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1 e-Tendering

1.1 How to request a tender number

e Complete the e-tendering enquiry number and closing date booking form offered by
the tender office.
e Submit the form to tenderbookings@eskom.co.za

1.2 How to create the Audit report in OpenText

e Navigate to Audit Report (e-Tendering) folder

e Use the enquiry number to print the audit report to verify that there have been no
changes to the documents during the transfer from Tender Office workspace to Formal
Tender evaluations in Enterprise space in OpenText

opentext”| Content Suite Platform ce21.3

agoment + EVALUATIONS

Y Bl EVALUATIONS v - I

D veme » @ D Document Number Varsion Moditied Size v
P Audit Report 0 F 24000701 27/01/2025 1134 Then @ v
Bl Formal Tonder Evalua 24650277 3/02/202% 08,23 ey O Vv
Bl wiormal Tender Evaluations (C5D RFQ) 24001012 3/02/2025 0823 tem 5 @V

Figure 1

e Access the Audit WebReport folder

opentext | Content Suite Platform ce213

EVALUATIONS © Audit Report

Y B Audit Report v B O ©

B Name 4 @ 3] Document Number(  Varsion Modihed Sae v
RT Audit WebReport 24895000 1 2710172025 11:34 LT o S

Figure 2

e Use the tender number to run the report

opentext’| Content Suite Platform ce213

National Transission Comgany South Afrk Procuromont & Supply Management -+ EVALUATIONS © Audit Report

€ Audit WebReport

Figure 3
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1.3 How to upload Tenders on Tender Bulletin and other site
1.3.1 Login

e Enter your existing Elec username and password, then click on the “Login” button.

' ® Eskom

Mokoract

e If you have successfully logged in, then the Tender bulletin menu screen is displayed
with the logged in user details, login time, role and log off button. The following menus
on top: Home, add new Tenders and Help Manual are also available. On the content
page section, the list of all the logged in buyer’s active tenders will be displayed. The
search window will be blank. Filter by status will default to “Active” and filter by user will
default to “My Tenders.” If you have not loaded any tenders yet, or have no current
active tenders, the list will be empty.

k_x\’{f_' CRCHEN ] T Clarence Mokoraki , login time: 11:43 AM , Role: Admin
i it u\w \ﬂvz & 106 o5+
- ; 3 =
i

Figure 4

1;1'\ 4 e —— A

e =

PSS/ 1\

elp Manual

N d

/ 1 TENDERBULLETIN |
"\ :

Home | Adminisirator | Add now Tenders | Lookups I Contact Detatls | Audif Trail

Lache

Closing Date & Time Published Date Office location Description Closed Tender YN

09-Feb-2024 10.00 05-Feh-2024 1133

Figure 5
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Home | Administrator ' Add new Tenders LooKups Contact Details | Audit Tral Help Manual

Closing Dale & Time Published Dale Office location Description Closed Tender Y/N Documents

09-Feb-2024 10:00 05-Feb-2024 11:33 Test with transnet user

Figure 6

e The list of tenders will be having the headings: “Closing Date & Time”, which is the closing
date and time information of the tender, “Office location”, “Description” which gives
=1

" which shows how many

“ 4
documents are attached to the tender. The last column will have three icons * x i if
the tender is not published or one icon if the tender is already published. The unpublished

-
tender’s icons are “Edit” * ' for editing the tender information/details, “Delete” X for
deleting the tender and “Publish” for publishing the tender, thus making it visible to the

~
public site visitors. The published tender’s icon LJ is only one and is for “Unpublishing”
a tender, thus making it invisible to the public site visitors.

description information of the tender and “Documents”

1.4 Managing Tenders

You can add new tenders, edit existing ones, delete tenders, restore deleted tenders, attach
documents to tenders and publish or unpublish tenders. This can be done as follows:

1.4.1 Provision of Division with Sub Areas

e On the Add/Edit Tender page, the Division field has Sub Areas e.g., if Generation is
selected, it will bring up the list of Power Stations.

e |f the Distribution Division is selected, it will bring up the list of Clusters.

