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2. Course Overview

2.1. Purpose

All SANBS vendors are requied to process all procurement documents as well as
maintaining own data using the SANBS Vendor Portal. To access the Portal the vendor
must register with SANBS to recieve a userlD and Password for the portal. Vendor online
collaboration will ensure that the procurement processes are simpler, more transparent

and will allow for better communication betwen SANBS and the vendor.
Vendors will process the following on the new SANBS Vendor Portal online:

e Maintaining own vendor data, e.g addresses and email addresses

e Purchase Orders (POs) - Vendors must submit a PO response to acknowledge the
receipt of the PO.

e Vendor Quotations - Vendors must submit their quotations to SANBS once they
have received a Request for Quotation.

e Tenders - All SANBS tenders will be available online to vendors, the vendor will
then respond to the Tender Online.

e Contracts - All procurement legal contracts between the vendor and SANBS will be

processed online.

The vendor is also able to mantain all their vendor information such as contact details,
company profiles, any certificates and also add additional employees that can access the

vendor portal.

The purpose of this manual is to detail how the functionality above can be carried on the
SANBS Vendor Portal.
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3. Log onto SANBS Vendor Portal

To access the SANBS Vendor Portal, access the SANBS website www.sanbs.org.za

The click on the Tenders menu option as shown in the screen below:

LSNP http:/ /v sanbs.org.za/

File Edit View Favourites Tools Help

5
@ South African National Blood Service

SANBS

Home  About Us Donors Where Can | Donate FAQ Services Partners  Tenders

FEATURED ARTICLES

June 14 is World Blood Donor Day Zika Virus — What you should know

B SRS

CECT=S— -~

0800 11 90 31

Mon-Fri: 07h00 - 17h00
Public H & Sat: 082 524 2936
from 08h0O - 13h00

Careers Gallery Contact Us

WHERE TO DONATE

BLOOD TYPES

0000

DOCUMENT DOWNLOADS
DONORS:

Donor Questionnaire

ANNUAL REPORTS:

SANBS Annual Report - 2015
SANBS Annual Report - 2014

Step |Action

Q) Click on the word Tenders marked above

You will get the screen shown below:
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http://www.sanbs.org.za/

€« > http://www.sanbs.org.za/index.php/tenders P~ & || ) Tenders ** | = SAP Sourcing - SAP NetWeave... | 7 Purchasing - SAP NetWeaver P...| 5] SANBS | Home

{0 Edit View Favourites Tools Help

@ South African National Blood Service Search...

SANBS
Home  About Us Donors Where Can | Donate FAQ  Senices Pariners
Tenders

Regisiration on the South African National Blood Service vendor database

TO REGISTER:

Existing Suppliers - Supplier Portal
New Suppliers - Supplier Self-Registration

Supplier “How to guides”

1) Vendor self-registration
2) Vendor online collaboration

Tenders

0800 11 90 31

Mon-Fri: 07h00 - 17h00
Public H & Sat- 082 524 2936
from 08h0O - 13h00

Careers  Gallery Contact Us

00060

DOCUMENT DOWNLOADS
DONORS:

Donor Questionnaire
ANNUAL REPORTS:

SANBS Annual Report - 2015
SANBS Annual Report - 2014
SANBS Annual Report - 2013
SANBS Annual Report - 2012
SANBS Annual Report - 2011

Step

Action

1)

Click on the link Supplier Portal marked above to log into the SANBS Vendor Portal

You get the login screen shown below that will take you into the Vendor Portal.

User*

Password *

Copyright © SAP AG. Al Rights Reserved.

Step

Action

@)

Enter your userlID in the User * field.

)

Enter your password in the Password * field.

®)

Click on Log On Log @n
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All vendors must have valid user Username and Password to access the SANBS
Vendor Portal.

If there is a vendor who does not have a user ID and password, the vendor must
register from the SANBS website, or by following the following link:

New Suppliers - Supplier Self-Reqgistration

2016-06-09 SANBS



4. How To Mantain Own Data

As the vendor, you are able to maintain your own details, such as company profiles,

contact details and also the users within your company that can access the SANBS

Vendor Portal. All changes made by the vendor will go to SANBS Vendor Management

Team for approval. When changes are approved your details will update and if rejected

changes will remain unchanged.

The section below details how this is carried out.

4.1.

Add Company Attachments

When you log into the Vendor Portal, you are taken to the screen below:

The Company Attachments is selected as it is the first menu option.

Siog

4Back Foward), History Favorites Personalize View Help

o "~ C i~ C

Home RFx and Auctions Confirmatiens

Purchase Orders

Attachments

=  List of Attachments.

Description:

> Supplier Data > Company > Aiach

Qv  MNewSession | SAPStore | Logoff

Welcome: Mr. Randy Thoko

[

Full Screen || Options +

Status File Name Description Created By Created On/At File Size
B No re It fo d
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Administration Menu
There are three sections that vendors change in Adminisatation (listed
left side of the menue). These categories are the following:

Company Data: This section is directly related to master data of the
vendor’s company. The administrator can change your company data and
attach your company certificates.

e Attachment — In this section you can attach documents that are
required by SANBS.

e Company Data — In this section you can change and update your
company details.

e Certificates - You can attach and submit your professional and
compliance certificates and you can also see the status of your
submitted and approved
Certificates.

Certificate statuses are as follows:

e Red - The certificate has expired and must be updated
e Green — The certificate is still valid
e Yellow — The certificate will expire in less than a month

Qualifications: In this Section you can respond and view your submitted
SANBS additional Information requests.

e New — Here you can see all new SANBS additional information
requests for you to complete.

e Submitted — Here you can see a list of all your submitted SANBS
additional requires.

e To be clarified — Here you see a list of all SANBS forms that have
been sent back by SANBS for you to clarity.

e To be processed - Here you see a list of all SANBS Additional
Information requested that you still need to process.

Employees: This section is related to master data of responsible person
of the vendor company.

e Own data — in this section the company administrator is able to
view and edit his own data.

e Create new user- in this section the administrator can create other
users within the company which he/she can then assign them
tasks.

e Employee list- In this section the administrator can see list of all
users that have been created and approved by SANBS to have
access to the system.
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Step [Action
Click on Add Attachment to add new attachment that is required by
(1) SANBS.
a2 Choose File to Upload “
T 'm » ThisPC » Desktop » v & Search Desktop o
Organize ¥ MNew folder == - |j @
G MName Date modified ™
'Ha‘ Homegroup os Operational Purchasing Training Manual 5/23/20N16 8:52 P
g Op_And_Strat_Purchasing_Training_Manual_Final /20171 10:09 A
18 This PC .| IRBASampleCertificate /372016 9:07 A
# Admin (gmidn20 S Install certificate 4/25/2016 9:37 A
i Desktop M5 GT GDH 130 SECTION 1 2014 pdf 5/20/2016 12:03
~| Decuments M= Extract Purchasing Data 5/17/2016 10:2
& Downloads R download 5/16/2016 417 P
d Music 8% Copy of UPLOAD OF Supplier IN SLC 5/18/2016 %:43 A
=| Pictures 17 Copy of RICEFW Inventory for Phase 1 - 03 03 2015 3/15/2016 9:54 A
' user (as27771) 85 Copy of 20042016 latest vendor list (002) 016 12:14 P
8 Videos 1% Contacts 2/18/2016 2:44 P
= 05 (C) % Company Profile 5/31/2016 232 P ,
LU 4 >
File name: | Company Profile | | All Files (%] ~
Open —@ancel
Step [Action

(1)

Select the document to upload then click on Open

Open tab.
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:5.| P4 Search Q@+ | NewSession SAPStore  Log off

4Back Foward) Hislory Favorites Personalize View Help Welcome: Mr. Randy Thoko

Administration SAP Seurcing Home RFx and Auctions Confirmations Purchase Orders

Supplier Data Maintenance

Adminisiration > Supplier Data Maintenance > Company > Aftachments Full Screen || Options v
~ Company

i Attachments.

* Gompany Dala List of Attachments.

* Ceriificates:

Description Tompany Profie E
» Employees

File Name: C:\UsersiMandy\D&skiap\Company_ Browse || Add Attachment
» Gualifications o

Status File Name Description Created By Created On/At File Size
B No result found

Step [Action

(1) |Enter the Description of the attachment.

:3.‘ D4 Search: Qv Hew Session SAP Store Log off
4Back Forward )y History Favorites Personalize View Help ‘Welcome: Mr. Randy Thoko
Administration SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders [
Supplier Data Maintenance

> Supplier Data > Company > Attachments Full Screen | Options
~ Company
* Aiachments Attachments.
o @A List of Attachments.
» Certificates .
Description Company Profile| X
» Employees N
File Name: G \Users\Mandy\Desktop\Company  Browse Add Attachment
» Qualifications

Status File Name Description Created 8 1) Created On/At File Size
B No result found

Step |Action

(1) Click on Add Attachment | Add Attachmen tab.

4.2. Add/ Change Employees
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Search

d) History Favortes Personalize View Help

I~

RFx and Auctions Confirmations Purchase Orders

Administration SAP Sourcing

Supplier Data Maintenance

Administration > Supplier Data Maintenance > Company > Atiachments

Gompany
« Aftachments Attachments
: = | Messages

‘Company Data g
+ Certiicates o Information:  Attachment has been created: stil pending approval
Employees
ko ons = | List of Attachments

=]
Description

File Name: Browse Add Attachment

New (Pending Approval File Name Description Created By

New (Pending Approval) Company Profile docx Company Profile Randy Thoko

Q-

Created On/At

New Session SAPStore  Log off

Welcome: Mr. Randy Thoko

Full Screen || Opfions ~

File Size

31.05.2016 14:33:15 6252 kB

Step [Action

(2) |Click on (M Employees to access the Vendor Employee details.

::.' P4 Search:
4Back Forwardp  History Favorites Personalize View Help
Administration SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders
Supplier Data Maintenance
Administraion > Supplier Data Maintenance = Company > Aftachments
~ Company
* Aiachments Attachments.
- =  Messages
Gompany Data g
+ Cerfficates B Information:  Attachment has been created; still pending approval
~ Employees
g SEEkls = | List of Attachments.
1=
Description:
~ Qualifications File Name Browse... | [Add Attachment
=+ In Process
w Status File Name Description Created By
New (Pending Approval Company Profile.docx Company Profile Randy Thoko
o G ( g Approval) pany pany ly

- ToBe Clarified

Created On/At

New Session SAPStore | Log off

Welcome: Mr. Randy Thoko

Full Screen || Options ~

File Size

31.052016 14:33:15 6252 kB

Step [Action

(4) |Click on Create User link to create a new user.
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4Back Fonward, History Favorites Personalize View Help

I ™ I

Create Employee

= Messages

= | Contact Details

Home RFx and Auctions Confirmations

Administrafion > Supplier Data Maintenance > Employees

=

> Creale User

Purchase Orders

@ Information:  User creation only possible for existing and accepted contact persons

Title:

Academic Title:

* First Name 2

Lerato

* Last Name:

Musode|

Funciion @.

Contracts Specialis{

Department

Procurement

* Language:

JgJFe o

* E-Mail 7 ions. coml

(<K < x| x| x| = Q<<

* Country: /' Phone Number: / Extension 9)[011456785

SAP Store

Log off

Welcome: Mr. Randy Thoko

Full Screen

[

~

Options +

Step

Action

(1)

Select Title

(2)

Select Academic Title

(3)

Enter First Name

(4)

Enter the Last Name

(5)

Enter Function

(6)

Enter the Department

(7)

Select Language

(8)

Enter the E-Mail

(9)

Selected the Country: / * Phone Number: / Extension:

(10)

Enter Telephone number
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Administration

~ Company

« Attachments

History Favorites Personalize View Help

SAP Sourcing Home RFx and Auctions

‘Supplier Data Maintenance

Create Employee

* Company Data

- Certificates
- Employees
- Greate User
« Find User
- Own Data
= Qualifications
« InProcess
- New

+ Submitied

» To Be Clarified

Messages

B Information

= | Contact Details
==
Title:

Academic Title:

= - =

Gonfirmations

=

Purchase Orders

Administration > Supplier Data Maintenance > Employees > Create User

User creation only possible for existing and accepted contact persans

Ms [v]

Master of Business Administra|v|

Mew Session SAP Store Log off

Welcome: Mr. Randy Thoko

Full Screen || Options ~

* First Name Lerato

* Last Name: Musode

Function: Contracts Specialist

Department Procurement

* Language: English [v]

* E-Mail lerato@isolutions.com

* Country: / * Phone Number. / Extension:  |gouih Africa [v] 0114567893 7893 X

Step

Action

(1)

Click here to scroll down to see more details of the page.

F.‘ P4 Search Q-« New Session SAP Store Log off
4Back Forward )y History Favorites Personalize View Help ‘Welcome: Mr. Randy Thoko
Administration SAP Sourcing Home RFx and Auctiens Confirmations Purchase Orders
Supplier Data Maintenance

Administraion > Supplier Data Maintenance = Employees > Create User Full Screen | Options
~ Company ~ E_Mail
E-Mail lerato@rtselutions.com
+ Attachments . . . . A
Country: / * Phone Number: / EXtension’  gouth Africa ~ 0114567893 7893
+ Gompany Data .
Country: / Fax Number: / Extension: ~
» Certificates
~ Empioyees
ppsam— Data Privacy Statement
- Find User Yes, | have read the data privacy statement and accept the terms.
+ OunData X privacy policyis complementary o, and should be read and understood togsther wih, the general terms and condifons of use (sdd url
Principles of our Privacy Palicy
L e i\ X dacy policy covers how we treat your personal information collected electronically when you use the site, register, or when you contact SANBS electronically.
SANBS respects your privacy and your personal information and for this reason, we take care to protect your personal information and to keep it confidential
o (D When dealing with your personal information we apply the following:
~SANBS il only isclose, collate and process (‘use"} your personal information with your express written permission unless we are legally required to do so;
« New BS will not use your personal information for any other purpose, other than that which we disclosed to you, unless you give SANBS your express written permission to do
s0. or unless SANES s permitted or required to do so by law
By using the Site, registerng or applying oniine for any SANBS products or services, or contacting SANBS electronically, you provide SANBS with your express writen
are your personal information within the SANBS organisation, in the ordinary course of SANBS's business, including for purposes of providing you with the
Felevant information reqUred. You may revoke fhia consent in writing at an
Personal information refers to information that identifies or relates specifically to you, for example, your name, age and identity number or any information you use to register for
the website.
Whenever you use the Site, complete an application form, contact SANBS electronically, SANBS will collect and store your personal information.
Your privacy is important to s and we will therefore ot sell, rent o provide your personal information to unauthorised third parties for their independent use.
You accept that we may sture’yuur personal information outside of the region or country that you may submit or use it in.
Protection of your Personal Informatiof
SANBS valugs the informaion that you chooge to provide and will take reasonable sieps ta protect your parsonal information from s, misuse or unauthorised alteration. The v
information SANBS has concerning SANBS Supplliers is stored in databases that have built-in safeguards to ensure the privacy and confidentiality of that inform:

Step

Action

(@)

Read the SANBS data privacy statement and select check box Yes, |
have read the data privacy statement and accept the terms.
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Search Q@+ | NewSession SAPStore | Log off

Personalize View Help Welcome: Mr. Randy Thoko

I~ l

Administration SAP Sourcing Home RFx and Auctions Gonfirmations Purchase Orders

Supplier Data Maintenance

Adminisirafion > Supplier Data Maintenance > Employees > Create User Full Screen || Options v
~ Compan . . .
pa E-Mail lerato@rtsolutions.com
« Aftachments . . N ~
Country: | ~ Phone Number: / Extension:  guth Africa = 0114567893 7893
« Company Data .
Country: / Fax Number: / Extension- ﬂ
« Certificates
~ Employees
py—— |~ | Data Privacy Statement
+ Find User Yes. | have read the data privacy statement and accept the terms
Own Data This privacy policy is ccmglememaw to, and should be read and understood together with, the general terms and conditions of use (add url) .
General Principles of our Privacy Palicy
I This gnvacy policy covers how we rean your personal information collected electronically when you use the site, register, or when you contact SANBS electronically
SANBS respects your privacy and your persnal information and for this reason, we fake care to protect your personal information and to keep it confidential.
- In Process When dealing with your personal information we apply the following:

~SANBS il anly disclose, collale and process [use"} your personalinformation with your express writen permission unless we are legally required to do so:
- New . SANBS will not use your personal information for any other purpese, other than that which we disclosed to you, unless you give SANES your express written permission to do
50, or unless SANBS s permitted or required to do So by law
g the Site, registering or applying online for any SANBS products or services, or contacting SANBS electronically, you provide SANBS with your express wiitten
permission to share your personal information within the SANBS organisation, in the ordinary course of SANBS's business. including for purposes of providing you with the
relevant information required. You may revoke this consent in writing at any fime.
Personal information refers to information that identifies or relates specifically to you, for example, your name, age and identity number or any information you use to register for
the website
Whenever you use the Site, complete an application form, contact SANBS electronically, SANBS will collect and store your personal information.
Your privacy is important to us and we will therefore not sell, rent or provide your personal information o unauthorised third parties for their independent use.
You accept that we may store your personal information outside of the region or country that you may submit or use it in
Protection of your Personal Information
NBS values the information that you choose to provide and wil ake reasanable steps ta protect your personal information rom loss. misuse o unauthorised aleration The v
information SANBS has cancerning SANBS Suppliers is stored in databases that have built-in safeguards to ensure the privacy and confidentiality of that informatio

+ Submitied

« ToBe Clarified

Step [Action

(3) [Click here to scroll up.

