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Approver Guide



Modules

Approver
1. Approval for Tender Publications
2. Approval for Award Recommendation
3. Approval History



Approval for Tender Publications



Tender Approval
List of Tenders Pending Publication Approval

▪ Go to Source Key > Tender Approval
▪ List of publications pending approval 

will be displayed
▪ RFQ does not need approval for 

publication
▪ Click ‘View’ to proceed



▪ Approver can view the attachments 
uploaded by user (eg; for justification)

▪ Enter the reason and click Approve to 
proceed with Tender publication

Tender Approval
Approve/Reject Tender Publication



Tender Approval
Rejection of Tender Publication

▪ If Tender Publication is rejected, Buyer 
will have to amend the Tender details 
and resubmit for approval



Tender Approval
Confirmation Message

▪ Confirmation message that Tender has 
been approved and is published



Tender Approval
Email Alerts

▪ Sample email notifications sent to 
Buyer upon Tender approval/rejection



Tender Approval
Tender Change Publications

▪ Open Tenders which have been 
changed will also be subjected for 
publication approval for publication of 
the changes



Tender Publication Approval History



Publication Approval History
List of Published Tenders

▪ Approved Published Tender listing will 
be displayed at the Tender Approval 
History Page



Approval for Award Recommendation



• Go to EziSource -> Award 
Approval -> Approve Award

• Click the icon under the 
action column to view 
Award details

Award Approval
List of Closed RFQ/Tender Award Pending Approval



• Approver can approve or 
reject the award and key in 
remarks if any

Award Approval
Approval & Rejection of Award



Award Approval History



Award Approval History
List of Past Award Recommendation Approvals

▪ To view award approval history, go to 
EziSource -> Award Approval -> Award 
Approval History

▪ A list of past awards routed to the Approver 
will be displayed

▪ Click the icon under the action column to 
view award details



▪ Award details and supporting documents can 
be viewed/downloaded here

Award Approval History
Award Approval Information and Approval Statuses



- End -
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