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Disclaimer  

The content of this manual is used for informational and  documentation purposes for conjectPM. It can 

be changed at any time without an announcement. CONJECT disclaim any liability or responsibility for 
mistakes or inaccuracies. Regarding technical Improvements we further reserve the right to change the 

functional range of conjectPM. 
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1.  Overview  ï Tender module  

The conjectPM tender management module supports your tendering process. In a comfortable way, you 
can create, share, publish your tender and manage the contact details of your invited bidders (companies). 

You are able to provide tender data in a controlled way to make the bidders able to calculate and submit 
their offer in a short and easy way. Your bidderôs database allows you to select bidders from your database 

to a new tender and invite them via email . 

Tender Overview ensured at all times to survey the current status of your bid quickly.  

2.  Create a new tender  

Open your project and choose the module " tenders "      to open the module tender management.  

 

Note : In case you cannot see the module "tenders" in your project it is May not yet enabled for 

the project. In that case please get in contact with your contact person at conject or our conject 

support team. 

2.1.  Register " Cover sheet "  

1. Click on the "Create Tender " button to create a new tender. 

 

2. Please fill all the fields marked with a 1 symbol. You can find the meaning of each field on the next 
page under "Explanations to the cover sheet ". 

3. Now click on "Continue ", to get to the next register  "Scope of works ". 
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Explanations to the cover sheet : 

¶ Tender s tatus: Here you can find the current tender status which depends on the system status of 

the tender. The valuable statuses are: "New", "Freigegeben", "Veröffentlicht", "Submission/Verhand-

lung" and "Beendet". 

¶ Name of Tender :  The tender name is visible as a headline for your tender and for bidders.  

¶ Tender ID : Feel free to give the tender your internal number (ID).  

¶ Tender initiator :  You can enter here the name of the Initiators Company.  

¶ Work site :  Enter here the site where the work will be done.  

¶ Submission date : Enter here the tender closing date for all bidders.  

¶ Submission  time : Enter here the exact tender closing time for all bidders. The offers have to be 
submitted until this date and time.  

¶ Commitment date : Enter here the date the bidders are articled by their offers  

¶ Start of site : This is the planned beginning date for the site works. The date is just for information 

for the bidders.  

¶ Completion of site :  Enter here the date for the planned completion of the specific tendered scope 
of works on site.  

¶ Estimated construction value : If you want you can enter here the estimated construction value. 

Bidders canôt see the content of this field. 

¶ Summary : Here you can explain the tender a bit more detailed.  

¶ Person in charge, Phone, E-mail :  Here you can enter the person in charge and his/her contact 
details. 



 

5 | P a g e  
 

2.2.  Register " Scope of works "  

 

1. Here you can choose the "trade " and the "service type " to set the scope of works.  In the "Other " 

field you can type an additional value in case you didnôt found a suitable value in the predefined list.  

2. Please click on "Continue " to get to the next tab "Attachments ". 

2.3.  Register " Attachments "  

In this register ("Attachments ") you choose data like documents and drawings from the project space 
to provide these data for your bidders . 

Note : After you attached documents the version of these files will be "frozen" for the tender. If you 

want to add a newer version of a file  later on, you must attach this version separately to the tender. 

The bidders will get informed about your change. You can find more information in chapter 6.2 . 

1. To add attachments to the tender please click on the grey      . 
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2. Now you can choose if you want to attach " Documents " or "Drawings " to the tender.  

3. Mark the documents/drawings you want to attach with the checkbox in front of  each document and 

click on "OK". 

Note:  Repeat steps 1-3 to attach more documents or drawings to the tender.  After you finished the 

attaching of documents, please go through with step 4.  

 

4. Please click on "Continue " to get to the next tab "Security ". 

2.4.  Register " Security "  

You can provide different permissions to the tender for different groups and project participants in this 

tab. Please do only provide permissions to groups or participants which should have the access to view 
the content of the tender . 

1. Mark the relevant groups and participants in the window o n the right hand. Then klick on "Add all 
selected " to move them to the left side of the window. Alternatively you can use the     to move 

single groups/participants directly to the left side.  

 

2. You can choose between the following permissions for the chosen participants/groups:  

Read access : Users have the possibility to see the content and the properties of the tender . 

Write access : Additionally users can edit the tender content and attachments.  

Full access : Additionally users can edit all the properties and permissions of the tender . It is 
also possible to send notifications to the bidders with this permission.  

See incoming offers from bidders directly after incoming.  (Before submission date!) . 

See incoming offers from bidders only after the submission date.  

3. Please click on "Continue " to get to the next tab " Notifications ". 
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2.5.  Register " Notifications "  

Here you can specify automatic notification e-mails for project participants or complete groups for different 

activities in the tender. 

