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Auction registration 
 

1. Select the auction of your preference and press the View button:  

 

 

 

2. After pressing the button, the auction summary and the options to register and 
download documents will be displayed as shown in the image: 
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3. To register for the auction, press the Procurement Process Registration button: 
 

 

 

4. After pressing the button, a screen will open to enter your email and password, 
fill in both fields and then press the Login button. Continue to step 5.  
If you do not have an account created, please click on the Register Here link at 
the bottom of the screen, see instructions on page 15.  

Note: It is important to accept the Cookie Policy before entering the credentials. 
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5. After entering, you will have access to the registration that you must complete 
to participate in the auction. The register consists of two parts (see screens 
below):  
 

6. Individual Entity Information: In this section you must complete all the required 
fields, these fields are identified with a red asterisk (*): 

 

7. Authorized Representative Information: In this section you must complete all 
the required fields, these fields are identified with a red asterisk (*). It is 
important that the email to be entered is that of the person who will oversee 
the bidding process. Notices and communications of the auction will be sent 
to this email, including confirmation of registration and confirmation when 
the proposal/offer is submitted.  
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8. To complete the registration, you need to press the Register button at the 
bottom of the page. If you press the Cancel button, the registration will not be 
completed: 

 

9. Upon registration a confirmation message will be presented, press the Close 
button to continue the process:  

 

10. You will be redirected to the screen where the "Package" and "Addenda" 
sections are located. To download, press the Download button next to the 
document: 
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11. You will receive an email confirming that registration is complete 
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Download Specifications and Addenda or Documents of an 
auction  
 

1. To download the auction documents and addenda, you must first complete the 
auction registration process (see instructions on pages 2-6). Press the Package 
and Addenda button:  
 

 

 

2. After pressing the button, a screen will open to enter your email and password, 
fill in both fields and then press the Login button:  
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3. The auction specifications and addenda (if any have been published) will be 
displayed. To download the document, press the Download button next to the 
document: 

 



 

11 

Reviewed on August 27, 2026 

4. To return to the auction search, press the Return button: 

 

 

 

5. To download auction documents, you do not need to be registered with the 
auction. Just press the Documents button and you will be directed to the 
screen:  

 

 

6. A screen will be displayed with all documents published in the auction. Press 
the Download button next to the document you want to get and the Return 
button to return to the Auctions list: 
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Submit Proposal/Offer 
 

1. To submit a proposal, you must be registered in the auction, and the Upload 
Proposal/Offer Documents button must be present when the View button is 
pressed. Press the button and continue to step 2.  
If the button is not displayed, it means that no proposals/offers are being 
received for that process, you can advance the process of registering and 
downloading the specifications and addenda (See instructions on pages 2-9).   

 

2. After pressing the button, a screen will open to enter your email address and 
password, fill in both fields and then press the Login button.  
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3. You will be directed to a page where you can upload documents related to the 
proposal/offer in their respective section, at the top of the page are the 
instructions/formats allowed: 
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4. Depending on the type of proposal, it will be the fields shown on the screen: 

a. Invitation For Bid 
i. Bid Offer (IFB)  

b. Qualification Based Selection 
i. Qualifications (RFQ/QBS) / Qualifications (RFQ/QBS)  

c. Request For Proposal 
i. Technical Proposal (RFP) 
ii. Cost Proposal Requirements (RFP)  

d. Request For Qualification 
i. Qualification Requirements (RFQ/QBS) / Qualifications (RFQ/QBS) 

e. Informal Procurement Process 
i. Quotations  
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5. Once you have uploaded the documents for each section, click the Submit 
button at the bottom of the page:  

 

 

 

6. A message will be displayed with the confirmation number for submitting the 
proposal: 
 

 
 

7. You will receive an email with confirmation of the date and time the proposal 
was submitted and the data you filled in at registration:  
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Create user account  
 

This process only needs to be done once, after you have your account created you 
can register for all the auctions you want to participate in.  

1. Fill in all the fields shown on the screen and press the Create Account button: 

 

2. You will receive an email, press the link to validate your account: 
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3. Once your account is validated, you will be able to complete the registration 
process. If you do not validate the account, you will not be able to register.  
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Recover password  
 

1. Click the Forgot Password link on the Login screen: 

 

2. Enter the email with which you created the account and press the Submit 
button:  

 

 

3. You will receive an email with the temporary password: 
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4. By entering the password on the Login screen, you will be able to update it: 

 


