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EXPORTING BIDDERS LISTS  

Exporting Bidders Lists – Retrieving a list of all bidders who have taken an action on a specific project  

 

Exporting the Bidders List 
First, locate the soliciation containing the Bidders’ List you’re looking to export.  

 
• Once in the solicitation, select the BIDDERS tab 
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• Once on the BIDDERS tab, make sure all Columns you need are visible  

• Select the Gear Icon near the right 

• Select Show/Hide Columns (anything crossed out is not currently shown; click that line item to make visible) 
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• Once all Columns are visible, again select the Gear Icon to the right 

• Select Export 

• Choose to either export to Excel or PDF 

 

 

 

The exported document will now be on your computer for review.  

 


