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1.  Introduction 

1.1 Purpose of Writing 

The purpose of compiling the User Manual is to provide application module 

to supplier users with guidance on utilizing the Supplier Management module 

within the BID system, along with an overview of its operational environment. 

2. Overview of the System 

2.1 Software Application 

Users access the software's main interface by inputting the URL into a web 

browser, from where they select the applicable module's menu to perform 

functional operations. 

2.2 Client configuration requirements 
Table 2-1 Client Configuration Requirements 

System Constraints Client End 
Minimum hardware 

configuration 
2-core CPU/4G memory/100GB hard drive 

Recommended hardware 
configuration 

4-core CPU/8GB memory/100GB hard drive 

network environment 100M 
Operating system Windows 10 

Application software browser 
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3.  Supplier Management User Manual 

3.1 Suppler Registration 
Business scenario：Self-Registration/Invitation Registration 
Operation steps： 
1. Registration ‘start’ method 

1）Self-Registration:  

enter https:// www.coibid.com，Click on the tab “Supplier User- Registration” to start 

registration. 

 

2）Invitation Registration:  

Log in to your email and check the invitation letter. Register by following the 

invitation link. 

 

Use “Click here” to continue with registration, or follow the “link” to register. 

 

http://www.coibid.com/
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2. Upon entering the supplier registration workflow diagram interface, view and 

click on Next. 

 

3. Carefully review the Registration Agreement (include’ Informed Consent to 

Process of Personal Information’), scroll down to the bottom, check “I have read 

and agree to all of them”, and then click ‘Confirm’ to continue or ‘Cancel’ to 

terminate the registration process.  

 

4. Fill in basic information（essential information） 

1）maintain or fill in required fields(with *) 

2）Upload legal registration document 

3) If the registered country chosen as "China”, “Legal Representative/Responsible 

Person" will be displayed”as mandatory field. 
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4）Click on “Next” after filling in all the required fields. 

 

 

 

5. Enter the contact person and other basic information filling interface 

1) Maintain or fill in required fields (with *) 

2) Upload authorized file of contact 

3) After filling out all the information, click on "Get dynamic passcode” (OTP) 

4) To proceed with verifying your email using the sent code 
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5）Click on “Submit” 

6）Confirm whether to submit  

7）Click on ‘Jump to login’ after submission 
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8) An email notification will be sent after supplier account successfully created. 

6. Jump to login interface 

1）Enter Account, Password accordingly). 

2）Click ‘Get OTP’ (the system will send OTP to your registered email automatically)  

3）Go to your registered email, find the verification code, and enter the dynamic 

password(OTP). 

4）Display the page with pending approvals prompt. 

 

 

7. At this stage, the supplier status is in draft mode. 
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3.1.1  Edit of Registration information 

Note: For self-registration and invitation registration, it is not possible to withdraw or 

edit before the approval is completed. In the case of approval rejection, editing and 

resubmission are allowed. 

1. After your registration is ‘approval rejected’, you can login your account through 

BID portal website. 

2. Click “My File” and enter in the archive page. 

3. Click ‘Edit’ button on the right upper corner to modify your registration page 

accordingly. 

4. Resubmit your edited info for approval. 
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3.2 System login process 

After the registration application is approved, you can log in to the system through 

BID system website：https://www.coibid.com . 

Click on the tab “Supplier user- login” then login to the system's homepage using 

personal Account, Password and OTP (the system will send OTP to your registered 

email automatically). 

 

https://www.coibid.com/
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On the "workbench" page, under the "Function Navigation", click the "My File" 

button to enter the Supplier Management System. 

 

 

3.3 My File 

3.3.1  Change of Supplier Archive 

Business Scenario: Changing Supplier Critical and Non-critical Information 

Explanation: Changes to critical information in the basic information require approval 

from ‘the supplier administrator of BID system’, while changes related to other 

information become effective upon submission. 

Menu path：Archive Management>>My Files 

User roles: Administrator 
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Operation steps： 

1. Click on the 'Archive Management' option in the left sidebar menu, then select 'My 

Profile' to enter the 'My Profile' page. Click on 'Initiate Change' to start the change 

process. 

 

2. Enter the Supplier Profile Change Application page, input the basic information for 

the change (including critical information and essential information), and upload 

attachments. 
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3. Click ’Application’ Information tab 

1）Click 'Add', input the new product information, and click 'Confirm’. 
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2）Check the product information, click 'Edit', modify the product information, and 

click 'Confirm'. 

 

3）Check the product information, click 'Delete'. 
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4. Click Association Relationship tab 

1）Click 'Add', input the supplier name, select the association relationship, upload 

attachments, and click 'Confirm'. 

