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rireally

User Guide for Property Managers

Last Updated: 10 Oct 2020

To use the Really platform, please sign in on any internet connected device (e.g. laptop, tablet, mobile).

We recommend using a Google Chrome browser for the best user experience.

A detailed Property Manager User Guide to help you manage your properties with the Really platform.
On the menu bar, you can find all the features and functions according to your needs.

Here's a quick explanation on the menu and its functions with your Really platform.

-

<

John Doe
Manager

[ pashboard
[ﬂ] Management
:= Tasks and Requests
{ Properties

3& Tenders

D Contracts

"] inventories

[ Assets

~N

Under the Management tab, you will find the following features:

b Management

7 —

z— TASKS AND REQUESTS

Check out new requests and review existing tasks.

{ PROPERTIES

A quick way to review and organize all your properties
under your care.

N TENDERS

Create, manage and review all your tenders for your properties.

[y CONTRACTS

Maintain a list of all your vendor contracts with ease, according to
categories, start or end dates and even reference them on the go!

'] INVENTORIES
Track and manage your inventory of consumables according to
their category, quantities, value, allocated portfolio and more.

(3 ASSETS

Track your property assets over its useful lifecycle and create
status alerts for follow up actions.
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Creation of Request Management

This is an overview list of what you need to do next for
existing tasks or requests. Here, you can simply create a
new request to add to the list. This will help you to always

stay on top of all the things. [

CREATE REQUEST ]

wiiw

John Doe Wi Al ONE AMBER THE BALMORAL THE CROHARD
Manogar

[ ooshboord Tosks ond Reguest List CHEATE REQUEST

ar

:— Tasks and Requests

aejLtest Nome Due Data Catagory Hext fetion Parson in Charge Stotus

T Tordes 2290 Repair entry door lavel | 30 Sep 2020 feepair Create REG Suzan Completee
D Contracts
m] 33900 Repair entry door level | 30 Sap 00 Repalr Communicaben sehniDca Pandng Vencdor
[ irventaries
[ assets
O 33903 Repalr entry door level 1 30 Sep 2020 Mentanance Repaic Susan Approval Nesded
B vandors

Monagement

2% vendors Diractary (m| 33904 Repalr entry door level | 1 3ap 2020 Mo Enonce Rerminder for o ater action sohinhog vt noadod

2, My Vendors

Councll opgroval
Repair entry door level | 30 5ap 2020 e it

B Seftings

Select the property that relates to the request, key in a Request Name, set a category that relates to
the request, decide a due date for the request and, person in charge.

o Select ) e Request ) e Seta ) @ Decide a

property Name Category due date

) e Select ) 6 Person ) 0 Status

Next Action in Charge
Next Action v Status -
Select: Select the most suitable status for this
« Create RFQ request:
« Communication - Completed
* Repair « Pending vendor
if you haven't decided which to select, feel  Approval needed
free to click on a reminder for a later action. « Management approval needed

+ Council approval needed
* Started
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Creation of a new property

Start by creating a property. A property is an estate, building, or any space. Your property name should
be ideally the common or usual name of the property. All tenders, contracts, assets etc. will relate to
this property.

CREATE NEW PROPERTY
{ Properties

Property Details
All fields are compulsory. This information con edited

Property Nama Proparty Size Unit Metrics =
ADD PHOTO OR UPLOAD

Property Address - Postal Code

Property Stoet Deste Property End Dote

10/10/2020 5 10/10/2020 5

Property Description

Add a photo of your property and fill up the rest of the details as much as you’'d like. Upload supporting
documents such as sitemaps and layouts of your property too for future convenience. You can also
add more images of your property.

