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Supplier User Guide – How To Respond To Tenders 

 

Dear Valued Supplier,  

 

Welcome to “FutureBuy Procurement Portal” user guide.  

 

This user guide will lead you through how to respond to tenders you’ve been invited to by Dubai Future 

Foundation Buyers via FutureBuy and will be delivered through a step‐by‐step approach.  

 

If you are facing difficulties at any time during the registration process, you can email our help desk for 

assistance at sourcingsupport@tejari.com. 

 

Alternatively, you can dial +971 800 8363377 (800 Tenders) for telephonic support from Sundays to 

Thursdays 8:00 AM – 5:00 PM (GMT + 4:00) Abu Dhabi, Muscat.  

 

 

 

Sincerely,  

Dubai Future Foundation Team 

  

mailto:sourcingsupport@tejari.com


 
 

 

2 November 11, 2019 

 

 

Step 1: Access the FutureBuy link https://www.futurebuy.ae/web/login.html   

Once you have accessed the URL, enter your username and password in order to gain access to the 

portal.  

 

Step 2: From the list of available RFIs or RFQs, click on the required specific RFx: 

 

  

https://www.futurebuy.ae/web/login.html


 
 

 

3 November 11, 2019 

 

 

Step 3: Once you have accessed the RFI/Q,  

You will land on the My Response tab to review the questionnaire listing the tender scope of work, 

technical questions and details of the tender.  

You will need to click on the Create Response icon to initiate a response.  
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Step 4: Once you have accessed the RFI/Q,  

You may click on the Edit Response icon to begin drafting your response. All the question marked with a 

red asterisk (*) is set as mandatory. You won’t be able to submit your response without responding to 

these questions. 
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Step 4: The questionnaire may have different question types, varying from Text, Numeric, Yes/No, 

Attachments, etc. While drafting your response to the questionnaire, you may continue to clicking on 

the Save and Continue icon to make sure your response is always saved.  

Once you have completed drafting your response you will need to click on the Save and Return icon to 

be directed back to the submission page.  
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Step 5: You will be directed to draft the commercial response as per the envelope questionnaire.  

While drafting your response to the questionnaire, you may continue to clicking on the Save and 

Continue icon to make sure your response is always saved.  

Once you have completed drafting your response you will need to click on the Save and Return icon to 

be directed back to the submission page.  
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Step 6: Once you have completed drafting your response to the RFP. You may proceed to clicking on the 

Submit Response icon.  

If you wish you may revise your submission again, however please be minded to do so prior to the RFP 

closing date and time.  

 

 

For further help and support, please contact our Helpdesk team on +971 800 8363377 (800 Tenders) for 

telephonic support or email sourcingsupport@tejari.com from Sundays to Thursdays 8:00 AM – 5:00 PM 

(GMT + 4:00) Abu Dhabi, Muscat.  
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