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Acronyms / Abbreviations 
 

Acronym / 
Abbreviation 

Explanation 

CA Contracting Authority 

CAPC Contracting Authority Procurement Coordinator 

CAPCA Contracting Authority Procurement Coordinator Assistant 

CAPO Contracting Authority Procurement Officer 

CfT Call for Tender 

CPV Common Procurement Vocabulary 

EO Economic Operator (supplier) 

EO Admin Economic Operator (supplier) Administrator 

EO User Economic Operator (supplier) User 

FA Framework Agreement 

MAT Most Advantageous Tender 

NUTS Nomenclature of Territorial Units for Statistics 

PDF Portable Document File 

PIN Prior Information Notice 

PO Procurement Officer 

PO/ES Procurement Officer Evaluation Staff 

PO/ESR Procurement Officer Evaluation Staff Responsible 

PO/OS Procurement Officer Opening Staff 

PO/TC Procurement Officer Tender Coordinator 

SA System Administrator 

SC Specific Contract (in the context of an FA or DPS) 

WS Workspace 

XML eXtended Markup Language 

WebTPT Web based Tender Preparation Tool 

TCO item Total Cost Ownership of a product / item. Complex price element. 
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1 eTendersNI workflow 
1.1 Terminology 

The following terms are widely used within the eTendersNI platform: 

¶ Tender Package ƛǎ ǘƘŜ ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ όƛΦŜΦ ƻŦŦŜǊύ ƛƴ ŀ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊ όŜΦƎΦ /Ŧ¢ύ 

¶ Call for Tender (CfT) is used for the tender opportunities  

¶ Timestamp is a marking of the time and date on which the tender was uploaded in the 
system. Similar timestamp is used when a bid is submitted during an eAuction event 

¶ Bid corresponds to an offer submitted during an eAuction event 

 
The following deadlines are widely used within the system: 

¶ Time-limit for receipt of tenders or requests to participate (mandatory): 
Deadline for the Economic Operators to upload their tender 

¶ Request for clarification From (mandatory): The starting date of the clarification forum on which 
suppliers can ask for further clarifications 

¶ Request for clarification To (Mandatory): The final date of the clarification forum on which 
suppliers can ask for further clarifications 

¶ Tenders Opening Date (optional): The date for unlocking the received tenders. This date is set by 
default to be after the time-limit for receipt of tenders 

 
The following figure provides a description of the workflow that the Contracting 
Authority and Economic Operators users can follow through the system in order to 
perform a complete procurement process. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
Figure 1 Workflow of Contracting Authority and Economic Users 
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2 General Functionality 
 

2.1 eTendersNI Main Page 
 

  
Figure 2 Main eTendersNI page 
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The main page of the eTendersNI platform contains the functions to allow a user to access all 

aspects of the platform, such as: 

ω Top right corner, which contains the Login menu and a part allowing the access to a search 
functionality. 

ω Central section, which contains general information regarding the system, such as the 
functionality for the registration of Economic Operators and contracting authorities,  access 
to the download of the User manuals, etc.. 

ω Bottom Static footer of the main page which provides functionalities accessible from all pages 
of the eTendersNI platform. This section includes links towards Interactive walkthroughs, 
Frequently Asked Questions, Latest News, etc. 

ω Search Functionality: This section allows users to access the search engine in order to retrieve 
call for tenders, users or organisations information. 

ω User registration functionality: This section allows the registration of users and organisations 
ω Walkthrough help guides: This section allows to download guides describing the system 

functionality. 
ω eTendersNI activity: provides information on latest tenders published through the system 
ω Frequently Asked Questions: This section gathers questions already collected about the 

system and their respective answers.  
ω Latest News:  provides important information about the system. 

 
The fundamental sections of the main page are further described in the following pages. 
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2.1.1 Quick Guide  
 
 
 
 
 
 
 
 
 

2.1.2 Login Section 

 

The Login Panel enables all users (Contracting Authority, Economic Operators and System 

Administrators) to log into the system provided they possess valid credentials (username and 

ǇŀǎǎǿƻǊŘύΦ !ƭǎƻΣ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ŦƻǊ ǊŜŎƻǾŜǊƛƴƎ ŀ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ƛǎ ǇǊƻǾƛŘŜŘΦ 
 

 
 

Figure 3 Login panel

LOGIN & 
Roles 

CfT Search Submit 
Tender 

Check my 
tender 

response 
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2.2 General usage guidelines 

The eTendersNI platform provides the following common navigation behaviour/functionality: 

 
Tabular display: Any data displayed in tabular format will have the following headers 
which helps the user to navigate 

 

Figure 4  Example of a table headers 

 

¶ The arrows are     used for sorting the results in ascending or descending order 

according to the field selected. The grid button  is used to hide/ show a number 
of fields in the table. 

¶ Any search query or list, with more than a page of results, will include the following 
navigation buttons: 

  First Page 

  Last Page 

   Previous Page 

  Next Page 

¶ The following buttons are also widely used within eTendersNI: 
 

 
Calendar Button - Opens a calendar that enables the user to select 
a date 

 
Search Button - Opens a window with search engine enabling the 
user to search for various codes (e.g. CPV and NUTS codes - 7. 
Additional Functionality) 

 
Clear Button - Clears the previous selection of the user 
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2.3 The Show CfT Menu functionality 

5ǳǊƛƴƎ ǘƘŜ ŎǊŜŀǘƛƻƴΣ ŜŘƛǘƛƴƎ ŀƴŘ ǳǇƭƻŀŘƛƴƎ ƻŦ ŀ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊ όŜΦƎΦ /Ŧ¢ύΣ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

displays all functionalities available to the user. ¢ƘŜ ǳǎŜǊ Ŏŀƴ ŦƛƴŘ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ ōǳǘǘƻƴ 

in the CfT Workspace, which can be found easily by clicking on the title of the CfT. ¢ƘŜ ά{Ƙƻǿ 

/Ŧ¢ aŜƴǳέ ƛǎ ŎƻƭƭŀǇǎŜŘ ōȅ ŘŜŦŀǳƭǘ, as shown in the following figure: 

 

 
 

Figure 5 The Show CfT Menu (collapsed) 

 
If thŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ άShow CfT Menuέ ōǳǘǘƻƴΣ ǘƘis menu will be expanded to show all 
functionalities available in this Call for Tender. The user can select any of the provided 

functionalities: 

 

 
Figure 6 Call for tender menu 

¢ƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ ǿƛƭƭ ŎƻƭƭŀǇǎŜ ǘƘǊƻǳƎƘ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άShow CfT Menuέ ōǳǘǘƻƴ ŀƎŀƛƴΦ 
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3 User authentication and organisation management 
 

3.1 Introduction 
 
 

 

 
Figure 7 EO Roles supported 

 

 
 

 
Figure 8 EO Roles - functionality available 

 
  

Return to Quick Guide 



                                                                  eTendersNI User Manual Economic Operator 

 

Date: 26/11/2024                                                                                 17 / 117                                                                Doc. Version: 1.0  

 

 
  

3.2 Registration of Economic Operator 
 

 
Figure 9 Registration of Economic Operator 

 

The supplier additionally should provide at least all mandatory information and fill in the 
CAPTCHA element (it will change if you fill the wrong one or refresh the page), and then click 

ƻƴ ǘƘŜ άVALIDATE & CONTINUEέ ōǳǘǘƻƴΦ 
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Figure 10 EO Organisation Registration 

 

 

 

 

 

 
Only suppliers with a valid DUNS number OR VAT number OR Company Registration Number may 

register their companies on the system. 

For DUNS number you can request one, using this link: https://www.dnb.co.uk/duns-

number.html. 

 

In the next step, the supplier must provide the details of the Economic Operator Administrator 

by providing at least all the mandatory fields. Economic Operator Administrator (EO Admin), 

are authorised to manage the users and update the details of their organisation, proceed to 

expression of interest, prepare and submit tenders, accept or reject contract awards and 

publish subcontracting opportunities.  

 

 

https://www.dnb.co.uk/duns-number.html
https://www.dnb.co.uk/duns-number.html
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         Figure 11 Register Economic Organisation Administrator 

 
¢ƘŜ ǎǳǇǇƭƛŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ άFINISHέ ōǳǘǘƻƴ ǘƻ ŦƛƴŀƭƛǎŜ ǘƘŜ procedure but should be aware that 
the registration still needs to be confirmed and approved by the System Administrator. 

 
3.3 Logging into the platform for the first time 

 

When a user logs into the eTendersNI platform for the first time, as a first step, the user will 

have to provide the transaction number (which is received by email as shown in the following 

figure, after the successful registration on the platform). 
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 Figure 12 Confirmation email received during registration 

 
1.  As part of the initial login phase, once the user has provided their access credentials, 

they will be requested to input their unique registration transaction number, which 

they have received separately via email as per the Figure above.  

