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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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1.3. 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.

iReporis = 8 |

Item Responses

Report Run By:
Date: 04042014 11:50:48
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1.7. Please click on Step 2.
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1.8. Please click on “Accept Terms and Conditions”.
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terms and conditions and privacy policy of GlobalERFx.com when accessing the website as set out below.

1.2 This website is only intended to provide the user with information regarding GlobalERFx com, its products and

services.

1.3. GlobalERFx.com expressly reserves the right, in its sole and absolute discretion, to alter and / or amend any criteria
or information set out in this website without prior notice

1.4. Nothing on this website shall be construed as an offer by GlobalERFx.com to you, the user, but merely an invitation
to do business.

2. INTELLECTUAL PROPERTY

2.1 COPYRIGHT

All content on this website, including but not limited fo, text, graphics, logos, button icons, images, clips, digital v
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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.
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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
“Submit Response” button.

the right hand screen then click on
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1.14. Please click on Step 5.
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1.15. Please highlight the line item in the bottom screen then, on the top screen,
scroll down until you see “Response Price” and “Lead Time” fields. Please insert price
in the “Response Price” field then lead time in the “Lead Time” field. Please click on
the “Save” button at the top, not the one at the bottom.

£ 0| | itendalDevolution| | |
Cl @/ o8|
~izlo
Bid Description Close Date Time Name Email Address. T
TENDER PROCESS 04/042014 17:00:00  MLULEKI MLULEKI Ntlemeza@petrosa.... 0
0 Step 1 >
Select a Bid 1of1 2 Al Filter Data  Clear Fiter Data Displaying records 1-1of 1
0 Step 2
T wanii 1 Response GroupCode |
st q
@ o —
9 Step 4 Response Quaniity 1 Item Free Indicator O
re | Response Price 70 — Discount Percentage. C——
Lead Time Day /S F x
Price Detail Respanse UOM Code EA =)
@ step6 Response Comment
da Supplier Alta
v
e Step 7 Deliver Term Code o Deliver Term Descripion Deiivered Dty Paid, named_ A
SubmitBid | SAVE ~ CREATE ALTERNATE RESPONSE | DELETE ALTERNATERESPONSE | PRINTLISTING | MASS UPDATE
Responded Line. lem Code Item Description Consumer Name Offer Descrir iption. Q
i e Q a0 ao00se1 TRAINING - EXTERNAL TRAINING - EXTERNAL MOSSEL BAY PLANT
A
Q w o asm NIPPLE PIPE SMLS 2" 100 XS A1068 TBE TEM - NIPP... MOSSEL BAY PLANT
| Q a0 3000881 TRAINING - EXTERNAL TRAINING - EXTERNAL MOSSEL BAY PLANT
<4 Q 20 14001 PAINT DUGO MATT SPRAY GREY PRIMER ITEM - PRI... MOSSEL BAY PLANT
[%) 60 3o00se1 TRAINING - EXTERNAL TRAINING - EXTERNAL MOSSEL BAY PLANT ¥
< >
Page.  1of1 2 Al Filter Data  Clear Filter DataDisplaying records 1- 6 of 6

1.16. A warning screen comes up indicating that your price has been captured but in
order for it to be updated in the database, you need to submit your tender. If, after
you submitted your tender, you decide to change the price, you will have to
resubmit the tender for it to be recorded. In this case the change in price cancels
the original tender. If the tender is not resubmitted, then no tender is submitted
because the original tender was cancelled by price change. 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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] The-Travellers-of-the-Medieval-and-First- Global-E... 22KB  Micrasoft Word D..  2014/03/00 0518 .. L
) To dolist 2 1SKB  Microsoft Word D...  2014/03/25 05:27 3
) To Do List 14KB  Microsoft Word D

T Treasury Instruction 01 of 2013 2014 Cost Containm.. 304KB Adobe AcrobatD..  2014/03/20 0L:21 ..
VENTS. 19KB Adobe AcrobatD..  2010/05/18 10:45
) Westward Electric Company 13KB Microsoft Word D...  2014/01/17 0444

File name:

~  |AllFiles (%)

11




1.21. Please click on “Save”.
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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

screen.
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1.24. Please click on Step 7, highlight the tender and click on

button.

“Submit Tender”
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1.25. Please click on “Yes” on the dialog box.
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1.26. Please click on “"Ok” on the dialog box.
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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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NB: If, after you submitted your tender, you decide to change the price, you will
have to resubmit the tender for it to be recorded. In this case the change in price
cancels the original tender. If the tender is not resubmitted, then no tender is
submitted because the original tender was cancelled by price change.
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