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User Guide for Vendor

Last Updated: 10 Oct 2020

Here's a detailed Vendor user guide to help you manage your tenders with the Really platform. On
the menu bar, you can find all the features and functions according to your needs.

Terminology - to help you understand your Really platform and its various functions

Note: In order to use the Really platform, you will need to sign up and login. You will need
any internet connected computer device (e.g. laptop, computer, mobile). We recommend
using a Google Chrome browser for this web-application for the best user experience.

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

On the menu there are

fh Tenders Management

John Doe (n =]

Compny ABG a0 OPEN TENDERS

When you click on open tenders tab on the menu, it will
show a list of properties that were created by PM for

Tenders Management . . .
iy 9 vendors to choose and submit their Bids.

OF Open Tenders

TRACK MY BIDS

On Track my bids tab, it will be an overview of bid’s record
that shows if the bids are still in Draft, Submitted, Pending,

:= Track My Bids

E Clarifications

Won or Archived.

[E] CLARIFICATIONS
Clarifications tab allows vendor to ask questions if there are
informations that are unclear or unstated.
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Open Tenders

This is an overview list of what you need to do know about Open Tenders. On open tenders, there will
be a lists of properties created by PMs and vendors could decide if It's suitable to submit a bid.

TEMDER MARASEMENT

Open Tenders Tenders Status:

©, search for Tenders SEARCH = FILTER

Tender is open

CLOSED

Tender had closed

Supply entire suite of pool side
furniture to reploce antira
existing items | #000123

Supply entire suite of pool side Supply entire suite of pooi side EB
furniture to replace entire remm— lurniture to replace entire
existing items | #000123 e — existing items | #000123 | o |

REVIEWING
) 5unlourgers  #2SmoliRound  #3 Disposol of 1 Sunloungers  #2 Smoll Reung 83 Dokl of #1 Sun loungees 82 Srak Roune #3 Dlposal of
Tables existing furmit. Tabiks anigting Rt Tates wcting himit
southeast ) amotcaolw soutHeast a sobeczoe  soundeast 2 20062018 Tender is in reviewing progress

AWARDED

Tender had been awarded to
the winning bid.

How to submit bid?

SUBMITBID >

Tender Details

s | Tender Details

Supply entire suite of pool side outdoor furniture to replace entire Phatos
existing items

B e ore only 12 days days leit before

EXCLUSIVE .*‘
h Single Request TENDER

Terms & Conditions

Supporting Documents

Site Visit Details
8 3 $29,992 30 Dec 2019

VIEWS BY VENDORS BID SUBMISSIONS A BID CE LOSING DATE

Item Required

Clarification

supply entire suite of poolside outdoor furniture to replace entire existing items (see attached inventory list).

Have you decided which is your preferef tender? If yes, kindly click on Submit bid For your next step.

Photos : Here, tender will be able to upload the photos for a better communication.

Terms & Conditions : This is where tender could have a better understanding of the terms & conditions
for instance, validity of quotation, warrabrt, payment terms, job’s starting and completion date.
Supporting Documents : This is to require vendors to provide certain submissions.

Site visit details : This is to document where and when vendor and pm meet to visit site.

Items Requirement: Her is to review all the items requirements

Clarifications : Here is where you can enquire for more information.
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Submit Quotation

Once vendor have submitted a bid, the system will promt to quotation for bid submition.

+ RETURN TO OPEN TENDERS
Bid Submission

[ oese | # DOWNLOAD AS PDF SAVE TO PREVIEW
Quotation
Submission date: 24 Mar 2019

Supply entire suite of poolside furniture to replace entire existing items

B amber gordens, #01-14 One Amber, Singopore 4399

ftem Req, Item Description Total (560)
e Name
o Sandoo Sun Loungers 29 Pes 699,00 42N00
Sun Loungers B | I |U | =&
x 29 units
Furniture » Culdoor The Sundoo Sun lounger is made from synthetic plastic with dinmension 100
CM x50 CM x TOCM.
- iffier lock, whi |
:?;::::;’:;?mrmmas zm?n:igol;de:;u‘:‘:&f:dhm . brown cind white SUitoble for
To make life easier, here you can press the button ‘Add
another line’ to add new item for quotation. i ADDANGTHER LS
B | Z |V | =&
Notes to Tanderer The column is where you type the

descriptions, you can even make use of the
Bold, Italic and Underline for typographical

emphasis.
Summary of Terms & Conditions
Validity Lead Time/Delivery
This is to fix a validation for a number of Info for an estimated time/delivery.
days/months/years
Payment Terms Estimated Work Duration

Set a percentage for down payment. (optional)  An estimation of work period.
and select options for remaining balance.

