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USER GUIDE

HOW TO RESPONDTO

REQUEST FOR QUOTATION
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STEP I:LOGIN USING YOUR USERNAME AND PASSWORD TO 
SRM PORTAL

2



INTERNAL USE ONLY

STEP 2:CLICK ON RFX AND AUCTION TAB
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STEP 3 :CLICK ON (i)PUBLISHED (ii) CLEAR (iii) APPLY

4



INTERNAL USE ONLY

STEP 4:A LIST OF EVENT NUMBERS APPEAR BELOW
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STEP5:CLICK ON THE SPECIFIC EVENT NUMBER YOU ARE 

INTERESTED IN.
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STEP 6:IF YOU CLICK ON THE EVENT NUMBER AND BELOW 
APPEARS CLICK ON IT AND ALLOW POP-UPS

7



INTERNAL USE ONLY

STEP7:CLICK ON REFRESH TO UPDATE THE PAGE
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STEP8:TO VIEW TENDER DOCUMENT, CLICK ON NOTES AND 
ATTACHMENT
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STEP 9:CLICK ON THE TENDER DOCUMENT TO DOWNLOAD 
UNDER ATTACHMENTS
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STEP 10:CLICK ON THE TENDER DOCUMENT TO DOWNLOAD 
UNDER ATTACHMENTS
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STEP11:OPEN THEDOWNLOADED TENDER DOCUMENT
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STEP14:CLICK ON PARTICIPATE  TO INITIATE  YOUR RESPONSE 
ANDRECEIVE FUTURE NOTIFICATIONS ON THE TENDER
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STEP12:THE BELOW MESSAGE IS RECEIVED
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STEP13:CLICK ON CREATE RESPONSE TAB
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STEP 14:UPON CLICKING CREATE RESPONSE, A RESPONSE 
NUMBER WILL BE GENERATED
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STEP15:CLICK ON NOTES AND ATTACHMENTS TO BEGIN 
PROCESS OF UPLOADING
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STEP16:CLICK ON ADD ATTACHMENTS
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STEP 17:CHOOSE YOUR FILE 
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STEP18:UPLOAD THE PDF DOCUMENT AND GIVE A 
DESCRIPTION THEN CLICK OK TO SAVE YOUR DOCUMENT
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STEP 19:VIEW YOUR UPLOADED DOCUMENTS
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STEP20:CLICK ON ITEMS TAB TO ENTER YOUR UNIT PRICES 
EXCLUSIVE OF VAT
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STEP 23:ENTER PRICES FOR EACH LINE ITEM UNDER THE PRICES 
FIELD
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STEP24:CLICK ON CHECK TO SEE TOTAL PRICES
A MESSAGE IS GENERATED AS BELOW
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STEP25:CLICK ON SUBMIT TO SEND YOUR  BID RESPONSE
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STEP28:CLICK ON CLOSE
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STEP29:CONFIRM THE RESPONSE STATUS OF YOUR BID.IT 
SHOULD READ  SUBMITTED
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STEP30: LOG OUT OF YOUR SYSTEM
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