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1 Introduction

The purpose of this User Guide is to provide you with clear instructions on how to

submit a bid on a Tender or Auction through Tejari Transact.

The User Guide is aimed at system users that are not very familiar with Tejari

Transact and system users that wish to learn more about:

e Navigating to a specific Tender / Auction

e Bidding on a Tender / Auction

More complex bidding functionalities will not be discussed in this User Guide.

Please feel free to contact Tejari Customer Service on +971 800 835274 if you

require further information or more comprehensive bidding assistance.

We look forward to you participation on Tejari Transact.

Tejari Team.
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2 Bidding on Tejari Transact

2.1 Accessing Tejari Transact

o Visit www.Tejari.com.

o Click on “Transact Login” (orange) button

Tran=sact Login

Clicking on “Transact Login” button will direct you to Tejari Transact where you
can bid on auctions/tenders.

Sign Up For Free o = Log in | Forgot password?

TeJa.I"L Get Your Business eREADY

e —
Home | AboutUs. | Trading Floor | ContactUs | Search | Join Now Transact Login Y]] c RSS [
———
o e
Tenders Products Buy Leads
———————————————————————————————————————————— Search | Ianruducts V‘
381 9238 23

Advanced Search

Tejari is the leading B2B online marketplace in the emerging a The Middle East
markets. Tejari enables buyers and sellers to transact and oy Dnll : ke 4
share information about a variety of goods and services via “Unline i !{ 5
a secured Internet environment. Tejari provides 3 single = i =

point of contact for an open and growing community of

buvers and suppliers, permitting spot-purchasing and on- a]“l :
line auctions that enable participants’ real-time access to r

new markets and greater cost savings

Products & Services

Muslim Mechancial Metal Count: [ =]
- —— ustim Hechancial Mietal Counter SLUDGE PUMP WITH MOTOR =
._‘-\. (PR#028412)
- Specification: 240 PCS/CTN Carton ...
KEY REGISTERS ]

Boat Upholsterv Nike Air Max Want Rabbit Leather Scraps [ 1=
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2.2 Loginto Tejari Transact

o Enter your registered Username and Password
o Click on the ‘Login’ button

Tejart

Login

Usemame

Password

[ Login )
A+ * English

2.3 View Tender / Auction information

When you have logged in you will be directed to the E-Business suite page.

o Click on the ‘Sourcing Supplier’ link (on the left of the screen)

MNavigator

3 iSupplier Portal Full Access
[0 Preferences SSWA
@}Sourcing Supplier

o Click on “Home Page” link

%{idini .

|:| Waorklist
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The ‘Sourcing Page’ will be shown from where you may access your preferred
Tender / Auction.

o Select “Number” from the drop down menu

o Enter the ‘Tender / Auction number’ that you are interested in

Te] ar1

TRAMSALD

Search Open Megotiations | Mumber b

@
a3
o

921 | Go )

Header Category
Country

Auction Type
Organization
Title

Mumber

Contact

Line Category
Line

Event

o Click on “Go” button \Ga
The Tender / Auction that you have entered will be displayed

Te] aI‘I

RAMBAC

i

Megotiations =

Active Negotiations

Search

Search by | MNumber v|9929921 —

Select Negotiation: :'\ﬂespond )

Auction
Select Number |Type |Type Organization Country|Title Category 1

O 9929921 Auction Reverse Pattal Kan

UAE  Power Regulator Plant-growth
regulators
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o Click on the auction ‘Number’ link

Select Negotiatio

stec umber |

O 9929921

You will now be directed to the ‘Negotiations Page’ which contains more detailed

information on the selected Tender / Auction.

Te

. (]

Ja‘rl Home Logout Preferences Help
TRANSACT

= = m .___.-' :_; =

== : Negotiations

Meqotiations = Active Meagotiations =
Auction: 9929921

=

—_—

Actions | Create Bid v (6o
Title  Power Regulator
Status  Active Open Date  04-Sep-2010 15:02:17
Time Left 21 hours 39 minutes Close Date  06-Sep-2010 14:11:55
| Header Lines  Contrals
Buyer Mr. Anwar Fublish in Portal  Yes
Style Open Category 1 Plant-growth regulators
Organization Pattal Kan Category 2
Qutcome  Standard Purchase Order Category 3
Event
Description
Terms
Bill-To Address Payment Terms Het 45
Ship-To Address Carrier
FOB Freight Terms
Currency
Auction Currency PKR Price Precision 2
Attributes
Details Attribute Group Weight

No data exists

Notes and Attachments
Mote to Suppliers  Kindly contact Purchase Department if you have any queries during office hours. Above item’s

Tender / Auction information can be viewed in the following tabs (pages):

Header Lines Controls

o0 Headers
o Lines
o Controls
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2.3.1 Headers

Headers provide general information on the nature of the Tender / Auction, as
well as the buying organization, open and close dates, terms, attributes etc.

