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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

Supplier Portal Tools Procurement Extensions Others

=

Supplier Portal Pay Tender Fees

Step 2

A New window will open for Tender Fees Payment

v Pay Tender Fees

fime shown below is Qatar time{GMT+3).

Payment < Negotiation ¢  Negotiation Title < BidCloseDate o (omoer-ee S NegotiatonStyle ~ Fees © FeesPaid &

& Pay || [RI Regret | CO-RFO54 Supply and delivery of Access Control and Vehicle Gate Barrier spares to OF 06-AUg-20230200PM  23Jul20230330PM  Public Tender 1000

Step 3

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

v Pay Tender Fees

Negotiation - Tender Fee ~

Payment < Negotiation £ Title Bid Close Date Close Date < Negotiation Style ~ Fees Fees Paid
QF-RFQ-288 UAT Limited Tender Fe...  30-Dec-2022 30-Dec-2022 Limited Tender 1000 Y
{ &5 Pay || BT Reoret ] QF-RFQ-90 UAT Limited Tender Fe...  30-Dec-2022 30-Dec-2022 Limited Tender 1000
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Tender Fee Payment confirmation

Click Confirm to proceed for the Tender Fee Payment of RFQ#: CO-RFQ-81

Step 4

Enter Payment Details in Gateway Form and Submit to Complete Payment

€ > C @ com/billing 2 % 0O &
Payment Review Receipt
Billing Information Your Order
* Required field
oL Mo Total amount 1,000.00 QAR
Last Name *
Company Name
Address Line 1*
Address Line 2
City *
Country/Region *
State/Province
Zip/Postal Code
Successful Payment Notification and Receipt Number is Populated.
@ Confirmation *

Payment Success

Paymant (owards amount of 100000AR has complated successfully Refarence |d is 67004 TOMG000624 0004053 and Raceiptz

TF_55479
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Step 5
Fees Paid Status changes as “Y”. “Pay” and “Regret” button is unavailable once action is taken.

v Pay Tender Fees

A - A Negotiation - . ~ Tender Fee - - . ~ . ~
Payment < Negotiation < Title < Bid Close Date < Close Date ke Negotiation Style Fees ¢ Fees Paid ¢
QF-RFQ-88 UAT Limited Tender Fe...  30-Dec-2022 30-Dec-2022 Limited Tender 1000 Y
| QF-RFQ-90 UAT Limited Tender Fe...  30-Dec-2022 30-Dec-2022 Limited Tender 1000 Y l

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.

Megotiation Invitation

Provision of IT Managed Services

Provider (MSP) on Call off basis
Qatar Foundation

Frorm NN

RFC G

Opens IR

Cloces I

Prowision of IT Managed Senvices Provider (M5FP) on Call off basis for 3 years with the
option i extend up to 2 years

Accept Invitation Decline Invitation

suppler [
Supplier Contact —
Acknowiedge By [N

Yiou are receiving this notification frorm company Qatar Foundation because you are
ieniified as a potential supplier for our organization. WWe are requesting proposals based on
the requirements found in the attached file.

Within this file you will alsa find detailed instructions including information swuch as
submission procedures, time frames, and evaluation criteria. Your parficipation is optional,
and your response will be electronically processed throwgh our procurernent application.

If you do mot want to receive future notifications, or would like us to redirect this messags to
anather person in your organization, write to us at this e-maid addres=- G

Thank you,

Accept Invitation Decline Invitation
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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.

Supplier Portal Tools Procurement Extensions Others

_l_

Supplier Portal Pay Tender Fees

Step 2
Negotiation can be opened from two places to create the response.
Option 1:

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

Negotiations

« View Active Negotiations

+« Manage Responses
Auctions from Seller

« View Active Seller Auctions

« Manage Seller Auction Bids

Qualifications

+ Manage Questionnaires

« View Qualifications

Company Profile
« Manage Profile
+ Pay Tender Fees

« QF iSupplier User Agreement
« QF Supplier Work Instruction
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Negotiation can be opened from “Requiring Attention” and “Recent Activity” infolets.

