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Login

Once you have registered as a 
Supplier, you can login with your 
“Username” and “Password”. 
Once logged in, suppliers will be 
able to access the RFx that they 
have been invited to.
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E-Mail Confirmation

Following publication of an 
RFx, you will receive an 
RFx with an invitation to 
participate and instructions 
on how to go about 
providing your response. 
Keep in mind the deadline 
of the RFx.
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Buyer Attachments

Note: Notice that the 
system will indicate if 
documents are 
downloadable and 
will track the number 
of documents that 
have not been 
downloaded.
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Buyer Attachments

The “Buyers Attachments” section will provide additional documents for Suppliers 
containing important details of the RFx and any updates:
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Create Response

Select the appropriate RFx and you will be 
directed to the “Create Response” page. 
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Creating a Response

Notice that the response 
is divided into different 
sections.
Each section can be one 
of the following:
• Profile Question
• Question
• Price

By selecting “Create 
Response” you can 
begin populating your 
response.
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Response Creation Process

Before beginning to create a response, you will receive instructions 

that guide you through the response creation process:
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Edit Response

To begin responding, you must click the “Edit 
response” button to modify the Questionnaire 
directly within the system.
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Responding to RFx

Some questions may be pre-populated. Please 
ensure that your responses are accurate.

“Save and Continue” 
- save responses and 
continue responding 
to the remainder of 
the RFx

“Save and Return” –
save responses and 
return to the 
homepage to 
logout and complete 
your response at a 
later date.

*You can update or edit your 
response at any time up until the 
submission deadline.

Any question with a red *
means it is a mandatory 
question and must be 
answered before submitting 
your response.
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Response Fields

The response fields change according 
to the type of question being asked.



©ALL RIGHTS RESERVED - Confidential 12

Submit Response

Once you complete all selections and ensured that 
all mandatory fields have been completed, you may 
click the “Submit Response” button.
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Final Warning

Before submitting your response, you will receive a final warning:

Do not wait until moments before 
the submission deadline to make 
your payment and create your 
response.

Even after submission, you 
can continue to edit and 
submit revised responses until 
the bid submission deadline.
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Tips for a Stress Free Response

• Read all supporting documentation thoroughly.

• Do not leave responding until the last minute.

• Always use the secure messaging function.

• Only upload attachments when requested.



©ALL RIGHTS RESERVED - Confidential 15

• Answer all relevant questions.

• Follow all instructions.

• Keep your username and password safe.

• Save your work regularly.

Tips for a Stress Free Response
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