 
Figure 13 Provision of the transaction number 
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2. Next, the user is prompted to read and accept the following System User 

Agreement: 

 

 
Figure 14 Confirmation of the user agreement 

 
3. Once accepted, the user is prompted to navigate to their homepage 

 

 
3.4 Password recovery 

The user can recover the ǇŀǎǎǿƻǊŘ ǘƘǊƻǳƎƘ ǘƘŜ άForgot your passwordέ ŦǳƴŎǘƛƻƴŀƭƛǘȅ 

available from the login module. To trigger the password reset functionality, the system 

requires the user to provide a username in the following screen. 

 

 
Figure 15 The user inserts his username 
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If the provided username is valid and the user has provided the security code correctly, the 

system sends an email to the associated address, containing a transaction number and a 

unique generated access link. 
 
 

 

 
 

Figure 16 The system sends an email containing a registration transaction number as well as a unique access 
link 

 
In order to reset the password, the user accesses the provided link and populates the new 

password as well as the received transaction number (this link is available for 1h, so the user 

has to activate its account as soon as they receive the email, otherwise they have to do the 

process again in order to receive a new link). 

 

 
Figure 17 Resetting the password 
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3.5 Logging into the platform 

In order for a user to log into ǘƘŜ ǎŜǊǾƛŎŜΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά[ƻƎ ƛƴέ ōǳǘǘƻƴ ŀƴŘ 

provide her/his credentials in the login section. 

  
Figure 18 Login module 

If a user provides incorrect credentials (either user name or password) an error message will be 
displayed. 

 
             Figure 19 Wrong credentials 

 
If a user provides an incorrect password for a username more than 6 times, the user account will 
automatically get de-activated. In this case, the user should contact the System Administrator (e.g. 
contacting the Helpdesk) to re-activate the account. 
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3.6 Log out from the platform 

The user can exit the eTendersNI platform by ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άLog outέ ōǳǘǘƻƴΦ  
 

 

 
Figure 20 Logout 

 

 

3.7 aŀƛƴǘŜƴŀƴŎŜ ƻŦ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜ 
Once logged in, the user can edit their profile by clicking the down arrow beside their name and 
platform profile, ǿƘƛŎƘ ǇǊƻŘǳŎŜǎ ǘƘŜ ǎŎǊŜŜƴ ōŜƭƻǿ ƛƴ CƛƎǳǊŜ мфΦ /ƭƛŎƪ ά9Řƛǘ tǊƻŦƛƭŜέ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ 
ά9Řƛǘ ¦ǎŜǊέ ǇŀƎŜ ǿƘŜǊŜ ǘƘŜ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ Ŏŀƴ ōŜ ǳǇŘŀǘŜŘΦ 
 

 
Figure 21 Edit profile option 
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¢ƘŜ ǳǎŜǊ Ŏŀƴ ǳǇŘŀǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƛŜƭŘǎ ŀƴŘ ǘƘŜƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!±9έ ōǳǘǘƻƴ ǘƻ ǎǘƻǊŜ ǘƘŜ 
ǇŜǊŦƻǊƳŜŘ ƳƻŘƛŦƛŎŀǘƛƻƴǎΦ Lƴ ŎŀǎŜ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ŜȄǇƛǊŜǎ ƻǊ ƛƴǾŀƭƛŘŀǘŜǎΣ ǘƘŜ ǳǎŜǊ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ 
ǘƻ ǘƘŜ ά9Řƛǘ !ŎŎƻǳƴǘέ ǇŀƎŜ ǳǇƻƴ ƭƻƎƛƴ, in order for them to provide a new password. In case the user 
does not provide a new password, they will not be able to have full access to the eTendersNI platform, 
ŜΦƎΦ ŀŎŎŜǎǎ ǘƻ ά±ƛŜǿ ¢ŜƴŘŜǊǎέ ǇŀƎŜΦ 
 
 

 
Figure 22 9Řƛǘ ǳǎŜǊΩǎ ŘŜǘŀƛƭǎ 

3.7.1 Password rules 
 

When the user decides to amend its password, they Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άŜŘƛǘ ǇǊƻŦƛƭŜέ button (Figure 22 Edit 
ǳǎŜǊΩǎ ŘŜǘŀƛƭǎ) and write a new password to the password field, otherwise the user can leave the 
password field empty ŀǎ ƛǘΩǎ ƴƻ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘ.  The password should follow a specific configuration. 
¢ƻ ǾƛŜǿ ǘƘŜ ǇŀǎǎǿƻǊŘ ǊǳƭŜǎ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άPassword Rulesέ ƭƛƴƪΦ 
 

 
Figure 23 Password rules link 

 
The password configuration rules consist of: 

- Letters (upper case/lower case) allowed to be used 

- Numbers allowed to be used 
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- Characters allowed to be used 

- Allowed login failures 

- Password lifetime 

- Password length (min/max) 

- Password history 
 
 

 
Figure 24 Password configuration rules 

 
In case the password does not follow the above password rules then the following message 

appears.  

 

 
Figure 25 Change password error message 
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Lƴ ŎŀǎŜ ǘƘŜ ǇŀǎǎǿƻǊŘ Ŏƻƴǘŀƛƴǎ ǇŀǊǘ ƻŦ ǘƘŜ ǳǎŜǊƴŀƳŜ όƛŦ ǘƘŜ ǳǎŜǊƴŀƳŜ ƛǎ άŀƴƴŀōǊƻǿƴέ ǘƘŜƴ ǘƘŜ 

ǇŀǎǎǿƻǊŘ ǎƘƻǳƭŘ ƴƻǘ Ŏƻƴǘŀƛƴ άŀƴέ ƻǊ άƴŀέ ƻǊ άōǊέ ƻǊ ŀƴȅ н ǎŜǉǳŜƴǘƛŀƭ ŎƘŀǊŀŎǘŜǊǎ ǘƘŀǘ ŀǇǇŜŀǊ 

on the username) then the following message appears for security reasons. 

 
 

 
Figure 26  Change password error message 2 

 

3.8 CfT Management 

 

 
Figure 27 CfT Management position 

 

 
Figure 28  CfT Management Menu 

 
¢ƘŜ ά[ƛǎǘ ƻŦ Ƴȅ /Ŧ¢ǎέ Ŏƻƴǘŀƛƴǎ ŀƭƭ ǘƘŜ /Ŧ¢ǎ ǘƘŀǘ ǘƘŜ ǳǎŜǊ ƛǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘΦ  CƻǊ ŜȄŀƳǇƭŜ ǘƘŜ /Ŧ¢ǎ ǘƘŀǘ 
they expressed an interest or the CfTs where they did a tender submission. Also, if another user of 
the company associates all user accounts (and yours) when they express an interest or when they do 
ǘƘŜƛǊ ǘŜƴŘŜǊ ǎǳōƳƛǎǎƛƻƴΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜǎŜ /Ŧ¢ǎ ǳƴŘŜǊ ǘƘŜ άƭƛǎǘ ƻŦ Ƴȅ /Ŧ¢ǎέΦ 

 

 

3.9 Organisation management 
 

 
Figure 29 EO Administration position 

¢ƘŜ ¦ǎŜǊǎ ŀǎǎƛƎƴŜŘ ǿƛǘƘ ǘƘŜ ά9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊ hǊƎŀƴƛǎŀǘƛƻƴ !ŘƳƛƴƛǎǘǊŀǘƻǊέ ǊƻƭŜ Ŏŀƴ 

perform the following activities for the management of their organisation: 
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¶ Edit organisation details 

¶ View the users registered within the organisation of the Economic Operator 

¶ Add new users in the organisation of the Economic Operator 

¶ 9Řƛǘ ǳǎŜǊΩǎ details 

 

Bȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨΩ9h !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩΩ ŀ ŘǊƻǇŘƻǿƴ ƳŜƴǳ ǿƛƭƭ ōŜ displayed and then by 

ǎŜƭŜŎǘƛƴƎ ǘƘŜ ΨΩ9h aŀƴŀƎŜƳŜƴǘΩΩ option, this management functionality is provided.  

 

 
Figure 30 EO Administration Menu 
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¢ƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ŘŜǘŀƛƭǎ ƛƴ άwŜŀŘ ƻƴƭȅέ ŦƻǊƳŀǘΦ 
 
 

 
Figure 31 EO Management page 

 

 
Please note that the Economic Operator User role does not have access to the above functionality. 
For example, ǘƘŜ 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊ ¦ǎŜǊ Ŏŀƴƴƻǘ ŜŘƛǘ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǘƘŜȅ 
cannot add new user. 
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3.9.1 Edit organisation details 
 
{ŜƭŜŎǘƛƴƎ ǘƘŜ ƻǇǘƛƻƴ άEDIT ORGANISATIONέ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ŜŘƛǘ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŘŜǘŀƛƭǎ 

 

 
Figure 32 Edit organisation button 

 
{ŜƭŜŎǘƛƴƎ ǘƘŜ ōǳǘǘƻƴ άSAVEέ ǿƛƭƭ ǎǘƻǊŜ ǘƘŜ ǇŜǊŦƻǊƳŜŘ ƳƻŘƛŦƛŎŀǘƛƻƴǎΣ ǿƘƛƭŜ ǘƘŜ ōǳǘǘƻƴ 

άCLEARέ ǿƛƭƭ ǊŜǎŜǘ ǘƘŜ performed modifications. 