Termination of Service Note
To clarify termination period. Here is to take extra note for terms and
conditions.

Lastly, upload document or upload images. After finish fill in you can ~ # pownioap as por SAVE TO PREVIEW
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Preview Quotation

Before clicking ‘Submit’ button, you can preview and check if everything was written correctly. Once it's
ready, click submit button, Pm will proceed to review quotation.

+ RETURN TO TENDER DETAILS

Bid Submission

!{ DOWNLOAD AS PDF EDIT DELETE SUBMIT
Draft Quotation o
Subrnission date: 24 Mar 2019

Supply entire suite of poolside furniture to replace entire existing items

5 Amber gordens, #01-14 One Amber, Singapore 438873

Itemn Description Qty Unit Price ($) Total ($)

Sandao sun loungers 29 Pcs £90.00 20,2N.00

Dimensions: W75 x D72 x HI02em

Seat Height: 38cm

Framae: Batyline- Sling for seat and back,
powder-coated corrosion-resistant, aluminiurm

Warranty: 2 Years

© BID SUBMITTED ON 19 OCT 2020  [IERVIZVE:ToNY After submitting, click on ‘view bid’
button to view your submitted bid.

Clarifications
Question

Subsequently after submission, you
can proceed to Clarifications B I U
(below tender details) to ask some

Enter Your quastion

questions.

SUBMIT QUESTION
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Track My Bids

Here is where you can check all the bid records.

Draift Bids (2) DRAFT

Supply entire suite of pool side
furniture to replace entire 14 Dac 2019 1 NiA =
existing items CLOSING DATE TOTAL BIDS AVG BID PRICE CONTRUEFSTING .3

one Amber + Southeast

Supply entira suite of pool side
furniture to replace entire 14 Dec 2019 1 NfA | :
existing items CLOSING DATE TOTAL BIDS P M—— CONTINUE EDITING >

One Amber = Southeost

Supply entire suite of pool side
furniture to replace entire 14 Dec 2018 1 NiA

exisflng items CLOSMG DATE TOTAL BIDS AWG BID PRICE L CONHNLE EBTING 3

One amber = Southeost

The bids were seperated in to tabs, here you can check ONLY submitted open bids. The details are
stated by : Tasks, closing date, records of bids, average bid price, quoted price, last submittion.
Lastly, if you are not comfortable with the bid, you can always withdraw, there’s also an option to
resubmit again.

submitted Open Bids I

Supply entire suite of pool

side furniture to replace entire 14 Dec 2019 5 $12,000.00 §12,000.00 12 Dec 2019 | RESUBMITBID >
existing iterns CLOSING DATE TOTAL BIDS AV BID PRICE QUOTED PRICE LAST SUBMITTED ) e '

One Amber « Southeast

Supply entire suite of pool ————
side furniture to replace entire 14 Sep 2020 5 $12,000.00 $12,000.00 13 Dec 2019 | RESUBMIT BID >
existing items CLOSING DATE TOTAL RIDS AVG BID PRICE QUOTED PRICE LAST SUBMITTED )

One Amber » Southeast POSTPONED WITHCRAW
Supply entire suite of pool A ————
side furniture to replace entire 14 Dec 2019 5 $12,000.00 $12,000.00 13 Dec 2019 RESUBMITBID > |
EXFSUVIQ items CLOSING DATE TOTAL BIDS AVG BID PRICE CUOTED PRICE LAST SUBMITTED e P

WITHDRAW

This will appear when PM updated the latest tender requirement.

TENDER UPDATED

Supply entire suite of pool

side furniture to replace entire 14 Dec 2019 5 $12,000.00 $12,000.00 13 Dec 2019
W CLOSING DATE TOTAL BIDS AVG BID PRICE QUOTED PRICE LAST SUBMITTED

VIEW PREVIOUS BID
One Amber - Southeast
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Here is where PMs are still Reviewing the bids. The details are stated by : Tasks, closing date, total bids,
average bid price, last submittion. Lastly, if you are not comfortable with the bid, there’s also an option
to amend bid.

Pending Bids (5)

Supply entire suite of pool

side furniture to replace 14 Dec 2019 5 $10,000.00 $12,000.00 13 Dec 2019
entire existing items CLOSING DATE TOTAL BIDS AVG BID PRICE QUOTED PRICE LAST SUBMITTED
One Amber + Southeast

Supply entire suite of pool

side furniture to replace 14 Dec 2019 5 $10,000.00 $12,000.00 13 Dec 2019
entire existing items CLOSING DATE TOTAL BIDS AVG BID PRICE QUOTED PRICE LAST SUBMITTED
One Amber + Southeast

Supply entire suite of pool
side furniture to replace 14 Dec 2019 5 $10,000.00 $12,000.00 13 Dec 2019

. T AMEND BID >
entire existing items CLOSING DATE TOTAL BIDS AVG BID PRICE QUOTED PRICE LAST SUBMITTED

One Amber + Southeast

If your bid had been awarded, this tab will show the list of the awarded bids followed by
task, closing date, award date, average bid price, awarded value and last submited.
Finally, click on view award to check.

