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Troubleshooting

Evaluate

An Enquiry number must always be created when conducting an informal tendering process.
Only the correct OLT enquiry number must be copied into the e-mail subject line.

Clarifications are sent directly to the procurement practitioner.
RFQ attachments as well as the Standard Conditions of Tender / Eskom General Conditions of Purchase

should be included in the email.

Suppliers RFQ responses are non-responsive if incorrect enquiry number is used.
Suppliers RFQ responses are non-responsive if any other Eskom e-mail is copied in on their response e-

mail

240-55105891 Memo/Notice/Information CONTROLLED DISCLOSURE

Page 1 of 14

ME — Group Technology & Commercial

Effective date:01 September 2016



Unique Identifier | 240-55105891

@ € k Revision 3
skom Informal Tendering — Enquiry Phase User | Revision Date December 2017
Manual Group Technology & Commercial
To: Procurement Practitioners Date: 01 September 2016

From: Procurement Trend Analysis
Business Enablement

Introduction

What is the purpose of this guide?
Why is the Informaltendering process necessary?

Process Questions

How do | create enquiry documentation manually? Step 1 - 4
How do | issue an RFQ to the market? Step 5 - 6

How does the supplier respond to an RFQ? Step 7

How do | view my RFQ’S? Step 8

How do | edit an enquiry? FAQ'’s

How do | re-issue an enquiry? FAQ’s

How do | escalate an enquiry? FAQ’s

Supplier confirmed submission but | can’t view it? FAQ’s

| can’t see any submissions? FAQ’s

Navigation

Know your site
How to download documentation

240-55105891 Memo/Notice/Information CONTROLLED DISCLOSURE ME — Group Technology & Commercial

Page 2 of 14 Effective date:01 September 2016



Unique Identifier | 240-55105891

Revision 3

® Eskom

Informal Tendering — Enquiry Phase User | Revision Date December 2017
Manual

Group Technology & Commercial

Purpose
The purpose of this help guide is to increase the responsiveness of RFQ submissions. This is achieved by
providing a step by step guide, suggest best practice workflow and providing a troubleshooting guide.

Why is the Informal Tendering process necessary?

Procurement and Supply Chain Management Procedure 32-1034 requires that a mechanism be in place for
the purposes of recording, tracking and monitoring, and for distribution of RFQs when conducting an informal
tendering process. Please refer to 32-1034 in regard with the process for Informaltendering.

Eskom, as a Schedule 2 PFMA entity, is required to apply the PPPFA and its Regulations when applying the
formal and informal tendering processes.

RFQs are the only types of enquiries issued when executing informal tendering, but may also be used when
executing formal tendering.

SharePoint is the platform on which this will be monitored. It is mandatory that an enquiry number is obtained
from the system to track all emails going out and the responses from the suppliers to be logged in one
database.

A\ d Under no circumstances should a RFQ be submitted to the buyers e-mail address. All RFQ’s will be
viewed through the Informaltendering portal.

= Setup: Create a folder on your desktop named RFQ (or other identifiable name). Download the following
documents from the Informaltendering Portal to the folder created — Attachment 2, 3 and 4. You will also save
your prepared enquiry document in this folder. Please refer to downloading documents section.
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Step 1 - Create RFQ ‘;
Option 1 - SAP/Manual
Informal tendering enquiry number
Download Relevant Color Coded — Yelloyv — Changes (e.g. OLT1234567) must be
Document —refer to to be made by supplier, Green — inserted in the Document header
“download document” Changes to be made by buyer text.
s R e =
Lindgue Identifiar
(Y & cleost Innviitateon to GueoiefHeguest for Gueolaiion Revislon Rav. T
. . In {RFQ) -
For transactions up o R1M el ebom Data July 2015
Group Techmnology Bnd Coammercisl
Enuquiry numiber | * [POLT1 DO
To TIn&Ber: regisierad 0l legal mams Date BT IhE FOouo 561
of the supphiler] e mwiracion our
Effention TINESIT the Navre of U8 COntact Tal o TIE=re ted Mo OF I8 CONCact
Derson ar the aove samolier] persan]
“mall adoress [ TESIT e-mall S00ress OF e CONEcT Derson]
LT Mo A5 par hea0eT taxL Cloalng dabs (s [T
e A
{ Sowth
African
Standar
o Tima)
peria 0 days
offars Frease be Sovised thal MO e Gifers Wi e consigersa and ail offars must be Sef 50
mmmgge&mmz&
[ E=skom coniact | Tal Ho
St procurement pracodoner |
TR | Bacurement peacagoned T Procursment pracauoned |
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Step 2 — Populate RFQ documentation
Sap/Manual

Copy list of items required from SAP. The details may be provided in separate Document if the list is more
than a single page. Else, and preferably, complete the table with the relevant/applicable columns.

