . Price lists have a combined 
default weight of 50 %, demands 30  % and functional demands 20 %. Note that shall 
demands  are disregarded when calculating the weight since shall demand are 
disqualifier s and not relevant for weighting . 
 
To change  the default weights, edit the top three corresponding fields to the we ight you 
want.   You can use decimals but make sure to use a period (.) and not a comma (,) as the 
divider.  
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Note that you need to make sure the three fields add up to 100 before you press re -
calculate.   
 
However , it is okay if it only rounds up to 100,  for example if you would like the weight to 
be divided equally between the three types.  

 
4I OM? NB? H?Q >CMNLC<ONCIH¬ =FC=E ½#;F=OF;N? Q?CABNM¾ NI L?-calculate the other 
documents/price lists and the remaining share for the document type will be shared 
according to the same principles as before.  
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Change weight on specific document or price list  
The program assigns default weights to you r documents and price lists .  
¶ Demand documents are assigned a value corresponding to their share of all 

should  demands.    
¶ Functional demand documents are given a share correspond ing to their share of 

all functional demand documents.  

¶  For price lists the weight assigned is equally divided amongst all  price lists.  

 
To edit the weight  double -click or  right -click the document/price list  ;H> JL?MM ½%>CN
7?CABN¾­ 

 
In the pop -up write your new weight  ;H> =FC=E ½3;P? ,I=E?> 7?CABN¾. 
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This weight will now be locked and not change when you re -calculate how the weight 
should be distributed among the other documents and price lists.  
 
To use the new distribution, click  ½Calculate weights ¾ NI L?-calculate the other 
documents/price lists  and the remaining share for the document type will be shared 
according to the same principles as before.  
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Unlocking the weight on document or price list  
If you have assigned a custom weight to a price list or document but now instead want it 
to be distributed equally you need to unlock the weight again.  
 
To edit the weight right -=FC=E NB? >I=OG?HNØJLC=? FCMN ;H> JL?MM ½%>CN 7?CABN¾­

 
In the pop -up write clC=E ½5HFI=E 7?CABN¾­ 

 
PL?MM ½2?-=;F=OF;N?¾ ;H> NB? >I=OG?HN IL JLC=? FCMN QCFF AI <;=E NI <?CHA ?KO;FFS Q?CAB?> 
with the others.  
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Export RFQ /Tender form  
The exported tender form is an excel file for the suppliers to fill in.   
 
Click on the button ½'?H?L;N?Tender &ILG¾­

 
This will open the File Explorer. Pick the location you want to save the file in, name it and 
save. The program will now create an excel-file with your  tender form  and a pop-up will 
appear.  
¶ 4I IJ?H NB? @CF? =FC=E ¾/J?H¾­ 

¶ 4I IJ?H NB? @IF>?L QB?L? NB? @CF? CM FI=;N?> =FC=E ¾3BIQ CH &IF>?L¾­ 
¶ 4I =IHNCHO? QILECHA CH 0LI4?H>?LCHA JL?MM ½#FIM?¾­ 
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Using the Tender Form  
Exporting the tender form creates an excel for the suppliers to fill in.   The Tender form 
can be made  available to the suppliers as an attachment in any digital procurement 
system, as a download on any web page, as an attachment in an e -mail or any other 
digital communication way. When the supplier has answered by filling in  the  information 
in the tender form, it can be import ed back into ProTendering  and the tender will 
automatically be interpreted.   
 
The file is protected so the supplier can only fill in the correct fields. If the file is unlocked 
and fields other than input fields are edited , ProTendering will not allow you to import the 
file. 
 
Company information  
The first sheet show s the contact inf ormation  you added into the project profile,  along 
with fields for the suppl ier to fil in their company and contact information.  
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For each document and price list  created in ProTendering there will be a corresponding 
sheet in the Tender form .  

