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FREQUENTLY ASKED QUESTIONS - PROCUREMENT 

 

 
SUPPLY CHAIN MANAGEMENT 
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Introduction to Supply Chain Management (SCM) 

 

The Supply Chain Management (SCM) Department is entrusted with managing the full spectrum of supply 

chain processes that enable efficient and effective service delivery across the municipality. Our role 

encompasses the supply value chain - from demand planning and needs analysis, through 

sourcing/competitive bidding, and eventually award. 

 

We are committed to upholding the highest standards of integrity, transparency, fairness, and ethical 

conduct in every transaction. Our operations adhere to national legislation, municipal policies, and regulatory 

frameworks designed to promote sound financial management, mitigate risk, and ensure accountability. 

 

In line with our commitment to transparency and stakeholder support, the SCM Department regularly receives 

queries from prospective and existing suppliers regarding registration, procurement processes, tendering 

requirements, and general SCM-related matters. To assist suppliers and ensure a clear understanding of how 

to do business with the City, we have compiled a list of Frequently Asked Questions (FAQs) addressing the 

most common enquiries received by the Department. 

 

The information below serves as a practical guide to help suppliers navigate SCM processes and participate 

effectively in procurement opportunities with the City. 

 

 

1. SUPPLIER REGISTRATION 

 

Q: How do I register as a supplier? 

 

A: All suppliers must register on the National Treasury Central Supplier Database (CSD) at www.csd.gov.za. 

 

Once verified, you will receive a CSD Supplier Number. After successful CSD registration, suppliers must register 

on the City’s eServices Portal in accordance with the Supplier registration guideline outlining 

 

Annexure A(1) - Online registration for an Existing Supplier 

Annexure A(2) - Online registration as Sole Proprietor 

Annexure A(3) - Online registration for New Suppliers 

Annexure A(4) - How do I update the Online Declaration 

Upon completion, you will receive a City vendor number, which enables participation in procurement 

opportunities. 

 

After All suppliers must then register on the City of Cape Town’s using the Once registered, you will receive a 

vendor number to participate in procurement opportunities. 

Q: Where can I get help with portal issues when trying to logon (e.g. authentication failed?) 

 

A: If you experience difficulties when you try to login with your password – please contact the Revenue 

Team at Revenue.Eservices@capetown.gov.za 

 

 

Q: What documents are required for registration? 

 

A: To register as a supplier with the City, you must first be registered on the National Treasury Central Supplier 

Database (CSD). Once registered on CSD, you will need to provide your company name, company 

registration number, income tax number, VAT number (if applicable), banking details, and physical and postal 

http://www.csd.gov.za/
https://eservices.capetown.gov.za/irj/portal
mailto:Revenue.Eservices@capetown.gov.za
https://secure.csd.gov.za/
https://secure.csd.gov.za/
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addresses. You should also list up to 30 business commodities with a clear description of each. Ensure all 

information is accurate and up to date. Incomplete or incorrect details may delay your registration. 

 
Q: Who can I contact for help with supplier registration? 

 

A: If you experience challenges during the registration process or need to update your details, please contact 

the Supplier Registration Team at Supplier.Management@capetown.gov.za or visit the Supplier Management 

helpdesk on 2nd Floor at Cape Town Civic Centre. 

 

Q: Where can I see my Supplier Number on the portal? 

 

A: The Supplier Number will only be available once the online registration process was completed. The 

Supplier Number will show on the My Supplier tile at the top of the Details tab. 

 

 
Q: How do you update your supplier details on our database (e.g. contact details, banking details industry 

keys)? 

 

A: Refer to Annexure B 

 

 

2. E PROCUREMENT – REQUESTS FOR QUOTATIONS (UP TO R750 000K) 

 

 

Q: How do I access and respond to an Request for Quotation (RFQ)? 

 

A: All RFQs are managed through the eProcurement Portal. Suppliers must log in to download documents, 

submit responses, and request clarifications. 

 

B: Kindly refer to Annexure C outlining the process on how to access and resond to RFQ’s 

 

Q: Can I submit my RFQ response by email? 

 

A: No. All RFQ submissions must be uploaded through the eProcurement Portal before the closing date and 

time. 

 

Q: How does the City evaluate tenders quotations (RFQ’s)? 

 

A: Evaluation criteria are clearly stipulated in each RFQ document published on the eProcurement Portal. 

Depending on the RFQ, evaluation may include: 

• Eligibility criteria 

Confirmation that the supplier meets the basic qualifying requirements to participate in the RFQ 

process. 

• Compliance with RFQ specifications 

Assessment of whether the quotation meets the technical and functional specifications, 

including the submission of all required supporting documentation where applicable. 

• Regulatory compliance 

Verification of mandatory statutory and regulatory requirements, including the completion of the 

Declaration of Interest and other prescribed municipal and legislative forms. 

• Functionality (where applicable) 

Evaluation of the supplier’s experience, capacity, and track record to deliver the goods or 

services in line with the City’s standards. 

• Price 

Assessment of pricing in accordance with the specified pricing instructions and conditions 

outlined in the RFQ document. 

• Preference points/ 

Application of the 80/20 preference point system based on a duly completed MBD 6.1 form, 

supported by valid B-BBEE verification evidence, where applicable. 

mailto:Supplier.Management@capetown.gov.za
https://web1.capetown.gov.za/web1/ProcurementPortal/
https://web1.capetown.gov.za/web1/ProcurementPortal/
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Q: Where can I view and acknowledge Purchase Orders? 

 

A: Kindly refer to Annexure D outlining the process on how to acknowledge and view Purchase Orders. 