Use the SAP report
MES53N. Right click Item

Overview Choose Spreadsheet Select Excel (in HTML

option Format) and click &

Vi

= . 'Purchase Requistion 11072798202

= "

® .| Display Purchase Req.1  ~ 2 &FW0FIE . -
e S (& (&) (F0EFL (ELEEL]
: OW-r. Bls remia hort Tex:
Document Overview On D % @ n il Qptimze Width | < Select Spreadsheet x

u

Ereeze to Column

Unfreeze Columns Formats:
= o “ [ A
¥| Purchase Requisition ¥ 1072798202 | ; Sorcin Ascandng Order (S Bxcel (I MHTML Format) .
Q Sort in Descending Order ") OpenOffice (in OpenDocument Format 2.0)
Y Header End... Select from Al Avalable Formats
- o . - Excel (in Office 2007 XLSX Format)  ~
g Set Filter...
T3] Item Overview -
o Subtotals Always Use Selected Format
Spreadsheet...
Choose Item =
tl] Item Detail 23

5. DETAILED LIST OF ITEMS REQUIRED
Procurement Practitioner to populate item details below. Tenderer fo insert the prices.
Irisert more lines if needed.

Item | Stock no. | Description | Quantity Measurement | Unit price Total VAT
no. price
1.

[insert the | [insert [insert
price perunit] | the total | the VAT
price] amount]

Copy excel into template list.
The buyer can also attach a
separate file with a complete
list of requirements
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Step 3 — Obtain Enquiry Number @

Navigate to Informaltendering Portal -Click create enquiry. Refer to Know your site.

Default Value is active - Copy OLT number * Ensure closing Date and time is the same as SAP closing date
— Above R30k. Pl : after clicking on - and time. Closing Date can only be extended. Recommendation:
ove pase * Submit button below : Close enquiries between 21:00 and 23:00. No changes can be

change accordingly : made after closina date.

active - above R30K
2016/07/01 2016/08/25
23-00:00 11:43

:numbers using “,”
‘to separate them.

I
-Enter multiple PR

Fao Seleka ; L ... **:Add names via

Eoutlook address
“book.

Submit

‘Eskom employees who can view tender on . . - . )
‘SharePoint. Mandatory to i ; - Click submit to generate : Click to close after copying enquiry
:SharePoint. Mandatory to inser - enquiry number  number

“Supervisor/Managers name. No one will access
‘the enquiry if you have not granted them
-access. You can add a team members name to
-assist in your absence.
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Step 4 — Complete Enquiry Document @
Insert Enquiry number into Enquiry document.

Manual — Manual Template Header

< Fage 1013
(& Eskom Request For Quote Number OL Tecex
. Insert OLT enquiry number obtained from SharePoint in step 3
above.
Dear Valued Supplier)
Eskom hereby invites you to provide a quotation for the above mentioned enquiry.
Please complete attached documentafion
Extremely important to note' - not adhering to this will render your submission Close file and save (paste) OLT number as file name
]
m?EWJLV;W FIELDS SHOULD BE COMPLETED AND FAILURE TO
COMPLY WILL RESULT IN YOUR QUOTE BEING NON-RESPONSIVE AND WILL
NOT BE EVALUATED.
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Step 5 —Issue @
Closed Tender/Sole Source
E-Mail
Open “New eMail”
Always Tick