 

 
Figure 33 Save organisation modification
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3.9.2 Editing CPV codes of interest 

 
In order to set-up or edit the CPV codes associated with the Economic Operator the EO Admin 

ŎƭƛŎƪǎ ƻƴ ǘƘŜ άEDIT CPV CODESέ ƻǇǘƛƻƴ ƛƴ 9h hǊƎŀƴƛǎŀǘƛƻƴ ƳŀƴŀƎŜƳŜƴǘ ǇŀƎŜΦ ¢Ƙƛǎ ǇŀƎŜ Ŏŀƴ 

be accessed viewing the EO Administration dropdown by selecting EO Management.  

When the organisation administrator sets-up their CPV codes of interest, only EO admins will 

receive one overnight email with the list all the Competitions published under a CPV code that 

they have an interest of. There is an additional alert functionality which is available both for 

users and admins and it is the CAs of interest. 3.9.5.1 

  

 
 

 
Figure 36 Edit CPV codes (For agreement) 

 

 
Figure 34 Edit CPV codes 

 
After clicking the magnifying glass, the system displays the CPV codes which are currently 

associated with the Economic Operator: 
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Figure 35 Accessing the CPV codes functionality 

The EO Admin can add new CPV codes through clicking on the ά έ ōǳǘǘƻƴΦ ¢ƘŜ ōǳǘǘƻƴ ά έ 
is used to delete a selected CPV code. For more information about how to use the CPV codes 
(see 7.1 View Contracts 
  
After the Economic Operator has accepted the contract, a new contract workspace is created 
ƛƴ ǘƘŜ ǎȅǎǘŜƳ ŀƴŘ ǘƘŜ ǳǎŜǊ Ŏŀƴ ŀŎŎŜǎǎ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ƴŀƛƴ ƳŜƴǳΣ ƻƴ ǘŀō άEO 
administrationέ ǘŀō ŀƴŘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άMy Contractsέ ƭŀōŜƭ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƻǇǘƛƻƴǎΦ 
 
 

 
Figure 145Υ !ŎŎŜǎǎ άaȅ /ƻƴǘǊŀŎǘǎέ  

 
 
!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ǘƘŜ ŎƻƴǘǊŀŎǘ Ŏŀƴ ōŜ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ άadvanced searchέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘƛƴƎ 
Contracts and filling some of the respective search fields in order to retrieve the contract record of 
interest. 
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Figure 146Υ !ŘǾŀƴŎŜŘ {ŜŀǊŎƘ ŦƻǊ ά/ƻƴǘǊŀŎǘǎέ  

The user can access the list of all contracts under their organisation (for which they are granted 
ŀŎŎŜǎǎύ ŀƴŘ ǾƛŜǿ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ŜǾŜǊȅ ŎƻƴǘǊŀŎǘΦ ¢ƘŜ ǳǎŜǊ ƛǎ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ άContract TitleέΣ ǘƘŜ 
άContract Numberέ ǘƘŀǘ ǘƘŜ ǎȅǎǘŜƳ Ƙŀǎ ǇǊƻǾƛŘŜŘΣ ǘƘŜ άContract Expiry dateέΣ ŀƴŘ ǘƘŜ άContract 
Valueέ ǿƘƛŎƘ ŘƛǎǇƭŀȅǎ ǘƘŜ ŎƻƴǘǊŀŎǘ ǾŀƭǳŜ ŀƎǊŜŜŘ ōŜǘǿŜŜƴ ǘƘŜ 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊ ŀƴŘ ǘƘŜ /ƻƴǘǊŀŎǘƛƴƎ 
Authority. Finally, the user can access a specific contract document by clicking on the contract title 
displayed in the following figure.  
 
  

 
Figure 147: My Contracts List 
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Figure 148: Contract Main page 

3.10 Contract Documents 
 
From the main page of the Contract, the user can also access the Contract documents (if any) from 
the contract menu button on top right corner. This allows the user to download any contract 
documents for the contracts that the user has access to.  
 

 
Figure 149: Contract Menu functionality 

 
 

 
Figure 150: Contract Documents  



                                                                  eTendersNI User Manual Economic Operator 

 

Date: 26/11/2024                                                                                 35 / 117                                                                Doc. Version: 1.0  

 

 
The user accesses the contract documents, uploaded from contracting authority where the following 
information columns are displayed:  
 

¶ Addendum ID: the documents identifier given by the system (starts from 1 on each 
document). 

¶ Title:  the name of the document. 

¶ File: the name of the uploaded file.  

¶ Description: description of the document provided from Contraction Authority. 

¶ Lang: notice of the language of the document. 
 
 
The user can download all the existed documents with their attachments from the list, by clicking the 
ά5h²b[h!5 ½Lt CL[9έ ōǳǘǘƻƴ ƛƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ŎƻǊƴŜǊΦ  
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Inserting Common Procurement Vocabulary Codes (CPV)). 

 
hƴŎŜ ƳƻŘƛŦƛŜŘ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ /t± ŎƻŘŜǎΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άFINISHέ ōǳǘǘƻƴ ǘƻ ǎǘƻǊŜ 

the changes. 

 

 
Figure 36 Edit CPV codes 

 
 

 

This selection then allows to receive automated alerts on the exact CPV codes matching 

your above selection. 

The purpose of selecting CPV codes is to allow companies to receive automated email 

notifications each time a new publication of a CfT is made on CPV matching the CPV codes 

selected by the company in their profile. This thus allows companies to automatically be 

notified on new tender opportunities.  
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3.10.1 Viewing users registered in the organisation 
 
{ŜƭŜŎǘƛƴƎ ǘƘŜ ƻǇǘƛƻƴ άVIEW USERSέ ŘƛǎǇƭŀȅǎ ŀƭƭ ǘƘŜ ǳǎŜǊǎ ǊŜƎƛǎǘŜǊŜŘ ǿƛǘƘƛƴ ǘƘŜ ǎŜƭŜŎǘŜŘ 

Economic Operator organisation: 

 

 
Figure 37 View users 

The system displays all the registered users within the organisation. 
 

 
Figure 38 Display of users registered under the Economic Operator 

 
In the above screen, the first name, last name, the role and the country of each user are 

displayed. Furthermore, the current status of each user account is also displayed: 

  Active 

  Inactive 

 Deactivated 

 

De-activate a user: The EO Admin account owner can edit the user accounts and deactivate the 
accounts of the old users that do not need to use the system anymore. The EO admin can deactivate 
the accounts by adding a past date or today's date in the "Valid to" field and hit "Save" then the 
account status will update to "Deactivated". 
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The following user roles are supported: 

¶ Economic Operator Administrator (EO Admin). Users with this type of role are 

authorised to manage the users and update the details of their organisation, proceed 
to expression of interest, prepare and submit tenders, accept or reject contract 

awards and publish subcontracting opportunities.  

¶ Economic Operator users (EO Users). Users with this type of role are authorised to 
proceed to expression of interest, prepare and submit tender returns and accept or 

reject contract awards.
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3.10.2 Add new user to the organisation 
 
In order to add new users to the organisation, the EO Admin user needs to select the option 

άADD USERέΦ 

 

 
Figure 39 Add user button 
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¢ƘŜ ƳŀƴŘŀǘƻǊȅ ƛƴŦƻǊƳŀǘƛƻƴ όƳŀǊƪŜŘ ǿƛǘƘ ά*έύ ǎƘƻǳƭŘ ōŜ ǇǊƻǾƛŘŜŘΦ hƴŎŜ ŘƻƴŜΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ 

ŎƭƛŎƪ ƻƴ ǘƘŜ άSAVEέ ōǳǘǘƻƴΦ 
 

 

 
Figure 40 Add a new user in the organisation 
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Initially, the account of the new user will be Inactive. 

 
Figure 41 The account of the newly added user is inactive 

The system will send an email to the new user confirming the successful registration. The email will 
contain the relevant transaction number, as noted previously in Figure 12 Confirmation email 
received during registration. In order to activate their account, the user must provide this number 
during their first login. Thereafter, the status of the account will be active. 
 

