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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 

MEAT Most Economically Advantageous Tender 

NUTS Nomenclature of Territorial Units for Statistics 

PDF Portable Document File 

PIN Prior Information Notice 

PO Procurement Officer 

PO/ES Procurement Officer Evaluating Staff 

PO/ESR Procurement Officer Evaluating 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) 

TED Tender Electronic Daily 

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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 eTenders workflow  
 

The following terms are widely used within the eTenders platform: 

¶ Captcha is a type of challenge-response test used to ensure that the response is not 
generated by a computer. 

¶ Archived WS List is a list of completed Call for Tenders which have been archived 
by the user. 

¶ Tender Package is the ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ (i.e. offer) in a Call for Tender (e.g. CfT). 

¶ Timestamp is a marking of the time and date on which the tender response was 
uploaded to the platform. A  Similar timestamp is used when a bid is submitted during 
an eAuction. 

¶ Bid corresponds to an offer submitted during an eAuction event. 

¶ One Envelope - Each response will be combined into a single envelope. The opening 
of the response will be performed simultaneously for all sections of the response 
(eligibility criteria, technical and financial envelope). 

¶ Two Envelopes -Each response will separated into two envelopes. The opening of the 
eligibility criteria and technical envelopes. The financial envelopes are then only 
opened for suppliers who have passed the eligibility and technical criteria. 

 
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 submit their tender responses. 

¶ Deadline for dispatching invitations (optional): The deadline for issuing invitations 
for specific Tenders (e.g. Mini Competitions, Call for Tenders, DPS Tenders or 
Simplified Procedures). 

¶ 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 opening tender responses. By default, 
this date cannot occur prior to the Tender Response Deadline. 

 

 
  

http://en.wikipedia.org/wiki/Challenge-response_authentication
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 Notification  

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. 

 

e-Awarding e-Contract 
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Figure 1 : Workflow of Contracting Authority and Economic Operator users 

 

 
  

C
o
n
tr

a
c
tin

g
 

A
u

th
o

ri
ty

 U
s
e
rs

 
C

o
m

p
a
n
y

 



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 20 / 271                                                                Doc. Version: 1.2  

 General Functionality  
 

 General use guidelines 

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

 
¶ Tabular display: Any data displayed in tabular format will have the following header 

information, which helps the user to navigate the platform. 
 

 
 

Figure 2 : Example of a Table header 

 
 

¶ 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 eTenders: 

 

 

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) 

 

 

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

 
¢ƘŜ άShow CfT Menuέ Ŏƻƴǘŀƛƴǎ ŀƭƭ ƻǇǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ ǘƻ ŀ ǳǎŜǊ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ǿƻǊƪǎǇŀŎŜ ƻŦ ŀ /ŀƭƭ 
ŦƻǊ ¢ŜƴŘŜǊ ŀǘ ŀ ƎƛǾŜƴ ǘƛƳŜΦ ¢ƘŜ άShow CfT Menuέ ƛǎ ŎƻƭƭŀǇǎŜŘ ōȅ ŘŜŦŀǳƭǘΦ 
 
 

 
 

Figure 3 : Show CfT (collapsed) 

 

LŦ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ άShow CfT MenuέΣ ǘƘŜ ƳŜƴǳ shows all of the provided options. The 
options that provided are related to CfT status and also to the user rights. 

 

 
 

Figure 4 : The Show CfT Menu (CAPC user & Awarded CfT status) 

 
Clicking on the άShow CfT Menuέ button again, the menu is collapsed.
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 eTenders Main Page 
 
 

 
 

Figure 5 : Main eTenders page 

The main page of the eTenders platform contains the functions to allow a user access all aspects of the 
platform, such as: 

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

¶ 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.. 

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

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

¶ User registration functionality: This section allows the registration of users and 
organisations 

¶ Interactive walkthroughs: This section allows to download video tutorial describing 
the system functionality 

¶ Published Tender: provides information on latest tenders published through the 
system 

¶ Frequently Asked Questions: This section gathers questions already collected about 
the system and their respective answers  

¶ 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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 Translation Functionality 
 

On the main page, before and after the ǳǎŜǊΩǎ ƭƻƎƛƴ ŀŎǘƛƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ǘǊŀƴǎƭŀǘƛƻƴ 
functionality, where the user can, at any moment, change the display language. The supported 
languages from the system are English (EN) and Gaelic (GA). 
 

 
 

Figure: Translation on Main page before log in 

 

 
 

Figure 6: Translation in Main page after log in 

 

 Login Section 
 

The Login Panel enables all users (Contracting Authority, Economic Operators and System 
Administrators) to log into the system provided that they possess valid credentials (username 
and password). Also, functionality ŦƻǊ ǊŜŎƻǾŜǊƛƴƎ ŀ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ƛǎ ǇǊƻǾƛŘŜŘΦ 
 

 

 
Figure 7: Login Panel 
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 Search Section 
 
 

 
 

Figure 8: Main search panel 

 
 

 
 

 
Figure 9: Advanced Search for anonymous users 

 
 

The users can access this section to search for Call for Tenders and Organisations with Advanced 
 Search functionality or to make a quick search for the latest opportunities (CfTs). 
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 Logging into the platform for the first time 

 
When a user logs into the eTenders platform for the first time, as a first step, the user will 
have to provide the transaction number (which is received by email after his successful 
registration on the platform). 

 

 
 

Figure 10: 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 the Figure 10: Confirmation email received 
during registration above. 

 
 

 
 

Figure 11: Provision of the transaction number 

2. Next, the user is prompted to read and accept the following System User 
Agreement: 

 
 

Figure 12: Confirmation of the user agreement 

3. Then, the user is prompted to navigate to their homepage. 
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 Password recovery 

 
The user can recover the password through the άForgot your passwordέ ŦǳƴŎǘƛƻƴŀƭƛǘȅ 
available from the login module. To trigger the password reset functionality, the 
system requires the user to provide the username in the following screen. 
 

 
 

Figure 13 : The user inserts his username 

 
If the provided username is valid, the system sends an email to the associated address, 
containing a transaction number and a unique generated access link. 

 
 

 
 
 

Figure 14: The system sends an email containing a registration transaction number as well as a unique access link 
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In order to reset the password, the user accesses the provided link and populates the new 
password as well as the received transaction number. 

 
 

Figure 15: Resetting the password 
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 Logging into the platform 

 
Registered users of eTenders must provide their credentials in the login section in order to log 
into the platform. 
 
 

 
 

Figure 16: Login button 

 
 

Figure 17:  Login functionality in CAS 

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

 

 
 

Figure 18: Wrong credentials 

 
If a user provides an incorrect password for a username more than 10 times, the user account 
will automatically get de-activated. In this case, the user should contact the System 
Administrator in order to re-activate the account. This can be done by contacting the Helpdesk 
using the Contact us option displayed in the footer of the page.   
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 Logging out from the platform 

 
A user can exit eTenders platform by logging out of the platform. 

 

 

 
 

Figure 19: Logout 
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 Maintenance of userΩǎ profile 

 
Once logged in, the user can edit their profile by clicking the down arrow beside their name 
and platform profile which produces the screen below in Figure 20: Edit profile linkΦ /ƭƛŎƪ ά9Řƛǘ 
tǊƻŦƛƭŜέ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ά9Řƛǘ ¦ǎŜǊέ ǇŀƎŜ ǿƘŜǊŜ ǘƘŜ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ Ŏŀƴ ōŜ ǳǇŘŀǘŜŘ. 
 
 

 
 

Figure 20: Edit profile link 

 

The user can update the ƛƴŦƻǊƳŀǘƛƻƴ ŦƛŜƭŘǎ ŀƴŘ ǘƘŜƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άSAVEέ ōǳǘǘƻƴ ǘƻ ǎǘƻǊŜ the 
performed modifications. In case the ǳǎŜǊΩǎ password expires or invalidates, the user will be 
ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ά9Řƛǘ !ŎŎƻǳƴǘέ ǇŀƎŜ ǳǇƻƴ their login 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 eTenders platformΣ ŜΦƎΦ ŀŎŎŜǎǎ ǘƻ ά±ƛŜǿ ¢ŜƴŘŜǊǎέ page. 
 