ORACLE

Supplier Portal

Ageements

ORACLE

Supplier Portal

r——
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4
rd."
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View and Download Attachment:

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

Overview  Manage Negofiations x

=

Manage Negotiations
Time Zone Arabia Standard Time

Agvancea | Manage watcnis | savea ssacn Wy Negorztons |

4 Search
= At least one s required
Procurement BU  Staws v/
** Guner v
** Negotiation Tite Line Description |
Search Resulls
Aoz v Veww Fomatvy 4 B E T Dre Wrap
Megotiation  Negotiation Title #;pei"’""""' Status Monitor r“t'_m"n.“.“g Close Date Responses u::.';‘: Owner

QF-RFO-500 | Busiess Establishment and Compliance Services in Qatar RFO Fuand completed lv  DSeconds 08-May-2024 120, 3 6 "Mr. Hashim Nam.

Columns Hidden 7

Achors w View w

Type Category * File Name or URL Description

File Intemal to Sour.. FW_ - Business Establishment and Co emal

File Intemal to Sour.. TEC __ Isx | TEC

File To Suppiier Tender documents - RFQ - 510 2ip Tender documents - RFQ...  Tender documants

4

Rows Selected 1
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Click create response as below.

ORACLE ore @

RFQ: QF-RFQ-208 Mesasges | Crose Rosponse | Acsoms || [Dgee

T Zone Acabia Standard Teow
Rned

Cover Page

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.

ORACLE oro @

Active Negotiations Dy

T Zore Avabia Standard Time

4 Search Masage WalcMst | Saved Somrch | Cpenivtations. v
e
Respoass Sabmitied | %0 v
" ™ L] L °
Sewch  Resetl | Saw

ich R
Actord w Waw v Fomdl w Detach Ackscmbidgn Partigabon  Create Risponss

Nogotiation Time Your Wl Unread Response
Negotiaton Ty Type Remaining Clows Dote Fesponses Partcipate Messaprs View POF Syevadshent
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Step 4
Click on the “Acknowledge Participation” tab.

-
™ ™ wmm“ W v
** egotton Clom By 02 i1y % Negotiation Open Sisce | 30 meve iy %
Sowch Roset | Saw
Soarch Resulls
Mtors v Vew v Fomatw eiv [ Osach o wap  Accept Tems Croate Responss
Negotiation  Time Your WE Unresd Response
Negotiaton  Tile Type Romaiig  COMOM oy Patcpats  Messages P Gadshont
| orasomm vapsban Fr Sugpet S Ko You Db 1200200 W [ il
Columns Hden 4
Step 5

The system will display a popup dialog box: “Acknowledge Participation”.
Select the Participation “Yes” or “No”, then click “OK”.

Acknowledge Participation

Will Participate (®) Yes

Y
() No

Note to Buyer | We are interested to
participate and respond
you shortly.
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Step 6
To create response, select the Negotiation line and click “Create Response”.

ORACLE

Active Negotiations

4 Search

™ Negotiation " Invitation Received | Yes v
* Tie Response Subitted . v
™ Megotiation Close By Y fe Negotiation Open Since | A-mmem-yyy i
Search  Reset  Save.
Search Results
Actions w View w Formal w Freeze Detach Wra A ’ Creath Response
. Negotiation Time Your Wil Unread Response
Negotiation  Tide Type Remaining Close Date Responses Participate Messages View POF Spreadsheet
05 Negiation For Support Senioes RO 2Daps 2 Hous 1202023 10 2 Yes 0 @ F

Columns Hidden 4

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.

ORACLE

1 2] o—0

Overview Requirements Lines Review

Messages || Respond by Spreadsheet ¥ || Actions ¥ Back Next | Save ¥ | Submit || Cancel

Last Saved 09-Oct-2023 1:54 PM
Time Zone Arabia Standard Time

¥ Two stage evaluat
- wo stage evaluation
Title Negotiation For Support Services 9

Close Date  12-Oct-2023 10:52 AM Tirme Remaining 2 Days 20 Hours

General
Supplier Procurement Relations Response Type (8) Primary

Supplier Site DOHA Alternate

Negotiation Currency QAR
Referance Number
Response Currency QAR

Price Precision 2 Decimals Maximum HNote to Buyer

oF

Response Valid Until | dd-mmm-yyyy homm a Attachments None <

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.