 

Q: Where can I get help with portal issues (e.g. technical errors)? 

 

A: If you experience technical difficulties while using the eProcurement Portal — document upload failures, 

or system time-outs — please contact the Procurement Team at EProcurement.RFQ@capetown.gov.za 

 
Q: As a non-VAT registered vendor, should my quotation be inclusive or exclusive of VAT when responding to 

an RFQ? 

 

A: Non-VAT registered vendors must quote the total amount payable for the goods or services. As you are not 

authorised to charge VAT, you may not add VAT separately. Your quoted price must therefore reflect the final 

total amount that the City will pay. 

 

Q: Where can I learn more about SCM processes and policies? 

 

A: You can access the City’s SCM policies, guidelines, and resources on the official Supply Chain 

Management webpage here: CCT SCM Department. It provides information on how to do business with the 

City, including supplier registration and bidding processes. 

 
Q: What do I do if a City employee says he will organize a contract for me if I give him something in return? 

 

A: This is fraud and must be reported. Take down all the details of the event and provide any such proof to 

the City via the fraud hotline (0800-323-130). The City has a zero tolerance policy and will take appropriate 

action. 

 

Q: What can I do if I know of misconduct such as fraud, collusion or fronting taking place? 

 

A: Take down all the details of the event and provide any such proof to the City via the fraud hotline (0800-

323-130). The City has a zero tolerance policy and will take appropriate action. 

Q: What do I do if I have not been paid for the goods or services delivered? 

 

A: You should contact the person who requested your services and find out from that person what the delay 

is. The City makes use of a computerized system which heavily relies on the user to process the transaction 

before payment can take place (called the GRN (Goods Received Notice) process). If the invoice 

corresponds with the order, and the user has processed the GRN, the payment takes place automatically at 

the appropriate payment cycle. 

https://cityofcapetowngov-my.sharepoint.com/personal/adjellab_capetown_gov_za/Documents/EProcurement.RFQ%40capetown.gov.za
https://www.capetown.gov.za/Departments/Supply%20Chain%20Management%20(SCM)%20Department#section-4
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CITY OF CAPE TOWN ONLINE REGISTRATION (Existing Supplier) 

Website: www.capetown.gov.za 

 

 

 

First create a personal profile by having a unique Username and Password. Once the 

registration is completed you will get a temporary password in your email inbox. The 

temporary password must be changed immediately to your OWN password because it 

expires. Please ensure that you don’t forget your Username and Password as this will cause 

delays during registration process. 

 

 

Requirements below to be scanned individually (one by one) in a PDF Format. 

 

 

 

✓ Proof of Company Registration (CIPC) Page with Directors names 

 

✓ Letter of Authorisation, selecting the administrator (see sample attached) 

Must be completed and signed by the Director of the company. 

 
✓ Authorising ID 

 

✓ Administrators ID 

 

 

 

Contact Details: For any assistance with online queries, the following helpline are 

available: 

Supplier Registration Queries:supplier.management@capetown.gov.za 

PASSWORD & Login Queries:revenue.eservices@capetown.gov.za 

RFQ Related Queries:EProcurement.RFQ@capetown.gov.za 

 

 
Any issues with CSD registration contact the CSD office 

directly: Contact Number: 012 406 9222 / 012 315 5111 

Email: csd@treasury.gov.za 

http://www.capetown.gov.za/
mailto:supplier.management@capetown.gov.za
mailto:revenue.eservices@capetown.gov.za
mailto:EProcurement.RFQ@capetown.gov.za
mailto:csd@treasury.gov.za
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Step 1. Log in and register yourself on E-service 
 

 

At this point, you will enter your personal information …unique email address, username, etc. 

(Do not add the company/organisation details – this is for your personal information) 

 

A temporary password will be e-mailed and used to log in the first time. Thereafter a unique 

password should be chosen. 

 

If you encounter any problems or errors with the above registration, send mail 

(help.uces@capetown.gov.za) 

 
 

 

Step 2: 

 
When you have your username and password you can now log on to register the 

supplier by entering your username and password 

 

HOW TO REGISTER ONLINE 
THIS REGISTRATION MUST BE PERFORMED BY THE ADMINISTRATOR 

mailto:help.uces@capetown.gov.za
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Step 3: Select “New E-service Portal 

 

 

Step 4: Select “SERVICE REGISTRATION for Supplier Self Service” tile 

 

 

Step 5: 

 
Select the “My Account” tile 
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Add information on DETAILS tab: 
 

Add the TITLE 

Enter NAME as on ID document 

Enter Surname as on ID document 

Add LANDLINE /MOBILE number 

Select RESIDENT Type 

Select Identification Type 

Add ID number 

Add personal BP number if any / if none 

leave blank 

 

 

 

Step 6.1: Add information on DETAILS tab 

 

 

 

Step 6.2: Ensure Username and Email address is added on the User tab. 
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A pop-up window will open. Add your personal address details and click CONFIRM 

 

 

 

Step 6.3:  DOCUMENTS tab: 

Add the ID copy by clicking on the drop-down V, click on ID document and + to upload the document. 

 

 

 

Step 6.4: ADDRESSES tab: Click on the drop down V and “Physical address” and +Add 
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Step 7: Click on “CHECK” at the bottom 
 

 

Step 8: If no findings on top than click on SUBMIT 

 

 

Step 9: Click on CLOSE 
 

 

 

The My Account tile status on top will show “Submitted”. 

 

 

 

 

 

You have now completed the personal details of yourself. 

(Only the MY Account tile was completed at this stage) 
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To create a SERVICE and add the Organisation 

 
Step 10: Select the “My Service” tile and click to open. 

