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Functional components

Management of submission flow:

• Support for all procedures relating to the submission of tenders

• Creation of response (tender) using the structured questionnaire

• Possible use of company certificates or ESPD

• Loading, encryption and submission of tenders

• Exchange of questions and answers or clarifications between contracting authorities and

companies.

e-Notification e-Tendering e-Awardinge-Registration e-Auctions
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Select the Green Button to Create Tender Online

No Need to install any software or tools !

Several user from same company can access 
same tender response at same time
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EO 
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Online Tender Submission
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User

2. Submit Tender
(when you finish)

1. Edit tender
(before you start)
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EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Access the content of 
each envelope and 
prepare response 2. Submit Tender

(when you finish)

1. Edit tender
(before you start)

This icon shows that no 
tender files have been 

attached
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Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

1. Edit tender
(before you start)
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EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

1. Edit tender
(before you start)

This icon shows that no 
tender files have been 

attached
Click on it !
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Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Choose Files on your computer
Upload them then

click on “Back” to associate them 
to a criteria 
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EO 
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Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Tick files to associate them to a criteria 

Only associated files are submitted !
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EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Associated file names is 
displayed 

Make Sure you attached files 
to questions

This icon turns to white when 
file are associated !
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EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Associated file names is 
displayed 

Make Sure you attached files 
to questions

This icon turns to white when 
file are associated !

Fill the content of all displayed envelopes

You can click on Submit tender only when all 
envelopes show 100%
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Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Click on Submit tender only when

All envelopes show 100%
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EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

Click on Submit tender only when

All envelopes show 100%

2. Submit Tender
(when you finish)
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• At the end do not forget to click on SUBMIT tender (when you finish)

• After tender submission always check that you see green ticks and can access
the tender submission report.

• Also check that you receive an email notification after Tender Submission.

Tips – for Submission



e-Procurement  Solution

EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

After Click on Submit the button disappears

You can return to eTender tab

After Click on Submit a success message and  
receipt ID is displayed

After Click on Submit a PDF of submission report 

is available for download



e-Procurement  Solution

EO 

Admin

Online Tender Submission

EO 

User3 Eligibility/ Technical / Financial (3 envelopes)

After you successfully refresh the page,

Tender Submitted and PDF report accessible!
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• No Submission is allowed after the Tender Submission deadline !

• Incomplete Tenders are not accepted!

• In case of issue with system usage contact the Support well before the
deadline ! (not last day and last hour).

• when a contract is Awarded to your company, you will receive a Task on your
landing page to Accept the Award

Tips – for Submission
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Online Tender Submission - Tips

Make Sure you attached files to questions

When submission shows OFFLINE envelope 
better to upload 1 ZIP file including all your 

files

1 Single Offline envelope – « Post Box »
EO 

Admin

EO 

User

Click on Submit tender only when

“Offline” envelope show 100%

2. Submit Tender
(when you finish)

Process is the same as for 3 envelopes (Eligibility/ Technical/ Financial), but only 1 envelope is displayed  !
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• Already submitted tenders are not editable. To provide new information or
edit the already submitted information. The user should create a new tender
submission.

• Certificates / ESPD response should be added under supplier's profile (EO
Administration > EO Management > E-Attestations / ESPD).

• In order to contact the Contracting Authority please click on the CfT's title >
Show CfT Menu > Messaging.

• In case you edit the tender with other colleagues one user edits the tender
(locked for editing) while the other user can visualise the changes being made.

Tips
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Online Tender Submission - Tips

Then I have not 
clicked on 

1. Edit tender
(before you start)

If I keep seeing this 
message !

If I managed to 
select my files 

here, but

If the upload 
button is disabled !

If I keep seeing 0 % 
here
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Online Tender Submission - Tips

Then I have not 
clicked on 

1. Edit tender
(before you start)

If I keep seeing this 
message !

If I cannot type any 
data in the 

provided fields
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Online Tender Submission - Tips

1. Always Edit 
tender

(before you start)

Then you will see this message and 
you can proceed ! 
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• Start the preparation of your tender well before the Tender submission
deadline ! In order to avoid any last minute issue.

• Start by clicking EDIT tender (when you start),

• For a successful tender submission users should upload their files in their
Document Library and then associate every document with at least one
criterion in order to be submitted.

Tips – for Submission

No file associated here 

File associated

This icon turns to white !


