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Step-by-Step Guide to respond to a 

Request for Quotation from Silulumanzi.
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Invitation to Quote (RFQ)

Silulumanzi Suppliers will receive an invitation to quote via an email as below

RFQ Number will be 
on the subject and 
also repeated on in 
the body of the email.

Supplier Name will be reflected in 
the body of the email.

The Project Name will also be 
reflected in the body of the email.

The email will contain 
a link to use to submit 
the quotation. Click 
on the link to 
continue with the 
quotation submission.

Important information 
will be displayed in 
the body and 
repeated in the 
submission process
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Invitation to Quote (RFQ)

Quotation submission link

RFQ Number.

Supplier Name will be reflected.

Update the supplier details 
section. You will not be able 
to complete your submission 
if this space is left with 
BLANKS.

You can add up to 3 email 
addresses separated with a 
comma. All email will receive 
the RFQ link and OTP.

Take note of the RFQ submission 
closing date. You will not be able to 
submit after the closing date and time.

Upload your 
company logo to 
personalise your 
submission, the logo 
will stay in your 
profile once 
uploaded.
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Invitation to Quote (RFQ)

Quotation Specifications

Each line item will have a 
space to add comments.

The system will calculate the 
total based on the quantity.

Only if the supplier is VAT 
registered. Tick the check box 
and the system will calculate 
the VAT automatically and 
add to the quote total.

ONLY VAT Registered supplier 
must check the Vat Box! 

Quantity per line item.

Enter unit amount.
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Invitation to Quote (RFQ)

Notice, Save and SubmissionPlease read the 
Notice careful

You download the 
specification if you want to 
work is out of the systems or 
share with other people in 
your organization.

Always use the SAVE 
Progress button until you 
are sure that you 
included everything 
which require before 
submitting.

To retrieve the save 
quotation, use the same 
link received via email.

Ensure that you click the 
submission button to 
submit your quotation. 
Saved quotations are not 
submitted. Click Complete 
Submission to submit your 
Quotation.
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Invitation to Quote (RFQ)

Confirm Submission

All emails on the 
supplier’s profile will 
receive the OTP to 
complete the 
submission. Enter the 
OTP and click Confirm 
Submission.

This shows that 
your submission 
is in progress
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Thank 
You
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