
1 | P a g e  
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

eSourcing Training Guide 

For 

Suppliers 

  



2 | P a g e  
 

Table of Contents 
1. Introduction ................................................................................................................................. 3 

1.1. Sourcing Module ................................................................................................................... 3 

1.2. Benefits of the Sourcing Module ........................................................................................ 3 

3. Software Recommendations ................................................................................................... 3 

4. Navigation Tips ........................................................................................................................... 4 

5. Sourcing Module Registration ................................................................................................ 5 

6. Sourcing Module Login ............................................................................................................ 5 

7. The Sourcing Module Home Page ......................................................................................... 7 

8. Acknowledge Participation in Negotiations ........................................................................ 9 

8.1. Acknowledge using Sourcing home page ........................................................................ 9 

8.2. Acknowledge using Worklist ............................................................................................. 13 

9. Responding to Negotiation(s) ............................................................................................... 15 

9.1. Respond to RFx Negotiation(s) online ............................................................................ 15 

9.2. Respond to RFx Negotiation(s) using a Spreadsheet .................................................. 22 

10. Using Online Discussions ................................................................................................. 29 

10.1. Create a New Message ................................................................................................. 29 

10.2. Reading a Message ....................................................................................................... 32 

10.3. Replying to a Message .................................................................................................. 33 

11. Viewing Active, Rejected, Awarded and Disqualified Response ............................ 34 

11.1. Active Responses ........................................................................................................... 34 

11.2. Awarded Responses ...................................................................................................... 35 

11.3. Discarded and Withdrawn Responses ........................................................................ 36 

11.4. Rejected Responses ...................................................................................................... 37 

 

   



3 | P a g e  
 

1. Introduction 
 

1.1. Sourcing Module 

The Sourcing Module is part of the Oracle E-Business Suite (EBS) application that 
enables the interaction between the South African Reserve Bank (SARB) and its 
suppliers to be more effective. The application allows you to amend profile details, 
respond to RFI and RFx (RFP, RFQ and RFT) upload documents and participate in 
Procurement / Sourcing events. 

The portal will allow SARB and its suppliers to interact and communicate online by 
exchanging documents and discussions, etc. 

1.2. Benefits of the Sourcing Module 

• Online responses to Negotiations. 
• Supplier details’ amendments / updates. 
• Better and more efficient communication between SARB and suppliers. 

 
 

2. Procurement Service Desk 

For help on how to transact on the Sourcing Module, you can contact the Procure to Pay 
help desk by sending an email to supplier@resbank.co.za or call +27 800 777 007. 
 

3. Software Recommendations 
To access the SARB Sourcing Module, we recommend the following computer software 
requirements: 
• Internet Connection - 1 Mbps or above 
• Web Browser – Microsoft’s Internet Explorer (version 10 or later) or other compatible 

browsers (Note: Other browsers might work, but we do not recommend using them 
as some functionalities might not be supported) 

 
• The latest version of Adobe Acrobat reader and Adobe Flash Player is also required. 

 
Note: The use of pop-up blockers will negatively affect the use of the Sourcing Module. 
Special exceptions in blocking software are required in order to allow full access to the 
portal. 

 

 

 

 

 

 

 

 

mailto:supplier@resbank.co.za
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4. Navigation Tips 
The following information will assist you while navigating through the Sourcing module: 
 
Icons Descriptions 

 An Asterisk prior to a field name indicates that the field is mandatory and must 
be populated with the information requested. For example:  
When creating a ‘New Message’ in “Online Discussions”, the Subject and 
Message fields are mandatory. 

  Use the Percent sign to perform a search with incomplete information. For 
example: 
When searching for information on Rejected Lines or Items, in Responses to 
Negotiations. 
Item is %Painting - will return all rejected items / lines ending with the word 
Painting 
Item is %Painting% - will return all rejected lines / items which contain the 
word Painting 
Painting - will return the records matching the word Painting 

 
This Pencil icon allows you to make field updates. For example:  
To update the description of an uploaded attachment on a Quote, clicking on 
the Pencil icon will allow you to update the description text.  

 

The Calendar icon allows you to select a date. For example: 
 To indicate by when you will be able to deliver the requested item(s) the 
Calendar icon will allow you to select the date of deliver (‘Promised Date’). 

 

The Search icon allows you to search a field for a list of values. If you know 
the field value, begin typing it and click the tab key to show the list of available 
values. 

 
The Addition icon allows you to add attachments. Note: attachment type is 
restricted to ‘file’ only. 

 

This icon indicate the number of documents attached to the relevant 
transaction. 

