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1 Introduction
Aerobidz Electronic Bid Submission (E-bid Submission) allows for the online submission of bids. It is
a fast, secure and fully audited environment in which suppliers can upload bid files to buyers.
This document describes how to use Aerobidz E-bid Submission.

2 Opportunity Abstract
Description
Within the ‘Details’ area of the Opportunity Abstract screen is a field called ‘E-bid Submission’. The ‘E-bid
Submission’ field displays one of three values, as selected by the buyer. The values are defined as
follows:
Value
Optional
Mandatory
Not Available

Definition
You have the option to submit your bid to the buyer in paper format, as outlined in the
associated tender documents, or online via Aerobidz E-bid Submission.
You must submit your bid online to the buyer via Aerobidz E-bid Submission.
Aerobidz E-bid Submission is not an option; please submit your bid to the buyer as
outlined in the associated tender documents.

Screen
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3 Ordering
Description
If an opportunity allows for e-bid submission but you have not setup an Authorized Signer, you will be
presented a warning message when you order the associated tender documents.

Message
This opportunity allows for electronic bid submission. However, your organization
currently does not have an E-bid Submission Authorized Signer.
To setup an Authorized Signer for your organization, please contact Aerobidz Customer
Support by phone at 1-800-964-6379 in North America, 41 22 717 8585 outside North
America or by email at support@Aerobidz.com.

Business Rules
You will not be prevented from ordering the tender documents if you do not have an Authorized
Signer setup.

4 Setting Up an E-bid Submission Authorized Signer
Description
Your organization must have an E-bid Submission Authorized Signer in order to submit bids online
using Aerobidz E-bid Submission.
To designate someone as an E-bid Submission Authorized Signer, please contact Aerobidz Customer
Support. Once an Authorized Signer has been setup, a letter will be sent to the Authorized Signer by
email.

Letter
Dear Mr. John Smith,
This is to confirm your designation on Aerobidz as an E-bid Submission Authorized
Signer. You have the authority to sign electronic bids for your organization.
Your ‘E-bid Submission Authorized Signer’ PIN is 87223. You will need it to submit bids
electronically using Aerobidz. Please be sure to keep it in a safe place.

Business Rules
•
•
•

Your organization can only have one Authorized Signer.
The Authorized Signer does not have to be the person placing the order.
The Authorized Signer does not have to be a subscriber to Aerobidz.
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5 Using E-bid Submission
5.1

Supplier Home
Description
Upon login, you are presented the Supplier Home screen. In this screen there is a link in the
left-hand menu called ‘E-bid Submissions’. The ‘E-bid Submissions’ link will direct you to a
series of screens from which you can create, manage, and submit a bid.

Screen

5.2

E-bid Submission – List
Description
Upon clicking the ‘E-bid Submissions’ link in the Supplier Menu screen, you are presented the
E-bid Submission – List screen. This screen lists the opportunities you have ordered and for
which e-bid submission is permitted.
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Screen

Business Rules
The E-bid Submission – List screen only lists opportunities that:
•
•
•

Have been ordered by you.
Have an order status of ‘Approved’.
Have been designated by the buyer as eligible for electronic bid submission.

If no opportunities fit these criteria, no opportunities will be listed.
If you have not ordered the complete bid set for a particular opportunity, you will be
presented a warning message when you click on the ‘Create’ link. However, the Aerobidz
system will not prevent you from creating an e-bid.

5.3

E-bid Submission – Create/Modify
Description
Upon clicking on a ‘Create’ link in the E-bid Submission – List screen, you are presented the Ebid Submission – Create/Modify screen. This screen allows you to create an electronic bid
submission for a particular opportunity by adding a file. If an e-bid has already been created
for this particular opportunity, the E-bid Submission – Create/Modify screen allows you to add
files, delete files or submit the e-bid.
E-bid Status
Not Submitted
Submitted

In Error!

Late Submission
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Business Rule
You have not yet submitted your bid for this opportunity.
You have submitted your bid to the buyer before the deadline. You can
change the e-bid from “Submitted” to “Not Submitted” as long as the
opportunity has not passed its closing date and time. This can be done by
deleting the e-bid.
There was an error in uploading or submitting your bid. This can be
corrected by deleting the applicable e-bid file (if the error occurred during
the upload process) or by deleting the entire e-bid (if the error occurred
during the submit process).
Your bid was submitted after the closing date and time.
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Screen – No uploaded files

Screen – With uploaded files, no error message
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Screen – With uploaded files, error message

Business Rules
Only one file can be uploaded at a time. To upload additional files, use the ‘Browse’ and
‘Upload’ buttons again, for each file.
There is a limit of 25 Megs per file that can be uploaded. However, once uploaded, the
size of the entire e-bid submission has no limit.
There is no file conversion, zipping, or virus checking during the upload process; e-bid
files are not touched by Aerobidz.
There is no restriction on file format.
If you have not ordered the complete bid set, you are presented a warning message
when you click on the ‘Submit E-bid’ button. However, the Aerobidz system will not
prevent you from submitting an e-bid.
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5.4

E-bid Submission – Submit
Description
Upon clicking on the ‘Submit’ link in the E-bid Submission – List screen or the ‘Submit’ button in
the E-bid Submission – Create/Modify screen, you are presented the E-bid Submission - Submit
screen. The E-bid Submission – Submit screen includes a Digital Signature Agreement and a
field in which your organization’s E-bid Submission Authorized Signer must enter their PIN.

Screen

Business Rules
The Authorized Signer’s E-bid Submission PIN must be entered in order to continue to the
next screen (to submit the bid).
If the Authorized Signer does not remember their PIN, they must contact Aerobidz
Customer Support.
Only e-bids with a status of ‘Not Submitted’ can be submitted. If the status is already
‘Submitted’, you must delete the submitted e-bid and then re-submit.
The Aerobidz system will not prevent you from submitting an e-bid past the closing time
unless otherwise requested by the buying organization.
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5.5

E-bid Submission - Confirmation
Description
Upon clicking on the ‘Continue’ button in the E-bid Submission - Submit screen, and successfully
passing all system validations, you are presented the E-bid Submission – Confirmation screen.

Screen

5.6

Delete
Description
Upon clicking on a ‘Delete’ link in the E-bid Submission – List screen, you can delete the entire
bid (all e-bid files for a particular opportunity) that was submitted to the buyer.

Business Rules
E-bids with the status ‘Not Submitted’, ‘Submitted’ or ‘In Error!’ can be deleted. However,
the Aerobidz system will prevent you from deleting an e-bid with a status of ‘Submitted’ if
it is past the closing date and time.
E-bids with a status of ‘Late Submission’ cannot be deleted.
Once deleted, an e-bid is given the status ‘Not Submitted’.
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5.7

E-bid Management – Audit Report
Aerobidz provides you with an online Audit Report for each opportunity for which you
submit an e-bid. The Audit Report is available to your organization at any time (before or
after the closing of an opportunity).

Description
From the E-bid Submission – List screen, you can view the E-bid Management – Audit Report
screen by clicking on the ‘View’ link. The ‘View’ link takes you to the applicable Audit Report.
When applicable, the Audit Report shows you the e-bid files that were uploaded by your
organization, including the start and end time of each file transmission and the submission
date/time.

Screens
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Business Rules
The Audit Report is accessible for ‘Active’ and ‘Closed’ opportunities.
The Audit Report is available for opportunities that have uploaded e-bid files.
Opportunities with no e-bid files uploaded will have no Audit Report.
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