 
Note that it is important that all mand atory fields in all of the sheets are filled in  by the 
supplier . In the demand sheets  mandatory fields are highlighted in yellow.  
 
Demand document tab  
The demand documents and policy and regulatory documents  display information about 
the demand , and three fields per demand for the supplier to fill in.  
¶ The first  of the three  field s is a response field where the supplier states  their 

compliance to the demand.  For shall demands the ir response is either ½&ully¾ or 
½None¾. For should demands the response alternatives are ½Fully¾, ½Mainly¾, 
½Partly¾, or ½None¾. 

¶ The next field is a field where the  supplier can leave a comment. If you wrote an 
instruction or question in ProTendering it will show up next to the comment field.  

¶ If you ticked that a comment is mandatory on the demand , the field  will be 
highlighted yellow.  

¶ The last field is  available in the case the supplier will send an attachment 
connected to the demand . In that case the supplier writes the name (s) of the 
attachment(s) here.  

¶ If you wrote a request for an attachme nt in ProTendering it will show up next to 
the attachment field.  

¶ If you ticked that attachments are mandatory to respond with on the demand the 
field will be highlighted yellow.  
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Functional demand document tab  
The functional demand sheets are very similar t o the other demand sheets , but they will 
also display your evaluation method.  

 
!HINB?L >C@@?L?H=? CM NB;N NB? MOJJFC?L =;H»N @CFF CH NB?CL =IGJFC;H=? MI IHFS NB? @C?F>M @IL
comments and attachments will be available.  

 
Price list tab  
The price list sheet displays a minimized version of the price list you filled in in 
ProTendering  where the supplier can fill in their own article number (vendor material 
number) along with their price and delivery time.  
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Import Tender   
In this tab you import the answers the suppliers gave in the tender form . It is important 
NB;N SIO G;E? HI =B;HA?M NI SIOL >I=OG?HNM ;H> JLC=? FCMNM ;@N?L SIO»P? M?HN ION SIOL
tender form since you are only able to import the answers if the import match es the 
current tender form.  
 
In the tab you also have a table where you can see the companies that have been 
imported . The table shows the  company  name, what version you are on, when  it was 
added and the name of the tender file.   You can also select what comp anies to use in the 
evaluation  here. 
 
Import Tender  from New Supplier  
Note that this can only be used when you import a tender f rom a new supplier.  
 
Click on ½)GJILN 4?H>?L @LIG .?Q 3OJJFC?L¾. This will open the File Explorer  where you 
M?F?=N NB? N?H>?L @ILG SIO Q;HN NI CGJILN ;H> JL?MM ½/J?H¾­ 

 
Imported tenders are added to the table and assigned the company name  that was given 
in the tender form . 

 
The  answers can be viewed under the main t ;< ½4?H>?L %P;FO;NCIH¾­ 
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Import  New  Tender  Version  
Note that t his is used only  for companies you have already imported the ½Bid¾ version 
for.  It is also important that the company name, and the VAT nr, DUNS nr and/or the Reg 
nr are the same  as in previously imported versions.  
 
There are two ways to import a new version:  
¶ Through the detailed company  information  view  

¶ By right -clickin g 

 
To import through the company information view, click on the desired company and the 
detailed company information will be visible  on the right . 
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UH>?L ½6?LMCIHM¾ =FC=E ½)GJILN .?Q 6?LMCIH¾. This will open the File Explorer. Select the 
@CF? SIO Q;HN NI CGJILN ;H> JL?MM ½/J?H¾. 

  
The other way to import is to right -click on the desired company  in the table  and choose 
½)GJILN .?Q 6?LMCIH¾­This will open the File Explorer. Select the file you want to import 
;H> JL?MM ½/J?H¾. 

 
Your new version has now been imported and will be used in the evaluation model, as the 
latest version is the one that is used  in the model.  
 
In this version imported tenders cannot  be deleted¬ CHMN?;> OM? ½5M? CH %P;FO;NCIH¾ NI
unselect the tender.  
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View imported company information  
In the list c lick  on the supplier you want to view.  