© Do's © Dpon'ts

Do's provide a
clear image of property

Don'ts provide
blurimage of property

Do's provide an image of Don'ts provide an image

entire property of aroom in the property

Don'ts provide an image of
property surroundings
eg. trees

Do’s provide an image of
property
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Creation of Tender Management [ CREATE TENDER

arager

O oasnbeard Tenders List CHEATE TENDER

[ saragement

Property: One Amber
1= Tosks ond Recuests

[ender Mome Clasing Dote Tendsr Bids Job Start Data Complsted By Persan in Chorge Campistad
§ il & S i
‘\ T en ders HPTIY HRR R of BORToor TR 1 56p 2020 o “‘_I"f'l'_'j'l" Bics % T Sep 2020 11 Sap 2020 susan [m]
0 33802 Replace entire sxisting iteme 15ap 2020 #0 gummitad gldy Tl Sep 2020 1l sap 2220 John Don (]
F] swentories Vel Bubmilte Heda
[0 assets e
[m] 3803 Simiing Pocl | Sep 200 2 s_“'_"?":‘:‘_[_e.‘_’ln"‘j'c ; 1 Sep 300 1t Sep 2020 Suman =
B vesdors (I
2 vandors Directory B EEELTY Su\dm_n’llng kool | 5ap 2020 o Eum'_"_‘"ld T Tl 5ep 2020 1l Sop 2020 John Dog
cinsen o el
& Wy vendors
0 33993 Otitricon Juriipe 25 Sep 2020 Tt 2020 20002020 st Doe [m]
0 sattings -
o e
2, Protie 0 9903 Intarior Design 25 Sap 3030 et 2020 20 Gt 2020 Iohn Dos O
[ ]
0 Account

On Tender Management, you can see a clear overview of which are the tenders currently open,
that had been awarded, or still drafting. Consequently after closing date, you will be able to check
how many bids your tenders have been received.

Next, you can follow up with the Job starting and completion date, then set a Person in charge.

Status A4

Select the most suitable status for
this request:

» Awarded

« Open

- Draft

* Closed

oleted By Person In Charge Completed Check list to mark if it's Completed

2020 Susan j
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Create a new tender

#Reallyeasy tendering process!

Select
property

Create )

tender required

Enter Iltems

rireally

> Vendors ) Tender details ) Publish
invitation tender!

To start off, you will need to prepare some information about the tender before publishing it. It consists
of 3 main sections. Here is a little explanation to help you understand each section a little better:

Step

Tender
details

Vendors
Invitation

Item
requirements

Fields

Request type*

Tender name*

Tender closing date*
Estimated total budget*
Tender description*
Validity of quotation*
Warranty*

Payment terms*
Expected delivery dates*
Supporting documents
Images

Site visit information*

Point of contact

Tender type*

Category*

Iltem name*
Quantity*

Unit of measurement*
Notes to vendor*

Iltem specifications

Details

Single request — once off/adhoc project
Term request — project over a fixed contract period

Title of your tender request

Date of tender closing

Forecasted tender spending budget

Informative description of your tender goals & objective
Expected quotation validity

Expected warranty terms

Expected payment terms

Expected work start date and completion date
Relevant tender documents

Relevant tender images

Details of site visit days & timings for vendors (if any)

Contact person and details for site visit

Open - tender is available for any vendor to
view & bid

Selective — tender is available to your selected
vendors to view & bid

Category of your item request
Details/scope of work of your item request
Item quantity

Iltem type

Remarks for vendors to take note

Extra information to specify regarding your request
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Why is a tender name important?

The tender name increases your tender's visibility and credibility. A clear tender name will be able to
speak itself for your tender, thus garnering more interest to your tender. It is also the first thing vendors
will purview when browsing through tender listings, so the clearer, and more lucrative the better your
chances of receiving more bids.

How do you select and add to my current vendors list?

In order to add a vendor to your vendors list, you will have to select “Vendors” from “Vendors Directory”
and click “Add to my vendors”. Simply follow the steps below in order to start building your vendor list.
“My Vendors” is related and connected to your company. That means any vendor listed under “My
Vendors” is for your company and not only for yourself.