 

 
 

Figure 21: Edit Profile 
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The password configuration rules consist of the following: 
- Letters (upper case/lower case) allowed to be used 
- Numbers allowed to be used 
- Characters allowed to be used 
- Allowed login failures 
- Password lifetime 
- Password length (min/max) 
- Password history 

 

 

 
Figure 22:  Password configuration rules 

 

 

In case the password does not follow at least one password configuration the following message 
appears. 

 

 
 

Figure 23:  Change password error message 
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 Task list page Overview  

 
¢ƘŜ ǘŀǎƪ ƭƛǎǘ ƻǾŜǊǾƛŜǿ ǇŀƎŜ ƻǇŜǊŀǘŜǎ ŀǎ ǘƘŜ ǳǎŜǊΩǎ ƘƻƳŜǇŀƎŜ ƻƴ ǘƘŜ Ŝ¢ŜƴŘŜǊǎ ǇƭŀǘŦƻǊƳΦ Lǘ ŘƛǎǇƭŀȅǎ 
the tasks/actions that the user is responsible for in respect to all the CfTs (Call for Tenders) in 
which they are involved. The tasks displayed ŀǊŜ ŘŜǇŜƴŘŜƴǘ ǳǇƻƴ ǘƘŜ ǳǎŜǊΩǎ ǊƻƭŜ ǿƛǘƘƛƴ ǘƘŜ ǘŜƴŘŜǊ 
and the status of the tender at that point in time. Tasks can be displayed across numerous pages 
and the user can toggle across multiple pages using the directional arrows on the top right of the 
page or the user can increase the number of tenders displayed per page by increasing the results 
per page value on the top left of the page.  
 

 
 

 
 

Figure 24: List of Tasks 
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 Certification Authority (Supplier Profiles & Certificates) 
 

The Supplier Profiles and Certificates feature is managed by a Central Certificate Authority 
that defines the contents for the supplier profiles and certificates (template) that are allowed 
in the system. 

Multiple profiles and/ or certificates (templates) can be supported for each supplier, whereas 
the Certified Users at the Central Certificate Authority can simply create one template for each 
certificate that is envisaged to be used in the system (across all CA organisations). After the 
activation of a profile/ certificate (template), the supplier user selects the type of profile to be 
filled in, provides the information and saves it under their organisation.  

From then onwards, that data is stored under the account of the specific supplier organisation 
and can be utilised during the tendering process. Whenever profiles and/or certificates are 
requested by the POTC, as part of the tender structure, the supplier should select that they 
want to submit their processed profile/ certificate for the specific tender (by ticking a relevant 
box in the course the tender submission process). 

 

 Draft Certificate Templates 

 
To view draft certificate templates, a Certifier User ǎŜƭŜŎǘǎ ǘƘŜ ά5ǊŀŦǘ /ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜǎέ 
option in the CCA Administration menu. This menu is only accessible to users having this 
particular Economic Operator Certifier role under the CENTRAL COMPETENT AUTHORITY 
(CCA) organisation. 
 

 

 
 

Figure 25Υ  ά5ǊŀŦǘ /ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά//! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 

 
 

Figure 26: View Draft Certificate Templates 

The Certifier User next selects a draft certificate template and selects to either copy, modify, 
or eventually delete it. 
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 Active Certificate Templates 
 

To view active certificate templates, a Certifier User selects the ά!ŎǘƛǾŜ Certificate 
¢ŜƳǇƭŀǘŜǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ //! !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ƳŜƴǳΦ This menu is only accessible to users 
having this particular Economic Operator Certifier role under the CENTRAL COMPETENT 
AUTHORITY (CCA) organisation. 

 
 

 
 

Figure 27Υ ά!ŎǘƛǾŜ /ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά//! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 

Active Certificate Templates are of status Final meaning that they can be selected and 
introduced by Contracting Authorities for use within procurement workspaces. 

To deactivate a certificate template, a Certifier User selects one and clicks on ǘƘŜ άDE-
ACTIVATEέ ōǳǘǘƻƴΦ 

 

 
 

Figure 28: Active (Final) Certificate Templates 

Next, they provide the reason for the deactivation and click on the άDE-ACTIVATEέ ōǳǘǘƻƴ ǘƻ 
confirm the action. 
 

 

 
Figure 29: Deactivate Final Certificate Template 
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 Create New Certificate Template 

 
To create new certificate templates, a Certifier User selects the ά/ǊŜŀǘŜ New 
/ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά//! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳΦ This menu is only accessible 
to users having this particular Economic Operator Certifier role under the CENTRAL 
COMPETENT AUTHORITY (CCA) organisation. 
 

 
Figure 30Υ ά/ǊŜŀǘŜ ƴŜǿ /ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά//! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 
1. A Certifier User provides the name for the certificate template. 

 

 
 

Figure 31: Provision of name in a new Certificate Template 
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2. Next the sections, subsections, and criteria are provided through clicking on the 
tools button displayed in the left hand side. 

 
 

Figure 32:  Provision of sections, subsections and criteria in a new Certificate Template 

 
 The user chooses the type of criteria and fills the form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 33: Add Text criterion in a Certificate Template 
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3. In order to edit an imported section, subsection or criterion, a Certifier User should 
ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƻƻƭǎ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ. 

 
Figure 34: Edit text criterion for a Certificate Template 

 
4. Next, a Certifier User should provide the necessary modification and click on the 
ά{¦.aL¢έ ōǳǘǘƻƴ as step 2. 
 

5. In any stage, the User can delete an existing criterion by clicking on the delete option. 

 
6. Depending on the certificate template completion status, a Certifier User clicks on 
ǘƘŜ άVALIDATEέ, ǘƘŜ άSAVE DRAFTέ ƻǊ ƻƴ ǘƘŜ άSAVE FINALέ ōǳǘǘƻƴΦ 

 

 
 

Figure 35: Validate a Certificate Template 
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Figure 36: Successful saving as draft a Certificate Template 

  

If the User chooses the ƻǇǘƛƻƴ άSAVE FINALέΣ ǘƘŜ ǎȅǎǘŜƳ ǇǊƻǾƛŘŜǎ ŀ Ƴŀƴǳŀƭ notification form in order 
to fill the content of the notification. 

 

 
 
 
 
 

 

 

 
Figure 38: Successful saving as final a Certificate Template 

Figure 37: Saving as final a Certificate Template 
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 Inactive Certificate Templates 

 
In order to view all the inactive certificate templates available in the system, a Certifier 
User selects the άLƴŀŎǘƛǾŜ /ŜǊǘƛŦƛŎŀǘŜ ¢ŜƳǇƭŀǘŜǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά//! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳΦ 

 

 

 

 

 
 
 

 

  

 

 

 

 

  

Figure 39: òInactive Certificate Templatesó option in the òCCA Administrationó menu 

Figure 40: View all inactive Certificate Templates 
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 Contracting Authority Administration 
 

The Contracting Authority Administration menu, provides functionality for managing CA 
Notices, CA details, setup CA users, Evaluators Groups, and additionally Auditing Reports and 
Manual Notifications. 

 

 

 

 

 

 

 

 

 

 

 

 

 Contracting Authority Notices 

 
/ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅ bƻǘƛŎŜǎ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ǾƛŜǿ ŀƴȅ ƴƻǘƛŎŜ όŜΦƎΦ άtǊƛƻǊ LƴŦƻǊƳŀǘƛƻƴ 
bƻǘƛŎŜέΣ άtŜǊƛƻŘƛŎ LƴŘƛŎŀǘƛǾŜ bƻǘƛŎŜ ς ¦ǘƛƭƛǘƛŜǎέΣ άbƻǘƛŎŜ ƻƴ .ǳȅŜǊ tǊƻŦƛƭŜέΣ ŜǘŎΦύ ǇǳōƭƛǎƘŜŘ ōȅ 
their authority. 
 