El,w Search Q@+  MNewSession | SAPStore | Logoff
4Back Forward )y History Favorites Personalize View Help Welcome: Mr. Randy Thoko
e e I e e
Ad:\ﬁinn SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders
Supplier Data Maintenance
Administraion > Supplier Data Maintenance = Employees > Create User Full Screen | Options
~ Company
 aiachments Create Employee ~
+ Company Data
+ Cerificates
~ Employees o Information:  User creation only possible for existing and accepted contact persons
* Create User
- Find Uiser |= | Contact Details
+ Own Data
+ Gualfications Title: Ms. I
+ In Process Academic Title: Master of Business Administra| v |
e * First Name Lerato
- Submitied * Last Name: Musode
- To Be Clarified Function: Contracts Specialist
Department. Procurement
*Language: English [v]
* E-Mail. lerato@rtsolutions.com
* Country: / * Phone Number: / Extension  gouth Africa ~ 0114567893 7893 v

Step [Action

(1) |Click on Create tab.

The creation of the user will trigger workflow to the SANBS Vendor
Management Team to approve or reject the new user.

If Approved — Your company administrator will receive an emalil
notification about the approval. You can then assign the new user a user
ID, password and assign them a task that they will have access to.
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=

Purchase Orders

=

Administration SAP Sourcing Home

RFx and Auctions Confirmations

Supplier Data Maintenance
Administration > Supplier Data Maintenance > Company > Aftachments
~ Company

- Aftachments Attachments

« Company Data = | List of Attachments
=

Search

Q- New Session SAP Store Log off

WWelcome: Mr, Randy Thoko

Full Screen || Options v

* Certificales .
Description
} Employess 3
File Name Browse... | |Add Attachment
¥ Qualifications
o Status File Name Description Created By Created On/At File Size
New (Pending Approval) Company Profile.docx Company Profile Randy Thoko 31.05.2016 14:33:15 6252 kB

Action

(1) |Click Employees Iidistcie

Employee.

to find the approved

b:‘ P4 Search @~ | MNewSession = SAPStore | Logoff
«Back Fonward» History Favorites Personalize View Help WWelcome: Mr. Randy Thoko
Adminisiration SAP Sourcing Home RFx and Auctions Confirmations

Purchase Orders
Supplier Data Maintenance
Administration > Supplier Data Maintenance > Employees > Create User
~ Company
. Atachments Create Employee

« Company Dala

« Certificates =| Messages
~ Employees @ Information:  User creation only possible for existing and accepted contact persons
+ Create User
= Find User = | Contact Details
+ Own Data o
» Qualifications: Titte ~
Academic Title: v
* First Name:
* Last Name:
Function:
Department
* Language: v
* E-Mail

* Country: / * Phone Number: / Extension

Full Screen || Opfions +

Step [Action

(1) |click Find User = Find User
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Ei P4 Search Q~ | MewSession SAPSiore  Logoff

«Back Forward History Favorites Personalize View Help Welcome: Mr. Randy Thoko
el © - = - -
Administration SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders

Supplier Data Maintenance

Administration > Supplier Data Maintenance > Employees > Find User Full Screen || Options v
~ Company
. atachments List of Employees
o EETTrmE = Listof Employees
- Certfcates Actions Status Employee Name User E-Mail Address
~ Employees [y Unlocked Mr. MBA Randy Thoko RANDY_T randy@rtsolutions.com
+ Create User T [ Updated lerato@rtsolutions. com

« Find User

* Own Data

} Qualifications:

Step [Action

Click Ms. MBA Lerato Musode Ms. MBA Lerato Musode - this is the
(1) -
Employee that you would like to create a username and password for.

FJ P4 Search @~ | New Session SAP Store Lag off
«Back Forward» History Favorites Personalize View Help Welcome: Mr. Randy Thoko
= ™ e e ™ ™
Administration SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders
‘Supplier Data Maintenance
Administration > Supplier Data Maintenance > Employees > Find User Full Screen || Options v
o @y
. Atochments List of Employees > Display Employee o
- Company Data
« Ceriificates o tact Details
~ Employees Title J
T
* Create User Acadermic Title: Youn
e : V] Picture
* First Name Lerato
+ Ownbata Here
* Last Name Musode
» Qualifications i
Function: Contracts Specialist
Department Procurement
* Language: ~
* E-Mail Jerato@risolutions com
* Country: / * Phone Number: / Extension ~ 0114567893 7893
Country: / Fax Number: / Extension: ﬂ
= | User Details v
=

Step [Action

(1) |Click Edit
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g

Search: Q- New Session SAP Store Leg off
4Back Forwardy History Favorites Personalize View Help Welcome: Mr. Randy Thoko
r > - - i — —
Administration SAP Sourcing Home RFx and Auctions Confirmations Purchase Orders
Supplier Data Maintenance
Administration > Supplier Data Maintenance > Employees > Find User Full Screen || Options ~
~ Company
. atachments List of Employees > Display Employee > Edit Employee a
+ Company Dala
- Certit = | Contact Details
Certificates =
o A TE Title
- Ms. [~
* Greate User Academic Tille: Yoo
U - Master of Business Adminisira|v| Picture
* First Name Lerato
+ Own Dala Here
* Last Name: Musode
} Qualifications. .
Function: Contracts Specialist
Department Procurement
* Language: English [v]
* E-Mail lerato@risolutions.com
* Country: / * Phene Number: / Extension: gouth Africa v 0114567893 7893
Country: / Fax Number: / Extension: [v] é
= | User Details v
==
leAp 4 Search. Q- New Session SAP Store Log off
4Back Forwardy History Favorites Personalize View Help Welcome: Mr. Randy Thoko
T _

Administration

= =

SAP Sourcing Home

‘Supplier Data Maintenance

+ Company
« Altachments
+ Company Data
« Certificates

+ Employees
- Creats User
+ Find User

- Own Data

» Qualifications:

User:

Password:

Confirm Password

Notification:

RFx and Auctions Confirmations

= | User Details
==

Administration > Supplier Data Maintenance > Employees > Find User

=

Purchase Orders

Lerato M

Supplier Master Data Manager
Supplier Task Processor

E-Mail Notification

75 [« ol
Date Format DD MVLYYYY
Decimal Format 1234.567.69
Time Zone

Roles

Role Name
[ul Employee Administrator
=] Qualification Expert

R 1)e o] %

[

Full Screen || Options

Step

Action

(1)

The User: field is filled out.

(2)

The Password: field is filled out.

(3)

The Confirm Password: field is filled out.

(4)

Supplier Master Data Manager check box is selected.
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Search: Q- New Session SAP Store Leg off
i1y History Favorites Personalize View Help Welcome: Mr. Randy Thoko
Administration SAP Sourcing RFx and Auctions Confirmations Purchase Orders
Supplier Data Maintenance
Administration > Supplier Data Maintenance > Employees > Find User Full Screen || Options v
~ Company
. ~
Atiachments User Details
+ Company Dala
- Certificates User: Lerato_ M 1
R Password .
© Crose eer Confirm Password PR
+ Find User Date Format DD.MMLYYYY
+ ownData Decimal Format 1.234.567,89
} Qualifications: Time Zone:
Roles
Role Name
[ Employee Administrator
[ Qualification Expert
@ Supplier Master Data Manager
i Supplier Task Processor
Notifications o
E-Mail Notification
h" ',I Search. Q- New Session SAP Store Log off
4Back Forwardy History Favorites Personalize View Help Welcome: Mr. Randy Thoko

Administration

SAP Sourcing Home

s = =

‘Supplier Data Maintenance

+ Company
« Altachments
+ Company Data
« Certificates

+ Employees
- Creats User
+ Find User

- Own Data

» Qualifications:

List of Employees > Display Employee > Ed

ytact Details

Title

Acadenmic Title:

* First Name

* Last Name

Function:

Department

* Language:

* E-Mail

* Country: / * Phone Number: / Extension

Country: / Fax Number: / Extension:

User Details
==

RFx and Auctions Confirmations

Purchase Orders

Administration > Supplier Data Maintenance > Employees > Find User

mployee

Ms.

Master of Business Administral
Lerato

Musode

Contracls Specialist
Procurement

English
lerato@risolutions.com

South Africa

0114567893

Your
Picture
Here

7893

Full Screen || Options

Step

Action

(1)

Click Save .
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4.3.

Respond to Qualification Request

g

4Back Foward) Hislory Favorites Personalize View Help

! E

Administration

Supplier Data Maintenance

SAP Sourcing

@ I~

Home RFx and Auctions

@ ™

Confirmations

Administration > Supplier Data Maintenance > Company > Company Data

Purchase Orders

Search

Q- New Session SAP Store Log off

Welcome: Mr. Randy Thoko

Full Screen || Options ~

+ Company
Aot Company Data N
+ Company Data
* Cerfcates. = General Company Information
~ Employees —
+ Greate User * Company Name: RT Solutions Your lo g 0
 Fedtee * Language =
- Own Data Homepage www.rtsolutions.com here
. Currency: =
- In Process
- e =  Address
* Submitied =
« ToBe ma.iio * Country: ~ PO Box Address
Region: =
Distiet City of Johannesburg PO Box: 3510
* City: * Postal Code Johannesburg 2001 Other Country: =
Gompany Postal Code: Other City: / Postal Gode: o

[

Step

Action

@) Click on _ link to view Qualification Request.

g

4Back Foward) Hislory Favorites Personalize View Help

& E

Administration SAP Sourcing

Supplier Data Maintenance

~ Company
« Afiachments
* Gompany Dala
- Certificates.

~ Employees
+ Create User
« Find User

« Own Data

~ Qualifications

- InProcess

* New

@ ™

Home RFx and Auctions

Confirmations Purchase Orders

> Supplier Dala

List of New Qualifications

List of New Qualifications
=

2 Refresh
Name

[SANBS Supplier Questionnaires|

> Qualifications > New

Target=ROLES://portal_content/com sap.pct/specialist/supplier_lifec... |

Search

Created On
31.05.2016

Q- New Session SAP Store Log off

Welcome: Mr. Randy Thoko

[

Full Screen || Options ~

Deadline Status.
05.06 2016 New

Action

Click on the SANBS Supplier

Questionnaires SANES Supplier Questionnaires |ink and respond to the
guestionnaire and attach all required documents then submit.
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5. How To Respond to Purchase Orders

Purchase Orders will be also be received on the SANBS Vendor portal. The Vendor is
required to accept, or reject the Purchase Order that has been sent to them. The Vendor

also has the option to change the delivery date to a date that they are able to deliver for.

Once the Purchase Order has been Accepted, the Vendor may then deliver the goods/
services that have been ordered. The section below details how the PO response is

captured on the SANBS Vendor portal.

A email notification will be sent to you, the Vendor, should there be a new or a change

Purchase Order that must be actioned An example of the notification is detailed below:

Dear Sir/Madam,

The following document has been transmitted to you:
Purchase Order: 4500900462.

Please log onto the SANBS vendor portal with URL
https://procurement.sanbs.net/irj to access the document.

Best regards,
SANBS Procurement Team

Once logged onto the portal, navigate to the Purchase Order section.
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= nmps. 3DXP.SANDSNETIUL M~ W U | &7 Attachments - SAP NetWea..

| File Edit View Favorites Tools Help

= Listof Attachments
Description

File Name: Browse. | Add Attachment

Status File Name Descripbon Created By
B No result found

Created On/At

Step [Action

(1) Click Purchase Orders to open all Purchase Orders that have

been sent by SANBS.

S22 Bl R s et L ) T MU |7 All-SAP NetWeaver Portal
File Edit View Favorites Tools Help

| ! [ !
R
e i T | P | it
» of Purchase Orders
List of Purchase Orders.
| External Reference No. Number Name
coost iacotoes Socaloed T
Tactoes Rk e
1000000064
Tacotoes
Tacions ot s st
sooooion Byt ey
aoo0ons ot
aooaoes e Appor520sfate 15252
1000000052 REQUEST20 02.06.20% 1348
oosconz: oot ReQuEsTa1 mos 0 1.8
st sooontso Extems e 1
= 1000000043 11:46
ez (5) wooc00s2 acaros gy e
. accotnts Vo s o e 20780831 1137
oot Sk tens

Back 1 7 3 Fomade

Date
06 052016
06.06.2016
08 052016
06 052016
06.06.2016
06 06,2016
06 05,2016
02062016
02062016
02062016
02052016

B os}@)
1oz

31.05.2016

Wit cme: M. PrUmElelE Ny

SaPsiee | Logol

Total Vakie Stans
24000025 New
240000Z4R New
240000ZAR New

700,00ZAR New
100.002AR New
700.00ZAR New
00,00ZAR New
200000ZAR Confrmed
1.300.00ZAR Confirmed
700.00ZAR Confimed
£00,00ZAR Confimed
SOQQ0ZAR New
B Curﬁ'meﬂb
210000 New
600.00ZAR New

Step [Action

(1)

Purchase Order Status - details what the status of the Purchase Order is.
See status explanation in table below.

(2) |Name - details the name given to the Purchase Order.

(3) |Date - details the date which Purchase Order was created.
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Step

Action

Total Value - details the total value (in South African Rands) of the

(4) Purchase Order.
(5) |Purchase Order number - details the Purchase Order Number.
(6) |Clicking the All A" tab selects it.

The Purchase Order display will display Purchase Orders that are in one
of the following statuses:

All - This will display All Purchase Orders that have been assigned to the
Vendor.

New - This will display only New Purchase Orders that have not yet been
processed by the Vendor.

Changed - This will display all Purchase Orders that have been created
and have been changed by SANBS.

Confirmed - This will display all Purchase Orders that the Vendor has
already confirmed.

Partly Confirmed - This will display all Purchase Orders that have been
partially confirmed by the Vendor.

Rejected - This will display all Purchase Orders that have been rejected
by the Vendor.

Cancelled by Customer - This will display all Purchase Orders that have
been cancelled/ deleted by the SANBS buyer.
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i nupsy/svsapgxp sanpsnet ra 2 v M T All- SAP NetWeaver Portal
’“esmr View Favorites Tools Help
[sang ‘Seaen Q- | HowSesson | SaPSwe | Logof
! I ! I . \
| R R R e R A
¥ List of Purchase Ordars
List of Purchase Orders.
% External Reference No. Number MName Date Total Vakie Status.
1000000064 June Training 06.06.2016 2400.00ZAR New
1000000061 (Copy of the order 4500900454) 06.06.2016 700,00 ZAR New
1000000052 REQUEST20 02.06.2016 13:48 02.06.2016 1.300.00ZAR Confimed
taovoost ReGUEST21 0208 206 145 w0206 om0z Catemod
o050 Extemna et 1 wosa0me ooz Catimed
1000000043 REQUESTIS 31.05.2016 11:456 31.05.2016 600.00ZAR New
o002 a1 052018 1149 osaoe a0z Cantemod

Step

Action

(1)

Click 4500900462 4500900462 This will open All the Purchase Order that
have been sent to you by SANBS

W[ MUBS/SsapapSanDsnet UL a M~ MU | E7 Al SAP NetWeaver Portal
|
| file Edit View Favorites Tools Help
[sapg Seamh Q- ewsesson we | Logan
4Bk Folry Favaes Peorsice View Hel Wokomme: . Phamsleis Neow
T T = '
[ | [ I [ !
Adrinision P Soucing Home RFxandduchons  Confemaions | Puchass Onders
AR New  Changed  inProcess | Confimed | Parky Caniomed | ejecied | Cancelled by Cusbomer
Purchess Orders > AR FunSeresn | Optira =
b List of Purchase Orders > Display Purchase Order
play i
Purchasa Ordar: 4500900452
S| Downlosd
Y T)caton and Cotsboration
= General Information
Basic Data Terms of Payment
Purchase Order I 4500300452 Payment in Days Discountin %
0
Number 100000006
Name Specialized Training
Date 06.06.2016
Terms of Delivery
Status Hew
Incotarm Location
Follow-On Documents: N
Hem Overview
Number Short Text Product PO Quantly Purchase Order Valus  Raquired en Confimed Quantty Confimed for Status
700007 1each 70000Z4R 06.062016. 0zach New
E sments 700006 2each 1.700,00Z4R 06.062016 Oeach New
Net Valus (Uneonfimad itsms) 2.400,0024R -
Net Value (Canfimnad llems) nm7aR

Step [Action

(1)

Click Process

m to process the Purchase Order response.
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r nups/st

D SANDS.NETSULUL,

| File Ecit View Favorites Tools Help

»MoT MU= A

SAP NetWeaver Portal

oy
Ear
4Bk + Py Favaites Pemonsizs View Hed

1 L Lt '

L L [ L [
Mriniseaien Home RFxend Aucions  Conf Burchsss Orders
AN ew  Cranged  mProcess  Confimed | Pay Cordomec | Reecied | Canceded by Customer
Purchass Orders > A
P ListolP Orders > Display Purchase Order > Process Purchase Order

Purchase Order; 4500900452

# Communication and Collaboration

General Information

Basic Data
Purchas Order ID
Number
Name.