1. Log in to Project Manager's page, start by clicking on Vendors Directory.

[ Assets

= Tasks and Requests

E Vendors v

D) vendors Directory

£ settings w One Amber The Balmoral
2, profile
2020-04-19 2020-12-3) 2020-04-1¢ 2020-12-31
@ Account TART DIATE END D START DA
2 N B0 Days e i — HO Deve,
W 10 WNTERESTED (Z) 2MAYEE () 0 NOT INTERESTED W 10 INTERESTED ) 2mavEE &) O NOT HTERESTED

2. This is the Vendors Directory with all the vendors on the Really platform.

MANASEMINT
Vendors Directory
€ Geareh fof eormpany narme.
266 Recards found
Company Noma Ermail LEN Contact Persan Phone categary A DD TO Y
Tty Pest Conuol Serdces Ple sclahBN sl Gom apnappeane  JeEYHOO] GWEEE  Pest Cortrol Services
o VENDORS
::::‘:\nc R Soperaties " [an g AR Furnimas E
VENDORS
. . T _ I ) swoTOMY 3. If you would like to add
41 Cancapts huirmingZpusiconcepts.comeg #3093473s haah Hui Wi BanEGI8 Everte related and Coterng Servces i
a vendor to your approved
ADD TOMY
N Snutiers Me Lid shutters_Jghotvaileg 20040206004 Daman [ Banry B4R Gotes and Doors . .
vEnooss vendor list, you will need to
23 Techncigion P Lid thor_warg_mingideccom MOS0 fhamWenghum 846801 GeneeoCanacton click ‘Add to My Vendors’
X Sandees Mo Lid Rapoyl Kah BEDADTOA A Lxaitsmolng qr‘d Heotiog g EEIILMY
1 Wurdilation (HyAC) VENDORS
£ Rk D ik Sonmiueion i_inbariordesigngghotrood com 20WE20l6 Anthony Loy [EECERE] Genero Conbrocton At ToMy

Plo Lt VENDORS
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4. Once you have clicked on “Add to My Vendors”, the vendor will be shown in ‘My Vendors'. Please note
that ‘My Vendors' is visible for all users in your Company. It is not only your personal ‘My Vendors' list.

$ Invoices
MANAGEMENT
03 assets My Vendors
i= Taosks and Requests
Q,  search for company nome, contoct number, amal, labels SEARCH
B vendors v
{ Sort By Name (A-Z) | Verllied by Rexlly Categories Labels Status v
. 5 Vendors
av My Vendors
My Vendor List O MANAGE LABELS
2 profile
[ company Name Company Contact Categary Label Status
£ Account
91830078 Approved
3 @ 128 Services i Flumbing this Is o test 8 6ais 2020
Pending
O @ 123 fybatomanggmall.com 11 %0p 2020
Pte Ltd user’Bo@really.sg 29 Sep 2020

] @ IBOONOPESTS 1BO0GETITRT Pask Cantrol Saricas Approved

5. After selecting your preferred vendors, tag them on your preferred list for you.
Please note that the tagging is also for all users in your Company.

{ Sort By: Name (A-2) v) Verified by Really Categories Labels Status v

6 Vendors

My Vendor List O MANAGE LABELS

Company Name Company Contact Category Label Status

) - 91630079 ) - Approved
128 Services useriz00@reallysg Plumbing this is o test 18 Sep 2020
123 flybatoman@gmail.eam :eS::ngzo
1B00NOPESTS 18006673787 . Approved
a @ Pte Ltd userTag@really.sg Past Contral Services 26 Sep 2020
19-ws2 62732518 ndi
O @ Enterprise Pte General Contractors Z:Sepr;?lzo
1vendors selected D La bel As rove & Pending () Blacklist [ Remove

1 vendors selected O Labsl As + ADD NEW LABEL MANAGE LABELS APPLY

exclusive for

Plumbing Security estate ABC

7/18



PM User Guide Oct 2020 l[J' r e G I I y

How do l invite selected vendors?

You can invite selected vendors in 2 ways:

1. Vendors from your list of ‘My Vendors’'.

Select vendors from your own list of ‘My Vendors’ that you have added.

2. Vendors not from your list of ‘My Vendors'.

You can manually invite vendors via email to participate in your tender posted on Really. Vendors will
need to create an account on Really to quote. (Fret not! Our customer service officer will assist your
vendor in the account creation anytime! The account is FREE for vendors and there are NO costs at all
related for vendors on Really platform.)

Protip: When you invite vendors not on your list ‘My Vendors’, they will be saved as a
T, contact under ‘Pending Vendors’ so that you can easily add them into your list of ‘My
Vendors’ anytime!

