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Abbreviations and definitions

Abbreviations

CSD Central Supplier Database

RFB Request for bid

RFQ Request for quotation

RFX Request for quotations or bids

SCM Supply Chain Management

SITA State Information Technology Agency
Definitions

gCommerce The gCommerce platform is a central sourcing platform where suppliers and
practitioners can perform activities aimed at modernising, simplifying, standardising
and automating Supply Chain Management functions across all spheres of
government.
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Overview

1. Purpose of the user guide

This user guide is intended to be used by suppliers responding to RFXs (requests for quotes and/or bids)
on the SITA gCommerce portal.

2. References

. SITA instructional processes and standards [0145-00048].
° Document layout, writing and typing standard [elTKM-00002].

q«e’ "NOTE
The latest revision of a document applies.

3. Typographical conventions

The typographical conventions used in this document are described in Error! Reference source not f
ound..

Table 1 - Typographical conventions

Convention Object or term Example

Upper case Report names The PENDING DOCUMENT report will be
generated.

Bold Option to be selected from a menu Select Edit | Copy from the main menu.

(consecutive menu options are
separated by a vertical line)

Window, screen or dialog box name | The Notepad window will be displayed.

Field name as it is displayed in the Type the username in the Username field.
window, dialog box or screen

Message as it is displayed on the A message, Click here to begin, will be
window or screen displayed.
Button or option in a dialog box, Click on the OK button.

toolbar or window

Text to be entered in a field or Type Y in the Indicator field.
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Convention Object or term Example
selected from a list Select Calibri Light in the Font list box.
Key as it is displayed on the Type the necessary information and press
keyboard Enter.
Keys separated by “+” are to be Press Alt+Tab to switch between
pressed simultaneously applications.

> This symbol indicates consecutive Select Object > Ledger from the CALMIS
menu options to be selected during Main menu.
a process

= Indication of a note You can also display the ...

qﬂ(;NOTE

Indication of an example The following example illustrates ...
EXAMPLE

qv’ " NOTE

When a window, screen, or dialog box name is stated in a caption, it will not be in bold. When field names are

listed in the Field column of a table, it will not be in bold.
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Chapter 1-
Introduction

1. Introduction

gCommerce is a government-owned, managed and supported source-to-pay solution that is aligned to
the Supply Chain Management (SCM) legislative prescripts, in support of the government-wide SCM
reform initiative aimed at modernising, simplifying, standardising and automating SCM functions across
all spheres of government. This includes the simplification of responding to RFXs by enabling suppliers
to respond online.

The purpose of the user manual is to assist suppliers in utilising the Supplier Response Wizard when

responding to RFXs on the gCommerce portal.

2. User access

The following procedure must be followed to access and complete RFXs online on the gCommerce
portal:

1. All potential bidders must be registered on the Central Supplier Database (CSD) at www.csd.gov.za.

2. After registration on the CSD, potential bidders must request gCommerce logon details by sending
their CSD number to gcommerce@sita.co.za or contacting the gCommerce service centre on
0800 611 2011.

Upon registration you will be supplied with a user name, user code and password to log into the Supplier
Response Wizard module.

3. Accessing the Supplier Response Wizard

1. Navigate to www.gcommerce.gov.za in your browser. The Government Procurement Portal landing

page will be displayed as illustrated in Figure 1.

qe” NOTE

It is recommended that you use Google Chrome browser when accessing the gCommerce portal.
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Figure 1 - gGovernment Procurement Portal landing page
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2. Click on the gCommerce icon. The gCommerce landing page will be displayed as in Figure 2.

Figure 2 - gCommerce landing page
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3. Click on the Supplier button. The gCommerce Login screen will be displayed as in Figure 3.
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Figure 3- gCommerce Login screen

a GOVERNMENT < - OO O®

COMMERCE
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() Login

Usernamme: MAAADDO1794
UserCode: | MAAADDO1794

Passwor d ‘ pr—
Language: English ‘ vJ
Forgot Password?

4. Enter your user name, user code and password and click on the Logon button. The gCommerce
portal will open as shown in Figure 4.

Figure 4 - gCommerce portal

GOVERNMENT » =

Secure. Online. Convenient

5. Click on the Response Wizard icon. The Response Wizard screen will be displayed as shown in Figure
5.

4. Response Wizard screen layout and components

The layout and components of the Response Wizard screen is illustrated in Figure 5 below. Refer to
Error! Reference source not found. for a description of the screen components.
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Figure 5 - Response Wizard layout and components

|

Questionnaire ‘ Maintenance pane ‘

Find Q
e /
Step 4: Questionnaire
umshnns .
[ — / Grid pane ‘
THE 80/20 QUESTIONNAIRE EVALUATION TEMPLATE
Please provide your BBBEE level from the possible list provided in the dropdown :
[ Level 3 (75 to 84 Points Scored) v
0 ﬁ
57 A) Completion indicator
67 Days
Table 2 - Response Wizard screen components
Component Description
Maintenance pane The maintenance pane is located on the right of the screen and displays the

current step in the bid process as you progress. This pane displays available bid
information as well as forms and fields you are required to complete in response

to the bid.
Grid pane The grid pane displays fields for information input and recording.
Navigation pane The navigation pane on the left of the screen lists the steps to be completed:
Step 1: Select Request e The current step is highlighted in green with a green-and-white check icon.

