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Create a Bid for an Auction 
 
 
 
Purpose 
 
A Vendor will use this procedure to assist with navigating around an Auction once it 
has become active. 
 
 
Trigger 
 
Perform this procedure when an Auction has become active. 
 
 
Prerequisites 
 

• Vendor has been registered as a Southwest One vendor 
• An Auction has been created and is currently active  
• Vendor has been added to the Auction 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. 
 

 
 
 The relevant bid invitations and auctions are being displayed here. 
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2.  Click link  under ‘Bid Status’ (e.g. 1000000101) to open the auction. 
 

 
 
 
3. Click the Auction Items control.

 

 
 
 
4. As required, enter your bid into the ‘Bid Price’ field.

 

 
 
 

5. Click the Submit button . 
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6. Click the Yes button  to confirm your entry. 
 
  

7. Click the Details check box  to display details of the auction item. 
 

8. Click the History check box  to view the bid history. 
 

9. Click the Charts check box  to display a graphical overview. 
 

10. Click the Calculation check box . 
 
 
11. Click the Control bar to send a message to the purchaser. 
 

 
 

 
 
 

12. Click the Auction Details button  to view details of the 
auction. 

 


