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Introduction 

 
This guide explains how to view and submit a response to a bid invitation. Clicking the link 
provided on the bid invitation email you receive or within this document will take you to the 
Supplier Portal where you can access your bid invitation(s).  
 
This guide consists of two (2) sections: 
 

1. Viewing the bid invitation, including the ability to view and download any invitation 
attachments. 

2. Creating and submitting a response to a bid invitation, including the ability to update data 
for multiple line items using a spreadsheet. 

 
 
What happens after this transaction is completed? 

After submitting your response to a bid invitation, the assigned purchasing agent will evaluate 
your bid response. 
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View Bid Invitation 

 

1. Log in and access your Bid Invitations by either: 

¶ Clicking on the link provided on the bid invitation email you received 

OR 

¶ Navigating to the Supplier website portal at: 
http://www.fpl.com/doingbusiness/isc/contents/suppliers.shtml 

 

Log into the Supplier Portal 

 
 

 

2. Click the LOG IN button . 
 

http://www.fpl.com/doingbusiness/isc/contents/suppliers.shtml
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Log into the Supplier Portal 

 
 

 

3. Enter your Supplier User ID and Password, and then click the Log In button . 
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Access Process Bids 

 
 

 

4. Click the Process Bids (Non-Nuclear) link. 
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Select the Bid Event 

 
 

 

5. Click the Event Number link of the Bid Invitation you want to view. 
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Review RFx Information 

 
 

 

6. The RFX Information tab will display the Submission Deadline. This is the date and 
time your bid MUST be submitted by; bids will not be able to be entered after the Submission 
Deadline. 

Next, click the Questions link to review any questions posed to suppliers who wish to 
participate in the bid response. 
 

Review Questions 

 
 
 

7. Review any questions posed to suppliers who wish to respond to the bid invitation. 
Questions with an asterisk (*) next to them require an answer before you can submit your 
response. 

Click the Items tab  . 
 



  

View Bid Invitation 

Supplier Portal Guide 

 

 

 
File name: supplier-view-invitations-and-
submit-bids 

Published: 3/4/2016 
 

Page 9 / 46 
 
 

 
 

 

Review Items Tab 

 
 

 

8. The Items tab displays the following information: 

¶ Short description of bidding items 

¶ Quantity of bidding items (if applicable) 

In this example, you must scroll to the right to view additional item details. 

Click to scroll right. 
 

  



  

View Bid Invitation 

Supplier Portal Guide 

 

 

 
File name: supplier-view-invitations-and-
submit-bids 

Published: 3/4/2016 
 

Page 10 / 46 
 
 

 
 

 

Review Item Information 

 
 

 

9. Once you scroll to the right (if needed) you will see additional item information, such as 
the Price unit and Delivery Date. 

Click the Notes and Attachments tab . 
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Review any Notes and Attachments 

 
 

 

10. The Notes and Attachments tab provides a consolidated view of any notes and 
attachments at the Header or Item level. Use the Assigned To column to distinguish between 
header vs. line item notes and attachments. 

Next, click any of the Notes Category links to view the complete text associated with a note.  

In this example, the Tendering text link at the Document Header is selected. 

Click the Tendering text link. 
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Review Tendering Text 

 
 

 

11. Tendering text provides additional bid requirement information. Once you are done 

reviewing the text, click the Cancel button . 
 

Item Level Tendering Text 

 
 

 

12. Click the Item Level Tendering text link to view approved manufacturers and part 
numbers. 
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Review Item Level Tendering Text 

 
 

 

13. Click the Cancel button . 
 

Review Item Text 

 
 

 

14. Click the Item Text link to view any additional item information. 
 










