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When preparing to submit response to RFQs and RFPs on REPDO eProcurement Portal, it is possible to 
extract RFQ/RFP Response Form on excel format, and prepare the response offline (without using 
your web browser or being connected to internet)! 

This Document will provide detailed guide on how to extract RFQ/RFP Response Form to excel, fill the 
content and upload the filled RFQ/RFP Response Form on excel back to the REPDO eProcurement 
Portal. 

Step 1: Open the URL: https://powersaudiarabia.com.sa/ to access REPDO eProcurement Portal. 

Once the URL is opened, you will appear on the main page of the REPDO’s eProcurement Portal. Please 
login to your Online Account with your Username & Password 

 

Step 2: From the Main Menu, access RFQ or RFP area, depending on which response you need to modify 
(the remaining steps are the same for both the RFQ and RFP):

 

Step 3: On the next page, you will see the list of ALL RFQs or RFPs you have participated in. You can also 
view a “Response Status” column to see if the response is finalized, and view the RFQ/RFP Deadline:

 



 

Step 4: Access the RFQ or RFP of interest:

 

Step 5: Once in, click on “Create Response” to begin the response preparation and submission:

  

You can prepare your response online, by “Editing Response” to Qualification, Technical and Commercial 
Envelopes individually:

 

Or, you can download the “Response Form” on excel format, fill it, and upload the response to the 
RFQ/RFP:

 

In this document, a step by step guide is provided on how to develop response using the Response Form 
on Excel 



 

Step 6: Click “Export/Import Response” icon to download the “Response Form” template: 

 

On the next screen, click the “Download” icon to download the form, and open it:

 

Step 7: Once the excel Response Form is opened, you can view the content:

 

The column called “Response” on the right-hand side is where the response must be provided by the 
supplier. Cells marked in Yellow are mandatory for Suppliers to respond, and those marked in Blue are 
optional to respond. To respond, simply type in your response in the cell, or make the selection from the 
provided options list. 

The columned called “Response Type” in the center indicates the type of response that must be 
provided, and the column called “Response Guide” next to it provides short explanation about each type 
of the response. The type of responses include text (alpha numeric), numeric only, date only, options list 
etc., multi-choice, yes/no question etc. Only the Attachment type questions cannot be answered on the 
excel form – the attachments must be uploaded directly on the portal. 

Columns called Question and Description contain the title and main body of the questions asked in this 
response form. 

Step 8: Simply fill the Response column on the excel sheet, and save the document on your computer. 

For Text question type, provide your response in alpha-numeric format in the response column:

 



 

For Options List question type, click on the cell in response column, and select one of the options from 
the provided dropdown list:

 

For the Numeric question type, provide your response in numeric format in the response column:

 

For Yes/No question type, click on the cell in response column, and select one of the options from the 
provided dropdown list:

When you begin prividing your respense in the response column cells, a small pop up will provide 
additional information about how to correctly respond to the particular question type selected:

 

In case wrong type of answer is given against a question type (ex: text response in the numeric question 
type), following error will appear:

 

Step 9: Some questions in the response can be “conditional”. “Conditional” means that the answer 
provided to the initial questions in the response form can make few other questions in the response 
form “mandatory”. 



 

For example, your answer to the first question 1.2.1, can make another question 1.3.1 mandatory for 
you to answer. Following is an example of response sheet before the answer to question 1.2.1:

 

Following is an example of the response sheet after the answer to question 1.2.1 (notice how question 
1.3.1 has become mandatory):

 

Step 10: Once you have filled the response form correctly, upload the document on the REPDO 
eProcurement Portal RFP/RFQ. On the same screen where the template was downloaded, browse the 
document and select the file, then click “Import Excel” icon:

 



 

The pop-up will confirm successfully uploading the response. Click OK and review the saved progress:

 

Step 11: Ensure you answer all questions. The attachment questions must be answered on ePP portal:

 

Step 12: click on Save the Changes, then click on Submit Response:

 

 


