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BIDDING PROCESS: TWO ENVELOPE
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STEP 1: LOGIN WITH USER ID AND PASSWORD 
RECEIVED TO ACCESS THE PAGE
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STEP 2: SUPPLIER LOG IN PAGE IS LAUNCHED 
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STEP 3: CLICK ON RFX AND AUCTIONS TAB 
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STEP 4: SELECT RFX TO RESPOND TO
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STEP 5: CLICK ON TECHNICAL RFX  TO VIEW THE 
TENDER DOCUMENT IN THE C-FOLDER
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STEP 6:IF IT’S THE FIRST TIME TO ACCESS THE C-FOLDER 
CLICK ON ACCEPT 
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STEP 7: CLICK ON EXTERNAL AREA TO VIEW 
THE TENDER DOCUMENT AND : CLICK ON 

TENDER DOCUMENT
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STEP 8: CLICK OPEN TO VIEW TENDER 
DOCUMENT 
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VIEW THE DOWNLOADED DOCUMENT
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STEP 9: LOG OUT OF C-FOLDER 
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STEP 10:CLOSE THE WINDOW
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STEP 11:CLICK ON REGISTER
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STEP12:CLICK ON PARTICIPATE
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STEP12:CLICK ON CREATE RESPONSE
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STEP13:RESPONSE NUMBER APPEARS ON THE      
PAGE
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STEP 14: CLICK ON TECHNICAL RFX RESPONSE 
TO ACCESS THE C-FOLDER
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STEP 15: CLICK SUPPLIER USERNAME FOLDER 
TO ATTACH TECHNICAL BID
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STEP 16: CLICK TECHNICAL BID ENVELOPE TO 
ATTACH TECHNICAL PROPOSAL
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STEP 17: CLICK ON CREATE TO ATTACH THE 
RESPONSE DOCUMENT 
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STEP 18: CLICK ON DOCUMENT 
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STEP19:INSERT THE REFERENCE AND NAME OF 
THE TENDER 
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STEP19:CHOOSE YOUR FILE IN PDF
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STEP 20:PICK FILE TO UPLOAD 
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STEP21 :CLICK SAVE
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STEP22:CONFIRM ATTACHMENT IS IN THE C-
FOLDER
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STEP 23: LOG OUT OF C-FOLDER 
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STEP 24:Click on the X to close the page
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STEP 25:CLICK ON NOTES AND ATTACHMENTS TO 
UPLOAD THE PRICE BID
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STEP 26:CLICK ON ADD ATTACHMENTS
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STEP 27:UPLOAD THE PDF DOCUMENT AND GIVE 
A DESCRIPTION THEN CLICK OK TO SAVE YOUR 
DOCUMENT
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STEP28:CONFIRM YOUR PRICE BID UPLOAD
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STEP29:CLICK ON THE ITEM TAB TO INPUT PRICE
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STEP 30: INPUT THE PRICE PER UNIT
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STEP 31: CLICK SUBMIT TO SEND  THE RESPONSE 
TO KPC

36



STEP32:CONFIRMATION OF SUBMISSION MESSAGE APPEARS
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STEP 33:  CLICK CLOSE TO EXIT THE PAGE 
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STEP34:VIEW THE RESPONSE STATUS OF YOUR 
TENDER 
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STEP35:LOG OUT
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HOW TO AMEND TENDER 
BEFORE END OF 

SUBMISSION DEADLINE 
AND RESUBMIT
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STEP 1: LOGIN WITH USER ID AND 
PASSWORD 
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STEP 2: CLICK ON RFX AND AUCTIONS TAB 
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STEP 3:CLICK ON RESPONSE NUMBER
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STEP 4:CLICK ON EDIT TO ACTIVATE PAGE AND
PROCEED TO MAKE CHANGES 
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STEP 6:SUBMIT THE DOCUMENT AGAIN 
AFTER THE CHANGES 
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