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MODIFY THE RFQ/RFP RESPONSE AFTER SUBMISSION

The platform offers suppliers the flexibility to download their RFQ/RFP response 

form, so they can conveniently amend and update it offline for more convenience.
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1. LOGIN AS SUPPLIER

TO BEGIN  THE  PROCESS,  ACCESS  THE  :  www.powersaudiarabia.com.sa. 
ENTER  YOUR USERNAME &  PASSWORD TO  ACCESS  YOUR ACCOUNT:

This document will guide you through the process of extracting your RFQ/RFP 

Response Form into an excel format,

preparing your response offline (meaning without any need of a web browser 

or an internet connection), and uploading the completed form back into your 

response area on REPDO eProcurement Portal.
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E N T E R  YO UR  C R E DE N T IA LS  
IN  T HE  DE S IG N AT ED  A R E A  
TO  LO G  IN TO  YO UR  

AC C O UN T :

http://www.powersaudiarabia.com.sa/


ONCE  YOU HAVE SUCCESSFULLY LOGGED IN,  YOU WILL  BE  
DIRECTED TO  YOUR SUPPLIER  HOMEPAGE.
THE  PROCESS  REMAINS  THE  SAME FOR RFQS/RFPS  HOWEVER 
FOR THE  PURPOSE  OF  THIS  VIDEO WE  WILL  ASSUME WE ARE  
RESPONDING TO  AN RFP.

If this is your first time to login, 

you will be asked to select a new 

password (which has to contain 

both letters and numbers).
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C L I C K  O N  R F P S ’  U N D E R  T H E  S O U RC I N G  M O D U L E ,  F R O M  YO U R  S U P P L I E R  
H O M E PAG E .
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And when the RFPs page appears, 
you will be able to see the list of all 
RFPs you have either participated in 
or you have been invited to 
participate in with their closing date 
and your response status.



LO C AT E  A N D  AC C E S S  T H E  R F P  YO U  A R E  I N T E R E S T E D  I N  
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2. ACCESS THE CONCERN RFP

Click on the concern RFP to open it.



ONCE  THE  RFP  YOU ARE  INTERESTED IN  OPENS,  
CL ICK  ON THE  ‘CREATE RESPONSE ’  TAB  TO  
BEGIN  THE  RESPONSE  PREPARATION PROCESS.

Note that you can directly prepare your response online, by  clicking 

on the “Edit Response” button and start completing each of the 

envelopes configured in the questionnaire; or you can download the 

Response Form in an Excel Format, and complete it offline, then 

upload the completed form back onto the portal.
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C L I C K  T H E  “ E X P O R T / I M P O R T  R E S P O N S E ”  BU T TO N  LO C AT E D  O N  T H E  TO P  
R I G H T  C O R N E R  TO  S TA R T  E X T R AC T I N G  T H E  R E S P O N S E  F O R M
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On the new screen that opens, click on the 

“Download” icon and once the file has been 

completely downloaded, click on it to open it.

3. DOWNLOAD THE EXCEL TEMPLATE.



T H E  C O LU M N  C A L L E D  “ R E S P O N S E ”  O N  T H E  R I G H T  S I D E  O F  T H E  E XC E L  F O R M I S  
T H E  A R E A  W H E R E  YO U  A R E  R E QU I R E D  TO  P R OV I D E  YO U R  A N S W E R ( S ) .

Notice that the exact same 

questions that are asked online are 

also captured on the excel form.
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O N C E  T H E  E XC E L  R E S P O N S E  F O R M  I S  O P E N E D,  YO U  C A N  R E V I E W  
T H E  C O N T E N T  O F  T H E  D O C U M E N T;
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THE COLUMN CALLED 
“RESPONSE TYPE” INDICATES 
THE TYPE OF RESPONSE THAT 
NEEDS TO BE PROVIDED,

The different response types include the following: 

Text / alpha numeric : with no formatting possible and a limitation of 
2,000 characters only to be entered at most, using only alpha 
numeric values.

