SUPPLIER BIDDING QUICK REFERENCE GUIDE

~=Rural
I Electrification Authority

Overview of bid response submission

Login to REA
portal

Go to notes and attachment
tab

Go to Collaboration room
Click link “RFX Response
Number: Company Name”

Choose RFx and

Auctions link in the

navigation pane

Enter Bid price in
the item details

Create
Documents,
Upload files and
Save

Click on the RFx
number to open
it

Fill all the required
information for the
response

Log out from the
cFolders

Click Register then
Click Participate

Click Create
response

Save to review later
or Submit the
response
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1. Step one: Vendor Login page

1. Enter User name
SAP NetWeaver 2. Enter Password
b. Click Logon
2
User * | E o :
Password * -
3
l LlogOn | 4————
Copyrghl @ DAY AC AR Raghts Reserved h’l -
——————— —

2. Step two — Bidding page

2|Page
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= 1. Click Bidder

-~ < 1 2. Click Event Number
Bidder

RFx and Auctions
Bidder > RFxand Auctions > RFxand Auclions

Slalus: hd

Response Timefrane: l—'|
[ Ao || Cear | 2
View; [SlanardView] v}t Grede Fesponse | Display Bvent Display Response | Pint review | IR Export 4
% me et Type BeiStdus  SatDde EndDde  ResporseMmber | FesponseSidus  EventVersion
RFX 1000000879 OpenTender-TwoPal  Fublched 08052018 No Bid Created 1
| 000000877 | OFENONEPART.GT  OpenTend-OnePart Rblhed 1052013 No Bid Creatsd 1

3. Step three — Display RFX and Register to bid

Display RFx : 1. Click Register
[Pt Freview | | [Technical fFx || Closee || [egisier |[[Expor || Systeminiormetion || Create Memory Snapsho |
Rfx Number 1000000879 RFxName FFX1 RFX Status Published [RFx Start Date Submission Deadline 08 052018 10000 LTC=3 Remaining Time 0 Days 1505427
REXVersion Numper 1 REXVersion Type Aciig\ersion
_“Wintormaton | ters | Noes ana Anachments
RFx Parameters | Motes and, 1
)
Tave Zome: [UTCH3
Start Dete: 00:00:00 Technical RF: Respores Oparning Date 00:00:00
* Submission Deadline. (2052018 | | 10:00:00
OpeningDate: (05052018 | [11.0000
End of Binding Feriod
Quency: |KES
| Daans | Ada | SendEnei || Ca | Glear |
Funcion Furber Hame [Phone bunber
|: = Regesier purchaser FUR_CLDS_BN

4. Step four — Confirm Participation
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1. Click Participate
2. Click Create Response

Leme | Mok and Atlachments
| RFx Parameters  Queslions  Moles and ARachrrenls

Display RFx :

| At Review | | [ Techrical e | Ciose || Paricose | (Do Nt Participate | Tmew ¥ jion || Creats Merory Snapshal

¥ Youare regislered to the RFx andw ill beinfor ~

R Mimber 1000000570 RFxMame FFX FEX States Putished  RFx Subimission Deadling (9052012 100000 T3 Remaining Time 0 Days 195329
RfxVersion Mamber 1 RFxVersion Type A

|

TemeZonx  LTC-3

* Submision Deading: 08,05 2018 00000
OpenngDete:  0B.052018 | 11:00:00
Endof Binding Perict
Currency: KES

| Datais || Acd | Send E-bai || Cal [ Clear |
Furction
| |+ Requeser

5. Step Five — Create RFX response

Ha Dati: 0o Texchric o RFx Respense Opening Dele 0000 00

J J

purchaser FUR_CLOS BN

Create RFx Response
Submi | ReadOnly Al Areview | (heck Close

RExOwner RRClsarforAD  Target

—

Rfx Response Number RFx Number

Sae Doelz Bpod feminformeiion  Creale Merory Snapshot

Status Saved Submission Deadline 08052013 153800 UTC+3 Opening Date 05052018 153800 LTC=3
0,00 kES RFxRespomse Version Number Active Version RFxVersion Number 1

