
Singtel Group Procurement System –

Quick Guide

V1.0

For Suppliers
(Sourcing Guide)



3

Table of Contents

• Accessing Sourcing Event
• Review Prerequisites
• Submitting bids
• Amending bid
• Submitting alternate bid
• Event messaging
• Adding team members



Accessing Sourcing 
Event

4



5

Accessing Sourcing Event from email

1. You will receive an e-mail invitation to participate in an event, see example above. Click on the 
‘Click here’ hyperlink to access the event 
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Accessing Sourcing Event login page

1. When you have logged in to AcuBuy, click on “Sourcing” tab.
2. Click on Manage Proposals
3. Find the RFX Name mentioned in the email and click on the pencil icon to access the event
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Review Prerequisites

1. Click on the hyperlink to review Singtel Group’s Supplier Code of Conduct. Download and review the Terms and 
Conditions of Tender and NDA.
2. Upon review, provide your responses to the prerequisite questions.
3. Click on ‘Save’.
*Note: if you disagree to any of the questions, you will not be able to access the sourcing event content
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Review Prerequisites

4

4. Click on acknowledge once you have provided the answers to the prerequisite questions.
5. Indicate your intention to bid for the sourcing event.
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Review Sourcing Event details

In the Overview tab, please review the sourcing event details such as:
1. General Information on start & end date, Tender Information and Description
2. RFx Documents - click each hyperlink to read the respective instructions for each document
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Submitting bid

1

1. Navigate to the “Info” tab. Provide a name for your proposal. 
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Submitting bid

2. Navigate to the “Questionnaire” tab. Click “Access Questionnaire”.
3. Answer all questions in the questionnaire. Questions denoted with an asterisks (*) are mandatory. You will have 
to answer all mandatory questions to submit the bid.

2

3



14

Submitting bid

If the Sourcing event requires a bid value, there will at least be 1 item in the ‘Item’ tab.
4. For certain events, you will be allowed to bid in foreign currency. Select the desired currency from the “Currency” 
dropdown.
5. Enter the amount in the “Price” column.
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Submitting bid

5
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5. Once all mandatory information has been filled, click on “Validate & Submit Proposal”
6. Review the summary and click “Submit my proposal”
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Submitting bid

Upon submission, there will be an alert confirming that you have submitted the proposal successfully.



Amending bid
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Amending bid

1

2

1. In the Sourcing event, click on “Other Actions” > “Copy an existing proposal”.
2. On the desired proposal name, click on the “Duplicate this proposal” icon.
*Note: you can only amend your bid during the publication period of the sourcing event
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Amending bid

3. In the ‘Info’ tab, click select the “Replace existing proposal”
4. Indicate which proposal this new proposal should replace.
5. Navigate to “Questionnaire” tab and/or “Item” tab to update the necessary details.

Submit the proposal again once amendment completed.
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Submitting alternate bid – based on previously submitted proposal

1

2

1. In the Sourcing event, click on “Other Actions” > “Copy an existing proposal”.
2. On the desired proposal name, click on the “Duplicate this proposal” icon.
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Submitting alternate bid

3. In the ‘Info’ tab, click select the “Alternate proposal”
4. Amend the alternate proposal name as required
5. Navigate to “Questionnaire” tab and/or “Item” tab to update the necessary details.

Submit the proposal once amendment completed.
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Submitting alternate bid - new 

1

1. Click on “Create a new proposal”
2. Amend the alternate proposal name as required
3. Fill in the details in “Questionnaire” and “Item” tabs and submit the proposal.
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Composing new message

1. Navigate to “Discussions” tab
2. Click on “Compose”
*Note: This messaging function is for any queries pertaining to the sourcing event during or after the publication 
period. Please do not use this to contact Singtel personnel to check on other matters.
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Composing new message

3. Give the message a subject
4. Select your message recipient(s), to send a message to Singtel Group team, select “All internal team members”
5. Type your message 
6. Attach any documents if required
7. Click on “Send”
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Replying to message

1. Click on the subject to access the message
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Replying to message
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2. Review the message
3. If necessary, click on the        to reply to Singtel.
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Replying to message

4. Select “All internal team members” in the “Send To” section.
5. Type your reply.
6. Attach any documents if necessary
7. Click on “Send”
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Adding team member – New Contact

1

1. Navigate to “My Team” > click on “Create a new contact”
*Note: This function is for supplier to add and create user account for their Peers/Colleagues to assist them on 
submitting response to the sourcing event. Please do not invite personnel from a different company.
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Adding team member – New contact
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2. Enter all mandatory details denoted with an asterisk (*)
3. Click on ‘Save’
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Adding team member – New contact

4. Click on the “key” icon
5. Click on “Send message” to generate a login for the new contact
6. Once the new contact has created a login, the new contact can access the Sourcing Event.
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Adding team member – Existing contact

1. Under “Select Contact”, select the existing contact
2. Once the contact has been added, click on “Save”
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Thank you!

Disclaimer: This material that follows is a presentation of general background information about Singtel’s activities current at the date of the presentation. The information contained in this document is intended only for use during the 

presentation and should not be disseminated or distributed to parties outside the presentation. It is information given in summary form and does not purport to be complete. It is not to be relied upon as advice to investors or potential 

investors and does not take into account the investment objectives, financial situation or needs of any particular investor. This material should be considered with professional advice when deciding if an investment is appropriate.


	Slide 2
	Slide 3
	Slide 4: Accessing Sourcing Event
	Slide 5
	Slide 6
	Slide 7: Review Prerequisites
	Slide 8
	Slide 9
	Slide 10: Submitting bids
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17: Amending bid
	Slide 18
	Slide 19
	Slide 20: Submitting alternate bid
	Slide 21
	Slide 22
	Slide 23
	Slide 24: Event messaging
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30: Adding team members
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35