v + X
Category * File Name or URL

| From Sugete v | Test Aachment doce | Updats.— |

From Suppie Commen
From Suppmet l;m

From Supplier: Technical

v + X
Category * File Nome or URL

| From Supets v | | Crosse File | No se caosen
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From Susste
N A A N ISR

4 From Supplier: Commercial
Rows Selected 1 =S

Click “Next”

Step 8

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

Select “Technical Section”
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Toma Romaning 1 Dyt 71 o Close Date 12002010 1 S2AM
Section 1. Technical Section I‘\;ﬁm' Technacal Sacton vl..
[Ie—r—
T Puese bt nchvcl progessl Nexi
Schrican Prapass
" Rorsponas Aflactempaty Tetvs Propess 4
2
seacred
£

"3 Prasse proide Tente Band
Teraw Bene
Resgriing Allacoemwats b0t o

Sechon 1 Techrcal Saction v |

Select “Commercial Section” respond and click next.

orPro @

Create Response (Quote 33480): Requirements (

Last Saved 08Ot 2023 11:42 AM
Tere Zcrin Avabia Standard T
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Step 9

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

Verify all details, then click “Next”.

Feaponse Promined
Catagory Name Saar Price [ Reaponss Price Oy uou e [ W

Step 10:

Review all the entered details.

orec B

Review Response: Quote 33480 Messages || Rospond by Spresdshoet ¥ || Actons ¥ || ack | Save | v || submt || Cancel
Last Savest 08 0c1 2023 11:58 AM
Toe Zene A

Currency « Qatan Ryal tandard Tierw

General

4 Contract Terms

Namo Description Value Clauses
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Step 11:

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

Review Response: Quote 33480

Name Description Vate Clauses

A confirmation window for validation will pop up.

Click “OK”

Quote 33480

Page 17 of 21



3 g o
Qatar Foundation
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.

Warning x

You can submit only one response for this negotiation. Do you want to continue? (PON-2085228)

Yes _uo

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

ORACLE

Active Negotiations

4 Search w Contmancn x Manage Wahlsl Laved Saarch

Sech Resel Sew

Naetiatuon Time Your W Unenad Response
Negotiaton T Troe Remainiog ~ CO0I g ontes Patcipae Massages W POF coadshont

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.

ORACLE

Active Negotiations

4 Search MINOQ VIMCARSE | Saved Semeh | Cpen iyl v
l ** Negouavon ¥ AF ‘ Invitanon Recelved v
™o Response Submitiec v
Negosaton Cicse By o Negotation Open Since Y
= S
oren =
Negotistion  Time Your Wl Response
Type Remaining Close Dute Participate Messages WOWPOF oo sdsheet
oxon Senvies RFQ 108y 20 Hous 1200-200 ' e - b

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.

Create Response (Quote 35481): Overview

General

|
|

4 Contract Terms

4 Variables (3
Prcust v K ot VB0 WA T valats yeus SO A1 SLMSCAPY pOgeAMe ) et COMIBC Yorees
View w Format w Froeze WD Wi | Ponang varatis

Name Desenption Walue Clawzes »
‘ "
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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)

4 Search
" Megatiation ITvitaton Asceived s v
= e Response Submmes e v
" Hagemascn Close By | o Y Nagotistion Open Smce [
Seach  Reset  Save.
Search Results
Megetiation Time: Your Will Uaread Respars
Negotiasion  Tisle Type Remaining Cloze Date Resporses Pamicipse Messages R POR o dheet
oFro-s. [Megotiation For Suppon Senioes RO 10ay 20 Hows 1200202390 4 ves 0 m [

Columns Hiden 4

Copy existing response and edit as below.

33480 Active Primary
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Select “Response Type” as Alternate.

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

General

Bste 1 Buyer
p
Response vad Untl | 11.0ct203 10m38a By Amscnments wa |4

4 Contract Terms

4 Variabies (3

Ercavade wikar K Tt DAIed virlabRs The vishah yu ener ang omancaly pogtied e contrec] Wems

View v Fomat v Freere Wi View | SR virnaties v
MName Description Value Clauses =
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