
File download process in Webportunities.net 

¢ƘŜ LƳƳŜŘƛŀǘŜΦȄƭǎ ƻǊ [ƻƴƎǘŜǊƳΦȄƭǎ ŦƛƭŜǎ Ŏŀƴ ōŜ ŘƻǿƴƭƻŀŘŜŘ ŦǊƻƳ ǘƘŜ άIƻƳŜέ ǇŀƎŜ ƻǊ ǘƘŜ ά5ƻǿƴƭƻŀŘǎέ 

page on the website. Please make sure you are logged in and registered with the Buyer Organization 

that you want to make the download for. 

 

The download area looks as follows: 

The Immediate.xls and Longterm.xls files will appear in blue for the Buyer Organizations you are 

registered with. 

 

There are 2 methods that can be used to download a file. 

Method 1. 

1. Left-click the Immediate.xls or Longterm.xls file for the relevant buyer, after which depending on 

your version of Internet Explorer one of the following screens will appear. 

 



a.   

Click save. 

 

b. If you are using Internet Explorer 9 you will see the following at the bottom of your 

screen 

 

Click on the down arrow next to save. 

 

Then click on Save as 

The screen below will appear in which you will need to specify a file name and folder of your choice. 

¢ƘŜƴ ŎƭƛŎƪ ά{ŀǾŜέΦ 



 

2. You may be prompted as below if you have previously saved the file in the same folder with the 

same name: /ƭƛŎƪ ά¸Ŝǎέ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜǇƭŀŎŜ ǘƘŜ ŜȄƛǎǘƛƴƎ ŦƛƭŜ ƻǊ άbƻέ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǎǇŜŎƛŦȅ ŀ 

different folder and/or file name. 

 

3. The following box might now appear indicating the Download progress. If it does you can click 

on Open to open the file otherwise you will have to navigate to the folder where you saved it 

and open it from there. 

  

Method 2. 



Right-ŎƭƛŎƪ ǘƘŜ LƳƳŜŘƛŀǘŜΦȄƭǎ ƻǊ [ƻƴƎǘŜǊƳΦȄƭǎ ŦƛƭŜ ŦƻǊ ǘƘŜ ǊŜƭŜǾŀƴǘ ōǳȅŜǊ ŀƴŘ ǎŜƭŜŎǘ ά{ŀǾŜ ¢ŀǊƎŜǘ !ǎΧέ 

Then follow points 2 to 4 above. 

 

tƭŜŀǎŜ ǊŜŀŘ ǘƘŜ άbƻǘŜǎ ǘƻ ǎǳǇǇƭƛŜǊǎκǾŜƴŘƻǊǎέ ŀǎ ƛǘ Ŏƻƴǘŀƛƴǎ ƻǘƘŜǊ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Your version of Excel will be indicated in the cell to the right of the Green block. 

a. If you are using Excel 2003 please follow the instructions underneath the Green block for Excel 

97 ς 2003. Please note that you will have to close and reopen the spreadsheet and enable the 

macros. 

 

b. If you are using Excel 2007 you will notice a security warning above the Green Block. Click on 

options 

 



This will show the following message box. Click on enable this content where it says Macro & 

ActiveX and then click OK 

 

 

c. If you are using Excel 2010 then the first time you open the workbook you will notice the 

following warning above the green block. Click on Enable Editing  

 

You will now see the following Security Waring above the Green Block. Click on Enable Content. 

This will enable you macros. 



hƴŎŜ άƳŀǊŎǊƻǎέ ŀǊŜ ŜƴŀōƭŜŘ ȅƻǳ ǿƛƭƭ ƴƻǘŜ ǘƘŀǘ ȅƻǳǊ ǎǇǊŜŀŘǎƘŜŜǘ ƴƻǿ Ŏƻƴǘŀƛƴǎ о ǿƻǊƪǎƘŜŜǘǎ ŀǎ 

below. 

(Bottom,left of the spreadsheet) 

 



/ƭƛŎƪ ƻƴ ǘƘŜ ά[ƛǎǘhŦLǘŜƳǎέ ǿƻǊƪǎƘŜŜǘ ǘƻ ƻǇŜƴ ǘƘŜ ōǳȅŜǊΩǎ ƭƛǎǘ ƻŦ ǊŜǉǳƛǊŜƳŜƴǘǎΦ .Ŝƭƻǿ ƛǎ ŀ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ 

ƻǇŜƴŜŘ ά[ƛǎǘhŦLǘŜƳǎέ ǿƻǊƪǎƘŜŜǘΦ 

 

If you hover your mouse pointer over a column in the above worksheet a comment will appear giving an 

explanation of what the field means as follows: 

Make sure that your 

vertical scroll bar is moved right to the top, otherwise you will not see the full comment.  

hƴŎŜ ȅƻǳǊ ǉǳƻǘŀǘƛƻƴκǘŜƴŘŜǊ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ǘƘŜ άLƴǎǘǊǳŎǘƛƻƴǎέ ǿƻǊƪǎƘŜŜǘ ǘƻ ǎǘŀǊǘ ǘƘŜ άCƛƭŜ 

¦ǇƭƻŀŘέ ǇǊƻŎŜǎǎ ŀǎ ŘŜǎŎǊƛōŜŘ ƘŜǊŜŀŦǘŜǊΦ 



Submit a quote/tender ǳǎƛƴƎ ǘƘŜ ά¦ǇƭƻŀŘ CƛƭŜέ ǇǊƻŎŜǎǎ 

1. Once prices and other information have ōŜŜƴ ƛƴǎŜǊǘŜŘ ƻƴ ǘƘŜ ά[ƛǎǘhŦLǘŜƳǎέ ǿƻǊƪǎƘŜŜǘΣ ǘƘŜƴ 

ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎǘǊǳŎǘƛƻƴǎέ ǿƻǊƪǎƘŜŜǘ which will open as below.  

2. bŜȄǘ ŎƭƛŎƪ ƻƴ άUpload FileέΦ 

 

 


