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1. Introduction 

PTT Bid Submission was developed to support the process of requesting/purchasing bid 

documents and submitting proposals and prices for PTT Procurement Projects by the purpose 

of increasing flexibility, transparency, and efficiency in PTT procurement process. PTT Bid 

submission has been launched as a subsystem in PTT Vendor Management System (PTTVM) 

since 29th August 2022 

 

PTT Bid Submission system has 2 main functions as the details below;  

1. Request/Purchase Bid Documents has 2 sub-functions as follow;  

1.1 Request Bid Documents which PTT Vendors can use this function to receive bid 

documents with free download. 

1.2 Purchase Bid Documents which PTT Vendors can use this function to purchase bid 

documents. Currently, the system does not support online payment. Therefore, bid 

document fee shall be paid by money transfer outside the system and the proof of 

payment shall be submitted to the system for PTT verification process. The purchaser 

could download bid documents from the system after the payment details has been 

verified by PTT.   
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2. Submit Bid Document (proposals and prices) which PTT Vendors can use this function to 

submit the proposals and prices for PTT procurement projects.  

Working Process of PTT Bid Submission  

1. working Process of Request/Purchase Bid Documents are as follow;  

 

2. Working Process of Submit Bid Document (proposals and prices) are as follow; 
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2. Log in to PTT Bid Submission System 

Preparation User shall register for PTT Vendor Management System by the website: 

http://pttvm.pttplc.com . After PTT has approved registration, the result of registration including 

username and password (on behalf of company) will be sent to the registrant by email. User 

could log in to the PTTVM and access to PTT Bid Submission System. 

Conditions PTT Bid Submission is an online option for receiving/purchasing bid documents and 

submitting proposals and prices. That does not mean all PTT procurement projects can be use 

PTT Bid Submission to proceed. (There are some projects still specified offline option that 

depends on the types and conditions of the projects.) 

Therefore, the channel of bid document offering including bid document submitting which is 

specified in PTT procurement announcements shall be noticed carefully. 

Searching for PTT Announcement Procurement Project it could be founded by 2 channels as 

the details below; 

1. Search on PTT Procurement Website https://procurement.pttplc.com 

1.1 Select main menu “Announcement” 

1.2 Select sub menu “Procurement Announce/Invitation” 

1.3 Click  to receive/Purchase Bid Document 

- In case user has not logged in to PTT Vendor Management (PTTVM), the system 

will display the landing page of PTTVM for login process. 

- In case user has already logged in to PTT Vendor Management (PTTVM), the 

system will display the landing page of PTT Bid submission System.  

Note:  The button  will display for the procurement projects which are specified for 

PTT Bid Submission only. That means the button “Request Document” will not appear if 

the projects are not specified for PTT Bid Submission.  

http://pttvm.pttplc.com/
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Picture 1 Procurement Announcement on PTT Procurement Website 

2. Search on PTT Bid Submission System 

-Please see the details in “Request/Purchase Bid Document”- 

Log in to PTT Bid Submission System 

1. Go to PTT Procurement Website https://procurement.pttplc.com/  and click “LOGIN” 

 
Picture 2 Landing Page of PTT Procurement Website 

 

 

 

https://procurement.pttplc.com/
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2. Log in to PTT Vendor Management (PTTVM) System 

2.1 Select Type of User “Vendor” 

2.2 Enter Username and Password 

2.3 Click “LOGIN” 

 
Picture 3 Log in to PTT Vendor Management (PTTVM) System 

3. Select PTT Bid Submission System 

3.1 Click “PTT bid Submission” 

 
Picture 4 Menu on the landing page of PTT Vendor Management (PTTVM) System 
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3. Request/Purchase Bid Document 

1. Go to PTT Bid Submission System 

1.1 Display the name of user who logged in 

1.2 Select “Request/Purchase Bid Document” 

 
Picture 5 Display of “Request/Purchase Bid Document” 

2. Search procurement project 

2.1 Enter Document No. or select any condition as below to find the procurement project  

- Document No. : Ex.114001XXXX  

- Project Name: Enter the Keyword ex. “Construction”, “Pipeline”, “Anode Groundbed” 

- Type of Announcement: Ex. Bid Announcement, Revision of Bid Announcement 

- Schedule of the Bid Announcement: Select Start Date and End Date 

2.2 Select the project from the list of procurement project. The system will display the 

latest list of procurement projects which are in the schedule of bid document 

offering/selling period. 
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Picture 6 Display of searching for procurement projects 

3. Select procurement project 

3.1 Project Name: Check selected procurement project name carefully 

3.2 Project Detail and the button “Download Sample Documents”: Check the details of 

selected project, download the sample of bid documents to ensure information and 

check bid documents fee. In case the system display amount of bid document fee as 

“Price 0.00 Baht”, interested person could receive the bid document for free.   