Date
Status
Follow-On Documents:

Save | Cancel || Update Poces| || &Pant | ownload

4500900462
1000000066
Spacialized Training
06.06.2016

In Process

T

Walkoma' M Phumaleis Nehiows

FullSereen | Optons +
~
Message to Purchaser
Attachments Y )
#PAdd Attachment
B No Atachments Available
Terms of Payment
Payment in Days Discountin %
0
Terms of Delivery
Incaterm Location
NiA
v

Step [Action

(1)

Enter a Message to Purchaser . This is a message that will
to the SANBS buyer.

be displayed

M v MU T Al SAP NetWeaver Portal

27 nups:/sivsapaxp sanosnet
File Edit View Favorites Tools Help

Fovcrtes Personsiza View Heb

T T T
L !
Cantemas

Granges | in Process

Purchasa Qrder ID:
Number

Name

Dato

Status

Follow-On Dotuments:

»

ltom Overview

€ contem Al llems | fRepect All Hems || Reset Al lems

Number Confr | Reject|
< @
(] a
= et Information
Pariner Humber
Sok-to Party 2500000200
Goeds Recipient 2800002218
Ship-Ta Address 2500000200

R ana Auclions

Farny Contrmes

Short Text

T T
Confrmatins | Purthase Crders
Reptien | Canesiies by Cusiome

4500300462

1003000

Spsciaized Traning
06.06.2016

InProcess

ing
ning / Risk Assessmants

Mame
coB

REQUESTDS REQUESTOS
SANES

Praduet
00007
700006

sveet
Constantia Kioof Extension
Plantation
Plantation

Payment in Days

30
Terms of Dalivary
Inceterm
na
PO Quanity , Purchase Order Value Regired on
1asen 00,0024R 06.06.2016
antity, Click to filter § o 7an 06.06 2016
Net Value (Unconfimed Iems)
NetValue (Confrmed Homs)
NetValus (Total o al tems)
House . | PosiCode ciy
2000 Johannesoury
1459 000 Johannestury
uss 2000 Johannasburg

Diseount in % "
Location
Confirmed Quantty | Unitof Msasare Confirmed for | Status
' aach e
2 each np
24000024R
0.00ZAR
2400.00ZAR
Teleghone | Fax Emal
TMIT 1] SANBS@SANBS g
1BST4NE  1ESTS20  RimanFoune ™
MESME 118974820 RisanFoune uza v

NewSestin | SAPSkee | Logall

eecme: M. Pramelele Nasova

eroem | Optors »

Step [Action

(1)

Enter the date when delivery can take place in Confirmed for field.
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nupsy/srvsay

xp.sanpsnet porta:

2 s M WU ET Al SAP NetWeaver Portal
File Edit View Favorites Tools Help
cAngd csen © NewSemen | SaPSwe | Loget
[SAR B q Log.
Bk » oy Fomes Paaowas Ve e Wecere M. Prumelee Natvors
Y T
! ! ! !
—— e Rrconsuters  Commencrs | Puchase omes
507 e T Gomons e T o | Py Con | it | Gt Gt
Purchase Orders > Al Fu e | Gooors =
Purchase Order 1D G Pavmentin Days Discountin % A
30
Number 1000000068
Name Speciatzed Training
Date 08062016
- Terms of Dalivary
stas L
L] Incoterm Location
Follow-On Documents W
» -
* | em Overview
€ Contem Al ltems | i Reject All Hems | Reset Al iems
Humber Confe | Reect!. | Short Text Produet PO Quanity , Purchase Order Value Requiredon  Canfirmed Quantity Unit of Measure Confrmedfor | Status
a ing 00007 Tesch 70000288 06062016 1 each %062016 B P
@ ing / Risk A& 7000t 2each 170000288 6052016 2 each H062016 m mP
Het Value (Uneonfimed liems) 240000240
Net Valug (Confirmed Hems) 0,00ZAR
Wt Valus (Total of all Hems) 2400,0024R
Partner Informatian
Partner Nunber Nane Suest House . | PosiCods Ci Teleshone | Fax
Sold-o Party 2500000200 coe Consiania Kioal Estension 2000 Johannestury i ann
Goeds Recipient 2600002219 REQUESTOM REQUESTES Plantation 150 2000 F— 11874ME 110974820
Shig-To Address 2500000200 sanes Plantation s 2000 Jahannasburg HOOTANS 118874520 v
27 nups:/sivsapaxp sanosnet poria 4 T MU =T All- SAP NetWeaver Pontal
e Edit View Favorites Tools Help
sangd esc = MewSewon | SAPSe | Losel
E s q Log
Bk . Faverten Parsonsize View ek Wecme: . Pramelese Nemow
T 1
| I ! ! [
Admnsiolen  SAR Sowting e RFcandsudirs  Contmebors | Puchase Ordees
507 e T Gomons e T o | Py Con | it | Gt b Gt
Purchase Orders > Al Fu e | Gooors =
w
Number 1000000066 |
Nama Speciatzed Training
Date 06.06.2016
o Terms of Delivery
s Inr
oo Incoterm Location
Follow-On Docuemants WA
tem Overview
£ Reject Al nems [ & Resat Al iams
Number o Confir. Resect | Short Text Produet PO Quantity Purchase Order Value Required on Canfirmed Guantity Unit of Measure Confirmed for  Status.
3 @ Speciaized Traning 700007 Tesch T00.00Z4R 06062016 1 sach 25062016 M Con
2 3 @ | Specioized Traning / Risk Assessmenis 00008 2each 1700.0025R 0605208 2 each %0620 m WP
NetValus (Unconfirmed I1ems) 2400.0024R
Net Value (Confirmed Nems) 0.002AR
NetValue (Total of al Hems) 2400.002AR
= Partner Information
Pariner Mumber Mame Streel House PostCode City Telephone Fax E-mail
Sokd-to Party 2500000200 coB Constantia Kioof Extansion Johannasour WA 19111111 SANBS@SANES on
Goods Recipient 2500002219 REQUESTDS REQUESTES Plantation 1459 Johannasbury MBGT4NS 118574520 Riman Founeg
Ship-Ta Address 2500000200 sanES Plantation 1459 Johannassug 118974315 1189T4SA0  Riman Fouri gra
£ or Add Sarvice Agent |

Step

Action

(1)

Click Confirm All Items
Purchase Order.

& Confirm Al ltems | to confirm all items in the
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> T M U | &7 All - SAP Netweaver Portal

Agypemicnion and Cotaboraion

1> Process Purchase Order
~
| [ Pant | Downioad
[ to Purch
PO wil b delivered as recarved - please note e changs of the delivery date
Terms of Paym
4500300862 Payment n Day Discountin %
£
o
Specialized Training
06.062016
Terms of Dalivery
In Process
ncotemn Locaton
Nis
v

By selecting Confirm Item/ Confirm All items, the Vendor is committing to
delivery of the goods by the said Delivery Date and the Quantity.

By selecting Reject Items/ Reject All items, the Vendor is noting that the
delivery of goods by the said date is not possible.

This will be sent back to the SANBS buyer with the response of the
Vendor.

Step

Action

(1)

Click Send | ™®Send |

The Purchase Order response is sent back to the SANBS for further
processing.

The Goods/ Services may be delivered to SANBS as an the Purchase
Order.
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6. How To Respond to Request for Quotation

RFgs (Request for Quotations) will be also be received on the SANBS Vendor portal. The
Vendor is required complete a quotation online by creating a RFq response on the
system.

The Vendor is able respond to the RFqg sent by SANBS by answering any questions that
may be on the RFq and by inputting the prices that they are offering the items requested
for.

Once the RFq response (vendor quotation) has been captured and submitted, the SANBS
buyer will commence with the awarding and selection of the quotation to be used.

The section below details how to respond to a Request for Quotation received.

Once on the SANBS Vendor Portal, select the RFx and Auctions tab.

Step [Action

(1) -
Click I RFx and Auctions to display all RFgs.
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Rl = e /srvsapaxp sanbsnet 50001/ porta D - @ G|z via processing - SAP Netw.

uuuuuuu o7 08,0820 19:26:33 CAT Balresh 13

The screen will detail all the RFq that have been assigned to the Vendor.

The queries under the Active Queries section can be used to display
RFgs in various statuses.

The following Status are available:
@ All - All RFgs that are assigned to the vendor.

Published - Only RFgs that are published, valid and active and assigned
to the Vendor.

Ended - All RFgs where the submission deadline has been reached and
assigned to the vendor.

Completed - All RFgs that have been completed and are assigned to the
vendor.

Step [Action

(1) |[Click Refresh Refresh to ensure that the latest RFgs are visible.
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Py

L 2RI tps,//srvsapgxp sanbsnet 50001/irj/portal I i Processing - SAP Netw.

File Edit View Favorites Tools Help
Ty
=
ok + by Frvo Pursonsizs |
1 [

Contmmatins  Puchass owoers

NewSessen | SAPShrn | Loget

Wiecome: M. Prumelele Neiovu

» Cerview » RFx and Autions

+ S 0 R
P | ] e
D it [ Ervt o frer

200000 - 006000178 pre—
7 Sationey - une 2018 Publshed
Tape 70 Jane 2816 Pubtsnes

200800
W

wos00
Capy ot 5300050128 Publaed

DCAYE0_APPSY 0206 2015 15:4252 Pubsnes
EUYD4 02052016 115810 Publahed
BUYD4 02082016 114723 Pubsnes
BUYD4 02062015 114 Publahed
BUYDS 02062016 114333 Publshes

wonm
se3e00
ovonn
oveson
) CE
orunco ovezon
o | oeonto 0000 5
Last R besh, 08.06.2016 $0:28:42 CAT Bsfesi 3

BUYDE 02082016 114110 Publahes

Step [Action

(1) |Click  on the list of RFgs to select the RFq to respond to.

If there is no quotation that has been captured, the Response Number
field is blank, as there is no document created yet.

o

L 2R hitps,/srvsapaxp sanbs.net50001/ij/portal 27 fid Processing - SAP NetW..

File Edit View Favorites Tools Help

=

Bock Forwmds Fovertes Personsize View Hey

| I E |

Admsiratin s . Confrmatins  Furthase Ovders

[ —

vervew

RFc 0 AUCIR > Overview > REX B0 AKBON

cfrxs. ENIEA

euctions 4110) Fubls
Vimout Categary Aassgnment ic O
oRFan AN

+ Sam Guk noe

Ve [Sanwavew] v Oapy Event
T v T Erem b —= trame
00078 R sopsooor o84 Cresteg 2 000

Stonery - une 201E o 81 Crestea
Taps FEQ - Jane 2016

Copy ot s3000a0128

DCAI0_APRO! 0206201 15:4252

200800
womm
ost0
153000
ooontn
oveson
CE
ovezon
0000 5
Lt R boah, 06.00.2016 19:09:42 CAT Bl [

EUYD4 02652016 115810
BUYD4 02082016 114723

BUYD4 02062015 114

BUYDS 02062016 114333

BUYDE 02082016 114110 Publahes

Step [Action

(1) |[Click Create Response Create Response tg create the response.

29 2016-06-09 SANBS



responses. If the RFq has not been open yet or the submission deadline

@ The Create Response option is only available if the RFq is ready to accept
has been reached, the option to create the response is not available.

6.1. Respond to RFQ Questions

Remaining Time  00sys 003261 RfxOwner PAPPLOSU  Total Vaue

000Z4R  RPxResponse Version Number Actie Versin

nnnnnn

Step [Action

(1) |Click Questions Questions,

Any questions that must be answered on the RFqg will be displayed when
the response is created.

2)
Note: The questions will vary per RFq created. Not all RFgs created will
have questions.
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= Create Bid - SAP NetWeaver Portal - Int

‘-‘_""n!ws srvsapaxp sant

RxOwner FAPPL OSU  Total Value 000248  RPxResponse Version Number Aciue Versin

Step [Action
(1) Click =/ to open the drop down for the options to respond to the question.
Select the relevant option from the list provided.
(- Create Bid - SAP NetWeaver Portal - Intemnet Explorer e A e - ‘ R ™ - ™ el E .
T hitps://srvsapaxp.sanbs.net 500 ‘portal7NavigationTarget=navuri%3A%2F % 2Fd05796d528cc588706da60839bc b6 cd&PrevNavTarget=navurl % 3A%2F % 2Fd30ea2a 733 217b8 2d592eeced3 2a5f5&NavMode =3 &CurrentWindowld=WID1465320831934 a8

T RemainingTime 0Dsys 00283 RfxOwner PAPRLOSU  Totsl Value a0 2aR por Acive Verson

Reply Comment

6.2. Add Notes and Attachments
Step [Action
(1) Click Notes and Attachments Motes and Attachments {0 add any attachments

or additional notes.
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m—wmm—m
2 515 a

Submd | ResdOnly FritFrview | Check Cose Save Export iport Systemiformation Crests Memory Snapait Q.

Step [Action

(1) Click Bidders Remarks to add any remarks on the RFqg. These will be
displayed to the SANBS buyer.

Step |Action

(1) |Enter required remarks.
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Step

Action

(1)

Click [2€] to close the text box.

Check Chse Seve Bxport Wport Systeminformaton Create Memory Snagshot

T, o S

| Descrpton |
et |
| Abtema o e detrered o uced e e uceat. |
| Empty- |
|| caod | Oescrptn | e ame Versen | processar | crectesout s | smex®) [Semine ot
| @ me AL Does not contan any dats

Step

Action

(1)

Click Add Attachment AddAtiachment to add any attachments.

Note: If there are any attachments that have been added by the buyer,
they can be seen in this section.
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Any attachment file format may be attached (e.g. .jpeg, .pdf). An example

of an attachment is a copy of the quotation r any additional supporting
documentation that may support the quote.

2Fd39ea2a7133217b82d592eece932a5(5&NavMode=3&CurrentWindowld=WID1465320831934

Step

Action

(1)

Select the File field to navigate to the file to upload.

[ 2 Choose File 1o Upload e = TN~

@]L » Quote [ 49 I Search Quote 2F%2Fd39ea2a713321708:

Organize »  New folder

éE’LIO

& Favorites
I Desktop
Js Downloads
%5 Recent Places.
¥ Dropbox
 iCloud Drive
# iCloud Photos

" Libraries

File name: v | Al Files (%) =2

2 Name Date modified Type Size

= sanss T- 2016/06/07 0735 . Adobe Acrobat D.- 788

W d

Comen 7] [ cons | |
=
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Step |Action

(1) |Select the file to Upload.

T hitps://srvsapqxp.sanbs.net50001/irj/portal?NavigationTarget=navurl%3A% 2F % 2F 4057960528cc 58870602608 39bcbb 1 cdiPrevNavTarget =navuri% 3A% 2F % 2F d39ea2a 713321708259 2eeced3 2355 &NavMod

Step |Action

(1) |Click [ox].

I httpsy/ 3A%2F%2FA057964! 7 3A%2F%2Fd3%ea2a7i332f] D1465320831934 ]
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6.3. Enter Quotation Prices

rget=navuri%3A%2F %2F 057960528 5887060a60839bcb61cd&PrevNaviarget=navurl%3A%2F % 2Fd39ea2a7{332(7b82d5!

D1465232214954

Create RFx Response.
Submt | Read Only PrintPreview |

@ Atvoute Vhat ' he BBBEE ratng of e compeny? s

Number 7000000116 RFxMumber SO000000176  Status hPracess  Submission Deadine 08 08 2018 20.0000 CAT
RPx Version Number 1

Remaining Time  0Dsys 001263 RFxOwner PAPPLOSU  Total Value 000248 RixResponse Version Number Actie Versen
TR [ e | s i i | Sy | i
| GescOsts  Questions | Wgg Atachnents
aueston d ety Comment

* What i the BBBEE ratig of the company?. 3 Level

Step [Action

(1) |Clicking the Items tems

tab to view the items that are required in the
RFq response.