 
You should not use the Back button on the browser. This can cause errors in 
the application. 

 The Navigation icon allows you to navigate through the system using the 
assigned roles / responsibilities. 

 
 
 
 
 
 
 
 
 
 
 
 
 

% 
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5. Sourcing Module Registration 
SARB will be responsible for registering suppliers on the database to enable you to use the 
eSourcing Portal. Prior to registration, you will be asked to provide critical information such 
as contact name and phone number.  You will be able to register more than one contact. 
Once you have been registered, you can start participating in negotiations.  

 

6. Sourcing Module Login 

Once you have been registered to the SARB supplier database, you can access the 
Sourcing Module using the link https://secure.resbank.co.za/applications/login.jsp . You will 
be required to fill in your Username as provided during the registration process. When you 
login in for the first time you will be required to create a password.  
 
Once connected, you will see the Login screen below. Please login using your Username 
and Password. 

 

• Click in the Username field and enter your e-mail address. 
• Click in the Password field and enter your password. 
• Click on the Login button. The Sourcing home page will then be displayed. 

 

Note:  

• If you have forgotten your password, you can click Forgot Password to reset your 
password and an email with instructions will be sent to your registered e-mail 
address. 

• An e-mail notification will be sent from Noreply applmgr@resbank.co.za email 
address. 
 

 

https://secure.resbank.co.za/applications/login.jsp
mailto:applmgr@resbank.co.za
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A. On the Home Page one can see the Global Buttons: 

 

 

 

Global 
Buttons 

Description 

 Home – Returns you back to the home page. 

 Logout – Logs you out of SARB Sourcing Module. 

 Favorites – (time zone, password, etc.). 

 Settings - Displays your preferences, enables you to manage proxies, 
allows you to log access requests, etc. 

 Workflow Notifications - Opens your notifications. 

 Navigator- This icon lets the Suppliers to navigate through the system 
using assigned roles. 

 

Note: The default language for the Sourcing Module is American English there the spelling 
of certain words may be different for example, “Favourites” will be spelled “Favorites”. 
 

A 



7 | P a g e  
 

7. The Sourcing Module Home Page 

After successfully logging into the SARB Sourcing module, the home page below will 
appear: 

 

A. Select your assigned role (SARB Sourcing Supplier) by clicking on the Navigator   
button and selecting the responsibility: Navigation - SARB Sourcing Supplier -> 
Sourcing -> Sourcing Home Page. 
 
• When you click on the Sourcing responsibility two new links will appear on the right 

side of the page:  
o Sourcing Home Page 
o Worklist 

• Click the Sourcing home page to see the negotiations you have responded to and 
the negotiations you have been invited to.  

• Click the Worklist to see your notifications. 

 

 

 
 
 
 
 
 

A 
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B. Sourcing Home page screen below. Explanation of different sections has been 
provided below. 

 

 

 

 

 

 

 

 

 

 

I. Your Active and Draft Responses 

This section will display Your Active and Drafts Responses and help you monitor the 
negotiations in which you are participating. Clicking on a Response Number will open and 
display the Negotiation details.  

 

II. Your Company’s Open Invitations  

Your invitation to participate in a negotiation will be displayed in this section awaiting your 
review or action. Clicking on the Negotiation Number will open the Negotiation Details 
screen, displaying the complete Negotiation details as well as any relevant action buttons.  
 

III. Quick Links 

Clicking on any of these links will directly load the corresponding page(s). 

I 

II 

III 
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8. Acknowledge Participation in Negotiations 
Before you can participate in Sourcing Negotiations, you will need to acknowledge your 
intent to participate in the Negotiation(s). It is mandatory to acknowledge your intent or 
interest to participate in the Negotiation(s) before being enabled to submit responses. 

On the Sourcing Home page, you can see the notifications for Negotiations that SARB 
invited you to respond to and draft responses to other Negotiations.  

Note: Such acknowledgments are intended to enhance communication between buyers and 
suppliers, inform suppliers of the ‘Terms and Conditions’ related to their participation in the 
Negotiation(s) and inform buyers of the potential participation of a supplier.  

 

You can acknowledge your participation in two ways:  

• Acknowledge using Sourcing home page OR 
• Acknowledge using Worklist  

 

8.1. Acknowledge using Sourcing home page  

 

A. On the Sourcing home page, click on Negotiation from top tab.  
B. To select negotaiation then click Negotiation Number and below screen will display.  