 

 

 

Step 11: 

Click in the BOX on the dropdown V and select Supplier Self Service and +Add and for 

Organisation 

 

 

 

 

 

Step 12: Tick in the small box (I have verified …) and then select “STEP 2” 
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Add the company (organisation) details: 

 
Set the slider to YES 

Enter LEGAL NAME 

Select Org type on dropdown (Branch or Head office) 

Select LEGAL ENTITY Type (CC, PTY, etc) 

Add Company Registration number 

Add the supplier number OR Business Partner 

number 

Click on the next Step to continue… 

 

 

 

Step 13: Click on +ADD and start to process to add the Organisation. 
 

 

 

 

Step 13.1: DETAILS tab: Add the Organisation details. Set the slider on YES 
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Step 13.2: ADDRESS tab: Add the Company Address details. 

 

Click on the drop-down V and “MAIN ADDRESS” and +Add 

 

 

 

 

A pop-up screen will open. Add the company address details and CONFIRM. 
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A pop-up window will open. Add the details of the Authorisation Person. 

 

 

 

Step 13.3: Documents tab : Click in the box on the dropdown V and +Add and upload only: 

Authorisation letter 

Company Registration document 

 

 

 
Step 13.4: Click on Business Contact and + ADD and add the contact details of the 

Authorisation Person. 
 

 

Click on CONFIRM 
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Step 13.5: RESPONSIBILITIES tab: 

 

Click on the drop-down V and on Administrator. The details of the admin person will 

show. Double click on the details to pull in. 

 

Do the same for the Authorisation person.If the authorisation person is a different 

person, then click on +ADD to enter his/her details. 

 

 

 

 

 

Click on CONTINUE at the bottom 
 

 

 

Step 14: Click on Step 4 to add the Sales & Accounts person role. Select the roles and submit. 
 

 

Select YES 
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Close the window 

 

 

 

 

 

Click on the black arrow on top to go back to the original screen. 

 

 

 

 

 

The My Account, My Services and My Organisation tiles will show. 
 

 

 

 

You must now wait for the approvals of the My Account & My Organisation tiles which can 

take a few days to approve. 
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Select the commodities – 30 maximum 

 

 

 

Once MY ACCOUNT & MY ORGANISATION tiles were approved, the MY SUPPLIER tile will show 

next to the My Organisation tile. 

 

 

 

 

 

To complete the registration process, you must now click on the My Supplier 

tile to add the Industry keys and complete the Declaration. 

 

 
1. Details tab: Select Industry Keys. 

2. Ensure to check that the information on all the other tabs is still valid. (for example, 

the B-BBEE, Bank, Contact, etc). 

3. If updates were done to any information listed on point 2, upload the supporting 

documents on the Documents tab. 
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4. On the Declaration Icon - Complete the Declaration online. 
 

 

 

 

 

Schedule A screen will open. 

 

➢ Complete 3.3 and complete all the questions by selecting NO or YES 
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➢ Schedule A – point 4 – click on ADD and enter the Name, Surname and Id 

number of the Directors listed on the CSD report. This includes Directors / Non-

executive Directors/ Shareholders / Members and Owners. 

 

 

Complete Schedule B 
 

 

Complete Schedule C and click in the Disclaimer box and on Continue 
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The declaration will pull through and click on REFRESH & thereafter on Continue and Submit. 
 

 

The below tiles will show 
 

 
 

 

 
Different online roles: 

 
 Organisation 

 

➢ An Organisation is a legal entity registered with CIPC and will have a company registration number, 

e.g. 2000/000123/07. 

➢ An organisation must register four role players. These roles may be performed by the 

same or multiple individuals. 

 

An Organisation must have individuals performing the following roles: 

 
 Administrator Role 

➢ The administrator is the person maintaining the online company data, as 

nominated by the Authorising Official. 

➢ The administrator will allocate the other role players as stipulated below. 

➢ This registration must be performed by the Administrator. 

 
 Authorizing Official Role 

➢ The authorising official does not perform an online function. It is his/her job to grant the 

authority to the administrator, as per Authorising letter (See Supporting Documents below). 
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 Salesperson Role 

 

➢ The Salesperson can view RFQs and submit quotations. 

➢ The Salesperson cannot maintain the Organisation’s data 

 

Accounting Officer Role 

 

➢ The accounting officer can upload the Statements 

 

 

 

 

 

Important: 

 

• Your registration will take between 2 - 5 working days. 

• Only the Salesperson, as assigned by the Administrator will be able to see 

the RFQ tile. 

• On the RFQ tile, you will be able to view “Request for Quotations” and submit 
quotations online. 
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INSERT YOUR COMPANY’S LETTERHEAD HERE 

 

 

 

 
Letter of authorisation 

I, (name of authorisation person), in my capacity as (position held in the company) in 

(the company’s name), hereby give authority to (name of the administrator), in his/her 

capacity as (position held in the company), to act as (company name) administrator in 

assigning, maintaining and managing user access for (company name). 

 

 

 

 

 

 

 

 

Signed:   

 

 

Date (DD/MM/YEAR):  
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Website: www.capetown.gov.za 

COMPULSORY – TO REGISTER ON E-SERVICES - SOLE PROPRIETOR 
 

 

First create a personal profile by having a unique Username and Password. Once 

the registration is completed you will get a temporary password in your email inbox. 

The temporary password must be changed immediately to your OWN password 

because it expires. Please ensure that you don’t forget your Username and Password 

as this will cause delays during registration process. 