Clicking on the next step tab will change the colour of the current step to

Step 2: Terms & Conditions

green, and the completed step to blue.

P —— e When you supplied all the compulsory information, the next steps become

available. This is indicated by a red exclamation icon.
However, when you get to step 3, the icon will become green immediately. The
reason is that step 3 provides the standard bidding documents applicable to the
current request for download and does not require any critical action from the
bidder.

(#)| | Stepsthat are greyed out are not yet available.

A,

©

Completion indicator The completion Indicator displays the completion status of the bid to which you
are responding. The percentage complete will increase as each step is
completed.
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Responding to RFXs

1. Step 1: Select request

Follow the process indicated below to complete Step 1: Select Request.

1. Click on the relevant request in the Available Requests list as shown in Figure 6.

Figure 6 — Select request

[2) Request Wizard 7= lIX®#
Step 1: Select Request #) Available Requests DO
(R PRINTUSTING | ' SUPPLIER SUBMISSION REPORT | 5 PREVIEW ITEMS
Step 2: Terms & Condtions Request Description Datelssued  Closing Time TimeRemsining  Extended To Reference No  Evalustion Currency
@ 0000000795 | Suppler training 16022018 160872010 110000 507 Days. Rand
Step 3: Buyer Documents 0000000796__| ‘Supplier raining 0022018 0NUAZ019 11:00:00 528 Days Reng
@ 0000000805 | Supply and deivery of primter (Suppier Training) O2018 15422018 11:0000 263 Cays CRM28 Rand
0000000833 | ‘SUPPLY AND DELIVERY OF PRINTERS FOR STACENTURION 20032018 03042018 11:0000 7 Days. Rand
Step 4: Questicrnaire 10000000835 | SUPPLY AND DELIVERY OF PRINTERS FOR SITA PORT 20032018 00472018 11:0000 7 Days. Rand
@ ELIZABETH
Step 5: Responses
Step 6: Submit Documents
Step 7; Suomit Request
%
0%
N ~ L
- 4 [ Pege o1 b b AlFinerData Clew Fites Dsta Displaying records 1-5015

The percentage complete indicator is at 0%.

The following additional functionality is available on the Step 5: Responses tab.
1.1  Print listing

1. Click on the Print Listing button on the Available Requests screen as shown in Figure 7.

RESTRICTED Page 14 of 34



RESTRICTED

Figure 7 - Print Listing button

#] Available Requests

Closing Tima

16/03/2018 11:00:00
D6/0%2018 11:00:00
15/12/2018 11:00:00
03/04/2018 11:00:00
D3/0472018 11:00:00

Time Remaining
506 Days

527 Days

262 Days

€ Days

6 Days

[8.4 PRINTLISTING Jf .. SUPPLIER SUBMISSION REPORT | 4o PREVIEWITEMS |
| Request Description Date Issued
D0O00D0O0785 Supplier training 16/02/2018
| -
0000000796 Supplier training 2010212018
0000000305 Supply and delivery of printer (Supplier Training) 2710212018
0000000833 | SUPPLY AND DELIVERY OF PRINTERS FOR SITA CENTURION 20/03/2018
0000000835 SUPPLY AND DELIVERY OF PRINTERS FOR SITA PORT 2010312018

@ ELIZABETH

() ‘

Extended To

Reference No

CRM 26

=7

Evaluat
Rand
Rand
Rand
Rand
Rand

A list of all available requests will be displayed in the Reports screen. You have options to save and/or

print the document and also to find specific text in the document, as shown in Figure 8. You can also

save the list to a different file format, e.g. Excel or CSV, using the Save To File button.

Figure 8 - Print Listing report

Print Export

Navigation

Reports.
= W ] = Current Page
Print  Print | Save To Save To First  Previous  page Count: 1 Next  Last Find Parameters Document
Report Page File=  Window - Page Page Page Page Text Panel Map

Report

Available Requests

Run on 28 March 2018 15:46 PM

Description Date Issued Closing Time Time Remaining Extended To Reference No Evaluation Curency
Supelier fraining 2018-02-16 2019-08-16 11:00:00 506 Days Rand
Supplier fraining 2018-02-20 2019-08-06 11.00:00 527 Days Rand
Supely and delivery of 2018-02-27 2018-12-15 11:00:00 262 Days CRM 26 Rand
printer (Supplier Training)

SUPPLY AND DELIVERY |2018-03-20 2018-04-03 11:00:00 6 Days Rand
‘OF FRINTERS FOR SITA

CENTURION

SUPPLY AND DELIVERY [2018-03-20 2013-04-03 11.00:00 6 Days Rand
'OF PRINTERS FOR SITA

PORT ELIZABETH

qcf "NOTE

The Print Listing functionality is available throughout the entire Supplier Response Wizard process and can be used

during any of the steps to generate a list of available requests.

