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After the supplier registers, creates a QAD profile, the Procuring Entity (EVN) should activate the profile. When the profile is 
activated, the supplier can open the procedures for which he is invited.
The invitation to a specific procedure will be sent to you by email as in the image below, where you have a direct link to the 
purchase. By clicking on the link, it automatically takes you to the QAD platform and to the specific procedure.
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After entering to the platform on the "Home" page, in the "Current events" section, you can see the procedures in which you 
are involved as a Supplier. There is also other general information from the aspect of the platform and about the EVN Group.
By clicking on the name of the procedure, we enter it.
In the "Whiteboard" section you can see and download the general documents that are attached by the EVN Group
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In the "Company data" section, your information as a Supplier can be checked/changed. Documents, certificates, licenses and 
other documentation for the Supplier can also be added here, which are attached to the "Documents" section. (Explained more 
detail in the Supplier registration guide).
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The "Sourcing" section shows all procurement procedures in which you participate as a Supplier.
Each procedure is accessed by clicking on the name of the procedure. The search can also be done by using the filters 
(Type/Status/Archived/On-Offline).
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After clicking on the name of the procedure, you enter it, and the following window opens. 
In the "Main sheet“(additional information), are given the basic information's about the type of purchase. (file format and in which section 
which documents should be attached).
In the section of "Current round" in the upper right corner, it gives you the information about the time and the deadline for submission 
of offers.
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In the lower part of the screen in the same section we have information for exporting the documents for the current procedure, 
accepting or rejecting the participation. (Confirm or cancel participation). 
To confirm participation in the procedure, you should click "Confirm participation". 
If you want to transfer/delegate the procedure to your colleague you should click "Delegate participation", which exempts you as a 
participant in this procedure.
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By clicking "Confirm participation", an additional window will open for confirmation of participation in the tender. Click 
"YES" to confirm.
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In the "Documents" section, you should download all the documents that are attached by the Purchaser (request for offer, table of 
quantities, technical specification and all other accompanying documentation, important for the specific procedure).
They are downloading by clicking on each document separately. (The "Messages" section is explained more detail in the Supplier 
Registration guide)
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In the right part of the screen you have four consecutive options to submitting an offer. In Download tender documents, when we hover 
with the cursor, the place for downloading the documentation is underlined (Quotation sheet) - In addition to the method of 
downloading the documents from "Documents", they can also be downloaded in the Download tender Documents section. The section
" confirmation of participation" we skip because we have already confirmed it.
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The "Quotation" section is the section for Starting the process for submitting a quote (Quote). To start submitting a quote, 
you must click on "Creating NEW QUOTE". An option opens where you should name the quote and you click OK. We only enter 
the name of what we want our offer to be called. (example Offer No. XXX for construction works.)
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After creating an Offer (Quote), we go to the "Supplier uploads" section, where we attach all the required documents, by 
clicking on the button "New".
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With Clicking on "New" it’s opening a window like the picture below. Depending on what kind of documents you are 
attaching, you should select the group from the "dropdown" list. You can only attach one file to one group. If you need to 
attach more documents, you should attach them as “zip” document file or scanned multiple documents in one scan file.
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After you have attached all the required documents, click on "Commit quote" to submit the offer.
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After you have clicked on "Commit quote", the given window opens where you have to click "Finish" for the final submition of 
your offer.
Warning: If you submit the offer once, you cannot edit it again!
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