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PetroSA

HOW TO SUBMIT A
TENDER/Quotation




1. Tender Submission Process

1.1. Please enter your login details (username, user code and password) and click on
“Logon” button to proceed.
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1.2. Please click on “Continue” button.

O6- - - %)) > 58

File Edit view Favorites Tools i
% | 9 M Calendar world Cup 2010 b, | @ Suggested Sikes = B Free Hotmail £ Get More Add-ons = 53 10.0.2.55Tender £ | PetroSA - www petrosa.co.2a € | Manage Tender Information & | PetroSA Procurementavard..

28|~ |« mrenca suppler Portal < M@ new Tab = deh - [k @ - @-

Dr:vmgMi“é'. il o rf‘!lm —

Creating OpPR ortinitiesS e »

HOME

Welcome to the PetroSA e-Procurement Portal

QuICK ACCESS > " supply Chain Policy 6 Latest News

Select
The fallowing documents are available for
Organisation:  PetroSa e downinad » irtenda secures 3 more prestigeous Municipalties
Group: ~
= SURELIER. | Please Note: The following documents reguire B LK Ministry of Defence chooses Intenda as Reverse

Auction Service Provider
e | Adobe Acrobat to open.
® Sedibeng District Municipalty Selects Intends
» Policy
Clicking on Login indcstes of Terms of Use 3 Policy Diagram

anel Privacy Policy

» Forgot your Password?

READ MORE ... READ MORE ...
P hot Registered Yet?

Flome. | {Haoistarc I, Regiralioribaii: I tntedi s
A

LR =

=
|w




1.3. Please click on “Tenders and Quotations”. Tenders are for long term
purchase agreements and the reference number starts with prefix CTT, while
Quotations are for ad-hoc purchases and the reference number starts with a prefix
AHT.
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1.4. Please highlight the tender/Request for Quotation then Step 1 will turn green. If
you would like to view line item specification before you tender especially for
materials, please click on “View Line Item Specification” button.
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1.5. Please click on “Print Listing” button to draw line item specification report.
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1.6. The report is displayed below and can be exported to different document types
such as Word, Excel and Pdf. Please close the report to go back to the previous

screen.
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1.7. Please click on Step 2.
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1.9. Please click on “Ok” on the dialog box. Please note that the top screen in each
and every step has the tender number, tender description and contact person
details. Please click on Step 3 to proceed.
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1.10. On Step 3, please highlight the document then click on “View Attachment” to
open the attachment. Please note that the system will not allow you to go to the
next step until you have opened all attached documents.
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1.11. Please click on Step 4.

— P —— - (S=SF0 =
k. g/ U0025L/ Gae ter/defailt acp £ = & | intendaiDevohution] o T NI S .
File E&it View Favorites Took Help
= @ Cowel - [l Seect
"] Swppiier imersctive Porisl (Werard) 1i-l@xea
| Sebected Bid ~|7|8
1 Cade * E5d Description Cose Daie Time Hame Emad Agoress T
CTTO000MS7 1S TENDER PROCESS DATAZ014 170080 MLULER) ULULER Niemezagpeirosa . &
o Step £ 2
Firkeet a fla Il Page 1l i AN Fiflor Dala  Cirar Filler Dk Dinplaring recosds 1- 1o |
0 step 2 PRETLIST MW ATTACHUENT
VRS s . ;
108 Documast 1
Fape 1oft # o Al Fier Duaia  Ciear Piter Data Oésplaying records 1 - 4 of |

Do you vesed 1 ppen o save Comtracts 2002 - 200 XIS (771 KB) from 1002517

I <)IEAE P

1.12. Please note that on Step 4 there are two questionnaires; the first one is the
evaluation criteria questionnaire which is used by the system and the second one is
the tender questionnaire which must be completed by you. Please highlight the
second questionnaire to view questions on the right hand screen.
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1.13. Please complete

the questionnaire on the right hand screen then click on

“Submit Response” button.
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1.14. Please click on Step 5.

— e . = ) ]
P =& | Intends|Devlution| =3
File 6t View Favortes Took Help
= @ Cowed - [l Seect
=] Swppiter Imersctive Poris! (Werard) 1i-l@xea
| Selecied Bl ~i7|®
D Cade * Bl Descriphion Cose Date Time HName Cmad Adaress. T
CTTO0000087 15 TENDER PROCESS 04042014 170000 MLLLEK) MLULEK) NtemezsQpetrosa. o
o step 1 4 >
Ticker o fli i 4 Page 1elt & ADFillos Dala  Cleas Filer Dala Dinglarying recoids 1. 160 1
SavE
s Mot Response indcate [ A
e Cade: Bevvce Indealon '—l
fhem Digsonpton
Conwemer Hame
Deivery Mace Code
Purchase Unt of Measue
Line Comment
w
SAVE  CREATE ALTERHATE RESPOMSE  DELETE AL PRINT LISTING
‘Responded Line.. Hem Code fem Descripoon ‘Consumer Name Offer Descripton a
e = Q 0 3000881 TRAINNG - EXTERNAL TRAMING - EXTEANAL MOSSEL BAY PLANT
”
s ‘3 10 "5 NIPPLE PPE SULS 2° 100 X5 A10SE TEE ITEM - HIPF..  MOSTEL BAY PLANT
_y Q @ smom TRAINSG . EXTERMAL TRAMING . EXTERNAL MOSSEL By PLANT
[3 J Q n 14001 PAINT DUCO MATT SPRAY GREY PRIMER ITEM - PRI MOSSEL BAY PLANT
(%] &0 3000831 TRAINNG - EXTERMAL TRAMING - EXTERMAL MOSSEL BAY PLANT o
< >
o4 Pae et & ANFBSrData Chear Filler Data Disglaing raconds 1-6 ol &




1.15. Please highlight the line item then, on the top screen, scroll down to the
“Response Price” filed and where the lead time is critical please insert lead time in
days in the “Lead Time” field.
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1.16. Please click on “Ok” on the dialog box to proceed.
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1.17. Please click on

Attachments”.

Step 6 then highlight the tender and click on “Add
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1.18. Please type the description of the document and the order (sequence number)
then click on “Upload” button.
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1.19. Please click on “Browse” button to locate the source folder of the file you want
to attach to the tender.
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1.20. Please double click on the file you want to attach.
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1.21. Please click on “Save”.
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1.22. Please click on “Ok”.
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1.23. The file is attached in the bottom screen. Please right click on the session on
the task bar then left click on “Close” to close the session and return to the previous
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1.24. Please click on Step 7, highlight the tender and click on “Submit Tender”
button.
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1.25. Please click on “Yes”
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1.27. Please click on “Supplier Submission Report” button to view your submitted

tender.
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1.28. The report is displayed and can be exported to Word, Excel or Pdf.
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