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Process Overview 

Purpose 

The purpose of this transaction is to display items on the public procurement page. This includes different 
types of bid invitations, which can be displayed real-time or downloaded and saved to your computer. 

Process Trigger 

Use this procedure to display the public procurement page. 

Prerequisites 

 None. 

Portal Path 

Follow the Portal path below to complete this transaction: 

 Select Suppliers tab  Bid Management tab  Public Procurement Documents link to 
go to the Public Procurement Documents screen. 

Tips and Tricks 
  

        This transaction will not allow you to modify any fields. 
  

        The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field 
entries. 

  

o       A Conditional field: an entry that becomes required as a result of entering something 

previous to it, which then deems it required 
  

o       An Optional field: you may enter information in an optional field, but an entry is not 

required for the completion of the transaction 
  

        Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, perform 
searches, etc. 

  
Reminders 

  

        Remember to check your work 

        Refer to the Help Option (to the right of the screen) in the Portal for further assistance.  
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Procedure 

1. Start the transaction using the following Portal path: Suppliers tab  Bid Management tab 
 Public Procurement Documents 

 

Public Procurement Documents Screen 

 
 

2. Click  (the Hide Navigator arrow) to hide the Portal menu. You can do this with any transaction in 
WBSCM - not just procurement transactions. 
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Public Procurement Documents Screen 

 
 

3. Click  (the FSA-Intl Packaged link) to view items within the FSA-Intl Packaged 
folder. 
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Public Procurement Documents Screen 

 
 

4. Click  (the 2010 link) to display everything in the 2010 folder. 
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Public Procurement Documents Screen 

 
 

5. Click  (the 04-APR link) to display everything in the 04-APR folder. 
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Public Procurement Documents Screen 

 
 

6. Click   (the Bid Invitations (Solicitations) link) to display any bid invitations 
or solicitations that are available. 
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Public Procurement Documents Screen 

 
 

7. Select the file name of the bid invitation from the list. In this case, we selected  (the 
AG-INTP-S-10-0047 link) to open the file. 
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Public Procurement Documents Screen 

 
 

8. Click  (the AG-INTP-S-10-0047.pdf link) to open the file. 
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Bid Invitation Pop-up 

 
 

9. The bid invitation (solicitation) displays. Information you can find out from the bid invitation includes: 
bid time zone, start date, offer due date, acquisition method, invitation type, an LPN and bid 
invitation number, and a purchasing group. Scroll down to display attributes. 
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Bid Invitation Pop-up 

 
 

10. The attributes section displays. Scroll down to display more details. 
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Bid Invitation Pop-up 

 
 

11. This section includes a list of materials on the bid invitation as well as the requested quantities and 
units of measure. 

 

12. You have completed this transaction. 
 

 


