








TRANSVERSAL SOURCING PANEL 
RFQ PROCESS 



Role: Description: 

  

  

Requestor: 

  

Refers to a user that will be responsible for creating / generating a pro-

forma requisition for ICT related commodities or services.  

  

System automatically sends the requisition to the authorised approver. 

  

  

  

Request approver: 

  

Once a pro-forma purchase requisition has been created by a Requestor, it 

gets routed to a request approver who then has an option to either 

approve or reject the said requisition.  

  

The Pro-forma RFQ will then be generated and issued subject to approval. 

  

  

Evaluation approver: 

  

  

The system runs an auto evaluation once the RFQ is closed. Then the 

results of such would then be made available for the evaluation approver 

for recommendation. 
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gCommerce ICT procurement process 
Step 1  

– The Requestor must login to gCommerce and create the pro-forma requisition.  

– Once captured it is queued in the pool of requisitions that must be approved by the 
Requisition Approver 

Step 2  

– Requisition Approver must login to gCommerce.  

– Upon logging in, the Requisition Approver will find the queue all requisitions to be 
approved. 

– review and approve the pro-forma requisition/s in the queue. Once the pro-forma 
requisition is approved, it is immediately published to the approved Resellers.  

– Resellers have 24 hours within which to submit responses to the published pro-forma 
requisition.  

– At the end of 24 hours, the will close and Resellers will no longer be able to submit 
responses. 

– gCommerce will automatically rank responses received in terms of price and B-BBEE 
points and price. 



gCommerce ICT procurement process 

Step 3  

– Evaluation Approver must logon to gCommerce to see the responses submitted by the 
Resellers  

– Where applicable the responses must be downloaded and presented to a bid evaluation 
committee for further evaluation 

– In the case of procurement of ICT related services where the pro-forma requisition was 
published with Functionality evaluation criterion, the functionality evaluation must be 
performed first before the system generated ranking is confirmed and an award is made 
evaluate the responses. 

– The recommendation of the Bid Evaluation Committee must be presented to the 
adjudication committee where applicable and the approval of the award be endorsed by 
the delegated official. 

– The award as approved by the delegated official must be captured by the Evaluation 
approver on gCommerce. 

 



gCommerce ICT procurement process 

Step 4 

– Requestor must log onto the gCommerce system and generate a requisition. 

– After the requisition is generated then an order can be raised to the highest ranked 
supplier. 

– A purchase order will be raise on a Logis/BAS/Walker  or any other reputable ERP used 
by the institution. 



Process Step 1 - Login  



Process Step 1 – Requestor start to create a requisition   



Process Step 2 – Approve Requisition 
Requisition Approver checks on workflow approval to 
retrieve the requisition  



Process Step 3 – Evaluation 
 
After requisition approved the requestor will activate the 
evaluation  



Process Step 3 -Recommend  
The evaluation approver will retrieve the requisition and 
approve 

h 



Process Step 3 - Award  
 
The system bundle the main offer with its selected option 
and the Requestor award to 1 supplier  



Process Step 4 – Purchase Requisition 
Requestor can draw the requisition  
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