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Create a Bid for a 
Request for Information/Quotation 
 
 
 
Purpose 
 
A vendor will use this procedure to create a bid in response to a Request for 
Information or Quotation (RFx). 
 
 
Trigger 
 
Perform this procedure when submitting a bid. 
 
 
Prerequisites 
 

• Vendor has been registered as a Southwest One vendor 
• An RFx has been created and is currently active  
• Vendor has been added to the RFx as a Bidder  
 
 
Procedure 
 
1. Start the bid processing transaction by logging in to the Supplier Portal with ID 

and password, then selecting the ‘My Services’ tab. 
 

  
 
 
2. Click the Action button  for the relevant RFx. 
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3. Click the Action button . 
 

 
 
4. As required, complete/review the following fields: 
 
 Vendor Product Number (Example: 12345) 
 Price (Example: 1500) 
 Delivery Time (Duration) (Example: 10) 
 
 
5. Click the General Data tab control . 
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6. Click the link . 
 
 

 
 

7. Click Yes radio button to confirm the Terms and Conditions. 
 
8. Click the link  to view a copy of the Terms and Conditions 

(Example). 
 

 
 

9. Click the Description link . 
 



Page 4 of 7 

  
 

10. Click the Save button . 
 
 

 
 

11. Select the folder and click the Save button . 
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12. Click the Close button . 
 
 

 

 
 
13. Click the link  to enter comments or attach additional documentation. 
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14. As required, complete/review the following fields: 
 
 Bidder's Remarks (Example: See attached document) 
 Description (Example: Specification) 
 Path (Navigate your way to the document you wish to upload) 
 

 
 

15. Click Specification Sheet list item   (Example document). 
 

16. Click the Open button . 
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16. Click the Add button  to upload the document to the bid. 
 
 

 
 
17. Click the Submit button  to finish your entry. 
 
 

 
 

18. Click the OK button . 
 
 
 
Result 
 
The vendor has successfully created a bid! 
 
 


