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Supplier File Repository (SFR)

The SFR allows suppliers to upload and store frequently used documents such
as information about their businesses, company track records and financial
statements. During bid submissions for Tenders, Quotations or Framework Buys,
suppliers will be able to attach the files in SFR expediently and saving them from
the hassle of having to upload these documents repeatedly if they are
participating in multiple bids.

What is covered in this User Guide?
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How to upload a file to SFR?

1. Atthe GeBIZ Homepage, click on “My Stuff”.
2. Select “Supplier File Repository”.

GeBIZ
-
ABOUTUS  ANNOUNCEMENTS ~ GETTING STARTED  RSS
MESSAGES  LOGOUT

View, track and manage all your opportunities, responses and invoices. Update your personal or company details.

Watchlist Invitations Responses

View and manage opportunities added to View all opportunities that your company Track your open and closed responses
your watchlist. has been invited to participate in.

Contracting Instruments Period Contracts Invoicing Instructions

View and download formal contracts, View your period contracts. View and use the information in the

letters of acceptance or purchase orders invoicing instructions to create your

issued to you. invoices,

Invoices Credit Notes Payment Status

Manage your electronic invoices that are Create and manage credit notes for your View payment status of your electronic
created in GeBIZ. electronic invoices. invoices and credit notes.

My Profile Filters Company Admin

Change your personal profile, password or Create your own search filters and find Change your company details, add/swap
terminate your account. opportunities based on your preferences. your authorised representatives or set up

your beneficiaries.

Government Supplier Bills Supplier File Repository 2
Registration View and pay subscription fees billed to A repository to manage business

Apply, upgrade or renew your supply you. documents frequently submitted to

heads and track your application status. Govermnment Buyers.
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3. Select “Add File”.

ABOUTUS  ANMOUNCEMENTS  GETTING STARTED  RSS

MESSAGES LOGOUT

Home > My Stuff > Supplier File Repository

SUPPLIER FILE REPOSITORY

This page allows you to upload business documents that are frequently submitted to Government Buyers. The file can be configured to share to
Government Buyers under company profile, submitted during bidding or both. Example of such files are Track Records, Financial Statements etc.

Maximum file size: 35 MB per file

Maximum file count: 50

Supported file types bmp, csv, doex, gif, jpeg, jpg, pdf, pptx, rtf, if, txt, xisx, zip.

File name can only contain: Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.
File name can only be 170 characters or less in length.

Archived file will be moved from File listing to Archived listing and keep for in 6 months.

Active File (0) | Archived File (o)

|

SN File Name File Size Category Purpose Uploaded Date

3|Page Nov-23



Supplier File Repository (SFR) GeBIZ2.0 User Guide

4. In the “Add File” page, select Category and Purpose.

FILE DETAILS

You may upload your business documents into this repository and share these files openly to the buying agencies as general information.
These files do not constitute as bid submission data in tender, quotation or framework buy. You are required to explicitly attach and

submit the relevant document in each bid submission process.

Category* 4 Sefect Category™
Select Category
Purpose* tification and License
Owerview
ATTACHMENT Financial Statement

Track Records {e.g. Project showcase, Testimonial) e N e e e o e it

S/N  File Name File Size

Mo records.
Records Per Page: 10 v

Gancel |m

5. Then select “Upload” to upload the file.

FILE DETAILS

You may upload your business documents into this repository and share these files openly to the buying agencies as general
information. These files do not constitute as bid submission data in tender, quotation or framework buy. You are required to explicitly

attach and submit the relevant document in each bid submission process.

[:ategurv* Company Overviewr

Purpose* Select Purpose=
Select Purpose

ATTACHMENT File to be shared with agency users

e ____ M| File to be used for bid submission | & |
File to be shared with agency users and to be used for bid submission
S/N  File Name File Size
No records.
Records PerPage: 10~ ¥
Cancel ‘m
Note

e for "Files to be shared with agency users", these should be files that you wish
to share with all Government agencies. Please do not include sensitive

information.
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e for “File to be used for bid submissions”, these files will be available to be
attached to Tenders, Quotations or Framework Buys during bid submission.

6. Select the file(s) to upload.

UPLOAD ATTACHMENT

@ Drag and drop files here or click here to begin upload

Maximun file size: 35 M8

! Done _:

7. Click “Add”.

FILE DETAILS

You may upload your business documents into this repository and share these files openly to the buying agencies as general information.
These files do not constitute as bid submission data in tender, quotation or framework buy. You are required to explicitly attach and
submit the relevant document in each bid submission process.

Category* Company Overview-

Purpose® File to be shared with agency users™

ATTACHMENT
S/H  File Name File Size
1. ABC_PDF_Company_Profile.pdf 27 bytes
(e

Showing 1-1 of 1 record.

Records Per Pége

Note
e You can upload more than one document of the same Category and Purpose.
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How to make changes to the uploaded file in SFR?

a. Changing a new file / information within a file (Requires re-upload)

1. Select the File.

2. Click “Archive”.

Home > My Stuff > Supplier File Repository

Maximum file size: 35 MB per file

Maximum file count: 50

File name can only be 170 characters or less in length.

