
SUPPLIER 
ONLINE BIDDING
USER GUIDE

1. LOGIN AND REVIEW TENDER DETAILS

3. PAY TENDER FEES ONLINE
2. ACKNOWLEDGE PARTICIPATION

4. ONLINE DISCUSSION
5. CREATE AND SUBMIT QUOTE

This guide will instruct suppliers through the 
online bidding process to ASHGHAL. Kindly 
read the instructions carefully before you apply. 

Note: All shown data are for testing purpose 
only and suppliers have to enter their accurate 
information when using this electronic form.
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Step 6: 
 

 
 
 

Step Action 
6. Notice that Tender Documents will not be visible unless you pay the tender fees. 

Click the scrollbar. 
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Step 5: 
 

 
 
 

Step Action 
5. Click the PWA/ITC/1/2016/L link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Page 4 

Step 4: 
 

 
 
 

Step Action 
4. Click the Tender Details link. 
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Step 3: 
 

 
 
 

Step Action 
3. Click the You are invited: Tender PWA/ITC/1/2016/L (dry run itc 1) link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. LOGIN AND REVIEW TENDER DETAILS
Please follow the following procedures to login and review tender details

ACTION: 
- ENTER THE DESIRED INFORMATION INTO THE 
(USERNAME AND PASSWORD) FIELDS.
 
- CLICK THE LOGIN BUTTON.

ACTION: 
- CLICK THE YOU ARE INVITED: 
TENDER PWA/ITC/1/2016/L (DRY RUN ITC 1) LINK.

ACTION: 
- CLICK THE TENDER DETAILS LINK.

ACTION: 
- CLICK THE TENDER DETAILS LINK.

ACTION: 
- NOTICE THAT TENDER DOCUMENTS WILL NOT 
BE VISIBLE UNLESS YOU PAY THE TENDER FEES.
- CLICK THE SCROLLBAR.
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Step 3: 
 

 
 
 

Step Action 
3. Enter the desired information into the Note to Buyer field. Enter "I will participate". 
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Step 2: 
 

 
 
 

Step Action 
2. To enter notes, 

Click in the Note to Buyer field. 
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2. Acknowledge Participation  
Please follow the following procedures to acknowledge participation. 
 
Step 1: 

 
 

 
 
 
 

Step Action 
1. To acknowledge your participation, 

Click the Go button. 

 
 
 
 
 
 
 
 

2. ACKNOWLEDGE PARTICIPATION
Please follow the following procedures to acknowledge participation.

ACTION: 
- TO ACKNOWLEDGE YOUR PARTICIPATION, 
CLICK THE GO BUTTON.

ACTION: 
- TO ENTER NOTES, 
CLICK IN THE NOTE TO BUYER FIELD. 

- ENTER THE DESIRED INFORMATION 
INTO THE NOTE TO BUYER FIELD ENTER 
“I WILL PARTICIPATE”.

ACTION: 
- CLICK THE APPLY BUTTON.
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Step 7: 
 

 
 
 

Step Action 
7. Notice the Payment Confirmation. To return to the tender, 

Click the PWA/ITC/1/2016/L link. 
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Step 9: 
 

 
 
 

Step Action 
9. To download the Tender Documents, 

Click the award output.docx object. 
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Step 8: 
 

 
 
 

Step Action 
8. Notice the Tender Documents are now available for download. 

Click the scrollbar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACTION: 
- NOTICE THE PAYMENT CONFIRMATION.  
TO RETURN TO THE TENDER,
CLICK THE PWA/ITC/1/2016/L LINK.

ACTION: 
- TO DOWNLOAD THE TENDER DOCUMENTS,
CLICK THE AWARD OUTPUT. 
DOCX OBJECT.

ACTION: 
- NOTICE THE TENDER DOCUMENTS 
ARE NOW AVAILABLE FOR DOWNLOAD.
CLICK THE SCROLLBAR.
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Step 6: 
 
 

 
 
 

Step Action 
6. To confirm payment, 

Click the Submit card details for processing button. 
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Step 5: 
 

 
 
 

Step Action 
5. Enter the desired information into The 3 digits after the card number on the signature panel 

of your field. Enter "123". 
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Step 4: 
 

 
 
 

Step Action 
4. Enter the desired information into the / field. Enter "17". 
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Step 3: 

 

 
 
 

Step Action 
3. Notice that the Purchase Amount is stated as per each Tender. Enter the Card details.  

Click in the / field. 
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Step 2: 
 

 
 
 

Step Action 
2. Select your preferred payment method. 