 

 

 

 

 

A 

B 
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C. Read the Terms and Conditions of participating in the Negotiation before accepting 
them 

 

D. There may be a number of Attachments that you will be required to review - some 
must be completed online and some are for your information only (‘Read-Only’). 
 

D 

C 
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• Click on the Title of the attachment(s) link in the Attachments section on the 
bottom-left of the screen to open the attached document(s) as shown below.  

Note: If the document must be updated / edited online, then the screen below will be 
displayed. 
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E. Click on I have read and understood the terms and conditions checkbox, in order 
to accept the stipulated Terms and Conditions. 

F. To accept the Negotiation invitation, click on the Accept button on the top-right 
corner of the screen. The RFx header and line details, notes and attachments of the 
Negotiation you have been invited to will be displayed. 

 

G. On the right corner under action tab select Acknowledge Participate and then click 
Go 

E 

F 

G 
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H. Click the Yes button to acknowledge interest in participating in the Negotiation or 
click the No button to decline to participate in the Negotiation. Then enter a Note to 
Buyer in the text field should you have any comments to add. 

I. Then click Apply on the right corner 

Note: Once you have completed the acknowledgement you will be able to responding or 
submit quote or bid.  

 

8.2. Acknowledge using Worklist 

A. Click on the Worklist link. Your Open Notifications will be shown.  

  

A 

H 

I 
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B. Select the Negotiation you have been invited to respond to / participate in and click 
the Open button.  

C. OR click on the notification’s Subject link to acknowledge your participation in the 
Negotiation 
 
 

 
D. Additional information regarding the RFI/RFx can be viewed by clicking the 

Negotiation Details link. This link will allow you to view the document containing the 
details of the Negotiation (what SARB requires, what will qualify you for being award, 
etc.), before you accept the Terms and Conditions and respond to it. 

D 

E 

F 

B 
C 
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E. You can enter a Note to Buyer in the text field should you have any comments to 
add to your acknowledgement to participate in the Negotiation.  

F. Click the Yes button to acknowledge interest in participating in the Negotiation or 
click the No button to decline to participate in the Negotiation. 

Note: The Negotiation Details page displays all the current information for this negotiation. 
This includes information such as the open and close dates, negotiation terms and if the 
Requester field is visible, then you can view the owner of the negotiation. The countdown 
clock at the top of the page shows you the time left before the negotiation is closed. If 
staggered closing is in effect, the clock shows the time remaining before the next line closes. 
You can easily navigate to a particular section of the page (such as the item information 
section) by clicking the appropriate tab links. 

 

9. Responding to Negotiation(s) 
Suppliers can respond to Negotiations to which they have been invited.  

You can respond to Negotiation(s) in two ways:  

• Respond to RFx Negotiation(s) online OR 
• Respond to RFx Negotiation(s) using a Spreadsheet 

9.1. Respond to RFx Negotiation(s) online 

 

A. Select the RFx which you have been invited and intend to respond to from Your 
Company’s Open Invitation on the Sourcing home page (Negotiations tab). Click 
on the Negotiation Number to begin responding to the RFx 

 

 

A 
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B. Select Create Quote from the Actions list on the top-right corner, and click on the 
Go button  

Note: In this example, you will be responding to an RFQ. 

 

9.1.1. Complete the Header information 

 

 

C 

D 

B
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C. Click on the Header link on the top-left corner to complete the RFx response header 
details. 

• Select the Quote Valid until date, which specifies the validity period of the quote. 
• Enter the reference number in the Reference Number text field (if any). 
• You can enter a Note to Buyer in the text field should you have any comments (for 

the Buyer) to add to your quote 
 

D. You can add attachments to the quote. Click on the Add Attachment button on the 
Create Quote Header page. You can attach documents that were downloaded from 
the negotiation once you have filled the response. 

 

 

• Enter the title of the attachment in the Title text field. 
• Enter the description of the attachment in the Description text field. 
• Click on the Browse button to select the attachment to be added to the quote. 
• Optional: Click on the Add Another button on the top-right corner of the screen to 

add more attachments. 
• Click on the Apply button on the top-far-right corner to add the attachment to the 

RFx header. 



18 | P a g e  
 

  

 
E. You may have to respond to requirements in the Requirements section. 
• The Requirements section has a number of sections to be completed. Please 

ensure that you go through each section. Some of the requirements are: 
o Additional attachments which you have to add  
o Complete the scores as some of the values would have defaulted from the 

documentation submitted during the registration process.  
o Some of the fields requires you to answer Yes or No 
 

Note: Some information is pre-populated according to the information you have already 
provided e.g. B-BBEE information. 