Select Tender Type
O open (®) selective
Any vendor can view and bid Only invited vendors can view and bid

Start selecting vendors to invite for your tender

E Invite from App;ovad Vendor List (A\ﬂ_) Q Search for a Vendor on your AVl
Aircon, Heating and ventilation (1) » [0 company Name Contact Person Email Address
Carpentry Services (=) 4 g HOPES: LTd " N Jenny Long jenny. long.adeli@alllights.ag
Verif: Y Reoily
Flooring Services (5 b n— -
. J |:| ;r-;'?‘,s_‘i',l_'_'?b:_"‘f_sjl.smn W Thosal thosailighting@gmallcpm
Furniture (1) 3
D Efr.yg.n_:i.ulxldv.-ln_:lrill Mr James jomesgrdarrenhardware.sg
Lighting (5) »
D é)b?fl:l'fe:_r?‘f th..d.ul Mr Pleolo manterey picocalog@absoiute.sg
Office Supplies (2) » St
Biikding Material 1) ; VSG Lighting Pte Ltd W Tesha teshaVsCa@gmailcom
2 gut of 5 vendors seloctas
Financial services (1) » ADD
Invite Vendors not on your AVL Thesa vendors wil be oddad 1o your vendars list undar ‘panding’ sa that you can easily add tham into your AVL ot o loter date
Compary Noimo Emuail Address
Louise Lights Pre Ltd Louise louisefights@gmail.com x
Company Name Contact Parson Name Ermail Address X
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How to view quotations received?

When the tender is m

Go to > Project > Tender > Select ‘View Submitted bids'
Anonymous Bidding
To ensure only the quality of offerings are at the top of your consideration businesses are chosen

for their quality of their quotation and offerings, you will not be able to see quotations until the
submission period closes.

You are able to monitor the progress of your
tender by looking at the number of bid

3 $29,992 submissions and the average bid price.
BID SUBMISSIONS AVG BID PRICE Before the tender closes, you can click on “Sneak
Preview” and review all the submissions without
seeing the bidders’ name and their pricing.

CHECK SUMITTED BIDS

When the tenderis BRELAYEAYAN (this means that the tender is closed)

At the bottom, you can see the number of views as well as interests from vendors.

VIEW SUBMITTED BIDS —

3 $29,992
BID SUBMISSIONS AVG BID PRICE
400 392
VIEWS INTERESTED

Now you can view all the quotations you received, including the bidders’ name and the pricing.
Go to > Project > Tender > Select ‘View Submitted bids'

9 View Tender Bids

Propertias ¥ Towes 23/07 3 O0/GE{2000 Frst Tancar ¥ Submitted Bids
John Doa
eroger

i y i ;e 0 [ ; . ¥ SIGN-OFF BY ME NO AWARD CLAREFICATIONS START COMPARING BI0S

CHANGELOGS

[ pashboand
fh mancgement

@ eropeio ﬂ Xpress Furniture Pte Ltd SGD 16,320.00

&, Tenders

VALIDITY OF QUOTATION PATMENT TERMS JOR CANSTART ON JOR CAN COMPIETE O
[ imventories

08 Aug 2020 or sarfier 20 Dec 2018
0 contracts 78 Days loft u"“':F"‘“rm‘ m“l’;nlu Basad on an estimatad lsad time of 3 Bosad an a work duration of 3 days
L ; 2 waeks upan confirmation today, sterting Iram 08 Aug 2020
& nvoices

[ amsats A SHOW ITEM DETALLS {1 OUT OF 2 ITEMS FULALLED) Vandors con edit ofter tandar closad .

i= Tosks and Requssts ITEMS PRICE {5G0)
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By clicking on the
‘Changelogs’ button, you will
be able to view a complete
log in a table template. Any
changes doen by the
bidders will be listed here.
This will provide you with a
full trace of changes.

CHANGELOGS

MANAGEMENT

Changelogs

Propertied ¥ Property for Tenders and RFGS » Fopes Trod 3 » Submitted Bids » Chonge tog

) Xpress Furniture Pte Ltd

FIELD MODIFIED FROM MODIFIED TO
total 100 - 9.0
gsdt_amount 07 = 0.83
grand_total 107 > 9.63
total a0 > no
gsdt_amount 083 > 0.77
grund_mm! 983 > nrmn
validity 300 -+ 32.0
vetlicity 320 > 350
velidity 35.0 > 390

lreally

Click on the button ‘Clarifications’ to check and Ask Questions. You can select individual bidder names

or post a question to all bidders. Here you will aslo find any reponses by the bidders to yoru questions.