© 2025 Eskom Page 5 of 27
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Hame Aumlm\lmmr‘

Closing Date & Time

09-Feb-2024.10.00

Add new Tenders Lookups

Pubkished Date

05-Feb-2024 1133

Contact Details

Office location

MWP

Audit Trail | Help Manual

Description Closed Tender Y/N Documents

Test with transnet user

Figure 7

—rs e

§ ]

) e—ste
Home | Administrator

r

)

Add new Tenders

LODKUpS I Contact Detalls

0
TENDERBULLETIN
]

Audit Tran | Help Manual

Add new Tenders

[Dlvblon O

GENERATION

act Target Audience v

Power Station

Closing Date and
Time (yyyy/mm/dd) *:

Province "

Tender Class * :

Salact Power Station

Tutuka
Matimba
Kendal

Hendnna

Nuclaar Porttolio
FPaaking

Generation Commercial
Camden

Grootviei

Komati

Duvha

Baoks

Matla

Koeberg Operating Linit
Knel

Majuba

Amot

Ingula Pumped Starage Scham
Medup Powear Station Gx

20 Characters left

Select Transaction Type v

" Clarence Mokoraki

Select Contract Type v

[ Transaction Type *
Tender Owner

Contract Type *:

|Scope Detalls = 400 Characters left

el

Figure 8
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1.4.2 Reference Number field renamed to Enquiry Number

o Reference Number field has been renamed to Enquiry Number as highlighted below,
allowing up to 20 characters.
]

TENDERBULLETIN

|

EdiVAdd Tender

—130
s

Figure 9

1.4.3 Scope Details field, extended to allow up to 400 characters

Select Contract Type -

limit now extended up to 400 characters

Figure 10
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1.4.4 Tender class area, items have been removed and refreshed to only 4 new items

" Clarence: Moknoraki

Infrasiructure Frope iR ELoRll Engingenng and Construciion Gontract
Goods Engineanng and Gonstruction Sharl Gontract
Sefvices Eskom Geoneral Conditions Purchase
Goods & Sennices FIDIC

General Servicas Contract

My First Contrasct Type From APL

My Fitiy Contract Type From A2

My Fourth Contract Type From AP

My Second Contract Type From AP

My Third Uipdate Confract Typs From AP 0O0M

MEC3 Tarm Sarvica Shorl Contract

Mol appiicable

Powar Purchasing Agraement

Professional Services Contract

Property Sales Agreement/ Offer to Purchase

Specially Drafted Eskom Contract

Supply Contract

Temp

Term Service Gonlrsot

Figure 11

1.4.5 Transaction Type is a new field with different options

Edit/Add Tender

o s

-
Selact Transaction Type w

T ion Type

Regret Latier
Canceliation
Tender Vahidily
Mew Tender
Re-issue
Motification of awarnd
Mames of Bidders/ Tenderers
Supplier Forum
Presentation
Brigfing Mote

Goods & Services Tender Extension

Figure 12
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1.4.6 Published Date section, shows when a Tender was published

p 4 " CIArence MOKOTaK: , 10gin Wme: 1’1285 AN , NOIe. ACm)
s -IH\A—: - =

o ‘ - %M

T\ IAQ“ iv"” ”" / | TENDERBULLEE}){

Hnme Administrator | Add new Tenders | Lookups | Contact Detfails | Audit Trail | Help Manual \

Closing Date & Time Published Date Office location Description Closed Tender Y/N Documents

09-Feb-2024 10:00 05-Feb-2024 11:33 Tes! with transnet user

Eskom Copyr

Figure 13

1.4.7 Attaching Documents to a Tender

The Home screen will reflect all your active tenders listed.
e On one of the tenders, click on its “Documents” icon. The screen to add documents will
appear
/% R —'ﬁ\ E L)
F AT Su—— | f TENDERBULLETIN
ﬂ\ _———— ”ﬁé ‘7 B M\ :

Home | Administrator | Add new Tenders | Lookups | Contact Details | Audit Trail | Help Manual

Search Tenders v Iy Tenders v

Closing Date & Time Published Date Office location Descnption Closed Tender Y/N Documenis

09-Feb-2024 10:00 05-Feb-2024 11:33 MWe Test with tiansnet user

Eskom Copyright 2024

Figure 14
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e Click “Browse”, select the documents you want to upload and then click “Open”. Screen
with selected documents listed will appear.