 
A detailed view of the company information will now be visible on the right side of the 
window.  

 
Along with the company information you can also see all your imported versions from 
the supplier , import a new version  of your tender , and choose if the supplier should be 
used in the evaluation.
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Edit company information  
In this version you need to edit the information in the tender form . In later versions of 
ProTendering you will do this in the interface.  
 
First SIO H??> NI ?RJILN ; H?Q P?LMCIH¬ M?? ½%RJILNrevision¾­ 
 
Open your exported file and e dit the company information on the first sheet and save.  
Note that you =;H»N =B;HA? NB? =IGJ;HS H;G?¬ NB? 6!4 HL¬ $5.3 HL¬ IL NB? 2?A HL­ 
 
Now re -import the file  under the correct company . You can read how to do that under 
½)GJILN .?Q 4?H>?L 6?LMCIH¾­ 
 
Select companies for evaluation  
There are two  ways to select the suppliers  you want to use in the evaluation  
¶ In the  company  list use the green toggle in NB? ½5M? CH %P;FO;NCIH¾ column.  
¶ Having a company selected use the green toggle in the company information box.  

Default is that all companies are used in the evaluation model . 
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Tender Evaluation  
TB? ½4?H>?L %P;FO;NCIH¾ tab is for evaluating  the responses imported in the ½4?H>?L
)GJILN¾ tab. All imported supplier s marked to be used in the evaluation are visible and 
are used in the evaluation model.   
 
Select company  to evaluate  
First make sure all the suppliers you want to use in the evaluation are marked to be used 
in evaluation  CH NB? ½4?H>?L )GJILN¾ G;CH N;<­ 

 
The companies QCFF MBIQ OJ ;M <ONNIHM CH NB? G;CH N;< ½4?H>?L %P;FO;NCIH¾. Click on the  
button with the  name of the  supplier you want to evaluate.  Your documents and price 
lists  will now show the responses from that supplie r. 
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Evaluate demand  
Click on the arrow to expand the document you want to evaluate.  

 
Right -=FC=E ;H> =BIIM? ½%P;FO;N?¾ ILdouble -click  on the demand you want to evaluate.  
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This will open a n evaluation window.  This is the view used for  the  evaluation  of demands.  

 
At the top of the evaluation window are two buttons, and in between them t he name of 
the current supplier. The buttons are used to navigate between other suppliers' 
responses for that same demand, functional demand or price component without closing 
the evaluation window.  

 
Below is the demand statement, the importance level and the responsible .
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To see the rest of the information on the demand, click άaore About Demandέ.  
This displays: 
¶ Description  

¶ Att achments  

¶ Inst ruction for Comments  

¶ Inst ructions for Attachments  

 
Under ½3upplier¾ in the evaluation window, the latest response from the supplier  is 
always vis ible. 

 
5H>?L ½%P;FO;NCIH¾ in the evaluation window  you evaluat e by selecting how well the 
supplier complies with your demand.  
 
The options are the same as it was for the supplier;  
¶ Shall demands ha ve NB? IJNCIHM ½&OFFSCIGJFC;HN¾ ;H>½Non-compliant" . 
¶ Should demands ha ve the options ½&OFFSCIGJFC;HN¾¬ ½-;CHFS#IGJFC;HN¾¬ ½Partly 
#IGJFC;HN¾¬ ;H> ½.IH-=IGJFC;HN¾­ 

 
There is also a field to fill in feedback and/or a motivation for your choice of compliance.   
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To see your previous responses, ŎƭƛŎƪ άtǊŜǾƛƻǳǎ RŜǎǇƻƴǎŜǎέΦ 

 
Lastly is a field for you to use if you want to leave comments for you or the team but that 
are not to be shared with the supplier.  