The user may click on any link under column ά¢ȅǇŜέ ǘƻ ƻǇŜƴ ŀ ŎƻƴǘǊŀŎǘ ƴƻǘƛŎŜ ƛƴ ΦǇŘŦ ŦƻǊƳŀǘΦ 
!ǇǇŜƴŘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǎŜƭŜŎǘŜŘ ƴƻǘƛŎŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ǳƴŘŜǊ ŎƻƭǳƳƴǎ ά¢ƛǘƭŜέΣ 
ά5ŀǘŜ ¦ǇƭƻŀŘŜŘέΣ ά5ŀǘŜ tǳōƭƛǎƘŜŘέΣ ά[ŀƴƎǳŀƎŜέ ŀƴŘ ά{ǘŀǘǳǎέΦ 

 
 

 
 

Figure 42: Published notices by the Contracting Authority 

 

 

Figure 41: òCA Administrationó menu 
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From within the Prior Information Notices page as shown in Figure above, the user has the ability to: 

 

¶ Create a Notice 

¶ Edit a Notice 

¶ Delete a Notice 

¶ Publish a Notice 
 

 
 
 
 
 
 

For additional information on managing Notices, see section 7.22 
 

 

 Contracting Authority Management 

 
Contracting Authority Procurement Coordinators (e.g. CAPC) can perform the 
following management activities for their Contracting Authority: 

¶ View and Edit CA details. 

¶ View, edit details for CA users, and add new users to the CA. 

¶ Access template library for the CA, and manage folders and documents. 

¶ Configure procurement-related alerts for the CA. 

¶ Manage evaluator groups for the CA. 

¶ View notices published for their CA. 

¶ Access document approval groups. 

¶ View, edit, delete and manage members for their Organisation Work areas. 

 

 
Figure 44: Contracting Authority Management 

 

Figure 43: Perform an action on a Prior Information notice 
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 View & Edit Contracting Authority Details 

 
The CAPC should click on the ΨΩCA ManagementΩΩ in the ά/! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ ǘƻ 
view the details for their Contracting Authority. 
 

  
 

Figure 45Υ ά/! ƳŀƴŀƎŜƳŜƴǘέ ƛƴ ǘƘŜ ά/! ŀŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 
To edit the Contracting Authority details, the CAPC should click on the άEDIT ORGANISATIONέ ōǳǘǘƻƴΦ 
It should be noted that only the SA user (System Administrator) ƛǎ ŀōƭŜ ǘƻ ŜŘƛǘ ǘƘŜ ά{ǘŀǘǳǎέ ŦƛŜƭŘ ŀǎ Ŏŀƴ 
be seen in Figure 46 : View organisation details. 
 

 

 
 

Figure 46 : View organisation details 
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Figure 47: Edit Contracting Authority Details 
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 View, Edit & Add Contracting Authority Users 

 
The user with CAPC role Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ άVIEW USERSέ ōǳǘǘƻƴ in order to view any users 
registered under their Contracting Authority. 
 

  
 

Figure 48: View Users button 

The full name, organisational role, country, phone number, email and current status (active, 
inactive, deactivated) are displayed for each user of the list. A user is inactive until such time 
as they have logged in and entered their unique activation code. A user is deactivated when 
the CAPC of the organisations has decided to deactivate the account. 
 

 
 

Figure 49: Display Contracting Authority Users 
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The following Organisational Roles are supported: 

¶ Contracting Authority Procurement Coordinator ς CAPC users are authorized to 
manage all information, i.e. creating users, WorkAreas and approval groups.  These 
users have the capability to create and publish Calls for Tenders. Also, depending on 
the role they have been assigned with for a specific Call for Tender, they may also have 
ǘƘŜ ŎŀǇŀōƛƭƛǘȅ ǘƻ ŀǇǇǊƻǾŜ ǘƘŜ ¢ŜƴŘŜǊΩǎ ŜǾŀƭǳŀǘƛƻƴ ǊŜǇƻǊǘΣ ŀǿŀǊŘ ǘƘŜ Ŧƛƴŀƭ ŎƻƴǘǊŀŎǘ ŀƴŘ 
to publish the relevant Tender Notice.  

¶ Contracting Authority Procurement Coordinator Assistant: CAPCA ulfils similar 
functions to the CAPC users in relation to the Tenders but they do not have the 
capability to create users or approval groups within the CA. 

¶ Contracting Authority Procurement Officer: CAPO users have limited capabilities at a 
/! ƭŜǾŜƭΦ ¢ƘŜ /!th ¦ǎŜǊΩǎ ŎŀǇŀōƛƭƛǘƛŜǎ ŀǊŜ ŘŜŦƛƴŜŘ ǿƛǘƘƛƴ ǘƘŜ ¢ŜƴŘŜǊǎ ǘƻ ǿƘƛch they 
are associated (e.g Tender Coordinator, Opening Staff, or Evaluation Staff user). 

 
The user can click on the respective άEdit Accountέ link, in order to edit the details of the user. 

 
 

 
 

Figure 50:  Edit account link 
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Figure 51: Edit CA User Details 
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The user with CAPC role may click on the ά!55 ¦{9wέ button and then can register a new user 
in their Contracting Authority by providing at least all of mandatory information (identified 
with an asterisk). 

 

  
 

Figure 52: Add user button 
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Figure 53: Add New User to Contracting Authority 
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 WorkArea Administration 

 
WorkAreas give a Contracting Authority to partition their tender activity so that only the relevant 
team members can view and access tenders that are relevant to them.  
A WorkArea is created by a CAPC and a user can be associated with one or more WorkAreas within 
their Contracting Authority. 
In general, WorkAreas are used for an organisational purpose, in order to better organise the call 
for tenders access rights.  
WorkAreas can be created for instance for introducing departments of a contracting authority 
(department of finances, IT department, HR department, etc.). Subsequently to the WorkArea 
creation, a newly created call for tender can be associated and shared only by users associated to 
a same WorkArea. For example a WorkArea for ICT competitions can be created and appropriate 
users assigned to it and this means that only the users with access to the ICT WorkArea will have 
the ability to view the Tenders within that WorkArea.  
 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άVIEW WORKAREASέ ōǳǘǘƻƴΣ ŀƭƭƻǿǎ ǘƘŜ /!t/ ǳǎŜǊ ǘƻ ŀŎŎŜǎǎ ǘƘŜ WorkAreas 
management page for their Contracting Authority as presented in Figure 54: Access WorkAreas 
page. 

 

  
 

Figure 54: Access WorkAreas page 



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 50 / 271                                                                Doc. Version: 1.2  

  
 

Figure 55: View WorkAreas in the authority 

 
 

¶ Click ADD to create a WorkArea: To create a new WorkArea, the user provides Title 
and Description, and clicks on the "Save" button. 
 

 
 

Figure 56: Add new WorkArea 
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¶ ¢ƘŜ ǳǎŜǊ Ŏŀƴ ά±L9²έ ǘƘŜ ŎǊŜŀǘŜŘ WorkArea by clicking the first button of the available 
actions on the right column. 

 
 

  
 

Figure 57: WorkArea view option available 

 
 

 
 

Figure 58: WorkArea details page 
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¶ The CAPC User also has the option to see the users associated to each WorkArea within the 
/ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅΩǎ ǇǊƻŦƛƭŜΦ 

 

  
 

Figure 59: WorkArea ƳŜƳōŜǊǎΩ ƻǇǘƛƻƴ ŀǾŀƛƭŀōƭŜ 

 

  
 

Figure 60: WorkArea ƳŜƳōŜǊǎΩ ǇŀƎŜ 

 
Within the WorkArea Members page, the CAPC can remove a user from a relevant WorkArea 
ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ƛŎƻƴ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά!Ŏǘƛƻƴέ ŎƻƭǳƳƴΦ !ƭǎƻΣ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ²ƻǊƪ!ǊŜŀ 
page the CA Admin can cliŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ CƛƎǳǊŜFigure 60: WorkArea 
ƳŜƳōŜǊǎΩ ǇŀƎŜ. 
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¶ ²ƛǘƘ ǘƘŜ ƻǇǘƛƻƴ ά9Řƛǘέ ǘƘŜ ¦ǎŜǊ Ŏŀƴ ŜŘƛǘ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ WorkArea and click save to 
store the new data.  

