
STEP 1 – LOGIN 

 



STEP 2 – SELECTING TENDER YOU ARE INTERESTED IN QUOTING ON

 

 

 



STEP 3 – COMPLETE MBD 4 

3.1 Click on the blue MBD4 hyperlink, as per below image 

3.2 Complete the form and sign it, then click “I agree” to submit 

3.3 Once submitted a green status at the top of the page will indicate submission success 

3.4 Click the “back to adverts” link where you will now see the status as “completed” with a green tick next to it 

 

Image for 3.1 

 

 

 

 

 

 

 

 

 

 



Image for 3.2  

 



 

 

 

 

 



Image for 3.3 

 

 

Image for 3.4 

 

 



 

STEP 4 -COMPLETING MBD 8 AND 9 

4.1 Follow the same steps Followed as per step 3 but in this instance just click the blue links for the respective MBD to be completed and submitted until all 

statuses change to “completed” 

 

 

 

STEP 5 – SUBMITTING QUOTE 

5.1 once all MBD’s are completed and submitted the quotations link will avail itself next to the tender line items requisition number, in each instance in the 

event of multiple line items 

5.2 Complete the quote screen as per normal for every field available. You can now also load by clicking the upload button, multiple support/compulsory 

documents as per tender specification and or advert as long as each document loaded is under 4mb in each instance, to the online portal. Failure to supply 

compulsory documents may render your submission non-responsive if it were requested. 



5.3 Once satisfied with your inputs/entries. You can then click the submit button. Once submitted you can download your quote proof or edit your 

submission in the event your made an error on it. If you click edit a submission you will be required to submit the quote again by clicking on the submit 

button as by clicking edit reverted your previous submission. 

Image for 5.1 

 

Image for 5.2  



 

Image 5.3 



 

 

 



 

 

end 


