
 

Standard Operating Procedure – QMS – Vendor Portal User 

Guide – Submitting a Vendor Bid 

Purpose: 

The purpose of this SOP is to provide a user guide that walks the vendor step by step through the bidding process. This 

will allow the vendor to submit a bid for potential new business via TSD. 

Definitions: 
 
QMS – Quote Management System 
TSD – Transportation Supplier Dashboard 
TRANSLOAD – To physically transfer product from one transportation vehicle to another. Example-Truck to railcar. 
DRAY – To Truck deliver the material from non rail served customer to vendor or visa versa.  

Procedures: 

1. The vendor will receive an email from UPDS Marketing requesting their bid for services. Click on the link below 
the “Summary of Opportunity” information.  
 

 
 
 
 

 

 
  

 
   

    
   

  

    
    
   

  



2. The vendor will be taken to a UPDS login page for the Vendor Portal in TSD. At this time, the vendor will enter 
their user ID and password information.  
 

 
 

3. The vendor will be taken to the Vendor Portal. This web page will list the Bid ID, product information, and 
shipment information. Review the information in order to formulate a bid.  
 

 
 
 

 
 
 
 
 
 
 
 
 



4. On the “Rate Request” tab, there will be tabs for each service requested. In this example, the services requested 
are destination transload, dray, and storage. Please enter a “Rate (USD)” for each service.  
 

 
 

 
 

 
 
 
 

 
 
 
 



5. If there are additional services that need to be added to the bid, select “add other service.” Select the service 
type, rate, unit of measurement (UOM) and then select, “submit.” 

 

 
 

 
 

6. If the vendor would like to send a message to the UPDS Marketing Representative, select the “Message(s)” tab, 
enter your message in the comments field and then select, “Compose Message.” 

 

 
 
 
 
 
 
 



7. If the vendor would like to upload a document, select the “Document(s)” tab. Browse for the document and select, 
“Upload.” 

 

 
 

 
8. Once the vendor is ready to send the bid to UPDS Marketing, select, “Bid Now.” 
 

 
 

9. Enter the vendor contact name, title, date and check the box agreeing to UPDS’s vendor terms and conditions. 
Then select, “Submit.” 

 

 
 

 
 



10. The vendor bid has been sent to UPDS Marketing. Please refer to the QMS Vendor Portal User Guide for how to 
review sent bids and if the bid was accepted or rejected by the customer.  

 

 
 

 

Record Management: 
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