
SRM user Manuel –equipment new filed 



Steps to Access the Event in SRM:

1.Log in to the SRM system using your credentials.

2.From the main menu, navigate to “RFx and Auctions.”

3.Locate and click on the event number you want to access.

RFX AND ACTION  PAGE 



•From the RFx page, click on “Participate”, then confirm the tender fee.

•Click on “Create Response” to start preparing your bid.

RFX  page 



Response page 

1.From the Response page, enter the Commercial Registration Number

2.Check the box to accept the Terms and Conditions.

3.Click on “Save”.



The status will be displayed as “Saved”.

Response page 



Go to the “Items” section to start quoting.
Click on the “Product Category Description” to open the item 
details page.
Fill in the mandatory fields:

Response page 



Fill in the mandatory fields as follows:
Manufacturer: Type the name of the manufacturer.
Manufacturer Country/Region: Type the abbreviation of the country or select it from the dropdown 
list.
(Optional) Fill in the following non-mandatory fields if applicable:
SFDA: Enter the SFDA number (optional).
Model ID: Enter the model ID (optional).

Response page 



Catalog Number: Enter the catalog number in the designated field.

Delivery Column: Select the appropriate option from the dropdown list.

Company Comments/Remarks: Select “Yes” and type your comment in the 
provided field.



Delivery Column: From the dropdown list, select the first 
shipment,
 then choose the appropriate schedule for remaining shipments 
(e.g., 30, 60, 90, or 120 days).

Response page 



•Delivery Column

- From the dropdown list, select the first shipment,

 - then choose the appropriate schedule for remaining shipments (e.g., 30, 60, 90, or 120 days).

- Choose the max number of shipment 

Response page 



Company Comments/Remarks: Select “Yes” and type your 
comment in the provided field.



Embedding type: Choose from the dropdown list
Options:
Standalone
Standard Configuration
Standalone + FOC
Standard Configuration + FOC



FOC Qty: Enter the quantity
Pack Size: Enter the pack size for the item
Pack Type: Choose the type of the pack size from the dropdown list

“” After entering all details click ok then click Save  “”



Using offline method to upload the price ( Excel )

From Home page – click on RFX and action  

Click on the response number



Navigate to the "Items" section.
 Click on the "Export" button.

‘’ The Excel file will be downloaded automatically ‘’



Instructions for Completing the Excel Sheet:

1.Mandatory Fields:
Ensure all mandatory fields are accurately filled in.

2.Change Option:
Enter "C" if the item is a quoted item.

3.Price:
Provide the unit price for each item.

4.Manufacturer:
Specify the name of the item's manufacturer.

5.Country/Region of Manufacturer:
Enter the abbreviation of the country or region.
Example: For Saudi Arabia, enter SA.

6.SFDA Number (Optional):
Input the SFDA number, if available. This field 

is not mandatory.

7.Model ID (Optional):
Enter the model ID, if applicable.



Additional Instructions for Completing the Excel 
Sheet:

8.Catalog Number:
Enter the item's catalog number.

9.Item Validity:
Specify the validity period using the correct format.
Example: For a 3-year validity, enter 3Y.

10.Package Size:
Indicate the package size clearly.
Example: For 30 boxes, enter 30 BOX.

11.Official Agent:
Enter "X" if the company is an official agent. Leave the 
field blank if it is not.

12.Company Comment (Optional):
Use this field to provide any relevant comments from the 
company. This field is not mandatory.

13.Company Terms:
Type "X" to confirm acceptance of the terms and 
conditions.



Additional Instructions for Completing the 
Excel Sheet:

First Lead Time (First Shipment):
Enter the lead time in number of days for the first 
shipment.
Accepted values: 30, 60, 90, or 120.

.14Lead Time (Remaining Shipments):
Enter the lead time in number of days for all 
remaining shipments.
Accepted values: 30, 60, 90, or 120.

Maximum Number of Deliveries per Year:
Enter the number of shipments per year.
Accepted values: 1, 2, 3, or 4.



Additional Instructions for Completing the 
Excel Sheet:

.14Embedded Option:
Select the appropriate option based on the 
product specification:

Enter 1 mean [standalone]

Enter 2 mean [standard configuration]

Enter 3 mean [standalone+foc]

Enter 4 mean [standard configuration+foc]

(Note: Please clarify what each number represents 
so this section can be completed properly.)

FOC Quantity:
Enter the number of Free of Charge (FOC) units 
provided.



Upload the excel file to the system 

From the Home page, navigate to "Nupco Supplier Award".

Open "Nupco Supplier Award – RFX Response Quotation".

Choose the relevant file to proceed



Choose the excel file and click open



Click on "Validate Records".

This action will check the Excel file for any data entry errors



-The system will prompt you to confirm the number of quoted 

items.

-Click "Yes" to confirm and proceed



After confirming the Excel upload, please wait for a confirmation email 
from the system.



Upload Item attachments

To upload attachments for a particular item (ex.item no 0001),
a.) Go to Items-> Select the item (ex.item no 0001) -> Details.



Step6 : Upload Item attachments

c.) Click Browse → Choose the File → Upload → Save



Upload Item attachments



Step 7: RFx Response submission

Click on ‘Submit’ button to Submit the RFx Response



During submission two popup confirmation will appear English and Arabic
format

Please click the submit 2nd time , immediately after both pop upmessage confirmation

RFX Response ( quoted the items )



After click the submit 2nd time, RFX Response status will be changed to “Submitted” which indicates the 
RFX Response has been submitted successfully.

RFX Response ( quoted the items )



THANKS
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