Clarifications
Propartes > Mopety fon Tenggm and RFGS 3 Poper Trall 3 Subminod Bioe » Clorbicotions

New Clarifications

B |.T | Y |= &=

Entaryour quastion

Select Vendor

© ask all vendors

© 1 xpress Furniture Pte Ltd
- ey

Have you used vendor manogement software before®

Sayfi Furniture Pte Ltd

e shils ig vy Brat Time using.

Sayfi Furniture Pte Ltd

$GD 16,320.00

Ask Sayfi Furniture Pte Ltd more questions

Rrui=|E

Enter your question

CLARIFICATIONS

/

5GD 16,320.00

SGD 11,00

SUBMIT QUESTION
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How do you compare individual quotations?

Go to > Project > Tender > Select ‘View Submitted bids’ > Start Comparing Bids

IMANAGEMENT
View Tender Bids e START COMPARING BIDS
Properties » Lokes Estate » TenderName > Submitted Bids

Earfiest job start date Job should complete by
6 Mar 2020 12 Mar 2020
10 Bidds Raceived ﬁ msealed on 1 Jul 2020, 12.23P  2X Jock Ton, Mory Lee, Moses Chew, Lim Bae Tock mare.,
< Lemon Furniture Pte Ltd $4,350.00
@ variriad by Roolly B Your Approved Vendor exclusive of GST =

1T COF QUATATION PAYMENT TERME JBE CAN BTART ON 163 CAN COMPLETE D8

e NETURN TO VIEW TEROER IS

HO AWARD 3 DOWHLOAD AS POF
Compare Bids -
showing & out of B quetations
s AL |
x * » 4 *
Far defivery batwaan #ram Awna '}uu
e s £ = == w @
peiess Furnitune Fo Ld Flooopniture P Lt IKEA Pra L1 SayFi Furmitiie Pe Ld Hun e L1
$4,350.00 $9,123.00 $9,500.00 $8,500.00 $12,050.00
¥ Quototion Documents
O sy pat [ Wosrssgpes [y ey gt [ tromantyps
) coms inmtraetirmse [ e bitriscticrn i) [ G inetruetions seit [ e
[ nowneoan AL | oownoapall | DOWICATALL | DOWNLDAD ALL
DOWNLTAD ALL
¥ Terms & Concitions
wioilidiry of Quatation LA Hiow 2018 il 30 Now 201 Tl 30 Now 3018 Tl 3 by 2008 o 30 N 209
Paayrrant Tarma. 0 churys rogresive on 0 stoge by stage 0 days 30 gy 0 doyy
Eass
Lt tivary Time 4 deyi |month 0 daye 30 dtvyn 0 days
Estimated Work Dration 30wy 2y T vk 1 weaek | vk
Eorfiest Dalivery Stan Dote 2] 1hav 200 653 10 ow 208 B2 18av 2000 2 1 New 2015 [ QR
Eomfimat Daliviry Campletion Dote 5] 20Dec 2013 12 1o 2020 =] 39 Dec 2018 =] 30 ow: 209 [ 200w 208

- )

On this page, you can change the latest delivery start and completion dates again and scroll vertically
and horizontally. We recommend viewing this page only on wide desktop screen for optimum
experience and not on your mobile screen.

How do you shortlist the bids that you are interested in?

If you would like to compare and review only your preferred quotations please click on X' on any
quotation you would like to omit from your shortlist. Hence you can getter a better overview with only
your preferred bids.

If you would like to get hardcopy of the comparison table, you can print this report in PDF
or export the same in Excel.