 
 

 
 

Figure 61: Edit WorkArea option available 

 
 

¶ Additionally, the CAPC user can also delete one or more WorkAreas from the 
authority by checking the box next to the WorkArea name and clicking the bin icon in 
ǘƘŜ ά!Ŏǘƛƻƴέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ±ƛŜǿ ²ƻǊƪ!ǊŜŀǎ ǇŀƎŜ.  
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 Contracting Authority Template Library 
 

The Template library is shared document area that is available to all users within the 
Contracting Authority. Each Contracting Authority has its own Template Library which allows 
users to arrange folders, sub-folders and documents as they wish and to allow these 
documents to be reused by other members of that Contracting Authority. Documents in the 
Template library can be arranged in three formats: 1) Tender Structure 2) Static documents 
(any documents) and 3) Dynamic documents. Dynamic documents are documents that have 
the capability to change (e.g. CfT Title, CfT description, etc.), which are amended when the 
dynamic document is being used as part of a new Tender. When a CAPC user uploads 
supporting tender documents in the Document area of a CfT, they can select to upload a 
document from the Template Library. 
 
Within the /ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅ ƳŀƴŀƎŜƳŜƴǘ ǇŀƎŜΣ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά¢ŜƳǇƭŀǘŜ [ƛōǊŀǊȅέ 
button, the CAPC user can access the template library of the authority. 
 

¶ On Root folder level, the CAPC user has the option to:  

1. View the content of subfolders. (click on the folder title) 

2. Create a Subfolder  

a. /ƭƛŎƪ ƻƴ άҌ bŜǿέ ōǳǘǘƻƴ 

b. {ŜƭŜŎǘ ƻǇǘƛƻƴ ά/ǊŜŀǘŜ {ǳōŦƻƭŘŜǊέ όŀ ƴŜǿ ǇƻǇ-up window opens) 

c. Provide the folder Title 

d. Add Description of the subfolder 

e. Click Save (Cancel button redirects the user back to main page) 

 

 
 

Figure 62: Template Library page 
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Figure 63: Create a Subfolder in Template Library 

 

3. Create a Document 

a. /ƭƛŎƪ ƻƴ άҌ bŜǿέ ōǳǘǘƻƴ 

b. {ŜƭŜŎǘ ƻǇǘƛƻƴ ά/ǊŜŀǘŜ 5ƻŎǳƳŜƴǘέ όŀ ƴŜǿ ǇƻǇ-up window opens) 

c. Provide Document Title 

d. Add the Description of the Document 

e. Select Template type : 

i. Tender Structure Template: XML or XLS tender structure. 
These are the templates that can be used as tender 
questionnaire to be used in a call for tender. 

ii. Dynamic Template Document: DOC/ DOCX or XLS/ XLSX 
dynamic content document. These are documents including 
dynamic variables. While used during a call for tender cycle, 
the dynamic variables become replaced by their real values 
(e.g. a CfT title, description, etc.).  

iii. Static Template Document: PDF, DOC/ DOCX or XLS/ XLSX or 
any other type document. These are any types of 
documents in the format uploaded by the user. 

f. Upload attachment 
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Figure 64: Create Document in Template Library 

 
 

4. ¢ŜƳǇƭŀǘŜ ƎǳƛŘŜ ό /ƭƛŎƪ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊ ά¢ŜƳǇƭŀǘŜ ƎǳƛŘŜέ ōǳǘǘƻƴύ 
where the system displays the list of variable that may be used in a 
ά5ȅƴŀƳƛŎ ¢ŜƳǇƭŀǘŜ 5ƻŎǳƳŜƴǘέ 

 
 

 
 

Figure 65: Template Guide 
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5. View Details & manage active folder 

a. hƴ ŦƻƭŘŜǊ ƳŜƴǳ ŎƭƛŎƪ ƻǇǘƛƻƴ ά±ƛŜǿ 5Ŝǘŀƛƭǎέ  

 
 

Figure 66: Folder Menu 

 

 
 

Figure 67: View Details of folder 

 
 

 

 

b. Edit details ƻŦ ǘƘŜ ŦƻƭŘŜǊ όōȅ ŎƭƛŎƪƛƴƎ ƻƴ άŜŘƛǘέ ƻǇǘƛƻƴύ 

c. 5ŜƭŜǘŜ ǘƘŜ ŦƻƭŘŜǊ όōȅ ŎƭƛŎƪƛƴƎ ƻƴ άŘŜƭŜǘŜέ ƻǇǘƛƻƴύ 

 

 
 

Figure 68: Folder Management 
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6. Edit a Document 
 

²ƘŜƴ ǘƘŜ ǳǎŜǊ ŎǊŜŀǘŜǎ ŀ 5ƻŎǳƳŜƴǘΣ ǘƘŜ ǎȅǎǘŜƳ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŀǾŜǎ ƛǘ ŀǎ άDraftέΦ ¢ƘŜ user has 
ǘƻ ŎƭƛŎƪ ƻƴ άeditέ ƻǇǘƛƻƴ ŀƴŘ ǎŀǾŜ ƛǘ ŀǎ άFinalέΦ 
 

 
 

Figure 69: Edit a Document 

 
For any Document, the system displays the following actions:  

¶ Withdraw: make it unavailable for selection  

¶ Download: download locally the selected document 

¶ Delete: available only for Draft Documents 

 

 
 

Figure 70: Document statuses and options 
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 Approval Groups 
 

Approval groups can be used, within a Contracting Authority, for the purposes of verification 
or approval of documentation prior to publish key documents in the system.  
For example a Contracting Authority could include an approval group to review financial 
documentation or require signoff by management of the documentation as part of the CfT 
publication. 
CAPC users can determine how many approval groups are needed within the Contracting 
Authority and also which users are required to be part of these approval groups. Then as part 
ƻŦ ǘƘŜ ¢ŜƴŘŜǊ ǇǊŜǇŀǊŀǘƛƻƴ ǇǊƻŎŜǎǎ ŀ άŘǊŀŦǘέ /Ŧ¢ 5ƻŎǳƳŜƴǘ Ŏŀƴ ōŜ ǊŜǾƛŜǿŜŘ ŀǎ ǇŀǊǘ ƻŦ ŀƴ 
approval process by the relevant approval group. 
 
²ƛǘƘƛƴ ǘƘŜ /ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅ ƳŀƴŀƎŜƳŜƴǘ ǇŀƎŜΣ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǇǇǊƻǾŀƭ ƎǊƻǳǇǎέ 
button, the CAPC user can access the approval group management page of their authority. 
 

 
 

Figure 71: Access Approval Group page 

 
The system displays the Approval group Name & the group ƳŜƳōŜǊǎΩ ƴŀƳŜǎΦ ά5ŜƭŜǘŜ 
DǊƻǳǇέΣ ά9Řƛǘ DǊƻǳǇέΣ ά±ƛŜǿ DǊƻǳǇέ ŀƴŘ ά!ŘŘ DǊƻǳǇέ ŀǊŜ ŀƭǎƻ ǘƘŜ ǇǊƻǾƛŘŜŘ ŀŎǘƛƻƴǎ ŦǊƻƳ ǘƘŜ 
platform. 

 

 
 

Figure 72: Approval Groups Management page 
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 View Approval Group  
 

The User selects the approval group , then ŎƭƛŎƪǎ ƻƴ άVIEW GROUPέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘŜǘŀƛƭǎ are 
then displayed :  

¶ Approval Group Name 

¶ Main approver 

¶ Users associated to this group 
 

 
 

Figure 73: View Approval Group 

 

 Edit Approval Group 
 

For the edit option, the user selects the approval group, then ŎƭƛŎƪǎ ƻƴ άEDIT GROUPέ 
button and the system displays group information as above. The user can change approval 
ƎǊƻǳǇΩǎ ƴŀƳŜΣ ŎƘŀƴƎŜ ǘƘŜ Ƴŀƛƴ ŀǇǇǊƻǾŜǊ ƻŦ ǘƘŜ ƎǊƻǳǇ and can also add or delete users 
from the group. To add a user to a group, the CAPC clicks on the search button and the 
platform displays all the available users in the Contracting Authority in a separate popup 
window. The CAPC user can then search for and select the user(s) that they wish to add to 
the group and ŎƭƛŎƪǎ ǘƘŜ άSELECTέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ǘƘŜƳ ǘƻ ǘƘŜ ƎǊƻǳǇΦ 
 

 
 

Figure 74: Search users for Approval Groups 



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 61 / 271                                                                Doc. Version: 1.2  

 

 Add Approval Group 
 

¢ƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ά!55 Dwh¦tέ ōǳǘǘƻƴΦ ¢ƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ƴŜǿ ŦƻǊƳ ǿƛǘƘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 
details:  

¶ Approval Group Name 

¶ Main approver 

¶ Users 
 

¢ƘŜ ǳǎŜǊ ŀŘŘǎ ŀǘ ƭŜŀǎǘ ǘƘŜ ƳŀƴŘŀǘƻǊȅ ŘŜǘŀƛƭǎ ŀƴŘ ŎƭƛŎƪǎ ƻƴ άSUBMITέ ōǳǘǘƻƴΦ ¢ƘŜ ƴŜǿ ŜƴǘǊȅ 
is now been displayed in the Approval groups page.  
 