I AT, SN e TN . ey e el WA

Home | Administrator | Add new Tenders | Lookups | Contact Detalls | Audit Trall | Help Manual

Documents

| Add Foider |

hD

File Name Size Type Date

Figure 15

e Click “Upload” to upload the documents. Documents uploaded successfully and
message appears to confirm.

m Clarence Mokoraki , login time:

3 )
N U ' “File uplaaded 1uccesatully” x:
- v Fangs) Upinaded ‘l\

TENDERBULLITHS 1 —
W
\ N

llllll

Documents

(Cnoose Fiks.

240.52380058 Test Closure Raport pdf 555 936 KB applicatonpd! 05-Feb-2024 1123 I]
Figure 16

1.4.8 Adding folder/s to a Tender

Home screen shows with all your active tenders.

e Click “Documents” icon next to the tender you want to add a folder to. Screen for loading
documents and adding folders appears. Click “Add Folder.” The screen to add a folder will
appears.

© 2025 Eskom Page 10 of 27
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1

Fila Name Size Type Cate

240-52380058 Test Cosure Report pdl 565,936 KB application/pdf 08-Feb-2024 0705

Figure 17

e Type in the name for the new folder and click save. New folder is created, and you will
receive a message to confirm that

Folder Saved Suceastuby
V' Folder seved

TEN[JL}I\UUMLD AN

Homu | Administislos | Add new Tenders | Lookups l Contact Detuils | Audit Tead | Heolp \Vuumll

Documents

Fda Name Sze Type Cate
240-52380060 Test Closura Report pdf 666,836 KB appicationpel 08-Feb-2024 07:05 Delote  download
Figure 18
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1.4.9 Publishing a Tender

Home screen shows with all users’ active tenders.
e Click “Publish Tender” icon. The screen to confirm tender publish will appear.

= Ll [+,., ) ar :nce Mokoraki , login time: 6:53 AM , Role: Admin
———— — IR tenderadmin.eskom.co.za says R N —— D '
i Do you want to Publish this Tender what what Ref#:£SK00100 "
h °

N
, " 5 “ e TENDERBULLETIN

Homa | Administrator | Add new Tenders I Lok

o Filter By Status 0 Filtor By User
k> S

Closing Date & Time Office location Description Documents

16-Feb-2024 10:00 o] hat what N - >
opop what whal t x
.

S ——

Eskom Copyright 2023

Figure 19

e Click “OK” to confirm. Tender is published. Only the documents and un-publish icons
appear next to it.

1.4.10 Un-Publish a Tender

e Home screen shows with all users’ active tenders.
Click “Un-Publish Tender” icon. Screen to confirm tender un publish appears.

Click “OK” to confirm. Tender is un-published and the documents, edit and publish icons
appear next to it.

Clarence Mokoraki , login time: 7:12 AM _ Role: Admin|

tenderadminga.eskom.co.za says P ————a = S
Do you want to UnPublish this Tender Test with transnet user

Ref#:DX2024 TENDERBULLETI){
=]

Home | Administrator | Add new Tenders | Lo

\

Closing Date & Time Published Date Office location Description Closed Tender Y/N Documents

09-Fab-2024 10:00 05-Fab-2024 11:33 % Test with transnet user

Figure 20
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1.4.11 Deleting a Folder or Document

Home screen shows with all users’ active tenders.
e Click “Documents” icon. Screen for loading documents and adding folders appears.
e Click “Delete” next to a document name. Screen to confirm document deletion appear.

b Clarence Mokoraki , login time: 7:12 AM , Role: Adm
ety Sl o =

Ll " i eskom.co.za says | \ﬂlz =

Do you want to Delete this document 240-52380958 Test Closure

Report pdf TENDERBULLETIN\
4

Documents

240-52380058 Tes! Closure Repart pdf 555936 KB appiication/pat 05-Fab-2024 11:33

Delote | | downingd

Figure 21

e Click Ok. Document is deleted.
e Click “Delete” next to a folder name. Screen to confirm folder deletion appear.
e Click Ok. Folder is deleted.

