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Confidentiality
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This document is controlled and strictly for the use of for SESAMi 
E-Procurement Solutions & E-Marketplace Services

The receiver, by virtue of receipt of this documents agrees to keep the 
information confidential and not to circulate this information unless 

approval has been obtained from SESAMi (Singapore) Pte Ltd
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E-Sourcing Module



SESAMi E-Sourcing Process Flow
Automation of Sourcing workflow
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E-Sourcing Process Flow
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5 Key Functions of SESAMi E-Sourcing:

1

RFQ/Tender
Creation & Management

3

 Quotation Responses 
and Analysis

4

Resubmission & Award 

Recommendation

5

Online Reports

2

Making Changes 

to RFQ/Tender & 
Clarification
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Logging in & 
Profile Management



Logging in
(Login Page for both Buyer & Supplier)
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Direct Website URL = https://sesami.online/psk/login.jsp

Login Page
ORG ID, User ID, and Password 
are required to log in.

Click “Sign In” to proceed.

Click “Forgot Password” to 
retrieve or reset your 
password. System will ask for 
your ORG ID and User ID when 
resetting or retrieving your 
password. The new password 
will be sent to the
registered email.

https://sesami.online/psk/Login.jsp


User Profile
(Updating of User Profile)
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Update Profile in Profile > User Profile > Update Profile.

Click on Update after Changing the details.

Click on Password button to change the password.
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RFQ/Tender Creation & 
Management



RFx/Tender Creation
Header information

RFx/Tender Types

▪ Open - RFx/Tender will be published and all 
vendors can submit a request to participate 
(RTP) without requiring buyer’s approval.

▪ Closed - RFx/Tender will not be published. Only 
invited vendors can participate.
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Standard templates for populating the RFQ/Tender description 
and specifications based on common scenarios such as ‘Open’ 
or ‘Closed’ RFQ/Tender



NDA Function for Supplier Acknowledgement
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▪ Buyer can enable NDA function during creation of 
RFQ/Tenders 

▪ Once published, suppliers will need to acknowledge and agree NDA 
before being able to view RFQ/Tender information

NDAs of the Buyer Organization can be uploaded in 
the portal to display to Suppliers prior to accessing the 
RFQ/Tender document.



RFx/Tender Creation
Item Details

▪ Multiple items can be added
▪ Mandatory fields are denoted with a 

red asterisk ‘*’

▪ Message to show item has 
been added successfully.
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This allows Buyers to add the item(s) they want to source for as 
part of the RFQ/Tender, and also serves as the basis of how the 
Supplier will quote (at the line item level).



RFx/Tender Creation
Attachment Details

▪ Attachments can be external (for internal 
and vendors) and internal (for Approver).

▪ Max attachment file size of 10MB.
▪ No limit on no. of attachments.

▪ Message to inform user that 
attachment has been uploaded 
successfully.
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This allows Buyers to upload attachments in the form of 
supporting documents to the suppliers, or to the approvers as 
part of the approval process.



RFx/Tender Creation
Inviting Vendors

▪ Buyers can invite multiple suppliers to 
participate in the RFQ or Tender

▪ This list displays all registered suppliers under 
SESAMi World Connect

▪ The invited suppliers will receive the invitation 
by email and can view the RFQ/Tender in the 
portal upon log in after the opening time.
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Buyers can invite suppliers to participate, or they 
can search the registered supplier list to invite 
potential suppliers.



RFx/Tender Creation
Preview Page

▪ Preview Page allows users to preview the details of 
the RFx/Tender before publishing.

▪ If no approval is configured, RFQ/Tender will be 
published after the starting date/time.

▪ Approver will receive an email and has to log in to 
approve the Tender publication.
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Verification of information is done at this stage prior to 
the submission of the publication / approval to publish.



RFx/Tender Creation
Confirmation

▪ Confirmation message to confirm that it has been 
successfully submitted for approval
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Verification of information is done at this stage prior to 
the submission of the publication / approval to publish.

▪ Approver can approver or reject the publication of the 
RFQ/Tender

▪ Remarks are required for rejection

▪ Buyer user has to amend and resubmit the RFQ/Tender 
if rejected
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RFx/Tender Creation
Upload via excel

This is normally used for RFQ/Tenders with many line 
items. Ease of uploading can be achieved via excel.