 

 
Figure 42 The account of the new added user is activated 
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3.10.3 Editing User Details 
 
The EO Admin Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ άEdit Accountέ ǘƻ ŜŘƛǘ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ŀ ǎǇŜŎƛŦƛŎ ǳǎŜǊΦ ¢ƘŜ 
ǎȅǎǘŜƳ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ǳǎŜǊΩǎ ŘŜǘŀƛƭǎ ŀƭƭƻǿƛƴƎ ǘƘŜƛǊ modification: 
 

 
Figure 43 Edit account link



                                                                  eTendersNI User Manual Economic Operator 

 

Date: 26/11/2024                                                                                 43 / 117                                                                Doc. Version: 1.0  

 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ōǳǘǘƻƴ άSAVEέ ǿƛƭƭ ǳǇŘŀǘŜ ǘƘŜ ǳǎŜǊΩǎ ŘŜǘŀƛƭǎΦ 
 

 

 
Figure 44 Editing user details 
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3.10.3.1 CAs of Interest 
 
ά/!ǎ ƻŦ ƛƴǘŜǊŜǎǘέ is an additional alert functionality, available to all (EO users and EO Admins) using 
the CAs of interest in the user profile. Each user can select one or more Contracting Authorities and 
receive email notifications when the selected CAs publish any competition. The users can find this 
functionality ōȅ ŎƭƛŎƪƛƴƎ άŜŘƛǘ ǇǊƻŦƛƭŜέΦ hƴ ǘƘŜ ƭŀǎǘ ŦƛŜƭŘ ǘƘŜȅ Ŏŀƴ ŦƛƴŘ ǘƘŜ ά/!ǎ ƻŦ LƴǘŜǊŜǎǘέ ŦƛŜƭŘΦ  

 
Figure 45 CAs of Interest 

The user can select one or more organisations with Ctrl + Left mouse click or single mouse click for 
only 1 selection. 
 
After selecting the Contracting Authorities ƻŦ ǘƘŜƛǊ ƛƴǘŜǊŜǎǘΣ ǘƘŜȅ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άSAVEέ button. 
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3.10.4 eAttestation functionality (Certificates ) 

eAttestation allows supplier to fill in some questionnaire (construction certificates, company data, 

etc.) that are very often used in tender questionnaire, as part of their company profile. In this manner 

companies fill in the questionnaire only once, and then can re-use it for as many tenders as needed. 

The questionnaires that are available for companies to fill in, are visible upon clicking on the 

άŜ!ǘǘŜǎǘŀǘƛƻƴέ ōǳǘǘƻƴ όŦǊƻƳ ǘƘŜ 9h ƻǊƎŀƴƛǎŀǘƛƻƴ ƳŀƴŀƎŜƳŜƴǘ ǇŀƎŜύΦ /ƻƳǇŀƴƛŜǎ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ 

necessarily fill in all the questionnŀƛǊŜǎ ǘƘŀǘ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǳƴŘŜǊ ǘƘƛǎ άŜ!ǘǘŜǎǘŀǘƛƻƴέ ǎŜŎǘƛƻƴΣ ǘƘŜȅ Ŏŀƴ 

simply fill in the ones that are frequently requested under the call for tender that they bid for. 

 
 

 
Figure 46 eAttestation functionality 

 
 

Figure 47: No Certificate assigned 
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¢ƘŜ ǎǳǇǇƭƛŜǊ ǎŜƭŜŎǘǎ ǿƘƛŎƘ ŎŜǊǘƛŦƛŎŀǘŜόǎύ ǘƻ ŀŘŘ ŦƻǊ ǘƘŜƛǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƴŜŜŘǎΦ 

 

 
Figure 48: Add Certificate 

 

Please note that as soon as a new certificate is added by the user, the certificate is stored in 

ǘƘŜ άLƴǾŀƭƛŘέ ŎŜǊǘƛŦƛŎŀǘŜǎΦ ¢ƘŜ ǎǳǇǇƭƛŜǊ ǎƘƻǳƭŘ ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ǘƛǘƭŜ ƻǊ ǎŜƭŜŎǘ ƛǘ ŀƴŘ 

ŎƭƛŎƪ ƻƴ ǘƘŜ ά95L¢ /9w¢LCL/!¢9 5h/¦a9b¢{έ ǘƻ ǇǊƻŎŜǎǎ ƛǘ ŦƻǊ ǘƘŜƛǊ ŦǳǘǳǊŜ ƴŜŜŘǎΦ 

 

 
Figure 49: Added Certificate 
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In order for the user to edit a certificate criterion: 

¶ Select a certificate criterion 

¶ Click on the tools button 

¶ /ƭƛŎƪ ƻƴ ǘƘŜ ά95L¢έ option 

 

 
Figure 50: View Certificate Details 

 
The supplier should ǇǊƻǾƛŘŜ ǘƘŜ ǊŜƭŀǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{¦.aL¢έ ōǳǘǘƻƴΦ 

 

 
Figure 51: Edit Certificate Criterion 
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hƴŎŜ ŀƭƭ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ŎǊƛǘŜǊƛŀ ŀǊŜ ǇƻǇǳƭŀǘŜŘΣ ǘƘŜ ǎǳǇǇƭƛŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά±![L5!¢9έ 

button. 

 

 
 

Figure 52: Validate Certificate 

If all the criteria are populated correctly, the certificate validates successfully and is transferred into 

ǘƘŜ ά±![L5έ ǘŀōΦ 

 

 
Figure 53: Certificate validates successfully 

 

 
Figure 54: Valid Certificate 
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3.10.5 Correspondence 
 
Correspondence is available either through the EO Administration menu, or the User Homepage. 

 
Figure 55 EO Administration Menu ς Correspondence 

¢ŀō ΨLƴōƻȄΩ ŘƛǎǇƭŀȅǎ ǊŜŎŜƛǾŜŘ ƳŜǎǎŀƎŜǎ ƛƴ ŀ ǇŀƎƛƴŀǘŜŘ ƭƛǎǘ ǿƛǘƘ ά{ǳōƧŜŎǘέΣ ά{ŜƴŘŜǊ όCǊƻƳύέ ŀƴŘ ά5ŀǘŜέ 
columns.  
A message not read by the user viewing their incoming messages are bold, whereas messages read 
are not. 

 
Figure 56 Correspondence functionality 

¢ƻ ǾƛŜǿ ŀ ƳŜǎǎŀƎŜΣ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ƛǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ά±L9²έ ōǳǘǘƻƴΦ ¢ƘŜ ǎŜƭŜŎǘŜŘ ƳŜǎǎŀƎŜ ƛǎ 
displayed next as per below. 
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Figure 57 View an Incoming Message 

 
 
 

3.10.6 Expression of Interest 

 
Figure 58 Show CfT Menu ς Expression of Interest 

When the user clicks on the ά9ȄǇǊŜǎǎƛƻƴ ƻŦ ƛƴǘŜǊŜǎǘέ ōǳǘǘƻƴ ŦƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŘƛǎǇƭŀȅ 
the below ŦƛƎǳǊŜΦ ¢ƘŜ ǳǎŜǊ Ƙŀǎ ǘƻ ǎŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜǎŜ н ƻǇǘƛƻƴǎΦ LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ά!ǎǎƻŎƛŀǘŜ ŀƭƭ ǳǎŜǊǎ 
ƻŦ Ƴȅ 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊ ǿƛǘƘ ǘƘƛǎ /Ŧ¢έΣ ǘƘŜƴ ŀƭƭ 9ŎƻƴƻƳƛŎ ƻǇŜǊŀǘƻǊǎ ǿƛƭƭ ƘŀǾŜ ǘƘƛǎ CfT ƛƴ ǘƘŜ ά[ƛǎǘ ƻŦ 
my CfTsέΦ 
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Figure 59 Association 
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3.10.7 Clarifications 
 
 

 
Figure 60 Show DPS Menu ς Clarifications 

The supplier is able to view the published clarifications from the Contracting Authority under the 
Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details 
provided by the Contracting Authority. Supplier is also given the option to download all clarifications 
ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά5h²b[h!5 ![[ /[!wLCL/!¢Lhb{έ ōǳǘǘƻƴΣ ǿƘŜǊŜ ŀ ȊƛǇ ŦƛƭŜ ǿƛƭƭ ōŜ ŘƻǿƴƭƻŀŘŜŘ ǿƛǘƘ 
all the details within. 
 

 
Figure 61 DPS- Clarifications 

!ƭǎƻΣ ǘƘŜȅ Ŏŀƴ wŜǉǳŜǎǘ ŦƻǊ ŀ ŎƭŀǊƛŦƛŎŀǘƛƻƴ ƛŦ ǘƘŜȅ ŎƭƛŎƪ ƻƴ άwŜǉǳŜǎǘǎ ŦƻǊ /ƭŀǊƛŦƛŎŀǘƛƻƴέ ǘŀōΦ  
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3.10.8 Automated Notifications 
 
The user can be Associated and Disassociated from a CfT whenever they want. In order to be 
disassociated, the user can change the status from associated to disassociate from the drop-down 
ƳŜƴǳ ƛƴ ǘƘŜ ά!ǎǎƻŎƛŀǘŜ κ 5ƛǎŀǎǎƻŎƛŀǘŜέ ŎƻƭǳƳƴΦ {ƛƳƛƭŀǊƭȅΣ ŎƘŀƴƎƛƴƎ ǘƘŜ ǎǘŀǘǳǎ ŦǊƻƳ ŘƛǎŀǎǎƻŎƛŀǘŜŘ ǘƻ 
associated will enable notifications in relation to the CfT, also they will not have this CfT under the 
ά[ƛǎǘ ƻŦ Ƴȅ CfTsέ ŀƴȅƳƻǊŜΦ   
 

 
Figure 72 Show CfT Menu ς Automated Notifications 

 
 
 

 
Figure 62 CfT ς Automated Notifications
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4 Search Functionality 
 
The eTendersNI ǇƭŀǘŦƻǊƳ ǇǊƻǾƛŘŜǎ ŀ άSimpleέ ŀƴŘ ŀƴ άAdvancedέ ǎŜŀǊŎƘ ŦǳƴŎǘƛƻƴŀƭƛǘȅΦ .ƻǘƘ 

functionalities allow searching for Call for Tenders (e.g. CfTs) and Organisations (e.g. 