Note that the ‘Headers’ tab will shown by default and that you will be required
to click on a ‘Lines’ or ‘Controls’ link if you which to access further information.

Information shown in the header tab includes the following:

Lines Controls

2.3.1.1 General Tender / Auction information (Buyer Organization, Auction title,
Auction Status, Categories assigned to the Tender / Auction, Open & Close
date and time, etc.)

2.3.1.2 Terms (Payment Terms, Billing Address, Currency, etc.)

2.3.1.3 Attributes usually ask for general information relating to your organization
(A ‘Buyer’ might ask you to provide more information on your organization’s
experience in a particular field or perhaps request a copy of your ISO
certification / trade license etc.)

2.3.1.4 Notes and Attachments (buyer comments, supporting documentation that
can be downloaded)

Note that you can click on the ‘links’ in the ‘Notes and Attachments’ section if you
wish to view or download further information.
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2.3.2 Lines

The 'Lines’ tab provide detailed information on every product or service that is
required by the buyer. It is important to review the specifications of every ‘line item’

(required product / service) carefully before you continue to submit a bid.

Transact User Manual

o Click on the ‘Lines’ tab to view further information concerning the required

Line items (Products or Services).

Header \ Controls

A page detailing various ‘Lines’ will be shown.

Tejart

= 7 = = Home Logout Preferences Help
Auction: 12530009
Actions | Create Bid VV‘- Go
Title Condenser For Refrigeration Plant
Status  Active Open Date  05-Sep-2010 14:41:38
Time Left 2 days 23 hours Close Date  09-Sep-2010 14:00:00
Header Lines Controls
Display Rank As Mo indicator displayed Price Factors Buyer & Supplier
Ranking Price Only Suppliers see their bid price transformed
Price Tiers None
Best
Category Need-By Need- Price  Active Time
2 Category Description Unit Quantity From By To (AED) Responses Left
1Evaporative Condenser Model VXMC 1240 or Equivalent 9001.99990001 Miscellaneous  Each 1 Blind Blind 2 days
23 hours

Model VXC 620 for Refrigerant - NH3 (Ammania) -
Condensing Temp: +42 deq C. Entering wet bulb: +28 deg g

Remember to pay special attention to the quantity ‘Unit’ (e.g. each, dozen, day,
carton, pack, centimeter, kilometer etc.)

0 Click on a‘Line item’ link if you wish to view more.

1 Evaporative Condenser Model WVAMC 1240 or Equivalent

Model VXC 620 for Refrigerant - NH3 {Ammonia) -
Condensing Temp: +42 deg C_ Entering wet bulb: 429 deq C.

Clicking on a ‘Line Item’ will direct you to a page that details further information.

Home Logout Preferences Help

Tejart

Auction: 12530009 >

Line: 1 (Auction 12530009)
Item Currency AED
Rev Price Precision  Any
Description Evaporative Condenser Model VXMC 1240 or Equivalent Model VXC 620 for Start Price
Refrigerant - NH3 (Ammonia) - Condensing Temp: +42 deg C, Entering wet Target Price

bulb: +29 deg C. Meed-By From
Category  9001.99990001 Need-By To
Unit of Measure  Each
Quantity 1
Ship-To Address

Notes and Attachments
Mote to Suppliers

File Name
Mo data exists

Type Description Category Last Updated Update Delete
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2.3.3 Controls

The ‘Controls’ tab details ‘Rules’ (regulations) that were setup by the Buyer
Organization. These ‘Rules’ (regulations) must be followed if you intend to participate

in the Tender / Auction.

Header Lines

. .
l eJ arl Home Logout Preferences Help
% TRANSACT _ _
1 HE SE = =
Meqotiations > Active Megotiations >
Auction:
Actions .Qrerate”B\d ) (Go
Title Condenser For Refrigeration Plant
Status  Active Open Date  05-Sep-2010 14:41:38
Time Left 2 days 23 hours Close Date  09-Sep-2010 14:00:00
Header  Lines Controls
Schedule
Preview Date  05-Sep-2010 14:41:38 Open Date  05-Sep-2010 14:41:38

Close Date  09-Sep-2010 14:00:00 Award Date

Response Rules
O Megotiation is restricted to invited suppliers
Suppliers are allowed to respond to selected lines
Suppliers are required to respond with full quantity on each line
Suppliers are allowed to provide multiple responses
Buyer may create multiple rounds of negotiations
[ Suppliers are required to lower the line price when submitting a revised response
Buyer may close the negotiation before the Close Date
Buyer may manually extend the negotiation while it is open
O Megotiation is allowed to AutoExtend

You will notice that checkboxes are aligned to the rules of the ‘Response Rules’
section.

