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Part 1: Supplier RFI (Expression Of Interest) Manual 

Procurement and Contracts Section

How to Submit/ Submit Expression of Interest for participating in RFx 
(in order to be invited into RFx sourcing)



Portal Login

4

1. If the Supplier is invited to participate in a Tender, An invitation notification will be sent  to the Supplier email account and system account. 
2. Please use this URL https://spp-ext.pension.gov.ae/OA_HTML/AppsLocalLogin.jsp to access the application
3. Enter your Username and Password

https://spp-ext.pension.gov.ae/OA_HTML/AppsLocalLogin.jsp
https://spp-ext.pension.gov.ae/OA_HTML/AppsLocalLogin.jsp
https://spp-ext.pension.gov.ae/OA_HTML/AppsLocalLogin.jsp
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iSupplier Homepage 

5

1. If the Supplier is invited to participate in a Tender, An invitation notification will be sent  to the Supplier email account and system account. Supplier 
should login into the Portal to view the system notification.

2. Navigate as following  -  Sourcing Supplier > Sourcing > Sourcing Home Page → to access further details on the Tender.



Sourcing Page
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1. You can find the new invitation under “RFX Open Invitation”
2. Click on the number in order to view the details of Expression of Interest

1

2 To view Expression of 
Interest – Click on the 

number



Expression Of Interest- Header information
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1. To click on the header to go to the details
2. To view Requirements details under requirements (If any)
3. To view Notes and Attachments click on Attachments (if any)

1

2

3

To view the details of Expression of Interest – 



Expression Of Interest- Control information
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1. Go to the Control to see the closing

1



Expression Of Interest- Acknowledge Patriciate 
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1. Go to the Action and drop list
2. Click on Acknowledge Participation  → To send an acknowledgment message to the Invitee (ADPF team)
3. Click on GO

1
2 3



Expression Of Interest- Acknowledge Patriciate 
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1. If you are participating, Click “Yes” otherwise “No”
2. Click Apply
(End of the process)

1 2



Part 2: Supplier RFx Sourcing

Procurement and Contracts Section

How to Submit/ Participate in Sourcing activity



RFx -Quotation Creation– iSupplier Portal
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1. If the Supplier is invited to participate in a Tender, An invitation notification will be sent  to the Supplier email account and system account. Supplier 
should login into the Portal to view the system notification.

2. Navigate as following  -  Sourcing Supplier > Sourcing > Sourcing Home Page → to access further details on the Tender.

2

1



RFx- Sourcing Page
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1. You can find the new invitation under “RFX Open Invitation”
2. Click on the number in order to view the RFx details.

1

2

To view RFx– Click on the 
number



RFx- Header Details
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1. To view header information press on Header Tab)
2. To view Requirements details under requirements 
3. To view & download Notes and Attachments click on Attachments

1

2

3



RFx- Line Information
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1. To view the Line(s) information of the bill of quantity (BOQ)



RFx- Control Information
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1. To view the bidding closing date.



RFx- Online Discussion for Bidding Clarification

17

1. Go to the Action and drop list and select online discussion 
2. Online Discussions → this is a message board to discuss with the ADPF team for any questions/clarifications on the 

tender.
3.  Click on GO to reach the messages page.
 [All communications for RFx related matters will be conducted only through online discussion by ADPF vs Bidders]

1

2

3



RFx- Online Discussion (messages page)
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1. Press on New message to enter the information you want to inform ADPF Team
2. To Create new message, click on “New Message”

1

2



RFx- Online Discussion
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1. Add subject for the message  and add message context
2. Press on Send
(Click on Add attachment if required)

1

2



Acknowledge Participate in the RFx 
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1. Supplier is able to access the Tender. Under the ‘Actions’ drop-down list, Supplier can view multiple functions to facilitate the supplier.
2. Press on Acknowledge Participation → To send an acknowledgment message to the Invitee (ADPF team)

1
2 3



RFx- Acknowledge Participation
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1. If you are participating, Click “Yes” otherwise “No”
Write Note to the Buyer for the reason of non-participation
2. Click Apply

1

2



RFx- Quote creation (1-8)
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Quotation Submission:

1. Go to the Action and drop list to create a quote
2. Click on the ‘Create Quote’ to create a quotation for the RFx
3. Click on GO

1
2 3



RFx- Quote creation (2-8)
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1. In order to create quote, you must accept our terms and conditions Select the checkbox and press on accept
2. Click on Accept to move forward.

1

2



RFx- Quote creation (3-8)
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1. Optional Fields – Supplier can provide the below information – 
a. Quote valid Until
b. Quotation Reference Number
c. Note to Buyer

2.  Technical & Commercial Proposals (Mandatory Attachments) 
 Click on ‘Add Attachment’

2

1



RFx- Quote creation (4-8)
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1. Click on ‘Add Attachment’ to add the Technical & Commercial Proposals.
2. Click on ‘Category’ to select the proposal type
Note: Supplier must ensure that technical proposal is uploaded with technical 
category and commercial with Commercial attachment category

• Bidders must submit two separate bids: a Technical Bid and a Commercial Bid.
• The Technical Bid must NOT include any prices or cost information.
• The Technical Bid must include all required technical details and BOQ

(unpriced).
• Technical & Commerical bids to be use the same format of BOQ attached along

with the RFx.

1

2



RFx- Quote creation (5-8)
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1. Supplier must provide a response to all the questions mentioned in the ‘Requirements’ section as applicable.

Fill where 
applicable



RFx- Quote creation (6-8)
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1. Supplier must provide a response to all the questions mentioned in the ‘Requirements’ section.
2. After done click on Continue.

1

2

Fill where 
applicable



RFx- Quote creation (7-8)
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1. Click on the ‘Lines’ tab to review the  tender requirement to enter the commercial details (Line Price)
2. Enter the quotation price. Supplier must provide the ‘price’ details against each line if the tender has multiple lines.
3. Click on ‘Continue’ to proceed further on the Quotation submission.

1
2

3

Enter Prices 
details



RFx- Quote creation (8-8)
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1. A warning message is displayed to the Supplier to alert the Supplier on the Quotation submission.
2. Click on ‘Submit’ to submit the Quotation.
3. A confirmation message is displayed on the quotation submission. Click on link to return to the main page. (End of the process) 

1 2

3



Part 2: Supplier Acknowledgment

Procurement and Contracts Section

How to acknowledgement



PO Acknowledgement
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1. On Orders page in order to view the supplier PO
2. On the View Window click on (All Purchase Orders) → Click GO
3. Choose the PO that is not acknowledged 
4. Click on Acknowledged (End of the process)  

1

2

3

4



Thank You
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