SUPPLIER FILE REPOSITORY

This page allows you to upload business documents that are frequently submitted to Government Buyers. The file can be configured to share to
Government Buyers under company profile, submitted during bidding or both. Example of such files are Track Records, Financial Statements etc.

Supported file types bmp, csv, docx, gif, jpeq, jpg, pdf, pptx, rtf, tif, txt, xlsx, zip.

File name can only contain: Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.

Archived file will be moved from File listing to Archived listing and keep for in 6 months.

ABOUT US

ANNOUNCEMENTS ~ GETTING STARTED ~ RSS

MESSAGES

LOGOUT

J Active File (4) | | Archived File (0) ‘
+ Add File
‘ 1 Uploaded
S/N  File Name File Size Category Purpose Date
—
® 32 ABC_Excel_Financial_Statement_2022.xlsx 39 bytes Financial Statement File to be used for bid 2 Au_g 2023
submission
O 2 ABC Excel Financial Statement 2023.xlsx 39 bytes Financial Statement File 1o be used for bid 29 Aug 2023
submission
L@ 3. ABC_PDF_Company_Profile.pdf 27 bytes Company Qverview File to be shared with 29 Aug 2023
agency users
O 4. ABC_Word_Awards.docx 20 bytes Track Records (eg. File to be shared with 29 Aug 2023
Project showcase, agency users

Testimonial)

| i |

Archive

owing 1-4 of 4 records.

‘Records Per Pagg:

Rate this e-service
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3. You can verify the archived file in the “Archived File” tab.

ABOUTUS  ANMOUNCEMENTS ~ GETTING STARTED  RSS

MESSAGES LOGOUT

Home » My Stuff > Supplier File Repository

SUPPLIER FILE REPOSITORY

This page allows you to upload business documents that are frequently submitted to Government Buyers. The file can be configured to share to
Government Buyers under company profile, submitted during bidding or both. Example of such files are Track Records, Financial Statements etc.

Maximum file size: 35 MB per file

Maximum file count: 50

Supported file types bmp, csv, docx, gif, jpeg, jpo, pdf, pptx, rif, tif, tat, xlsx, zip.

File name can only contain: Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.

File name can only be 170 characters or less in length.

Archived file will be moved from File listing to Archived listing and keep for in & months.

Active File (3) ( 3 i Archived File (1) I
\/

S/N  File Name File Size Category Purpose Uploaded Date
(@] % ABC_Excel Financial Statement_2022.xlsx 3% bytes Financial Statement File to be used for bid 29 Aug 2023
submission

Showing 1-1 of 1 record.
|

4. Proceed to upload a new file (Refer to Page 2 of this user guide).

Note:

(a) Upon bid closure, suppliers would not be able to make any amendments
to the submitted files.

(b)  Before bid closure, if a supplier wishes to make any changes to a file that
has been attached for bid submission, the supplier has to login to the bid
submission in GeBIZ to remove the old file and re-attach the new file from SFR or
upload from the supplier’s own depository.
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b. Changing the category and purpose of a file (Edit the uploaded file)

1. Select the File.

2. Click “Edit”.

GfE»IZ

Home > My Stuff > Supplier File Repository

SUPPLIER FILE REPOSITORY

ABOUT US

ANNDUNCEMENTS

GETTING STARTED  RES

MESSAGES LOGOUT

Maximum file size: 35 MB per file
Maximum: file count: 50

Supparted file types bmp, csv, docx, oif, jpeg, jpa. pdf. pptx, rtf, 6f, ot xlsx, zip.

File name can only be 170 characters or less in length,

Archived file will be moved from File listing to Archived listing and keep for in 6 months.

This page allows you to upload business documents that are frequently submitted to Government Buyers. The file can be configured to share to
Gowvernment Buyers under company profile, submitted during bidding or both. Example of such files are Track Records, Financial Statements eic.

File name can only contain: Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.

| Active File {4) || Aschived File (0) |
+ Add File
1 M File Name File Size Category Purpose Uploaded Date
2 L ABC Excel Financial Statement 2022 xfsx 39 bytes Financial Statement File to be used for bid 29 Aug 2023
submission
O 2 ABC Excel Financial Statement 2023 xlsx 39 bytes Financial Statement File to be used for bid 25 Aug 2023
submission
C 3 ABC PDF Company Profile.pdf 27 bytes Company Overview File to be shared with 25 Aug 2023
BEENnCY USErs
C 4. ABC Word_Awards.docx 20 bytes Track Records (eg. File to be shared with 29 Aug 2023
Froject showcase, agency users and to be
Testimonial} used for hid submission
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3. Then select “Category” and/or “Purpose” to change them and click
“Done”.

EDIT FILE DETAILS

You may upload your business documents into this repository and share these files openly to the buying agencies as general information.
These files do not constitute as bid submission data in tender, quotation or framework buy. You are required to explicitly attach and
submit the relevant document in each bid submission process.

File Name ABC Word Awards.docx
[:ategury* Track Records (e.g. Project showcase, Testimonial)~
Purpose* File to be shared with agency users~

I Cancel
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How to use the uploaded file(s) in SFR for bid submission?