1.2

1. Select the applicable request.

Supplier submission report

2. Click on the Supplier Submission Report button as shown in Figure 9.
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Figure 9 - Supplier Submission Report button

[2][=](&) X1 (e8]
g #] Available Requests 218 &
[_E]PRINT LISTING I 4o SUPPLIER SUBMISSION REPORT l', PREVIEW ITEMS |
ns ‘ Request Description Date Issued Clesing Time Time Remaining Extended To Reference No Evaluat
@ [T s crer training 16022018 16/08/2019 11:00:00 506 Days Rand
s 0000000796 Supplier training 20/0212018 06/09/2019 11:00:00 527 Days Rand
0000000805 | Supply and delivery of printer (Supplier Training) 270212018 151272018 11:00:00 262 Days CRM 26 Rand
D00DD00833 | SUPPLY AND DELIVERY OF PRINTERS FOR SITA CENTURION 20/03/2018 03/D4/2018 11:00:00 & Days Rand
@ D00DD00335 | SUPPLY AND DELIVERY OF PRINTERS FOR SITA PORT 20/03/2013 D3/D4/2013 11:00:00 6 Days Rand
ELIZABETH

A report detailing your response to the current request will be displayed in the Reports screen. You have

options to save and/or print the document and also to find specific text in the document, as shown in

Figure 10.

Figure 10 - Supplier Submission report

Reports [=ll& x|
X s v Current Page %
=< 3 B B bile
Print  Print | SaveTo SaveTo First Previous  page Count:2  Next  Last Find Parameters Document
Report Page | File= Window~ | Page  Page Page Page | Text Panel Map
Print Eﬁmrt Navigation Rﬂmrt

Supplier Submission

INTENDA
CONFIGURATION:

Mr Charl Pretorius

Mobile Number:
Telephone Number:

Email Address:

0126638815
0126638615

Charlp@intznda.net

Request for Quotation Open Number 0000000795 Company Name ALTRON TMT

Request for Quotation Open Description  Supplier training Attention: Sarika Mariemuthu
Currency zar Number 0112057684
Close Date And Time 16 August 2013 11:00 Facsimile Number 0112057160

Request for Quotation Open Status Published Mobile Number 084 621 0621

Email Address sarika.mariemuthu@bytes.co.za

qcf “NOTE

The SUPPLIER SUBMISSION report will usually be generated after completion of Step 7: Submit Request. However,
you can also generate this report when you need to verify or review your response to a bid. It is advisable that you
save the report for your records.

1.3 Preview items

1. Click to select a request and click on the Preview Items button as shown in Figure 11.
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Figure 11 - Preview ltems button

[E] Request Selected: 0000000796 - Supplier training , Closing Date: 2019-09-06 11:00:00.000

Closing in: 527 Days
SUPPLIER SUBMISSION REPORT § ;| PREVIEW ITEMS

Step 1: Select Request # ] Available Requests

(B PRINTLISTING |

Request Description Date Issued Closing Time
o 0000000795 Supplier training 16/02/2018 16/03/2019 11:00:00
Step 3: Buyer Documents J0000079¢ Supplier training 20/02/2018 06/09/2019 11:00:00
@ Supply and delivery of printer (Supplier Training) 271022018 15/12/2018 11:00:00
. p—— SUPPLY AND DELIVERY OF PRINTERS FOR SITA CENTURION 20/03/20138 103/04/2018 11:00:00
- @ SUPPLY AND DELIVERY OF PRINTERS FOR SITA PORT 20/03/2018 03/04/2018 11:00:00
ELIZABETH

L

Time Remaining
506 Days

527 Days

262 Days

6 Days

6 Days

. =1EA ]

Exten

The Preview ltems on Request screen is shown, providing details on the individual items in the request

as shown in Figure 12.

Figure 12 - Preview Items on Request screen

[ Preview of Items on Request ?7lelx @
#7) Available Items on Request 78] =~
& PRINT LISTING |
Line Number Item Code Item Description Consumer Delivery Place Quantity Required Unit of Measure  Date |

110 J 14111509-0002 Pen: Ball Peint, Spring, Push Button, Black CE: Office of the CEQ 12000 each
20 ] 14111509-0003 Glue: Glue Stick, Adhesive, White, 409 CE: Office of the CEQ 12000 each
30 ] 141115000004 FILE: A4 Display Book Pocket File 40 Page CE: Office of the CEO 120.00 each
4 ] 14111509-0005 Stapler: Heavy Duty Stapler Black CE: Office of the CEO 12000 each

2. Step 2: Terms and conditions
Follow the process indicated below to complete Step 2: Terms and Conditions.

2.1 Accept the terms and conditions

é NOTE

The terms and conditions referred to in this step are applicable to the online bidding process and not to the RFX.

1. Click on the Step 2: Terms & Conditions tab in the navigation pane as shown in Figure 13.

Figure 13 - Step 2: Terms & Conditions

Request Selected: 0000000795 - Suppler training
Closing in: 507 Days

Closing Date: 2019.08-16 11:00:00.000
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2. Theterms and conditions will be displayed in a PDF document. Read the terms and conditions. Click
on the Accept Terms and Conditions button to accept.

3. Click on the Yes button in the Continue confirmation message

4. Click on the OK button in the Action Performed Successful confirmation message.

qfef " NOTE

If you click on the Reject Terms and Conditions button you will not be able to respond to the bid.
3. Step 3: Buyer documents

Follow the process indicated below to complete Step 3: Buyer Documents.