3.3 Enter information of contact person: Enter name-surname, Telephone number and 

email.  

3.4 Select the button to proceed as follows; 

- Click  to receive Bid Document.   

- Click  to cancel process and go back to main page.   

- Required Fields (*) in contact information section shall be filled in completely. 
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Picture 7 Display of Procurement Project Details 

Download Sample of Bid Document as the details below; 

1. Click  to download the sample of Bid Documents 

2. Click check box to select the document(s) and click  to download selected 

document(s) 
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Note “Sample Documents” is used as the sample of bid documents only. That means it is not 

the bid document which is use for bid submitting process. Therefore, to preserve the right of bid 

submitting to PTT, user shall notice that the bid document shall be requested/purchased by the 

scheduled time according to PTT’s conditions. 

 
Picture 8 Pop Up of Preview Document List 

Contact Information Section Please noted that required Fields (*) in contact information section 

shall be filled in completely. The system will not allow user to go to the next process if the 

required fields are incomplete. 

 
Picture 9 Notification Pop Up in case required fields are incomplete 
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4. Request/Purchase Bid Documents 

4.1 Working Process of Request Bid Documents are as follow; 

 
Picture 10 Working Process of Request Bid Documents 

After logged in to PTT Bid Submission system and selected procurement project, user shall 

proceed to receive the bid document as follow; 

4.1.1 Click  to receive bid document. 

 
Picture 11 Display of receiving bid document 

4.1.2 Click  to confirm bid document receiving or click  to cancel process 

and go back to the main page. 

 
Picture 12 Confirmation pop up for bid document receiving 
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4.1.3 Click  to download bid document, the system will display working 

status as Document Request Completed. 

 
Picture 13 Display of working status: Document Request Completed 

4.1.4 Notification email for the result of Bid Document Requisition will be sent to user        

if PTT has accepted the requisition. That means Bid Document Requisition is 

Success. 

 
Picture 14 Sample of Notification email for the result of Bid Document Requisition 
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4.2 working Process of Purchase Bid Documents are as follow; 

 
Picture 15 Working Process of Purchase Bid Documents 

After logged in to PTT Bid Submission system and selected procurement project, user shall 

proceed to purchase the bid document as follow; 

4.2.1 Click  to purchase Bid Document or click  to cancel 

process and go back to the main page. 

4.2.2 Click  to confirm Purchasing Bid Document or click   to cancel process 

and go back to the main page. 

 
Picture 16 Display of purchasing bid document  
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4.2.3 Follow payment guideline to pay for Bid Document Fee, the system will display 

working status as Waiting for Providing Proof of Payment by Vendor. 

 
Picture 17 Display of the status: Waiting for Providing Proof of Payment by Vendor 

Payment Guideline Bid Document Fee shall be paid by money transfer to PTT Bank Account by 

the schedule time. There are 2 options for payment as follow; 

1. Domestic payment 

2. International payment 

Note In case of International payment via overseas bank transfer, Bid Documents fee shall be 

paid in full amount by money transfer in the currency of Thai Baht (THB) only. Therefore, payer 

shall be responsible for bank charges including other expenses (if any). Furthermore, Bid 

Document purchasing process on PTT Bid Submission system shall be completed before the 

end of bid document selling period by the local time in Thailand. 

4.2.4 Enter the details and attach proof of payment into the section “Payment Information” 

4.2.5 Enter the details for issuing Receipt/Tax Invoice into section “Information for issue 

receipt/invoice” 

4.2.6 Select only one method for receiving an original Receipt/Tax Invoice as follows;  

- Self Pick-Up at Incoming and Collection Management Division, PTT Head Office 

- Postal Delivery (Domestic only) 

- Not Necessary (a copy of Receipt/Tax Invoice could be downloaded)  
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4.2.7 Select the button to proceed as follow;  

• Click  to save draft 

• Click  to submit details and proof of payment to PTT 

• Click  to cancel and back to the main page 

 
Picture 18 Display of submitting proof of payment 

Note In case * Required fields have not filled in completely, the system will display a notification 

pop up as follow if user click . 