1. Mark the relevant groups and participants in the window on the right hand. Then klick on "Add all 
selected " to move them to the left side of the window. Alternatively you can use the     to  move 

single groups/participants directly to the left side . 

 

2. You can choose between the following message types for the chosen participants/groups: 

 Tender created (Internal status. Bidders are not yet involved.)  

 Tender changed (If someone has changed something in the tender a notification will be send.)  

 Tender released (Internal status. Bidders are not yet involved.)  

 Tender published (Bidder have get their invitation.)  

 Tender rejected (A bidder has rejected the tender.)  

 Offer submitted (A bidder has sent an offer.)   

3. Please click on "Finalize " to finally create the tender with status "New ". 

Congratulations :  You will find now your tender in the tender module overview in status "New ". 
In the next steps we show you how to edit the tender later on, release the tender for publishing 

and finally publish the tender.  
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3.  Edit p ermissions on a tender  

Read here how to edit the security or notification option to provide additional permissions.  

1. Mark your tender in the tender module and click on "Properties ". 

 

2. You can edit the security settings for single project participants or groups in the register  "Security ".  

Please read for more information in chapter 2.4 . 

 

3. In the register "Notifications " you can edit again the automatic notification e -mails for project par-

ticipants or complete groups for different activities in the tender.  Please read for more information in 

chapter 2.5 . 

 

4. Click on "Save " to save your changes. 
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4.  Choose bidders and manage them for future tenders  

4.1.  Add bidder companies to the tender  

Before you release the tender for publishing you must choose bidders. Read here how to add them: 

1. Mark the tender in the tender module and click "Open  Tender ". 

 

A) Add single bidders : 

2. To add a 
single bidder 

please choose 

the register 
"Bidders ". 

3. Then 
click on the 

button "Add 

New Bidder " 

4. Then please en-

ter in the next window 
the contact details of a 

bidder. Fields marked 
with an asterisk are 

necessary fields. All the 

other field are optional.  
Please note the         

windows contain three 
tabs. Two of the       

tabs contain necessary 

fields.  
(Company Details and  

Company Address). 

5. Now click on "Save " to save the bidder and to add him to the tender.  

Note : New bidders will be automatically added to a separate bidder database (See chapter 4.2). In 
the same project you can choose by existing bidders for future tenders without creating them again 

individually.
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B) Import bidders from the bidderôs database : 

2. To add several bidders to your tender please choose the register "Bidders ". 

3. Then click the button "Find Bidder ", to add bidders from your database to the tender . 

 

4. Type in some of the data of the bidder youôre searching for. Please take care on small and capital 
letters. You can also choose the specific "Scope of works ". I t is required that the bidder was created 

before in the database as described under A) Add single bidders or with an import as described in 
chapter 4.2. 

Note : To open a list of all bidders in your database, simply search with all fields empty.   

5. Click on "Search ". 

 

6. Now you can mark the bidder/s you want to invite and click "Add as Bidder ", to add them. 
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4.2.  Create and administer the bidder database  

With the bidder database you can build up a complete list of all potential bidders for your tenders. This 

enables you to simply add bidders to a tender as described before under chapter 4.1 B). You can use the 

"Export " and "Import " buttons for that. Please read here how to do so.  

 

1. First open the "Tender " mod-

ule. 

2. Now click on "Export ". 

3. In the next window please type 

a "Document name " for the 
file export and choose the 

"Destination path " where 
the file should be stored. 

4. Then click on "Export ". 

5. Now go to the destination path 
in the module "Documents " 

and download your file. Please do not open it directly but download it first to your computer and open 
it from there as you have to import that file later from your computer.  

 

Note : The "Export " and "Import " has to be in the file format  "csv ". You can open and edit this 

file format via Microsoft Excel. 

6. Now you can add bidders in this file. Necessary fields are "Company name ", " Phone ", " Contact 
person ", " E-mail a ddress " und " Scope of work ". The other ones are optional. 
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7. Please always save the file again in "csv " file format . 

Note :  The best way to save the file in Microsoft Excel is: 

¶ Click on "File " and "Save ". The following message will appear. Please confirm that message 

with "Yes". 

 

¶ Now close the file. 

¶ A message will appear Es erscheint eine Meldung ob Sie die Datei nochmals speichern möchten. 
Bitte klicken Sie hier auf "Nicht speichern", da Sie die Datei ja gerade gespeichert hatten. 

 

8. Now use the "Import " button to import your edited file.  

 

9. You can now select you changed bidder-database from your local computer with  "Browse  é". Then 

simply click on "Start import " to import the file . 

 

Note :  To import further bidders please do the described steps again.  