1.4.12 Deleting a Tender

Home screen shows with all users’ active tenders.
* Click “Delete Tender” icon. Screen to confirm tender deletion appears.

Clamace MOLOrX | login time: 7713 AM , Kose: Acmin

i tenderadminga.eskom.co.za says e e
4 .o'(

Do you want te Delete this Tender Supply of IT peripherals over 3

| period of 3years Ref®ESK202 TENDERBULLETIN
E

1th transnet user
05 Fob-2024 1130 05-Feb-2024 0098 TRANSNET EST WITH TRANSNE |
16-Jan-Z024 1000 12-0ec2023 1148 EAL AOODS SUPPLY N ol 'S

~
31-Aug-2023 0100 31AUQ-2023 1606 WV Supply of IT perpherals ovar a period of 3 years N er @}
31 Aug 231X 31 Mg-2023 11 02 MV Supply of KVA 170 N \" k ad x _'
31 Aug-2023 11 00 31-Aug-2023 10:56 e Confrad for PP N rr ¥ - x _}
31-Aug-2023 10.25 31-Auy2023 1027 Eskom Park & . ~ x .'
IAug2023 09 57 AU 20D3 1006 MVP el 5 -~ x i

Figure 22
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e Click “OK” to confirm. Tender is deleted and is removed from list of active tenders.
1.4.13 Restore a deleted Tender

Home screen shows with all users’ active tenders.
e On the “Filter by status” dropdown, select “Deleted.” List of all deleted tenders is displayed.
o Click “Restore Tender” icon. Message to confirm is displayed.

tgnderadminqa,eskom,w,u - - _—.ra»-nmr:zmn )ngmlmo;;:;\- Admm!

» e [

TENDERBULLETIN
"\

Do you want to Restore this Tender Testing for a month Ref#:DX2356

Closing Date & Time Pubiished Date OMmce ol Description Closed Tender Y/N Documents

12-Dec-2023 10:00 11-De¢-2023 0331 Tasting for o month

STOCOODHOCODOOCE :
~ - I M A N N A _..,_

AR

Figure 23

e Click “Ok”. Tender is moved back to list of active tenders.
1.4.14 Tender Bulletin Site (Public Facing Site)

e Summary field removed on the landing page and on the tender information section

1
®
when a supplier clicks on “view/eye icon” =",

® Eskom

Tender Viswing Details

Figure 24
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e Upon clicking the “View” option, the Reference Number field will now appear as the
Enquiry Number field.

® Eskom

Tender Viewing Details

Figure 25
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2 Searching for Tenders

The system comes with a strong build-in search capability. This allows one to perform
searches for tenders on the system. There are many ways to perform a search. You can do
a quick search, or search by status or also search by user.

2.1 Quick Search

e Click the Home menu option. Home screen shows.

e Type any word on the search window (We used the word “location” in our example below).

e All Tenders that have that phrase in their content and whose filter by status is “Active”
and Filter by user is “My Tenders” will show. The last two filters are as default but can be
changed to further filter your search results.

K = A0S0 noe!
ClosingDA0 & o jiched Date  Office location e SAoB Janow
Time XN

ice Retail SUPPLY AND DELIVERY AND SWITCH O
Centra 1 Maxwell Drive Sunninghill 2000 HE XRF FUSION FLUXER \
Tender Office Retall Centre 1 Maxwell Dnve
Sunninghiil 2000

‘ I 25-Feb-2025 10:00  30-Nov-2023 Es Park Te
0113

C

! 31-Jan-2025 1000  02-Noy-2023 MWP18390X {validity extension) MWP18390X (validity extension) N - ‘N
0353 \ 5,
01-Noy-2024 0224 01-Nov-2023 Sunainghill MWP N - N
0313 \ 5.