 
Picture 19 Notification pop up in case of required fields are incomplete 
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4.2.8 Click  to submit payment information to PTT if system displays pop up 

“Confirm to submit payment information” or click  to cancel process and go 

back to the main page. 

 
Picture 20 Confirmation pop up for submitting payment information 

4.2.9 The system will display working status as “Waiting for Verification by Financial 

Division” and email to: PTT Financial Division and cc: user for the process of 

verifying payment information. 

 
Picture 21 Sample of Notification email for the process of verifying payment information 
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Recall the Requisition of Bid Document Purchasing Bid Document Purchasing Requisition could 

be recalled by the working status of “Waiting for Verification by Financial Division” as the details 

below; 

1. Click   to recall Bid Document Purchasing Requisition. 

 
Picture 22 Display of recalling Bid Document Purchasing Requisition 

2. Select the reason of recalling 

3. Enter additional details (if any) 

4. Click  to confirm recalling or click  to cancel process and go back to the 

main page. 

 
Picture 23 Display of confirmation of recalling bid document purchasing requisition 
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After click  to confirm recalling Bid Document Purchasing Requisition, the system 

will send email to: PTT Financial Division and cc: user for the process of recalling Bid 

Document Purchasing Requisition. 

 
Picture 24 Sample of email for the process of recalling bid document purchasing requisition 

5. Payment details including attachment could be edited on the system if recalling is 

success, then click  to re-submit payment information to PTT. 

 
Picture 25 Display of editing payment information after recalling 
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6. Click  to view history log 

7. The system will display History Log pop up which listed by transaction date and time. 

 
Picture 26 Display of history log 

Request to revise Requisition of Bid Document Purchasing The requisition could not be recalled 

for editing on the system by user if working status is “Waiting for Payment Confirmation by PTT” 

Therefore, user shall proceed as follows to revise the requisition. 

1. Contact PTT Financial Division to cancel payment confirmation process on the system 

 
Picture 27 Working status of “Waiting for Payment Confirmation by PTT” 

2. After PTT Financial Division has completed the process of cancellation for payment 

confirmation, user’s working status on the system is “Not Verified”, the payment details 

including attachment could be edited and re-submitted to PTT on the system by user. 

 
Picture 28 Display of working status of “Not Verify”  
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Working Status: Not Verify or Cancel Verify In case of any payment information which has 

submitted on the system by user is incorrect, the result of verification will be “Not Verify”. 

However, PTT Financial Division could proceed “Cancel Verify” in case of recalling verification 

result for reconsideration. The system will display user’s working status as either “Not Verify” or 

“Cancel Verify” depends on the case, and notification email will be sent to user. 

 
Picture 29 Sample of notification email for the working status “Cancel Verified” 

Working Status: Cancelled by System Bid document purchasing requisition shall be submitted 

to PTT through PTT Bid Submission system before the end of bid document selling period, 

otherwise the bid document purchasing requisition will not be complete. Also, user will not be 

eligible to submit bid proposal and price. 

In case bid document purchasing requisition has not been completed by the scheduled time, 

the system will automatically cancel the pending requisition and display working status as 

“Cancelled by System” then send notification email to user. 
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Picture 30 Sample of notification email for working status “Cancelled by System” 

4.2.10 After Verification process of bid document purchasing requisition has been 

completed by PTT. The system will display working status as “Document Request 

Completed” and the line of workflow will turn to blue color if the result of bid 

document purchasing requisition is success, then the user could click    

to download bid documents from the system. 

 
Picture 31 Display of working status “Document Request Completed” 
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4.2.11 Notification email will be sent to user if the result of bid document purchasing 

requisition is success. 

 
Picture 32 Sample of notification email for successful of bid document purchasing requisition  

Amendment of Bid Announcement The system will send notification email to the user who is 

eligible to submit the proposal and price in case of the procurement announcement has been 

amended by PTT. User shall confirm acknowledgement for amendment of bid announcement. 
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Picture 33 Sample of notification email for Amendment of Bid Announcement 

The system will display the message as follow if acknowledgement for amendment of bid 

announcement has been completed by user. 

 
Picture 34 Display of acknowledgement for amendment of bid announcement 
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Note The acknowledgement for amendment of bid announcement is used for the purpose of 

confirmation notice only and It is not used for the consideration of disqualification to submit bid. 

However, acknowledgement shall be confirmed to ensure that user could submit proposal and 

price properly.   