Create RFx Response.
Subme | ReodOny PrntPrecew | Check Cose Save Export impart Systemniematon Creste Memory Snapshot

RFx Response Number 7000000116 RFxMumber SO0D00T76  Status hPmcess  Subemission Deadine 05106 2016 25:00:00 CAT
RPx Version humber 1

9.
RemaigTime 00maGE3G  WAOwser PARLOSI  ToVee QIR A7aResponse Verson ember Acue Verses
e orainn” JATRORED o oot | oy | T
Detam | er Expa0 Al Cotapie Al Settngs
Line Numser Descroton temType  Product D Uea  Price  Cumency  Price Per  Detvery Date Towl Ve 9 ®
3 109622 Foiders & binders & s 2EA 1 0n020820% o0 __w o — 0 1
100107 Carons & Hebcoslers. A " o R 1 On 0208209 000 N0 o 0 2
osae Gessraiconsematies 0 wen ok 1 ont20s206 o o =
..... - om | 24

@ All items in the RFg must be quoted by the vendor.

The price that is added must be VAT exclusive.
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Step [Action

(1) |Enter the Price that you are quoting under the Price field.

9%3A%2F%2F 0057960528 5887060260839b b6 1 &P

»»»»»

Create RFx Response

Submd | Resd Only PrtPrevew | Check Chse Save Export inport Sysiemiformation Creats emory Snapshot

RExResponse Number 7000000116 RFxMumber 5000000176 Status Process  Submission Deadine 06 062016200000CAT  RemainingTime 00ys0029%  RFxOwner MAPPLQSU  Total Value
Rx Version Number |

wrcntmaen | A RSO SRRRRRRHT] | sommary | s |

8425074 RexResponse Version Number Actie Version

Aaa Agachment

AssignedTo Category Descrption Fie Name Versien Brocessor

I Checked Ot e sae0®) changea by changedon
(3] The tatke does at conia any e

FRer Settngs

Foter Settngs.

Step |Action

(1) |Clicking the Summary ™%  {ap selects it.

firj/portat = navuri%3A%2F%2Fd057960528¢c5887060a60839bcb61 & PrevavTy 2F%2Fd39eaa7f33:

Create RFx Response

........

Submt | ResdOnk PritPreview | Check Cise Save Export irport Systemiformation Create Memory Snapshot

Wexfespose Nember THON!S - Mxiember SWIOTTS  Swtsy hAcws  SeomisscnOsedine GMS20ISICWICAT  MememngTime  ODMRMNN  RPxOweer MARLOS)  TowVulee 84250ZAR  RFxResponse Version Number Acie Verson
Version humber |

T | S T s

RFx Response Number: (7000000116
Rems win Resgonse: |3 0utof 3 tems responded o
Guestons: |1 0wt o 1 questions answered (1 outof 1 mandatory)
Notes: [No Notes Aded
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The summary tab shows a detailed Summary of the RFq response.

6.4. Add RFq Item details

570605 28cC5887060a6083!

Subme | ResdOny PrntPrevew | Check Cose Save xport import Sysiemnformaton Creste Memory Saapshot

o.
RFxResponse Number 7000000116 RFxMumber SO000TYS  Stas NPOcess  SubmissionDeadine 0S052016250000CAT  RemaimingTime 0Days03293%  RPxOwner FAPRLOSU  TotalValue B20ZAR  RExResponse Version Number Actve Versen
REx Version Humber 1
mnm@ Notes and Atachrents | Summary | Trackes |
[oean ] | | Coubie Vaue e Expond A1 Cotapse A1 Setigs
| Descripton temType | ProductD | ea | Prce | Cumency PrcePer |DeweryDwe  TowiVoue | a | ® |
[T« \ldoryy  Coloured PVC Tape dbmmxsom SAISO4ROIS  Mmterini 109622 1 Folders & binders & £ WEA 2500 ZaR 1 0002082016 %00 o o Y'Y 1
- G2  TAPE, STRAMWG BLACK 120 urensl 100107 Corens & Hebcosers 15 W w2 1| on 20820 % _o o W o
| - @ Teeaskng Tape 2emmcson umens 01544 Genaral consamaties ) JEA 150 Zar 1| on 020820168 o _o o P}
Total Valve s | ZAR

Step [Action

(1) |Click Details Ietai= to display more details on the individual line items.

%3A%2F%2FAD57960528cC588706da60839bcb61CdE

RFx Response Number 7000000116 RFxMumber SO0D0STTS  Status nPmcess  SubmissionDeadine 05062016200000CAT  RemainingTime 000ys02293  WPxOwner FAPRLOSU  Total Value
REx Version Number 1

GE9ZAR  APxResponse Version Humber Actve Verses
arewsemuton ATRRRT| oo w Atachrrts | Sumnary | Tckes |

[T]+ oomaes  Tope Maskng Taoe 240mmesom etersl | 101544 General consumaties. 0 106A | 1500 268

1] oac2082016 15000 _w o ¥ g 3

Total Value 250 | ZAR

| MemOsts | Cuesns Netes ana Aniscaments

Identification Cumency. [Soum Afrcan Rand

* Conigratie tam Nemear: (0001 Soited Ouaali S
Contrel Key. Materai functonal Suvmttes Qusntey Ty o
RemType: Material o 35.00] 28 Per: [A
Product Categeey: 0105 Folders 3 bnders & )
Proswct O (10822 cotern KeyfLocatee: all
Descrotin: |Colowred PVC Tape 43mwmcSiom SATS04 Aol 5 Devery Dwe (02082816
#em Vaviant Descroton: Orghaltem oesvery Duys: [eod ]
Further Properbes. el R )
Secoler Prosuct omear ]

ter Semogn
Functon N Name. | Phone umber
* Requester Carintan Conneby. onTsis0ce
Goods Aecomnt REQUEST44 REQUEST4 o
ShpTo Addreas Trang omnm
Locason Gueerswood - AdmeDonceiapheresisProce

012339949
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Step [Action

The Delivery Days field is filled out. This is the lead time you are
(1) |expecting the goods/ service will be delivered in, once a Purchase Order
is received.

.5 Create Bid - SAP NetWe Portal - Int
——

|7 httpsy/srvsapaxp sanbs.net

net Explorer

Create RFx Response.

Subme | ResdOny PrntPrevew | Check Cose Sove Export ket Systemniormaton  Creste Memary Saapshot 0.

RFxResponse Wumber 7000000116 RFxMumber SOOD0STTG  Staus nPwocess  SubmissionDeadine 0S052016200000CAT  RemasiningTime 00aya092535  WPxOwner FAPRLOSU  Total Value 009ZAR  WExResponse Version Number Acive Verson

Fape Maskong Tape 24mmcsm atecwl 01544 Qeneralconsumates " WEA | 1500 ZaR 1 cacz082016 15000 w0 T s

Step [Action

(1) |Clicking the Questions- Questiens 5 selects it.

system will display a message should there be mandatory questions that

@ Some RFgs may also have item questions that must be answered. The
must be answered.
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%3A%2F%2FAD57960528C588706da608390cb61Cd

ID1465232214954

Subme | ResaOny PentPrecew | Check Cose Save ot Wmport Systemitormatin Creste Memery Soapshot

RFx Response Number 7000000116 RFxMumber SO0D0S0TTS  Status mPmcess  Submission Deadine 05062016 250000CAT  Remaiming Time
RPx Version humber 1

mhm@ Notes i Atachrarts | Summary | Tckis |

008y3022820  WxOwner FAPRLOSU  Total Value 0092:R  WFxResponse Version Number Actie Verson

Dual Adfticw , | Copy Pasie Delets | Cotubie Vale Foer £xpand Al Coapse Al Setings
| Line Numeer | Descrpton temType | Product D | Ut | Prce | Cumency PrcePer |DeweryDwe | TowiVoue | @l ® |
[T - @01y Coloured PVC Tape ddmmxsOm SAISO4ROIS  Mmterisl 109022 1 Foiders  bndens & £ WEA 2500 ZAR 1 0002082016 &80 oy o v 9
. G002 TAPE, STRASNG BLACK 1244 Matensl 100107 Carees & Hetcosiers s W 0zw 1| on 62082006 o0 _u o w o
- @I Tepe Maskng Tape 2emmcitm Mmew 015 Genaralconsamaties " WEA 1500 ZaR 1] on 02082016 100 o o P} 3
Totai Vaioe w250 | ZAR
D] [x]
temOus EEyT—
vestion ) Repiy Comment

Action

Notes and Attachments

Clicking the Notes and Attachments Notes and Attachments-
tab selects it.

[ e | e Expana 1 Compac A1 semngs
[irenmse | ossrgon [ns [ ot | [ven ovce | cumncy  ereere | oemaryome  Towveue | meximespeese | s nesenae @) | st ommas
GO  Cobured PO Tooe S SATSOA RIS Mulenw sz 1 Foldrs & bindars = T 1 onuzoaz0t o _w o ¥ 0
- UM TAPE STRAPPNG BLACK 1204 Vet 107 Canana & Haboosern s w4z 1 onuzeB20% @0 _u o P 2
-+ QLS Tepe Masking Tape Zémsim e Generaicomsamaies w weA | 150 zan 1 onazonze o _u 0 P a

o vatse s | 7
temOsts | Gurstions
e Satinga
carsgory | Dessrpton
Bt Tex vty
T Emcty-
Burchaser's Remarks Aoty
A Amchmem o8 Descrpten Versonng , Geete Cresse Pt T—
Category Descrstien. Fie Hame erskn Processor Checked Out | Tree | see ey | enanged by Changed en.

3] 7o o cioe et contan sy e

Step [Action

(1)

Click Submit =ubmit to Submit the RFq to the SANBS buying department.
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Line Hurber

Q»ﬂmm

Deservtn temTye | PreditD Ust | Prce | Curency  ProePer |DeweryDste  ToiVele | Afx/Ressense § | Arifessanse® | btemitomtiumber
o EOIE  Cokured O Taoe SSSIMSAISOA RIS Watew  1osszz . Fotders & bders = mea om0z 1 anuzonzoie @0 _u o PR i
TARE, STRAPPING BLACK 12004 veww oo [ p— = T 1 onozoszoie 50 __0 o P} 2
o GEI0IE  Tesk Maskng Taoe 2ésstn ustes 121544 Geseralconsematies w WA 1500 zam 1 onztea0s w0 _ o o P 3

Deiete |, Calcubia Vakie Flier Exgand A1 Colapse A1 Setiegs

Descrgtien, F vame

i
i
i
i
4
]
i
3
H
i
2

You can save your response and submit later but ensure you submit
before closing date.

Once submitted the RFQ, the RFQ response number is display as
confirmation that you have submitted your RFQ.

The RFg has now been submitted SANBS buying department for further
evaluation and award. If the quotation is accepted, a Purchase Order will
be created and you may respond on the SANBS vendor portal.
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7. How To Respond to a Tender

All vendors will respond to tenders received online on the SANBS Vendor Portals.

Tenders will be advertised in the media and available online for the vendor to respond to.

The section below details how to respond to a tender on the SANBS vendor portal.

Log on to the SANBS vendor Portal.

UUUUU

Step

Action

(1)

Enter Username, Password and then click on Log On.
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File Edit View Favorites Tools Help

SAPStore  Log off

onward ) History Favorites Personalize View Help

1~ = e

RFx and Auctions Gonfirmations

‘Welcome: Ms. Mandy Test1

ation > Supplier Data Maintenance > Company

Ho content available for this navigation node

Step [Action

-

(1) |Click on %% S°“"" g respond to a Tender.
Another window is opened and you are taken to the SAP Sourcing home
page.

If you get the screen shown below, click on Log on again to continue so that you get

into SAP Sourcing.

If you do not get the screen belowe then you are taken straight into SAP Sourcing.
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SUPPLIER PORTAL

© Your ion with SAP ing has expired.

Log on again

' N Copyright © 2013 SAP AG. All Rights Reserved w

Step [Action
Click on Log on again if you get the screen above. You are taken into
(1) [SAP Sourcing where you can resond to your tenders. If you do not get
the screen above then you are taken straight into SAP Sourcing.
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After successful login, you are presented with a personalised
workbench. The SAP Sourcing Workbench allows relevant purchasing
data to be stored and viewed in one location and provides easy access to
the entire SAP Sourcing software. The workbench is made up of a
number of channels, each of which shows a particular type of sourcing
information.

Events Channel

The Events channel shows specific sourcing events occurring on a
selected day.

Global discussion

It allows you to view and reply to global discussion threads unrelated to
sourcing documents.

Supplier Alerts
Allows you to view alerts related to your sourcing events.

New Discussion

It allows you to view/reply to new discussion threads related to sourcing
documents.

Awarded Auctions, RFx's, and Xpress Requests

Lists current awarded Tenders.
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Recent Items~ || Favorites =
m s
Overview
w Suppliers
=] Testing Procedures

8| 4 Full Screen

Resulis Last Generated-09:35:08 (CAT) ~

~ Public Events 8 x

Event Type Product Gategory. OpenDate  Status

RFP Blood packs & acces, 15022016 Available
RFI Blood packs & acces 26-022016  Available
RFP Blood packs & acces 29.022016  Available
RFP OPEN Alb prod - packed 14-03-2016  Available
RFP OPEN Albusol prod - fill 17-03:2016  Available
RFP OPEN Alb paste, powd, bl 17-03-2016  Available
RFP OPEN Alousol prod - fill 17-03-2016  Available
RFP OPEN Alb paste, powd. bl 17-03-2016  Available
RFP OPEN Alb paste, powd, bl 17-03-2016  Available

RFP OPEN Albusol prod - fill 17-03-2016  Available

[E & Page I__Joft [] =] Displaying 1-10 of 10 records.

— e T
- v

hitps//srvsapeimdev.sanbs.net: 50000/sourcing

I-SellUpcomi.. |

Step [Action

Click on
Tenders.

(1)

on the Public Events channel link to view SANBS open

Note: This is for Open Tenders

A Tender can either be an Open or a Closed Tender:

Open Tender: The Open tender process is used for all generic

@ requirements for which there could be a wide range of possible vendors.

vendors.

Closed Tender: The closed tender process is used when there is a

specific requirement that can only be provided by an exclusive number of
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¥ =7 SAP Seurcing

Recent ltems~ | Favorites >

RFx

Public Events Detail
B

[ESlBack | Ovenview = Public Events Detail

ind: | ] In: [Mame v]| Go

Public Events More

o Name

Open for Response
Respond

Test

Purchaser
Sunglasses

Valley View

Copy of Scoring
Capy of Scering
Logical system
Branded Water bottles

Eranded Water Botlles

Bkl [ [l el el el

Go|[F] [E Displaying 127 of 27 reconds.

Event Type.
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN
RFP OPEN

Welcome: T. Sihlongonyane

Product Gategory
Alb paste,powd, ol
Albusol prod - fil
Alb paste powd bl
Alb paste, powd bl
Albusol prod - fil
Alb paste, powd bl
Albusol prod - fil
Albusol prod - fil
Bioplasma prad il
Filling components

Bioplasma plasma

My Seftings Help

Open Date

17032016

17032016

17-03-2016

17-03-2016

17-03-2016

17-03-2016

18-03-2016

18-03-2016

18-03-2016

06-06-2016

Status

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

Available

o Full Screen

=

Action

(1) [Click on the [ icon to select the Tender you want to respond to.

The status of the relevant Tender must be "Available

s = SAP Sourcing

Recentltems~ || Favorites >

RFx

=}

Hame:
Event Type:
Product Category:
Deseription.
Planned Date:
Event Oumer:
Status:

Request Invitation

[ESlBack | Overview = Public Events Detail » Public RFx Event Detail

RFPO-0037-2016
Eranded Waler bofties

RFP OPEN

Filling components

Provision of 120 000 Branded Wiater boties
06-06-2016

Procurement Specialisti
Available

Click to request an inviat

Welcome T. Sihlongonyane

My Seffings Help .

47

2016-06-09

SANBS



Step

Action

(1)

Click on to request to be included in the

Tender.

The request will be sent to SANBS for acceptance, and the status will
change to "Pending”. Upon acceptance by SANBS, the status of the

request will change to "Invited".