from Outlook

S 7= ) = OLT1001517 - Message (HTML) 7?7 H - O %X
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
I]Cnlnrs' L] o0 37 ‘T.“_.‘ [ ]
| fonte EEI(- e D | Request a Delivery Receipt ¥ b‘ VG
Themes D - ; Becc Permission | Use Voting Request a Read Receipt Save Sent Dglay Di!ect
- ects v Buttons ~ Item To ~ Delivery Replies To
Themes Show Fields | Permission Tracking More Options F ~
From - informaltendering@eskom.co.za
=1
To.
Send
Cc.
BCC.., supplier 1;supplier 2;supplier 3;supplier4 etc,
Subject OLTL001517
'ithtachmer't 3 Supplier quide to Informal Tendering rev2.pdf (481 KB};
A =% Send
Attached T Attachmerit 2 20052016 Eskom's Standard Conditions of Teridering Feb 2016 v4.1.pdf (511 KBI; .
l‘E;Qttachmer‘t-l 20052016 General conditions of purchase vi.1 April 2015.pdf (97 KBJ; ﬁJOLTI-mlSU.Ddf[?'. KBl

Dear Valued Supplier,

Change to
informaltendering@
eskom.co.za

From < SelekalG@ eskom.co.20
SelekalCdpeskom.co.28
Other E-mall Address...

B

Subject

Eskom hereby invites you to provide a quotation for the above mentioned enquiry. Please complete attached documentation.

Extremelv important to note: --not adhering to this will render vour submission non-responsiva!

Correct OLT enquiry number
only. Paste into e-mail
subject field. Number consist
of prefix OLT and seven
numbers e.g. OLT1234567

Copy from Completed
Enquiry — up to “Suppliers
Must Comply with
Eskom's Life Saving
Rules while on site”

Open Tenders

Always download
SharePoint portal

BCC field — Suppliers
invited — Obtain list from
Central Supplier
Database -CSD

Enquiry document saved
as OLT enquiry number

The buyer will publish the enquiry documentation on the relevant tender bulletin. The buyer will indicate on the
tender bulletin that suppliers will forward their submission to informaltendering@eskom.co.za

@

Step 6 — Deliver

Ensure that RFQ is delivered to all e-mail addresses are relevant. Check non-delivered error messages.
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Step 7 — Respond (Supplier) m
Supplier e-mail preparation.
After Sending, ensure .’ " . Only Eskom address. No other Ensure that i 2's
) . you receive a
that you receive a _ - Eskom address to be copied on delivery receipt from W Attach Coglplej?-zd RFQ
‘Response Received”  * : response. This will be a breach of - Eskom # : response Clarifications
confirmation. Please see protocol and will deem your are sent directly to the
Correct Response below response non responsive procurement practitioner.
MESSAGE IMSERT OPTIOMS FORMAT TEXT, REVIEW
j Colors ~ a1 a ; . - B [ ]
NS, F:ﬂ::s_ = ) | Request a Delivery Receipt ¥ — o
Themes Becc Permission Use Votin i Sawve Sent Dela Direct
- [@]Effects - = vt T B0 ===l Hem To- Delive};y Replies To
Themes Showw Fields Permission Tracking = More Options =
From - dKlerkQ@eskom.co.za
=1 - -
To... informaltendering @eskom. co.zal
Send
Ce...
Boc..
Subject OLT1001517
Attached T oLT1001517.pdf (21 KEY
Good Day,

FPlease find attached quote.

Kind Regard,
Supplier

From: informaltendering
Sent: 19 October 2016 09:32 AM
Subject: OLT1O017157

Dear Valued Supplier,

Eskom hereby invites you to provide a quotation for the above mentioned enquiry. Picase complete attached documentation.

Extremely important to note: - not adhering to this will render your submission non-responsivel
ALL COMPULSORY FIELDS SHOULD BE COMMPLETED AND FAILURE TO COMPLY WILL RESULT IN YOUR QUOTE BEING MOM-RESPOMNSIVE AMD WILL MOT BE EVALUATED.

MNB:- ALL QUOTES HAS TO BE SUBMITTED WITH CSD (NATIONAL TREASURY) NUMBER. For CSD registration: Please register at https-/fsecure csd gowv za/
WB: Specify line prices at lines where piices are submitted and indicate no quote at lines where no price is submitted.
1. Please complete attached documentation and submit to Informaltenderingi@eskom.co.za only. E-mails to any other address will not be accepted.
Respond to original e-mail Attach Completed RFQ Use the correct Enquiry number.