Requirements below to be scanned individually (one by one) in a PDF Format 

✓ ID Copy of the Owner 

✓ CSD report 

✓ SARS PIN Certificate 

✓ Proof of Address 

✓ BBBEE Certificate / Sworn Affidavit (optional) 

✓ Bank Account Confirmation 
 

 
 

 
Contact Details: For any assistance with online queries, the following helpline are 

available: 

Supplier Online  Queries:supplier.management@capetown.gov.za 
 

 
PASSWORD & Login Queries: revenue.eservices.co.za 

 

 
RFQ Related Queries:EProcurement.RFQ@capetown.gov.za 

 

 

Any issues with CSD registration contact the CSD office 

directly: Contact Number: 012 406 9222 / 012 315 5111 

Email: csd@treasury.gov.za 

http://www.capetown.gov.za/
mailto:supplier.management@capetown.gov.za
mailto:EProcurement.RFQ@capetown.gov.za
mailto:csd@treasury.gov.za
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HOW TO REGISTER ONLINE as a SOLE PROPRIETOR 
 

 
Log in and register yourself on E-service : https://eservices.capetown.gov.za/irj/portal/ 

 

 

At this point, you will enter your personal information …unique email address, 

username, etc. 

(Do not add the company/organisation details – this is for your personal information) 

 
A temporary password will be e-mailed and use to log in the first time. Thereafter a 

unique password should be chosen. 

 

If you encounter any problems or errors with the above registration, send mail 

(help.uces@capetown.gov.za) 

 

 
Step 1 

 

When you have your username and password you can now log on to register the 

supplier by entering your username and password. 

 

 

https://eservices.capetown.gov.za/irj/portal/
mailto:help.uces@capetown.gov.za
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Click on CLOSE 

 

 
 

 
Step 2 

 

Select “New E-service Portal” 

 

 

 
Step 3 

 
Select “SERVICE REGISTRATION for Supplier Self Service” tile 

 

 

 
Step 4 : The below screen will show. Click on CLOSE 
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Add information on DETAILS tab: 

Add the TITLE 

Enter NAMES as on ID document 

Enter Surname as on ID document 

Add LANDLINE /MOBILE Number 

Select RESIDENT Type 

Select Identification Type 

Add ID number 

Add personal BP number if any / if none 

leave blank 

Annexure A (2) 
 
 

 
Step 5:  Select the MY ACCOUNT tile 

 

Step 6.1: Add information on DETAILS tab 
 

 

 
Step 6.2: Ensure Username and Email address is added 
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Step 6.3: DOCUMENTS Tab: 

Add the ID copy by clicking on the drop-down V, click on ID document and + to 

upload the document. 

 

Step 6.4: ADDRESSES Tab: Click on the drop-down V and “Physical address” and 

+Add 
 

A pop-up window will open. Add your personal address details and enter CONFIRM. 
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Step 7: Click on “CHECK” at the bottom 

 

 

 

Step 8: If no findings on top than click on SUBMIT 
 

 

 
Step 9: Click on CLOSE 

 

 

 
The My Account tile status on top will show “Submitted”. 

 

 

 

You have now completed the personal details of yourself. 

(Only the MY Account tile was completed at this stage) 
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To create a SERVICE and add the Supplier 

 
Step 10 

 
Select the “My Service” tile and click to open (see below screen print) 

 

 

 
Step 11 

 
Click in the BOX on the dropdown V and select Supplier Self Service and +Add and 

for Sole Proprietor 

 

 

 
Step 12 

Tick in the small box (I have verified …) and then select “Step 2” 
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Add Supplier details: 

Trading name 

CSD Number 

Select Industry keys (on drop down) 

Income Tax Number 

Add VAT details if vat registered. 

Click on Step 2 

Step 13 

Click on +ADD. You will now be able to add the Supplier. 
 

 

 
Step 13.1 

Complete the information on the DETAILS tab 
 

 

 

 

Important to note: A community supplier can only apply for RFQs in the Ward they 

are residing in. If you select CBS – than you must provide the proof which must be 

stamped and signed by the Sub Council Office in your area. Leave the slider on NO 

if not a community supplier. 
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Select correct BEE CLASSIFICATION Type 

Select B-BBEE LEVEL; 

Add Black Ownership % 

Add Black Female Ownership % 

Select correct B-BBEE EXPIRY DATE on calendar. 

       

 

 

Step 13.2 

Complete the details on the B-BBEE tab 
 

Step 13.3 Addresses tab 

Click on dropdown V and Supplier address and add address. 

A pop-up box will open. Add the supplier address and 
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Step 13.4 

CONTACTS tab 

Click on dropdown V and Accounts. A pop-up window will open and add the 

contact details of the Accounts person. 
Click on Confirm. 

Thereafter do the same for the Salesperson. 
 

 

 

When done correctly the details for these people will show 
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 BANK INFORMATION to add: 

Select Local 

Select Cheque or Savings Account 

Select the Bank on dropdown 

Enter Bank Account Number 

Enter Bank Account Holder Name 

 

 

 
Step 13.5 

 
BANK ACCOUNTS – click on Main Supplier Account and +ADD 

 

A pop-up box will open. Click on the drop down V and select where required. Add 

the bank details. 
 

 

 
Click on CONFIRM. 
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Step 13.6 CERTIFICATES Tab 

Only applicable if the Organisation is registered with: 

1. Compensation Industry on Duty Act (COIDA) 

2. Construction Industry Development Board (CIBD) 

3. Private Security Regulation Act (PSIRA) 
 

 

 
13.7 DOCUMENTS Tab 

 

Upload all the supporting documents against the correct option 

 



Annexure A (2) 

P a g e | 13/15 

 

 

 

 
Step 13.8 D ECL AR ATION 

Click in the box on Supplier Declaration and +Add 
 

 

 

The declaration will open on Schedule A. 