Contracting Authorities). 

 
4.1 Simple Search 

The simple search functionality covers searching for available Call for Tenders (e.g. CfT) and 

Organisations (e.g. Contracting Authorities). 

 
Simple search queries are performed by the following steps: 

1. Click on the ά έ ƛŎƻƴ ƻƴ ǘƘŜ ǘƻǇ-right corner. 

2. Select the relevant search parameter (Call for Tender or Users) from the selection list 

3. PƭŜŀǎŜ ǇǊƻǾƛŘŜ ǘƘŜ Ŧǳƭƭ ǎŜŀǊŎƘ ǘŜǊƳ ƻǊ ǇŀǊǘ ƻŦ ƛǘ ǳǎƛƴƎ ǘƘŜ άϝέ ǿƛƭŘŎŀǊŘ 

4. Click on the ά έ button 

 

The results, if any, are then presented in a tabular form.  

 

 
Figure 63: Simple search for Call for Tenders 
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Figure 64: Simple search for Organisations 

 
!ŦǘŜǊ ǇŜǊŦƻǊƳƛƴƎ ŀ ǎŜŀǊŎƘ ŦƻǊ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΣ ǘƘŜ ǳǎŜǊ Ŏŀƴ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ 

details through the selection of the organisation name, as can be seen below in Figure 65: 

Details of an Organisation. 

 

 
Figure 65: Details of an Organisation 
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The user can also have access to the published notices of this particular organisation if they 

click on ǘƘŜ ά±L9² ![[ t¦.[L{I95 bh¢L/9{έ button. 
 
 

 
Figure 66: View all Published Notices for an Organisation 

 
Once the user click on the type of the notice they want to access, they will be asked whether 

they want to view or download it. 
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4.2 Advanced search 

The advanced search functionality enables searching for Call for Tenders (e.g. CfTs), Subcontracting 

Opportunities and Organisations (e.g. Contracting Authorities). 

In order to perform an advanced search query, the user should follow the steps presented below: 

1. Click on the ά έ ƛŎƻƴ ƻƴ ǘƘŜ ǘƻǇ-right corner 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

3. Select the type of the search through using the appropriate tab (e.g. CfT, Organisation, 

User or Contract) 

4. Cƛƭƭ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ǇŀǊŀƳŜǘŜǊǎ ƛƴ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎ όŜΦƎΦ ά/Ŧ¢ wŜǎƻǳǊŎŜ L5έΣ ά¢ƛǘƭŜέΣ 

άtǳōƭƛŎŀǘƛƻƴ ŘŀǘŜέΣ ŜǘŎΦύΦ ¦ǎŜ ƻŦ ά*έ ǿƛƭŘŎŀǊŘ ƛǎ ŀƭǎƻ supported 

5. /ƭƛŎƪ ƻƴ ǘƘŜ ά{9!w/Iέ button 
 
 

 
Figure 67: Advanced search functionality 

 

Return to Quick Guide 
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The results, if any, will be presented in a tabular form. In case of multiple search results, the 

system displays them in several pages. The number of results for each page can be configured 

using the functionality at the top of the Search Results table. Moreover, the user can also use 

the navigation functions to move to a particular page number.  

 

 
Figure 68: Advanced search results for Call for Tenders for an Economic Operator 

 
The user can search for CfTs if they combine different criteria. 
For example, they can search for all CfTs in tender submission status, from a specific Contracting 
Authority, with tender deadline in 2 months. 
 

 
Figure 69 Advanced search - example 
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When ǘƘŜȅ ŎƭƛŎƪ ά{9!w/Iέ ǘƘŜȅ ǿƛƭƭ ƎŜǘ ǘƘŜ ōŜƭƻǿ ǊŜǎǳƭǘǎΦ 
 

 
Figure 70 Advanced search results combining different criteria 
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¶ Organisation Tab 

In order to search for an organisation (e.g. Contracting Authority), the user should provide all 

the necessary information and to fill the search criteria that they need in order to retrieve the 

organisation. 

 

 
Figure 71: Advanced search results for Organisations for an Economic Operator
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¶ User Tab 

In order to search for a specific user of an organisation (Contracting Authority or Company), 

the user should first select the organisation type and then to provide the necessary 

information about the user to search for. 

 

 
Figure 72: Advanced search for user for an Economic Operator 

¶ Contract Tab 

To search for a specific contract, the user must first select the contract type, provide the required 
details, and then click on άSearchέ to complete the process. 
 

4.3 View Current Opportunities 

In order to view the latest Call for Tenders published within the platform, the user should 

follow the below instructions: 

 

1. Click on the ά έ ƛŎƻƴ ƻƴ ǘƘŜ ǘƻǇ-right corner 

2. /ƭƛŎƪ ƻƴ ǘƘŜ ά±ƛŜǿ ŎǳǊǊŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎέ link. 

 
 

This will present automatically the list of the latest Call for Tenders that are available to the 
user (depending on their access rights). 

 

 
Figure 73: View Current Opportunities  
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5 Show CfT Menu 
 

5.1 View CfT Workspace ς CfT Core information 

 
In order for the user to preview the details of a call for tender (e.g. CfT) user should select the 

άCfT core informationέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άShow CfT Menu. 

 

 
Figure 74Υ ά/Ŧ¢ ŎƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 



                                                                  eTendersNI User Manual Economic Operator 

 

Date: 26/11/2024                                                                                 63 / 117                                                                Doc. Version: 1.0  

 

 

¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀƭƭ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊΩǎ ŘŜǘŀƛƭǎ ƻŦ ŀ ǇŀǊǘƛŎǳƭŀǊ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊ όŜΦƎΦ ¢ƛǘƭŜΣ 

Procurement Type, information regarding associated deadlines, etc.). 
 
 

 
Figure 75: View CfT workspace 
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5.2 Viewing the ¢ŜƴŘŜǊΩǎ Documents 
 
In order for a user to preview and download all documents associated with a particular Call 

for Tender (i.e. publication notices being published for this CfT), the user should select the 

άCfT documentsέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ. 

 

 
Figure 76Υ ά/Ŧ¢ ŘƻŎǳƳŜƴǘǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 

The platform displays all published OJEU notices and contract documents which are associated 

with the Call for Tender. The άNoticesέ ǘŀō Ŏƻƴǘŀƛƴǎ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ƴƻǘƛŎŜǎ ŦƻǊ ǘƘŜ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊΦ 

The list provides the type of the notice, the date when the notice was uploaded in the system 

and the status of the notice. In order for the user to download a notice they need to select the 
ǊŜƭŜǾŀƴǘ ƭƛƴƪ ƛƴ ǘƘŜ άTypeέ column. 

 

 
Figure 77: Contract Notices 
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¢ƘŜ άContract Documentsέ ǘŀō ƭƛǎǘǎ ŀƭƭ published documents which are associated with the 

Call for Tender. 

 
 

 

 
Figure 78 Contract documents 

 
 

Please note that the xml file can be disregarded. It is the published XML version of the Tender 
Structure that was created for this CfT (machine readable file), and that can be used only for system 
audit purpose. 

 

 
Figure 79: Contract documents ς xml file 
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5.3 Expressing an Interest in a Tender 
 
In order for the user to express an interest in a call for tender (e.g. CfT) they need to select the 

ά9ȄǇǊŜǎǎƛƻƴ ƻŦ LƴǘŜǊŜǎǘέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ. 

 

 
Figure 80Υ ά9ȄǇǊŜǎǎƛƻƴ ƻŦ LƴǘŜǊŜǎǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 
The system prompts the user to: 

¶ Register for Notifications by associating all users of the EO with this CfT. 

¶ Register for Notifications by associating only himself with this CfT. 

 

 
Figure 81: Register for notifications, association of users 
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hƴŎŜ ǘƘŜ ǳǎŜǊ ŜȄǇǊŜǎǎŜǎ ŀƴ ƛƴǘŜǊŜǎǘ ƛƴ ǘƘŜ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊΣ ƛǘ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ ǘƘŜ ά[ƛǎǘ 

ƻŦ Ƴȅ /Ŧ¢ǎέ ŀǎ ŘŜǇƛŎǘŜŘ ƛƴ ǘƘŜ below screenshot. 