1. Atthe Upload Documents page, select “Get file from your File Repository”.

You are responding to

Closing

ﬁ Quotation - DEVADRETQ23000119 0 1 1 7
SFR SAMPLE 01 Days Hour Minute Seconds
DEV GSC A 29 Aug 2023, 01:00 PM
gency

+ Bid forftems ) Upload Documents ) Verify and Submit Exit m

UPLOAD DOCUMENTS

Attach documents to complement your response.

Maximum file size : 35 MB per file.

Maximum file count - No limit.

13 Supported file types : bmp, csv, docx, gif, jpeg. jpg, pdf, pptx, rtf, tif, tet, xlsx and zip.

File Name can only contain : Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.
File Name can only be 170 characters or less in length.

Do not upload password-protected files.

For faster upload, you may upload business documents that are frequently submitted to Government Buyers via My Stuff » Supplier File Repository.
Example of such files are Track Records, Financial Statements, ete.

ATTACHMENTS

(;.\! + Get file from your File Repository ”I + Add Attachments |

File Size

SN File Name

Mo attachments available.

b
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2. Inthe “Select File” page, select the file to be added to the bid.

3. Select “Done”.

You are about to add 2 file from your File Repository to your bid submission. Please ensure this file is up to date.
@ L SN File Mame Date Uploaded to File Repository
L 1. ABC_Excel_Financial_Statement_2023.xisx 29 Aug 2023
g 2 ABC_Excel_Financial_Statement 2022 x|sx 29 Aug 2023

Showing 1-2 of 2 records.

=15
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4. The selected file has been attached to the bid submission. Once it is in order,
you can click “Next”.

You are responding 1o

Closing
ﬁ Quotation - DEVADRETD23000119 338 20 34 5
SFR SAMPLE 01 Days Hours Minutes Seconds
DEV GSC A 2 Aug 2024, 01:00 PM
gency

-

UPLOAD DOCUMENTS

Attach documents to complement your response.

Maximum file size : 35 MB per file.
Maximum file count : No limit.
13 Supported file types': bmp, csv, docx, gif, jpeg, jpg. pdf, pptx, rif, tif, tet, xlsx and zip.

File Name can only contain : Letters of the Alphabets, digits, underscores, hyphens, round brackets, square brackets and spaces.
Fille Name can only be 170 characters or less in length,

Do not upload password-protected files.

For faster upload, you may upload business documents that are frequentiy submitted to Government Buyers via My Stuff » Supplier File Repository.
Example of such files are Track Records, Financial Statements, etc.

ATTACHMENTS

+ Get fila from your File Repository “ + Add Attachmenis

T3 SN File Hame

File Size
LA ABC_Excel Financial_Statement_2023.xlsx 18.35kE
L Downlaad || Remave |
NN
(o) m—

Note

e You can also attach any file(s) for the bid submission by selecting “+ Add
Attachments”.
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5. In the “Verify and Submit” tab, you can verify the file(s) attached to the bid
before your submission. Once confirmed, click “Submit”.

v Upload Documents > VenfyandSmert‘ 5 Exit m

VERIFY AND SUBMIT

Check the information you entered, add a supplier contact person, and submit your response.

& Print |

MANDATORY ITEMS

Expand Al Collapse All

ltemNo. 1 SAMPLE [TEM 1 50.00 (SGDY)

Total: 50.00 (SGD)

Exclusive of GST
0O —
DOCUMENTS [ 2 dt

For faster uplaad, you may upload business documents that are frequently submitted to Government Buyers via My Stuff » Supplier File Repository. Example of such files

are Track Records, Financial Statements, etc.

E ABC_Excel_Financial_Statement_2023.xlsx (XLSX, 18.35 kB)

Bi DEVAORET023000119.pdf (PDF, 185.54 KB)

Show 10 = perpage Go of1

& Download All

SUPPLIER INFORMATION

Supplier Name ABC PTELTD

Tradina Dartner Ref Ma 192419224004 —
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6. Congratulations! You have successfully uploaded a file in SFR and attached it
for your bid submission. You should see the green box stating that your
response has been submitted — All the Best!

ABOUTUS  ANNOUNCEMENTS  GETTING STARTED  RSS

MESSAGES LDGOUT

We have sent an email to paolo.fm@ebiz.dsta as an acknowledgement of your submission. We will notify you when there are changes
ta the quotation and when the quotation award result is published.

For faster upload, you may want to upload the business documents that you have attached during your submission into your File
Repository. Example of such files are Track Records, Financial Statements, etc.

Click here to upload or access from My Stuff » Supplier File Repository.

& Print

You can make changes to your response before the closing date - 2 Aug 2024, 07:00 PM.

You can also view and print your response, or return to Search Results page.

Response Submission Date 29 Aug 2023, 04:27 PM Singapore Time

Response No. 2300000563

Quotation Title SFR SAMPLE 01

Agency DEV GSC Agency

Quotation No. DEVAORETQZ3000119

WHO TO CONTACT

GACKEE

= jackie@abe.com

. 91234173
Contact Us

For any queries, please send your enquiry to support@gebiz.gov.sg or call our
service desk at (65) 64827121.
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