
INTERNAL USE ONLY

USER GUIDE

HOW TO RESPOND TO SINGLE ENVELOPE BID
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STEP I:LOGIN USING YOUR USERNAME AND PASSWORD TO SRM 
PORTAL
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STEP 2:CLICK ON RFX AND AUCTION TAB
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STEP 3 :CLICK ON (i)PUBLISHED (ii) CLEAR (iii) APPLY
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STEP 4:CLICK ON THE EVENT NUMBER TO DISPLAY THE RFX
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STEP 5:IF YOU CLICK ON THE EVENT NUMBER AND BELOW 
APPEARS CLICK ON IT AND ALLOW POP-UPS
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STEP 6:CLICK ON REFRESH TO UPDATE THE PAGE AND DISPLAY 
ALL PUBLISHED RFX’s
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STEP 7:TO VIEW THE TENDER DOCUMENT 
CLICK ON NOTES AND ATTACHMENTS
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STEP 8 : CLICK ON COLLABORATION RFX NO.TO ACCESS THE C-
FOLDER AREA

•
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STEP 9 : IF IT’S THE FIRST TIME TO ACCESS THE C-FOLDER CLICK 
ON ACCEPT 
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STEP 10:CLICK ON THE FOLDER
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STEP 11:CLICK ON THE TENDER DOCUMENT TO DOWNLOAD 
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STEP 12: CHECK THE DOWNLOAD

13



INTERNAL USE ONLY

STEP 13: VIEW THE DOWNLOADED DOCUMENT
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STEP 14:LOGOUT FROM THE C-FOLDER
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STEP 15: CLOSE THE WINDOW
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STEP 16:CLICK ON REGISTER TO RECEIVE FUTURE NOTIFICATIONS 
REGARDING THE TENDER
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STEP 17:CLICK ON PARTICIPATE TO INITIATE YOUR RESPONSE
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STEP 18:CLICK ON CREATE RESPONSE TO OPEN THE RESPONSE 
SCREEN
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STEP 19: VIEW SYSTEM GENERATED RESPONSE NUMBER
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STEP 20:CLICK ON NOTES & ATTACHMENTS THEN 
COLLABORATION ROOM TO ACCESS THE C-FOLDER
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STEP 21:CLICK ON FOLDER BELOW RESPONSE NUMBER/NAME 
OF YOUR COMPANY
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STEP 22:CLICK ON CREATE
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STEP 23:CLICK ON DOCUMENT
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STEP 24:NAME,DESCRIBE THE UPLOAD THEN CLICK CONTINUE
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STEP 25: CLICK CHOOSE FILE AND PROCEED TO STEP 36,IF 
CHOOSE FILE  IS NOT AVAILABLE PROCEED TO  STEP 26.
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STEP 26:  CLICK ON SETTINGS
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STEP 27: UNCHECK PLUG-IN BUTTON ,THEN SAVE
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STEP 28 :LOGOUT
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STEP 29: CLOSE THE WINDOW
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STEP 30: BELOW COLLABORATION ROOM CLICK ON RFX 
RESPONSE NO/NAME OF YOUR COMPANY 
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STEP 31: CLICK ON FOLDER
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STEP 32:CLICK ON BID RESPONSE
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STEP 33:CLICK ON CREATE
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STEP 34:NAME , DESCRIBE THE UPLOAD,THEN CLICK CONTINUE
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STEP 35:CLICK ON CHOOSE FILE
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STEP 36: PICK FILE FROM WHERE IT’S SAVED
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STEP 37: CLICK ON SAVE BUTTON
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STEP 38:CONFIRM RESPONSE IS IN THE C-FOLDER 
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STEP 39:CLICK ON LOGOUT  
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STEP 40: CLOSE THE WINDOW
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STEP 41: CLICK ON EDIT
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STEP 42: CLICK ON ITEMS
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STEP 43: INPUT UNIT PRICE IN THE PRICE FIELD EXCLUSIVE OF 
VAT
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STEP 44: IF UNABLE TO  KEY IN PRICE DIRECTLY IN THE PRICE 
FIELD, CLICK ON THE NODE TO EXPAND
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STEP 45: CLICK ON CHECK TO UPDATE TOTAL PRICE WITHOUT VAT
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STEP 46:  CLICK SUBMIT  TO SEND YOUR RESPONSE
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STEP 47:  CLICK CLOSE TO EXIT THE PAGE  
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STEP 48: VIEW YOUR RESPONSE STATUS
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STEP 49: LOG OUT
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