 
 

 
Figure 82Υ {ŜƭŜŎǘƛƻƴ ƻŦ ά[ƛǎǘ ƻŦ Ƴȅ /Ŧ¢ǎέ ƻǇǘƛƻƴ 

 

 

Figure 83: List of my CfTs 
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5.4 Automated tender notifications 
 
In order to associate and disassociate users of the EO organisation from receiving notifications 

in relation to a specific /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ άAutomated Notificationsέ 

ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ. In addition, the user can also specify the timing of the 

ǾŀǊƛƻǳǎ ŀƭŜǊǘǎ ƻŦ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊ ǘƘǊƻǳƎƘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άSpecify Alertsέ ƻǇǘƛƻƴ 

ŦǊƻƳ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ. 

 

 
 

Figure 84Υ ά!ǳǘƻƳŀǘŜŘ ƴƻǘƛŦƛŎŀǘƛƻƴǎέ ŀƴŘ ά{ǇŜŎƛŦȅ ŀƭŜǊǘǎέ ƻǇǘƛƻƴǎ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 
5.4.1 Automated notifications 

 
The system lists all user members of the EO organisation. In order to disassociate an EO 
member from receiving a notification in relation to a tender, the user changes the status from 

associated to disassociate from the drop-Řƻǿƴ ƳŜƴǳ ƛƴ ǘƘŜ άAssociate / Disassociateέ 
column. Similarly, changing the status from disassociated to associated will enable 

notifications in relation to a tender. 
 

 
Figure 85: List of associated users within a CfT 
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Figure 86: Disassociation of a user from a CfT 

 
 

5.4.2 Specified User Alerts 
 
 
 
The users can specify the timing of alerts for the following events: 

¶ Time limit to receive for receipts of tenders or request to 
participate 

¶ Request for clarification From 

¶ Request for clarification To 

 
For these events, the user can select to be notified: 

¶ 24 hours prior to  the event 

¶ 48 hours prior to the event 

¶ 1 week prior to the event 

¶ 2 weeks prior to the event 

 
Figure 87: Specification of users alerts 
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5.5 Clarifications functionality  
 

(This option is available only if applicable for the particular CfT) 

In order to create a message and to ǇǊŜǾƛŜǿ ŀ ƳŜǎǎŀƎŜ ǊŜǎǇƻƴǎŜΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ άMessagingέ 

ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άShow CfT MenuέΦ 

 
Figure 88: ά/ƭŀǊƛŦƛŎŀǘƛƻƴǎέ ƻǇǘƛƻƴ ŦǊƻƳ ƳŜƴǳ 

5.5.1 Viewing Clarifications 
 

The supplier is able to view the published clarifications from the Contracting Authority under the 

Clarifications tab. Using the (+) button the user is able to expand the clarification and see more details 

provided by the Contracting Authority. 
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Figure 89: ά/ƭŀǊƛŦƛŎŀǘƛƻƴǎέ ƻǇǘƛƻƴ ŦǊƻƳ menu 

{ǳǇǇƭƛŜǊ ƛǎ ŀƭǎƻ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŘƻǿƴƭƻŀŘ ŀƭƭ ŎƭŀǊƛŦƛŎŀǘƛƻƴǎ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά5h²b[h!5 ![[ 

/[!wLCL/!¢Lhb{έ ōǳǘǘƻƴΣ ǿƘŜǊŜ ŀ ȊƛǇ ŦƛƭŜ ǿƛƭƭ ōŜ ŘƻǿƴƭƻŀŘŜŘ ǿƛǘƘ ŀƭƭ ǘƘŜ ŘŜǘŀƛƭǎ ǿƛǘƘƛƴΦ 

 

5.5.2 Submitting a request for clarification 
 

The supplier is able to submit a clarification request by selecting the Requests for Clarification tab. As 

ǎƻƻƴ ŀǎ ǘƘŜ ǎǳǇǇƭƛŜǊ Ŧƛƭƭǎ ƛƴ ŀƭƭ ǘƘŜ ƳŀƴŘŀǘƻǊȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪǎ ƻƴ ά{9b5 w9v¦9{¢έ ǘƘŜ 

clarification request is sent to the Contracting Authority to answer. The attachment cannot exceed 

the size of 500MB. 

 

 
Figure 90: ά/ƭŀǊƛŦƛŎŀǘƛƻƴǎέ ƻǇǘƛƻƴ ŦǊƻƳ ƳŜƴǳ 

 
 

5.6 Messaging functionality 
 
In order to create a message and to preview a message response, the user should select the 

άMessagingέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άShow CfT MenuέΦ 

¢Ƙƛǎ ƻǇǘƛƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ άShow CfT MenuέΣ ŀŦǘŜǊ ǘƘŜ ǇǳōƭƛŎŀǘƛƻƴ ƻŦ ŀ tender. 
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Figure 91Υ άaŜǎǎŀƎƛƴƎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 

5.6.1 Creating a Message 
 
hƴ ŎƭƛŎƪƛƴƎ ǘƘŜ άMessagingέ ƻǇǘƛƻƴ ƛƴ άShow CfT menuέ ǘƘŜ ǎȅǎǘŜƳ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƴŀǾƛƎŀǘŜǎ ǘƘŜ ǳǎŜǊ 

ǘƻ ǘƘŜ άInboxέ ǘŀō ƛƴ ǘƘŜ Ƴŀƛƴ aŜǎǎŀƎƛƴƎ ǇŀƎŜΦ Lƴ ƻǊŘŜǊ ǘƻ ŎǊŜŀǘŜ ŀ ƳŜǎǎŀƎŜΣ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ 

ǘƘŜ άCOMPOSEέ button. 

 

 
Figure 92: CfT Messaging 
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The user completes the respective form by providing the following information: 

¶ Subject 

¶ Body 

¶ One or two file attachments including in the message (optional) 

 
Figure 93: Send a message 

 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άSENDέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ǎŜƴŘǎ ǘƘŜ ƳŜǎǎŀƎŜ ǘƻ ǘƘŜ tender coordinator and the 

tender Evaluator Staff Responsible. 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άSAVE AS DRAFTέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ǎŀǾŜǎ ǘƘŜ ƳŜǎǎŀƎŜ ǘƻ ǘƘŜ άDraft Messagesέ ǘŀōΦ 

¢ƘŜƴ ǘƘƛǎ ƳŜǎǎŀƎŜ ƛǎ ŀŎŎŜǎǎƛōƭŜ ǳƴŘŜǊ ǘƘŜ άDraft Messagesέ ǘŀōΦ 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άBACKέ ōǳǘǘƻƴΣ ǘƘŜ ŦƻǊƳ ƛǎ ŎƭƻǎŜŘ ŀƴŘ ǘƘŜ ƳŜǎǎŀƎŜ ƛǎ ŘŜƭŜǘŜŘΦ 

 
  



                                                                  eTendersNI User Manual Economic Operator 

 

Date: 26/11/2024                                                                                 74 / 117                                                                Doc. Version: 1.0  

 

5.6.2 Viewing a message 
 
The user can visualise a message response only after it has been sent by the Procurement Officer. A 

ƭƛǎǘ ƻŦ ŀƭƭ ƳŜǎǎŀƎƛƴƎ ǊŜǎǇƻƴǎŜǎ ƛǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ άInboxέ ǘŀō ƻŦ ǘƘŜ Ƴŀƛƴ Messaging page. 

 

 
Figure 94: List of messaging responses & search message functionality 

 
The user can ǎŜŀǊŎƘ ŀ ǇŀǊǘƛŎǳƭŀǊ ƳŜǎǎŀƎŜ ƛƴ άInboxέΣ άSent Messagesέ ŀǎ ǿŜƭƭ ŀǎ άDraft Messagesέ 

ōȅ ǇǊƻǾƛŘƛƴƎ ǘƘŜ άSubjectέ ƻŦ ǘƘŜ ƳŜǎǎŀƎŜΦ 

 
Once the user views the message, the system displays the following details: 

¶ Lƴ ǘƘŜ άFirst openedέΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ά5ŀǘŜέ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ά¢ƛƳŜέ ǿƘŜƴ ǘƘŜ ƳŜǎǎŀƎŜ 
was as can be seen in Figure 95: Response to a message. 

¶ Lƴ ǘƘŜ άFirst repliedέΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ά5ŀǘŜέ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ά¢ƛƳŜέ ǿƘŜƴ ǘƘŜ ƳŜǎǎŀƎŜ 
was first replied by the Economic Operator. 

 
In order to preview the content of a response, the user selects either the displayed title ƻƴ άSubjectέ 

column ƻǊ ǘƘŜ άViewέ ƭƛƴƪ ōŜƭƻǿ ǘƘŜ άActionέ ŎƻƭǳƳƴΦ ¢ƘŜƴΣ ǘƘŜ ǎȅǎǘŜƳ ƻǇŜƴǎ ŀ ƴŜǿ ǿƛƴŘƻǿ 

displaying all the valuable data as regards the response: 

 
!ŦǘŜǊ ƻǇŜƴƛƴƎ ŀ ƴŜǿ ƳŜǎǎŀƎŜΣ ǘƘŜ ƳŜǎǎŀƎŜ ǎǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ƛƴǘƻ άwŜŀŘέ ŀƴŘ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ 
message is loaded in a pop-up window, which displays the following items: 

a. View Message section: 

1. MESSAGE ID: The message identifier given by the system. 

2. Sender: Name of the organization sender of message. 

3. Subject: Title of message. 

4. Sent on: Date and time when the message was sent. 

5. First Opened: This field displays the date and time the recipient opened the 
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message for the first time. 