Consider going paperless. If that isn't possible, then you can simply click on the ‘download
as PDF’ or ‘download as EXCEL’ buttons located on the top right of the page and a PDF copy
will be generated. ¥ DOWNLOAD ASPDF ¥ DOWNLOAD AS EXCEL
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How do you award a tender?

lreally

After you have assessed all the bids and you have clarified all your questions, you would be ready to

receive approval and award the tender. Awarding a vendor consists of three stages:

Recommend

Nominate a vendor you would

like to recommend and save

your notes

1. Recommend a Vendor
Go to > Project > Tender > Select ‘View Submitted bids’ > Start Comparing Bids > Recommend

4 N
- X
Flooopniture Pte Ltd
$9,123.00
N\ \%
2. Submit for approval

) Approve ) Award

Send your recommendation Once approval is received,

notes to an approver

-~
Recommend IKEA Pte Ltd

Enter your reasons lor the recommendation

\-

~
X

4

you may award the tender!

Once you're done keying in your recommendation, you have to email the report to your approver.

This can be your manager, a council member, a finance manager etc. Currently, you can only have

one approver. The approver woudl receive an email with a link and password to access the report

and recommendation.

Today

9.23ar Recommendation made

& Recommended Vendar
Flocopfurniture Pte Ltd
@ ty B veur g

Reasan for Recommendation

Itarms provided are of good quality and competithe phcing

313 $9,500.00

SUBMIT FOR APPROVAL

\

Ve
Submit for approval

A link and possward o the recomemendation report will be sent to the approver's emoil address.

SUBMIT
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Recommendation Report P— e

Racomamanciarion hotos

Suppiy entire sulte of poal side cutdoor furniture to reploce entire existing tems
Tt chones 20 33 D 300D

@ ?:_'S.mum u"'d:' EIE §0,800.00
el
«" APPROVE RECOMMENDATION % REJECT RECOMMENDATION

WIS by

g e
wasin ® " ® 3 ®
For ey ey -
T ® - ® el {
i . Flasspentian a1 wiarniie Seni P s i
£0.123.00 $9,500.00 $8.500.00 $12,05000
G| | [ewews | e
- Suppeitng becumans
n i} 4] 18] ]
o o [y e o B
o

The approver will receive an email with a link and a password to access the report. The approver will
need to respond with an ‘Approve Recommendation’ or ‘Reject Recommendation’ concerning your
recommendation via the online report.

How do you review the outcome of approver’s decision?

You will receive an email and you can also see the status of your recommendation on the tender page.
« Approved - The tender is now ready to be awarded

« Pending Approval

* Rejected

?
$12,000 SGD

3 $29,992
""""""""""""""""" BID SUBMISSIONS AVG BID PRICE
400 392
VIEWS INTERESTED

RECOMMENDED

=2

. EcoSupply Pte Ltd
$9,50000 inclusive of G3T

‘replace entire

APPROVED

Tender Details

What happens if the approver rejects your recommendation?

The approver will indicate the reason for rejection. If it is unclear, please clarify with the approver
the next steps. You will either need to send another recommendation or close the tender by
selecting 'No Award'.
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3. Award
Once the approver has approved your recommendation, you will be able to award the tender.

RECOMMENDID

#A  ceosupply Pe ttd $9,500.00
\ Vi by Roaily (Bl Yok Ao pimite] Novidir T b ¢
ity ot qatotion =l P | cowmionp Fuw quoTaTion |
20 doys left I 30 doys upen delivery
Enrliest deitvery start dats Ecrligrst delwery complalion dote
B 1 oy 2018 E 30 Mov 201%

~ SHOW TEM DETAILS {3 OUT OF 3 ITEMS TULFILLED) \'.h“ AWARD TO ECOSUPPLY PTELTD

+  Your recommendation has been approved by Johnry Doe (jehnnydosggmallcam) on 2 Dec 2018, You may start to oward the tendar
PR : ¥ JONNTyOOBEN] ¥

Award to Ecosul Pz iid - $8.500.00 \
Approver remarks: That is a great analysis. | like how they are able to deliver =o quickly and the items are mode of good moterial A gl *
with the oweord. Ky tha e mount
Moasa upicad the signed quoeTtion ner { pct]
~ * Uplcad Signed Quotation
Go to > Project > Tender > Select ‘View Submitted bids’ > sz
Awardto _____
Tip: -
- You can upload a signed copy of the quotation when | |
you award the tender. This way you can keep your v
contracts organized on the Really platform. \_ ETTTTH,

Is there a record of all your recommendation and approval notes?

