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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.

ntart > Testing Tender > What's new'?. b ‘
—o v s
Go ki R

]

# What's new?

What's new in project Testing Tender?

|J Documents

Latest 15 messages
Lakest Contribution Subject

2 L ication
i Reports

=2 workflow

<} Administration

]El Drawing Management

" Tenders

‘J 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.
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I~ > Testing Tender > Tenders

tart
ﬁ

File  Edit

.’73
Create Tender

Tenders list
[ Tite
[~ General Contractor work Published

Wiew  Actions  Extras

Applications
~* What's new?

|:|§ Documents

L Communication
i.‘ Reports
=2 Workflow

<2+ Administration

Delete Tendsar

Properties

£ Skaktus

]E[ Drawing Managemenk
= Plot Service

" Tenders

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

23 Tender details - Microsoft Internet Explorer

8 (]

Cover sheet Scope of waorks Attachments Security Motifications

Tender status:  New
Name of Tender:  [Construction Tender [
Buyer:®  |mMustermann AG workstert [

Submission date:*  [ay a1, zo07| (2
Commitment date:*  [Jon 2z, zooz | [0

Flanned  [aug zz, zoo7 | [

Submission time: 1 12:00PM W

Planned execution  [May 2z, zoog [0
end:t

exzcution:
Estimated [
construction
wolume !
Summary: = additional remarks: =
Person in charge:®  [fr. Mustermann Telephone:*  [osg9s4140
Email:  [support@conject.com
1 Please fill this fields, if you want to release the tender. e

| o N cowne M) erie [N cancel |

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

consequent conject.
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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.
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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.

‘JNote: 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.

7} Tender details - Microsoft Internet Explorer

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.

a Select object - Microsoft Internet Explorer

hame R 4 O Wersior State Size Last modified an Owmer

69-ug_A.dwg E:J 1.0 614KE  Jan 20, 2006 3:55:06 AM Tender, Tester
I B oW Test-Ausschrebung 1 csv 0w KB Jan3, 2006 2:22:06 PM Tender, Tester e

||

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

Cover sheet ] Soope of works ] Attachments ] Security ] Hotifications

B Add Al Selected

7 &| Permission holders | Organizatio

T g8 FAR Gruppe
@l 5 Biecker, Peter

# Remove Al Selected

[T | Permission holders: | Organization

BT &R Al Participants
®[C 5 Tender, Tester

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

conject AG*

> w

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!)

> 3 View and download offers after the Submission date
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2.5 "Notifications" tab 3 Permissions
Under the "Notifications" tab you can choose all participants who . ..
should get a notification on different actions. 3.1 Edit the permissions of the tender
1. Add the group or participants should get notification for the 1. Mark the tender in your list and click on "Open”.
different action on the tender. 2. Click on "Properties" to edit the permissions of the tender.

2 Tkwder details - Microsoft Internet Explorer

4; Froperties Close

Cower sheet | Scope of works || Attachments Motifications

L
All Selected B add All Selected

otification recipien|| Organization 2 4 AN & | Matification recipizn| Organizatior
Hlatificati i Organizati o I T Hotificati o ti

Cover sheet | Scopeof works | Bidders | Attachments || History

[T 4 Tender, Tester conject AG* |2 e e A A [T g8 allParticipants
SR g8 FAY Gruppe

L A .

3. Under the "Security" tab you can edit the permission for
o= participants of the tender. Please see Chapter 2.4.

2. Choose one of the following choices:

~ 3.2 Edit the Permissions of the attachments
> = Create the tender

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

g i Edit the tender edit the documents of the tender.

- ""_; Release tender 1. Click on the "Attachments" tab.

> @ Tender is published In case any document is shown with a blizzard in front, you have to

~ ® Bidder refused adjust the permissions of this participant.

>~ B Offer entered 2. Choose the particular document and click on the "Adjust
permission" button.

Click on "Finalize".

H Sav\eJo Terminate §_§ Address bidders é’u Properties Close

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

StatUS "new" Cover sheet | Scope of works | Bidders | Attachments 2.
Show: |4l Objects v # R @ i ] Fresze t? Print
r Y Name Yersion StatusfPr Size Last modified on Owner Attached by
—
r D g 426_tw_l4_pacl_000_as_xx_ar_testdate 1.0 o 1 KB May 23, 2007 10:16:32 &M Tender, Test]r Tender, Tester

3. All Groups and participants will automatically get the permission
"Read".
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