- Links

* SAP NetWeaver

~ Global Discussions

B | Full Screen

8 x| | = Eventsfor 0606201 B & x|
Title Active Dates
W gune20ts P M "
S MTWTF s one
2 1234
e sE]7 8 s 0w ~ Supplier Alerts 8 x
25 12 13 14 15 16 17 13 - Greated On = Message Text
26 1920 21 22 23 24 25 IB 06-06-2016  Your request to participate in the upcoming event (Branded Water botiles) is accepted. You will be alerted when the RFx is published. ¢
2627 28 29 30
a (5 &) Page [ Jof1 ' [<] [5] Displaying 1-1 of 1 recards. N\
More Details
~ New Discussions 8 x
& X
Portal = Active Auctions, RFxs, and XPress Requests 8 %
Name EveniType  Due Date Status Cantact Person
o & x Branded Water bottles RFP OPEN 16-06-2016 00:00 (CAT)  Open For Response Procurement  Specialist!

[E [ Page [ ]of1 [<] =] Displaying 1-1 of 1 records.
More Details |

Action

(1)

Once the request has been approved, you will receive a notification under

the "Supplier Alert" workbench channel.

The Vendor will be alerted when the Tender is opened for response.

48

2016-06-09

SANBS



For a closed Tender the Vendor will receive an email as shown below inviting them to

participate in a Tender.

Dear Thembi,
You are invited to participate in the South African National Blood Services RFx named: RFPO-0037-2016, Branded Water boftles.

The deadline for you to indicate your intent to participate in this RFx is 16-06-2016. Please note this is NOT the deadline for your completed response to this RFx.

TO CONFIRM PARTICIPATION, follow these steps:

@ From the e-mail invitation, click on the hyperlink to log into the SANBS

Vendor Portal respond to the Tender.

5. = SAP Sourcin q
Recent ltems~ || Favorites
m s
Overview D % Full Screen
~ Calendar 8, x| | v Eventsforos06-2016 B & x|
Title Active Dates
W« ume20t6 > oW "
S MTWTF s one
2 1234
2 5[E]7 5 8 wn - Supplier Alerts 8 x
25 12 13 14 15 16 17 13 - Greated On = Message Text
26 1920 21 22 23 24 25 5] 06.06-2016  Your request to participate in the upcoming event (Branded Water bottles) is accepted. You will be aleried wihen the RFx is published. m
2627 28 29 30
z [E [& Page [ Joft “/[5] (5] Displaying 1-1of 1 records.
More Details
~ New Discussions 8 x
~ Links & x
- SAP NefWeaver Portal ~ Active Auctions, RFxs, and XPress Requests 8 %
B Name EveniType  Due Dale Status Cantact Person
~ Global Discussions. % & x| | [ Branded water botties RFP OPEN 16-06-2016 00:00 (CAT)  Open For Response Procurement  Specialist!
;o—- Page [ |of1 =] =] Displaying 1-1 of 1 records.
< More Details |
=]

e The "Active, Auctions, RFx's and Express Request" contains all
Tender documents that the vendor has been invited to participate in.

@ e The vendor is able to see from the "Active,Auctions,RFx's and

Express Request" which documents require priority and track the

overall progress of each individual document.
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Step |Action

To open a specific Tender document, click [ next to the Tender

document title.

Recentltems~ | Favorites >

RFx
Back | Oveniew > Branded Water bottles

Displaying: RFx RFP0O-0037-2016: Branded Water bottles I Full Screen
I Chat || 75 Favorites

ID: RFPO-0037-2016

~
RFx Response Due Date: 30-06-201 11-00 (GAT)
RFx Responses
RFx
RFx Response Intemal RFx Responss 1D Cover Pags Gomments  Response Intend to Respond
Status
NoActvty  [] Inteniion to respond
= 08 of1 | Go|[5] [E] Displaying 1-1 of 1 records
Schedule ltems
Display Name Planned Start  Dascription
RFxResponse Due ~ 30-06-2016  The RFx response is due shorlly. Make your final changes and set the response status to Fim
v

[E =] Page [1_|of1 | Go|[E] =] Displaying 1-10f 1 records.

e A brief summary is displayed to explain what the tender document is
about, the state which the tender document is currently in and who
the contact person is for this tender document.

@ e The vendor can see the progress of their response as well as
whether they have indicated that they are willing to respond.

e Important dates are listed under Scheduled Items to remind the
Vendor of due dates.

e All expired dates are shown in red.

Step [Action

To see detailed information about the tender document, click on the RFx

1) .
Response hyperlink.
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Confirm Intention To Respond
3¢ Cancel

<qniirm intention to respond by; 16-06-2016
o I you 8o not confi
o chy

our intention to rspond by this date you will lose access rights 1o this RFx. If
intend Ta Respond you may decline participation by changing the phase on your
lined.

When you first open an tender response, you have the option to confirm
or decline your intention to respond to the tender. Even if you confirm your

intent to respond, you can later choose to decline participation.

@ Before access to the tender document’s information is given, the user
needs to indicate that the vendor intends to respond to the tender. If the
user decides to decline participation, the vendor will be removed from the
tender document. The vendor needs to indicate their intention to respond

before the intention to respond due date has expired.

Step [Action

(1) [Choose Intent to Respond option.

(2) |Click on « Finish,
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1= RFx
[ESlBack | Overview = RFx: Branded Water botties > 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail
« Done || [5] save || 3¢ Cancel || ) Undo || b Actions . || i3 Reports . || [ Attachments (£) || < Online Collaboration || R Chat || o3 In Progress || 1 Submit .
| Header | Schedule | Information | Questions | Line ftams |

5100000144
le: Branded Water boliles
ion:  Provision of 120 000 Branded Water botties

1 Blood Services

General Status

RFx Response Status: In Progress
Response Due Dale: 30-06-2016 11:00 (CAT)
Gover Page Gomments:

Font  wIlSize wITRlack vlm = m = = = a

Welcome: T. Sihlongonyane

My Seftings Help .

o Full Screen

are also shown.

Internal RFx’s Response ID

Cover Page Comments

Delivery information

General information about the tender document is displayed under the
Header tab. The phase the tender document is currently in, the status of

the response as well as the intention to respond and respond due dates

Use this field to record your company’s Internal tender response ID.

Use this field to submit cover page to SANBS.

Type the location applicable for the delivery terms.
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%5 7 SAP Sourcing

Welcome: T. Sihlongonyane

Recent ltems~ | Favorites >

- RFx
il ;|
[ESlBack | Overview = RFx: Branded Water botties > 5100000144

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

« Done Save || 3¢ Cancel | ) Undo || | Actions . || [iz] Repors « || [} Attachments (3) || €9 Oniine Collaboration || 2 Chat | o % In Progress || 4 Submit .

Header f Schedule I nformation |~ Questions | Line ftams |
is ion sections|

Schedule

‘Schedule Hiems StaiDale  Descripiion
RFxResponse Due  30-08-2016  The RFx response is due shortly. Make your final changes and sef the response status to Firm
5] [=] Page of 1 [ go|[=] [¥] Displaying 1-1 of 1 records.

My Seftings Help

o Full Screen

due dates.

Schedules help track the progress of the tender process. The Schedule
page shows information about tender phases and standard dates, such as
the response due date, and information about schedule items. The user

should periodically check the Schedule tab for tasks, milestones and their

Welcome: T. Sihlongonyane

Recentltems~ || Favorites ¥

i, o

[SlBack | Overview = RFc Branded Water boties » 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail
« Done save || 3¢ Cancel || FyUndo || p| Actions . || iz Reports . || [ Attachments (3) || 9 Oniine Collaboration || S Chat || o In Progress || 4 Submit .

Header | Schedule. m Questions |~ Line ftems |
Information Sections o

I

1 Tende| uments
=] 2] Page [ ] of1 | Go|[=] 5] Displaying 1-10f 1 fecords

My Seftings Help

I Full Screen
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Information sections typically provides information about SANBS and the
tender. For example, the purchaser might include information sections for
nondisclosure agreements, warranties, procurement practices,

instructions for the tender, and so forth.

Step

Action

(1)

Click each title for the information topic to review the material enclosed.

Displaying (Re

Welcome T. Sihlongonyane Wy Setlings Help « w

Recentltems~ || Favorites ¥

RFx

ESIBack | Overviow » RFx Branded Waor boftles = RFx Response: 5100000144 » Tender Documents
Only): Info Section in RFx RFPO-0037-2016: Branded Water bottles : Tender Documents 1 Full Screen

Step

Action

(1)

Click on [ attachments (8) to view and download attached documents. The (8)

indicates that the folder has 8 documents attached to it.
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¥ =7 SAP Seurcing

Recent ltems~ | Favorites >

RFx
ESlBack | Overview > RFx Branded Waler bolies > RFX Response: 5100000144 > Tender Documents
Displaying (Read Only): Info Section in RFx RFPO-0037-2016: Attachments

Dovwnload Selected Fil

SeverFile  File name Deseripion size
O O About Us.doc 311kb
O o 1190
O 0O T2k
O O 151k
(| Part 5 - Company Resolution doc s1kb
O O Part § - Schedule of Tender_s Experience doc kb
O O Part 7 - Vendor Database doc 203kb
O 0O Part 9 - Schedule of Quantilies and Rales.doc 337kn
= [ Page of1 | Go|[] [¥] Displaying 15 of 8 records
fsresapclmdev.sanbs.net:50000/sourcing/ /Declarati Interest.doctid=Decl st.doc-true.. |

Welcome: T. Sihlongonyane My Setlings Help 4

Date Added
24-05:2016 09:25 (CAT)
24.05-2016 09:25 (CAT)
24.05-2016 09:25 (CAT)
24052016 09:25 (CAT)
24.05.2016 09:25 (GAT)
24.05.2016 09:25 (CAT)
24-05:2016 09:25 (CAT)
24.05-2016 09:25 (CAT)

Added By

Thembi Sihlongonyane

Thembi Sihlongonyane:

Themb:

ihlongonyane:

Thembi Sihlongonyane:

i Sihlongonyane.

o Full Screen

response.

It is advisable to download and save the returnable documents on your

PC, complete and sign where necessary and upload them to the tender

Step [Action

(1) |Click on the document you want to download.

¥ =7 SAP Seurcing

Recent ltems~ | Favorites >

RFx

ESlBack | Overview > RFx Branded Waler bolies > RFX Response: 5100000144 > Tender Documents
Displaying (Read Only): Info Section in RFx RFPO-0037-2016: Attachments

Dovwnload Selected Files

Welcome: T. Sihlongonyane My Setlings Help 4

ServerFile  File name Deseripion size Date Added
o O About Us doc 311ko 24.05.2016 0925 (CAT) longonyane
O O Declaration of Interest.doc 1190 24-05-2016 09:25 (CAT) Themoi Sinlengonyane
o O Part 2 - Gonditions of tender.doc 720 24-05-2016 09:25 (CAT) Themoi Sinlengonyane
(| Part 4 - Terms and Gondftions doc 151kD 24-05-2016 0925 (GAT) Thembi Sinlongonyane:
o O Part 5 - Gompany Resolution doc s1kp 24.05-2016 0925 (GAT) ihlongonyane:
o O Part 6 - Schedule of Tender_s Experience doc 11k 24.05-2016 0925 (GAT) longonyane:
o O Part 7 - Vendor Database doc 203kb 24.05.2016 0925 (CAT) Thembi Sihlongonyane
o O Part9 - Schedule of Quantities and Raes.doc 337kD 24-05-2016 09:25 (CAT) Themoi Sinlengonyane
[E [ Page of1 [ Go|[¥] (=] Displaying 18 o1 records
Do you want to apen or save Declaration of Interest.doc from srvsapcimdev.sanbs.net? Open Save

o Full Screen

Step [Action
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Step [Action

Click on Open to instantly view the document or click on Save to save the

(1)

document on your PC.

-y

s 77 SAP Sourcing

Welcome T. Sihlongonyane My Seffings Help . w

Recent llems~ || Favorites =

RFx

Displaying (Read Only): Info Section in RFx RFPO-0037-2016: Attachments 1 Full Screen

File name. Description Size Date Added Added By
O O About Us.doc ik 24.05-2016 09:25 (CAT) Thembi Sihlongonyane
| Declaration of Interest doc 113k 24.05-2016 09:25 (CAT) Thembi Sihlongonyane
D D Part 2 - Conditions of tender doc T2kb 24-05-2016 09:25 (CAT) Thembi Sihlongonyane
O O Part 4 - Terms and Conditions doc 151kD. 24.05-2016 09:25 (CAT) Thembi Sinlongonyane
O O Part 5 - Company Resolution doc B1kd 24.05-2016 09:25 (CAT) Thembi Sihlongonyane
O O Part 6 - Schedule of Tender_s Experience.doc 1k 24052016 09:25 (CAT) Thembi Sihlongonyane
| Parl 7 - Veendor Database.doc 203kp 24.05-2016 09:25 (CAT) Thembi Sihlongonyane
D D Part 9 - Schedule of Quantities and Rates doc 337kd 24-05-2016 09:25 (CAT) Thembi Sihlongonyane
[E [ Page [{_|oft | Go|[E) [E Displaying 1-5 of & records.

Step [Action

(1) |Click on -©X to return to the tender response document.

% 7 SAP Sourcing

Welcome: T. Sihlongonyane My Setfings Help 4 w

Recent ltems~ | Favorites >

il ; of o
[ESlBack | Overview > RFx: Branded Water botties >| > Tender Documents
Displaying (Read Only): Info Section in RFx RFPQ d Water bottles : Tender Documents 3 Full Screen

3 Cancel | [ Attachments (3)

Ttle: Tender Documents
Content

Step [Action

(1) |Click on the tender title in the trail to return to the document level.

56 2016-06-09

SANBS



7.1. Attach documents to Tender

5 =7 SAP Sourcing

-

Recentltems~ || Favorites ¥

| RFx
Enacs | overve = e i Viser bt > 5100000148
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

 Done [y Attachments (8)

52 Full Screen

save || 3¢ Cancel | Y Undo || || Actions . || [z3 Reports «
Header | Schedule < Information | Questions | Line items |

Information Sections

2 Oniine Collaboration | 5P Chat || ¢ In Progress || 4 Submit .

# Information Sections Has Attachments
1 Tender Documents

Go|[=] ] Displaying 1-1 of 1 records

Step [Action

(1) [Click on i Attachments (8) to add documents to the tender response.

3% 7 SAP Sourcing

Recent ltems v Favorites v
| RFx
B Back | Overview » RFx Branded Water botes > 5100000144

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Attachments 1 Full Screen

[ Attach File(s)
[A3y— or more atiachments)ame Description size Date Added Added By

ts

R Attach URL || ("] Add Foider

oumioad Selected Files

Reorder List || [ Delete Selected

[ RFx Info Sections Attachments

O O About Us doc 311kD 24-05-2016 09:25 (CAT) Thembi Sihlongonyans
O O Declaration of Interest doc 119kb 24-05-2016 0925 (GAT) Thembi Sihlongonyane
[m} [m] Part 2 - Conditions of fender doc T2k 24.05-2016 0825 (CAT) Thembi Sihlongonyane
O [m] Part 4 - Terms and Conditions doc 151kb 24.05-2016 0825 (CAT) Thembi Sihlongonyane
] ] Part § - Company Resolution.doc 81kb 24-05-2016 09:25 (CAT) Thembi Sihlongenyane
O O Part § - Schedule of Tender_s Experience. doc 111kp 24-05-2016 09:25 (CAT) Thembi Sihlongonyans
O ] Part 7 - Vendor Database. doc 203kD 24-05-2016 09:25 (CAT) Thembi Sihlongonyans
O O Part§ - Schedule of Quantities and Rates.doc 337kb 24-05-2016 0925 (GAT) Thembi Sihlongonyane

(C7RFx Response Aftachments
[E [ Page

Go|[¥] [¥] Displaying 1-8 of & records

Step [Action

(1) |Click on [ BAf2enFilE) |+ 1yrowse for the document in your PC.
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Urganize = mewoiaer =Y o w

I Desktop A Name Type
Welcome T. Sihlongonyane My Seffings Help .
Microsoft Word D...

18 Downloads
Microsoft Word D...

15| BBBEE Certificate

T
=) Business Case

%l Recent places

%] Company resolution

Microseft Word

8 This PC - .
Dok @5 Declaration Form Microsoft Word D...
esktoy -
= " @] Entity Registration Certificate Microsoft Word D...
Documents

@) Proof of Payment. ft Word D... I Full Screen

Downloads
* ft Word D...

@) Schedule of Tenderes Experience

i Music A
Microseft Word D...
£] Pictures -
Microseft Word D...
B Videos
5 Microsoft Word Date Added Added By
&, 05(C)
X ts50071 (srvjil
v o< >
24052016 09:25 (CAT) Thembi Sihlongenyane
(o hd gL S) hd 24-05-2016 09:25 (CAT) Thembi Sihlonganyane
24052016 09:25 (CAT) Thembi Sihlongonyane
O O Part 5 - Company Resolution doc o sikb 24052016 08:25 (CAT) Thembi Sihlongonyane
] O Part § - Schedule of Tender_s Experience doc 11k 24-05-2016 09:25 (CAT) Thembi Sihlongenyane
] ] Part 7 - Vendor Database.doc 2030 24-05-2016 09:25 (CAT) Thembi Sihlongenyane
] [m] Part 9 - Schedule of Quantities and Rates.doc 337kp 24-05-2016 09:25 (CAT) Thembi Sihlongonyans
("] RFx Response Aftachments
[ & Page 1 [ Go|[=] 5] Displaying 1-8 of 8 records.