▪ Buyers can also upload the RFQ/Tender via 
the portal function which utilizes an excel 
template

▪ Download the template, input the 
information and upload the RFQ/Tender
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Making Changes to 
RFQ/Tenders



Making changes to RFQ/Tenders
Locating the RFQ/Tender

▪ Users can make changes to RFx/Tenders 
as long as the RFx/Tender is still open.

▪ The changes to the specifications and 
general information can be performed 
by the creator of the document only.
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Changes can be performed to the document only before 
the closing date/time. This is part of the commonly 
practiced procurement governance which can be 
controlled via the system.



Making changes to RFQ/Tenders
RFQ/Tender Details

▪ Buyer can perform RFQ/Tender Change or Cancellation 
during the opening period

▪ Any changes or cancellation will route for approvals (if 
applicable)

SESAMi Confidential Proprietary 20

Options for Buyer to select whether to perform Change 
or Cancellation



Making changes to RFQ/Tenders
Preview of change

▪ Buyer can indicate the remarks to suppliers to 
inform them

▪ Separate options to select whether to notify 
suppliers (for minor internal changes) or to 
invalidate existing quotes (due to change in 
specifications, quotations submitted may not be 
valid) submitted may be executed as well
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Change remarks notifications to suppliers can be 
enabled. Invalidation of quotes can also be performed.



Making changes to RFQ/Tenders
Preview of change & email notifications

▪ Confirmation page that RFQ/Tender 
Changes has been submitted for 
approval.
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Email notifications are sent to Supplier after the Change 
is published to inform them accordingly.

▪ Sample email notification to 
supplier
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Clarification



Clarification
View & Respond to Questions

• Q&A Column at the View ITQ/RFQ & Tender page 
will reflect the no. of questions posted by suppliers

• Click the number to view the questions and respond
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Buyers can view a list of clarifications posted by the 
suppliers relating to the RFQ/Tender



Clarification
View & Respond to Questions

• Enter the response to the question
• Select whether you want to share the question & response with 

other suppliers
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Responses can be shared, or replied to the individual



Clarification
View & Respond to Questions

• Response can be amended

SESAMi Confidential Proprietary 26

Responses can be amended during the RFQ/Tender 
duration



Clarification
Email notification

Buyer will receive email notifications when 
suppliers post questions
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Email notifications are sent to Buyer upon the posting of 
the clarification by Suppliers
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Submitting the 
RFQ/Tender Responses 

[As a Supplier]



Locating the RFQ/Tender
Locating the responses
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Click       to participate

1

2

Upon login, business opportunities 
are available to view

Generic RFQ/Tenders are also published 
publicly on SESAMi’s website

2 ways for Suppliers to access the interested opportunities



View RFx/Tender
List of RFx/Tenders

▪ A list of all RFx/Tenders will be displayed.
▪ Click on the Icon under Action column to view 

the Details.

Listing of RFQ/Tenders accessed – status overview
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View RFx/Tender
RFx/Tender Details

In this page, suppliers can:
▪ print the RFx/Tender details
▪ download attachments from buyer
▪ Create Quotation

Options to print, decline, or create the response
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Create Quotation/Tender Response
Header Tab

▪ Creation of Quotation comprises of the 
following tabs: Header, Detail, 
Attachment, and Preview

▪ In the Header Tab, basic company 
information is required.

▪ You may choose to Download the 
Attachment available if you have not 
completed this step previously.

1 2       3        4

4 simple steps – Step 1: Header information
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Create Quotation /Tender Response
Detail Tab

▪ Pop-up box will appear for supplier to key-in the 
Unit Price and other relevant information

▪ Mandatory fields are denoted with a *red asterisk.

1       2        3           4

(Pre-set by Buyer)

(Pre-set by Buyer)

4 simple steps – Step 2: Item Detail information
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Create Quotation /Tender Response
Attachment  Tab

▪ Attach any relevant supporting 
documents.

▪ Max Size Limit is 10 MB Per attachment
▪ Supported Formats : 

JPG,GIF,PDF,TXT,HTM,DOC,XLS,PPT,ZIP

1       2         3  4

4 simple steps – Step 3: Upload attachments
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Create Quotation/Tender Response
Preview Tab

▪ Preview tab is used to Preview the details before 
Submitting the Quotation/Tender Response

▪ Click “Submit Quote” to submit your quotation.

1       2        3  4

4 simple steps – Step 4: Preview & Submit
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View Quotation 
Responses



View Quotation Responses
Locating the responses

View Analysis
- Consolidated view of each RFx/Tender
- View and export pricing table for RFx/Tender 
responses 

View Response
- Individual supplier response per RFx/Tender
- Download attachments from each supplier
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Listing Supplier’s submissions – viewable only 
after closing



View Quotation Responses
Response details

▪ Attachments from suppliers 
can be downloaded.