6. First Replied: This field displays the date and time the message was first replied. 
Between brackets the system displays the number of times the particular message 
has been replied. 

7. Status: Message status, as follows: 

I. New: The message has been sent but no user has accessed the particular 
message. 

II.  Read: At least 1 recipient of the message has accessed the message. In case 
several users have accessed it, then the number of users is displayed between 
brackets. 

III.  Replied: The message has been replied. In case the message has been replied 
several times, then the number of replies will be displayed between brackets. 

b. Body: It displays the content of the message. 

c. Action bar: 

1. REPLY (reply to a message) 

2. PRINT (download a hardcopy of all messages) 

3. FORWARD (forward the particular message) 

4. BACK (cancel the action) 

 
 

 
Figure 95: Response to a message 

 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άPrintέ ōǳǘǘƻƴ ǳǎŜǊ Ŏŀƴ ŘƻǿƴƭƻŀŘ ŀ ƘŀǊŘ ŎƻǇȅ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ƳŜǎǎŀƎŜΦ 
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5.6.3 Replying to on Message 

 
In order to ǊŜǇƭȅ ǘƻ ŀ ƳŜǎǎŀƎŜΣ ǎŜƭŜŎǘ ǘƘŜ άwŜǇƭȅέ ƭƛƴƪ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ aŜǎǎŀƎƛƴƎ LƴōƻȄ ƻǊ ǘƘŜ 
άw9t[¸έ ōǳǘǘƻƴ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά±ƛŜǿ aŜǎǎŀƎŜέ ǇŀƎŜΦ 

The system shows the Reply Message page, which includes the following items: 

a. Message subject (text field) 

b. Sender (Name of the organization that dispatched the message) 

c. Message body (text area) 

d. Message attachment (file attachment). Up to 2 files to each message (each file with 

a maximum size of 250MB).  

e. Action bar: 

1. SEND 

2. SAVE AS DRAFT 

3. BACK 

 
 

 
Figure 96: Message Reply functionality 
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The uploaded file must have one of the following types: [7z, avi, csv, doc, docm, docx, docx, 
dot, dotx, dwg, e0x, fr, geojson, info, jpeg, jpg, json, mov, mp4, mpp, msg, odp, ods, odt, p7m, 
pages, pdf, png, ppt, pptx, rar, rtf, svg, tar, tiff, txt, util, webp, wmv, xls, xlsb, xlsm, xlsx, xml, 
zip, zipx]. 

 
5.6.4 Forwarding a Message 

 
¢ƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƳŜǎǎŀƎŜΩǎ άForwardέ ƛŎƻƴ ŦǊƻƳ ǘƘŜ άActionέ ŎƻƭǳƳƴ ƛƴ ƻǊŘŜǊ ǘƻ ŦƻǊǿŀǊŘ ŀ ǇŀǊǘƛŎǳƭŀǊ 
ƳŜǎǎŀƎŜΦ ¢ƘŜ άForwardέ ƛŎƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ ƻƴ άActionέ ŎƻƭǳƳƴ ƛƴ άInboxέ ŀƴŘ άSent Messagesέ ǘŀōΦ 

 

 
Figure 97: Forward message functionality 
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The system displays the following data in a pop-up window: 

a. Forward Message section: 

1. Subject: Title of the message. 

2. To: Recipient of the message forwarded (PO/TC, PO/ESR users can provide 
one or multiple e-mail addresses, separated by semicolons, the recipients of 
the forwarded message do not have to be registered with eTendersNI). 

3. Body: Editable text area for PO/TC, PO/ESR users. 

4. Attachment: (file attachment) up to 2 files to each message. 

b. Action bar: 

1. SEND 

2. BACK 

 
Figure 98: Forward message form 
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5.6.5 Viewing Draft Messages  

 
¢ƘŜ ǳǎŜǊ ƴŜŜŘǎ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ά5ǊŀŦǘ ƳŜǎǎŀƎŜǎέ ǘŀōΦ ¢ƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ 5ǊŀŦǘ ƳŜǎǎŀƎŜǎ ƭƛǎǘΦ 

For each message, the following information columns are displayed: 

a. Compose button: Click here to create a new message 

b. Search Message: section in order to search for a message 

c. ¢ƘŜ ά5ǊŀŦǘ aŜǎǎŀƎŜǎέΣ ǿƘƛŎƘ ŘƛǎǇƭŀȅǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ŜŀŎƘ ƳŜǎǎŀƎŜΥ 

1. Recipients: the name of the recipient organization. 

2. Subject: Title of the message. 

3. Action: The following actions are available: 
I. Edit: opens the message in editable mode and pre-fills all data already saved. 
II.  Delete: removes the message from the list of Draft Messages 
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6 Creating a Tender Response  
 
A tender response is created by the Economic Operator and comprises the qualification, 

technical and financial criteria of an Economic Operator. In order to prepare (or edit) a tender, 

ǘƘŜ ǳǎŜǊ ƴŜŜŘǎ ǘƻ ǎŜƭŜŎǘ ǘƘŜ άTenderέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ άShow CfT MenuέΦ 

 

 
Figure 99Υ ά¢ŜƴŘŜǊέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ 

 
To begin creating a tender, the user has to accept the agreement for a Call for Tender and to 

confirm the validity of their ǳǎŜǊ ŘŜǘŀƛƭǎΦ ¢ƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ά!//9t¢ ϧ /hbCLwa ![[ hC 

¢I9 !.h±9έ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘΦ 

 

 
Figure 100: Accept & confirm user details
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Next, the main Tender Preparation webpage loads. Upon first access to this page for this Call 

for tender the page is empty and shows no particular record. If this page was previously 

accessed as part of a submission relating to this Call for tender, it will show the submitted 

tender or the draft tender that the user has already prepared. 

 
 

 
Figure 101: Main Tender Preparation webpage 

 
The user should click on ǘƘŜ ά/ǊŜŀǘŜ ȅƻǳǊ ¢ŜƴŘŜǊ ƻƴƭƛƴŜέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ WebTPT 

application to launch the online Tender Preparation Tool. This tool guides the supplier during 

the tender preparation and response process and is the place where the tender data is 

assembled (responses to relevant questions, upload of files, etc.). 
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6.1 WebTPT 
 
In this section we will describe how to prepare the response to a tender using the web based 

Tender Preparation tool (webTPT). This part of the response outlines the number of envelopes 

relevant to the particular tender and will depend on the type of procurement and the 

submission phase for the tender in question. 

 

6.1.1 Create a tender response 

¦ǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ǊŜŀǘŜ ȅƻǳǊ ¢ŜƴŘŜǊ ƻƴƭƛƴŜέ ōǳǘǘƻƴΦ  
 

 

Figure 102Υ /ƭƛŎƪ ƻƴ ǘƘŜ ά/ǊŜŀǘŜ ȅƻǳǊ ǘŜƴŘŜǊ ƻƴƭƛƴŜέ ƻǇǘƛƻƴ 

 

Á Provide a meaningful title that describes your response  (e.g. the RFT ID and your 

supplier organisation name ) ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ proceed 

 

 
Figure 103: Main page of the WEPTPT application 

Return to Quick Guide 
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6.1.2 Preparing the tender response 
 

Á /ƭƛŎƪ ƻƴ ǘƘŜ άǇŜƴŎƛƭέ ƛŎƻƴ ŀƴŘ ǘƘŜƴ ƻƴ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ǘƻ ǎǘŀǊǘ ǇǊŜǇŀǊƛƴƎ ȅƻǳǊ 
response.  

 
Figure 104: Preparing a tender response 

 
 

 

Please note that you should click on the ά9Řƛǘέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ǎǘŀǊǘ ǇǊŜǇŀǊƛƴƎ ȅƻǳǊ 

tender response. In case, you missed this action then you will not be in position to start 

preparing your tender response. Later on, when returning to your draft tender, using this 

ōǳǘǘƻƴΣ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ άŜŘƛǘέ ƻǊ ǎƛƳǇƭȅ άǾƛŜǿέ ƛǘ όƛƴ read only manner). 
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6.1.3 Navigating the tender response envelope structure 
 

In this section we will describe how to prepare the response to a tender. This part of the 

response outlines the number of envelopes relevant to the particular tender and will depend 

on the type of procurement and the submission phase for the tender in question. 

 

 
Figure 105: Start of preparing a tender response 

 
ü The left panel of the WebTPT displays all the envelopes contained in the call for tender 

(e.g. Eligibility, Technical and Financial Envelopes; Eligibility Criteria only for PQQ 

stage; Technical and Financial Criteria for ITT stage). 

ü The right panel of the WebTPT displays the requirements of the selected envelopes 

(i.e. sections, subsections and criteria in each of these envelopes). 