RFx ormation

MiesadAhrents | Summy | Tackg - 5

Line Munter Des.cription
[+ Eoov[ 15KVA,190.25V Transtormer

Bdhew , | Copy Pasle Dede | CaluleVae

Vaianl  lemType FoduciC  Froduct Calegory | Froduct Category Descripion | Required Quantly | Subniied Quantly | Uit  Price | Cumency
Materid 1001001 001 Transtormers 1,00 100M0 000 KES

1.

2.

Click ltem
Click Details

6. Step six : Maintain price and attachments
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Create RFx Response 2 | 1|
Subrit | Resd Only Fint Freview | Check Cose Save Delele Export Sy steminf araion  Creale Merory Snapshot

RFx Response Number 2200000820 RFxNumber 1

RFxOwner FFCUserfor AD Target Value KES FFxResponse Version Number Aclve Version RFxVersion ber

Status Saved Submission Deadline 02.05.2013 153800 UTC+3 g Date 02052018 15 3200 UTC+3
1

1. Enter Price
NOTE
The price entered is the unit
price for the line item.

2. Click Notes and

Identification Cumency:  Keny an Shiing
* Configurable temMunber. | 0001 Required Quartly:
Control Key:  Matarial functional

Submittad Quartly: 100 MO | Nuvbers
RemType:  Malerial

Froduct Category:  MMO1 Transiomers
Froduct It /1001001 Incoterm Ky iLocation: | full ]
Descrigion | 15KVA, 11/0.25KV Transformer Delvery Deys: (000 |
temV ariant Descriplion  Original llem Status and Siatistics
Further Properties
Suppler Froduct Munber. | |

7. Stepseven

Attachment

Create RFx Response

Subnd | Read Onky Frinl Preview | Check Oose Save DOelele Epod oporl Sy sleminformstion  CreabeMenory Snapshol

[FFx Response Nambar 2200000820 FFxNumber 1000000852 Status Sared Submission Deadline 05052018 153800 UTC+3 Opening Date 08.06. 2018 153800 UTC»3
RFxOwmer RFCLUser for AD Target Valua 0,00 KES Af x Response Version Mumber A clive Version RAfx Version Humber 1

RFxinfarntion | ters " Noles and Aliachments - Sumay | Trackng

Add . Cear

Assigned To | Category Text Preview

Aod Atachment  Edi Descriglion WV arsioning Debde  Creabe Qusllic aion Frofie

Assignad To | Category | Cescription File Marme: Version Frocessar Checked Out Trpa Sea (KB)
[] The table does nal contsn any data

Orgale  Assign  Debie

Colisboration Rioom Creabed on

05,05, 201 8 15 1304

1. Click RFx Response number

MNOTE
This step is only applicable for open
tender-one part/RFQ.
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8. Step eight : authentication for collaboration folders

P S S S R R 1. Enter User name e.g.emp_regql
iexplore 2. Enter Password
NOTE

The server srqqgas.rea.local is aslc.l for yvour us name and
password. The server reports tit is from P MNetweawver
Application Server [SRO/2

Enter the same user name and password used
during initial logon (employee/contact person)

VYWarning: Your use ame and pa ord will be sent using

basic authenti ion on a con ction that isn't secure.
[ emp_regqgl ]

[] rRemember my credentials

Ok Cancel

9. Step Nine: Create document in CFolder
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[l 2.3 1. Click Folder
e 2. Click Create

’%mmmmm Cuvent Path  Cofatonation By 1000 > BFsfesp 2200000019 ReaC > Fokder
RFxResp 2200000819 RegQ1 v
Fotdor
To save any chanpes made. chck Save.
| Name Folder
P Weke
1 2
) eontcanoms” (Aoamonal Funchom o) [Cancel]
To craate Sshder otjects, select Crmate To copy o Selete oijects, select Sve sequired ctjects and then Capy or Dalete
Fakder Conterts m-@@
M Current Version Reed | Status  Changed by
[ Peameso 2200000815 o Podcotd BFC SRO SOQ 07052018 23R
( 10mm | TENOER DOCUMENT i Q40 (BrQ 5RQ 300 T 052010 U W Il Il

