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My Response has been divided into 3 envelopes as below:

Click on each Envelope to provide responses ONLINE



3

Once you click on an envelope, 

Online Questionnaire page would 

open up

READ ME FIRST – Provides tips and 

instructions on how to complete the 

online questionnaire 

Please read carefully before 

completing the questionnaire



4

Online Questionnaire has different sections. Each 

section would have questions and their descriptions

You are required to provide answers in requested 

format. For example, Yes/no, numeric, text, option 

list etc.

Yes / No

Text

(Not more than 2000 characters)

Upload attachment
Remember to always 

save and continue
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Option List : (One option)

Select one appropriate response from 

the drop down list

Multi Choice Option List :

Select multiple appropriate boxes from 

the applicable options
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Multi Choice Option List :

Selecting Health Services

The list of health services is very long and 

only 10 names will be displayed at once

Select your options and Click on ‘Next results’ 
Select from the displayed 

list and click on ‘Next 

results’

Once your selection is complete, the 

selected health services list will be 

displayed in the answer section
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You can also start typing the name of the 

health service and select your option

You can now see selection added to the list

For ‘Date’ click on this icon to expand the 

calendar to chose a date from
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Click on create Message

If you have any questions 

regarding the questionnaire 

or the documents please 

send your queries through 

the secure messaging 

function

Write the subject and 

the message body. You 

can also include 

attachments.

Once completed click on 

‘Send Message’
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Once you complete your questionnaire ensure you click ‘Submit Response’

You can’t submit if there are mandatory fields outstanding.

Note: 

Responses – including pricing – are locked and inaccessible to the buyer until close of tender 

You can change and update your response multiple times before the close of tender

Response Submission - Online
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To confirm that your response has been submitted, check that 

‘My RFQs’ shows ‘Response Submitted to Buyer’ under the 

Response Status

Clicking on that RFQ shows when you last submitted
Response Status would state ‘Response To 

Be Submitted To Buyer’ if not submitted
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