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Express Interest in a Request 
for Information/Quotation or Auction 
 
 
 
Purpose 
 
Vendors will use this procedure to register their intention to submit a bid. 
By registering vendors also receive updates of any change to the RFx. 
 
 
Trigger 
 
Perform this procedure when registering an intention to submit a bid. 
 
 
Prerequisites 
 

• Vendor has been registered as a Southwest One vendor 
• An RFx has been created and is currently active  
 
 
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. 
 
 

2. Click the Number link  to display the details of the RFx. 
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 You may click on the other links to view further details to this bid invitation. 
 
 
3. Click the Register button . 
 
 

  
 
 

4. Click the OK button . 
 
 
Result 
 
The vendor has successfully registered for an RFx and may now place a bid! 
 
 