 
 

Figure 75: Successful creation of an Approval Group 

 
NOTE: In case of insufficient data a warning is displayed for missing mandatory fields. 
 
 

 

 Delete Approval Group 
 
 

¢ƘŜ ǳǎŜǊǎ ǎŜƭŜŎǘǎ ǘƘŜ !ǇǇǊƻǾŀƭ DǊƻǳǇ ŀƴŘ ŎƭƛŎƪǎ ƻƴ ά59[9¢9 Dwh¦tέ ōǳǘǘƻƴΦ ¢ƘŜ ǎȅǎǘŜƳ 
removes the selected group. 
 

 
 

Figure 76: Delete Approval Group 
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 Evaluators Group Management 
 
 In cases where a Contracting Authority continually uses the same group of people to evaluate 
ŀ ǘŜƴŘŜǊ ǊŜǎǇƻƴǎŜΣ ƛǘ ƳƛƎƘǘ ōŜ ǳǎŜŦǳƭ ǘƻ ŎǊŜŀǘŜ ŀ άƎǊƻǳǇ ƻŦ ŜǾŀƭǳŀǘƻǊǎέ ǘƘŀǘ Ŏŀƴ ōŜ ǊŜ-used 
ŀŎǊƻǎǎ ǘƘŜ /ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅΩǎ ŘƛŦŦŜǊŜƴǘ ¢ŜƴŘŜǊǎΦ 
 
In order to do ǘƘƛǎΣ ǘƘŜ /!t/  ƴŜŜŘǎ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9ǾŀƭǳŀǘƻǊǎ DǊƻǳǇ aŀƴŀƎŜƳŜƴǘέ ƻǇǘƛƻƴ 
which gives the CAPC the option to View, Edit, Delete and Add Evaluator Groups. 

 

 
 

Figure 77Υ ά9ǾŀƭǳŀǘƻǊǎ DǊƻǳǇ aŀƴŀƎŜƳŜƴǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά/! ŀŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 

 Add Evaluators Group 
 

¢ƻ /ǊŜŀǘŜ ŀ bŜǿ 9Ǿŀƭǳŀǘƛƻƴ DǊƻǳǇΣ ǘƘŜ /!t/ ǎƘƻǳƭŘ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ άADD GROUPέ ōǳǘǘƻƴ 
and then provide the Evaluation Group Name and the add Users. Selection of the applicable 
users can be made by clicking ƻƴ ǘƘŜ άADD USERέ button. Once all the necessary 
modifications are finalised, the CAPC needs to click the SUBMIT button to confirm the addition 
of the Evaluators Group. 

 

 
 

Figure 78: Create New Evaluators Group 
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 Edit Evaluators Group 
 

To edit an 9Ǿŀƭǳŀǘƛƻƴ DǊƻǳǇΣ ǘƘŜ /!t/ ǎƘƻǳƭŘ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ άEDIT GROUPέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ 
provide the Evaluation Group Name (if it needs to be changed) and edit Users. Selection of 
the applicable users can be made by clicking ƻƴ ǘƘŜ άADD USERέ ōǳǘǘƻƴΦ Lƴ ƻǊŘŜǊ ǘƻ delete a 
ǳǎŜǊΣ ǘƘŜ /!t/ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ ǳǎŜǊ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άREMOVEέ ōǳǘǘƻƴΦ Once all the 
necessary modifications are finalised, the CAPC needs to click the SUBMIT button to confirm 
the editing of the Evaluators Group. 
 

 
 

Figure 79: Edit an Evaluators Group by adding new Members 

 

 Delete Evaluators Group 
 

To delete an Evaluation Group, the CAPC should first select the appropriate group and then 
ŎƭƛŎƪ ƻƴ ǘƘŜ άDELETE GROUPέ ōǳǘǘƻƴΦ 

 

 
 

Figure 80: Delete an Evaluators Group 
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 Auditing Reports 

 
The Auditing functionality allows the CAPC and CAPCA users to view activity information for 
all CfTs that have been created by that Contracting Authority. 
 
To view all user actions, for a specific Contracting Authority, performed on the platform in 
ǊŜƭŀǘƛƻƴ ǘƻ ƛǘǎ ǘŜƴŘŜǊ ŎƻƳǇŜǘƛǘƛƻƴǎΣ ǘƘŜ /!t/ ŀƴŘ /!t/! Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άAuditing Reportsέ 
option in the Administration menu. 
 

 

 
 

Figure 81Υ ά!ǳŘƛǘƛƴƎ ǊŜǇƻǊǘǎέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ά/! ŀŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 
 
The platform will then display the Auditing Reports engine that allows the CAPC and CAPCA to 
query the system and user actions. The CAPC and CAPCA user can specify the range of the 
results by defining the relevant Date period, Username, Type of activity or Call for Tender. 
¢ƘŜ /!t/ ŀƴŘ /!t/! ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άVIEWέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǎȅǎǘŜƳ ǘƻ ƎŜƴŜǊŀǘŜ 
an auditing report listing all system and user actions, if any, that address the selected auditing 
criteria. 
 

 
 

 
Figure 82: Auditing Report  



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 65 / 271                                                                Doc. Version: 1.2  

 

¢ƘŜ ŀǳŘƛǘƛƴƎ ǊŜǇƻǊǘ Ŏŀƴ ōŜ ǎŀǾŜŘ ƛƴ /{± ŦƻǊƳŀǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άEXPORT RESULTS AS CSVέ 
ōǳǘǘƻƴΦ ¢ƘŜ ά9ȄǇƻǊǘ ǊŜǎǳƭǘǎ ŀǎ /{±έ ƻǇǘƛƻƴ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜ ŦƻǊ ŀǳŘƛǘ ǊŜǎǳƭǘǎ ŜȄŎŜŜŘƛƴƎ млΣллл 
entries. In such cases, the user should refine the audit criteria. 

 

 

 

Figure 83: Auditing Report Results 
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 Manual Notifications 

 
The άManual Notificationέ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƛǎ ŀǾŀƛƭŀōƭŜ ŜƛǘƘŜǊ ǘƘǊƻǳƎƘ ǘƘŜ ά/! !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ 
menu, or through ǘƘŜ ά{Ƙƻǿ /Ŧ¢ aŜƴǳέ ōǳǘǘƻƴ όǘƘŀǘ ŀ /!t/ Ŏŀƴ ŦƛƴŘ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ŀ /Ŧ¢ύΦ 

 

 

 
 

Figure 84Υ άManual Notificationέ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƛƴ ǘƘŜ ά/! ŀŘƳƛƴƛǎǘǊŀǘƛƻƴέ ƳŜƴǳ 

 
The CAPC User has to provide mandatory details (Subject and Body), optionally provide 
Attachments, and select Recipients either individually through the User Search engine, or 
select any of the predefined user ƎǊƻǳǇǎ όά!ƭƭ /! ǳǎŜǊǎ όƻŦ ƻǿƴ /!ύέΣ ά!ƭƭ /!t/ ǳǎŜǊǎ όƻŦ ŀƭƭ 
/!ǎύέ ƻǊ ά!ƭƭ 9ŎƻƴƻƳƛŎ hǇŜǊŀǘƻǊ ŀŘƳƛƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ ǎǇŜŎƛŦƛŎ /t±έύΦ 

bŜȄǘΣ ǘƘŜ ǳǎŜǊ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ άSEND NOTIFICATIONέ to send it ƻǊ άCANCELέ.  
 