 

 

2）Check the association relationship information, click 'Edit', modify the association 

relationship information, and click 'Confirm'.  

 

3）Check the association relationship information, click 'Delete'. 
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5. Click ‘Qualification Information’ tab（take change of qualification as example） 

1）Click 'Add', input/select the qualification certification information, and click 

'Confirm'. 
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2 ） Check the qualification certification information, click 'Edit', modify the 

qualification certification information, and click 'Confirm'. 

 

3）Check the qualification certification information, click 'Delete' 

 

6. Click ’Attachment information’ tab 



  BID-Supplier Management-User Manual         
 

18 

 

For attachment information, only attachments of type 'Other Attachments' and 

'Annual Financial Statements' can be deleted.  

If you need to delete, add, or edit product information, please go to the Application 

Information tab.  

To delete, add, or edit related party relationship changes, go to the Association 

Relationship tab.  

To delete, add, or edit qualification information and attachments, go to the 

Qualification Information tab. 

Key Attachments: 

Legal Authorization Letter: Can only be changed; editing, deletion, and adding new 

ones are not allowed. 

1）Click ’Add’, upload attachment, then Click ‘Confirm’. 
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2）Check the attachments information, click ‘Edit’, modify the attachment information, 

and click 'Confirm'.  

 

3）Check the attachments information, click ‘Delete’ 

 

3.3.2  Withdrawal of Archive Change 

Business Scenario: Withdrawing Archive Changes (Critical Information Requiring 

Approval Can Be Withdrawn) 

Explanation：A record can be withdrawn in a "pending approval" status  

Manu path：Archive>>>My Profile 

User roles: Administrator 

Operation steps： 

1. Click on the 'Archive Management' option in the left sidebar menu, then select 'My 

Profile' to enter the 'My Profile' page. Click Approval Record tab, then click 

‘Withdraw’. 
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 2. As for approval rejection, you can click on the details to view the reason for 

rejection. 

 

3.4 My Processing 

Business Scenario: Viewing Effective Violation Processing Documents 

Menu path：Violation Management>>>My Processing 

User roles: Administrators, salesman 

Operation steps： 

1. Click on the 'Violation Management' option in the left sidebar menu, then select 

'My Processing' to enter my processing page. View the processing document list. 
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3.5 My Restriction-lifting 

Business Scenario: View and Initiate Expiration Restriction-lifting document 

Menu path：Violation Management>>>My Restriction-lifting 

User roles: Administrators, salesman 

Operation steps： 

1. Click on the 'Violation Management' option in the left sidebar menu, then select ' 

Restriction-lifting ' to enter my processing page. View the processing document list. 

3.5.1  Initiate Restriction-lifting（Violation document dimension） 

Operation steps： 

1. Click on the 'Violation Management' option in the left sidebar menu, then select ' 

Restriction-lifting ' to enter Restriction-lifting page. Click ‘Initiate Restriction-lifting’ 

to enter supplier restriction-lifting application page. 

 

2.Select Lifting-restriction Dimension（violation document） 
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3. Select Restriction Document  

1）Click ‘Select Document’ 

 

2）Input the product category/Processing Unit for the lifting of the restriction, click 

'Search', select the violation document, and click 'Confirm'. 

 

4. Enter Lifting Restriction reasons 
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5. Upload Relevant Attachments（not mandatory） 

1）Click ‘Add’ 

 

2）Click ‘Upload files’, click ‘Confirm’ 

 

6. Click "Submit" to enter the approval process, click "Save Draft" to save the current 

information. 

7. Submitted successfully, check the status of the application which should now be 

"Submitted." 
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3.5.2  Initiate Restriction-lifting(category dimension） 

Operation steps： 

1. Click on the 'Violation Management' option in the left sidebar menu, then select ' 

Restriction-lifting ' to enter Restriction-lifting page. Click ‘Initiate Restriction-lifting’ 

to enter supplier restriction-lifting application page. 

 

2. Select Lifting-restriction Dimension（product category） 

 

3. Select Restriction-lifting category  

1）Click ‘Select Product Category’ 
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2）Input the product category/Processing Unit for the lifting of the restriction, click 

'Search'. 

 

3）Select the violation category, and click 'Confirm' 

4. Fill in Restriction reasons 
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5. Upload Relevant Attachments（not mandatory） 

1）Click ‘Add’ 

 

2）Click ‘Upload files’, click ‘Confirm’ 

 

6. Click "Submit" to enter the approval process, click "Save Draft" to save the current 

information. 

7. Submitted successfully, check the status of the application which should now be 

"Submitted." 

