
Buyer 3 Request For Quotation (RFQ) User 
Manual



Table of Contents

1.Introduction and Objective

2.Logging on to procure.bn Platform

3.RFQ response to the buyer

3.1.Create Response

3.2.Submit Proposal

Login to Platform

Access the procure.bn system with your 

credentials

Find RFQ

Locate the buyer's Request for Quotation

Create Response

Enter pricing and details for each line item

Submit Proposal

Review and submit your completed 

quotation



STATEMENT OF CONFIDIENTIALITY

All information presented in this document or shared with the addressee, as part of the User 

Training process is considered strictly confidential. As such, the addressee should not disclose 

this document or any attachments as a whole, or in part to any third party without the prior 

written consent of procure.bn.

The addressee also acknowledges that the information shared here within is the intellectual 

property of procure.bn and is subject to a disclosure agreement as recognised by the copyright 

and intellectual property protection regulations.



1.Introduction and 
Objective

Supplier Guide 
for RFQ 
Responses
This User Manual serves as a guide for suppliers to send 

RFQ responses to the buyer on the procure.bn Platform.



2. Logging on to procure.bn Platform

Click the Click to Login. The sign in page 

appears.

In the Username field, enter your valid 

username.

In the Password field, enter your valid 

password and click the SIGN IN button.

Access Login Page

Navigate to the procure.bn platform and 

click the login button

Enter Credentials

Input your username in the designated 

field

Complete Login

Enter your password and click the 

SIGN IN button to access the 

system



3.RFQ response to the buyer

1 Access Home Screen

After Logging into procure.bn Platform, 

the HOME screen appears.

2 Navigate to RFQ List

Enter the RFQ List by clicking the 

Sourcing Management tile and the 

Request for Quotation tile in Home, or 

via the Menu option by clicking Request 

for Quotation in Sourcing Management.

3 View Available RFQs

The list of RFQs created from buyers can 

be seen in the RFQ List.

You can search the RFQ by entering the 

RFQ Number in the Ref# column.

4 Access Quotation Details

Click the View/Edit option in the Action 

menu to be redirected to the Quotation 

details page.

Response Ref# will be created once the 

supplier has done the Create Response 

in response screen.



3.1. Create Response

Item List Section

Enter the Rate for each line item under 

Rate column.

Select the Discount type and enter the 

discount value.

Select the Tax type and enter the tax value.

Item Total, Discount, Net Value, Tax and 

Total Amount will be automatically 

calculated based on the values entered.

Click the Save button and the message that 

reads "Item List Section Saved Successfully" 

appears.

Field Action Required

Rate Enter price per 

unit

Discount Select type and 

enter value

Tax Select type and 

enter value

Calculated Fields System will 

calculate 

automatically



3.2.Submit Proposal

Complete Header & 
Item List

This section is to enter the 

Header & Item list and to 

attach the Mandatory 

Document requested by 

the buyer.

Navigate to Submission 
Page

Click the Submit Proposal 

tab to enter Quotation 

Submission page.

Confirm Submission

Click the Yes button, and 

the response number will 

be generated.


