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1. Find an event (RFP, RFI, e-Auction) 

you were invited to and click on its 

name to open it.

NOTE: Events where you can bid will 

be shown in Status: Open section.

2. Click on Intend to Participate button 

to start your bid preparation.

NOTE: If you don’t want to participate 

in the event you can click Decline to 

Participate button to notify responsible 

purchaser.

OPEN RFP AND START BID PREPARATION
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REVIEW EVENT CONTENT
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You might see the event details and then 

you need to choose option of you 

participation:

1. After you started event participation, 

you can access the bidding part under 

Event Content on the left side of your 

screen

2. By selecting event content, the list of 

items is automatically displayed

3. In order to place a bid, click Select 

Lots button
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SELECT BIDDING CURRENCY (IF APPLICABLE)
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1. If applicable, you can select the

bidding currency for the event under 

Select event bidding currency 

and choosing the currency from the 

available options

2. Select all required lots and click 

Confirm Selected Lots/Line Items

button
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ANSWER QUESTIONS AND SPECIFY THE PRICE
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1. Fill in all mandatory fields (marked with *)

2. Press Save draft to save your response (it 

will not be submitted to tesa)

3. Validate that total price is calculated in the 

right way (see next slide)

4. Press Submit Entire Response to make 

your response visible to tesa

5. Confirm via OK
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VALIDATE THAT CORRECT TOTALS ARE CALCULATED 

DateSOURCING PROJECT MANAGEMENT - 6 -

In some cases, the bidding table may 

contain a formula. In order to check 

the final value(s) calculated 

automatically:

1. Enter the mandatory values

2. Select Update totals

3. Formula value is automatically 

calculated
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HOW TO REVISE RESPONSES

DateSOURCING PROJECT MANAGEMENT - 7 -

1. You can always edit your response(s) 

by selecting Revise Response. 

However, this is possible only if the 

event is in OPEN status. Click OK in 

the pop-up window.

2. Adjust values

3. To save new response, select Submit 

Entire Response button

4. Confirm via OK

1

4

2

3



CONFIDENTIAL

HOW TO VIEW RESPONSE HISTORY
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You can view the history of your responses:

1. Click Response History in the upper left 

corner on your screen

2. You can see a Reference Number and also a 

status of the response
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ANSWERING QUESTIONS USING EXCEL
(1/7) Intend to Participate

New documents waiting for your response are stored at

Events tile with Status Open.

Open the RFI to answer the questions

1. Click on the name of the event RFI.

The event details opened. There is a checklist what

should be done.

2. To start to work on the project click Intend to

Participate.
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Intend to Participate Response from Excel
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ANSWERING QUESTIONS USING EXCEL
(2/7) Download Excel

After the Lots are chosen the survey provided by 

the Buyer can be answered:

3. Click Excel Import.

On the page Import response from Excel

4. Click Download content to get excel 

document with questions.

Intend to Participate Response from Excel
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ANSWERING QUESTIONS USING EXCEL
(3/7) Download Excel

Open the downloaded document by

5. Click on the name of the document.

Note: this step might vary depending from 

browser.

Intend to Participate Response from Excel

5



CONFIDENTIAL DateTitle/Name - 12 -

ANSWERING QUESTIONS USING EXCEL
(4/7) Response from Excel

Here you can collect answers for the 

questions.

6. Click enable to edit.

7. The survey sections provided on the pages 

of the excel. Open the 1st page.

8. Answer to the questions.

9. In comments for the cells you can find info 

about data type asked for the cell.

Intend to Participate Response from Excel
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ANSWERING QUESTIONS USING EXCEL
(5/7) Response from Excel

Go back to the page of Import Response from 

Excel. You can upload the file you changed by

10. Click Choose File or drop file to the 

appropriate field.

11. Click Upload.

12. Click Ok

Intend to Participate Response from Excel
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ANSWERING QUESTIONS USING EXCEL
(6/7) Response from Excel

The answers from excel get into answer fields of the survey. 

14. Fill in line item price cause this info doesn’t autofill from 

excel.

15. Click Submit entire response.

16. Click OK.

Intend to Participate Response from Excel
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ANSWERING QUESTIONS USING EXCEL
(7/7) Response from Excel

Response was successfully submitted.

Intend to Participate Response from Excel
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VIEW AND UPLOAD ATTACHMENTS
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1. In case a document is attached 

to a specific question, you can 

find it under References

2. To download a document, click 

on document name

3. To upload a document, click on 

Attach a file in the relevant 

section within the event
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SEND & RECEIVE MESSAGE
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1. To compose a new message, select 

Compose message

2. Type the message text

3. Select Send

Important: Please note that once the 

event is closed you will not be able to 

compose any messages.
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SEND & RECEIVE MESSAGE

- 18 -

1. To see all messages, select Event 

messages from the panel on the left 

side

2. The list of messages exchanged during 

the event is shown. To return to the 

bidding part, select Back to Console
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THANK YOU



tesa® products prove their impressive quality day in, day out in demanding conditions and are regularly subjected to strict controls. All technical information and data mentioned above are provided to the best of our knowledge on the basis of our practical 

experience. They shall be considered as average values and are not appropriate for a specification. Therefore tesa SE can make no warranties, express or implied, including, but not limited to any implied warranty of merchantability or fitness for a particular 

purpose. The user is responsible for determining whether the tesa® product is fit for a particular purpose and suitable for the user’s method of application. If you are in any doubt, our technical support staff will be glad to support you.


