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UPDATING THE BID 
Capturing the bid details  
 
At this stage we have completed the bid and sent it you to respond.  

 
 

To complete the details, click on Edit at the top right of your screen. 

 
 

Field name Description 

Supplier Reference 
(optional)  Enter a reference to help you identify your bid.  

 

When you scroll down, you will see the following fields:  
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Field name Description 

Primary Contact Person   
Choose the primary contact person at your company. This person would have 
been added to the Fieldglass system already. (This is not a ‘free text’ field that you 
can complete). 

Comments to Buyer 
(optional) 

Here you can add comments for us, enabling you to give as much information as 
possible for your bid response.  

Important 
The more information you give us, the better.  

 

If you scroll down, you will see the following screed:  
 

Attachments  
 

 
 

Here you can upload any attachments that you would like to add to the bid. Click on +Add Attachments to upload a 
document.  
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Choose the files that you want to upload and click on . Once you have attached the file, you will go back to this 
screen:  
 

 
 

Click on . 
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Clauses 
 

 
Here you can familiarise yourself with the details of the contract. 
 

 
 

Once you have reviewed it, click on  to go the Characteristics. 
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Characteristics tab 

 
 
Here you can add the detail of your quote and how you will charge us, ie milestone-based, fixed-base or time- and 
material-based. A contract can be one or a combination of these 3 billing methods. 
 

Events 

If you click on , you will see the following screen. 

 
 
Events are milestone-based, and the Add New Event section must be completed as follows: 
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Field name Description 

Name   
Name of the milestone event when billing will take place. In the example above 
there are multiple milestones, and the first milestone will occur at a time, ie ‘After 
Design’.   

Description (optional) This field is optional and can be the same as ‘Name’. However, if there are more 
important information about this milestone, you can add the details here.  

Due On (optional) 

The date on which the milestone applies. Milestones can be due on any date after 
a particular event has taken place. 

Note  

• It is not possible to bill or send an invoice before the ‘Milestone Due On’ 
date. 

• When you get to the contract stage, it is better to leave the Milestone 
Due On date blank. 

Capitalised We do not use this function and it will default to ‘No’.  

Amount Enter the amount of the milestone.  

PO Number (No Value)  
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You can add more milestones, as shown below: 

 
 
Click on Add New Event to add more milestones.  
 

 
When you have added all the milestones, they will be listed in the Characteristics section of the bid.   
 
In this example below both milestones now display with their details. 
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If you click on Calculate Totals in the Accounting section, all the milestones will be added, and the total will show in the 
Requested Amount field under the Events Items tab.  
 

Schedules 
 

 
 
To add schedules, click on + Add New Schedule. Schedules can be a once-off, recurring or unit-based and are used to 
detail Fixed-based contracts. 
 

Field name Description 

Type 
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Name Enter the details of the schedule.  

Description (optional) This is generally the same as the ‘Name’.  

Frequency 

The following options are available: 

 
Period Dates for the scheduled period of the contract. 

 

 
 
You can add multiple schedules by clicking on + Add New Schedules.  
 
Scroll down to the Accounting section and click on Calculate Totals to ensure that the Schedules total is added to the 
Requested Amount as a subtotal and then added to the Total. 
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Then click on . 
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SOW Workers tab 
 
Do not add workers unless your bid is a ‘time’ and ‘material’ contract, as you will be required to enter a rate. If this is not 
a ‘time’ and ‘material’ contract, no rate will be available. If you want to add the details of the workers, you can upload their 
CVs to the bid. 
 
If you are awarded the contract, you can add the workers at that stage. Do not add them during the bid process.  
 

 
 
Adding roles and rates 
 
Click on Add New Role. 
 
At this stage, no specific details of workers should be added – only their roles. If you would like to add the names and 
details of workers, you should attach their CVs. 
 
You will then see the following screen:  
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Field name Description 
SOW Worker Role Select the relvant option from the dropdown list: 

 
 
Note 
It is an extensive list, which is sorted alphabetically. You can type in key words to see matching 
options, eg ‘scrum master’. 

 
If you cannot find the role you’re looking for, contact the CD or hiring manager for help. 
 
Note 
This role was selected solely for the purpose of adding a corresponding rate. If required, the 
details can be refined at the contract stage. 

Site Select the option from the dropdown list. It must be the same location as indicated under the 
Details tab. 

 

Click on . 
 
You will then see this screen: 

 
 

Click on . 
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The following screen will display, showing that the role has been added. To continue, a rate must be assigned to this role. 
 

 
 

Click on  and complete the relevant fields.  
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Field name Description 
Rate Category  
Rate Enter a few characters in this field to see a list of options, eg onsite. 

 
 
Tick the corresponding checkbox of the rate, ie: 

• hourly, monthly, hourly overtime, etc. 

Then click on  to update the selected rates.  
 

 
Note 
You can add extra rates, eg if overtime is required. 
 

Click on . 
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You will then see the updates with your selected options. 
 

 
Click on the Calculator checkbox and complete the following:  
 

• Presented – enter the rate amount in the text field, eg R450. 

• Period worked in hours – enter the number of estimated hours to be worked on this project for this role, eg 600. 

• Number of positions – enter the corresonponding number of workers who will be assigned to this role, eg 1. 
 

Click on . 
 
You will then see the following screen, showing the estimated worker spend at R450 per hour for 600 hours for 1 worker = 
R270 000. 
 

 
 

If required, click on  to create additional roles and rates following the same steps.  
 
In this example, a Developer role was added.  
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Click on  to see the estimated worker spend based on a monthly rate of R45 000 for 3 months for 1 
worker = R405 000. 
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When calculating the various options of R135 000 for the BI Developer and R27 000 for the Scrum Master, you will see 
a total of R405 000 in the Accounting section. 
 

 
Note 
The SOW Workers total has not been updated on this screen, as this is an estimate for the various roles and not the 
actual ‘named’ workers. 
 
The value of this bid up to now is R405 000 for the roles and R900 000 for schedules and events, leading to a total of 
R1 305 000. 
 

Click on . 
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Review 

 
 
Click on Confirm the SOW Workers rules and then answer the questions on this screen:  
 

 
 

Do not click on Edit at the top of your screen. Instead, click on above Gateway Questions.  
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These questions relate to oursourcing, back-to-back contracting etc. There are no ‘right’ or ‘wrong’ answers. Choosing 
‘Yes’ or ‘No’ will give us an indication of what you will be doing.  
 
In 1.3 Terms and Conditions you will be required to answer ‘Yes’ to agree to accepting the terms and conditions of the 
draft contract under the Clauses tab. 
 

If you scroll down, click on . The following screen will then display: 
 

 
 

Click on  to send your bid response to us.  
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Process update  
Now you have reached the stage of responding to the SOW bid as shown in the diagram below.  
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Reminder 
The SOW is a formal document that captures and defines the activities, deliverables and timelines that a supplier must 
meet in performing specified work for a client (buyer). 
 

Now you need to create or update the SOW contract in Fieldglass, which falls within the process highlighted below: 

 
 
 