05-0¢1-2024 10.00  05-0ct-2023 10:32 Lethabo Power Station

Figure 26
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2.2 Search by Status

Home screen shows all user’s active tenders.

e On the “Filter by status” dropdown, select “Closed.” All logged in user’s closed tenders
will be displayed:

A\ AR =/ XN
Home | Administiator | Add new Tenders l Loakups | Contact Details | Audit Trail | Help Manual
e Pubkshed Date Office location
31-0ct-2028 1148  31-0c¢-2023 1152  Cape Town REGRET LETTER FOR THE PROVISION OF N -1 (\
PERIOD OF 5 \ ~
FICE BELLA
ANKERLIG POWER STATION,
ACACIA P R STATION, PALMIET POWER
STATION, PORT REX POWER STATION AND
SERE WINDFARM
22-Feb-2027 01:33  22-May-202301:35 ERI GERMISTON The Prowision of cleaning ces for the Ash N [ ] (\
and Cosl plant at Madupi snd Kusile powee \
station for Eskom Rotek Indusires, for a period
of 48 months on an &s and when recuired basis
16-Jun-2025 1000 20-Nov-2023 0258 ERI Canceliation of tander The Provision of (he N - (\
Testing and Rubber Lining on an a5 whan \
is, over a period of 38 months at
Kuste Power Station (FGD plant)
25-Fed-2025 10:00  30-Nov-2023 01:13  Eskom Megawatt Park Tender Office Retail SUPPLY AND DELIVERY AND SWITCH ON N -1 (‘
Centra 1 Maxwell Drive Sunninghil 2000 Tender 114 XgF FUSION FLUXER \
hive Cant

Figure 27

e On the “Filter by status” dropdown, select “Deleted.” All logged in user’s deleted tenders
will be displayed:

=5 :

=
TENDERBULLETIN
)

%\

Home

Closing Date & Time Published Date Office location Desenption

31-001-2028 11:48  31-0ct-2023 11:52  Capa Town REGRET LETTER FOR THE PROVISION OF N - (\
CLEANING SERVICES FOR PERIOD OF 5
YEARS AT DURBANVILLE OFF
ROSA OFFICE, ANKERLIG PO
ACACIA POWER STATION, PALMIET POWER
STATION, PORT REX POWER STATION AND |
SERE WINDFARM

22-Feb-2027 01:33  22-May-2023 01:35 ERI GERMISTON The Provision of cleaning services for the Ash N -1 (\
and Coal plant a1 Medupt and Kusile power
station for Eskom Rolek Industnas, for a panod
of 48 manths on an as and when required basis

16-Jun-2025 10:00  20-Nov-2023 02:58 ERI Canceliation of tender The Provisien of tha N - (\
Spark Testing and Rubber Lining on an as when
required basis. over a period of 36 months at
Kusile Power Station (FGD plant)

25-Feb-2025 10.00  30-Nov-2023 D1:13  Eskom Megawall Park Tender Office Retail SUPPLY AND DELIVERY AND SWITCH ON N (‘
Centre 1 Maxwell Drive: Sunninghill 2000 Tender  THE XRF FUSION FLUXER s

Do Datail Contro 3 biavwall Drive

i

Figure 28
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e On the “Filter by status” dropdown, select “All.” All logged in user’s tenders will be
displayed:

i -~ x larence Mokoraki , login time: 7:12 AM , Role in)
; o~

-
TENDERBULLETIN
| |

Home | Administrator | Add new Tenders | Looku | Contact Details | Audit Tradl ’ Help Manual

