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C40 Tendering Platform Manual 

 

 

Purpose 

Congratulations! You have purchased our tender package and now have access to our software. This new 

software is designed to assist in gathering all bids in a standard fashion. This system will also help us process bids 

in a more efficient manner which in turn will help us award supplier contracts quicker.  

This document is meant to be a user manual and guide to using the C40 Tendering Platform for Pharmaceutical 

and Non-Pharmaceutical Tenders only. 

 

Accessing the tendering platform for the first time 

Once you have purchased a tender package, but have not accessed the platform then you are at the stage reflected 

in figure 1 below. 

Figure 1: Stage One. 

(Source: Developed for this project) 

 

You will receive a telephone or email confirmation that you are registered, with credentials for the system within 

one working day of submitting a copy of the tender receipt to the Company Secretary. Upon receipt of your user 

credentials, you can now proceed to access the software via the following link in a web browser: 

https://c40tenders.com  
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Logging into the software 

1) Before logging in the supplier may want to click on the instructions button on the login screen 

which will open an instruction manual for the platform. The supplier can login upon receiving 

their login credentials from the C40 IT department, which will be communicated to them via 

telephone or email, within one working day of receiving notification of payment from the Office 

of the Company Secretary. 

Figure 2: C40 Tender Platform Login portal. 

 

 

 

 

 

 

 

 

 

 

 

(Source: Developed for this project) 
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The Welcome Screen 

2) On the supplier welcome screen there are separate views for suppliers who bought 

Pharmaceuticals, Non- Pharmaceuticals and both packages. The supplier can click the Pharm or 

Non- Pharm buttons or icons to navigate to the respective Items screen.  

The welcome screen displays the following information: 

 Enter button to begin bidding for Pharmaceutical and Non- Pharmaceuticals. 

 Tender files available for download for both Pharmaceutical and Non- Pharmaceuticals. 

 Notification panel displaying messages specific to Pharmaceutical and Non- Pharmaceuticals 

bidders. 

 Deadline date and times for both Pharmaceutical and Non- Pharmaceutical tenders. 

 Count down to the deadline date specific to Pharmaceutical and Non- Pharmaceutical tenders. 

NB: Trinidad time is used for the deadline date and time. 

 

 

Figure 3: C40 Tender Platform Pharmaceutical and Non- Pharmaceutical Supplier welcome page. 

 

(Source: Developed for this project) 
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Search by 

3) On the Pharmaceutical/ Non-Pharmaceutical Tender Item screen the Platform allows suppliers to 

search by item name, sort by (item name, form, strength, class, quantity and number of bids). 

 

Figure 4: C40 Tender Platform – Pharmaceutical Tender Items Screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Source: Developed for this project) 
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How to Submit Bids 

4) On the Pharmaceutical/ Non-Pharmaceutical Tender Item screen, click on Bid to enter bids. 

Figure 5: C40 Tender Platform – Pharmaceutical Tender Items Screen. 

 

(Source: Developed for this project) 

 

The tender items screen displayed in Figure 5 contains: 

 Filter through the list of items 

 Sort by clicking the table headings 

 Option to add bid by clicking on the Bid button  

 View your already entered bids 

 Download list ,this allows you to download the list of all the items available for tender 

 A back button in the form of the NIPDEC logo that will take you back to the welcome screen. 
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On the Add Pharmaceutical /Non Pharmaceutical Bids screen, fill out the required fields and click on Add 

Bid button when completed to enter bids, also you may click on the back button if you would like to navigate 

back to the Tender items screen without completing a bid. 

Figure 6: C40 Tender Platform – Pharmaceutical Bid Screen. 

 

(Source: Developed for this project) 
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Download, View, Edit & Delete 

5) Upon placing bids the supplier will be navigated to the Supplier Pharmaceutical /Non 

Pharmaceutical Bids screen, which allows suppliers to download, view, edit, delete and print 

the items they have bid on, within the given tender period. You may also navigate to this screen 

by clicking the View Bids Button in the top left corner of the Tender Items screen. To bid on 

another item, click on the Tender Items button to navigate back to the Pharmaceutical/ Non-

Pharmaceutical Tender Item screen. To edit or delete your bid, click the respective button on the 

Supplier Pharmaceutical /Non Pharmaceutical Bids screen, and confirm your request to edit 

or delete.  

 

 
Figure 7: C40 Tender Platform – View Bids Screen. 

 

(Source: Developed for this project) 
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Printing Bids 

6) To print a hard copy of your bid document for submission, please go to the View Bids screen, shown in 

Figure 7, click the button located on the top left corner of the screen labelled “Print Bids”, select your 

desired printer and print. A sample of the printout is shown in Figure 8 below.  

Figure 8: C40 Tender Platform – View Bids Screen. 

 

(Source: Developed for this project) 

 

NB: Remember to stamp and date your hard copy before submitting. 
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How to save the Non- Pharmaceutical Summary Sheet  

7) To save the Non-Pharmaceutical summary sheet, select Print Summary on the View Bids screen, then on 

the print summary sheet screen shown below in Figure 9, press Ctrl + P on your keyboard or select print 

from your browser menu. Then change the printer from “your printer” to Save as PDF .Next select Save 

and the location you would like it saved to, then select save again to confirm the location.  

Figure 9: C40 Tender Platform – Print Summary Sheet & Save Summary Sheet 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Source: Developed for this project) 



12 | P a g e  
 

Change the Password 

8) To change your C40 Tender Platform password, select the supplier name in the top right corner of the 

screen. Enter your existing password and your desired new password, confirm password and select 

update. 

Figure 10: C40 Tender Platform- Change the Password 

 

 

 

 

 

 

 

 

 

 

 

(Source: Developed for this project) 


