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USER ACCESS

Select the

language
2

Click here for a new 

register

3

Documents and 

videos

*

Access through the URL 

using the username and 

password given by

email

*

Access to

password

regeneration

*



NEW REGISTRATION

Introduce your email, new user and new password

(numeric alpha):

A CAPITAL LETTER (A-Z)      A LOWER CASE (a-z)

NUMBER (0 -9)                        MINIMUM 6 TYPES

Username and password must be diferent

1

Introduce types show on

the captcha

2

Click here for send information

and complete your registration

3



ACCES EMAIL CONFIRMATION

You must to complete register before 7 days. If

you do not complete in 7 days, system will

eliminate your data 

*

https://comprasopain.opain.com

https://comprasopain.opain.com



STEP 1 – COMPANY NAME

Check the register

assistant.
*

1

2

You can add Production

Plants in different locations.  

Likewise, bank accounts

3

4

Press “Select your location on a map”    

so you can geocalize your location.  In 

case it is not posible, all information will

be filled in manually

Press to continue

the next step
Introduce all business details. 

All fields marked with (*) are 

mandatory. Any unknown

details fill with



STEP 2 - CONTACTS

Fill or check all

contact details. 

All fields marked

with (*) are 

mandatory. Any

unknown details

fill with --

1

2

Press “next” to

continue.

3

Once upon a time 

you ended 

registration, you 

can introduce more 

than one contact, 

like line vendors, 

accountant 

managers, etc.

*

Business detailes can be 

copied from here. Check

carefully all copied

information

Introduce contact

details from your

1



STEP 3  - SUBCATEGORIES

1

Press “next” to

continue.

2

Selec “back”

if you want to

retorn

previosly

menu

*

Select the category or

categories you want to sugget

in order to supply products or

services.



STEP 4 - DOCUMENTS

Press on the clip in 

order to upload the

associated

documentation. A 

new window will

pop up and again

the clip must be 

clicked so you can 

select the

documentation

from your

computer.

Select to download a 

format or template to be 

completed

2

Information about the

document requested . In 

case that you do not have

the requested

documentation, it can be 

uploaded later

*

Press “next” to

continue.
3

1

1.1

1.2 1.3

1.4



STEP 5 - SUMMARY

Click ACCEPT 

once you read all

TERM OF USE

1

*
TIP: In case “accept” 

button is not shown, the 

most likely is that you have

to decrease the zoom of 

your screen.



LACK OF DOCUMENTATION

ATTENTION

Once you finish the step

5 and you have

incomplete

DOCUMENTATION, the

platform shows you the

DOCUMENTATION tab, it

means that additional

information is pending to

upload (FILE IS NEEDED)



NOTIFICATION: COMPLETED BASIC DATA
REGISTRATION

By your mail you will receive a 

notification about complete 

basic data registration

*

https://comprasopain.opain.com



COMPLETED DOCUMENTATION

1 Tenga en cuenta la fecha que aparece en su  

Email. Si no completa su registro antes de  

ésta, sus datos serán eliminados.Once you completed all

documentation, it status 

change from FILE IS NEEDED 

to TO BE REVIEWED



NOTIFICATION OF COMPLETED DOCUMENTATION

By your mail you will receive a 

notification about completed all

documentation

*

https://comprasopain.opain.com



EDIT INFORMATION, LANGUAGE AND LOG OUT

1

2

3

To log out click here3

If you want to change the lenguage

click here

2

If you want to Access to change

information check your name

contact

1



EDIT INFORMATION, LANGUAGE AND LOG OUT

If your status is Registered, you

have to wait for being aproval
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In order to optimize the contact with each provider, we requires the following 
additional contacts to be added:

- Vendors by each business lines
- Quality manager
- Technical Responsible
- Responsible for orders

Contacts will be given access to the platform. Next slides will guide you with the 
user account creation.

It is possible that in some companies, a person may be responsible for more than 
one of these functions. In that case, make a single contact and inform through the 
message center which user shares more than one function and who they are.

NEW CONTACTS TO CREATE



Click
“CONTACT”

Press “ADD” in order to create a new contact. A 
new window will pop up where you need to fill
in all contact details

1
2 Here you can change the password. The new 

password must contain:
- A capital letter. 
- A lower case letter
- A numeric value.
All with a mínimum of 6 characters.

3

ACCESS THE CONTACTS AND EDITING TABS



New user and password must be generated. First, erase any
information that is shown in those fields. The new username must
contain:

A CAPITAL LETTER (A-Z)      A LOWER CASE (a-z)

NUMBER (0 -9)                        MINIMUM 6 TYPES 

Fill in with the new user
details.

In the case of not being a commercial
manager. Select only "Technician" 
independent of the position

Fill or check all contact details. Pay
attenttion to the email copied in 
step 3. All fields marked with (*) are 
mandatory. Any unknown details
fill with --

Once everything is correct select ACCEPT. 
The platform will send an email with the
created credentials.

1

2

6

5

3

4

Company details can be 
copied from here. Later
verify them

Repeat the process for every contact requested

ATTENTION

NEW CONTACT CREATION PROCESS
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Click on "COMPANY 
NAME"

Put the cursor on the
green circle and click
"EDIT"

Locate the "Production Plants" page. 
On the right side click on "ADD". The
sheet will open for you to fill in all the
information of the plan.

1 3

2

CREATION OF PRODUCTION PLANTS - STEP 1



Put the cursor on the green circle to
save all the information

Fill in all production plant information. All fields
marked with (*) are mandatory. Any unknown
details fill with --

Select “Select your location on a map” to 
localize the direction. In case it is not posible, all
information will be filled in manually

1

2

3

4 Once your save, writte the
reason for edit and click
ACCEPT

CREATION OF PRODUCTION PLANTS - STEP 2

Once the production plant is created. In the "CONTACTS" tab you will be given the option
to create the plant contact. To do this, follow next instructions. It is optional since it has
been defined by us. These contacts will not have User / Password if they are so

ATTENTION

ATTENTION

Repeat the process of creating plants for
all the production plants you work with.
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Click on
“CONTACTS”

Click on "ADD" of “Production Centers 
Contacts” to create the new contact. It will
open a tab to fill in with the contact
information

1

2

If you need to send a message, 
click on NEW MESSAGE

3

CREATION OF CONTACT OF PRODUCTION PLANT - STEP 1



Enter the contact details of the person in 
charge of the plant. All fields marked with
(*) are mandatory. Any unknown details fill
with --

Click “ACCEPT”

In the case of having more than one plant, 
select the correct one

1 3

2

CREATION OF CONTACT OF PRODUCTION PLANT - STEP 2
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www.itbid.com https://www.linkedin.com/company/itbid-technologies@ITbid

¡THANK YOU FOR YOUR CONFIDENCE 
IN US!

A product created by ITBID