 
At the bottom of the window are the buttons for saving or canceling  your changes.  
#FC=ECHA ½-;LE ;M $IH?¾ F?;P?M ; AL??H =B?=EG;LE ;N NB? NIJ I@ the  evaluation window 
and on the corresponding row in the table  to make it easier for you to get an overview.  

 
Here are also the buttons  ½0L?PCIOM $?G;H>¾ ;H> ½.?RN $?G;H>¾­ 4B?S =;H <? OM?> NI
jump between demands while staying on the same supplier without closing the 
evaluation window.
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Evaluate functional demands  
Click on the arrow to expand the document you want to evaluate.  

 
Right -=FC=E ;H> =BIIM? ½%P;FO;N?¾ ILdouble -click  on the functional demand you want to 
evaluate.  
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This will open an evaluation window. This is the view used for the evaluation of functional 
demands.  

 
At the top of the evaluation window are two buttons, and in between them the name of 
the current supp lier. The buttons are used to navigate between other suppliers' 
responses for that same demand, functional demand or price component without closing 
the evaluation window.  
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Below is the demand statement, the importance level and the responsible along wit h a 
=B?=EG;LE MBIQCHA C@ SIO»P? =B?=E?> I@@ NBCM >?G;H> @IL NBCM MOJJFC?L­ 

 
4I M?? NB? L?MN I@ NB? CH@ILG;NCIH IH NB? >?G;H>¬ =FC=E ½-IL? !<ION $?G;H>¾­ 
This displays:  
¶ Description  

¶ Attachments  

¶ Instruction for Comments  

¶ Instructions for Attachments  
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The differences between the evaluation window for demands and functional demands 
are the responses from the supplier and how the evaluation  is done. 
 
5H>?L ½3OJJFC?L¾ CH NB? ?P;FO;NCIH QCH>IQ¬ NB? F;N?MN L?MJIHM? @LIG NB? MOJJFC?L CM
always  visible , just as for the demands. The difference is that the supplier =;H»Ngive  an 
answer on  how the y comply since that is for you to evaluate,  so only comments and 
attachments from the supplier are visible here.  

 
Under ½%P;FO;NCIH¾ CH NB?evaluation window  the evaluation is not done by compliance 
but by giving a score from 0 -5.  
 
Above the score buttons is the evaluation method that was formulated during the setup 
of the tender . 
 
There is also a field to fill in feedback and/or a motivation for your choice of compliance.  

 
4I M?? NB? L?KOCL?G?HNM @IL ?;=B M=IL?¬ =FC=E ½3BIQ 2?KOCL?G?HNM¾. This shows the 
requirements for each score.   
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4I M?? SIOL JL?PCIOM L?MJIHM?M¬ =FC=E ½0L?PCIOM 2?MJIHM?M¾­ This shows your previous 
responses wi th both you r score for that version along with the feedback.  

 
Lastly is a field for you to use if you want to leave comments for you rself  or the team but 
that are not to be shared with the supplier.  

 
At the bottom of the window are the buttons for saving or canceling  your changes.  
#FC=ECHA ½-;LE ;M $IH?¾ F?;P?M ; AL??H =B?=EG;LE ;N NB? NIJ I@the evaluation window 
and on the corresponding row in the table to make it easier for you to get an overview.  

 
Here are also the buttons  ½0L?PCIOM $?G;H>¾ ;H> ½.?RN $?G;H>¾­ 4B?S =;H <? OM?> NI
navigate between demand s while staying on the same supplier without closing the 
evaluation window.
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Evaluate price list  component  
Click on the arrow to expand the price list you want to evaluate.  

 
Right -=FC=E ;H> =BIIM? ½%P;FO;N?¾ ILdouble -click  on the price list component you want 
to evaluate.  
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This will open an evaluation window. This is the view used for the evaluation of price 
components.  