 

13 | P a g e  
 

5.  Releasing and Publishing of a tender  

5.1.  Release the tender  

1. First open your tender with status " New " with a click on the name of the tender.  

2. Please double-check the data (dates, attachments, scope of work, bidders, etc.) before you go through. 

If everything is OK use the button "Release tender " to push your tender to the last possible reviewing 
step. 

 

3. A popup window will appear. Please confirm this window with "OK". Now the tender is ready for 
publishing. The status which is shown in the overview  is "Released ". 

 

Note : The bidders are not yet invited after releasing the tender. Only after publishing the tender 

the bidders will be invited.  
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5.2.  Publish the tender to invite the bidders  

1. First open your tender with status " Released " with a click on the name of the  tender. 

2. Please double-check the data (dates, attachments, scope of work, bidders, etc.) before you go through. 

If everything is OK use the button  "Publish tender ". 

 

3. A popup window will appear. Please confirm this window with " OK". Now finally the bidders are invited . 
The status which is shown in the overview is "Published ". 

 

Note : After you published your tender finally all bidders you had in the register "Bidders " were 
get invited via E-Mail. Within the link "Access to pm. " They will be forwarded to the conjectPM 

login page. There they can register a new user if they did not yet have a login for conjectPM.  With 

the transaction code within the link they will be guided to you tender to get access to the content.  
The code is valid until a user used it.  

If you like to see how the invitation and registration looks like, please read our manual  "Request 

for Quotes for bidders ". 
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6.  Changes after the tender was published  

6.1.  Extend deadlines (i.e. Submission Date)  

You can change the deadlines of the submission date or commitment date at any time. 

1. Simply open the tender or go the register "Cover sheet " and change the data you want . 

2. Confirm your changes by clicking on "Save ". 

 

3. Please type in an information message for your bidders in the next window which pops óup automati-
cally. 

4. Now confirm and save your changes with "Send ". 
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6.2.  Update attachments / Add more attachments  

Youôve got the possibility to attach more documents or update documents to your tender at any time. 

1. Simply open the tender or go the register " Attachments ". 

2. If you mark documents in the list you will see different functions depending if you marked only a single 
document or multiple documents.  

3. Confirm your changes by clicking on "Save ". 

 

4. Please type in an information message for your bidders in the next window which pops óup automati-

cally. 

5. Now confirm and save your changes with "Send ". 

 

Note :  It is not possible to delete attachments after the tender was published. Please be always 

aware of that when you provide documents to external bidders.  
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6.3.  Invite additional bidders  

After you published your tender you have still the possibility to add more companies. Please read here 

how to: 

1. Simply open the tender or go the register " Bidders ". 

2. Now click on "Add New Bidder ". Now go through the steps described in chapter 4 "Add bidder 

companies to the tender". 

3. Mark the "new bidder" with the  checkbox in front of each line. 

4. Now click on "Invite Bidder " (After that the company receives an email invitation to the tender ). 

5. Confirm your changes by clicking on "Save ". 

 

Note : With the button  "Invite Bidder " you can also resend invitations to already existing bidders 

ï i.e. as reminder. 

6.4.  Delete bidders  

You can delete bidders in any status of the tender except after the bidder provided an offer.   

1. Simply open the tender or go the register " Bidders ". 

2. Mark the "new bidder" with the  checkbox in front of each line. 

3. Now click on "Delete Bidder ". 

 

Note : The bidder receives ï only if he was invited ï an email that he was removed from the tender.  
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7.  Access to offers  

7.1.  Overview on bidder status  

After a bidder did something in the tender, the status will be changed automatically in the tender overview. 

You can find these activities here: 

1.  Count of bidders, who are invited to the tender . 

2.  Count of bidders, who accessed the tender in conjectPM.  

3.  Count of bidders, who downloaded the attachments.  

4.  Count of bidders, who provided an offer for you . 

 

7.2.  Review an offer  

1. Open the tender where you received offers and open the tab "Bidders ". 

2. Mark the bidder you want to review the offer.  

3. Now click on "Check offer ". 

 

Note : To review offers you may need the permission. Please read chapter 2.4 to find more infor-

mation about that.  
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In the popup window you will find detailed information regarding the offer in these registers "Bidder  
Info ", " Offer details " and "Attached docs ". 

4. To review the biddersô documents which were attached to his offer, please go to the tab "Attached 
docs ". 

5. Mark the documents. 

6. Click "Download Attachment " to download the files you marked . 

 

8.  Withdraw / Delete your tender  

You do also have the possibility to withdraw your tender. Please follow the steps to do so: 

1. Open the tender and click on "Terminate ". 
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2. Please type in an information message for your bidders in the next window which pops óup automati-
cally that they are informed that you has withdrawn the tender.  

3. Confirm the withdrawing  with "Send ". 

 

9.  Tender Histor y 

In the "Histor y" tab you can review all actions which were done in the tender by everyone who is partic-
ipating. 

 