Click the MasterCard button. 
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3. Pay Tender Fees Online  
Please follow the following procedures to pay the tender fees. 
 
Step 1: 

 

 
 
 

Step Action 
1. Paying the fees will enable you to download the Tender Documents. To pay Tender Fees 

Online , 
Click the Online Payment For Tender Fees button. 

 
 
 
 
 
 
 
 

3. PAY TENDER W ONLINE
Please follow the following procedures to pay the tender fees.

ACTION: 
- PAYING THE FEES WILL ENABLE YOU TO 
DOWNLOAD THE TENDER DOCUMENTS. 
TO PAY TENDER FEES ONLINE, CLICK THE  
ONLINE PAYMENT FOR TENDER FEES BUTTON.

ACTION: 
- SELECT YOUR PREFERRED PAYMENT METHOD. 
CLICK THE MASTERCARD BUTTON.

ACTION: 
- NOTICE THAT THE PURCHASE AMOUNT 
IS STATED AS PER EACH TENDER.  
- ENTER THE CARD DETAILS.
- CLICK IN THE / FIELD.

ACTION: 
- ENTER THE DESIRED INFORMATION INTO 
THE / FIELD. ENTER “17”.

ACTION: 
- ENTER THE DESIRED INFORMATION INTO 
THE 3 DIGITS AFTER THE CARD NUMBER ON 
THE SIGNATURE PANEL OF YOUR FIELD. 
ENTER “123”.

ACTION: 
- TO CONFIRM PAYMENT, 
CLICK THE SUBMIT CARD DETAILS FOR 
PROCESSING BUTTON.
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 Page 21 

 
 

Step 2: 
 

 
 
 

Step Action 
2. To make inquiries about the tender before Quote submission, 

Click the Online Discussions list item. 
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Step 6: 
 

 
 
 

Step Action 
6. Enter the desired information into the Subject field. Enter "Inquiry". 
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Step 9: 
 

 
 
 

Step Action 
9. Click the Send button. 
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Step 10: 
 

 
 
 

Step Action 
10. To return to the tender, 

Click the Tender: PWA/ITC/1/2016/L link. 
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Step 5: 
 

 
 
 

Step Action 
5. Click in the Subject field. 
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Step 4: 
 
 

 
 
 

Step Action 
4. Click the new Message button. 
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4. Online Discussion   
Please follow the following procedures to send clarifications using online discussion. 
 
Step 1: 

 

 
 
 

Step Action 
1. Click the Actions list. 

 
 
 
 
 
 
 
 
 
 

4. ONLINE DISCUSSION
Please follow the following procedures to send clarifications 
using online discussion.

ACTION: 
- CLICK THE ACTIONS LIST.

ACTION: 
- TO MAKE INQUIRIES ABOUT THE TENDER 
BEFORE QUOTE SUBMISSION,
CLICK THE ONLINE DISCUSSIONS LIST ITEM.

ACTION: 
- CLICK THE GO BUTTON.

ACTION: 
- CLICK THE NEW MESSAGE BUTTON.

ACTION: 
- CLICK THE SUBJECT FIELD.

ACTION: 
- ENTER THE DESIRED INFORMATION INTO 
THE SUBJECT FIELD. ENTER “INQUIRY”.

ACTION: 
- CLICK IN THE MESSAGE FIELD.
- ENTER THE DESIRED INFORMATION INTO THE 
MESSAGE FIELD. ENTER “INSERT QUESTION 
HERE”. 
- CLICK THE SEND BUTTON.

ACTION: 
- TO RETURN TO THE TENDER,
CLICK THE TENDER: PWA/ITC/1/2016/L LINK.
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Step 3: 
 

 
 
 

Step Action 
3. Click the Go button. 
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Step Action 
27. Click the Quote Valid Until button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 28: 
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Step 3: 
 

 
 
 

Step Action 
3. Click the Go button. 
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Step 8: 
 

 
 
 

Step Action 
8. Click in the Name field. 
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Step 13: 
 

 
 
 

Step Action 
13. Click in the Name field 
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Step 9: 
 

 
 
 

Step Action 
9. Click the Add Attachment... button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Page 40 

Step 11: 
 

 
 
 

Step Action 
11. Click the From Supplier: Technical list item. 
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Step 14: 
 

 
 
 

Step Action 
14. Click in the Type field 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 15: 
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Step 7: 
 
 

 
 
 

Step Action 
7. Click in the Type field. 
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Step 5: 
 

 
 
 

Step Action 
5. Click in the Name field. 
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Step 2: 
 
 

 
 
 

Step Action 
2. To create your offer, 

Click the Create Quote list item. 
 

