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|. Registering on e-Tender
Registering on E-Tender is quick and easy!

To begin logging on using the E-Tender portal link, type in the company’s website address in your

preferred browser.

The following page will appear on your screen:

Log In 10 vour accourt
Bppenser

FOrgot your passworc? g

Net a regisiered Siars? Crmate an ac ot

Select, ‘Create an account’ as shown below:

You will be directed to the ‘Register your Organization’ page.



On this page, ensure that you read thoroughly the website’s Terms and Conditions. Upon
completion, click ‘Select to Accept’. You will not be allowed to continue registering if you do

not accept the website’s Terms and Conditions:

Register your Organization

Terms and Conditions Compary Information  Account Information Confirmation

ms and Canditians
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Forgat your passward? Already have an account? Logi Hier

After accepting the Terms and Conditions, you will be directed to the ‘Company Information’

tab on your screen.

Here, you will be required to input basic company information in the blank fields provided as

shown below:

—Tonder

Register your Organization

Terms and Conditicns mation Account Information Cenfirmation
Test Oeg 1
123454
{868) 1733567
#1 Doe Village
Point Fortn
your paviweord Already have an sccount?



Once you have finished inputting your basic company data on this screen, select the ‘Account

Information’ tab, to begin entering your User account information as shown below:

ITender

Register your Organization

Terms and Conditions Company Info Account Infarmation Confumation
s
RO yOulr pasvword Already Bave an account? n e |

o—

I
~—=-Tender

Register your Organization

Terms and Conditions Company Information Account Information Confirmation
ection is very Important, it will he used on al ransactons that occur on the sTender apphication. Seme fielifs may not be adrabie once

fohn Doe

E-mail johndoe@gmail.com

Lisername 1doet

Password

Confiry

......... e

upfoad Company Logo

Forgot your password? Already have an account? Legin Here

Please note that the Username and Password you enter in this section is case sensitive and will

be required to authenticate your account after registration for future entry into the system. It is



imperative that you secure this information so that no one else can have access to your account.

Also, when creating your Username, you are not to include special characters such as spaces,
full stops and commas and you are to be mindful of including extra spaces or creating

hyphenated usernames.

Once you are comfortable with the information submitted in the ‘Account Information’ section,
¥
proceed to the ‘Confirmation’ tab. Here, select, ‘Register E-Tender Account’ to complete the

process.

@-Tender

Register your Organization

Terms and Condniens Cempany irformation Account Information Confirmation

Fargot your password? Already have an atcount? Log e Here

Once your registration is successful, you will receive the following confirmation:

Success! Successful Registration, A
confirmation email was submitted to

your email address. Please review to
activate account.




Proceed to your email account and verify that you have received the confirmation email. This step is
important because if you do not activate your newly created E-Tender account, you will not be able to
access E-Tender. Be sure to check your ‘Junk Mail’ and ‘Spam’ folders if you have not received your

email.

When you get the email, select, copy the activation code and select ‘Activate Account’:

You are Aimost Complete. Select Button To
Activate Account

Your Activation Code is:

O0a54defac6214e5ch55eed4ccf382cd

Actvate |

You will be directed to a screen prompting you to enter your activation code. Once it is entered
correctly, you will be prompted to log in using the credentials you entered when creating the account.

2Tender

Account Confirmation - Log In

1 a regatered Stare? Lo

Congratulations! You are now registered on e-Tender!



2. Updating Company Details

At some point, you may need to update your company’s business details on e-Tender. These details

may include:

=  FullName

* CompanyName

= Contact Information
* CompanyAddress

= Company Logo

To begin editing/updating these details, select as shown below:

= Q

Sender
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& Questions




You will be directed to the following screen:

© Profile

o ‘ ‘ "
a o F
" Message Us

O 1

1041am




You will be directed to the page shown below. Proceed to entet your updated company details.

When you are finished, select ‘Send”:

e R R S R T S R

@ Business Details

101AL Ri#s 0

History
& @

You can also upload and update your Company logo on this page as well. On the same page

entitled ‘Business Details’, upload and update your logo by selecting ‘Choose File’. When you

are finished, select, ‘Send’:

hrelests 0 History
p N @ pleepast]
£dit Business Details
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) (8 )

o=

& Logo Upinad
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3. Selecting Company Preferences

Selecting Preferences are an important step in completing your Company profile.

Preferences are general categories of work of interest to your Company. In order to receive email
notifications of public tenders on these preferences, select, ‘Preferences’ on the ‘Business Details’

screen as shown below:

You will be directed to the screen shown below. Select the drop-down arrow and all available
preferences will appear. Feel free to select multiple preferences of goods and/or setvices that your

Company may be interested in and would like to receive notifications for.

e ISR 4

© Preferences

VJY-‘JT.;:"‘E 0 s |

G s o §
- 809 é

B

11



When you are finished selecting your preferences, select, ‘Update Preferences’ as shown below:

e RO B
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4. Changing your Password

At some point, you may need to update your password details on E-Tendet. To do this, select
as shown below:

Select, ‘Edit Password’:

=

@ Account Password

TOTAL ACTIVE
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Enter your old password and your updated password details in the fields as shown below. Upon

completion, select ‘Send’.

