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Creating Your ESPD  
¶ During creation of a competition which requires ESPD (above threshold), a task is generated called “Define Tender Structure”. It is from within this 

task that ESPD can be created.   
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¶ As a contracting authority, you can create the ESPD form you wish your suppliers to complete as part of their tender response. To start this process, 

click on the ‘Create ESPD Request’ button.  
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¶ The ESPD form is now displayed. It is not possible to edit pre-filled mandatory fields.  
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¶ At the bottom of each page, there is a ‘cancel’ and ‘next’ button. To navigate through the form click on the ‘next button’.  

 

¶ Once you reach the end of the form, click on ‘preview&save’ to view the form.  

 

 

¶ Once you have previewed the form and are happy with the contents, click on ‘save’.  
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¶ Your previously created ESPD is now listed under the tender structure options. The ESPD can be managed through the icons under the ‘document’ 

column header. Hovering over each icon shows a label explaining its function. To move forward to the creation of other criteria, click on the ‘next’ 

button. The ESPD creation is now complete.  
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¶ Within the tender structure, there is a tab labelled ‘eligibility criteria’. Here are options that were included with the ESPD.  
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Supplier Perspective 
¶ Suppliers have the ability to see the ESPD within the ‘Notice and Contract Documents’ section of the competition.  
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¶ When creating a tender response, suppliers have three sections at the side; ‘Eligibility Criteria (ESPD)’, ‘Technical’ and ‘Financial’. It is from the 

‘Eligibility Criteria’ section that a supplier can compete their ESPD response.  
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¶ There are mandatory tickboxes within the form. When checked, they turn green as shown below.  

 

 

  



12 
 

Viewing a Suppliers Completed ESPD 
¶ Once a competition deadline has passed and the tenderbox has been opened, it is possible to view the ESPD response. Within the ‘Show CFT Menu’ 

menu, select ‘Offline Evaluation Results’. The ESPD can be viewed by clicking on the .PDF icon in the ‘Printer-friendly Tender’ column. 
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¶ The printer friendly PDF version includes the responses submitted by the supplier for each ESPD question.  

e.g. when yes was selected as a response it is highlighted in yellow: 

 

e.g.2 when a date or a text was provided it appears in EO value:  

 

 

 

 

 


