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1. Registration 

 

In order to use the Podravka Supplier Portal (PSP) it is necessary to have an active user 

account, which is obtained after completing the registration process. After completing 

the process you can enter the PSP using your email address and password. 

 

 

 

 

 

 

 

 

 

  

The registration process begins after 

clicking on the link „Register“ in the 

upper right hand corner of the screen.  

You can also choose between Croatian 

and English language. 



4 

 

 

 

 

 

 

 

Some fields on the Supplier 

Request for Registration Form and 

required and those fields are 

marked with an asterisk (*). 

Examples are: Company Name, 

Country, e-mail, etc. 

Note that the login email must be a 

valid email address that you can access. 

An activation hyperlink will be sent to 

that email address after Podravka 

verifies your registration request. Also, 

this email address will be used in case 

that you forget your password and you 

want to reset it. 
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Important: After accepting the “Terms of Use” agreement you are obliged to secure 

your username and password from unauthorized use. 

  

After completing the form and 

reading the Terms of Use you 

have to click on the Send 

Registration Request button. 
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If you entered everything 

correctly, you will get the 

following message. 
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1.1 Choosing your password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After completing the Request for Registration 

form, Podravka will verify your company 

information and decide whether to accept your 

Registration Request. 

If the request gets accepted, an account activation 

email will be sent to the email address that is 

used for communication with Podravka (not the 

same as the user login email).  

After clicking on the activation link, a 

new page is opened and you must 

enter and confirm your password. 

Choose a password that is at least 6 

characters long. 

After entering the password click on 

the Finish Registration button. 
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2. Logging in to the Portal 

After activating your user account you will be able to log in to the portal. 

 

 

 

 

 

  

 

  

Enter your username(email 

address) and password and 

click on the Sign in button.  

The Home page of the Portal 

will open. 
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3. Home page 

 

 

 

 

 

 

 

 

 

The Home page contains two views: My messages and RFx. You can get a more details 

overview of each section by clicking on their headers. 

 

 

 

 

 

 

 

 

The name and company 

of the currently logged 

user is displayed in the 

upper right hand corner. 

The portal consists of 4 

main sections: Home page, 

Company info, RFx and 

Messages. 
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3.1 My messages 

 

 

 

 

 

 

 

 

 

 

 

 

  

The section My messages contains 

all messages that were exchanges 

with Podravka d.d.  

A message can be related either to a 

specific RFx or it can be a general 

message. 
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After clicking on the related 

category (column Related to), a 

detailed overview of the RFx is 

displayed if the message is 

related to an RFx. If the message 

is not related to any RFx (General 

message), the central overview of 

all messages is display. 



12 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A click on the message will 

open an overview of the 

whole conversation thread. 
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A click on the title “My messages” will open the central overview of all messages. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Messages can be displayed in the 

„Threaded view“ where the whole 

conversation related to a topic (message 

title) is displayed; or you can view your 

received messages (Inbox) or Sent 

messages. 
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A click on the „+“ button will open the „chat 

window“ where you can browse through the history 

of all messages that are related to the current 

category. You can also send messages to Podravka 

d.d. from this window. 

A click on the „-„ button minimizes the window. 

In every part of the Portal, 

messages related to that 

part can be found in the 

lower right hand corner. 
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3.2 RFx 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The RFx section of the dashboard 

gives you an overview of all RFx-es 

where you have been called as a 

potential supplier.  

A click on the title „RFx“ opens the 

central overview of all RFx-es. 
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4. Company information 

 

4.1 General information 

 

The Company info menu contains information about your company that you have 

entered during registration. The General information tab contains information about 

the registered user, Company name, Address, NIN and other General information that you 

can fill in during registration. The Contacts tab contains contact information of other 

people in your company, such as: Contact name, email, address, telephone numbers etc. 

The Attached documents tab displays all documents that were uploaded to the system 

by you. 

 

 

If you want to edit some of these information, 

you need to click on the tab that you wish to edit  

(General information, Contacts or Attached 

documents) and then click on the Edit button. 
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4.2 Contacts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In order to add a new Contact, it is necessary to click on the menu 

Contacts, then on the button Edit, and then on the button Add. 

You can also change contact information, and if you wish to delete 

a contact you can do so by clicking on the X button. 
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After making changes you need to click on the button Save. A 

click on the button Back takes you to the previous page. If you 

don't click on the Save button after making changes, those changes 

will not be saved in the database. 
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4.3 Attached documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you wish to attach a document, click on the Edit button and 

then on the Add button. You can enter the Name and Description 

of the document. In order to attach a file from you hard drive click 

on the button and select a file. 
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Pressing the X button removes a document. 

After attaching the documents, you need to press 

the Save button in order to confirm changes.  
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5. RFx 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A click on the RFX tab opens the central overview of those RFX-

es where you are participating as a potential supplier. The view 

contains RFX-related data such as RFX Number, Title, Round 

number, Start and End time, Opening Date, RFX Status and Bid 

Status. 

 

A click on a 
specific RFX 

opens that RFX. 