The Numeric only type:  where suppliers are required to use only 
numeric values to form their answers; 

The Attachment type:  where suppliers are required to upload files 
directly online through the eProcurement Portal.

The Option list type: where suppliers are required to select one 
option only from a predefined dropdown menu, 

THE COLUMN CALLED 
“RESPONSE GUIDE” PROVIDES 
SHORT INSTRUCTIONS/ GIVES A 
SHORT EXPLANATION ABOUT 
THE TYPE OF RESPONSE THAT 
NEEDS TO BE PROVIDED BY THE 
SUPPLIER.,

Two more columns that you will notice on your Excel Response 
spreadsheet are those called Question and Description that 
respectively contain the title and the body of the questions the 
supplier is required to provide an answer to.



CELLS  MARKED  IN  YELLOW ARE  MANDATORY A N D  M U S T  B E  
C O M P L E T E

CELLS  MARKED  IN  BLUE  ARE  OPT IONAL  A N D  C A N  B E  S K I P P E D.

I T  I S  IMPOSS IBLE  TO  RESPOND TO  AN  “ATTACHMENT”  
TYPE  QUEST IONS  US ING  THE  EXCEL  FORM .   A N Y  
AT TAC H M E N T S  R E QU E S T E D  F O R  I N  T H E  QU E S T I O N N A I R E  M U S T  B E  
U P LOA D E D  D I R E C T LY  O N  R E P D O  E P R O C U R E M E N T  P O R TA L .  

you will not be able to respond to any particular 

question without using the specific format type 

selected for that question. 

For example, if a question was configured as a 

numerical value only question, the system will 

automatically prevent you from entering an answer 

containing alphabetical or other non-numeric 

values.
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R E V I E W  YO U R  R E S P O N S E  &  E N S U R E  YO U  H AV E  C O M P L E T E D  T H E  R E S P O N S E  
C O LU M N  O N  YO U R  E XC E L  F O R M ,  A N D  I F  YO U  A R E  S AT I S F I E D  W I T H  T H E  
A N S W E R S,  S AV E  T H E  C O M P L E T E D  D O C U M E N T  O N  YO U R  C O M P U T E R .  
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TO  U P LOA D  YO U R  C O M P L E T E D  R E S P O N S E ,  G O  TO  T H E  S A M E  
S C R E E N  W H E R E  T H E  T E M P L AT E  WA S  I N I T I A L LY  D OW N LOA D E D  
F R O M ,  C L I C K  T H E  ‘ C H O O S E  F I L E ’  I C O N  TO  B R OW S E  A N D  S E L E C T  
T H E  F I L E ,  

T H E N  C L I C K  T H E  “ I M P O R T  E XC E L”  I C O N  TO  U P LOA D  T H E  F I L E  A N D  
G E N E R AT E  YO U R  O N L I N E  R E S P O N S E S .

A confirmation pop-up will appear to notify you 

that you have successfully uploaded your response 

once all fields have been populated. Click OK to 

proceed and review the saved changes
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A L S O  E N S U R E  T H AT  A L L  AT TAC H M E N T S  QU E S T I O N S  H AV E  B E E N  A N S W E R E D  TO
D I R E C T LY  O N  R E P D O  E P R O C U R E M E N T  P O R TA L ,  A N D  A L L  AT TAC H M E N T S  H AV E  
B E E N  S U C C E S S F U L LY  U P LOA D E D
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And once all fields have been 

completed and you are satisfied 

with your answers, 

click on ‘Save the Changes’ icon

, then click on ‘Submit Response’ 

button to finalize the process’.

G O  T H R O U G H  YO U R  R E S P O N S E  A N D  E N S U R E  YO U  H AV E  A N S W E R E D  A L L  QU E S T I O N S  
AVA I L A B L E  I N  T H E  QU E S T I O N N A I R E .  



NEED HELP?
Email: sourcingsupport.ksa@bravosolution.com

Other no.: +1-610-540-4027

Other no.: +44-203-349-6611
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