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Before you can be invited to a tender, you must first be registered and approved. If you are not registered on the supplier 
portal of the Siempelkamp Group yet, please follow the link: https://siempelkamp.synertrade.com  

https://siempelkamp.synertrade.com/
https://siempelkamp.synertrade.com/
https://siempelkamp.synertrade.com/


Glossary 

Use the green check mark to save your changes. Be sure to do 
this for each element and BEFORE you click „NEXT“.  

Use this arrow to reset an action and get back to the old 
entries.  

On the following pages you have the possibility to upload, view and edit different information and data. All pages follow the same general 
logic. Here you find an explanation of the main elements:  

Use this icon to show details.  

Use this arrow to download documents.  

Use this arrow to approve documents.  

Use this icon to reject documents.  

Use this icon to places values for price sheets and 
questionnaires.  

Use this icon to export price sheets and questionnaires to 
Excel. The structure should not be changed.  

Use this icon to import the edited price sheets and 
questionnaires afterwards.  
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Step 1: Log In 
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If you are invited to a tender, you will automatically receive an e-mail. There you will be briefly informed 
about the tender details and will find the link to our platform.  



Step 1: Login 

Please log in via our homepage 
with your user data that you 

have received during the 
registration process. 
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Step 2: Welcome Page 

You can access the 
tender via the buttons .  

On the welcome page you can see an 
overview of the tenders to which you 

are invited.  
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Step 3: Tender details  
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In the tender setup you will see the 
general information such as shipping and 
payment terms which are applicable for 

this project.  



Step 4: My Team 
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You can add colleagues under „My 
Profile“ and then „Company contacts“. 

Under the tab „My Team“ you can see your contact 
details. Click on „New“ to add a colleague to the tender. 

Please note: You can only add colleagues who are 
already registered in the system (for adding see the right 

box). 
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Step 4.1: My Team 
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If you want to add a colleague, a 
separate window appears. Here, 
you can select the previous saved 

colleagues. Click on „Apply“.  



Step 5: Documents 
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1. Under the tab „Documents“ you can 
see every document that has been 

uploaded for this project. 

2. To view the documents, click on the arrow, a 
separate window will open through which the 

document can be downloaded.  

3. When the document was 
downloaded, the previous grey 

button will change to green.  



Step 5.1: Upload own Documents 
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To upload your own documents, click on „Upload“. By 
using Drag & Drop you can upload the documents in 

the window that appears.  

Fill in the mandatory fields and 
press „Browse“ to select the 

desired fields.  

As an alternative you can click on 
„Advanced Upload“. 



Step 6: Your offer 
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Click on this icon to edit price 
sheets / questionnaires.  

You are in the process of submitting a bid. Here, you can see price sheets and questionnaires that 
have been published for processing by the responsible buyer.  



Step 6.1: Your offer – save as draft 
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Once you have entered your 
data, you can first click on „Save 

draft“. You can still make changes 
afterwards.  

After you have clicked „Edit“, the document opens and can be filled out.  

When you saved the draft and go back 
to the overview, the status changes to 

„Saved“.  



Step 6.2: Your offer – publish 
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Once you have completed the documents, you can publish and share them with the buyer.  

Once you have filled out all the 
information, click on „Publish all 

tabs“. The buyer will then be 
notified. 

After publishing all data, the status changes 
to „Published“. You can still make changes 

until the tender deadline is reached.  



Step 6.3: Your offer  
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For price sheets there are two options to file and publish the data: 
1. You can submit your offers directly via the portal 
2. You export the table first, enter the data in Excel and import it afterwards.  

2. Option: Export the table structure as an 
Excel file and then import it after you habe 
filed your data. Please note: the structure 

should not be changed.  

1. Option: directly via the 
portal.  

The completed and saved price sheet can be uploaded by 
clicking on „Select file“ and then on „Import“. 



Step 7: Forum for Questions 
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The Forum serves to answer open questions. You can ask a question directly to the buyer at any time. 
The questions are also seen by other participating suppliers, but in a strictly anonymous way.  

Here, you can raise a question to be answered 
by the buyer. Thus, all relevant question can be 

clarified.   

Once you asked your question, 
click on the green check mark to 
save it. With the arrow you can 
reset the action. The question 
must then be published in the 

overview. 



A: Diameter should be 20 cm 

Step 7.1: Forum for Questions 
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In the Forum you can now check the 
answer of the buyer and ask follow-up 

questions if necessary.  

If the buyer answers your question in 
the Forum, you will receive an e-mail.  



Step 8: Submission of bids and deadline for tendering   
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After you have submitted your offer and the tender deadline has expired, you will receive a 
feedback as soon as possible.  