Cancellation of Bid Announcement The system will send notification email to the user who is 

eligible to submit the proposal and price in case of the procurement project has been cancelled 

by PTT as follows; 

1. Case of Cancellation of Bid Announcement  

 
Picture 35 Sample of notification email for cancellation of bid announcement 

 

 

 

 



26 | User Manual (Vendor)   PTT Bid Submission 
  

2. Case of Revision of Bid Announcement  

 
Picture 36 Sample of notification email for revision of bid announcement 

 

 

 

 

 

 

 

 

 

 



27 | User Manual (Vendor)   PTT Bid Submission 
  

4. Submit Bid Document 
Working Process of Submit Bid Document (proposals and prices) are as follow; 

 
Picture 37 Working Process of Submit Bid Document (proposals and prices) 

1. Go to PTT Bid Submission System 

1.1 Display the name of user who logged in 

1.2 Select “Submit Bid Document” 

 
Picture 38 Display of “Submit Bid Document” 

2. Search procurement project 

2.1 Enter Document No. or select any condition as below to find the procurement project 

-  Document No.: Ex.114001XXXX  

- Project Name: Enter the Keyword ex. “Construction”, “Pipeline”, “Anode Groundbed” 

- Type of Announcement: Ex. Bid Announcement, Revision of Bid Announcement 

- Schedule of the Bid Announcement: Select Start Date and End Date 
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2.2 Select the project from the list of procurement project. The system displays the latest 

list of procurement projects which are in the schedule of bid proposals and prices 

submitting period. 

 
Picture 39 Display of searching for procurement projects in the menu “Submit Bid Document” 

3. Prepare for submitting bid proposal and price 

User who is eligible to submit the proposal and price could upload required documents on the 

system for preparation as the details below;   

3.1 Check procurement project name carefully, working status is “Waiting for Create” 

3.2 Check the details of procurement project 

 
Picture 40 Display of working status “Waiting for Create” 



29 | User Manual (Vendor)   PTT Bid Submission 
  

3.3 Upload documents of proposal and price 

3.4 Upload documents of bid security (if required) 

3.5 Enter information of contact person: Enter name-surname, Telephone number and 

email. 

3.6 Select the button to proceed as follows;  

- Click  to save draft of bid proposal and price, working status is “Submitting 

Bid Document” 

- Click  to cancel saving draft 

- The button   will be inactive (button color is grey). The button 

will turn to active (button color is blue) by the scheduled date and time of bid 

proposal and price submission. 

 
Picture 41 Display of the details of bid document section 

 

 
 



30 | User Manual (Vendor)   PTT Bid Submission 
  

4. Submit bid proposal and price 

The system will send reminder email to the user who is eligible to submit bid proposal and price. 

by the scheduled time. User will receive 2 reminder emails for 2 times as follow;  

1. The first reminder will be sent by the start time to submit bid proposal and price 

 
Picture 42 Sample of reminder email; the first reminder 

2. The final reminder will be sent in an hour before the end time to submit bid proposal            

and price 

 
Picture 43 Sample of reminder email; the final reminder  
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User shall proceed to submit bid proposal and price as flows;  

4.1 Click  to submit bid proposal and price 

 
Picture 44 Display of bid proposal and price submitting 

4.2 Check  in the check box to certify proposal and price 

4.3 Click  to confirm bid proposal and price submission or click   to 

cancel the process ang go back to the main page 

 
Picture 45 Display of bid proposal and price submission  
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The system will display working status as “Completed” and the line of workflow will turn to blue 

color if the result of bid proposal and price submission is success. 

 
Picture 46 Display of working status as “Completed” for submitting bid document 

After the process of bid proposal and price submission has been completed, the system will 

display the lists of documents by type of envelop depends on cases as follows;  

1. Case of submitting bid document to PTT through PTT Bid Submission (Online Channel)  

The system will display all documents which has submitted on the system. 

 
Picture 47 Display of submitting bid document to PTT through PTT Bid Submission 
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2. Case of submitting bid document to PTT at PTT Office (Offline Channel) 

The system will display the message “not submitted via PTT Bid Submission”. 

 
Picture 48 Display of submitting bid document to PTT through offline channel 
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4.4 Click  to go back to the main page  

 
Picture 49 Display of working status “Completed” 

4.5 The system will send confirmation email to user if the process of bid proposal and 

price submission has been completed.  

 
Picture 50 Sample of confirmation email for bid proposal and price submission 
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Submitting Bid Document for Specific Procurement Method PTT Bid Submission system could 

support the process of submitting bid document for specific procurement method. The system 

will send invitation email to the specific user and provide online channel for the user’s 

convenience. 

