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1 conject Request for Quotes 

The module conject Request for Quotes supports your tendering 
process. In a very comfortable way you can advertise, release and 

publish your tender. 
With conject Request for Quotes you can additionally administer bidder 

addresses in order make the tender data available to the bidder. Basing 

on your tender the bidders can calculate and deliver their quote. The 
bidder data base enables you to invite selected bidders to your tender 

by e-mail. 
The tender overview ensures a quick view over the current conditions 

of your tenders at any time. 

2 Creating a new tender 

Choose the module "Tenders" to get access to conject Tender module. 

 

Note: In case you can not choose the module tender because it is 

not activated in your project contact your person in charge or our inside 

sales team.  

2.1 "Cover sheet" tab 

1. Click on "New" to start a tender. 

 

2. Fill in all mandatory fields marked with an 1. A detailed explanation 
of all fields is given on the next page: 

 

3. Click on "Continue" to get to the "Scope of works" tab. 

 

 

3. 
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Comment to the cover sheet: 

Status of the tender: 

Here you can see in which procedure the tender is. This field can 

change to different values as "New", "Released", Published", 
"Submission" and "Ending". This happens automatically. 

Title of the tender: 

Here you must give the tender a name. This field is mandatory. 

Number of the tender: 

Here you can give the tender a number of your own choice. 

Buyer: 

The name of your company and person in charge has to be added 
here. 

Place of work: 

Here you must add the place of work, where the scope of work has to 
be done. 

Date of Submission: 
Here you must add the date of submission when all the bidders have to 

submit their offer. 

Time of Submission: 
Add the exact time when the bidder has to submit his offer. The time of 

submission refers to the date of submission. 

Binding period: 

Regarding to German law you must define the time until the bidder is 
bound by contract. If you are from any foreign country you can fill in 

any date you want. 

Planned construction time: 
Here you must define the beginning of the work regarding the scope of 

work. 

Planned construction end: 

Here you have to define the end of the work, regarding the scope of 
work. 

Contract volume: 
Here you can add the estimated contract volume, but it is not 

mandatory and not visible for the bidders. 

Roundup and notes: 
Here you can describe the scope of work in details. 

Person in charge, phone number, Email address: 
Here you can add the contact details of the person who can answer the 

Q&A process notwithstanding to the field "Tender". 

2.2 "Scope of work" tab 

 

1. You can choose the regarding scope of work. Choose the scope of 

work and mark the corresponding checkboxes. In the field "Other" 

you can define any other not listed scope of work. 

2. Click on "continue" and you reach the "Attachments" tab. 

1. 

2. 
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2.3 "Attachment" tab 

Under the tab "Attachments" you can choose the documents and 
drawings which you want to attach to the tender. These documents 

have to be already uploaded in the project room and will be sent to the 
bidders. 

Note: The version or draft which you add to the tender is 

automatically frozen. If you want to add another version of a 

document, you must add the document separately before informing the 
bidders. Read more about it in Chapter 6.2. 

1. Click on the green plus symbol. 

 

2. In the next window use the drop down menu "Search in:" to 
choose the option "Documents" or "Drawings" to add the 

necessary documents. 

3. Mark the requested checkboxes of the documents and add them 

with "OK" to the tender.    

 

 

4. Click on "Continue" and get to the "Security" tab. 

2.4 "Security" tab 

Under the "Security" tab you can assign different permissions to 
project participants of that tender.  

1. Add only the groups and participants who should have access to 
the tender. 

2. Mark the requested groups or participants in the right window. 

3. Click on "Add All Selected". You can also add additional groups or 
participants using the green plus in front of the groups or 

participants. 

 

 

4. Choose the following permissions for the participants of the tender 
by marking the corresponding checkbox: 

>  View the tender 

>  Edit the tender properties including the attachments 

>  Edit the security and the notifications 

>  View and download the offer immediately (that means before 
submission!) 

>  View and download offers after the Submission date 

2. 

2. 

1. 

2. 

3. 

4. 
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2.5 "Notifications" tab 

Under the "Notifications" tab you can choose all participants who 
should get a notification on different actions. 

1. Add the group or participants should get notification for the 
different action on the tender. 

 

2. Choose one of the following choices: 

>  Create the tender 

>  Edit the tender 

>  Release tender 

>  Tender is published 

>  Bidder refused 

>  Offer entered  

3. Click on "Finalize". 

4. In the list of your tenders you can see now the new tender with the 
status "new". 

3 Permissions 

3.1 Edit the permissions of the tender 

1. Mark the tender in your list and click on "Open". 

2. Click on "Properties" to edit the permissions of the tender. 

 

3. Under the "Security" tab you can edit the permission for 

participants of the tender. Please see Chapter 2.4. 

3.2 Edit the Permissions of the attachments 

Check if all participants of the tender have the proper permissions to 

edit the documents of the tender. 

1. Click on the "Attachments" tab.  

In case any document is shown with a blizzard in front, you have to 
adjust the permissions of this participant. 

2. Choose the particular document and click on the "Adjust 

permission" button. 

 

3. All Groups and participants will automatically get the permission 

"Read". 

2. 

1. 

3. 

1. 

2. 




