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Supplier Document Attachment Instructions: 
This document has been created to assist Suppliers with uploading documents to their bid prior to submission.  Unless otherwise noted, 
all documents to be submitted with a bid should be uploaded in the Supplier Attachments section of the sourcing event per the instructions 
below. 

1) Navigate to the Supplier Attachments screen and click “Add New Attachment.” 
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2) When the Add Attachment window appears, click “Upload.” 
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3) In the Upload window, click “Browse” to find the document on your computer. 
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4) Navigate to the document that you wish to upload, click the document, and then click “Open.” 
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5) In the Upload window, title your document, then click the “Save Changes” button. 
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6) In the Add Attachment window, click “Save Changes” again. 
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7) Back on the Supplier Attachments screen you will see that your document has been uploaded.  Repeat this process for every 

document that should be submitted with your bid. 
 

 


