SUPPLIER USER MANUAL FOR BIDDING ON EXCEL TEMPLATE BASED
RFQ




1) Supplier has to click on the relevant RFQ to view all the RFQ details. They can download

and check Technical Bid and Price Bid template attached under the QUOTATION FILE
FORMAT header
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2) If they want to verify sign of attachment(s), then download the attachment(s) and click on
VERIFY SIGN button. A pop-up window will come with browse option. Here path of the
downloaded attachment has to be provided.
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3) After giving file path click on SELECT DOCUMENT TO VERIFY button.
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4) A new pop-up window will come with Signer’s certificate Information. After checking
details click on Verify button.
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5) A message shows data verified successfully. After attachment verification done, click on OK
button.
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5) A message shows data verified successfully. After attachment verification done, click on OK
button and then on RESPOND TO RFQ/NIT button at the bottom of the page.
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6) The system again asks for the sign in DSC and on successful verification supplier is landed
on to the Terms and Conditions page. Select the first option and click Enter
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6) The system again asks for the sign in DSC and on successful verification supplier is landed
on to the Terms and Conditions page. Select the first option and click Enter
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7) If he selects the second option then he can provide comment on the text box and then clicks
enter then he cannot participate in the RFQ and is taken out of the system. If the supplier
selects the first option and then clicks on enter button he is taken to the ADD QUOTATION

page

i e b i e e R e e e e

3 x| oK |E'|'lerr-e1:-n1m|:I.'-:|nEr|l: KlﬂEE I| | {il L2
Fie Edi Viow Faerem Toch  Halp

35 B oeoge 2Ly T ligoetea trsoe 3 wel Ros Galley = IR welcome o mpnction Bn.. [ Wetcame to mjunctian En. (B welcome v mpanction En.. Bl] Weliame o igunciion En.

lis= « & B DHAMARAS = |
el

Trgevivabien 1 DG FUPDLIES F FOR TESTIES 1
Barimr Jrgenmainon - SAEL - BHOPEL |

Bharat Heavy Electricals Limited voar Last Login Time | 2003-00-04 L5900

Fomir Thmgzams | JET |
Fralley, lasanry 4, PO1T SoiSall e |

Sign D

Fosdheck Cowlad Auper  Digits] corbd [= i Hsdm
|

| ,ﬁ,‘ | Tenderis} = | Huaotstionis] r! Ordur]s; -| Dlardicatinn -| Oip=mm imnduaris) =

| Dezcumoni{ %) = Tendnri &) Anapcse = Moty Bucones
| Meapeeda s EROUHIT Makrencs DodfEropd e Fio BHPUNS_ 02T B9 Tar burl

% T il I3 T L PR [T IST

Wb REGE]T [V SERad)




8) The supplier then clicks on the ADD QUOTATION button and fills in quotation reference

code in the next page.
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8) The supplier then clicks on the ADD QUOTATION button and fills in quotation reference

code in the next page. Then the supplier clicks on ADD ATTACHMENT(S) section to upload
header level attachments (if applicable) in the usual manner.
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8) The supplier then clicks on the ADD QUOTATION button and fills in quotation reference
code in the next page. Then the supplier clicks on ADD ATTACHMENT(S) section to upload
header level attachments (if applicable) in the usual manner. Then after revisiting the quotation
header page he has to click on SAVE AND GOTO QUOTATION FORMAT button at the bottom
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9) Supplier now need to download Technical Bid and Price Bid format here if they haven't
downloaded in Step 1.
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10) After filling all the details in Technical Bid and Price Bid supplier have to encrypt their bids
and have to upload encrypted files one after another. Click on ENCRYPT. Click OK on pop-up

screen.
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11) A window will come to select the file(s) (Technical Bid and Price Bid). Here give the path of
the Bid file to encrypt.
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12) After selecting your bid file click on Select file button.
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13) A new window will come with Select File location button. The supplier needs to click on
the button and give the path to store encrypted file (Bid). From Step 10 to Step 13 have to
follow again to encrypt another bid file. (However Multiple Files can be selected at once itself)
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14) When encryption is done, Supplier has to upload encrypted file. Click on browse (ATTACH
DOCUMENTS TO THIS QUOTATION) and select the path of the encrypted file.
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14) When encryption is done, Supplier has to upload encrypted file. Click on browse (ATTACH
DOCUMENTS TO THIS QUOTATION) and select the path of the encrypted file. Now click on
SIGN FILE to digitally sign the Bid.
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14) When encryption is done, Supplier has to upload encrypted file. Click on browse (ATTACH
DOCUMENTS TO THIS QUOTATION) and select the path of the encrypted file. Now click on
SIGN FILE to digitally sign the Bid. After signing the file click on ATTACH / DETACH.
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15) File will be uploaded.
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15) File will be uploaded. If supplier wants to give any other supporting document for price bid
then he can give from here or else click on GO TO HEADER.
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16) Click on CONFIRM button to submit the bid.
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17) Read the questions & Tick all the details and click on SUBMIT button.
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17) Read the questions & Tick all the details and click on SUBMIT button.
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