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Procure 2 Pay
Being part of a 

tender



Invitation via e-mail

In your mailbox you will find this invitation to participate to a sourcing event of Luminus.





‘I intend to Participate’

With this option, you can already 

indicate that you want to 

participate, but you will consult the 

Luminus’ documentation and 

questions later

‘View event’

This option will guide you to the 

sourcing event, where all 

information is stored.

When opening the e-mail, you will 

see two options to click on:



Buyer message and timeline

1. Luminus’ guidance message

Start with consulting the message 

sent by Luminus.

2. Count down

Do not forget that the timeline to 

submit your proposal is limited. 

The clock in blue will remind you 

of the time left. 
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Are you participating?

First question is to indicate 

whether you will participate to the 

sourcing event or not.

This question is not mandatory, but 

helps to Luminus team to manage 

the sourcing event smoothly. 



Terms & conditions

In the ‘terms and conditions’ 

section, a number of documents is 

shown.

1. Downloading and consulting the 

content is possible by clicking on 

the description in blue.

2. Next, you can indicate whether 

you accept the document or not. 

Please not that not accepting the 

document will block your access 

to the tender documents. 

3. Submit your answer towards 

Luminus.
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Tender documents

If you accepted all documents 

within the ‘terms and conditions’ 

section, the button ‘enter response’ 

button will appear in blue. 

Clicking on ‘enter response’ will 

guide you to all documents and 

tender information.



Main parts

The tender is itself consists of two 

main parts: attachments and forms

Attachments

Per section you can download the 

documents on the left hand side, 

and submit your response on the 

right hand side.

Forms



Attachments

1. Read the instructions

2. Download the 

documents

3. Upload your response
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Forms

In the ‘forms’ section, 

fields are predefined 

to fill in. 



Submit your reponse

In case you have reviewed and 

completed every section and your 

response is ready to submit, scroll 

down to the bottom of the page 

and click on ‘submit response to 

buyer’



Need for support? 

Please contact the responsible buyer 

of the sourcing event



Questions?

Questions concerning the sourcing 

event can be launched in the 

message box (left corner below).