3.1 View buyer documents

1. Click on Step 3: Buyers Documents tab in the navigation pane as shown in Figure 14.

Figure 14 - Step 3: View Buyer Documents

] Request Selected: 0000000795 - Supplier training , Closing Date: 2019-08-16 11:00:00.000 2 [=[&IX][@ 8
Closing in: 507 Days

Bl ) Terms and Conditions of Request <)z 4

[

@ ACCEPT TERMS AND CONDITIONS | Q) REJECT TERMS AND CONDITIONS

DevPdf-ns.ashx

ONLINE TERMS AND CONDITIONS
Step 5: Responses

1INTERPRETATION

- — .

Step 6: Submit Documents

1.1.1 "Client’ means the Party Intenda developed andior provided Ihé Poral and ils functionality offerings forfto and manages andlor
hosts the Portal on behalf of.

Step 7; Submit Request

11.2°C i on” means all i i i available in writing, ically, orally of by any
‘other means ta the Receiving Party by the Disclosing Party and shall include but not be limited to -

1.1.2.1 any i plans, intentions, i ion, know-how, design fights, trade secrets, patents, trademnarks,
3 business tor iness affairs;

1.1.2.2 the contractual and financial arrangements between the Disclosing Party whom it has b
of whatsoever nature;

1.1.2.3 all other matters of information which relate or may relate to the business affairs of the Disclosing Party in respect of which
i ion i ilable is inary business to third parties of to a competitor of the Disclosing Party;

1.1.2.4 details of the financial structure isclosing and .
respect of the Disclosing Party;

7 1 % 1.1.2.5 any registration number, usemame and password allocated to a User to facilitate acoess to and use of the E-Procurement
Portal;
Have you acospted the Terms and Condiions When did you accept the Terms and Condtions
2710372018 14:57:18 L
507 Days a
q’ .

The percentage complete indicator has changed to reflect your progress.

2. Alist of relevant buyer documents will be displayed in the Request Documentation Available screen.
Click to select the document to be viewed then click on the View button as shown in Figure 15.
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Figure 15 - View button

=] Request Wizard

Step 1: Select Request # ) Request Documentation Available

VIEW [9] PRINT LISTING

Step 2: Terms & Conditions Order Document Type  Document Description

I DEFAULT Additional technical requirememsl

3. The selected document will download to your computer. Click on the MS Word icon to open the
document.

qff " NOTE

The standard bidding documents must be signed and uploaded when you are completing Step 6: Submit
Documents.

3.2  Print buyer document listing
This function allows you to generate a list of all the buyer documents attached to the current request.

1. Click on the Print Listing button on the Request Documentation Available screen as shown in Figure
16 below.

Figure 16 - Print Listing button

[£] Request Wizard MR

Step 1: Select Request # D¢ = -2

q

- VIEW @ PRINT LISTING

Step 2: Terms & Conditions Order Document Type  Document Description
DEFAULT Additional technical requiremenis

Step 3: Buyer Documents

(4)

All the buyers” documents relevant to the current request will be listed in the Request Documents

Available Report screen with options to save and/or print the document and also to find specific text in
the document.

4. Step 4: Questionnaire
Follow the process indicated below to complete Step 4: Questionnaire.

4.1 Complete questionnaire
This step requires the completion of compulsory questions.

1. Click on the Step 4: Questionnaire tab in the navigation pane as shown in Figure 17.
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Figure 17 - Step 4: Questionnaire

[] Request Selected: 0000000795 - Supplier training , Closing Date: 2019-08-16 11:00:00.000
Closing in: 507 Days

Step # | Request Documentation Available
B | vEw | 8 PRINT LSTING
Step

Order Document Type  Document Description
Do
A=)
A=/
=/
Psge| 1ot &

Al Filter Dats Clear Fiter Data No recards to dispiay

N

guestionnaire to be completed as shown in Figure 18.

A list of the questionnaires that are compulsory for the current request is shown. Click to select the

Figure 18 - Questionnaires

| Supplier training , Closing Date: 2019-08-16 11:00:00.000

Questionnaire

Find Q

[:_:]THE £0/20 QUESTIONNAIRE EVALUATION TEMPLATE I

#) Questions

&} SAVE QUESTION

3. The questions to be answered will be displayed in the grid pane below the questionnaire. Click on
the drop-down arrow below the question to see the response options as shown in Figure 19.

Figure 19 - Question drop-down arrow

Questionnaire

Find Q

=] THE 80/20 QUESTIONNAIRE EVALUATION TEMPLATE

] Questions

&3] SAVE QUESTION

THE 80/20 QUESTIONNAIRE EVALUATION TEMPLATE

Please provide your BBBEE level from the possible list provided in the dropdown :

Select Me
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4. Select the applicable response.

5. Click on the Save Question button to save your response as shown in Figure 20.

Figure 20 - Save Question

| Supplier training , Closing Date: 2019-08-16 11:00:00.000 7 (= (@%@ &l

Questionnaire -

a

5] THE 80720 QUESTIONNAIRE EVALUATION TEMPLATE

# | Questions
THE 80/20 QUESTIONNAIRE EVALUATION TEMPLATE

Please provide your BBBEE level from the possible list provided in the dropdown :

| Level 3 (75 to 84 Points Scored) M

6. Click on the OK button in the Save Successful confirmation message.

5. Step 5: Responses

Follow the process indicated below to complete Step 5: Responses.

qcf "NOTE

Your responses can be completed online, or offline by downloading the Response template to your computer.
Both processes are explained here, starting with completing the response online.