Closing Date & Time  Published Date: Office location Descnption Closed Tender Y/N Documents
31-Oct-2028 1148  31-Oct-2023 1152 Cape Town REGRET LETTE! R THE PROVIS! N \Gr‘l (\
CLEANING SERVIC FOR PERIOD OF & -
YEARS AT DURBANVILLE OFFICE, BELLA
ROSA OFFICE, ANKERLIG POWER STATION
AC \ POWER STATION, PALMIET POWER
STATION, PORT REX POWER STATION AND
SERE WINDFARM
22-Feb-2027 61:33  22-May-2023 01:35 ERI GERMISTON The Provision of cdeaning sarvicss for the Ash N f"'1 (\
and Coal plant at Madupi and Kusile power
station for Eskom Rolek Industries, for a penod
of 48 months on an as and when required basis
16-Jun-2026 10:.00  20-Nov-2023 02:58. ERI Cancaliation of lender The Provision of the N \‘rl (’\
Spark Testing and Rubber Lining on an as when
requirad basis, over a penod of 36 months al
Kusila Powet Station (FGD piant)
25-Feb-2025 10.00  30-Nov-2023 01.13 Eskom Megawatt Park Tender Office Retail SUPPLY AND DELIVERY AND SWITCH ON N ] (\
Centre 1 Maxwell Drive Sunninghill 2000 Tendel  THE XRF FUSION FLUXER \ N

Figure 29

2.3 Search for all users’ Tenders

Home screen shows all user’s active tenders.

e On the “Filter by User” dropdown, select “All Users.” All active tenders on the system are

displayed. The ones not belonging to the logged-on user will appear without the “Edit,”
options.

W\ AN | TENDERBULLETIN

Home | Admingsirator | Add new Tenders l Lookugs | Contact Detans | Audit Trail | Help Manaal I

Closing Date & Time Published Date Office location
31-0ct-2028 1148 31-0ct-2023 11:52  Cape Town REGRET LETTER FOR THE PROVISION OF N - (\
CLEANING SERVIC R PERIOD OF & \
YEARS AT DURBANVILLE OFFICE BELLA
STATION, PORT REX POWER STATION AND
SERE WINDFARM
22-Feb-2027 0133  22-May-2023 0135 ERI GERMISTON The Pravision of cleaning services for tha Ash N =1 r\
and Coal plant at Medupi and Kusile power \
station for Eskom Rotek Industries, for a penod
OF 48 monins on an as and when requirad basis
16-Jun-2025 10:0¢  20-Nov-2025 0258 ERI Canceliation of tender Tha Provision of the N -1 (\
Spark Testing and Rubber Lining on an as when |
required basis, over a pericd of 36 months at
Kusile Power Station (FGD plant)
25Feb-2025 1000  30-Nov-2023 0113  Eskam Megawatt Park Tender Office Retail SUPPLY AND DELIVERY AND SWITCH ON N -l ( \
Centre 1 Maxwe!l Drive Sunninghill 2000 Tender  TE XRE FUSION FLUXER \ ~
it C | e S ]

e ————————————————l

Figure 30

© 2025 Eskom Page 18 of 27



® €S|(0m Proprietary and Confidential

Eskom eTendering System
User Manual

3 How to Move the Tender from Tender office space to Enterprise
evaluation

e Once the tender closing date has been reached, the tender officer will advise the
buyer via buyercollection@eskom.co.za. that the documents are ready to be
collected. The buyer will be given read access to the tender access Tender folder.

e The buyer will then check that the information on the buyer collection sheet is the
same as the information in the tender folder, if satisfied, the buyer must sign the buyer
collection sheet and return to the processing tender officer via
buyercollection@eskom.co.za. If the buyer is not satisfied with the information, he/she
will make the correction on the buyer collection and send back to the tender office.

e Once the tender officer receives the signed collection sheet, he will notify his manager
who will then give full control to the buyer.

e The buyer then removes the tender office personnel’s access to the folder and adds
his manager to the folder giving them full control.