 
 

Figure 85: Manual Notification functionality 

 
In order tƻ ǾƛŜǿ ŀ ƳŜǎǎŀƎŜΣ ǘƘŜ /! ¦ǎŜǊ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ƛǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άVIEWέ ōǳǘǘƻƴΦ 
The selected message is displayed next with additional details depending on the message type 
(incoming, sent, or draft). 
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 Search Functionality 
 

The eTenders ǇƭŀǘŦƻǊƳ ǇǊƻǾƛŘŜǎ ŀ άSimpleέ ŀƴŘ ŀƴ άAdvancedέ ǎŜŀǊŎƘ ŦǳƴŎǘƛƻƴŀƭƛǘȅ that 
allows a user to search for items of interest on the platform (e.g. Tenders, Organisations and 
Users). The Advanced search functionality also allows Contracting Authority users to search 
for  Supplier Profiles and Contracts on the platform. 

 Simple Search 

 
The simple search functionality covers searching for Call for Tenders (e.g. CfT), Organisations 
(e.g. Contracting Authorities) and Users. 

 

Simple search is available only for logged in users and simple search queries are performed as follows: 

 
1. Click on the ά έ icon on the top-right corner 

 

 
 

Figure 86: Search functionalities 

 

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

 

Figure 87: Simple search functionality 

 

 

3. Provide the full name of the required record or part of it using the ά*έ 
wildcard 
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4. Click on the ά  έ button 
 

 
 

 
 

Figure 88: Simple search functionality 

 
 
 

The results, if any, are then displayed within a table. 
 
 

 
 

Figure 89: Simple search results for Call for Tenders 
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 Advanced search 

 
The functionality for the advanced search allows to search for Call for Tenders (e.g. CfT), as 
well as Contracts, Organisations (e.g. Contracting Authorities or Economic Operators 
organisation), Users and Supplier Profiles. 

 

 Call for Tender Search 

 
In order to perform an advanced search query for Call for Tenders, the user should: 

 
1. Click on the ά έ icon on the top-right corner 

2. Click on the ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

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

4. Fill in the search ǇŀǊŀƳŜǘŜǊǎ ƛƴ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎ όŜΦƎΦ ά/Ŧ¢ wŜǎƻǳǊŎŜ L5έΣ ά¢ƛǘƭŜέΣ 
άtǳōƭƛŎŀǘƛƻƴ ŘŀǘŜέΣ ŜǘŎΦύΦ ¦ǎŜ ƻŦ ά*έ ǿƛƭŘŎŀǊŘ ƛǎ ŀƭǎƻ ǎǳǇǇƻǊǘŜŘ 

5. Click on the ά{9!w/Iέ button. 

 

 
Figure 90: Advanced search for Call for Tenders 
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 Contracts Search 

 
In order to perform an advanced search query for Contracts, the user should: 

 
1. Click on the ά έ icon on the top-right corner 

2. Click on the ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

3. Select the type of the search through using the appropriate tab (e.g. Contract) 

4. Fill in the search parameters in the available fields (e.g. άContract 
TitleέΣ άContract OwnerέΣ άContract typeέύΦ ¦ǎŜ ƻŦ ά*έ ǿƛƭŘŎŀǊŘ ƛǎ ŀƭǎƻ ǎǳǇǇƻǊǘŜŘ 

5. Click on the ά{9!w/Iέ button 

 

 
 

Figure 91: Advanced search for Contracts 
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 Organisation Search 

 
In order to perform an advanced search query for organisation, the user should: 

1. Click on the ά έ icon on the top-right corner 

2. Click on the ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

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

4. Select the type of the organisation (Economic Operator Figure 93/  Contracting 
Authority Figure 92 ) 

5. Cƛƭƭ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ǇŀǊŀƳŜǘŜǊǎ ƛƴ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎ όŜΦƎΦ άOrganisation ƴŀƳŜέΣ ά/ƛǘȅέύΦ 
¦ǎŜ ƻŦ ά*έ ǿƛƭŘŎŀǊŘ ƛǎ ŀƭǎƻ ǎǳǇǇƻǊǘŜŘ 

6. Click on the ά{9!w/Iέ button 

 

 

 
Figure 92: Advanced search for Contracting Authority 
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Figure 93: Advanced search for Economic Operator 
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 User Search 

 
In order to perform an advanced search query for Users, the user should: 

 
1. Click on the ά έ icon on the top-right corner 

2. Click on the ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

3. Select the type of the search through using the appropriate tab (e.g. User) 

4. Select the type of the user (Economic Operator[Fig. 96])/  Contracting Authority [Fig. 95]) 

5. Fill in the search ǇŀǊŀƳŜǘŜǊǎ ƛƴ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎ όŜΦƎΦ άCƛǊǎǘ ƴŀƳŜέΣ ά[ŀǎǘ ƴŀƳŜέΣ 
άŜƳŀƛƭέΣ ŜǘŎΦύΦ ¦ǎŜ ƻŦ ά*έ ǿƛƭŘŎŀǊŘ ƛǎ ŀƭǎƻ ǎǳǇǇƻǊǘŜŘ 

6. Click on the ά{9!w/Iέ button 

 

 
 

Figure 94: Advanced search for Contracting Authority users 

 



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 74 / 271                                                                Doc. Version: 1.2  

 
 
 

Figure 95: Advanced search for Economic Operator users 
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 Supplier Profiles (Certificate Templates / eAttestations) 

 
In order to perform an advanced search query for Supplier Profiles, the user should: 

 

1. Click on the ά έ icon on the top-right corner 

2. Click on the ά!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘέ link 

3. Select the type of the search using the appropriate tab (e.g. Supplier Profiles) 

4. Then to select the type of certificate / criteria to search for. 

 
At first all valid supplier profiles/ certificates are displayed on the screen. 
 

 
 

Figure 96: Supplier Profiles (Certificate Templates) 

 
To view the details/ criteria for a specific Certificate Template, the user may click on the 
template name and the details will be displayed on the next screen. 
 

 

 
Figure 97: Selected Supplier Profile (Certificate Template) 
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After having selected the criteria to use for the search ŀƴŘ ŎƭƛŎƪŜŘ ƻƴ ǘƘŜ άSEARCHέ ōǳǘǘƻƴΣ 
the Economic Operators organisations that are using the selected supplier profile/ criteria are 
displayed. 

 
 

Figure 98: Economic Operators for Selected Supplier Profile 
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 Search current opportunities 

 
 

To view the latest CfTs published on the platform, the (CAPC or CAPCA or CAPO) user may click 
ƻƴ ǘƘŜ ά±ƛŜǿ ŎǳǊǊŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎέ ƻǇǘƛƻƴ ŀƴŘ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ƭŀǘŜǎǘ /ŀƭƭ ŦƻǊ ¢ŜƴŘŜǊǎ ǇǳōƭƛǎƘŜŘ 
and available to view by that user (depends on their access rights) are displayed. 
 
 

 
 

Figure 99: Search to View Current Opportunities 

 

 
 

Figure 100: Search to View Current Opportunities (2) 

 
 

 CSV export 

 
To download the search results for Users and/ or Organisations, the user may click on the 
ά9·thw¢ w9{¦[¢{ !{ /{±έ button. 
 

 

The exported file provides the full details for organisations or user accounts, e.g. name, 
username, company type, registration number, etc. 
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 Contract Management  
 

From this menu item, the system allows to manage information about contracts awarded/ 
created under the particular organisation. This means that from this section, the users having 
access to the contract can view contract information or download/upload contract 
documents. 

 

 My Contracts  

 
Following the completion of the public procurement process and the award of the CfT, the 
CAPC user can create the contract between the Contracting Authority and the Economic 
Operator. The POTC User has the opportunity to VIEW, EDIT or FINALISE the contract 
workspace. Any other user, like CAPC or EO User have only the rights to VIEW the Contract 
workspace. 
 