Complete 3.3 

Add the position in the company on 3.3. (The person completing the 

declaration). Answer ALL the questions listed by selecting NO or YES 
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Point 4 – click on ADD and add the names and id numbers of the owner listed on the CSD 

report. 
 

 

 
Complete Schedule B 

 

Complete Schedule C and click in the Disclaimer box and Continue 
 

Click on REFRESH 
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The Declaration will pull through and click on Continue and SUBMIT. 

 

 
Once the online process was completed, all the below tiles should be showing 

 

 

After the supplier registration has been completed and it has been approved by the 

City of Cape Town, please check and maintain your data online on the My Supplier 

tile. 

 
Important Note: 

Only when ALL the tiles were approved, the RFQ and PO Tracking tiles will show. 
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CITY OF CAPE TOWN ONLINE REGISTRATION (NEW SUPPLIER_1st time) 

Website: www.capetown.gov.za 

 

 
First create a personal profile by having a unique Username and Password. Once 

the registration is completed you will get a temporary password in your email inbox. 

The temporary password must be changed immediately to your OWN password 

because it expires. Please ensure that you don’t forget your Username and Password 

as this will cause delays during registration process. 

Requirements below to be scanned individually (one by one) in a PDF Format. 

✓ Proof of Company Registration (CIPC) Page with Directors names 

✓ Letter of Authorisation, selecting the administrator (see sample attached) 

Must be completed and signed by the Director of the company. 

 
✓ Authorising ID 

✓ Administrators ID 

✓ Sales & Accounts Person ID if different from Administrator or Authorisation person 

✓ CSD report 

✓ SARS PIN Certificate 

✓ Proof of Address 

✓ BBBEE Certificate / Sworn Affidavit 

✓ Bank Account Confirmation 
 

 
Contact Details: For any assistance with online queries, the following helpline are 

available: 

Supplier Online  Queries:supplier.management@capetown.gov.za 

 
PASSWORD & Login Queries:revenue.eservices@capetown.gov.za 

 
RFQ Related Queries:EProcurement.RFQ@capetown.gov.za 

 

Any issues with CSD registration contact the CSD office 

directly: Contact Number: 012 406 9222/ 012 315 5111 

Email: csd@treasury.gov.za 

http://www.capetown.gov.za/
mailto:supplier.management@capetown.gov.za
mailto:revenue.eservices@capetown.gov.za
mailto:EProcurement.RFQ@capetown.gov.za
mailto:csd@treasury.gov.za
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HOW TO REGISTER ONLINE 

 
Step 1. Log in and register yourself on E-service 

 

At this point, you will enter your personal information …unique email address, 

username, etc. 
(Do not add the company/organisation details – this is for your personal information) 

 
A temporary password will be e-mailed and used to log in the first time. Thereafter a 

unique password should be chosen. 

 

If you encounter any problems or errors with the above registration, send mail 

(help.uces@capetown.gov.za) 

 
Step 2: 

 
When you have your username and password you can now log on to register the 

supplier by entering your username and password 

 

mailto:help.uces@capetown.gov.za
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Click on CLOSE 

 

 

Step 3: Select “New E-service Portal 

 

 

Step 4: Select “SERVICE REGISTRATION for Supplier Self Service” tile 

 

 
Step 5: The below screen will show. Click on CLOSE 
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Add information on DETAILS tab: 

Add the TITLE; 

Enter first NAME (full name) as on ID 

document; 

Enter Surname as on ID document; 

Add LANDLINE / MOBILE number; 

Select RESIDENT Type; 

Select Identification Type 

Add ID number 

Add personal BP number if any / if 

none leave blank 

 

 
Step 6: Select the MY ACCOUNT tile 

 

Step 6.1: Add information on DETAILS tab. 
 

Step 6.2: Ensure Username and Email address is added. 
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A pop-up window will open. Add your personal address details and enter CONFIRM. 

 

 
Step 6.3: DOCUMENTS Tab: 

Add the ID copy by clicking on the drop-down V, click on ID document and + to 

upload the document. 

 

Step 6.4: ADDRESSES Tab: Click on the drop down V and “Physical address” and 

+Add 
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Step 7: Click on “CHECK” at the bottom 

 

 

 

Step 8: If no findings on top than click on SUBMIT. 
 

 

 
Step 9: Click on CLOSE 

 

 

 
You will note that the My Account tile status on top will show “Submitted”. 

 

 

 

 

 

 

You have now completed the personal details of yourself. 

(Only the MY Account tile was completed at this stage) 
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To create a SERVICE and add the Organisation 

 
Step 10: Select the “My Service” tile and click to open (see below screen print) 

 

 

 
Step 11: Click in the BOX on the dropdown V and select Supplier Self Service and +Add 

and for Organisation 

 

 
Step 12: Tick in the small box (I have verified …) and then select “STEP 2” 

 

 

Step 13: Click on +ADD and start to process to add the Organisation. 
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Add the company details: 

Enter LEGAL NAME; 

Select Org type on dropdown (Branch or 

Head office); 

Select LEGAL ENTITY Type (CC, PTY, etc); 

Add Company Registration number; 

Click on Step 2 (to continue) 

 
 

 
 
 

 
 

 
 

 

A pop-up window will open up. Add the company address details and click on CONFIRM 

 

 
Step 13.1: DETAILS Tab: Add the Organisation details. Keep the slider on NO. 

Step 13.2: ADDRESS Tab: Add the Company Address details. 