e It must be noted that access must be removed for all sub folders

e The buyer then creates a folder in the enterprise formal tender evaluation space under
his name using the enquiry number as the name of the folder

opentext" | Content Suite Platform ce21.3 Q % LK
ent » EVALUATIONS * Formal Tender Evaluations (e Tendering) actical Sourcing » Coastal Grid ' Liezel Khan
Yt BE Liezel Khan v O Wb o
7 D Name 4 Q D Document Number { Version Modified Size v
| B enquiry1234 25555124 X 21/02/2025 09:47 Items @ v
Figure 31

e The buyer will then copy the tender information from the tender enquiry number folder
in ‘Tender office workspace” to the enquiry number folder in the ‘enterprise formal
tender evaluation’ space under his/her name.

e Generate an audit report (refer to 7. How to draw the audit report for OpenText) to verify that
the information was not compromised (corrupted or duplicated) during the move

e The documents are now ready for evaluation
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4 How to sort the Tenders in preparation for evaluation

o The buyer will create sub folders in the enquiry number folder for each evaluation category e.g.
Technical, Commercial, SHEQ and Financial

opentext” | Content Suite Platform ce213

NS ' Formal Tender Evaluations (e Tendering) » Tactical Sourcing » Coastal Grid ) Llezel Khar Enquiry1234

ise

Y BE Enquiry1234 ~ 2 0O h

] O Neme 4 ‘aQ D Document Number [, Version Madified Size v

] Bm ¢ i 2558450 025 09 10 o v

| Bl 2 Technical 5464 1/02/2025 00:47 14 & v

] B 3F | 55620 025 09 Ttem € v
Figure 32

e The buyer must copy all the tender submissions to each sub folder e.g. Technical, Commercial,
SHEQ and Financial

e Basic compliance checks need to be performed

¢ Non-Mandatory documents can be added to the folders

e Tip: Once the information has been copied to each sub folder, the buyer will then delete the
category that is not applicable to that sub folder. e.g. delete the Financial, Technical etc folders
per supplier that is in the Commercial folder.

¢ Please note that this is done to facilitate easier access control for the buyers

5 Notification to Evaluator
5.1 How to notify evaluator of tender ready status

e When the tender has been moved to OpenText evaluation space, write an email to the
evaluators advising them that tenders are ready for evaluation. An example of an email is
set out below.

Good day evaluators

Boardroom number 123 has been booked for your evaluations. When you are in the
boardroom, please notify me so that | provide you with reader access to the folders.

Please note:

e Evaluations can only be done on an Eskom site

¢ Documents should not be downloaded, printed or duplicated in any form.

¢ Please ensure that you view the tender documents in ‘Classic view’. Please
liase accordingly should you need assistance on how to access this view.

e It is your responsibility to ensure that the integrity of information is upheld

e Access will only be granted for a limited time and will be revoked at the end of
each business day while evaluations are taking place. You will be required to re-
request access every time you need to evaluate.

e Access will only be granted to evaluators that have completed the necessary
documentation e.g. DOA and NDA
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5.2 Email when evaluator is in evaluation room

e Once the evaluator is in an Eskom site and you receive confirmation thereof, give the
evaluator access to the respective folders as ‘read-only’ access.

opentext-| Content Suite Platform ce213 Q * LK

¥ Liezel Khan

< B uezelKhan ¥

+

Grovg
Q. [Content Server Administration] Read
Q Ayanda Vetan! (YelaniA) Read
@ Bust Rozani (Rozanie Read
@ Uiezetkhan (khant)
@ Linda Appolits (Dennist) Rsad

© shental Ramikison (PandaySR)

Figure 33

e |If the evaluator requires to continue the following day the access needs to be taken back
and issued the following day for the agreed time for continuation.

e The status/permission should change from “Read” to “None”

e |tisrecommended that a daily reminder is set up in Outlook for you to remember to remove
the access of all evaluators.

RE: Evaluation access enquiry number Eskom 1234
Good morning evaluator

Thank you for confirming that you are at an Eskom site. Please be reminded that
evaluations can only take place on an Eskom site.