Response Rules

L1 Meyotiation is restricted to invited suppliers

Syfpliers are allowed to respond to selected lines

Suppliers are required to respond with full quantity on each line

Suppliers are allowed to provide multiple responses

Buyer may create multiple rounds of negotiations

Ll Suppliers are required to lower the ling price when submitting a revised response
Buyer may close the negotiation before the Close Date

Buyer may manually extend the negotiation while it is open

LI Megotiation is allowed to AutoExtend

If a ‘Checkbox’ is ticked it means that the corresponding ‘Rule’ is applicable and that

V2- August 2010 Page 9
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2.4 Bid on a Tender / Auction

In section 2.1 to 2.3 you learned how to login to Tejari Transact, find a particular
Tender / Auction and how to review the Tender / Auction requirements.

Section 2.4 will not conclude the bidding process by showing you how to submit a bid
in Tejari Transact.

2.4.1 Access the bidding screen

Remember to make sure that you are viewing the ‘Negotiations Page’ (refer to

section 2.3 for more information on accessing the Negotiations page)

0 Select ‘Create Bid’ from the dropdown menu

o Click on “Go” button \Go )

Home Logout Prefersnces Help

Actions |[SEETERNNGN v (Go)

Clicking on the ‘Go’ button will direct you to the Terms and Conditions page.

Tejart

Auction: 12530009 >
Terms and Conditions
The following terms and conditions must be accepted before a bid is placed in this auction (_Cancel ) [ Accapt)

Home Logout Preferences Help

1. The Member acknowledges that the use of the Tejan eMarketplace ("eMarketplace”) is governed by terms

Tejari's Privacy Palicy ("Policy”) on the Service Provider's website www.tejari.com and the Member agrees to
Terms and the Policy.

2. The Member acknowledges and agrees that it must register with the Service Provider

3. The Member agress that the use of the eMarketplace and the terms of this agreement are restricted to
not extend to the subsidiaries and affiliates of the Member without the prior written consent of the Service

4. The Member should attend the Mandatory Training Course within three months of signing this agreement.

_Cancel | [ Accept )
Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

0 Click on “Accept” button (if you wish to proceed) \ Accept )
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Accepting the Terms and Conditions will direct you to the ‘Create Bid’ screen.

This screen lets you submit bids on ‘Line’ items and allows you to attach documents
(images, catalogs, product specifications, certifications, etc.) to support your bid.

TRANSACT

Auction; 10000009 =

Create Bid: 10000001 (Auction 10000009)
(_Cancel ) | ViewAuction ) w_M-D'HiturAuclion‘] |_Bid By Epreadsheet ) | Save Draft | ( Continue J

Tej ATY

Home Logout Preferences Help

¥ Header

Title
Auction Currency

Bid Currency AED
Price Precision

Time Left 2 days 2 hours
Close Date  09-5ep-2010 14:00:00

Bid Valid Until |

(example: 2?--‘—-ug-2[f18

Reference Number

Mote to Buyer

Attachments

Add Attachments
File Name Type  Description Category Last Updated Update Delete Last Updated By
Mo data exists

Lines
Proxy Bid Decrement ‘ |AED
® |ndicates more information requested. Click on the Update icon
Ship- Start Target Proxy Target Bid
Line Update To  Price Price Bid Price Mini Unit Q ity Q ity Promise Date
1Evaporative Condenser Model VXMC 1240 or / | | |Each 1 1

1 Evaporative Condenser Model WVXC 12000 or j | | |Each 1 1 i
1Evaporative Condenser Model VXM 1040 or / | | |Each 1 1 |
1Evaporative Condenser Model VX 1000 ar f B ]Each 1 1

(Gancel ) [ ViewAuction ) ( MontorAuction | | Bid By Spreadsheet ) ( Save Drat ) | Confinue )
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2.4.2 Creating a Bid

Bidding on a Tender / Auction is relatively straightforward and simply requires you to
complete the ‘Input fields’ with your bidding information.

‘Response rules’ in ‘Controls’ (see section 2.3.3) will determine whether you are
required to submit a bid on every ‘Line’ or whether you may bid on selected lines.