3.6 My Exit 

Business Scenario: A supplier category is exited from the supplier resource Pool. 

Menu path：Exit Management>>>My Exit 

User roles: Administrator, Salesman 

Operation steps： 

1. Click on the 'Exit Management' option in the left sidebar menu, then select 'My 

Exit' to enter the ' My Exit'' page. Click on 'Initiate Exit' to start the exit process. 
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2. Select the Unit/Units you will exit from 

 

3. Select whether to exit all categories, and fill in the reason for exiting. 
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4. Click ‘Add Product Category’ 

 

1）Input the product category for the ‘exit’ of the restriction, click 'Search’. Check 

the production category you want to exit, and then click ‘Confirm’. 

 

5．Click "Submit" to enter the approval process, click "Save Draft" to save the current 

information. 

6. Submitted successfully, check the status of the application which should now be 

"Submitted." 
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4.1 My Communication 

Business Scenario: Suppliers can provide suggestions or feedback to cooperated Unit. 

Menu path：Communication Management>>>My Communication 

User roles: Administrators, salesman 

Operation steps： 

1. Click on the 'Communication Management' option in the left sidebar menu, then 

select 'My Communication' to enter My Communication page. Click ‘Initiate 

Communication’. 

 

2. Enter in communication application page 

1）Select the Target Unit, Communication Type, and filling out the communication 

subject and content. 
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3. Click "Submit" to enter the approval process, click "Save Draft" to save the current 

information. 

4. Submitted successfully, check the status of the application which should now be 

"Submitted." 

 

4.2 My Users 

4.2.1  Reset/Forgot Password 

Business Scenario: supplier needs to reset password 

Menu path：Portal>>>Login page 

User roles: Administrator, Salesman 

Operation steps： 

1. Click on the 'Exit Management' option in the left sidebar menu, then select 'My 

Exit' to enter the ' My Exit'' page. Click on 'Initiate Exit' to start the exit process. 
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1. Log in to the system through BID system website：https://www.coibid.com . 

 

2. Enter in Log in page, click ‘Forgot Password’ 

3.Enter the "Login Password Reset Page", input the username, input the email address, 

click "Send Verification Code", input the verification code, enter the new password 

and confirm the password, then click "Submit". 

4.2.2  Users forgot their username and password and don’t have 

access to their contact email 

Business Scenario: In the business scenario where a supplier needs to change their 

email due to the original email being inaccessible because of personnel changes, such 

as an employee leaving or taking extended leave. In this circumstance, the resolution 

can only be achieved through a Maintenance Work Order. 

User roles: Administrator 

4.2.3  Add User 

Business：Add new Administrator or Salesman 

Menu path: User Management>>>My users 

User Roles: Administrator 

Operation steps： 

1. Click on the ' User Management ' option in the left sidebar menu, then select ' My 

users ' to enter the ' My users '' page.  
 

https://www.coibid.com/
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2. Click ‘Add’ 

 

3. Enter user information and Click ‘Confirm’ 

 

4.2.4  Edit of User information 

Business scenario: Edit user information 

Menu path: User Management>>>My users 

User Roles: Administrator, Salesman 

Operation steps： 

1. Click on the ' User Management ' option in the left sidebar menu, then select ' My 

users ' to enter the ' My users '' page. 

2. Click ‘User Name’ then click ’Edit’ 
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3. Edit user information which needs to be modified. 

 
4. Click "Cancel" to return to the "My Users" page; click "Confirm" to modify user 

information and return to the "My Users" page. 

4.2.5  Adjustment of User Status 

Business scenario: Adjust user Status 

Menu path: User Management>>>My users 

User Roles: Administrator 

Operation steps： 

1. Click on the ' User Management ' option in the left sidebar menu, then select ' My 

users ' to enter the ' My users '' page. 
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2. Click status switch button 
 

2. On the prompt page: ‘whether to deactivate the status?” Click ‘Confirm’, the status 

adjusted successfully 
 

4.2.6  Rebind Email or Work Phone No. 

Business scenario: Adjust user email or work phone no. 

Menu path: User Management>>>My users 

User Roles: Administrator 

Operation steps： 

1. Log in BID system then Click on ‘My File ' button in the left function navigation 

menu. 

 
 

2.Click on the ' User Management ' option in the left sidebar menu, then select ' My 

users ' to enter the ' My users '' page. Then click ‘user name’. 
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3. Click ‘Modify’  

 

 

4.Bind new work phone no. 

1). Enter new work phone no., then select green checkmark , completes the binding 

process. 
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6. As the same with binding work phone no. : enter new email, click on green 

checkmark, click to obtain verification code, enter verification code, click confirm, 

email binding successful. 
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