 
At the top of the window are  buttons to jump between suppliers  along with  the name of 
the current supplier . 
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Fields that are always visible are:  
¶ Net pri ce 

¶ Ordering price unit  
¶ Target price  
¶ Target share of total business  
¶ Planned delivery time  

 
To see the rest of the fields , =FC=E ½-IL?¾­ 
 
This shows the fields:  
¶ Article number  

¶ Vendor material number  

¶ Warehouse  

¶ Responsible  

¶ Target quantity  

¶ Quantity conversion  

¶ Ordering unit  

¶ Production unit  

¶ Text  

¶ Line item text  
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Under the fields is a log showing feedback you previously sent to the supplier along with 
a field for you to write feedback on the current response.  

 
Lastly is a field for you to use if you want to leave comments for you or the team but that 
are not to be shared with the supplier.  
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At the bottom of the window are the buttons for saving or canceling  your changes.  
#FC=ECHA ½-;LE ;M $IH?¾ F?;P?M ; AL??H =B?=EG;LE ;N NB? NIJ I@the evaluation window 
and on the corresponding row in the table to make it easier for you to get an overview.  

 
Here are also the buttons  ¾0L?PCIOM )N?G¾ ;H> .?RN )N?G¾­ 4B?S =;H <? OM?> NI H;PCA;N?
between components while staying on the same supplier, without closing the evaluation 
window.  
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Navigati on in the evaluation window  
The tables in the main view can be used to jump between demands and pr ice 
components and the supplier buttons can be used to jump between suppliers.  

 
Another way to navigate is within the evaluation window . 
At the top of the evaluation window are t wo buttons , and in between th em the name of 
the current supplier . The buttons are used to view other suppliers'  responses for that 
same demand, functional demand or price component  without  closing the evaluation 
window.  

 
At the bottom  of the window are the buttons  ½0L?PCIOM $?G;H>¾Ø¾0L?PCIOMIN?G¾and 
½.?RN $?G;H>¾Ø.?RN )N?G¾. They can be used to navigate  between 
demands/components while staying on the same supplier without closing the evaluation 
window.  

 
  



  Manual v 0.3.0 
2021-11-17 

 
 

 

 
 

66 av 81 
66  of 81 

ProTendering TM is a trademark owned by Procurement Systems of Sweden AB  

Export revision  
)H NB? G;CH N;< ½4?H>?L %P;FO;NCIH¾ SIO =;H ?RJILN ; L?PCM?> N?H>?L @ILG CH=FO>CHA SIOL
comments, and with fields for the suppliers to fill in addit ions.  
7B?H SIO B;P? ?P;FO;N?> ; MOJJFC?L SIO =FC=E ½#L?;N? L?PCMCIH @ILG¹ NI =L?;N? ; L?PCM?>
tender form.  

 
This will open the File Explorer. Pick the location you want to save the file in, name it and 
save. The program will now create an excel -file with your tender form and a pop -up will 
appear.  
¶ 4I IJ?H NB? @CF? =FC=E ¾/J?H¾­ 

¶ 4I IJ?H NB? @IF>?L QB?L? NB? @CF? CM FI=;N?> =FC=E ¾3BIQ CH &IF>?L¾­ 
¶ 4I =IHNCHO? QILECHA CH 0LI4?H>?LCHA JL?MM ½#FIM?¾­ 
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Result Summary  
)H NB? G;CH N;< ½2?MOFN 3OGG;LS¾ SIO =;H M?? NB? L?MOFNM @LIG NB? ?P;FO;NCIH­ 
The results are divided into  four subtabs . 
 
The first  tab  is ½3OGG;LS¾ ;H> CNconsists of three graphs that display : 
¶ The total score for each supplier (see Supplier summary)  

¶ The total score for each supplier segmented for documents and price lists  

¶ The total score for each supplier divided on documents and price list  

 
The other tabs are:  
¶ Demands (see Demand summary)  

¶ Functional demands (see Functional demand summary)  

¶ Price lists (see Price list summary)  

 
  