Step [Action

(1) [A new window will open, where you will search for your document.

(2) |Onceyou have located your file click on Open | 9P<" |,

Alternatively, you can also press Alt+o.

3% 7 SAP Sourcing

Recentltems~ || Favorites ¥

| RFx
Enact | overve » e i Visor b > 5100000148
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Attachments 1 Full Screen

er Dowmioad Selected Files

Reorder List || [ Delete Selected

o K 1o onfirm and Go Back (CIH-Shifl5)|

SeverFile  File name: Description Size Date Added Added By

(C7RFx Attachments.

[ RFx Info Sections Attachments

O O About Us doc 311kD 24-05-2016 09:25 (GAT) Thembi Sihlongonyans
O O Declaration of Interest doc 119kb 24.05-2016 09:25 (CAT) Thembi Sihlongonyane
[m} [m] Part 2 - Conditions of tender doc: 720 24.05.2016 09:25 (CAT) Thembi Sihlongonyane
O [m] Part 4 - Terms and Conditions doc 151kb 24.05.2016 09:25 (CAT) Thembi Sihlongonyane
] ] Parl 5 - Company Resolution.doc 81kp 24-05-2016 09:25 (CAT) Thembi Sihlongenyane
O O Part 6 - Schedule of Tender_s Experience.doc 11kp 24-05-2016 09:25 (GAT) Thembi Sihlongonyans
O ] Part 7 - Vendor Database. doc 203kD 24-05-2016 09:25 (GAT) Thembi Sihlongonyans
O O Part 9 - Schedule of Quantities and Rates doc 337kb 24.05-2016 09:25 (CAT) Thembi Sihlongonyane

] RFx Responss Attachments

O @ O Tax Clearanee.docx | | 12k 06-06-2016 09:52 (CAT) Thabile Siniengonyane

= = Page 1 | Go|[E] [=] Displaying 1-9 07 9 records

Step [Action

The document is now attached to your tender response under RFx

(1) [|Response Attachment.

Click on 2X to return to the tender response document.
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7.2. Respond to Tender Questions

5. = SAP Sourcin q
Recent ltems~ || Favorites
RFx
[SlBack | Overview = RFc Branded Water boties » 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail 3 Full Screen

« Done Save || 3¢ Cancel | ) Undo || | Actions . || [iz] Reports « || [} Attachments (9) || CQ Oniine Collaboration || 2 Chat | o % In Progress || 4 Submit .

Header | Schedule " Information | | Questions | Line Htems |

Information Sections

# Information Sections Has Attachments
1 Tender Documents
[E [&] Page [ ]oft [go|[F] [E] Displaying 1-10f 1 records

The purchaser adds questions to the tender document about your
products, services, procedures, companies, and so on. These questions

are required to better evaluate the tender response.

@ Complete all required items in the Questions Summary section. The
Questions Summary page provides an overview of the amount of
guestions to complete. Click on each question title to review each

individual item.

Step [Action

(1) |Click on Questions tah to view all questions that must be answered.
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%5 7 SAP Sourcing

Welcome: T. Sihlongonyane

Recent ltems~ | Favorites >

RFx

L
[ESlBack | Overview = RFx: Branded Water botties > 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

« Done Save || 3¢ Cancel | ) Undo || | Actions . || [iz] Reports « || [} Attachments (9) || CQ Oniine Collaboration || 2 Chat | o % In Progress || 4 Submit .

Header |~ Schedule . Information . Questions | Linamms‘

Questions

5 Export || 5 Import

2 Title Questions Answered Required Questions Ansviersd
& 1 [ Ooutof 3 Ooutof3
v 2 Technical Crildy 0 outof 2 Ooutof2
v 3 BBBEE Requirsmehit 0 outof 2 Ooutof2
ra 4 Pricing Section Ooutefl Qoutof1

[E [ Page [ ]of1 [Go|[E [E Displaying 1-4 of 4 records
Total Price: 0,00 ZAR

Price Conditions

The buyer has not selected any header price conditions

My Seftings Help .

o Full Screen

Step [Action

(1) [Click each title to review and respond to the question section.

3% 7 SAP Sourcing

Recentltems~ || Favorites ¥

RFx

L
[ESlBack | Overview = RFx: Branded Water botties = RFx Response: 5100000144 > Pre-qualification Section

Editing: Q i Section : Pi i ion Section
« Done Save || 3¢ Cancel || &y Undo || 1 Pre-qualification Section « | |(2) Next]
Description
Questions Answered: 0 out of 3 o

Required Questions Answered: 0 ouf of 3

1.4 Default Questions Group

144

CQPlease attach Declaration form

Please attach Declaration form

Atach File Below

]
‘Addiional Info
8¢ and attach a fils to this document
-~
v
01000 charmciers
112
APk ot snicd T e Cnckiinndn

Welcome: T. Sihlongonyane My Setlings Help 4

I Full Screen

ensure to click next to complete the entire list.

Questions with red asterisk are mandatory, in responding to the tender

Step [Action

(1) |Click on @ picker button to attach documents for questions that require

60 2016-06-09

SANBS



Step

Action

an attachment.

(2)

Answer each question in the section.
Click on () Mext to respond to the next question.

Click Save after answering all questions.

Header | Schedule
Questions

I3 Export | 5 import

EIRNANAN

Price Conditions

Recent ltems~ || Favoril

Welcome T. Sihlongonyane Wy Setlings Help « w

es v

RFx

[ Back | Overview > RFx Branded Waer bofties » 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail = Full Screen
o Done || [E] Save || 3¢ Gancel | ) Undo || || Actions . || [ Reports || [ Attachments (3) || < Online Gollaboration || = Ghat || o[ In Progress || 4 Submit .

nformation | Questions | [cine ftems|

Questions Answered Required Questions Answered
Zoutel3 3outof3
Zouter2 2outef2
2outof2 2outof 2

Pricing Secion 1 out of 1 1outof 1

[=) [&) Page [ ]of1 | Go|[=) [=] Displaying 1-4 of 4 records

Total Price: 0,00 ZAR

The buyer has not selected any header price conditions.

@

Line items represent the details of the goods and services that are listed
in the tender that require an approval.

Step

Action

(1)

Click on Lineltems to enter pricing in the requested fields next to each line

item.
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%5 7 SAP Sourcing

Welcome: T. Sihlongonyane

Recent ltems~ | Favorites >

i - RFx
ESlBack | Overview > RFx Branded Water bottes > 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

« Done Save || 3¢ Cancel | ) Undo || | Actions . || [iz] Reports « || [} Attachments (9) || CQ Oniine Collaboration || 2 Chat | o % In Progress || 4 Submit .

Header Schedule Infermation Questions -~ Line Hems
View: Group By: [Dispiay Group | Defail Panc: () On (@) Off

5 Import Line ftems || [ Export Line Items

Deciine To Delivered ex ship - Unit
Bid Price:

(™71, Default Line ltem Group

Scales  Delivered ex ship - Extended Price

# 14 Material - 000000000000102010 - Branded Water Botile - Filing components - Constantia Kiaof - 120 000 EA

O =R &
Total Price

[ [ Page [ ]oft [ Go|[] [ Displaying 1-10f 1 records.

My Seffings Help « w

o Full Screen

AR

ZAR

Step [Action

(1)

Enter prices, depending on the pricing structure, for unit price,

component prices, or tiered prices for each delivery term.
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In some cases, you may want to export line item information to work on
your responses offline. When you have completed your responses, you

can import them into the Line Items page.
To export line items and work offline, do the following:
e On the Line Items page, choose Export. A CSV file is created.
@ e Inthe CSV file, fill in your line item responses.
e Save the CSV file.
To import line item responses:
e On the Line Items page, choose Import Line ltems.

Follow the prompts in the Import Wizard to import the CSV file you

created.

7.3. Online Collaboration

Discussions are a collaboration tool used by the vendor and the SANBS specialist to
clarify issues related to the sourcing process. A discussion is associated with a sourcing
document and stored as part of its history during the cause of the period the tender is

open.

Recentltems~ | Favorites >

RFx

[ESlBack | Overview > RFx Branded Water bottles > 5100000144
Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail I Full Screen
o Done || [E] Save || 3¢ Cancel | &) Undo || || Actions . || g Reports . || [ Attachments (3) ||| Online Gollaboration] | 2 Chat || o3 In Progress || 41 Submit

Header |~ Schedule | Informaion |~ Questions | Tine fiems |

View: [Basic View | Group By: [Display Group | Detail Pane: () On (@) Off

[ Import Line tems || [Z! Export Ling Items
Decline To Delivered ex ship -Unt  gozies  Delivered ex ship - Extended Price
Bid Price
(1. Default Line ftem Group
# 1.1 Material - 000000000000102010 - Branded Water Bottle - Filing components - Constantia Kloof - 120 000 EA

a0
O 2R @

Total Price ZAR

[E & Page [ Jof1 [Go|[] F) Displaying 1-10f 1 records.
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Step [Action

(1) |Click on ¢ ©niine Gollaboration tg send enquiries to the SANBS Specialist.

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

Online Collaboration

%, Refresh

Msg  Topic/Subject Name: Last Posting Author Canpany Visibility Subseribed
O @ General Discussions (0 Unread Messages) Internal Users and Extemal Users
= e of1 | go|[¥] [¥] Displaying 1-1 0f 1 records

Step [Action

(1) |Click on ™ to start a new discussion.

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

Online Collaboration

4, Refiesh

Msg  Topic/Subject Name Last Posting Author ﬁ:ﬂ:a’“' Visibility Subscribed
|mEES @ General Discussions (0 Unread Messages) Internal Users and External Users
E » Edt [¥] [] Displaying 1-1 of 1 records.

Step [Action

(1) |Click on [# NewMessage to type in a new message.
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Creating: New Message in New Subject : null : Untitled

wessd] 2 ot

Author:  [habile Sihlongonyane
Gompany Name: § M LABELLING SYSTEMS GG
=Sujeet; | ecnnical Soiuton

*Content; P
v
o7 2000 charasiers

Attachment

Step [Action

) Fill in the topic name and description. This is to describe the nature of the

discussion that is being held.

(2) [Click on . Finish
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7.4. Reply to a Message from SANBS

If the SANBS specialist has sent a discussion to the vendor, the vendor can display and

respond to the discussion sent. The section below details how to respond to an online

discussion.

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

Online Collaboration

7, Refiesh
Msg  Topic/Subject Name Last Posting Author. Company Visibility Subscribed
B v General Discussions (0 Unread Messages Intemal Users and External Users
g
AM
Thabie LABELLING  Specific External
O @ Technical Solution 06-06-2016 10:00 (CAT)  giicnconyane o v

SYSTEMS  User
cc
& = [ Joft [Go|[=] = Displaying 1-2 of 2 records

Step [Action

(1) |[Click on ™ to reply to a message.

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

Online Collaboration

7, Refresh
Msg  Topic/Subject Name. Last Posting Author Company Visibility Subscribed
O - @  vGeneral Discussions (0 Unread Messages) Internal Users and External Users
AM
O i @ Technical Solution 06-06-2016 10:00 (CAT) g:‘rﬁ:"‘:z onyane LOEHNG  DpecficBxtemal s

SYSTEMS  Us
cc

[E] E] Displaying 1-2 of 2 records.
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You can view time and date of the message along with the visibility rules.

Step [Action

Click on [# Reply to Last Message to respond to the last message.

New Message in Subject : Technical Solution : RE: Technical Solution
Me:

Author: Thabile Sihlongonyane
Company Name: A M LABELLING SYSTEMS CC
= Subject:

[RE: Technical Solution
*Content:

Reply to Message

Step [Action

(1)

Fill in the content of the of message

(2) [Click on Finish
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7.5. Submit Tender

RFx

B Back | Overview » RFx Branded Water botes > 5100000144

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail 3 Full Screen
« Done Save || 3¢ Cancel | ) Undo || | Actions . || [iz] Reports « || [} Attachments (9) || & Oniine Collaboration || 52 Chat | o[ In Progress | 4 Submit .
Header | Schedule | Information | Questions <" Line fiems |
3 Import Line ltems || [ Export Line ltems
Pechueiy = Tl e= L Scales  Deliversd ex ship - Extended Price
Bid Price

*["]1. Default Line ltem Group
ra ¥1.1. Material - 000000000000102010 - Branded Water Botlle - Filling components - Constantia Kloof - 120 000 EA
300,00
& 36 000 000,00 ZAR
] 7R @
Total Price 36 000 000,00 ZAR

[E [& Page [ ]of1 | Go|[E] [ Displaying 1-10f 1 records

All tender responses need to be submitted in order to be evaluated by
SANBS.

@ Please note that ONLY the primary contact user have the capability to
submit the tender response by changing the current phase to a Firm /

Final phase.

Step [Action

« & In Progress

On completion of the tender response, click on to send the

(1)

tender response.
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%5 7 SAP Sourcing

Recent Items v
-

[ Back |

Welcome: T. Sihlongonyane My Setlings Help 4

Overview > RFx: Branded Water botties > 5100000144

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail

Change Phase.

I Full Screen

For more information about a phase, mouseover the phase name. To change phases, you must be in edit mode. To enter edit mode, click OK and then ciick Edit before retuming to this dialog

‘0 Created H# Declined | ‘0 Waiting For Acceptance ‘ ® In Progress: [ Firm

( 1 )is your final (Firm} RFx response, and you can no longer modify it. I specified by the purchaser, you can view your rank for this response.
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The status reflects the activity you have performed in the tender, including

changing its phase using the Change Phase button in the toolbar.
Statuses are as follows:

e No Activity: You have not yet opened the tender response.

e Created: When the buyer publishes the tender, the software creates
a proposal with an initial state of created.

e Declined: Decline an invitation to participate in a tender.

e Waiting for Acceptance: You have opened the tender response
and confirmed participation, but have made no changes to the
response.

e In Progress: You have entered some information into the tender

@ response. The response cannot be viewed by SANBS.

e Preliminary: You have entered preliminary information into the
tender response and it can be viewed by the buyer. You can
continue to make changes to the tender in this status.

o The tender response reflects this status when you change its
phase to preliminary using the Change Phase button. This
phase is only an option if it has been included in the tender
by SANBS buyer.

e Firm: You have completed the tender response and have changed
its phase to Firm using the Change Phase button. You can make no
further changes to the tender response. SANBS buyer can only

include the tender response if the response is in Firm status.

Step [Action

(1) [Click on Firm to send your tender response to SANBS.
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%5 7 SAP Sourcing

Recent ltems~ | Favorites >

RFx

[ESlBack | Overview = RFx: Branded Water botties > 5100000144

Editing: RFx Response 5100000144 in RFx RFPO-0037-2016: Branded Water bottles : Detail = Full Screen

Change Phase

Are you sure you want to submit your Final (Firm) Response to this RFx
1o the purchaser? The RFx will no longer be editable once you submit

‘0 Created ‘ ® Declined | | # Waiting For Acceptance ‘ ‘0 In Progress | | Firm your Final Respense.

For more information about a phase, mouseover the phase name. To change phases, ¥

Step [Action

(1) [click on oK |

s = SAP Sourcing

Recentltems~ || Favorites >

RFx

Back | Ovenview » RFx Branded Waer boffles = 5100000144

it RFx in RFx RFPO-0037-2016: Branded Water bottles : Detail ) Full Screen

ch (‘o to Confirm and Go Back (CHri-Shift-5)

For more information about a phase, mouseover the phase name. To change phases, you must be in edit made. To enter edit mode, click OK and then click Edit before retuming to this dialag

‘t Greated ‘ |-b Declined | ‘t Waiting For Acceptance ‘ ‘0 In Progress

Step [Action

(1) |[Click on 2 to confirm submission.
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%5 7 SAP Sourcing

Recent ltems~ | Favorites >

i RFx

ck | Overview » RFx Branded Water botlles > 5100000144

Di ing: RFx in RFx RFPO-0037-2016: Branded Water hottles : Detail
b4 Actions « | [i] Reports . || [ Attachments (9) | @ Online Collaboration | 3 Chat | % Fim

Header | Schedule | Information | Questions " Ling ltems.