Yes. Go to > Project > Tender > See Tender Log

Tender Details ssienntrios =+

 mwardied 10 K68 Pre Lid

Congratulations! You have awarded this tender to EcoSupply Pte Ltd
oo Armount §9,0000.00

‘fou hove submitted the following to the oworded vendor:
Vaur contoct infarmation:

Supply P &
Eoma (soe atteched inventory k) Juls Do
~ * Tha s Fropaity Wanogsr

sl o e sheuid .+ 500% B00Y
£ phnckanggrmed com

[ Smea iestimet

p1 John Doa opprovaed tecommendation

Tt Is . great oratyss,
P oz Wil 1he sward

2 Jan 2020
BRI

v Recommendation moede wi o s

=i Arcemmanded Vendsr

Ecosupply Pte Ltd 3h $9,500.00
" iy

Boason jor Recommandation
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What is a sealed envelope tender?

A sealed envelope tender (also known as a sealed bid tender) is a process wherein vendors submit
their bids anonymously. The bids are then all opened at the same time in the presence of decision
makers or other stakeholders as wittnesses of the tender opening. The tender assessment and
clarification is then followed as any other tender. The the outcome of tender follows the same process
steps as a normal tender. Note: Once the tender is unsealed, it cannot be sealed again.

How can you create a sealed envelop tender?

4 AETURN TO ONE AMEBER

Add New Tender
iabius el WSRO il A i) When you're creating a tender,
simply deselect ‘This is not a sealed
s iond envelop tender’.
- - Also, vendors can now edit their
ik 8] [ o quotation even after tender
o submission period has closed, in
e — case you need any revision of the
il quotations.
3 i g I s
This s not o Savied Ervelop Tender Y Vendors can edit after tender closed. .
Now vendors can able to edit bid when the tender closes
B I U = &=

How do you know if a tender is a sealed envelop tender?

UNSEALBIDS B VIEW SUBMITTED BIDS - You will see ‘Unseal Bids’
3 3

instead of ‘View Submitted

, » I szg,ggz. _ = szg,ggg. Bids’ under the tender
BID SUBMISSIONS AVG BID PRICE BID SUBMISSIONS AYG BID PRICE
details page.
Normal Tender Sealed Envelop Tender
Open up Sealed Envelop? x

A sealed envelop tender ensures fair competition as offers are all opened at the same

What hqppens if you unseal the tender? tirme in the presence of clients and decision makers. Please enter the names of the

witness/s currently present:

You will be prompted with a pop up to
indicate the witnesses present, and to USRI
confirm the unsealing of the bids.

O (@O !lunderstand thatifl open up the sealed envelop, | will not be able to
lock it again

OPEN SEALED ENVELOP
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Please note, that due to system routine there might be a time lag of 5-10 minutes after the preset
closing time before you can click “Unseal bids".”

Tander 0 OMS202
Supply entire suite of pool side outdoor furniture to replace entire
existing items

RECOMMENDED

@ Open to all vendars h Single Request

2 0 0 560 - 29 Sep 2020, 12:00AM
MOTEFIED VENDORS VIEVS BY VENDORS B SUBMISSIONS AV BID PRICE CLOSING DATE

Tender Description

Supply entire sulte of poolside outdooer furniture to replace entire existing items (see attached inventory list).

The fumiture nesads to be replaced ane for ana with similar features (eg. existing sun lounger should be replaced
with a new sun louger, existing small round tables should be replaced by new small round table). You may propose
o different brand of furniture, as long os the main features are the same os existing.

The outdoor fumiture should be weather proof,

READ MORE

Note: Once a tender is unsealed, a date stamp will be displayed on the tender detail page.

@
UNSEAL BIDS
& VIEW SUBMITTED BIDS —

3 $29,992
J - 3 $29,992
D SUBMISEIONS e PRICE
BID SUBMISSINS AVE B PR BID SUBMISSIONS AVG BID PRICE
L
400 392
VIEWS INTERESTED

You will also be able to see the details of the unsealing on the bids received page.
Here is where you can review all the tender bids.
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Creation of Contract Management

Here is where you can manage all contractual agreements, including purchase orders or contracts.
The details can be viewed or to download.