if possible. Will ensure response Only the OLT enquiry number. No

that enquiry number is

spaces, nothing else. Number 2 in
RFQ document. Number consist of
prefix OLT and seven numbers

correct
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Correct Response
: ++ :Contact buyer before Response Received. Forward this response and
closing date and time, if above sent e-mail (without
= .you do not get an auto attachments) to buyer as proof
response of submission

Wed 2016/10/19 09:36 AM

informaltendering

RFQ - Response Receipt
To Quintin De Klerk

Dear Valued Supplier,
Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. Should you have further enquiries, please contact the buyer.
This e-mail only confirms receipt of your RFQ response.
Please note your response will only be evaluated under the following circumstances:
1. The e;:na\\ iubjeclt line only contains the correct OLT Enquiry number. The total Enquiry number length should be 10 characters, OLT and then seven numbers (e.g.OLT1234567) no spaces or
any other characters

2. Response received before the closing date and time
3. Attached the required RFQ returnables.

Kird Regards,

Eskom Informal Tendering

Ensure that you adhere

Incorrect Response

Use correct OLT enquiry
number. Refer to above

Wed 2016/10/19 09:36 AM
informaltendering
RFQ - Incorrect Enquiry Number
To  Quintin De Klerk

Message E]Atta:hment 3 Supplier guide to Informal Tendering rev2 pdf (484 KB}

Dear Valued Supplier,
Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. Should you have further enquiries, please contact the buyer.
Please note that your submission is non-responsive.

You are receiving this automated response because of an incorrect enguiry number in the e-mail subject field. The fotal Enquiry number length should be 10 characters, OLT and then seven numbers
(e.g.OLT1234567) no spaces or any other characters.

Please refer to point number 2 on the RFQ documentation you received.

Please note the following:
1. Do not use the RFQ 6000 number in the e-mail subject field.
2. Do not type in the description of the RFQ in the subject field.
3. Do not send clarifications to this e-mail address. Clarifications should be forwarded directly to the buyer.
4. Do not forward invoices or any other correspondence except for RFQ responses

Our system utilise the OLT enquiry number in the e-mail subject field to allocate your RFQ to the buyer. If you do not respond correctly, your RFQ responses is non-responsive. Please adhere to this for
future reference. Please communicate this to all personnel that will respond to Eskom RFQ’s. Please refer to aftached guide.

Kind Regards,

Eskom Informal Tendering
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Step 8 - View Responses 479

VIEW TENDERS

Go to the homepage of Informal Tendering and click

. All submissions received
- before the closing date

- will be displayed in the
“librarv.

: Hover over Eng_No, click

: Select Enquiry Number
: on arrow :

Ciosing date "RFQ Description Enq_No PR Number

2016/02/01 0920 2016/02/03 23:59 *.p cleaning of plant tems OLT1000227 2 1072482362

Ciear Fiter from Enq_No
OLT1000227
OLT1000827
OLT100107S
OLT1011322

2016/05/05 09:22 2016/08/27 23:59 Emply boxes OLT1000937 1072617524

OLT100107S 1072620610

2016/08/27 23:00 Electrical tems

2016/05/12 09:19 .
-Click on arrow. Must be

-highlighted.

Supply & debvery of CAT € cable and RJ4S OoLT1011322 1072808145

aonnectors

OoLT1011322

- Submissions will be archived
' ", on all items older than 1
- month from the closing date.
: Please ensure that you have
- downloaded your
=< documentation.

©) RFQ_Library

[ Type UstEngNo 7 Name E-Mad From E-Mail Sender Official Closng Date

= oLT1011322 OoLT1011322 Peter Manangu nformatendering@eskom co za 2016/09/15 23:00s =

<pete

gineers co.za>

‘Submissions can be
‘viewed 30 min after
:closina time

OLT number same as list
- item above

-Only e-mails will be
-displayed. Please refer to
‘view e-mail attachments
“bellow

Open e-mail and view attachments

_Scroll over name. Click
‘on drop down arrow

. Download and open in
- outlook.