View: Group By: [Display Group | Detail Pane: () On (@) Off
3 Export Line liems

De”g!: e g;':‘:e’“ exship-Unit  5.os Delivered ex ship - Extended Price
*["1. Defaull Line fiem Group
Q, vi.1. Material - 600000000000102010 - Branded Water Botile - Filing components - Constaniia Kloof - 120 000 EA
[} 300,00 ZAR
Total Price

[ E Page [{__Jof1 [Go | [ Displaying 1-10f 1 records.

Welcome: T. Sihlongonyane My Setlings Help 4

I Full Screen

36 000 000,00 ZAR

36 000 000,00 ZAR

and processing.

The tender response has now been sent to SANBS for further evaluation
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8. How to Respond to Contracts

8.1. View Letter of Award and Legal Contract
A letter of award is sent by SANBS to vendors that have been awarded from the ender

Process. The letter serves as an indication that the contract has been awarded to the
vendor and that the process of drawing up a contractual agreement with SANBS is now in
process. The vendor is required to log onto the SANBS Vendor Portal to display and
accept the letter of award.

Once the letter of award is processed successfully, a contract will then be created by
SANBS and sent to the vendor. All parties that are required to sign the contract agreement
then do so. Once approved and signed, the contract is then in place and may be utilized
by SANBS.

The section below details the accepting the letter of award and processing the legal
contract from SANBS.

File Edit View Favorites Tools Help

Q- New Session SAP Store Log off

‘Welcome: Ms. Mandy Test1

= I~ =

RFx and Auctions Gonfirmations Purchase Orders

inistration > Supplier Data Maintenance > Company

Ho content available for this navigation node

Step [Action

(1) |Click on %7 S°“"" {5 view all contracts that are assigned to you.
Another window is opened and you are taken to the SAP Sourcing home

page.
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enc 0~ ¢ H:' SAP Sourcing ‘ ‘

File Edit View Favortes Tools Help
5 B Suggested Sites = 2] Republicans Attack O... ~

Welcome T.Motaung My Settings Help 4

Recent tems > || Favoritesw

RF
o x ontracts
Overview E'io 8, [ 2 Fullsereen
~ Calendar 8. x| | = Eventsfor20052016 B & x|
Title Active Dates
W4 My » W
5 M T W T F S Hone
191234
2 8 5 01 ~ Supplier Alerts 8 x
21 1516 17 18 Created On Message Text B
22 2223 24 26 ] 20052016 Contract document version now svailable for access, for Agreement: Broadsasting i f
2930 31
% of1 [=] [E] Displaying 1-1 of 1 records.
More Details
~ New Discussions 8 x
AL & x
There is no conient to show ~ Active Auctions, RFxs, and XPress Requests 8 x
Name Event Type Due Dste Status Contact Person

= Global Discussions

o
¥
x

ABC Instrument Service RFP CLOSED 25.05.2016 12.00 (CAT) Closed For Response Procurement Specialist!

Lov SANBS Buyer1
= General Would you like to store your password for sanbs.net?  Why am I secing this? Yes Mot for this site v

ANBS Buyer1

Step [Action

(1) |[Click the Contracts Contracts tab to view your legal documents.

a )[= e

File Edit View Favorites Tools Help

apcim

sourcing/fsvenc O v & H 227 SAP Sourcing ‘ ‘

5 B Suggested Sites = ] Republicans Attack O... ~

Welcome T.Motaung My Settings Help «

Recent ltems v || Favorites =

o RFx Contracts
Master Agreement = Full Screen
Query:Supplier Agreement List
Fing: | Jin: [ID MIE m
D Agreement Name Effective Perpetusl Expires
Broadeasting 20052018 Mo N.052017
CPO00EXN SAP Software 16.052016 No 31.05.2017

E & Page [I__]of1 [Go

Would you like to store your password for sanbsnet?  Why am [ sesing this? Yes Not for this site

Step [Action

(1) |Click CNO0042016 (Contract ID) to display the contract
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Step |Action

document.

A contract ID is created on the system. This is a unique identifier that will
identify the contract that is in place. All documents pertaining to this
contract (Letter of Award, Legal Contract Document) can be viewed under
@ this contract number.

The Agreement Name is the name that the SANBS Contract Specialist

hast assigned to the specific contract.

=S )
e ":' http://srvsapclmaas sanbs.net:S0000/sourcing/fsvene O v €& H =7 SAP Sourcin: g ‘ ‘ i S iod

File Edit View Favorites Tools Help

55 5 Suggested Sites 2 Republicans Attack O... v

Recent ltems ¥ || Favorites =

RFx Contracts

[ES]Back | Master Agreement » Broadcasting

i i aster Agi [ 16: i = Full Screen
Di Maste:
[ Atiachments || C Online Collaboration || 27 Chat || ¥ Favorites

e
Product Category:  Alb paste, powd.bl
Effective Date: 20.05.2016
[] Perpetual Term
Expiration Date: 31.05.2017

Agreemen t Name Product Category S;'f: i Expiration Date

Would you like to store your password for sanbsnet?  Why am I secing this? Yes Mot for this site

Step [Action

Click Contract Documents Cantrsct Documents to view all Contract Document

information.
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a )| =" http:/#srvsapcimqas.sanbs.net: sourcing/fsvenc 2 ~ ¢ Hr SAP Sourcing ‘ ‘
File Edit View Favorites Tools Help
5 B Suggested Sites » | Republicans Attack O... ~
Recent liems > || Favorites~
RFx Contracts
[ES]Back | Master Agreement » Broadcasting
Di ing: Master Agi C 16: B ! ing = Full Screen
b Attachments || © Online Gollaboration || 53 Ghat || ¥ Favorites
Summary - Contract Documents. ‘
Type Name Checked Out By Status
Letter of Award Supplier Draft
[& [ Page [ Joft [Z Displaying 1-1 of 1 records.
Would you like to store your password for sanbs.net?  Why am I seeing this? Yes Mot for this site

Step [Action

Click Letter of Award document name to display the letter that

1
@) has been sent by SANBS.

7 hitp://srvsapelmaas.sanbs.net! sourcing/fsvenc @ ~ & H =7 SAP Seurcing ‘ ‘

File Edit View Favorites Tools Help
5 B Suggested Sites = ] Republicans Attack O... ~

Welcome T.Motaung My Settings Help «

Recent ltems v || Favorites =

RFx Confracts

[ESlBack | Master Agreement > Master Agreement: Broadcasting > Letter of Award
Di: i Contract D in Master Ag [ H ing : Letter of Award 2 Full Screen
Document . || |, Actions . || € Favorites

General
Name: Lefter of Award
Description:  Letter of Award
Type: Letter of Award
Check-Out Information

Checked Qut By:
Check-Out Comment:

Final Signed Document

File name:
Version History
Gompare
Date Added File Name Added By Gomment Status

South African National

20.05.2016 13.31 (GAT) Binod Senvioe

Ghask In Supplier Draft

sapclmgas.sanbs.net:50000/sourcing/fsvenda{_1 Jecomman_es/doc/ contract/sellside/ contractdocument_summa

Step [Action

(1) |Click the contract ID hyperlink to download and display the document.
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Step [Action

Q B

apclmaas sanbs.net 50

0/sourcing/:

enc P - ¢ Hr SAP Sourcing ‘ ‘

5 B Suggested Sites » | Republicans Attack O... ~

ntltems > || Favorites >

RFx

Back

Displaying: Contract D

Contracts

Master Agreement = Master Agresment: Broadcasting » Letter of Award

Icome T.Motaung M

ngs Help «

Checked Out By:
Check-Out Comment:

Final Signed Document

General
Name:
Description:
Type:
Check-Out Information

in Master Ag [

[EiDocument . | Py Actions . | U3, Favorites

Letter of Award
Letter of Award
Letter of Award

: Letter of Award

2| Download Contract Document Version -- Webpage Dialog ===

7 hitp:/):

sapclmaas.sanbs.net

urcing/content/confimDialog|

checking it out? You will not be aliowed to upload a new

i Are you sure you want to download the document without
version.

File name:
Version History
Compare
Date Added File Name Added By Comment Status
ACT- 5 .
20.05.2016 13.31 (CAT) weet South fncan National - checiin Suppler Draft

[E & Page [1__|of1 [Go|[Fl [¥ Displaying 1-1 of 1 records.

& Full Sereen

Step

Action

(1)

Click Download |Bewnioad {g view the Letter of Award.
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a 5 -‘:‘ hitp://srvsapclmgas sanbs.net:50

ourcingffsvenc 0 ~ ¢ Hr SAP Sourcing

File Edit View Favorites Tools Help

5 B Suggested Sites » | Republicans Attack O... ~

Recent liems > || Favorites~
RFx Contracts
il ¢
[SBack | Master Agreement » Master Agresment: Broadoasting » Lefter of Award

Di ing: Contract Ds in Master Ag [ : B !

[E)Document . |y Actions . | U3, Favorites

General
Name: Letter of Award
Description: - Letter of Award
Type: Letter of Award
Check-Out Information

Checked Out By:
Check-Out Comment:

Final Signed Document

File name:
Version History
Compare
Date Added File Name ‘Added By Comment

Welcome T.Motaung My Settings Help «

: Letter of Award

Qms

O 20.05.2016 13.31 (CAT) \

% Full Sereen

= (=) Page [1_|of1  Go| D9 youwant o open or save CONTRACT-00008_CS.dock from srvsapcimeas sanbs.net? Open Save

Cancel

The Letter of Award that is sent as a Microsoft Word document.

Step [Action

(1) |click open | “Pe

to open the document.
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@' =] = CONTRACT-00008_CS (Protected View) - Microsoft Word = =B OR

Home  Inset  Pagelayout  References Mailings Review  View © @
) Frotectea View  This ile originated fram an Internet location and might be unsafe, Click far mare details. | _Enable Editing x
ENQUIRIES H
CONTACT :(011) 465 5060
FAX H
EMAIL
DATE
No. of Pages
TO : 137 HIGH STREETB & B
TEL MAIN
ATTENTION
SUBJECT : Letter of Award
E-MAIL
Dear Bidder, |
‘ Your proposal with respectto: SANBS Tender Number| : Supply of

Page:16f3 | Words: 587 |

Step [Action

The document is displayed, read the content of the document carefully

(1)

before acknowledging and accepting the letter.

Home  Insert  Pagelayout  References  Mailings  Review  View @

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details, Enable Editing

Wl I= CONTRACT-00008_CS (Protected View) - Microsoft Word = =@ @

ENQUIRIES H
CONTACT :(011) 465 5060

FAX
EMAIL :
DATE |
No. of Pages  :

TO 1137 HIGH STREETB & B
TEL MAIN
ATTENTION

SUBJECT : Letter of Award

E-MAIL

Dear Bidder,

Your proposal with respectto: SANBS Tender Number| : Supply of
has been accepted by SANBS subject to the following terms and conditions;

1. Specification of the solution;
Al services must comply with the requirements as specified by SANBS unless othemise agreed
‘ 2. Price; -

Prices are exclusive of VAT
Page:10f 3 | Words: 587 | |EER =

Step [Action

(1) |click Close 28 10 close the document in Microsoft Word.
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D)= hitg: 0/sourcingfsvenc © + & |[z AP Sourcing

apclmges.sanbs.net 50

File Edit View Favortes Tools Help
5 B Suggested Sites = 2] Republicans Attack O... ~

Recent tems > || Favoritesw

= RFx Contracts

Master Agreement = Master Agreement: Broadeasting = Letter of Award

mrent page to go back to previous page. (Ctri-Shift-B)
<] by Actions . || ¥ Favorttes

General
Name: Letter of Award
Description:  Letter of Award
Type: Letter of Award
Check-Out Information

Checked Out By:
Check-Out Comment:

Final Signed Document

File nams:
Version History
Elg Compare
Date Added File Name Added By Comment

20.05.2016 13.31 (CAT) Check In

CONTRACT- South African National
00008_CS.docx Blood Service

(=) & Page I |of1 [Go| [ [E] Displaying 1-1 of 1 records.

Welcome T.Motaung My Settings Help

ement CN00042016: Broadcasting : Letter of Award

Status
Supplier Draft

I Full Screen

Step [Action

(1)

previous page.

Click Back E3lE=ck button to close the current page and to go back to

?'.‘7 hittpy//srvsapeimass sanbs.net 5 urcing/tsvenc O + & [[ > $ap Sourcing

File Edit View Favorites Tools Help

5 B8 Suggested Sites v | Republicans Attack O... v

Retent llems > || Favorites =

RFx Contracts

[l Back | Master Agreement » Broadcasting

Di: ing: Master Agi C 16: Bi ! ]

Type Name. Checked Out By Status
Letter of Award Letler of Award Supplier Draft

[E & Page [I__|of1 [Go|[F [E Displaying 1-1 of 1 records.

Welcome T.Motaung My Settings Heip «

& Full Screen

80

2016-06-09

SANBS



Step

Action

(1)

Click Online Collaboration = Cnline Colisboration to collaborate with SANBS

regarding the Letter of Award.

The Online Collaboration functionality allows you to communicate with
SANBS online. Messages are sent online between the SANBS Contract
Specialist and the vendor to discuss and clarify any points with regards to

the Letter of Award using this functionality.

8.2. Send the Letter of Award Acknowledgement to SANBS
[E=E(EE =5
| ] DAY
55 B Suggested Si £ Republicans Attack O...
Di ing: Master Ag C 16: B
5 T
E » ed [ [ Displaying 1-1 of 1 records
@
Step [Action
(1) |Click Dropdown list ™ and click New Message [# New Message,
81 2016-06-09 SANBS



e - ‘:‘ hitp://srvsapcimgas sanbs.net:50000/sourcing/fsvenc O + & Hr SAP Sourcing

File Edit View Favorites Tools Help

5% [ Suggested Sites ¥ | Republicans Attack 0... ~

Creating: New Message in New Subject : null : Untitled

wessa] 3 paten
JAuthor: Tumi Motaung

Company Name: 137 HIGH STREET B & B
= Subject:

[Cetter o1 Award Acknowledgement
* Content:

Attachment:

Step [Action

(1) |The Subject field is filled out e.g. Letter of Award Acknowledgement.

) The Content field is filled out with any comments to the SANBS Contract

Specialist.

(3) |Click Finish .finish to Confirm and Go Back.

e [ hitps/sssapcimas sanbs.net:50000/sourcing/fsvenc © + @ ||z sap Sourcing

File Edit View Favorites Tools Help

5 B Suggested Sites » ] Republicans Attack 0... ~

Di: i Master Ag [ 16:

i : jin ish to Confirm and Go Back (Ctrl-Shift-S)
Onli

% Refresh
Msg  Topic/Subject Name Last Posting Author
o - @  vGenerl Discussions (0 Unread Messages)
S Arkon " Tumi
]« @ Letter of Award Acknowledgement 20.05.2016 14.01 (GAT) Motaung

[= & Page [I__]of1 [Go|[l [Z] Displaying 1-2 of 2 records.

Gompany .

Nomp Visibilty Subseribed
Intemal Users and Extemnal Users

137 HIGH ;

STREETE S ipenmc Extemal

H iser
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Step |Action

) Click Finish (fim=h. to Confirm Message is sent and Go Back to the

previous screen.

@ You have successfully sent the Letter of Award Acknowledgement to
SANBS via Online Collaboration.

8.3. Review, Check Out/ Check In Legal Contract

Once the Letter of Award is received by the SANBS Contract Specialist, a Legal Contract
Agreement is then put in place. The Legal Contract Agreement will detail all the Terms and
Conditions of the Agreement between SANBS and the Vendor. The vendor will receive the
Legal Document on the SANBS Vendor portal, where online collaboration can be used to

discuss and clarify terms in the contract.

The section below details the process of receiving the contract via the SANBS Vendor

Portal.

Log onto the external Portal and Navigate to the Contracts that are assigned to you.

B

File Edit View Favorites Tools Help

4 I3 Suggested Sites ~ £ Republicans Attack O.. +

=5 Eol &
{u

Recent ltems~ || Favorites >

o RFx Contracts

[ESlBack | Master Agreement > Broadcasting

Di i Master Ag C 16: il I Full Screen
) Attachments || & Online Collzboration || S Chat | 1 Favorites

Summary < Centract

Type
Letter of Award

Checked Out By Status
Executed

Contract Supplier Draft
= & Page [ ]of1 [=] Displaying 1-2 of 2 records.

Would you like to store your password for sanbs.net?  Why am [ sceing this? Yes Nt for this site

Contract Creation

83 2016-06-09 SANBS



Step

Action

(1)

Find the Contract that you are working on and display the Contract
Documents.

Click Legal Contract document name to display the legal
contract in Microsoft Word.

Once a Legal Document is created by the SANBS Contract Specialist, you
will be notified via e-mail of the newly created document that is waiting for

you to action on the Vendor Portal.

The Legal Document is created in Supplier Draft Status. This will indicate

that the contract is in review by the vendor.