Awarded (4)

Supply entire suite of pool
side furniture to replace 14 Dec 2019 20 Dec 2019 $12,000.00 $12,000.00 13 Dec 2019

entire existing items CLOSING DATE AWARD DATE AVG BID PRICE AWARDED VALUE LAST SUBMITTED MIEWRVIERD'S

One Amber - Southeast

Supply entire suite of pool

side furniture to replace 14 Dec 2019 20 Dec 2019 $12,000.00 $12,000.00 13 Dec 2019 VIEW AWARD >
entire existing items CLOSING DATE AWARD DATE AVG BID PRICE AWARDED VALUE LAST SUBMITTED
One Amber - Southeast

é

+ RETURN TO TENDER DETAILS

Bid Submission

. . |
Congrats on winning the tender! Codibech e fandor cwnes:
Here are some notes from the tender owner: John Doe

Froperty Manager

Plzase deliver the iterns on time occording to the ogreed date, Please bring o delivery v+, +55 0009 9009
dispatch form ond pass it to the the person in charge during the disivery day. Please = & g
make sure to wrap the items with bubble wrap and plastic. B johndoeggmail.com
Thank you,

Awarded on: 8 Jan 2020

& J

Here is a message showing that you have won the tender, and kindly contact the
tender owner stating on the right side.
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After that, you will receive Purchase Order from PM, just click on ‘Convert to Invoice’ and click
‘send invoice'.

Quotation Purchose Order

# DOWNLOAD AS

CONVERT TO INVOICE

Purchase Order

FROM
FSSUED TO

LOGO HERE sl RO 439973 ABC Epa AL
Pl S  SFIIPONG 70 Shenton Way, #08-12 EON Shenton, Singapore 079118
Kty S +65 12345678
el 9 www.abc.com.sg
TENDER NAME: PO REF NOx ISSUED DATE: DUE DATE: TOTAL AMOUNT:
Supply entire suite of poolside furniture to 20053, 240012020 U Mok 2020 $25,586.32
replace entire existing items
Guotation Purchase Ovder Invoice
InVOice Tax Invoice
Invoice No: #13456
RO SSUED TE
ABC Pt Ltd, :
~ . Sunglade Condominium
ﬂ 12;':‘:;‘:‘;;;;“*" HDB-I2 EORBhEnienSingapvle 7RIS 5 Arnber gardens, #01-14 One Amber, Singapare 438973
+65 82828282
Wik coorEg wwwsunglode.carmsg
TENDIER M ME PO REF NG ISSUED DATE DLE DATE TOTAL AMOUNT
00069 24M0r2020 30 Mor 2020
Supply entire suite of poolside furniture to $25 ,586.32

replace entire existing items

After sending invoice, go back to Archived Bids, the bids record will be shown on the list.

Archived Bids (3)

Supply entire suite of pool
side furniture to replace
entire existing items

One Amber - Southeast

5 $11,000.00 $12,000.00 -
TOTAL BIDS AVG BID PRICE QUOTED PRICE AWARD DATE

Supply entire suite of pool

side furniture to replace 5 $11,000.00 $12,000.00 13 Dec 2019
entire existing items STATUS TOTALBIDS AVG BID PRICE QUOTED PRICE AWARD DATE
One Amber = Southeast
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Clarification

Clarification is where PMs and Vendors communicate.

New Clarifications

B | I Y| ==

Enter your guestion

Select Vendor

o Supply entire suite of pool side outdoor

@ ask all Tenders $GD 16,320.00
pp— furniture to replace entire existing items T

o Supply entire suite of pool side outdoor

SGD 16,320.00
furniture to replace entire existing items axcustea ol G5T

Hove you used vendor maonagement software belora?

Just submit a question

Sayfi Furniture Pte Ltd SGDN.00
whenever you have one!
N this i iy first time using
Ask Project monager more questions -
B XV I=E|i=
Enber your queston

My Categories

To have a quicker and closer match, vendor can simply select what to offer so that PM could easily
discover the right vendor and match accurately (The selected ones will be pinned on top)

SETTINGS

My Categories

Access Conlrols System
Air Conditioning ond Heating and Ventitation

Electrical Preducts

O sttskip Bin

O assystem

D Access Control System
O (Hvac)

O akalinity Buffer

SAVE

Adr Conditioner

3 D Heater

——"’

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