 
 
 

 
 
 
 
 
 
 
 
 

5. CREATE AND SUBMIT QUOTE
Please follow the following procedures to create and submit quotes.

ACTION: 
- CLICK THE ACTIONS LIST. 
- TO CREATE YOUR OFFER,
CLICK THE CREATE QUOTE LIST ITEM.

ACTION: 
- CLICK THE GO BUTTON.

ACTION: 
- UPLOAD YOUR OFFER.
CLICK THE ADD ATTACHMENT... BUTTON.

ACTION: 
- CLICK IN THE NAME FIELD.

ACTION: 
- CLICK THE ADD ANOTHER BUTTON. 
- CLICK IN THE TYPE FIELD.

ACTION: 
- CLICK IN THE NAME FIELD.

ACTION: 
- CLICK IN THE NAME FIELD.

ACTION: 
- UPLOAD YOUR OFFER.
CLICK THE ADD ATTACHMENT... BUTTON.

ACTION: 
- MAKE SURE YOU ENTER THE RIGHT 
CATEGORY FOR YOUR DOCUMENT.
CLICK THE CATEGORY LIST.
- CLICK THE FROM SUPPLIER: TECHNICAL  
LIST ITEM. 
- CLICK IN THE TYPE FIELD.

ACTION: 
- CLICK IN THE TYPE FIELD.
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Step 4: 
 

 
  
 

Step Action 
4. Upload your offer. 

Click the Add Attachment... button. 
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Step 8: 
 

 
 
 

Step Action 
8. Click in the Name field. 
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Step Action 
15. Click in the Name field 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 16: 
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Step Action 
18. Click in the Name field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 19: 
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Step Action 
19. Click Apply button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 20: 
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Step Action 
20. To enter the validity of your offer, 

Click the Quote Valid Until button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 21: 
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Step Action 
21. Click the 7 link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 22: 
 

 

 Page 52 

 
 
 

Step Action 
23. Enter your offer price 

Click in the Quote Price field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 24: 
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Step Action 
25. Click the Continue button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 26: 
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Step Action 
16. Upload your Tender Bond copy. 

Click the Add Attachment... button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 17: 
 
 

ACTION: 
- CLICK IN THE NAME FIELD.

ACTION: 
- CLICK IN THE NAME FIELD.

ACTION: 
- CLICK APPLY BUTTON.

ACTION: 
- TO ENTER THE VALIDITY OF YOUR OFFER,
CLICK THE QUOTE VALID UNTIL BUTTON.

ACTION: 
- CLICK THE 7 LINK.

ACTION: 
- CLICK THE LINES LINK.
- ENTER YOUR OFFER PRICE CLICK IN 
THE QUOTE PRICE FIELD.

ACTION: 
- ENTER THE DESIRED INFORMATION INTO 
THE SEALED FIELD. ENTER “11000000”.
- CLICK THE CONTINUE BUTTON.

ACTION: 
- NOTICE THAT THERE IS A VALIDATION 
FOR YOUR VALIDITY OFFER CLICK 
THE HEADER LINK.
- CLICK THE QUOTE VALID UNTIL BUTTON.

ACTION: 
- UPLOAD YOUR TENDER BOND COPY.
CLICK THE ADD ATTACHMENT... BUTTON.

ACTION: 
- CLICK IN THE TYPE FIELD.
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Step 8: 
 

 
 
 

Step Action 
8. Click in the Name field. 
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Step 8: 
 

 
 
 

Step Action 
8. Click in the Name field. 
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Step 14: 
 

 
 
 

Step Action 
14. Click in the Type field 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 15: 
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Step Action 
28. Click the 17 link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 29: 
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Step Action 
29. Click the Continue button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 30: 
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Step Action 
30. Click the Submit button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 31: 
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Step Action 
31. Click the Return to Sourcing Home Page link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 32: 
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Step Action 
31. Click the Return to Sourcing Home Page link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 32: 
 

ACTION: 
- CLICK THE 17 LINK.

ACTION: 
- CLICK THE CONTINUE BUTTON.

ACTION: 
- CLICK THE SUBMIT BUTTON.

ACTION: 
- CLICK THE 
RETURN TO SOURCING HOME PAGE LINK.

ACTION: 
- END OF PROCEDURE.
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شكــــراً لكـم.
Thank You.
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