Click on the drop down V and “MAIN ADDRESS” and +Add 
 

 

 



Annexure A (3) 

P a g e | 9/20 

 

 

. 

 

 

Step 13.3: DOCUMENTS Tab: Clicking on the drop down V, and Authorisation Letter 

and + and upload the document. Do the same for the Company Registration document. 

 

 

 
Step 13.4: CONTACTS tab: Click in the box on the drop down V. 

Click on Business contact and +Add. 

A pop-up window will open up. Add the details of the Authorisation Person. Add the contact 
details for the Authorisation Person. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
Click on CONFIRM 
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Step 13.5: RESPONSIBILITIES Tab: Click on the drop-down V and on Administrator. 

The details of the admin person will show. Double click on the person details to pull 

in. 

 

Do the same for the Authorisation person.If the authorisation person is a different 

person, then click on +ADD to enter his/her details. 

 

 

 

Thereafter click on the Authorising person role and do the same. 

If the authorisation person is a different person, then click on +ADD to enter his/her 

details. Click on CONTINUE at the bottom: - 

 

 
Step 14:  Click in the small box (I have verified…..) and click on Step 3 

 



Annexure A (3) 

P a g e | 11/20 

 

 

Add Supplier details: 

Trading name 

CSD Number 

Select Industry keys (on drop down) 30max 

Income Tax Number 

Add VAT details if vat registered. 

 

 

Step 15: Click on +ADD. You will now be able to add the Supplier. 

 

 
Step 15.1: Supplier DETAILS tab: Continue to add the Supplier information 

 

 

 
Important to note: A community supplier can only apply for RFQ’s in the Ward they 

are residing in. If you select CBS – than you must provide the proof which must be 

stamped and signed by the Sub Council Office in your area. Leave the slider on  

NO if not a Community Based Supplier. 
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Select correct BEE CLASSIFICATION Type; 

Select B-BBEE LEVEL; 

Add Black Ownership %; 

Add Black Female Ownership %; 

Select correct B-BBEE EXPIRY DATE on calendar. 

(Refer to Bee document for information) 

 
 

 
 
 

 
 

 
 
 

 
When done correctly, the address will show as below. The Address type must show. 

 

 

Step 15.2: B-BBEE tab. Add details 

 

 

 
Step 15.3: ADDRESSES Tab: - Click on dropdown V and Supplier address 

and Add +. A pop-up window will open up. Add the details of the Supplier 

address. 
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When done correctly the details for these people will show 

 

 
Step 15.4: CONTACTS Tab 

 

Click on dropdown V and Accounts. A pop-up window will open and add the 

contact details of the Accounts person. Click on Confirm. 

Thereafter do the same for the Salesperson. 
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 BANK INFORMATION to add: 

1. Select LOCAL 

2. Select CHEQ or SAVINGS Account 

3. Select BANK on dropdown 

4. Enter BANK ACCOUNT NUMBER 

5. Enter BANK ACCOUNT HOLDER Name 

 

 
Step 15.5: Bank Accounts tab 

 

Click on dropdown V and A pop-up window will open. Select the correct options on 

the drop down. 

 

 
Click on CONFIRM. 
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Step 15.6:CERTIFICATES Tab 

Only applicable if the Organisation is registered with: 

1. Compensation Industry on Duty Act (COIDA) 

2. Construction Industry Development Board (CIBD) 

3. Private Security Regulation Act (PSIRA) 
 

 
 

 
Step 15.7: DOCUMENTS Tab 

 
Upload all the supporting documents against the correct option 

 

 
Compulsory Documents: 

1. CSD Report 

2. Proof of Address 

3. Bank Confirmation letter 

4. Sars Pin document 

5. Bank Confirmation letter 

6. B-BBEE Certificate / Affidavit 

7. CIPC or Section 21 document 
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Step 15.8: DECLARATION 

Click in the box on the dropdown V and select Supplier Declaration and +Add 
 

The screen below will appear. Click in the middle of the screen for the 

document to open. 
 

 

 
Add the position in the company on 3.3 of the persons completing the declaration. 
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Complete ALL listed QUESTIONS by selecting NO or YES. 

When the answer is YES - furnish with the detail. 
 

 

 
Schedule A – point 4 – click on ADD and enter the Name, Surname and Id number of 

the Directors listed on the CSD report. This includes Directors / Non-executive 

Directors/ Shareholders / Members and Owners. 

 

 

Complete Schedule A, B and C of the declaration. ENSURE all questions were answered. 
 

 

 
At the bottom of Schedule C – tick in the DISCLAIMER BOX and CONTINUE 

 

Note: If one of the questions were not answered, the Disclaimer box will be greyed out. 
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Click on REFRESH 

 

Click on Step 4 and add the Sales and Accounts Person roles. 
 

Once the online process is completed, all the below tiles should be showing except 

the MY PEOPLE tile, depending on the different people selected for the different 

roles. 
 

 

 
Important Note: 

Only when ALL the above-mentioned tiles were approved, the RFQ and PO 

Tracking tiles will show. 
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Different online roles: 

 Organisation 

 

➢ An Organisation is a legal entity registered with CIPC and will have a company registration number, 

e.g. 2000/000123/07. 

➢ An organisation must register four role players. These roles may be performed by the 

same or multiple individuals. 

 

An Organisation must have individuals performing the following roles: 

 
 Administrator Role 

➢ The administrator is the person maintaining the online company data, as 

nominated by the Authorising Official. 

➢ The administrator will allocate the other role players as stipulated below. 

➢ This registration must be performed by the Administrator. 

 
 Authorizing Official Role 

➢ The authorising official does not perform an online function. It is his/her job to grant the 

authority to the administrator, as per Authorising letter (See Supporting Documents below). 

