
 

1 | P a g e  
 

SUPPLIER BIDDING QUICK REFERENCE GUIDE 

 
 
 
 

Overview of bid response submission  
 
 

 

 
 

Login to REA 
portal

Choose RFx and 
Auctions link in the 

navigation pane

Click on the RFx 
number to open 

it

Click Register then 
Click Participate

Click Create 
response

Fill all the required 
information for the 

response

Enter Bid price in 
the item details

Go to notes and attachment 
tab

Go to Collaboration room 
Click link “RFX Response 

Number: Company Name”

Create 
Documents, 

Upload files and 
Save

Log out from the 
cFolders

Save to review later 
or Submit the 

response
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1. Step one:  Vendor Login page 

 

 
      
2. Step two – Bidding page 
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3. Step three – Display RFX and Register to bid 

 
 
 

4. Step four – Confirm Participation 
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5. Step Five – Create RFX response 

 
 

 
6. Step six : Maintain price and attachments 
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7. Step seven 
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8. Step eight :  authentication for collaboration folders 
 

 
 
9. Step Nine: Create document in CFolder 
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10. Step Eleven : add document 
 

 
 
11. Step Twelve: Create document 
 

1. Click Document 
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12. Step Thirteen 
 

 
 
13. Step Fourteen 
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14. Step Fifteen. 

 

 
 
15. Step sixteen 
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 The Tender response is submitted successfully. 