5.1 Complete response online
This step requires the completion of compulsory questions.

1. Click on the Step 5: Response tab in the navigation pane as shown in Figure 21.

Figure 21 - Step 4: Questionnaire

] Request Selected: 0000000795 - Supplier training , Closing Date: 2019-08-16 11:00:00.000 2 (== @)
7 D:

Closing in: 507 Days.
Siep 1: Select Request Guestionnsire =lzie
Fina Q

I LT (5] THE 50/20 QUESTIONNAIRE EVALUATION TEMFLATE

Step 3: Buyer Documents

) Guestions <[

& SAvE QuESTION

, THE 80/20 QUESTIONNAIRE EVALUATION TEMPLATE

(o) Please provide your BBBEE level from the possible list provided in the dropdown :

Level 3 (75 to 84 Points Scored) M

(O | recusstve.
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2. The Request Lines screen shows the line items of the current request. Complete the request line
fields with the required information. Please refer to table 3 (page 26) for a description of the line
fields.

3. Click on the Submit button to submit your responses as shown in Figure 22.

Figure 22 - Submit Response

Supplier training , Closing Date: 2019-08-16 11:00:00.000 =@ X/
# | Request Lines ~[?)e -
B8 MASS UPDATE | | EXPORT @ IMPORT 7 QUESTIONMARES () CREATEBRAND i, LOAD REPORT STATE | [) SPECIFICATION | (f) PRINT LISTING

Quantty Required Purchase UOM  Delivery Pisce Price Per Unit (ALL APPLICABLE TAXES INCLUDED) _Brand Date Required  _Lead Time Dax(s) __Erand Name

120.0000 EA 250000

120.0000 = 30,0000

120.0000 EA " 15.0000

120.0000 EA 200000

5.2 Complete response offline
1. Click on the Step 5: Responses tab in the navigation pane.

2. Click on the Export button as shown in Figure 23.

Figure 23 - Export button

? = |@X]| @ |8

#) Request Lines 7@ ~
G SUBMIT | gy Mass UPDATE IS EXPORT [R| IMPORT | 7' QUESTIONNAIRES | () CREATE BRAND | ir, LOAD REPORT STATE | () SPECIFICATION | (i) PRINT LISTING

Purchase UOM Delivery Place Price Per Unit (ALL APPLICABLE TAXES INCLUDED) Brand Date Required Lead Time Day(s) Brand Name Deliver Term

EA 14

EA 14

EA 14

EA 14

3. The Response template will download to your computer in MS-Excel format. Click on the Excel
document icon to open as shown in Figure 24.

Figure 24 - Save Question

? 0000795 MAAA...d5
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4. Enter your gCommerce logon password and click on the OK button to open the document.
5. Click the Enable Editing button.

6. Click on the Enable Content button.

7. Click on the Prepare Document button.

8. Click on the Bid Detail sheet and complete the request line fields with the required information as
shown in Figure 25. Please refer to table 3 (page 26) for an explanation of the line fields.

Figure 25 - Bid Details sheet

File Home Insert Page Layout Formulas Data Review View Developer @ 0 o 23
J L Page Break Preview Rule Eormula Bar :\; I_l E %NewWindow =1 split g % % l:;q
IJ Custom Views = E Arrange All T.1Hide FE] ; =3
Workbook Views Show Zoom Window Macros
029 - £ | -
A | J K L M N o E Q -
Create I
1 Reg
Update
2 |——
4 Request v |Delivery Place ~ JBranc v | Date Requirec ~ ~ WBrand Nzme ~ Deliver Term + Delivery Term Description = Shipping Mode
© 000000079 |
& 000000079 : 1 |
7 000DODOTY 1 f |
£ | 0D0DD0OTY l i
9
10
11
12
13
14
15
16 =
17
18
13
20
21
22
23
24
25
26
27
23
E :I
20
31
32
33 |
34
35 |
M 4+ M| Overview m Questionare Headers Questions .~ #3 4 [} »

9. Complete the questions on the Questions sheet.
10. Save and close the Excel document.

11. The completed response document can now be imported to the Supplier Response Wizard. Click on
the Import button on the Responses tab as shown in Figure 26.

RESTRICTED Page 23 of 34



RESTRICTED

Figure 26 - Import button

7 (= @%@ @
Step 1: Select Request ) Request Lines =itie

i ZISUBMIT gy MASS URDATE | | EXPORT ?/ QUESTIONNAIRES | () CREATE BRAND | i, LOAD REFORT STATE | [T) SPECIFICATION | (i8] PRINT LISTING
Step 2 Terms & Conditions Line Itam Coce

10 14111509-0002
5] 14111509-0003
U 14111500-0004
@ 141115090005

Step 3: Buyer Documents Ooocoogres

Stapler: Heavy Duty Stapler Blsck

Step 4 Questionnaire

3
2 Al Fiter Dats. Glesr Fiter Dsts Displsying records 1 - 40f4

12. Click on the Browse button on the Upload file dialog box.
13. Navigate to and select your completed response document and click on the Open button.
14. Click on the Save button on the Upload file dialog box.

15. Click on the OK button on the Success confirmation message.

Table 3 - Item fields column descriptions

Field Description Supplier note or
response
Quantity Required The number of items/services required by the purchasing | Note

organisation.

