
 Quick Reference Guide:  

                                            Multi-file Download of Vendor Attachments 

 

 This document provides the steps to follow to download vendor response all at once.  It 

will download from the header, line and bid factor. 

1.  Access the Analyze Total page 

  

2.  From the Go To dropdown, select Download Bidder Attachments 
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3.  The Download Bidder Attachments page will be launched. The default option is set to Download All 

Bidder Attachments. 
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4.  Select Download 
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5.  The download process will start and it will display the current status. The initial status will be 

queued. The status will automatically be updated to processing once the process starts to run.  The 

system will automatically refresh the status every 10 seconds or so.  

**You can click on Process Monitor and it will take you to the actual Process Monitor to watch the 

process if you would like to see it run from there. 
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6.  Once the process finishes, the status will be updated to success.  The link to the Process Monitor will 

then be replaced with a link to View Attachments. 

Click on the View Attachments link to be taken to the downloaded attachments. 

 

7.  A page will be launched to ask you to Open or Save the file. Select OK. 
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8.  The folder will be opened if you select to open. It will have a folder for each supplier. There will be 

subfolders for the files if the supplier saved them in more than 1 location.   

All files will be downloaded and accessible. 

 

 

 

 