 

 

E 

F 



19 | P a g e  
 

F. Click on the Lines tab to populate the Line(s) details. 
• Enter the quote price in the Quote Price text field to populate the quote price. 
• Enter the promised date in the Promised Date text field which indicates when you 

will be able to deliver the item(s) at the specified location. 
• Click the Update icon  to edit / update the quote line and line items, and to add 

attachment(s) to the line(s). 

 

G. Click on the Add Attachment button to add attachment(s) to the line(s). The Add 
Attachment page will be displayed. 

 

G 
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• Enter the title of the line attachment in the Title text field to add a title to the 
attachment.                                                                                                                                                                                                                                                         

• Enter the description of the line attachment in the Description text field. 
• Click on the Browse button to select the document(s) to be attached to the line(s). 
• Optional: Click on the Add Another button to add more document(s) to the line(s). 
• Click on the Apply button to attach the document(s) to the line(s). 

 

H. Reviewing and Submitting Your Response  

 

• After completing all the details as needed, click on the Save Draft button to save the 
response. 

• You can submit at a later date by clicking on the Save Draft button or click on the 
Continue button to review and submit the response. 

 

H 
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• Click on the Validate button to validate the responses. A warning message will be 
shown if any errors or invalid inputs are entered. 

• Click on the Printable View button to read / save the document (in PDF format). 

Note: Shown below is the screen output after clicking the Printable View button. 

  

• Click on the Submit button to submit the response quote.  
• Once the response has been submitted, the screen below will be displayed to 

confirm that your quote has been submitted. 
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9.2. Respond to RFx Negotiation(s) using a Spreadsheet 

After successfully logging into SARB Sourcing select your assigned responsibility  

 

 

 

 

 

 

 

 

 

 

 

 

A. Select the RFx to which you have been invited and intend to respond to from Your 
Company’s Open Invitation on the Sourcing home page (Negotiations tab). Click 
on the Negotiation Number to begin responding to the RFx. 

 

 

A 

B 

C 

D 
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B. Read the Terms and Conditions of participating in the Negotiation before accepting 
them. 

C. Click on the I have read and understood the terms and conditions checkbox, in 
order to accept the ‘Terms and Conditions’ as stipulated. 

D. To accept the Negotiation invitation, click on the Accept button on the top-right 
corner of the screen. The RFx header and line details, notes and attachments of the 

Negotiation you have been invited to will be displayed. 

 

E. Select Create Quote from the Actions list on the top-right corner, and click on the 
Go button. 

 

 

 

 

 

 

 

 

 

 

F. Click on the Quote By Spreadsheet button to respond to the RFx using a 
spreadsheet. 

 

E 
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G. Select the format (.xml, .txt) of the spreadsheet you will be responding with.   
H. Click on the Export button to export the spreadsheet (in the format selected in Step 

G) to your Computer / Workstation in order to capture your responses.  

Note: The file / spreadsheet will be saved in a .zip folder. 

  

I. Click the Open With radio button to open the file / spreadsheet with a compatible 
browser or application (e.g., Acrobat Reader) or Save File radio button to save the 
file / spreadsheet to your Computer / Workstation.  

 

G 

H 

I 

J 
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Note: Read the Help document (RFQ-Quote-Help.htm) before quoting by spreadsheet. This 
document will help guide you with the completion of the quote. For this example, you will be 
responding to the RFx using an .xml format document* 

J. Open the .xml document using the Microsoft Excel application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

K. You may have to respond to requirements in the Requirements section. 
• The Requirement section has a number of sections to be completed. Please 

ensure that you go through each of the sections. Some of the requirements are: 
o Additional attachments which you have to add  
o Complete the scores as some of the value would have defaulted from the 

documentation submitted during registration process.  
o Some of the field requires you to answer Yes or No 

Note:  

• Please take note of the ‘Read-Only’, ‘Mandatory’ and ‘Optional’ fields, which are 
indicates by the colours below:  

Yellow: Mandatory 
Green: Optional 
White: Read-Only 

• Some information is pre-populated according to the information you have already 
provided e.g. B-BBEE information. 

K 
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B. Click Line sheet to quote. 

 

L. Enter the quote price in the Quote Price field to populate the quote price in the Line. 
M. Enter the promised date in the Promised Date field, which indicates when you will be 

able to deliver the item(s) at the specified location in the Line. 
• Save the changes you have populated on your local computer and 
• Return to the SARB Sourcing system. 

N. To Import the populated Spreadsheet, click on the Browse button to search your 
Computer / Workstation for the populated spreadsheet. 