[ costwoord

fh Menageman: . Controcts Lista CHEATE COWTRACT
i Tasks and Requests
Property: One Amber
rehass Order Nema wendar Hams Category Stort Date End Data Contracts | Purchoss Drdar
D suite of outdoar fumniture. BER Campany Pé Lid Fepar 1 5up K12 11 5ep 220 Wigw Davninnd |
0 =802 Replace entire existing terms A o T 5ap 2020 i
[ Aassats "
View Download
B vendus - o 08 Swimming Mool ¥ s Tl5ap 3020 i
2% vandors Dimectory —
2, myvendors o o4 swimming Pool i P T Sap 3025 W e 7030 Vise | Downiood |
2 sattings . - =
O 003 Qutdoor furniture 00 Corrpanny #ta Lid fapar i i 2 wiew | Downleod |
9 profile -
‘ =

0 Select property ) e Contract Name ) 9 Select Vendor ) e Set a Category

© startdate > © endoate > @ status > © orderimages

Creation of Inventory Management

Under Inventory Management you can keep track of all the consumable inventories. You create an
inventory to store and track information.

m Bk Wigrw A0 OME AMBER THE BALMCILA) THE CECWMARD
i":‘::"j‘“;m — [ CREATE INVENTORY

Properies
L Property: One Amber
R Torcsr
‘Curment Cutrent Value
o Catagery e i hevat Craation Data. Expiry Data Maxt Action Persan In Charge
m Inventories o o — 3 50a 5050 40 zap 30 Dulbvary fusen
Doer Lok n T A0 e 200 30 Sap 020 Carmrinicaton KW DR
B vendos
2, varskrs Diiectory O 33803 Tallet Hand Towsl st Tt 0 5000 30 5ap 3030 ELERS ebale B Suson

& My vendoe

o O a0 Face Mask P pasan 2 55000 33 50p 3090 BP0 erminger for 0 kater oebar Jon o
Sattmgs
2 rrofile
O EEE Foce Mask Proce nscs o o 30 50p 1000 20 Sep 020 ey Sann Doe
0 Account

o Select property ) e Inventory Name ) e Set a Category ) o Enter Quantity

© Assetvalue > © expiry Date > €) next Action > el > © status

Charge
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Creation of Inventory Management

Select: Set a person in charge and update about the status:
Next Action v Status v
* Delivery * Available
« Communication * Low quantity
» Create RFQ » Not available
if you haven't decided which to select, feel » Tender ongoing
free to click on a reminder for a later action. » Tender awarded
« Pending PO

Creation of Assets Management

You can easily keep track of all your tangible assets with the Asset Management feature. Click on
create asset to create a new item in the asset list: Select the name of your property, followed with the
name of the asset and choose the related catagory of the asset.

Pysisigsioe CREATE ASSETS
Assels Lists
1= Tasks ond Raguasts
2 One Al
- Hropsiies Property: One Amber
& Tenders O  sasstie st s Catgory Location ;;‘:‘ﬁ" :““’:T“"““' Creulion Dots Endlof Usslul Time Naret Action
hairs Chars et | &0 §5000 A Bep FOI0 B Bop N0 MaRonOe
[ Assets i - i, Rae  aad o
D A Dﬂ!hl"nhu‘ﬂ nnnnnn lobiry n EH000 0 Bep IO ¥ Bep 2000 Creoee RFD
B8, vendorn Dirsctory
=,
My Reiders m 3304 Designer Chalrs Suneator sasean = nnon 30 86 2010 30 ep 2020 Mt for @ it et
B sengs
& oo 0O s Deaigrier Chairs — savarmant W0 ss000 4 5o 7070 4 o 2050 e
2 Frotia

0 Select property ) e Inventory Name ) e Set a Category ) e Enter Quantity

© Assetvalue > © expiry Date > € next Action > IRl > © status

Charge
Select: Set a person in charge and update about the status:
Next Action v Status -
« Maintenance « Available
« Communication + Depreciated
 Create RFQ « Not available
* Repair « Tender ongoing
« Inspection » Tender awarded
if you haven't decided which to select, feel « Pending PO [ Contract

free to click on a reminder for a later action.

For more questions and inquiries: +65 6950 7562 (Support Line / WhatsApp) |  support@really.sg (Email) |
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