Kindly note that read access to the folder is being given to you until end of business
today. If you have completed your evaluations before this time, please let me know so |
remove your access. Please ensure that you view the tender documents in ‘Classic
view’.

[Insert link]

Please note that if no response is received from you by 15:30 (an hour before you finish
work), your access will be removed, and you will have to request access again when
needed

Please be reminded:

e Documents should not be downloaded, printed or duplicated in any form.

¢ Please ensure that you view the tender documents in ‘Classic view’. Please liase
accordingly should you need assistance on how to access this view.

o ltis your responsibility to ensure that the integrity of information is upheld
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5.3 Virtual evaluation room rules

. Evaluations can only be done on an Eskom site

. Only yourself (buyer) and the procurement manager must have full access to the
OpenText evaluation folders.

. Documents should not be downloaded, printed or duplicated in any form

. Access must be granted only for the requested timeframe. 30 minutes before your end
of day, the access must be changed from “Read” to None” and requested afresh in the
following day.

. The documents should only be viewed by the evaluators on “classic view” see 2.7.1
below.

5.3.1 Viewing afile in classic view

e The Evaluator should access the tender file in “classic view “and this will allow for the
generated audit report to reflect the evaluator as having read the file and not
“‘downloaded”.

e Click on the Profile Menu button

e Select Classic View

@ Policy - Contert Suite Patfome %

BEBO
- 1 3 :
1

Figure 34
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e Click the drop-down menu button next to the file name
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Figure 35

Select View as Web Page
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Figure 36
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e The file is displayed
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Figure 37
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6 MS Team for collaboration
6.1 How to create a Team/ Main folder

Create a Team on MS Teams for the specific tender/enquiry number. The buyer and procurement
manager must be the owners of the Team

Transformer Evaluation Team Channels Members Pending requests  Settings  +3

Shown for

you

Commercial report ()

Financial reports (5

ral information ()

Figure 38

6.2 How to create channel/ subfolder
The channel must be private. The buyer and procurement manager must be the owners of the channel, and the evaluators will
have access to their folders only

. Create a channel folder for each of the evaluation reports (commercial, financial, technical)
Assign each evaluator access to their folder only

Transformer Evaluation Team Channels Members Pending requesis  Settings  +3

Shown for

you

Commercial report [

Financial reports (5

General information

General information

Figure 39
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7 How to draw the audit report for OpenText

e Navigate to the evaluations folder on OpenText
e Click the Audit report folder
:' 0D ®» Yom Intra %X @ EVALUATIONS - Content Suite x = @
C ‘opentaxcs eskom.co.za g D ¢ @ % ')

opentext’| Content Suite Platform ce213

OM ) Natlonal Tranemission Company South Africa ) Procurement & Supply Managemant )} EVALUATIONS

b f BE EVALUATIONS v "0 %
O D Name & Q D Document Number ( Version Modified Size v
| : Audit Report 246586791 27/01/2025 11:34 1 item (} v
L : Formal Tender Evaluations (eTendering) 2465027% 13/02/202508:23 2 Items ﬁ b
[0 B ieformal Tender Evaluations (CSD RFO) 24691012 13/02/2025 08:23 Them 3 v
Figure 40
e Open the Audit WebReport folder
2 O | ® Pages- Eshom wwamet x - 0 =0 R

Audit Report

0 vame ¢+ a " e sion  Modifed 1 v
B Avat webrep ! QO v
Figure 41
e Fill in the enquiry number and generate the report
2" O | @ fuoes - Eskom nteanet K. @ MNoditRepont - Comtant Sume Pt X | o (-39 - & X
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opentext | Content Suite Platform ce213
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Audit Report

€ Audit WebReport

Run WebReport

Cancel

Figure 42
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8 Document management

After evaluation, documents for both the virtual evaluation room in OpenText and the
document is MS Team for collaboration is moved to OpenText document management for
record keeping.

These are the platforms on which the documents will be managed:

e OpenText
e Tender Bulletin
e MS Teams
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