O. Click on the Import button to upload the details in the SARB Sourcing System 

 

 

L & M  

N  

O 
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P. You can review the details of your imported spreadsheet response on the Header tab 

of the Negotiations page 

 

Q. On the Lines tab of the Negotiations page, you can review the Lines (Quote Price, 
Promised Date, etc.) to which you have responded. 

 

 

 

 

 

P  

Q  



28 | P a g e  
 

 

 

R. Click on the Validate button to check if there are any errors in your quote. 
S. Click on the Submit button to submit the quote for award consideration. 

Note: Shown below is the screen that will be displayed once the quote has been submitted. 

 

 

 

 

 

 

 

R  S  
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10. Using Online Discussions 
 
You can use Online Discussions to log your queries online and the buyers who published an 
RFx (related to a particular RFx), can respond to your queries.  
 

10.1. Create a New Message 

A. Click on the Unread Messages link on Sourcing home page, or select Online 
Discussions from the “Action” dropdown list on the RFx details page, to be directed 
to the Online Discussion page (as shown below). 

 

 

B. Click on the New Message button to create a new message (to the buyer). The 
Create New Message window will open.  

 

B 
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• Enter the subject of the new message in the Subject text field. 
• Enter the new message to the buyer(s) in the Message text field. 
• Click on the Add Attachment button to add attachment(s). 

 

 

C. You can add attachments to your message 
• Enter the title of the attachment(s) in the Title text field. 

• Enter the description of the attachment(s) in the Description text field. 
• Click on the Browse button to select the attachment(s) to be added to the message. 
• Optional: Click on the Add Another button to add more attachments to the message. 
• Click on the Apply button to add the attachment(s) to the message. 
• Review the message details and attachment(s).  
• Click on the Send button to send the message to the Buyer, or click on the Cancel 

button to delete the message. 
 

C  
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10.2. Reading a Message  

 
A. Click on the link Unread Messages on the Sourcing home page, or select Online 

Discussions on “Actions”. Click on the Go button to navigate to the Messages 
window. 

 

B. Click on the Message link to view the complete message that you have sent to the 
Buyer or to view the message that the Buyer has sent to you.  

 

 

C. Click on the Print button to navigate to the printable page to print the message. 
 

 

D. Click on the Cancel button to return to the Online Discussions page. 

B 

C 

A  
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10.3. Replying to a Message  

A. On the opened message, to reply click on the Reply button. 

 

B. Enter the message (response to the Buyer / SARB) in the Message text field.  
C. Click on the Send button to send the message to the Buyer / SARB. 

D 

A  

C  
B  
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11. Viewing Active, Rejected, Awarded and Disqualified Response  
 

11.1. Active Responses 

Your Active and Draft Responses page shows you all the Negotiation lines / items that you 
have been invited to that are still ‘Open’ and have not been awarded to a supplier. You can 
select an active response(s) by clicking on the Response Number to view and update the 
response information, and submit a new response. 

A. Click on the Active link in the Quick Links’ View Responses section. 

 

B. Click on the Revise button to revise the Active response.  
• You can then submit a new response.  

A
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11.2. Awarded Responses 

The Awarded Lines page shows you all the Negotiation lines / items for which you have 
been awarded business, and enables you to drill down for detailed information about the 
Negotiation lines / items and your responses to them. 

A. Click on the Awarded link in the Quick Links’ View Responses section. 

 

B  

A  
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B. If any negotiations was awarded, click on the Response Number link to view the 
details of your response(s) to a Negotiation and its lines / items. 

 

 

11.3. Discarded and Withdrawn Responses 

The Discarded and Withdrawn Responses page shows all Negotiation lines / items on 
which you either did not respond to, and / or have withdrawn the response(s). 

A. Click on the Discarded and Withdrawn Responses link in the Quick Links’ View 
Responses section. 

 

 

 

B 

A  
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11.4. Rejected Responses 

The Rejected Lines page shows all Negotiation lines / items on which you have responded, 
but was not awarded, and enables you to drill down for detailed information about the 
negotiation and the responses to it. 

• Click on the Rejected link in Quick Links  
• Search for the Response(s) you want to review. 

A. Click on the Rejected Responses link in the Quick Links’ View Responses section. 

 

Note: You can search for Rejected Lines in Negotiation Responses by Negotiation Number, 
Category, Line Description or Item name. 

• You may be able to view the reason(s) for your submitted quote’s rejection by SARB. 
• Click on the Response Number link to view the details of the Rejected Response. 

A  
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