Response Quantity The number of items/services available at the supplier to | Response
fulfil the requirement of the purchasing organisation if
the quantity that can be delivered by the supplier is less
than the required quantity.

Purchase Unit of Measure | The expected purchase unit of measure (UOM) Note
associated with the selected line, i.e. EA (each).

Response Unit of Measure | The UOM in which the supplier will deliver the items/ Response
services.

Conversion Factor If the response UOM differs from the purchase UOM the | Response

Operator applicable operator (i.e. multiply/divide) that converts

the purchase UOM (e.g. EA) to the response UOM (e.g.
BOX) must be completed, e.g. if the required quantity is
100 and purchase UOM is EA (each) and the supplier
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Field

Description

Supplier note or
response

response quantity is 1 and the response UOM is BOX of
100, the conversion factor will be 100 and the
conversion operator * —multiply.

Conversion Factor

If the response UOM differs from the purchase UOM, the
quantity involved in the conversion must be completed,
e.g. if the required quantity is 100 and purchase UOM is
EA (each) and the supplier response quantity is 1 and the
response UOM is BOX of 100, the conversion factor will
be 100 and the conversion operator * — multiply.

Response

Minimum order quantity

The minimum number of items with which a supplier is
willing to supply the organisation.

Response

Price per Unit (All
Applicable Taxed Included)

The response unit price of an item/service with the
applicable VAT % added to the unit price.

Response

Mandatory

Currency Fixed Indicator

If the supplier deals in another currency, this indicator
should be selected to indicate if the exchange rate of the
currency is fixed or not.

Response

Currency Percentage

If the exchange rate of the alternative currency is not
fixed, provide the expected percentage escalation for the
currency over a period.

Response

Currency Rate Period

If the exchange rate of the alternative currency is not
fixed, provide the number of months during which the
expected currency percentage escalation is valid.

Response

The following additional functionality is available on the Step 5: Responses tab.

5.3 Mass update

This function is used to capture the same response value for multiple items in the same column on the

Request Lines screen.

1. Click on the drop-down arrow next to the item to be updated.

2. Navigate to the Update option to show the Value field.

3. Click on the Value field and enter the update value as shown in Figure 27.
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Figure 27 - Request line item options

Request Wizard [BEEERD
Sepagets Ko s ALL APPLIGABLE TAXES INCLUDED) Brand Date Requied  Lead Time Day(s) v Brand Name Deliver Term Delivery Term Description 4
4] sort Ascending
Step 3: Buyer Documents Z| son Descending
3 Lock
Step 4 Questionnaire
| Unlock
'Slep 5: Responses Columns 4
Filters ¥
Step 6 Submit Documents (] upaate b e updse » 7 I
@ Add b
Step 7 Submit Request Sublract b
@ Muttiply b
. »
480 Days
H 4 Page] 1ot b M| & Al Fiter Data Clear Fiter Data Displaying records 1-40f4 | |

4. Click on the Mass Update button.
5. Click on the Yes button in the Continue dialog box.

6. Click on the OK button in the Save Successful confirmation message. The updated values will be
shown in the relevant column.

5.4 Complete line-level questionnaires

The Questionnaires function allows the supplier to capture answers to a line item questionnaire linked
to one or more items on an RFX. The same questionnaire may be linked to selected lines or to all the
lines on an RFX. Similarly, a different questionnaire may be linked to each line.

1. Click to select a line item and click on the Questionnaires button to verify whether a questionnaire
is attached, as shown in Figure 28.

Figure 28 - Questionnaire button

[E] Request Selected: 0000000848 - SUPPLY AND DELIVERY OF EMERGENCY EVACUATION SIRENS FOR SITA CENTURION , Closing Date: 2018-05-09 11:00:00.000 E]E]
Closing in: 16 Days

Step 1- Select Request $7 Request Lincs G =

] SUBMIT | gy MASS UPDATE | (@) ALTERNATIVE RESPONSE | ] DELETE ALTERNATIVE RESPONSE | ]| EXPORT | ] MPORT |ff 27 QUESTIONNAIRES i) SPECIFICATION | »

Step 2: Terms & Conditions Status Request Description Line Item Code Item Description

PENDING 0000000848 ‘SUPPLY AND DELIVERY OF EMERGENGY EVACUATION SIRENS (10 46171606-0001 ‘Siren: Electric, Single Mounting,Voltage 22v AG, RPM 6000, Aluminium B¢

FOR SITA GENTURION
Step 3: Buyer Documents

Step 4: Questionnaire

Step 5: Responses

Step 6: Submit Documents

Step 7: Submit Request

71%
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2. A list of the questionnaires will be displayed in the Line Item Questionnaires screen. Select a
guestionnaire to display the questions to be answered.

3. Complete the questions by selecting the correct options from the drop-down options.

4. Click the Save Response button as shown in Figure 29.

Figure 29 - Save Response button

[] Line ltem Questionnaires (=)=l [@

~|[7][®]| APPLY TO ALL LINES WITH SaME QUESTIONNAIRE [ Glf SAVE RESPONSE J§ ) SUBMIT RESPONSE | () PRINT QUESTIONNAIRE | =
Find .. Ql

PANEL SCORING SIRENS

PANEL SCORING SIRENS

Quality of the Volume *

[ GOCD ']
Tone Clarity *

[ GOOD ']
Length of Tone *

[ GOCD ']

Local Speaker Status Reporting *

[ GOOD ']

5.5 Create a brand

You may select a brand associated with the provided response. If a brand is not available on the option
list in the Brand column, you may add a new brand.