 

Picture 51 Display of invitation email for specific procurement method 
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Working Status: Cancelled by System for any reason as follows; 

1. Bid proposal and price submission has not submitted by the deadline 

2. Cancellation of procurement announcement by PTT before bid submission schedule 

3. Cancellation of procurement invitation by PTT before bid submission schedule 

The system will display working status as “Cancelled by System” and send notification email     

to user. 

 
Picture 52 Sample of notification email for working status “Cancelled by System” 
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Working Status: Disqualification of bid submission for any reason as follows; 

1. Bidder is not present at the bid clarification date  

2. Bidder is present at the bid clarification date but not present at site visit date 

The system will display working status as “Disqualified” and send notification email to user. 

 
Picture 53 Sample of notification email for disqualification 
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Working Status: Cancellation of Disqualification of Bid Submission The disqualification of bid 

submission will be cancelled in case PTT has announced extension period / rescheduling of the 

bid clarification / site visit / submitting bid proposal and price. The system will send notification 

email to disqualified bidder to confirm that the disqualification of bid submission is now 

cancelled. 

 
Picture 54 Sample of notification email for cancellation of disqualification 
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Amendment of Bid Announcement The system will send notification email to the user who is 

eligible to submit the proposal and price in case of the procurement announcement has been 

amended by PTT. User shall confirm acknowledgement for amendment of bid announcement. 

 
Picture 55 Sample of notification email for Amendment of Bid Announcement 

Note The acknowledgement for amendment of bid announcement is used for the purpose of 

confirmation notice only and It is not used for the consideration of disqualification to submit bid. 

However, acknowledgement shall be confirmed to ensure that user could submit proposal and 

price properly.   
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Cancellation of Bid Announcement The system will send notification email depends on the type 

of procurement method to the user who is eligible to submit the proposal and price in case of 

the procurement project has been cancelled by PTT. 

1. Case of cancellation of invitation to bid for announcement procurement method 

 
Picture 56 Sample of notification email for cancellation of invitation to bid                        

(announcement procurement method) 
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2. Case of cancellation of invitation to bid for selecting procurement method  

 
Picture 57 Sample of notification email for cancellation of invitation to bid 

(announcement/selecting procurement method)  

3. Case of cancellation of invitation to bid for specific procurement method  

 
Picture 58 Sample of notification email for cancellation of invitation to bid                             

(specific procurement method) 
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5. My Task 

“My Task” shall be used for tracking working status and monitoring progress of working on PTT 

Bid Submission System. The steps are as follows; 

1. Log in to PTT Bid Submission  

1.1 Display the name of user who logged in 

1.2 Select “My Task” 

 
Picture 59 Display of “My Task” 

2. Select the task status on PTT Bid Submission 

 After click at “My Task”, there are 3 sections used for searching the task as the details below; 

2.1 My Task status: There are 3 status as follows;  

2.1.1 Pending Document List 

2.1.2 PTT In-Progress Document List 

2.1.3 Completed Document List 

2.2 Searching Task: Enter either keyword or select the details to find the task 

2.3 Document List: Show the task list depends on the selected task status 
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Picture 60 Details of My Task 

List of Working Status 

1. Pending Document List is the list of bid documents are in the process of Vendor as the details 

below; 

List of Working Status 

Request/Purchase Bid Document Submit Bid Document 

(1) Draft 
(2) Waiting for Providing Proof of 

Payment 
(3) Recall 
(4) Not Verify 
(5) Cancel Verify 

(1) Draft 
(2) Waiting for Bid Submission 

2. PTT In-Progress Document List is the list of bid documents are in the process of PTT as the 

details below; 

List of Working Status 
Request/Purchase Bid Document Submit Bid Document 

(1) Waiting for Verification by Financial Division 
(2) Waiting for Payment Confirmation by PTT 

-N/A- 



44 | User Manual (Vendor)   PTT Bid Submission 
  

3. Completed Document List is the list of bid documents are at the end of process depends on 

situations as the details below; 

List of Working Status 
Request/Purchase Bid Document Submit Bid Document 

(1) Cancelled by System 
(2) Completed 

(1) Cancelled by System 
(2) Completed 
(3) Disqualification of Bid Submission 

Searching Tasks Enter keywords or select type of task and schedule as below to find the task 

1. Document No.  

2. Project Name 

3. Type of Task  

- All 

- Request/Purchase Bid Document 

- Submit Bid Document 

4. Start Date and End Date 

 
Picture 61 Display of searching task 