Remember to pay special attention to the ‘Auction Currency’ and ‘Bid Currency’
before you continue with the bidding process.

o Type the product/ service price in the ‘Bid Price’ field

@ Indicates more information requested. Click on the Update icon
Ship- Start Target
Line Update To Price Price

1Evaporative Condenser Model WVXME 1240 or f

o Click on the ‘Calendar Icon’ next to the ‘Promise Date’ field

ntity Promise Date

0 Select a ‘Promise Date’ (date of delivery) from the ‘Calendar’ by clicking on

an appropriate date.
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/= Pick a Date - Windows Inter... |;||E||z|
g https: fitransact. bejari,comoa_HTMLfcab V| ﬂ

= | September V||2IZI1EI V| & =

Sun Mon Tue Wed Thu Fri Sat
s TR ) 1 1 2 3 4
A B T B 8 10 19
12 13 114 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 [ 1

(o]

]

€9 Internet +100%

o Click on the Month or Year ‘Dropdown Menu’ if you need to change one of

these values. | September V||2[]1EI V|

/= Pick a Date - Windows Inter... |;||E||z|

g, htkps: jfkransact. tejari. como8_HTMLcab V| ﬂ
- F
= | September |¥| | 2010 v|r§} =
SyJanuary  wyed Thu Fri Sat
Fehruary
2March 1 2
qApril 8 9 10 1
:'Ma'_.,f
11 June 5 6 AT 1B
- iged 22 23 24 25
Auqust
et Scprermbor— BB 0 RTNEHIS
October | 00000 . =
MNovember ' 'ﬂ_f""'"“'w' -
December Ho100% T

0 Select a new month or year
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2.4.2.1 Attach supporting documentation to your bid

During the bidding process you can attach complimentary information to support your
bid. Files that can be attached include images, catalogues, product specifications,

certificates, drawings, etc.

Files that exceed 10 MB cannot be uploaded to Tejari Transact.

| Add Attachments

o Click on the ‘Add Attachments’ button

Clicking on this button will direct you to a screen from where you may upload an
attachment.

Tejar
‘---—,;.,Em:'m-g; : = E .: Home Logout Preferences Help
Auction: 12530009 = Create Bid: 17370820 (Auction 12530009} =
Add Attachment
_Cancel ) | AddAnother ) (Apply )

Attachment Summary Information

* Indicates required field
* Description

Category From Supplier

Define Attachment
Type  @File
ourL [ |
OText | |
MName - B T
(Optional: provide a name to Text attachment’

0 Type a description in the ‘Description Field’

= Description

o Click on the ‘Browse’ button
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A Pop-up screen will ask you to locate the attachment on your computer

Choose file Bx

3 My Computer - e®mw B

Lockin: |

5

MyFecert  \local Disk (1)

DOSUMERES | ncois on tejari-0 1 homed: (Hr)
P S Tejari-shares-1 on tejar-01' ()

- S Tejarishares on tejar-01' (W)

Deskiop |5 chiared Folder on Trkern Deskiop (tei-136)' (21)

My Documents

o
)
w8
My Computer
<
MyMetwork  File pame: [
Places

Open

L] Lol

Files of lype: [anFiles )

o Find the file on you computer

o Click on the ‘Apply’ button when you are done \_Anply )
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2.4.2.2 Concluding the bid

Now that you have submitted prices, delivery dates and attachments to support your
bids, it is time to conclude the bid process.

o Click on the ‘Continue’ button 20048 J (hottom right of screen)
Clicking on the ‘Continue’ button will direct you to the ‘Bid Submission Page’.

0 Review your bid and make sure that information is accurate and complete.

Tejart

Auction: 10000009 >
Create Bid: 10000001 (Auction 10000009)

= = Home Logout Preferences Help

“Cancel ) ( Back ) ( SaveDrafl ) | Submit )

Header
Title Condenser For Refrigeration Plant Time Left 2 days 1 hour
Auction Currency  AED Close Date  09-Sep-2010 14:00:00

Bid Currency AED Bid Valid Until

Price Precision Any Reference Number

INote to Buyer

Attachments

File Name Type Description Category Last Updated Update Delete Last Updated By

No data exists

Attachments of associated record

Lines
Proxy Bid Decrement
Select Line Ship-To Start Price Target Price Bid Price (AED) Proxy Minimum Unit Target Quantity Bid Quantity Your Total Amount Need-By Date Promise Date
® 1Evaporative Conde 12345 Each 1 1 1234500 30-Sep-2010 13:07:59

Line 1: Evaporative Condenser Model VXMC 1240 or Equivalent Model VXC 620 for Refrigerant - NH3 (Ammonia) - Condensing Temp: +42 deg C, Entering wet bulb: +29 deg C.
Notes and Attachments
Mote to Buyer

File Name Type Description Category Last Updated Update Delete Last Updated By
No data exists

((Cancel ) (Back ) (Save@raft) (Submit

o Click on the ‘Submit’ button

Congratulations, your bid has been loaded successfully.
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3 Customer Support

Please feel free to contact Tejari Customer Service on +971 800 835274 or by email

at customerservices@tejari.com if you require any further assistance (24 hours per

day).

We trust that you found this User Guide useful and welcome any suggestions or

areas for improvement that you may wish to share.

Feel free to email your comments to customerservices@tejari.com.

Kind regards,

Team Tejari
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