 

 
 

Figure 101: My Contracts Functionality 

 
 

 
 

Figure 102: View Contracts 

 
The POTC can edit the contract workspace by clicking the respective EDIT button displayed in 
the action column.  
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Figure 103: Edit Contract Workspace 

 

.ȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άFinaliseέ ōǳǘǘƻƴ ŀōƻǾŜ, the Contract status is changing ǘƻ άfinaliseŘέΦ As 
soon as the POTC user finalise the Contract document, the ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ άFinalέ and the 
contract area becomes immediately available to the supplier users associated to the contract. 
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 Contracting Authority Contracts  
 

 View CA Contracts  
 

The CAPC/CAPCA user has access to their organisation contracts from the main menu and can 
select the ƻǇǘƛƻƴ άCA Contractsέ ǳƴŘŜǊ /! !ŘƳƛƴƛǎǘǊŀǘƛƻƴΦ The contracts accessible in this 
ǎŜŎǘƛƻƴ ŀǊŜ ǘƘŜ ŎƻƴǘǊŀŎǘ ŎǊŜŀǘŜŘ Ǿƛŀ ǘƘŜ άCreate Contractέ ǘŀǎƪ ŘƛǎǇƭŀȅŜŘ ǘƻ ǘƘŜ POTC user 
following the awarding of a call for tender. 
 

 
 

Figure 104: CA Contracts Menu option 

 
NOTICE: CAPO users are able to see only the contracts that they are associated with.  

 
 

 
 

Figure 105: CA Contracts table 

The system displays all contracts created by the /ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅ ŀƴŘ ǘƘŜ ǳǎŜǊ Ŏŀƴ άEditέΣ 
άDeleteέ ŀƴŘ άFinaliseέ ŀ ŘǊŀŦǘ ŎƻƴǘǊŀŎǘΦ !ŦǘŜǊ Ŧƛƴŀƭƛsation of the contract, only the edit option 
remains available. By clicking on the Contract title displayed in the άContract Titleέ ŎƻƭǳƳƴΣ 
the system redirects the user to the contract workspace area, where the contracts details are 
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displayed. In this page, the user can edit the contract details by ŎƭƛŎƪƛƴƎ ǘƘŜ άEdit Contractέ 
button.   
 

 
 

Figure 106: Contract Workspace 

 
In this section, the system displays the contract details. From the menu button on top right 
corner of the page, the CAPC user has access to contract documents and functionalities 
available for contract management.  
 

 
 

Figure 107: Contract Workspace Menu 
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The CAPC user can manage the associated managers for this contract, by adding either a new 
contract user or contract manager. Furthermore, there is the possibility to disassociate a user 
(user/ manager) from the contract.   

 
 

 
 

Figure 108: Associate/Disassociate Contract Manager functionality 

 
By selecting either of the above options, the system displays a search form, where the user can 
search for all or specific users, in order to associate the selected user to the selected contract 
role. 

 

 
 

Figure 109: Add Contract User 
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From the Contract menu, CAPC/CAPCA user can manage the contract documents. The user can 
άaddέΣ άviewέ ŀƴŘ άwithdrawέ ŀ ŎƻƴǘǊŀŎǘ ŘƻŎǳƳŜƴǘ ŀǘ ŀƴȅ ǘƛƳŜΦ 

 
 

 
 

Figure 110: Contract Documents page 

 
Lƴ ƻǊŘŜǊ ǘƻ άaddέ ŀ ŘƻŎǳƳŜƴǘΣ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ άadd contract documentέ ōǳǘǘƻƴ ŀƴŘ ŀŘŘǎ 
ŀƭƭ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴ ōŜŦƻǊŜ ǇŜǊŦƻǊƳ ŀ άsaveέ ŀŎǘƛƻƴΦ Mandatory fields are  
 

¶ Title (Title of the new documents)  

¶ Language (the language of the document) 

¶ Description (the description of the document) 

¶ Attachment (upload file from local storage or load a file from template library) 

¶ Status (save document as draft or final)  
 

 
 

Figure 111: Add Contract Document 
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In case the user saves the document as draft, the system displays option άeditέ ŀƴŘ άdeleteέΦ 
After finalisŀǘƛƻƴ ǘƘŜ ǳǎŜǊ Ŏŀƴ άwithdrawέ ǘƘŜ ŘƻŎǳƳŜƴǘΦ  

 

 
 

Figure 112: Contract Documents with "Draft" status 

 

 
 

Figure 113: Contract Documents with "Final" status 

¢ƻ άǾƛŜǿέ ǘƘŜ ŘƻŎǳƳŜƴǘΣ ǳǎŜǊ Ƙŀǎ ǘƻ ǎŜƭŜŎǘ ǘƘŜ required  ŘƻŎǳƳŜƴǘǎ ŀƴŘ ŎƭƛŎƪ ƻƴ άǾƛŜǿέ ōǳǘǘƻƴΦ  

 

 
 

Figure 114: View Contract Document 

The eTenders platform also offers ǘƘŜ άwŜǎǘǊƛŎǘŜŘ !ǊŜŀέ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ŦƻǊ storing document in 
the Contract workspace. In this section the actions and the forms are similar to Contract 
Document section described above, but the main difference is that the system stores the 
uploaded Restricted Document, which is only accessible by other POTC user associated to this 
CfT (and not by the EO organisation associated to the contract). 
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 Creation of a new Call for Tender 

 

 Creation of a new Call for Tender 

 
To create a new Call for Tender workspace (CfT), the user should click on the ά/ǊŜŀǘŜ 
bŜǿ /Ŧ¢έ ƻǇǘƛƻƴ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά/Ŧ¢ /ǊŜŀǘƛƻƴέ ƳŜƴǳΦ 

 

 

Figure 115: CfT Creation Menu 

 
1. Fill in, at least the mandatory for this stage fields for the CfT information : 

¶ Title (mandatory) 

¶ CfT CA Unique ID is provided by the system automatically following the creation1 
 

1 Ψ/Ŧ¢ /! ¦ƴƛǉǳŜ L5Ω ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎŜƴŜǊŀǘŜŘ ōȅ ǘƘŜ ǎȅǎǘŜƳ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ /Ŧ¢ ŎǊŜŀǘƛƻƴΣ ŀƴŘ ǎǘƻǊŜŘ ǿƛǘƘƛƴ 
ǘƘŜ /Ŧ¢ ǿƻǊƪǎǇŀŎŜ ƛƴŦƻǊƳŀǘƛƻƴΦ Ψ/Ŧ¢ /! ¦ƴƛǉǳŜ L5Ω ƛǎ read-only thus may not be edited by users. The ID is 
generated examining the following concatenation of ǾŀƭǳŜǎ Ψ/! !ŎǊƻƴȅƳΩ Ҍ ΨbǳƳōŜǊ of /Ŧ¢ǎΩΣ ǿƘŜǊŜ CA ID is 
ǘƘŜ /ƻƴǘǊŀŎǘƛƴƎ !ǳǘƘƻǊƛǘȅ !ŎǊƻƴȅƳ ŀǎ ƛƴ ǘƘŜ Ψ/! !ōōǊŜǾƛŀǘƛƻƴΩ ŦƛŜƭŘΣ ŀƴŘ ΨbǳƳōŜǊ ƻŦ /Ŧ¢ǎΩ ƛǎ ǘƘŜ number of 
CfTs created by that Contracting Authority. 

 

¶ Language of publication 

¶ Description (mandatory) 

¶ Procurement Type (mandatory) 

o Supplies 

o Services 

Á CPC Category 

o Works. 

¶ Directive 

o 2014/24/EU (Classic) 

Á Type of Procedure: 

¶ Open 

¶ Accelerated open 

¶ Restricted 

¶ Accelerated restricted 



                  eTenders Contracting Authority User Manual  

 

Date: 30/05/2023                                                                                 86 / 271                                                                Doc. Version: 1.2  

¶ Competitive with negotiation 

¶ Accelerated competitive with negotiation 

¶ Negotiated without prior publication 

¶ Competitive dialogue 

o 2014/25/EU (Utilities) 

Á Type of Procedure: 

¶ Open 

¶ Restricted 

¶ Negotiated with prior call for tender 

¶ Negotiated without prior call for tender 

¶ Competitive dialogue 

o 2014/23/EU (Concession) 

Á Type of Procedure: 

¶ Open 

¶ Restricted 

¶ Involving negotiations 

o 2009/81/EC (Defence) 

Á Type of Procedure: 

¶ Restricted 

¶ Accelerated restricted 

¶ Negotiated with publication 

¶ Accelerated negotiated with publication 

¶ Negotiated without prior publication 

¶ Competitive dialogue 

o (None) 

Á Type of Procedure 

¶ Simplified 

¶ Depending on the Type of Procedure selected whether the CfT involves a Public 
contract or a framework agreement. 