1. Click on the Create brand button on the Request Lines screen as shown in Figure 30.

Figure 30 - Create Brand button

] Request Wizard

[?]=l(& *
#') Request Lines [~z |~
i T e o o §lars oy .y oo oo T
Requast Desaription Line: T Cooe Item Description

SUPPLY AND DELIVERY OF LASER PRINTERS FOR SITA 10 4321210500003 HL1210W Ad Single Function WEFi Mono Laser Printer
GAUTENG

0000000553 SUPPLY AND DELIVERY OF LASER PRINTERS FOR SITA 20 4321210500004 LaserJet Pro M203dw
AUTENG

2. Complete the brand details fields on the Create a Brand screen as shown in Figure 31.
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Figure 31 - Create Brand screen

E] Create a Brand (2= I)_<|

MEW ﬂ CREATE BRAMND

Brand Code *

Brand Mame

Company Name

3. Click on the Create Brand button.

4. Click on the OK button in the Success confirmation message.

5. Click on the drop-down arrow in the Brand column heading to show the Select a Brand screen.

6. Select the desired brand from the Brand List screen as shown in Figure 32.

Figure 32 -Select a Brand screen

Select a Brand %]

SELECT FROM LIST

H 4 Fageljlnfi

'] Brand List
Brand Code * Brand Mame
o101 Mecer

« I

b bl | & AIFilter Dats Clesr Filier Data Displaying records 1 - 1 of -

F
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5.6  Specification

This function allows you to download a line item specification if the line item has an item specification.

1. Click on the Specification button in the Report Lines screen as shown in Figure 33.

Figure 33 - Specification button

|==] Request Selected: 0000000848 - SUPPLY AND DELIVERY OF EMERGENCY EVACUATION SIRENS FOR SITA CENTURION , Closing Date: 2018-05-09 11:00:00.000 @@@
Closing in: 16 Days

Step 1: Select Request ) RequestLines BRIC -

aSUBMIT | m MASS UPDATE | G ALTERNATIVE RESPONSE | DELEFEALTERNATIVE RESPONSE | HB(F‘ORT | ﬂ\MF‘OHT | 2/ QUESTIONNAIRES [P SPECIFICATION | 5 COST BREAKDOWN |

Step 2: Terms & Conditions T Request e Line ltem Code Item Description

PENDING 000DD0DS43 SUPPLY AND DELIVERY OF EMERGENCY EVACUATION SIRENS |10 46171806-0001 Siren: Electric, Single Mounting Voltage 22v AC, RPM 6000, Aluminium B¢

FOR SITA CENTURION
Step 3: Buyer Documents

Step 4: Questionnaire

Step 5: Responses

‘Step 6: Submit Documents

Step 7: Submit Request

71%

2. Select the relevant attachment from the Attachments screen and click on the View Attachment
button as shown in Figure 34.

Figure 34 - Attachments screen

[EZ] Attachments BEEED
#'] Attachments [«)[7][@)
=, LOAD REPORT STATE | g PRINT LISTING [T VIEW ATTACHMENT
Type Description Name Description Date Velid StartDate  Valid End Dale  Order
PEFAULT DOCUMENT TYPE Swen_lech Specs.doc. Approved fechnical speciications 1SI0AI2018 180412018 180412018
DEFAULT DOCUMENT TYPE ‘Graphics-Eectricaly-operated- ‘Graphic- llustrations 16I0412018 16/0412018 18/042016

emergency-siren jpg

3. The specification will download to your computer in document format. Click on the Document icon
to open as shown in Figure 35 .
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Figure 35 - Open Attachment

[E=] Attachments

§) Attachments
X, LOAD REPORT STATE | g PRINT LISTING | [) VIEW ATTACHMENT |

Type Description Name Description Date Valid Start Date  Valid EndDate  Order
DEFAULT DOCUMENT TYPE Siren_Tech Specs.dot Approved technical specifications 18/D412018 18/0472018 18/D472018
DEFAULT DOCUMENT TYPE Graphics-Eertrically-operated- Graphic- llustrations 180412018 180412018 180412018

emergency-siren.jpg

File Download X

4 4 | Page or1| b bl | &

oy

@ Siren_Tech Specs.doc =

R[] =] [ 8

BIEd 0O

All Fitter Data Clear Filter Data Dispiaying records 1-2 of 2

Show all X

6. Step 6: Submit documents
Follow the process indicated below to complete Step 6: Submit Document.

6.1  Submit documents

Any additional/required documents that must accompany your response must be uploaded at this step.