(4] Histor

I Edit Password

It is important that you remember your new password and that it is case sensitive. Failure to

remember your new password will result in your inability to successfully access to e-Tender.
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9. Participating in a Forward e-Auction

You will receive an email notifying you that you have been invited to a Forward e-Auction, or when a
Forward e-Auction within your prefered good of service catagory is posted. The email will look like
the one below. Use the unique Ref# to find the tender in e-Tender and to begin the bid submission

process:

When you have successfully logged on to e-Tender, all events, both open and closed will be
posted on your home screen. If not, feel free to search for the event using the search box as

shown below:

goono@oogy
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When you have located/selected the event for which you have been invited to or wish to participate
in, select it. You will see a screen as shown below. This screen gives you preliminary information on
the event. To view additional details about the event, select ‘View RFP info’. If there is a cost to
purchase the event, it will be displayed here, and you would be required to putchase the event in order

to have access to any additional information/the event package:

SOP191204401612 | 757 wrernai Tes

Vo 1 v s s e e
AT RS o A U

RFP STORE DETARS

w——— - -

To begin, if there is a cost, you must select ‘Putchase RFP (Credit Card)’. If there is no cost, select
‘FREE (Select to Own)’. If you have to purchase this event, the following screen will appear which
will prompt you to enter your credit card details:

| ance N R G S R R R N T e

107D

[11172/2011303]3]
Por——
=a - |
=]
(%]
S
:
Verified by
VISA
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Once your credit card payment is successful, you will be ditected to the following page:

® Success

0

4 g o

TOTAL

238 pm

Tuesssay, Juty

REF *  Tender Date tsued Expiration Status Type

If there is no cost attached to the event, and you select ‘FREE (Select to Own)’ you will be directed

to the following page as well:

0 Histor ‘
! NEW MESSAGES @ LAST LOGlNy Ziﬁpmrvn

Ir yeut il July 30,2619, 11:84 am

List of All My Purchased RFPs

@] Regstration Portal

REF ¥ Tender Date lasued Expication Status Type
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On this page, select the specific event for which you are applying:

d ® Success

oy 0 - 238pm
4 B o o o

Success! Your payment was successful. An automated emall was submitted to you for record.

Success] RFP Purchase was successfull. A confirmation email was sent to your account's email, Please review for link to online receipt

List of All My Purchased RFPs > S NX

wer v Tonder Bate lssued Expiration Status Type

The following screen would appear. Select, “View RFP Info’ to see the details of this event and to

download the event’s documents/ package:

HR193007431814 | Purchase of aptops

We invi 15 80 submit propozals for the provision of STATUS
Laptops DATE POSTED - Tue Jul 30 DATE EXPIRED : FriAug 3
2019 2019

RFP STORE DETAILS
VALUE 1000 TTD
T

& Upload Tender
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On this screen you will see the following:-

1. The ‘Documents’ tab- This contains all pertinent documents related to the event which

you should download and review before submitting your bid. These documents can include
but are not limited to: - Invitation to Bids, RFP Packages etc.

2. A countdown timer which lets you know how much time (days and hours) there is left before
the event closes

3. Alist of all your previously purchased RFx’s

| © My RFx Details

TOTAL INACTIVE 0

Histo
0 G s @ e

}  Réx Options. RFP Details AD 4 List of Ali My Purchased RFPs

laaic TS 1]

| Terxder Options

i Butict " .
Questions - Nninfin|cin|nf - - = Tender Eap
V|IZEUV(JEUV|VE J e an A " L

] Registration Portal

- N

@ My RFx Details

(=) TOTAL INACTIVE 0 H istory
R FERTestY R ! NEW MESSAGES @ LAST LOGIN
0 I yau y ¥ I8 223 o
3 RexOptions REP Datails B DOWNLOAD v List of All My Pu T ox
Tender Dptions Purchase of Laptops ( HR193007431814) ¢ 5 - S
Questions NInAnicAn|nA [ REF v Tender £xp.
V|IZJV|JEV|UH - J S 53007
] Registration Fortal & e Bgdes b skl propasalt Sur the peavisinn oF lapra

Once you have downloaded all required documents, select “‘Upload Tender’ as shown below:
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The following page will appeat:

Upload Tendar For RFP 1 W 07431814

nlafinlafin[>8c
U|[ZRV|ZRU|ZBO]1
(O

The confrmaton ¢ mad o the only form of Tender Subosssion vihdaon, Please ensun you (ecieve and o-Mail confirmng your Tender Submesian was completed.

Ail sutemivsions are dur o “August 9, 291, 1200 2m

Understanding the Process

Here, you must accept the that you agree and understand the posted disclaimer in order to particiate in
the event. If you do not accept, you would not be able to move furthur in the process and particiapte

in the evenr. Once you have selected the disclaimer as shown below, select, ‘Next’:

Upload Tender For RFP : HR193007431814 T x
wh ays Mingtes Sacoris
Kim FCA Test 1 n gNniagn|ng
V|FYV|FEV|LBgI
0,

REx Options

Tender Options The confirmation e-mai & the anty o of Tender Submission validation. Please enture you recieve and -mail confirming your Tender Submission was compietad.

Questions

Y Regbtration Fortat

All submissians are due on August 9, 2019, 12:00 am

Understanding the Process
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Placing Your First Bid

If no Vendors started the bidding process and you are the first Vendor placing a bid, then locate the

‘Starting Bid Value’:

Place a Bid For RFx : EMERSE211205470914

11250l071/6{ols 1N

®

18T 2ND 3RD 4TH

e I

n T ush

The starting bid value is highlighted in red on the 2nd step of the Tender Upload Process and the

first bid must be equal to or more than the ‘Starting Bid Value’:

Place a Bid For RFx : EMERSE211205470914

1/2§0(0§116§015

©

5T 2ND 3RD 4TH
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