Possible RFX statuses are: Waiting (RFX will be opened 

in the future), Ongoing (you can place a bid on the RFX), 

Closed (new bids are not accepted), Bids opened (bids 

are opened) and Canceled (the RFX has been canceled by 

Podravka d.d.  

Possible statuses of a Bid are: Not viewed (the bid has not 

been given), Saved (the bid has been saved for future use. 

Note that Podravka d.d. will not see Saved bids!) and Sent 

(the bid has been forwarded to Podravka d.d.) 
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Basic information about an 

RFX are visible in the upper 

left hand corner. 

Documents that have been 

attached by Podravka d.d. and 

that are related to this RFX are 

visible in the upper right hand 

corner. A click on the name of the 

documents opens the document. 
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In the example below, Butter 

Block 25/1 is the name of the 

Line Item. 

 

Each Line Item can be specified 

in more detail (red section next 

to line item name). In the 

example below,  each Line Item 

can have a specified Delivery 

location and Currency (values 

not defined in this example). 

The grayish-white section below 

the Line Item name contains the 

so-called RFQ matrix of the Line 

Item. The RFQ matrix can contain 

various combinations (in rows) of 

various elements (in columns) 

that form a bid. 

In the example below there is 

only one element (Quantity) and 

three combinations (500 kg, 800 

kg and 1000 kg). 

You place a bid by entering a 

Price for any or all combinations. 
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5.1 Preparing a bid 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In order to prepare and post a bid, click on the button 

Post a Bid. 

This will open a new page with three tabs: Requested 

items, Additional Information and Questionnaire.  
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5.1.1 Entering a Price 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You place a bid by entering a Price for 

a combination in the RFQ matrix. 

If you want to enter a 

price for Line Items, first 

you need to click on the 

Requested Items button. 

In the example below, Milk Products is 

the name of the Line Items Group, and 

the group contains 4 Line Items (Whey 

Milk, Butter Block 25/1, etc.). 
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In the example below, Podravka wants to 

receive bids that are based on only one 

element (Quantity) and three combinations 

(15.000 l, 20.000 l and 25.000 l). 

You place a bid by entering a Price for any 

or all combinations. 

 

For example, if you wish to make an offer for 

the Quantity of 20.000 l, you need to enter the 

Price in the required field. 

In order to enter the Price for the next 

combination press the Tab button  on 

your keyboard. 



3 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is also possible to give alternative offers by clicking 

on the (+) button. 

Clicking on that button creates an exact same copy of 

the original Line Item. However, you can change the 

specification of the alternative Line Item, which is not 

possible with the original (note that changing Line Item 

specification is not enabled in this example). 

If you only wish to add another 

combination in the RFQ matrix, you 

can do so by clicking on the (+Add) 

button and enter your own values for 

different columns (e.g. 30 000 t in the 

example above). 

Note that adding new combinations in 

the RFQ matrix is also possible for 

alternative items. 
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5.1.2 Entering additional information 

 

 

 

 

 

 

 

 

 

 

  

 

 After entering the Prices, the offer can 

be saved by clicking on the Save 

button.  

Important Note: Saving the offer 

does not send the offer to Podravka, 

it just enables you to continue 

working on it later. 

On the Additional Information tab you can 

enter additional information regarding your 

offer and/or attach various documents that 

are related to the offer (e.g. line item 

specifications, certificates, etc.) 
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5.1.3 Answering the questionnaire 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the RFx has a questionnaire, you can access it by 

clicking on the Questionnaire tab.  

Clicking on the button Save saves the offer and the 

questionnaire. 

Important Note: The questionnaire very often 

contains important questions so we strongly 

suggest to provide answers to all questions. 
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 After saving the offer, its 

status is changed to Saved. 
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5.2 Sending the offer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

You can send the offer to Podravka by clicking on the 

Send button. It is possible to modify the initial offer 

while the RFx is open. 

Important Note: Podravka can not open your offer 

while the RFx is still open and supplier can still 

make offers.  All offers are opened at the same time 

(RFx opening date). 
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Podravka d.d. can see your offer after the RFx Opening Date. After comparing your offer 

with offers from other suppliers, Podravka will inform you about the results. 

 

 

 

 

 

 

 

 

After the offers has been sent, 

the status of the offer changes 

to Sent. 
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6. Supported Web Browsers 

 

- For best page viewing experience, we suggest using Google Chrome, Mozilla 

Firefox or Internet Explorer 9+ 

- An up-to-date version of Adobe Flash Player is required. If you don’t have the 

latest version installed, the Portal will alert you and provide a download link. 
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- For Internet Explorer users: If you are using Internet Explorer, the browser must 

not use „Internet Explorer X Compatibility View“, where X replaces numbers 9, 

10, 11 etc. Viewing the Portal in that mode can provide suboptimal user 

experience and faulty behavior. If that mode is turned on, you can turn it off by 

pressing the F12 keyboard button. A new window should open in the bottom of 

the screen. Pick “Internet Explorer X” from the drop down. (X = 9, 10, …)  

 

 

 

 

 

 

  



6 

 

In case you face any technical difficulties or have any questions about the use of the 

Podravka Supplier Portal, please contact the technical support team at 

enabava.podravka@ris.hr or call +385 (0) 51 494 034.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