1. Click on the Step 6: Submit Documents tab in the navigation pane as shown in Figure 36.

Figure 36 - Step 7: Submit Documents

(£ Request wizara

] Your Uploaded Documentation
& UPLOAD DOCUMENTATION
1) VIEW DOCUMENTATION | ] REMGVE DOGUMENT | (jgh PRINT LISTING

Order Document Type  Document Description

57%

67 Days

W4 rsge[ lor1 b b @

(2=l

=7,

All Fiiter Data Clesr Fiter Dsts No reconds to displsy

2. Click on the Upload Document button on the Your Uploaded Documentation screen as shown in

Figure 37.
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Figure 37 - Upload Documentation button

| Request Wizard
] Your Uploaded Documentation
Step 2: Terms & Conditions * ENT T USTHG

Document Type  Documsnt Descripion

3. Click on the Upload button on the Attachment Administration screen.

4. Click on the Browse button on the Attachment dialog box.

5. Navigate to and select the file to be submitted.
6. Click on the Open button in the directory.

7. Click on the Save button in the Attachment dialog box.

8. Click on the OK button in the Save Successful dialog box.

9. Complete the content fields in the Attachment Administration screen and click on the Update button

as shown in Figure 38.

Figure 38 - Update button

§#) Attachments

*®, LOAD REPORT STATE | ¢ PRINT LISTING | gl DELETE | [) VIEW ATTACHMENT

[Z] Attachment Administration 2=/l
§ Attachments DIEE

[ new Rl UPDATE J&F uPLOAD

Attachment Type Cods * [DEFALLT | | [DEFAULT DOCUMENT TYPE

Name [Decleration.pdr

Description [Dectaration

Valid Start Date 12042018 | Valid End Date 12042018

Order 1

a7

Type Description Name Description “Valid Start-Date \alid End Date Date Record Lock Date Order
DEFAULT DOCUMENT TYPE Declaration pdf 12/04/2018 1210412018 12/0412018
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qcf “NOTE

To upload another document, click on the NEW button and repeat steps 1 to 9. If you upload multiple documents,
you can change the document order if required by entering a desired document number in the Order field.

10. Close the Attachment Administration screen to return to the Upload documentation screen, which
will display the uploaded documents.

7. Step 7: Submit request

Follow the process indicated below to complete Step 7: Submit Request.

1. Click on the Step 7: Submit Request tab in the navigation pane as shown in Figure 39.

Figure 39 - Step 7: Submit Request

E] Request Wizard 7 (= (5% &
#) Request Lines

i & SUSMIT | gy MASSUPDATE | | SXPORT | ] IMPORT | 7 QUESTIONNAIRES | () CREATE BRAND | i, LOAD REPORT STATE | ) SPECIFICATION | [ff) PRINT LISTING

Quantty Required Purchese UOM  Delivery Place Price Per Unit (ALL APPLICABLE TAXES INCLUDED)  Brand DeteRequred 520 TMEDME) gy ame

120.0000 EA 25.0000

120.0000 EA 30.0000

120.0000 EA 16,0000
120.0000 Ea 200000

>

All Fiter Data Clear Fiter Deta Displaying records 1-40f4

(l) Start B Requestw...

2. Click on the Submit Request button in the Request Summary screen as shown in Figure 40.

RESTRICTED Page 32 of 34



RESTRICTED

Figure 40 - Submit Request button

E] Request Wizard

Siep 1: Select Request

Siep 2- Terms & Conditions

Siep 3: Buyer Documents

Step 4- Questionnaire

Step 5° Responses.

Siep 6: Submit Documents

‘Step 7: Submit Request

# | Request Summary

Request Code
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CrossReference Code
Authorize Code

Curency Code

Response Type Code
Request For X Type Code
Issue Dste Time

Close Date Time

- SUPPLIER SUBMISSION REPORT
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Supplier training

| Validity Days
| = Rand
[BasicLIne Basic Line Respanse
|RFQD,0 Raquast for Quotstion Open
1610212018 000000
18102/2018 10000

9 CANCEL SUBMISSION I o SUBMIT REQUEST

3. Click on the Yes button in the Continue dialog box.

4. Click on the OK button in the Responses Successfully Submitted dialog box.

5. Click on the Supplier Submission Report button to view your SUBMISSION report.

=

(!). Start B RequestW..

Figure 41 - Supplier Submission Report button

] Request Wizard

Step 1 Select Request

Siep 2- Terms & Condifions

Step 3: Buyer Documents
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Siep 6- Submit Documents
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The completion indicator has updated to 100%.
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6. The SUPPLIER SUBMISSION report is shown in the Reports screen with options to save and/or print
the document and also to find specific text in the document, as shown in Figure 42. Save the report
for your records.

Figure 42 - Supplier Submission Report

Request for Quotation Open Description
Currency
Close Date And Time

Request for Quotation Gpen Status

Supplier training

zar

16 August 2019 11:00
Published

Attention:
Number
Facsimile Number
Mobile Number

Email Address

Reports (=& %]
¢ Ll {3 Current Page

=< H EI B bl e

Print  Print | SaveTo Save To First Previous page Count:2  Next  Last Find Parameters Document

Report Page File=  Window~ Page Page Page Page Text Panel Map

Print Export Navwﬁation Rﬂn)r‘t

Supplier Submission
INTENDA Mr Charl Pretorius
CONFIGURATION:
Mobile Number: 0126638815
Telephone Number: 0126638815
Email Address: Charlp@intenda.net
Request for Quatation Open Number 0000000795 Company Name ALTRON TMT

Sarika Mariemuthu
0112057684
0112057160

084 621 0621

sarika.mariemuthu@bytes.co.za

QE§7";NOTE

You can update your response multiple times before the closing date. Please ensure that you submit your latest
changes by executing Step 7: Submit Request every time you update.
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