- Scroll over name. Click
- on drop down arrow

Select Relevant e-
- mail

Woates By Access Geant
R R E vt Ve
. Dot Baes

System Accoest - DLTIMAT Marved Vialee

Dol Dot
Tyutem Socoent o~ TRt el
Dermt Bots
Harrat Veee
Darae Aace

Syvtem Accowm - LTI

e EEATC e
T e
Sere To

System Alroert @ R TR Ve

P Ve rermanes oY Towialek
K Dotete Create Cocument Wertagace

Do you want to open or save OLT1011730.eml (357 KB) from commercial.eskom.co.za?

| :Open || Save |V|| Cancel *

“ Open in outlook.
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Frequently Asked Questions Q

? Howdo I edit an Enquiry to extend the closing date or update one of the other fields?
Answer — Please note that you can only make changes before the closing date.

A form may be edited after submission. However, it is important to note that time extension may only be done
before the closing date.

Please refer to step 8 in the help guide on how to select an enquiry number. Click on the number and the
enquiry form will open.

View

A Alert Me e -
< Delete-lterm h"----l

'ItEdrt Close Click on edit item. Click on
<l the submit button at the
Manage Close | bottom of the form when

? “lcan only see the e-mails, where is the documents
Answer — You need to open the e-mail and download the attachments. Please refer to step 8 above.

? _lcan'tsee any/some responses

Answer — Step by step troubleshoot guide

1. Ensure you are viewing responses correctly. Follow step 8 in order to ensure that you are viewing
the enquiry correctly.

2. Please verify with suppliers if they responded. Ask supplier for original send e-mail (without
attachments) and confirmation e-mail. Please note that under no circumstances should the supplier
send RFQ submission directly to a buyer. The supplier will receive a confirmation e-mail. If not
received then Eskom did not receive the e-mail. Please refer to screenshot in step 7.

3. Log a call with Business Enablement — Stating that steps one and two where followed. Include
information in step 2 with your call.

? —Howdo I record late submissions on buyers file
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Know your Site

Landing page — Three Options -1. Click here 2. Copy and paste this in your browser and set as a favourite:
http://commercial.eskom.co.za/sites/rag/informaltendering/SitePages/Home.aspx 3. Links: Eskom Intranet
->Business Communities - Group Commercial>

Create OLT View created Enquiries and Important notices — Please refer to
Enquiry submissions received this every time you access the site.

&) Welcome to Inbrival Tendeing

Please noie

1. Plesse contact GadSekeka =-mail Selekalg@eskom.co.za brenquiies. Flesse provide he Bilowing inbrmation i. OLT in subject iid i. Ifquenying supplier submission - original email (without stiachements) and confrmation e-mail fom supplier

CREATE ENGUIRY VIEW TENDERS
© &

@ Policy and P rocedures

O Type =tame Nodfied Modred By
L] 20150611 _nformal Tendering Help Gube ®v 1 Quntin De Ke &
b i) Quntin De Ke &
L] Quintin De Ke &
d_] Gao Szkka
L] Gao Sekka
fﬁ 16 _vd1 Quntin De KB K
b Quintin De Ke &
tél Quimin De KEX
,:E‘ Gao Sekka
STEP BY STEP GUIDE TO INFORMAL TENDERING
i1 Prepare i) Notify : [ Receive
Documents Required. This will be _
updated on a regular basis Process overview of System
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Download documents
* Hover mouse over . Click on drop down ' CIick“on “send to” and
: relevant document “arrow - then “Download a

. cooV’

* Attachment 1 Eskom SRM Informal Tendering RFQ Rev 9 7 20160823 ? v 2016@)8/25 12:41 Mkateko Malulek
Attachment 1 Rotek Manual Informal Tendering RFQ Rev 9.7 2016082 View Properties "2016/68/24 16:02
Attachment 2_20052016_Eskonis Standard Condtions of Tendering | £ Edt Properties |2016/06/30 11:41

| .

Attachment 3 Supplier guide to Informal Tendering rev2 View in Brow ser [2016/08/24 10:31

Edt in Mcrosoft Word ‘ :

Informal tender guide rev 3.1 &y CheckOut %2016/:05/18 17:25 Gao Seleka
: Compliance Details :

Alert Ve ‘ :
Send To P71 ""Other Location

Attachment 4_General conditions of purchase __v1_Apri 2015 @J 2016@)6’30 11:41

& Add document

Manage Permissions (33 E-mailalink

STEP BY STEP GUIDE T F)elets : Create Document Workspace

Dow nload a Copy

| n DR = s —~

~ NB: Always open attachments from the portal.

% - All attachments are subject to change at any

“time. Please ensure to download the latest
version every time.
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