
 

 

 

 

User Guide  

PUBLIC ACCESS  

➔ From www.portno.com, under Procurement -> Solicitations of Interest  

http://www.portno.com/


 

 

 

 

 
 



 

 

PUBLIC ACCESS  

➔ Clicking on the Active Construction Solicitations, Goods and Services Solicitations Request 

for Qualifications, or Request for Proposals link, you will be directed to the project page.  

 



 

 

PROJECT SELECT  

➔ Limited info is available for public users.    

➔ In order to have full Plan Holder functionalities enabled, you will need to 
Register/Login by clicking on the Register/Login link shown on the screen 

below.  

  



REGISTRATION AND LOGGING IN  

 

➔ You will need to log in or register online by clicking on Create link on the 
following screen to create an online profile.    



REGISTRATION AND LOGGING IN  

 

 
➔ Enter the information in the required fields (*) and click Submit button.  



REGISTRATION AND LOGGING IN  

 

 



REGISTRATION AND LOGGING IN  

 

➔ Once registered successfully, the page shown below will be displayed.  

 

➔ Click on the link provided in the email to verify your email address.    

➔ Once verified, you will see a popup screen shown below.    

➔ Click OK to be routed to the login screen  



 

 

 

LOGGING IN  

➔ Log in by entering your email address and password.  

➔ If you have forgotten your password, click the Forgot my password link 
shown on screen below.  



REGISTRATION AND LOGGING IN  

 

 



 

 

FORGOT PASSWORD  

➔ The application will send a temporary password to the email address that was used 
during registration.  

 

➔ The user can change his/her password after logging in by clicking on My Password  link on 
the screen shown below.  

 



 

 

 

➔ Enter your old and new password then click Submit button to change the  

PROJECT SELECT  

➔ After logging in, you will see a list of projects displayed along with the status and 

date info.  

 



 

 

➔ Clicking on a project will show you the project’s information.  

 

PROJECT SELECT (Attachment Tab)  

➔ Attachment tab is located to the right of the project type tab.     

➔ Clicking on the Attachment tab will show you a list of attachments.  

➔ Login required (Yes/No) indicates whether a login is needed to download the attachment.  

➔ You can download the file by clicking on Download.  



 

 

 

PROJECT SELECT (Plan Holder Tab)  

➔ Plan Holder tab is located to the right of the Attachment tab.    

➔ The Plan Holder tab will show you a list of the companies/plan holders for that 

project.  



 

 

 

 

CONTACT INFO TAB  

➔ Click on the Home link to navigate back to the Project selector.    

➔ Contact Info tab is located to the right of the Purchasing tab.     

➔ Clicking on the Contact Info tab will show you your contact details.  



 

 

 

CONTACT INFO TAB (Company Info)  

➔ Clicking on the Company name will show you more detail.   

➔ Clicking on Edit will allow you to change the Company’s info.   



 

 

 



 

 

CONTACT INFO (Registered Project Tab)  

➔ The Registered Project tab is located to the right of the Contact Info tab.    

➔ Clicking on the Registered Project tab will show you a list of the Projects that 

the company is registered for.    

  

 



 

 

 

 


