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1. Landing Page 

The supplier landing page provides a quick overview of the current work status. 

 

 
It consists of mainly 4 sections: 

1.1 Page Setting 

1.2 Side Navigation 

1.3 Dashboard 

1.4 Last Viewed 

 

1.1 Page Setting 
 
 
 

 
Users 

Last Viewed Starred  Help Settings 

 
1. Last Viewed – To display a list of documents viewed recently 
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2. Starred – To find the document that you have bookmark 
 

 

How to bookmark a document - Click under Other Actions > Add Star 
 

 

3. Help – To display Terms & Conditions and About 
 

 

4. Settings 
 

 

5. User – Exit to logout from the page 
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1.2 Side Navigation – To view the individual sections 

 
Procurement: To view POs and view/create Delivery notes 

Invoicing: Creating of e-invoice, checking of status 

Sourcing: To participate on RFQ 

Settings: To maintain company data/bank number, network users etc 

Click “+” to expand or “-” to collapse 
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1.3 Dashboard 
Dashboard will provides a quick overview on the current list of outstanding work tasks 

under To Do section. 

 

 
1. Click on the To Do (Open public Sourcing Events) will display the list of 

outstanding Request For Quotes (RFQs). Click View All to display all 

documents. 
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1.4 Last Viewed 

A list of documents which were viewed recently will be displayed. Click on document 

number to view the document. 
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2 Business Opportunities 

Business Opportunities can be in the form of Request for Information (RFI), Request for 

Proposal (RFP) or Request for Quotation (RFQ). Suppliers are able to bid, provide 

information and quotation on items / projects outsource by SPH through the Supplier 

Portal. 
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2.1 Listing of Business Opportunities 

 
You can view the RFI/RFP/RFQ published in SPH Supplier Portal. 

 

Note: Only Awarded Supplier(s) will be notified via email with official Purchase Order. 

 

 

1. RFI / RFP / RFQ are published on the Landing page of SPH Supplier Portal 

 

2. Search Function is available when “Search” button is clicked on 
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3. Search Function is displayed 
 

 

Filter the RFI / RFP / RFQ by: 

a. Document Type = RFI / RFP / RFQ 

b. Keyword Search 

c. Document Ref No 

d. Closing Date 

 

RFI / RFP / RFQ will be filtered based on search parameters. 
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4. Log- in to Supplier Portal landing page using your credential 

 

 

 

6.(i) To participate in the bids, 

(a) Method 1 

Under “Open Public Sourcing Events” bar, click “View All” to review the 

potential business opportunities available. Select RFI / RFP / RFQ from 

the dropdown list 
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OR 

(b) Method 2 

On the Left Side Navigation, under Sourcing – Click Sourcing Events/ 

Sourcing Bids 
 

 

 

 

 

 

Select RFI / RFP / RFQ from the list 

 

 

 

 

 

 

(ii) Click “Bid on the Event” 
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(iii) RFI / RFP / RFQ will be displayed. Click on “Accept and Bid” to bid or 

“Decline” to reject 
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2.2 Email Invitation 

Supplier may be invited by SPH via email to participate in bids. 

Steps and Procedures: 

 

1. Upon receipt of the email, supplier can click on the Document Number hyperlink 

to answer bid in Supplier Portal 

*Do not download the excel document attached to the email. 
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2.3 Submission of Bid 
 

You can respond the bid either via direct data entry into the RFI / RFP / RFQ or 

downloading it to excel file: 

Method 1: Direct data entry into the RFI / RFP / RFQ 

Steps and Procedures 

1. Enter the mandatory information stated in the required RFI / RFP / RFQ 
 

a. Expiry Date - Mandatory field 

(State the expiry date of the quotation) 

b. Currency - To change currency (if applicable), click on the drop down list 

and choose the desired currency (e.g. USD) and click “Save” 

 
2. Click RFQ (Quotations) tab to enter the proposed unit price for sourcing items 

Note: All bids submitted are to EXCLUDE GST (if applicable) 

No changes are allowed to the “Item Description”, “Qty” and “Unit of 

Measure” tab. 
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3. If your proposal differs from the document, you can quote an alternate item by 

clicking the “Add New Line”. 

Input the Short Description, Qty, Unit of Measure and Proposed Unit Price for the 

additional/alternate item 

 

 

Note: 

Only 2 decimal places are allowed for the proposed unit price and / or discount 

percentage fields. 

 

4. Any additional packaging or freight charges are to be entered as New Line 

item 

 

5. Documents 

Under document, you can download any documents (eg: scope of work/artwork etc) 

that is attached by the SPH buyer to for your reference before you quote) 

You can also attach any other documents eg: quotation/proposal, product catalogue 

when submitting the quote. 

 

a. To attach a document, click on “New” 
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a. To Upload documents, enter File Name, Choose File, click on “Save” 
 

 

 

 

 

b. Document is uploaded 
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7. Once completed, click “Send Your Response” to submit bid 

 

 
 

 

8. Bid submitted successfully - Answered 
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Method 2: Via downloading it to Excel 

Steps and Procedures 

Alternatively, you can download an excel template, response in excel and upload it into 

the system. 

1. Click on “Export as Excel” and save the excel file 
 

2. Open the excel file and enter the mandatory information 

Eg: Expiry Date 
 

3. Scroll down to enter the proposed unit price for sourcing items 

Note: All bids submitted are to EXCLUDE GST (if applicable) 

No changes are allowed to the “Item Description”, “Qty” and “Unit of 

Measure” 
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4. If your proposal differs from the document, you can quote an alternate item by 

adding a new line. 

Input the Short Description, Qty, Unit of Measure and Proposed Unit Price for the 

additional/alternate item 

 

If encounter the following error while trying to add a new line, please go to 

Review → Unprotect Sheet 

 

 

5. Add in the Short Description of your alternative proposal, Qty, Unit of 

Measure and Proposed Unit Price for the additional line item 

 

Note: 

Only 2 decimal places are allowed for the proposed unit price and / or discount 

percentage fields. 
 

 

6. Any additional packaging or freight charges are to be entered in the new row. 

 

 

7. Return back to the supplier portal and click on “Load Excel File” 
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8. Upload the excel file and click “Add” 
 

9. Click “Go Back” 
 

10. Click “Send Your Response” to submit bid 
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11. Bid is submitted successfully 
 



Page 23 of 27 SPH Supplier Portal Manual 

 

 

2.4 Amend Quotation 
Quotation can only be amended if sourcing event is still opened. No amendment is 

allowed once the closing date expires. 

Steps and Procedures: 

 

1. Login to the portal 

2. Click on “Open Public Sourcing Events” and View all 

 

 

Or you can also go to Sourcing > Sourcing Bids on the side Navigation bar 
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3. Click on “All Bids”, select the bid that you want to amend 
 

 

4. Click on “Back to Accepted” icon in the answered RFI / RFQ / RFP 
 

5. Fields are editable. Amend any fields / quotation and click on “Send Your 

Response” to submit bid 
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2.5 View RFQ 

 
1. To view invited bids or participated bids: 

Click Sourcing > Supplier Bids 
 

 

2. Search function is available for supplier to search for bid participated by 

entering the RFQ number 
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3. Supplier has the option to export the answered bid as Excel 
 

 

 

 

Sample of the Excel File 
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4. To print, go to “Other Actions” icon 

(a) Select “Print Screen” 
 

(b) The RFI / RFP / RFQ will be displayed for printing 
 

(c) Under setting, click “Print” 

 