 
 Sales Person Role 

 

➢ The Sales person can view RFQs and submit quotations. 

➢ The Sales Person cannot maintain the Organisation’s data 

 

 Accounting Officer Role 

➢ The accounting officer can upload the 

Statements Important Notices: 

◆ Your registration will take between 2 - 5 working days. 

◆ Only the Sales Person, as assigned by the Administrator will be able to see the RFQ tile. 

◆ On the RFQ tile, you will be able to view “Request for Quotations” and submit 

quotations online. 
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Insert Company Name, 

Co Registration number, 

Physical Address, 

Email address. 

 

 

 

 
 

 

 

 
Letter of authorisation 

 

 

I, (name of authorisation person), in my capacity as (position held in the 

company) in 

(the company’s name), hereby give authority to (name of the administrator), 

in his/her 

capacity as (position held in the company), to act as (company name) 

administrator in 

assigning, maintaining and managing user access for (company name). 
 

 

 

 

 

 

Signed:   

 

 

Date (DD/MM/YEAR):   
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How to complete the Declaration online 

1. Declaration to be completed by the person with the Administrator role. 

2. Click on New E-services Portal; 

3. Select the tile “Service Registration for Supplier Self Service”; 

4. Click on the MY SUPPLIER tile to open and on the company details to expand; 

5. Select the DECLARATION tab 
 

 

6. Click in the box on the dropdown V and select Supplier Declaration and +ADD 

 
Complete the information on:- 

7. Schedule A - 3.3, add the position held in the company; 

 

8. Complete ALL listed QUESTIONS by selecting NO or YES 

 

9. On 3.10 when the answer is YES - furnish with the following 

detail; Name 

ID number 

Relationship 

Designation 

Department 

Organ of 

State 

 

10. On 3.11, 3.12 C 3.13 _If the answer is YES – furnish with the following 

details; ID number (N/A) if declared on 3.10 

Relationship 

Designation 

Department 

Organ of 

State 
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15. Click in the small DISCLAIMER BOX and on CONTINUE 

11. On 3.14 _ If the answer is YES – furnish with the following details 

Company Name AND 

Company Registration 

Number 

 
Note: Unfortunately due to limited space, if more than one company, add the 

details on a separate document (annexure) on the company’s letterhead 

and save in PDF format and upload on the Documents tab. 

 

 

12. On point 4 – Click on ADD DETAILS and add their name, surname and 

identification numbers of the directors/ members/owners; 
 

 

 

Note: All Directors / Non-executive Directors / Shareholders / Members / Owners listed on 

the CSD report must be added onto the Declaration. 

 

13. Complete Schedule B by selecting either YES or 

NO If YES, furnish the particulars 

14. Complete Schedule C by selecting either YES 

 

or NO If YES, furnish the particulars 
 

 
 

 

Note: If one of the questions were not answered, the Disclaimer box will be greyed 
out. 
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Ensure to complete all the questions. Thereafter click on REFRESH button. 

16. The Declaration will show with the creation date as well as the expiry date. 
 

 

 
17. Click on Submit. 
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WHERE TO UPDATE THE SUPPLIER DETAILS ONLINE 
 

 
1. The Administrator must logon. (Only administrator can do 

changes) 

 

 
2. Select New E-service Portal 

 

 

 
3. Select Service Registration for Supplier Self Service tile 
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4. Select the My Supplier Tile 

 
5. The Supplier Details screen will open up. 

 

 
6. B-BBEEE Icon to update bee details 

 

 
7. Address Icon to change address details of the supplier. 
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8. Contacts Icon to add company contacts. 

 

 

9. Bank Accounts to upload the bank details. 

 

 
10. Documents Icon – to upload the supporting documents for 

the changes done. 
 

 
11. Declaration Icon. 

 

 
SUBMIT 
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Purpose  

 
• This document is meant to guide you on how to successfully submit 

bids in response to City RFQs. 

 

 
What is a Request for Quotation (RFQ)? 

• A RFQ is an invitation to bid on Goods and Services up to a value of 

R750 000. 

• The City publishes RFQ adverts on the Procurement Portal. 
 

 
In order to submit a quotation you will need: 

1. To be registered as a user with e-services. 

2. To be assigned as a Transacting User for your organization. 

3. Applicable Roles: Supplier Self-Service Transacting Person. 
 

 

 

 

 

 

 

 

 

OVERVIEW 

https://eservices.capetown.gov.za/irj/portal/fiori
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1. Start the process by logging on to e-Services 

2. Click the Log On button 

- Use your unique Username and Password received when you registered 

for e-Services with the City of Cape Town. 

 

 

 

Log On 

https://eservices.capetown.gov.za/irj/portal/fiori
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3. Once you log in you will see a list of tiles. Click the RFQs tile. 

- The RFQs tile will allow you to view your submitted and open RFQs. 
 

 
 

 
 

 
 

 
 
 

 
 

 
Current RFQs 

- To view open RFQs click on the Current RFQs tile. 

My Quotations 

- Once you start with a submission the “My Quotations” tile will appear, 

which shows the status of the RFQs you submitted and those in draft. 
 

VIEW RFQs 
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1. To submit a quotation, you need to view the current open RFQs. Click Current 

RFQs tile 

 

 

 
2. RFQ Type 

- Click RFQ Type dropdown arrow to view options 

- Select RFQ type (Goods, Services, All) 

- Click on the Category dropdown arrow to view categories for which you 

are registered (e.g. Cleaning Materials) 

- NB: Suppliers will only be able to view and submit RFQs that correspond to 

the Industry Keys they are registered for. 