¶ CPV codes (see section 2 0 . 2Inserting Common Procurement Vocabulary 
Codes (CPV) . 

¶ Contact Point. 

¶ Work Area. 

¶ Publish on Behalf Of2. 

 

2 Ψhƴ behalf ƻŦΩ and ΨtŀǊǘƛŎƛǇŀǘƛƴƎ ōƻŘƛŜǎΩ allow selecting additional Organisations from the same single 
Organisation list. Such information is simply stored and visible on CfT level. 

 

¶ Participating Bodies. 

¶ Award per item. 

¶ Whether an eAuction event will be arranged prior to awarding the 
contract, or not. 
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¶ NUTS codes. 

¶ Internal Estimated Value 

¶ Estimated value 

¶ Selection whether the CfT is above or below the publication threshold 

¶ Deadline for clarifications 

¶ Deadline for tender receipt 

¶ Deadline for dispatching invitations 

- Available for restricted, accelerated restricted, negotiated with advertisement, 
negotiated without advertisement, accelerated negotiated, competitive 
dialogue types only 

¶ Selection whether documents could be uploaded within clarifications, or not 

¶ Tenders Opening date 

¶ Selection whether suppliers may register online for notifications (submit 
Expression of Interest), or not 

¶ Selection whether EU funding is applicable for the CfT 

¶ Selection on the tender evaluation mechanism (Price/Cost Effectiveness, or Best 
Price/Quality Ratio) 

- Option set by default to Best Price/Quality Ratio for Competitive Dialogue 
procedures) 

¶ Selection whether the CfT will be awarded in Lots: 

o If so: 

Á Number of Lots 

Á Whether submission will cover 

¶ One Lot Only 

¶  Maximum number of Lots (set Maximum number of Lots) 

¶ All Lots 

¶ Whether multiple tenders will be accepted for each supplier 

¶ Contract duration in months or years3 

¶ Validity of Tender in days or months4 

¶ OJEU link5 

¶ Contract Award Date 

¶ Date Accepted by Contractor 

 
 

3 Automatically pre-populates the related field in the Contract Notice in the Form Filling Module. 

4 Ψ¢ŜƴŘŜǊ ǾŀƭƛŘƛǘȅΩ ŀǳǘƻƳŀǘƛŎŀƭƭȅ pre-populates the related field in the Contract Notice in the Form Filling Module. 
The default value for this field is 90 days. ! Ψ¢ŜƴŘŜǊ ±ŀƭƛŘƛǘȅ tŜǊƛƻŘ wŜƳƛƴŘŜǊΩ ƛǎ ǎŜƴǘ нм Řŀȅǎ ōŜŦƻǊŜ ǘƘŜ ŘŜŀŘƭƛƴŜ 
expires (e.g. 90 -21) to the Tender Coordinator so as to remind them to request suppliers to confirm offline the 
extension of the tender validity period. The POTC may extend the Tender Validity value at any point of the Tender 
submission stage. 

5 The POTC may manually record the OJEU link (to be displayed in CfT information). 
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In order to create a CfT workspace, only certain fields are mandatory. These include Title, 
Language, Description and Procurement type, Directive, Procedure, Lots, public contract / 
Framework Agreement and allow the upload of documents during clarifications (by suppliers). 
With those fields only the system may successfully create the CfT workspace, and generate 
ǘƘŜ ά/Ŧ¢ ¦ƴƛǉǳŜ L5έ ŎƻŘŜΦ ¢ƘŜ ǊŜǎǘ ƻŦ the fields may be completed at a later stage, during step 
н ǿƛǘƘ ǘƘŜ άFinalise /Ŧ¢ ŎƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴέ ǇŜƴŘƛƴƎ ǘŀǎƪΦ 

 
/ƭƛŎƪ ƻƴ ǘƘŜ άCREATE NEW /C¢έ option in CfT Creation tab on Menu and the Call for Tender is created and 
available in Draft Status. ( Figure 115: CfT Creation Menu  & Figure 116: Creation of CfT Workspace ) 
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Figure 116: Creation of CfT Workspace 

 

 

 
 

Figure 117: Lot Setup 
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 Association of Contracting Authority Users 
 

To continue in the procurement process, the user should associate the following users with 
the Call for Tender: 

¶ PO/TC. Procurement Officer Tender Coordinators (at least 1 user) 

¶ PO/OS. Procurement Officer Opening Staff (at least 1 user) 

¶ PO/ES and PO/ESR. Procurement Officer Evaluating Staff (maximum 30 PO/ESR & 
PO/ES users). At least one of the evaluators to be associated (ESR) will lead the 
evaluation committee. If only a single evaluator has been associated to a Call for 
Tender; their role must be ESR. The PO/TC may select any buyer registered in any 
ContractiƴƎ !ǳǘƘƻǊƛǘȅ ƻƴ ǘƘŜ ǎȅǎǘŜƳ ƛƴ ƻǊŘŜǊ ǘƻ ŀǎǎƻŎƛŀǘŜ ǘƘŜƳ ŀǎ ά/ŀƴŘƛŘŀǘŜ 
9ǾŀƭǳŀǘƻǊέ 

 
- ¦ǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ǎǎƻŎƛŀǘŜ thκh{ ŀƴŘ thκ9{έ ǇŜƴŘƛƴƎ ǘŀǎƪ 

 

 
 

Figure 118: Association of users pending tasks 

 
 

The user can click on either ά!55 9ǾŀƭǳŀǘƻǊ DǊƻǳǇέ ǿƘƛŎƘ ŜƴŀōƭŜǎ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ƻŦ ŀ ƴǳƳōŜǊ 
ƻŦ ŜǾŀƭǳŀǘƻǊǎ ŦǊƻƳ ŀ ŎǊŜŀǘŜŘ ƎǊƻǳǇ ƻǊ ά!55 9ǾŀƭǳŀǘƻǊǎέ ƻǊ ά!55 ¢ŜƴŘŜǊ hǇŜƴŜǊǎέ ƻǊ ά!55 
¢ŜƴŘŜǊ /ƻƻǊŘƛƴŀǘƻǊǎέ. 

 

 
 

Figure 119: Respective association of users 

- Provide the user details for search or leave it blank, using the ά*έ wildcard 
ŦǳƴŎǘƛƻƴŀƭƛǘȅ ŀƴŘ ŎƭƛŎƪ ƻƴ άSEARCHέ ōǳǘǘƻƴ 

- The system will display the relevant results below 
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Figure 120: Search for users to associate  

 
Evaluator Users, either Evaluation Officers (ES) or Lead Evaluation Officers (ESR), are added as 
ά/ŀƴŘƛŘŀǘŜέ ōŜŎŀǳǎŜ ǘƘŜȅ ƴŜŜŘ ǘƻ ŀŎŎŜǇǘ ǘƘŜ ǇƭŀǘŦƻǊƳΩǎ ŎƻŘŜ ƻŦ ŎƻƴŘǳŎǘ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŀǘ 
there is no conflict of interest for the evaluators that would prevent them from being able to 
evaluate the tender in question. 

 

Candidate evaluators feature an orange exclamation mark icon next to their details. A red 
warning on the other hand is displayed for users who have rejected the code of conduct. Such 
ǳǎŜǊǎ ǿƛƭƭ ƴƻǘ ǊŜŎŜƛǾŜ ǘƘŜ ά9ǾŀƭǳŀǘƻǊέ ǊƻƭŜΣ ǘƘǳǎ ǿƛƭƭ ƴƻǘ ōŜ ƛƴ Ǉƻǎƛǘƛƻƴ ǘƻ 9ǾŀƭǳŀǘŜ Tenders. 

 

 
 

Figure 121:  Candidate Evaluator User 

 










































































































































































































































































































































