10. Step Eleven : add document

mySAP PLM

cFolders X Collaboration on the Web JIEREISIEREEIUIEIE
E| ﬁ| Create Object Hep
mc-ullaboraﬁun RFx 1000000650

Mavigation:  Folder Overview
& RFYResp 2200000819 RegQ1 Current Path: Collaboration RFx 1000... > RFxResp 2200000819 ReqQ1 » Folder > Create Object
Folder

What do you want to create? Cancel

G f— A bookmiark can be linked fo any Web sfe.

mDimssian A discussion is a communication forum about a collaboration, & folder or a folder abject.

i'V-'E T A document can contain any file in different versions.

11. Step Twelve: Create document
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e‘.el
G0cotaborston arx 1e0s00mess

SArFxResp 2200000819 RegQ1 V|
O Foaser

12. Step Thirteen

mySAP PLM
cFolders

g4
icotssoraton e oo

&rFyResp 2200000511 RegQt v/

& Foiger

13. Step Fourteen

PGP Documents [ you are only aliowed 10 use PGP fies in s document

Naagabor:  Version Ovendew
Cument P2t Collzborafion RFx 1000_> 220000081 > Foider > BID RESPONSE > Craate Version

SUPPLIER BIDDING QUICK REFERENCE GUIDE

Collaboration on the Web 1. Enter name of

the attachment
2. Enter
description of the
attachment

B. Click continue

S Ugicad Local File
-/ Create Fie Later

1 .Click Browse
Collaboration on the Web

To sekect fhe ssquired fie, choose Srowse and has Save
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= TENDE% RESPONSE | 25/09/2017 08:16 PDF File 347 KB

e

2 Tende ecurity Declaration form 25/009,/201T 08:16 PDF File 163 KB 1 Clil:k document

9 2. Click open
1

|
b |
.--l-

name: || ~| A Filé’%{*f)

o =

14. Step Fifteen.

M v 1. Click Save
cFolders _ 'y Collaboration on the Web 7.

Click Logout
Home f 3. Close Collaboration
9a T — folders window
et o ovemrs oo Voo Oy
9%&&2200000811%9012 Cument Py Colabocaion RFx 1000 > RFResp 2200000811 RegQ1 > Folder > B RESPONSE > Create Versia /
O e Tossec he s e cheose Grouse and hen Soe

[\ keruseseskionTos ResRFAS _Rrwes |

[+ |ome

15. Step sixteen
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Create RFx Response

e

Q\M&n ot Feeimw | Chwck Ooge Sws Deele Dot It Syseeid aestion  Cresls Mesory Snapsshal 1. Click submit
1) F FHOO0ESD Sialus Sawed Sabwmis sbon Deafine 0805203 $000000 LPC=3 ‘Opesaing Dabe 02 052013 110000 UTC=3 Bemaining Time O Coys 19304
FFX FFL: Lt T AN Tarpe ¥aue 0,00 FES FF X A d Varson Mumber A ove Virson RFNVErsod Mum = 1
FFs Hfarmtion | " holes ma Miachmonts | Sumn  Treding
ALk
Assignad To | Calugoey 1 Tkt Praviss
p—
Add Aachmenl  Foi (escrpien. Wasonng | Delde  Coaate Cualie alon Frolile
A smigred To Cabegory Drsscriplion. File b Var sion Pocessa heckod Ol Tipe Bee (KH) ‘Changed by Thanga
[ 1] Tros Labdes o vl Condann oy i
Cragle Assgn  Deide
Collahoralion Fom Crmidon
(== 3 R OF 05 2l 14 20 30 |

The Tender response is submitted successfully.
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