===
L] @
5 B Sugge: Republicans Attack 0... +
Recent ltems~ || Favorites =
RFx Contracts
@.Eauk Master Agreement = Master Agreement: Broadcasting > Legal Contract
Di: ing: Contract D in Master Ag ing : Legal Contract = Full Screen
~
Check-Out Information
Checked Out By:
Chack-Out Comment
Final Signed Document
File nam:
Version History
By Compare
Date Added Added By Commen t Status
20052016 1056 CAT)  GOMIRAET e amAfcanNetionel  compare Supplier Draft e
Contract Creat
. . ) . Check Out
Click Actions . Actions « then click Check Out to check

(1)  [the document into Microsoft word, checking out the document gives you

the right to edit and amend the document.
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[ ¢ |6 BT

File Edit View Favorites

qes sanbs.net: 50

sourcing/fsbuye 0 ~ & Hr SAP Sourcing

Check Out

Tools  Help

i B Suggested Sites »  &] Republicans Attack 0... +

3¢ Cancel
Ghecked Out By: Contract Specialist1
@ Pm—

Step

Action

) The Comment is field is filled out e.gs Review of document on

01.

05.2016.

(2) |Click OK « 9K to proceed to the next step.

a '. ‘:'hm:

Imges sanbs.net 5

ourcing/fsvenc £ + @ || saP Sourcing

File Edit View Favorites Tools Help

===

5 I3/ Suggested Sites »  &] Republicans Attack O.. +

Recent ltems™> || Favorites >

RFx

Contracts

[EZIBack | Master Agreement = Master Agreement: Broadcasting > Legal Contract

Welcome T.Motaung My Se

Displaying (Read Only): Contract D in Master Ci 16: : Legal Contract I Full Screen
g
3 Cancel Document « || by Actions . | Vg Favorites
Name:  Legal Contract A
Description:  Legal Contract
Type: Contract
Check-Out Information
Checked Ot BY: / Tumi Motaung
Cheek-Out Comment: check out
Final Signed Document
File name:
Version History
Compare
Date Added File Name Added By Comment Status.
o p South African National
[ 24052016 10.56 (CAT) e e Gompare Supplier Dratt
(2] & Page [T |of! | Go| [ [=|Cick thinko download the document version 4
1
Macros

Step

Action

(1) |click CONTRACT-00009.docx

to display the document in
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Step [Action

Microsoft Word.

9 [= htp:

pelmagas.sanbs.net:50 urcing/fsvene O ~ & H 27 SAP Sourcing ‘ |

5 1B Suggested Sites + & Republicans Attack O... ~

Recent ltems~ || Favorites >

RFx Contracts

Back | Master Agreement = Master Agreement: Broadzasting

> Legal Contract

Displaying (Read Only): Contract D in Master G 16: ing : Legal Contract

Welcome T. Motaung

3 Cancel Document 4 || by Actions . || £ Favorites.

2| Download Contract Document Version -- Webpage Dialog

==

‘content/confirmDial
General

Name:  Legal Contract
Description:  Legal Gontract
Type: Contract

Check-Out Information

Chetked OutBY: o/ Tymi Motaung
Check-Out Comment: ~check out

Final Signed Document

File: name:
Version History

B Compare.

Dete Added Fie Name Added By Commert Status
24052016 1056 (CAT)  Com e~ SousFAscon gt ond

Compare Supplier Draft

ettings Help .

I Full Screen

Contract Creation

Step [Action

(1) |Click Download Pawniead to download and view the Legal Contract.

Qo

7 http: pelmagas.sanbs.net:5

urcing/fsvenc O ~ & H 257 SAP Sourcing ‘ |

File Edit View Favorites Tools Help
5 1B Suggested Sites + & Republicans Attack O... ~

Recent ltems~ || Favorites >

[il= - RFx Contracts

[ESIBack | Master Agresment = Master Agresment: Broadcasting > Legal Contract
Displaying (Read Only): Contract D in Master Agi G 16: ing : Legal Contract
¢ Cancel

Document 4 || by Actions . || £ Favorites

General
Neme: Legal Contract

Description:  Legal Gontract
Type: Contract

Check-Out Information

Chetked OutBY: o Tymi Motaung
Check-Out Comment: ~check out

Final Signed Document

Welcome T.Motaung My Settings Help 4

I Full Screen

File name:
Version History
Elg Compare
Date Added
Do you want to open or save CONTRACT-00009_CS dooxfrom sr opE = 3
O 24.05.2016 10.56 (CAT) A I

2 Contract Creation

Step [Action
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Step [Action

(D) |click open | %P | to display the document.

= = CONTRACT-00009_CS_compare (Protected View) - Microsoft Ward = @3 =
Home  Inset  Pagelayout  References  Mailings  Review  View v @
ﬂ Protected View This file originated from an Intemet location and might be unsafe. Click for more details. | Enable Editing x
=]
LEGAL AGREEMENT
Between
SOUTH AFRICAN NATIONAL BLOOD SERVICE NPC
REGISTRATION NUMBER: 2000/026390/08
(Hereinafter referred to as “SANBS")
And
137 HIGH STREET B & B PROPRIETARREGISTRATION NUMBER:
LIMITED
REGISTRATION NUMBER:
(herein referred to as 137 HIGH STREET B & B”)
Page:10f 55 | Words: 16,268 | [EpE = = 100% 0 T

Step [Action

(1) |Click Enable Editing Enable Edting | g he able to read and amend the

document.

(W] i U H = CONTRACT-00009 [Read-Only] - Microsoft Word

= B =
Home  Insert  Pagelayout  References  Mailings | Review | View @
] = ABC W = By, P Final: Show Markup - 5 By 48} Previous D Y
vV @l % & matn 2 i [ Breee 3 =
Spelling & Research Thesaurus Word | Translate Language | New Track Accept Reject Compare Restrict
Grammar > & Comment Changes - [B] Reviewing Pane ~ - - - Editing
Proofing Language Comments Tracking Changes Compare Pratect
&
=
# SANBS Goods and Senvices Template.doc|
LEGALl AGREEMENT
Between
SOUTH AFRICAN NATIONAL BLOOD SERVICE NPC b
REGISTRATION NUMBER: 2000/026390/08
(Hereinafter referred to as “SANBS”)
And
137 HIGH STREET B & B PROPRIETARY LIMITED
REGISTRATION NUMBER:
(herein referred to as 137 HIGH STREET B & B”)
-
B
o
s
Page:10f55 | Words:16,268 | <5 | |Elas = 0 (+)
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As a vendor you can add comments on the legal contract and collaborate
with SANBS representative to negotiate the contract by making use of the

Microsoft Word Track Changes and Comment functionality.

Step

Action

(1)

The necessary changes are made on the Microsoft Word document.

W9~ O CONTRACT-00009 [Read-Only] - Microsaft Ward o 3 0%
Home  Inset  Pagelayout  References  Mailings | Review | View @
= ABC W E a - B, o & 2
= a &= b % Final: Show Markup »; 5} Previous Dy
@ 0% & matan B e A ] =
Spelling & Research Thesaurus Word | Translate Language New Track Accept Reject Compare ct
Grammar Count > © Comment it Changes - [B] Reviewing Pane ~ - - - Editing
Progfing Language Comments Tracking Changes Compare Protect
&
a
1 SANBS Goods and Senvices Template.docx
LEGAL| AGREEMENT
Between
SOUTH AFRICAN NATIONAL BLOOD SERVICE NPC
REGISTRATION NUMBER: 2000/026380/08
(Hereinafter referred to as “SANBS”)
And
137 HIGH STREET B & B PROPRIETARY LIMITED
REGISTRATION NUMBER:
(herein referred to as 137 HIGH STREET B & B")
-
:
‘ o
Page:1 of 5 | Words: 16,267 | ¢ | |Eleg z = 100% (= ) )

(1)

Click File Tab IR
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(w]l i = g |

Home  Insert

CONTRACT-00009 [Read-Only] - Microsoft Word = =B OR

Pagelayout  References  Mailings  Review  View

el Save

Information about CONTRACT-00009

0
[ Close
Recent

New

Print

Save & Send

Help

3 options

B Exit

Ci\Users\ palesa phooke!\ AppData Local Micr Temporary Internet Files\ContentlES\..

Read-Only Document

H This document has been opened in read-only made. Changes cannot be made
10 the original document. To save changes, create @ new copy of the document.

Save As

Permissions
;"E‘; J Anyone can open, copy, and change any part of this document,
Protect
Docurnent -
_ Prepare for Sharing

Before sharing this file, be aware that it contains:

Check for
Issues -

Document properties, author's name and related dates
Headers and footers

Characters formatted as hidden text

Custom XML data

Content that people with disabilities are unable to read

Versions.

%] There are no previous versiens of this file.
Manage
Versions ©

Properties =

Size 85.2KB
Pages 55

Words 16267
Total Editing Time 3 Minutes
Title

Tags

Comments

Related Dates
Last Madified 5/7/2016 6
Created 5/7/2016 6

Last Printed 4/5/2016 2:53 PM

Related People
Author Motlatsi Lekhesa

Last Madified By

Related Documents
Open File Location
&3 Ediit Links 1o Files

Show All Properties

Step

Action

(1)

Save As

menu item executes it.

Clicking the Save As

=1 Pictures

File name: [CONTRACT-00009_C5| T~

o B R

@

T gl 3 =

Accept Reject Compare | B Restrict
- - - hors - Editing
Changes Compare Protect

W] Save As s [ont! - M
C ) -E J
(I 5 » Libraries » Documents » »p
arku|
Organize New folder - P
Templates - - .
Documents library . e
= Arrangeby: Folder *
Includes: 2 locations
¢ Favorites =
B Downloags  |7| MNeme Date modified Type
0 RecentPlaces | | ArcSoft 11/20/20151:09 PM  File folder
Bl Desktop Atheros 4/14/2016 2:39 PM File folder
Bayajula CV's 1/11/2016 910 AM  File folder
4 Libraries Bluetooth Folder 4/14/2016 239 PM  File folder
% Documents Business-in-a-Box Files 3/24/20157:22PM  File folder
& Music CLM Miaration Data 5/16/20163:12 PM__File folder 2
- o T ] »

fen

Seve as type: [Word Document N -]

“ Hide Folders

Authors: Motlatsi Lekhesa

[F]Save Thumbnail

1
Tags: Add 2Y8h

L BLOOD SERVICE NPC

(] » &0

EEMENT

Tools = Save Cancel

i

REGISTRATION NUMBER:

to as “SANBS")

137 HIGH STREET B & B PROPRIETARY LIMITED

(herein referred to as 137 HIGH STREET B & B”)

“«o w4

Page:1 0f 55 | Words:16,267 | ¢ |

100% (=) 0

Step

Action

(1)

The File name: field is filled out to rename the document.
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1] Save As [ onty] - Micre o - B3 =
@u-\! Desktop » sktop ) > @
= _ |rarkup - Lyo ) Previous S Y
Organize = New folder =- @ V/}” ?’ k
B = @ - = P B} Next =
. Templates & s o Accept Reject Compare Restrict
| Libraries © o © - Editing
System Folder Changes Compare Protect
457 Favorites =
ST Palesa Phooko -
“C] Recent Places 3} System Folder (5]
B Desktop
L Computer
AE L SN 5y ctem Folder
4 Libraries ¥

> [ Documents . EEMENT
> o Music il m gﬂ:«rtmr i
o [ Pictures
File name:  CONTRACT-00009_CS * en
Save as type: |Word Document =
Authors: Motlatsi Lekhesa Tags: Add atag

[ Save Thumbnail L BLOOD SERVICE NPC

ER:
= Hide Folders Toos - | swe  ||[ G | ftoas “sANBS’)

1 unl

137 HIGH STREET B & B PROPRIETARY LIMITED
REGISTRATION NUMBER:
(herein referred to as 137 HIGH STREET B & B")

“« o mwd

Page:10f55 | Words:16,267 | & |

Step [Action

Click Save to save the document changes.
(1)

The file must be saved onto a location on the machine, so that you are

able to upload the file with the changes that have been made.

W9 0Es CONTRACT-00009_CS - Microsoft Word - @
Home Insert Page Layout References Mailings Review View @
= ABC 1% y =! 92, Final: Show Markup - &} Previaus = By
4 = = . De W 2
v @0 %% % aatn o b 3 3 B

B Show Markup -

Spelling & Research Thesaurus Word | Translate Language | New Track X Accept Reject Compare Restrict
Grammar Count. > & Comment Changes - [B] Reviewing Pane ~ - - - Editing
Proofing Language Comments Tracking Changes Compare Pratect
&
=l
# SANBS Goods and Services Template.doc|
LEGAL AGREEMENT
Between
SOUTH AFRICAN NATIONAL BLOOD SERVICE NPC
REGISTRATION NUMBER: 2000/026390/08
(Hereinafter referred to as “SANBS")
And
137 HIGH STREET B & B PROPRIETARY LIMITED
REGISTRATION NUMBER:
(herein referred to as 137 HIGH STREET B & B”)
-
B
o
s

Page:10f55 | Words: 16,267 | <& | 100% (=) i (+)
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Step

(1)

Action
Click Close @ to close the document in Microsoft Word.
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Step [Action
. . . . Check In
) Click Actions Pkl Actions . then Click Check In to upload
the amended document.
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e < ‘:‘ http://srvsapclmgas.sanbs.net:50000/sourcing/fsbuye 2 ~ ©& Hr SAP Sourcing ‘ |
File Edit View Favorites Tools Help

i B Suggested Sites »  &] Republicans Attack 0... +

Check In A New Version

Next (3) || 3¢ Cancel

* File Name:

Comment: [Check Out Al N
-o and aftach a file to this document |
v

[[] Keep Document Ghecked Out

Step

Action

(1)

Click Picker button 7 to select the amended document.

2 Choose File to Upload == o |[@]=
() [ pesccp » + 43 ] Scarch Deseton 2] )
Organize »  New folder B 0 @
. =Ii0ke A
ST CONTRACT-00006_CS,
o -00006_CS_compare
& Downloads (WSS icrosoft Word Document
| Recent Places 110 KB
B Desktop T 3 CONTRACT-00006 Sup
(WS icrosoft Word Document
53 Libraries 110K
Al Documents ool [ CONTRACT 00008 CS
. (WSS icrasoft Word Document
o Music 181 KB
] Pictures
wi CONTRACT-00009 CS
B videos W P oot Word Document
110 KB
1% Computer A Contracts Libra
&, Local Disk (C) M LC media file (.oma)
o HPRECOVERY (f - o 251ME =
File name: + | [AllFiles () -
[ Open | Cancel
@

Step

Action

(1)

Click Microzoft Word Decument the amended document.

(2)

Click Open to upload the document in the system.
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[ESE(ECE =

£ \:‘ http://srvsapcimqas sanbs.net50000/sourcing/fsbuye 2 ~ & H:' SAP Sourcing ‘ |

)

File Edit View Favortes Tools Help
5 B Suggested Sites = 2] Republicans Attack O... ~

Check In A New Version

Next[()] | 8¢ Cancel
*File Name: [CONTRACT-00008_CS docx i
0 Comment: [Check Out N

Step [Action

) The Check In A New Version field is filled out e.g. Check In or Done

amending the document.

(2) |[Click Next @ to proceed to the next step.

(o]

&)

File Edit View

5 I Suggested Sites » 2] Republicans Attack O... ~

Step 2: Processing Request
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Step |Action

(1) |[Click OK = 2K to complete the check in process.

The document that you have checked in will be the latest version visible
between you and the SANBS. SANBS automatically receives an email
notification that you have loaded a new version of the contract. This will
@ notify the Contract Specialist to action the changes that you have
submitted. The Online Collaboration of the Legal Contract can happen

until you finish with the contract negotiations with SANBS.

[E=8 (AR &8
‘7 htp i p-c H:’ SAP Sourcin g ‘ ‘ 1) 28 207
File Edit View Favorites Tools Help
i B Suggested Sites v &] Republicans Attack O... ~
Welcome T.Motaung My Settings Help e
Revent llems » || Favorites = o
RFx Confracts
[ES]Back | Master Agreement » Broadcasting
Di ing: Master Ag C 16: B ! il = Full Screen
(b Attachments || @ Online Gollaboration || 53 Ghat || ¥ Favorites
Summary - Contract Documents. ‘
Type Name Checked Out By Status
Letter of Award Letter of Award Supplier Draft
[E & Page [I__]of1 [Go|[E [E Displaying 1-1 of 1 records.

(1) |Click Log Off ESEEillll.

You are successfully logged off. The Legal Contract will now be printed by
@ SANBS and signed by all parties. Once signed the SANBS Contract
Specialist will upload this onto the system, and procurement against the

contract may commence.
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THIS IS THE END OF THIS MANUAL
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