 
 

 

 

Please note that your tender response is saved on the eTendersNI server each time 

you perform an action (e.g. provide a response in a criterion, change section, 

change envelope). 
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6.2 Complete the Qualification and the Technical Envelopes 
 
Á Click on an envelope όŜΦƎΦ άQualificationέύ ǘƻ ǾƛŜǿ ǘƘŜ corresponding sections 

 

 
Figure 106: Qualification envelope population 

Á Green ticks will appear when all Mandatory Questions in a section have been 

answered (you need to click outside the box or field that you are answering in to get 

a green tick). Bidders should try to answer ALL questions in a tender, even if not all 

questions are mandatory. Check each question individually before submitting your 

tender response in order to ensure that ALL questions have been answered. In case of 

doubts on the questions to be answered please consult the supporting tender 

documentation available for the Call for tender and / or use the messaging 

functionality in order to make questions to the tender coordinator. 

 

 
Figure 107: Completion process indication 

 

 

IMPORTANT NOTE: 

Please note that it is possible to save a partially completed tender response and to 

return to it at a later stage, in order to complete it ς details for accessing draft tender 

are provided later in this document. 
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Á Click on the section name if you would like to view its contents. 

 

 
Figure 108: Access a section in Qualification 

Á Please note that mandatory questions are indicated with an asterisk ( ). User 

should make sure that information for these have been provided. 

 

 
Figure 109: Mandatory indication 
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Figure 110: Completing a certificate 

 

 

 

IMPORTANT NOTE: 

When selecting the above, you should make sure that the required 
certificate has been responded and completed in your organisation details. 

This is accessible through the EO management > eAttestations > Valid page. 
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6.2.1 Types of criteria 
 
Please note that tender questions may allow for different type of responses (list, text field, 

text area, number, etc.). The format of the questionnaire and the expected response for each 

criteria have been configured by the Procurement Officer. Certain questions may require 

selecting a "Yes" / "No" answer, others may require selecting a date using calendar 

functionality or simply providing a text input. 
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6.2.2 Text criterion 
 
For the criteria of this type, the Economic Operator will provide their text answer in the 
displayed text box. The maximum number of characters for the 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊΩǎ ŀƴǎǿŜǊ 

is also displayed. The user can also attach an optional file to provide further details in his 

answer. 

 

 
Figure 111: WebTPT - Text criterion 

 
 

6.2.3 Number Criterion 
 
For the criteria of this type, the Economic Operator will provide their answer as a number in 

the provided box. The minimum and maximum ranges of the number are displayed along with 

the specified step. The user can also attach an optional file to provide further details in their 

answer. 
 

 

 
Figure 112: WebTPT - Number criterion 

 
6.2.4 Text area Criterion 

 
For the criteria of this type, the Economic Operator will provide their text answer in the 
ŘƛǎǇƭŀȅŜŘ ǘŜȄǘ ŀǊŜŀ ōƻȄΦ ¢ƘŜ ƳŀȄƛƳǳƳ ƴǳƳōŜǊ ƻŦ ŎƘŀǊŀŎǘŜǊǎ ŦƻǊ ǘƘŜ 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊΩǎ 

answer is also displayed. The user can also attach an optional file to provide further details in 

their answer. 

 

 

Figure 113: WebTPT - Text area criterion 

 
6.2.5 List option criterion 

 
In a list criterion the user should select one response based on available ones 

 

 
Figure 114: WebTPT - List option criterion 
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6.2.6 Multiple selection list (checkboxes) criterion 
 
In a multiple selection list (checkboxes) criterion the user should select one or more 

response(s) based on available ones 

 

 
Figure 115: WebTPT - Multiple selection list (checkboxes) criterion 

 

6.2.7 Date criterion 
 
In a date criterion the user should select a date from the calendar based on available ones. 
 

 

 
Figure 116: WebTPT - Date criterion 
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6.2.8 File criterion ς Uploading file attachments 
 
In a file criterion the user should select a file from the document library 

 
ü ²ƘŜƴ ŀ ŦƛƭŜ ŎǊƛǘŜǊƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ 

ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ά5ƻŎǳƳŜƴǘ ƭƛōǊŀǊȅέ area.  

 
Figure 117: WebTPT - Attach a file 

 

ü /ƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘ ŀ ƴŜǿ ŦƛƭŜέ ƭƛƴƪ ƛƴ ƻǊŘŜǊ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ά¦ǇƭƻŀŘ ŦƛƭŜǎέ 

page. 
 

 

 

 

 

 

Figure 118: WebTPT - Upload a new file process 

 
 

 
 

1. Please note that the maximum allowed size of all the attached files in a 

tender response should not exceed 100MB (i.e. < 100MB). 

2. Please note that the overall response should not exceed 100MB (i.e. < 
100MB). 
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ü /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƘƻƻǎŜ ŦƛƭŜέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜόǎύ ŦǊƻƳ ŀ ƭƻŎŀƭ ƻǊ 

network location. Please note that you may drag and drop the necessary file(s). 

 

 

Figure 119: WebTPT - Upload a new file process 2 

ü Select the necessary file(s) 

 

 
Figure 120: WebTPT - Select a new file from the file system 
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ü /ƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ǳǇƭƻŀŘ ȅƻǳǊ ŦƛƭŜόǎύ ƻƴ ǘƘŜ 

WEBTPT application. 

 
 

 
Figure 121: WebTPT - Upload a new file process 3 

 
ü Select the referenced file(s) for the particular criterion. Please note that more 

than one files can be associated with a particular criterion. 

 

 

Figure 122: WebTPT - Associate file(s) to a particular criterion 

 
 

 

 

 
IMPORTANT NOTE: 

Please note that you should make sure that every document is associated 
ǿƛǘƘ ŀǘ ƭŜŀǎǘ ƻƴŜ ŎǊƛǘŜǊƛƻƴ ƛƴ ǘƘŜ ά5ƻŎǳƳŜƴǘ [ƛōǊŀǊȅέ ǎŜŎǘƛƻƴΦ CƛƭŜǎ ǘƘŀǘ ŀǊŜ 
not associated with a criterion are not included in a tender submission. 
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6.2.9 Optional file attachment 
 
/ƭƛŎƪ ƻƴ ǘƘŜ ά!ǘǘŀŎƘ ǊŜƭŜǾŀƴǘ ŘƻŎǳƳŜƴǘέ ƛŎƻƴ ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ ǳǇƭƻŀŘ ŀ ŘƻŎǳƳŜƴǘ ƻǊ ŦƛƭŜ ǊŜƭŀǘŜŘ 
to your response in a criterion. Please note that more than one files can be associated with a 

particular criterion. 
 

 
Figure 123: WebTPT - Optional file attachment 

 

 
 

1. Please note that the maximum allowed size of all the attached files in a 
tender response should not exceed 100MB (i.e. < 100MB). 

2. Please note that the overall response should not exceed 100MB (i.e. < 

100MB). 

 

 

6.2.10 Supplier Read Only Criteria 
 
The user can view the existence of the criterion in the tender, but the scoring will be provided 

directly by the evaluators.  

 
Figure 124: WebTPT - Supplier Read Only Criterion 
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6.2.11 Complete the Financial Envelope 
 
After you have completed the Qualification and Technical envelopes, fill in the 

financial envelope. The system displays all financial and TCO criteria for the tender 

requirements. 

¢ƘŜ ǳǎŜǊ ŎƻƳǇƭŜǘŜǎ ǘƘŜ ŎƻƭǳƳƴ άValueέΦ ¢ƘŜ άTotalsέ ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎŀƭŎǳƭŀǘŜŘ ōȅ ǘƘŜ 
system, as the sum of all prices provided for all prices criteria. 

 

The values expected in the financial envelope are currency values, hence only numeric values 

are allowed in this envelope. 

 

 
Figure 125: WebTPT - Complete financial envelope 

 
Regarding the TCO (BoQ), the supplier fills in the requested values according to the 
specifications for the financial proposals. 
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In the example below it is required for suppliers to declare the number of goods they will 

deliver (TCO - BoQ Attribute: Quantity), and the price per unit (TCO - BoQ Attribute: Unit 

Price). The coordinators have setup calculation formulas that in the background provide them 

with the proposed financial values. 
 

 
Figure 126: WebTPT ς TCO criterion 
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6.2.12 Validate tender response 
 
 

The progress indicators visualise the incremental progress of each tab within the response, as well as 
the progress of the tender response in total  

 

 
Figure 127: WebTPT -Progress Indicators 

 
Lƴ ŀŘŘƛǘƛƻƴΣ ȅƻǳ Ƴŀȅ ǾŀƭƛŘŀǘŜ ȅƻǳǊ ǘŜƴŘŜǊ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά/ƻƳǇƭŜǘƛƻƴ {ǳƳƳŀǊȅέ ƻǇǘƛƻƴ 

from the left-hand menu. 

 

 
Figure 128: WebTPT -Completion summary 

 
 
 

Return to Quick Guide 










































