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Add, Delete, Edit, Download Bid Attachment 

Step # Action 

1 
Login to 

GPR 

Login to GPR. Link: https://ssl.doas.state.ga.us/GPRBuyerPortal/ 

 
2 

Manage 
Event 

Click on “Manage Paper Events”. 

 
3 

Select 
Event 

Select event under ‘My Events’ tab if you wish to upload document to awarded 
event. **Document cannot be added to CANCELLED event. User will not allow to upload 

document to other’s events unless APO/CUPO. 

 
4 

Add 
document 

New window will pop up for event with awarded status to upload new document. 

 
5 

Add 
document 

Once the file selected, click on ‘Upload’ to upload the file. 
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6 
Add 

document 

User will get error message if tries to upload the file which is already uploaded to 
the same event. 

 
7 

Add 
document 

To upload any OPEN event, click on Edit. 

 
8 

Add 
document 

Go to step 5 for supporting document. Upload document and click on ‘Save 
Progress’. 

 
9 

Add 
Document 

System will require to enter comments. Click on ‘Send’ to alert the suppliers. 

 
10 

Delete 
Document 

To delete any document from OPEN/ InProgress event, select the event and click 
on Edit. 
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11 
Delete 

Document 

Go to step 5- Supporting Documents. Click on icon next to file name needs to 
be deleted and click on Save Progress. 

 
12 

Delete 
Document 

Warning box will pop up to confirm the deletion. Click OK to delete the 
document. 

 
13 

Edit File 
Name 

Click on  to edit the file name already uploaded. 

 
14 

Edit File 
Name 

Window will pop up to edit the file name. 

 
15 

Edit File 
Name 

Click on ‘Save’ to save changes. 

 
16 

Edit File 
Name 

New file name will reflect. 
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17 
Download 
Document 

Select the check box next to files needs to be downloaded. Click on Download 
Selected. 

 
18 

Download 
Document 

Download will be available to user to download and save. 

 
 