▪ Select multiple attachments to 
download with a single click.
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Download all attachments and view the pricing 
proposal – only after RFQ/Tender closing
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View Quotation Analysis



View Quotation Analysis
Locating the quotation

▪ Displaying of all 
RFQ/Tender that has 
closed
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RFQ/Tender listing that has closed – for 
viewing of quotation summary



View Quotation Analysis
Quotation Details

▪ Click View Supplier Response to 
view the analysis.
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Summary of the suppliers submissions for the 
RFQ/Tender



View Quotation Analysis
Quotation Details

▪ View the Responses from all vendors 
for each Line Item

▪ Quotation Responses can be exported 
to Excel format
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Quotation information from all suppliers who 
responded can be exported to excel with ease!



SESAMi Confidential Proprietary 43

Negotiation



Negotiation/Resubmission
Locating the RFx/Tender
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Negotiation/Resubmission to invite selected 
suppliers to resubmit their quotes



Negotiation/Resubmission
Selecting Bidders

▪ Key in the new Closing Date/Time

▪ Select the Supplier that you wish to negotiate with from the 
responded bidders list.

▪ Upload attachments and key in negotiation remarks

▪ A notification will be sent to the selected bidders 

▪ A suffix will be generated to the reference no. based on the no. of 
rounds of resubmission conducted (i.e. _X1, _X2, _X3)
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Select and invite suppliers to resubmit – multiple 
rounds of resubmissions are supported!
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Create Award 
Recommendation



▪ Fill in Header , Item details , Recommendation and Preview 

▪ Message to Unsuccessful, Successful and No Award bidders 
are customizable.

Create Award Recommendation
Header Information
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Inform suppliers on the award status – with your 
own email content/template



▪ Quotations from all 
suppliers will be displayed.

▪ Buyer can edit the Quantity 
and Select the Recommend 
supplier.

Create Award Recommendation
Selection of Awarded Qty & Vendor(s)
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Multiple award scenarios are supported 
(partial, split, or no award)



▪ Buyer can Upload any Supporting documents.

▪ 10 MB per file is allowed

▪ Supported formats : JPG, GIF, PDF, TXT, HTM, DOC, XLS, PPT, ZIP

▪ Attachments are for Buyer & Approver reference only and will not 
be sent to vendors.

 

Create Award Recommendation
Uploading of Attachments
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Supporting documents & justification 
uploaded for internal reference only



▪ Buyer to enter the awarded value before 
submitting Award for approval

▪ Approvers will be populated based on the 
award approval that has been set up (by 
awarded value) 

▪ Suppliers will be notified by email only to 
inform whether they are successful or 
unsuccessful

 

Create Award Recommendation
Preview & Submission for Approval
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Approvals for award recommendation 
can be facilitated (if required)



▪ Email to Unsuccessful Vendors

 

▪ Email to Successful Vendors

 

Create Award Recommendation
Email Notification to Vendors
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Emails sent to suppliers to inform on 
award status – if configured by Buyer
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View Award 
Recommendation



View Award Recommendation
Listing of Awards Created

Status
▪ To be Approved -> Pending Approval
▪ Awarded -> Approved by all approvers
▪ Rejected -> Rejected by one of the approvers. 

Buyer to resubmit Award for approval
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View the list of award recommendations 
created and submitted



▪ Detailed View of the Award Created 
with Approval Status and Remarks

 

View Award Recommendation
Detailed View of the Award
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Full visibility and traceability of the 
approval process



▪ User can select to resubmit the award 
for approval OR call for another 
negotiation/resubmission with the 
vendors if award has been REJECTED

 

View Award Recommendation
Resubmitting for Approval/Calling for Re-Negotiation

SESAMi Confidential Proprietary 55

2 options whether to initiate a re-submission 
or to resubmit the award recommendation



View Award Recommendation
Approval Details

▪ Once award is resubmitted for 
approval, a separate list of approval 
details for the 2nd submission will be 
created below

 

SESAMi Confidential Proprietary 56

If award recommendation is resubmitted, the 
approval trail will appear as a new section



View Award Recommendation
Email Notification to Buyer

Rejected

Approved
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Emails sent to the Buyer on the award 
recommendation approval status



Thank You
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