


How to respond to RFx in Procurement Central Page 2 of 8 

DASHBOARD 

1) Open Tender 

If there is an open tender, the RFx opportunity will appear under “RFx Open to All 
Suppliers” to which you will have to express interest. 

To express interest: 

• Click on the number under “Currently Open” within the “RFx Open to All 
Suppliers” portlet. 

• Select the open tender your organisation wishes to participate 

• Read through the Conditions of Tendering. Tick “I Agree” and click “Next”. 
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To start a response: 

• Click on the title of the RFx under “My RFQ with Pending Responses” portlet. 

• Read through the Conditions of Tendering. Tick “I Agree” and click “Next”. 

Responding to an RFx Opportunity 

1. View the RFx Details 

This page shows all of the questions that your organisation needs to respond to. 

If the RFx has additional attachments, there will be a warning sign at the top to remind you. 
You can click on the yellow warning sign to view the attachment. Alternatively, you can click 
on “Buyer Attachments” to retrieve the files. 

• To participate, click “Create Response”. 

• To decline, click “Decline to Respond”. 
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A warning will pop up with some instructions. Please read through the message and select 
“OK” to proceed. 

2. Enter your responses 

Generally, an RFx will have three response envelopes for vendors to respond to i.e. 
“Qualification”, “Technical” and “Commercial”. Click on the “Edit Response” 
corresponding to the envelope that you are providing responses for. 

In the example below, the vendor is going to respond to the technical envelope only. 

3. Validate your response 

Enter your response accordingly; Click on “Validate Response” to check that all of the 
mandatory fields are completed before clicking on “Save and Exit”. 
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Repeat steps 2 and 3 to create responses for other envelopes (if required). 

4. Submit your response 

When all of your responses have been entered for all of the required envelopes and no 
amendment is required, select “Submit Response” to proceed. 

Select “OK” to the pop-up message 

A confirmation follow up pop-up message will appear. Select “OK” again. 

You have successfully submitted a response to an RFx on behalf of your organisation. An email 
notification will also be generated to confirm the submission. 

Tip: 

Use “Save and Continue” function regularly to save your work throughout the process and 
avoid loss of work if technical issues are encountered. 



How to respond to RFx in Procurement Central Page 7 of 8 

Frequently Asked Questions and Answers 

Q: How can I ask questions about the RFx? 

A: All of the communications need to be conducted on Procurement Central. 

Click on “Messages” tab on the top and select “Create Message”. 

Follow the prompt and enter all the required fields to complete the message and select “Send 
Message”. 

Q: What can I do if I am having trouble with the system? 

If you are experiencing technical issues with the system, please log a support ticket here or call 
the support desk: 

It is strongly recommended that any error message generated by the system should be capture 
with a screenshot and sent to the helpdesk so that they can easily identify and resolve your 
issues quickly and efficiently. 
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