 

 
3. Select the RFQ record from the list to view more details. 

- In this example we will be submitting a quote for GA12500233 (Clothing 

Items) 

RFQ DETAILS 
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Click on Special Conditions list item to download the special conditions. 

Read and familiarise yourself with the content. 

 

 

 
4. Click the Quotation Conditions icon. 
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5. Click on the RFQ Attachments icon. 

- Click on the items to download. 

- Ensure that you download, carefully review and complete the 

attachments listed. 
 

 
6. Click RFQ Line items icon. 

- Take note of the closing date and time 
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7. Click each line item to display each RFQ specification in detail for the 

selected line. 

- Once you reviewed the specifications for each line item close the box. 

 

8. Click the Make a Quote button. 
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STEP 1 – Price Schedule 
1. Click the Information icon. 

 

 

2. Read and familiarise yourself with Form of offer and click Ok when 

completed. 

 

3. Click Price Excl. Vat text box. 

- Insert your bid price in the Price Excl. Vat text box for each line item. 
 
 

 
 
 

 
4. Click the More button. 

- Specify the Brand/model 

- Comments box to be used to inform the City e.g. item supplied Free of 

charge. 

- Click OK when complete. 

- Complete this for each line item 

SUBMIT A QUOTE 
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5. Click the checkbox 

- In order to continue, you must tick the check box 
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STEP 2 – Preference schedule 

1. Click Step 2 button 

- This contains the preference schedule information 
 

 
2. Click the Manage supplier data button 

- This will open a new tab 

 

 
3. Update your B-BBEE information 

- Click the Check button to confirm that all compulsory fields have been 

captured. 

- Click Save once complete 
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- Displayed is the relevant Document type attached. 

 

 

 

 
 

 
4. Upload substantiating documents 

- Click Document type drop down 

- Select B-BBEE Certificate/Affidavit option 

- Click Add button and attach your B-BBEE certificate. Ensure that your B-

BBEE certificate is valid. (valid for 12 months) 
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5. Click Continue button 

 

6. Click Confirm button 
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10. Click Step 3 button 

 

 

 

 
7. Click the checkbox 

 
8. Click the information icon 

 

 
9. Read and familiarise yourself with the Preference Points and click Ok when 

completed. 
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4. Click Step 4 button 

 

 

 

STEP 3 – Independent Quotation 

 
1. Click information icon 

 

 

 

2. Read and familiarise yourself with the Certificate of Independent Quotation 

and close when complete. 

 
3. Tick the checkbox 
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STEP 4 – Supplier Declaration 

 
1. Click Manage supplier data button 

- NB: A declaration is required for every submission. 

- The declaration is divided into three sections. To navigate select icon 

Schedule A, B or C for any changes needed. 

- Answer all questions (Yes or No) If YES is selected, the application will open 
a field below each question to capture more details. 

 

 

2. Complete Schedule A (Declaration of Interest – State employees) 

 



Annexure C 

5. Click the Scroll down arrow. 

 

 

 

 

3. Click the Schedule B icon. 

- Complete Schedule B (Conflict of Interest Declaration) 
 
 
 
 
 
 
 
 
 
 
 
 

 
- 

 

 
4. Click the Schedule C icon. 

- Complete Declaration of Suppliers Past Supply Chain Management 

Practices 
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6. Tick the disclaimer check box after completing all the questions by selecting 

either Yes or No. 
 

 

 

7. Click the Continue button. 
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8. Click confirm button 

 

 
9. Click Close application and go back to RFQs app link label. 

 

 

 
10. Tick the checkbox 

 

11. Click Step 5 button 
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STEP 5 – Attachments 

 
1. Click the attachment type drop down to view the required attachments. 

- To add attachment, click on the Add button and attach your document. 

2. Click on Proof of insurance/insurance Warranty. Click on Add button and 
select attach your proof of insurance 

3. Click on Authorization for deduction. Click on Add button and attach your 
completed authorisation for deductions form 

4. Click on other. Click the Add button to attach additional documentation 
required. (e.g. Sample, MBD6.1 form) 

 

 

 
5. Click Review button 
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- This screen contains the summary of your submission 

 
6. Click Submit Quotation button 
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7. Click the Back to Home Page link label. 
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HOW TO ACKNOWLEDGE PURCHASE ORDERS 

OVERVIEW 

 

 
 

 

 

 
Purpose 

This document provides guidance on how to successfully acknowledge your 

purchase orders and monitor the status of your purchase orders. 

 

 

 
In order to view purchase orders you will need: 

1. To be registered as a user with e-services. 

2. To be assigned as a Transacting User for your organization. 

3. Applicable Roles: Supplier Self-Service Transacting Person ( Sales Person). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://eservices.capetown.gov.za/irj/portal/fiori
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1. Start the process by logging on to e-Services 

2. Click the Log On button 

- Use your unique Username and Password received when you registered 

for e-Services with the City of Cape Town. 

 

 

 

 

 

3. Once you log in you will see a list of tiles. Click the New e-Services portal. 

 

Log On 

https://eservices.capetown.gov.za/irj/portal/fiori
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4. Once you have logged in to the e-Services portal you will click on the e-

procurement tab 
 

 

 
5. You will see the various tiles appear and click the Po tracking tile. 
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6. Click on the Purchase orders awarded tile. Once the tile opens then select the 

view button next to the purchase order status. 
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7. Once you have viewed the purchase order the system will prompt that it was 

successfully acknowledged and you may proceed to click “OK”. 
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8. It is to be noted that once you have acknowledged your purchase order it will 

move to your Purchase order status tile where you can continue to track it. 
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