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SUPPLIER NEGOTIATIONS (RFQ) 

WORK INSTRUCTIONS 
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Abbreviations 
QF – Qatar Foundation 

ERP – QF’s internal Enterprise Resource Planning system 

PD – QF Procurement Directorate 

RFQ- Request for Quotation 
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Tender Fees Payment 
 This section covers guidelines for paying online tender fees. The process involves the below steps: 

Step 1 

Click on the “Supplier Portal” tab Payment Tender Fees 

 

Step 2 

A New window will open for Tender Fees Payment 

 

Step 3 

click “Pay” to confirm the dialogue box to get navigated on payment gateway or “Regret” to renounce 

participation. 

 

 



 

Page 5 of 21 
 

 

 

 

Step 4 

Enter Payment Details in Gateway Form and Submit to Complete Payment 

 

 

Successful Payment Notification and Receipt Number is Populated. 
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Step 5 

Fees Paid Status changes as “Y”.  “Pay” and “Regret” button is unavailable once action is taken. 

 

Note : After the Tender Fee Payment, Buyer will add the Supplier to RFQ and the Supplier will receive 

email Notification. Once notified the supplier can view and respond to the RFQ. 

Notification sample: 

Kindly access the RFQ by logging into QF portal. 
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To View and Respond to Negotiation 
 

This section covers guidelines for negotiation response. The process involves the below steps. 

Step 1 

Click on the “Supplier Portal” tab. 

 

 

Step 2 

Negotiation can be opened from two places to create the response. 

Option 1: 

Under the “Negotiations” tab, click on “View Active Negotiations”. 
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Option 2: 

Negotiation can be opened from “Requiring Attention” and “Recent Activity” infolets. 
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View and Download Attachment: 

Search for the RFQ number and click overview -> Attachments->Download attachments as below. 
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Click create response as below. 

 

 

Step 3 

If multiple open Invitations exists, select the Negotiation to respond from “Active Negotiations” page. 

The system will display a page “Active Negotiations.”  

Search for “Invitation Received” and select “Yes”. 

Under Search Results, lines reflecting active negotiations will appear. 
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Step 4 

Click on the “Acknowledge Participation” tab. 

 

 

 

Step 5 

The system will display a popup dialog box: “Acknowledge Participation”. 

 Select the Participation “Yes” or “No”, then click “OK”. 
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Step 6 

To create response, select the Negotiation line and click “Create Response”.  

 

 

Step 7 

The system will display “Create Response Overview” page.  

Enter the details in the following fields: Response Valid Until, Reference Number, Note to Buyer. 

 

 

 

 

Attachments : Please click + icon and select From Supplier Technical to attach Technical documents 

and select From Supplier Commercial to attach Commercial documents as the screenshot shared 

below. 
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Note: Kindly do not attach commercial document in technical section and vice versa. Please 

selcet the right list of values for the attachment. 
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Click “Next” 

 

Step 8 

In the succeeding page, respond to the “Requirement” for both “Technical and Commercial” sections 

as shown below. 

Select “Technical Section” 

 

 

 

 

 

 



 

Page 15 of 21 
 

 

 

 

 

Select “Commercial Section” respond and click next. 
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Step 9 

Enter the Response Price, Response Quantity and Promised Delivery Date. 

Verify all details, then click “Next”. 

 

 

Step 10: 

Review all the entered details. 
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Step 11: 

In the “Review” page, click on the “Action” button, then on the “Validate” button to validate. 

 

 

 

A confirmation window for validation will pop up.  

Click “OK” 
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Step 12 

Click on the “Submit” button.  

If only Single response is allowed in RFQ, the system will display a warning message. 

Please ensure all the entered details are correct. 

 Click “Yes” to continue. 

 

 

 

User will be prompted with a confirmation notification: “The Response (Quote XXX) to negotiation 

created”. 

 

 

 

Step 13: 

If bidder is suggesting an alternative option that is not in line with QF scope; bidder to submit the 

alternate response using the "Create Response" option again as below. 

There are two options to create alternate response. One way is, to create new response and other way 

to copy the existing response and edit. 

Options to create “Alternate Responses”: 
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Option 1: Choose “create response” as below. 

Select negotiation number and click create response. 

 

Click create. 

 

Select Response type as “Alternate” as highlighted below. 

Follow the same steps from step 6 to step 12 mentioned above to complete the response. 

Note: Please note every technical option should have Commercial Option for alternate response as 

well. 
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Option 2: To Copy existing primary response and edit. 

(Note: Please note every technical option should have Commercial Option for alternate response as 

well) 

 

 

 

Copy existing response and edit as below. 
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Select “Response Type” as Alternate. 

Continue the same steps from step 6 to step 12 for alternate response. 

 

 

 

 


	Abbreviations
	Tender Fees Payment
	To View and Respond to Negotiation

