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Register on Etenders or Activate old 

Account [as a supplier/EO] 

How to access the Call for Tender 

[CfT]

How to submit a tender response 







 Register as a supplier on Etenders
https://www.etenders.gov.ie/epps/prepareRegisterEOOrg.do?registerEO=t

rue

 MUST Include Tax Number/PPS Number/VAT 

Number 

 Registration will be confirmed/approved by the 

System Administrator

https://www.etenders.gov.ie/epps/prepareRegisterEOOrg.do?registerEO=true
https://www.etenders.gov.ie/epps/prepareRegisterEOOrg.do?registerEO=true


 Receive email with a Link, Username and 

Transaction Number to login

Refer to “Interactive Walkthroughs” and “Help” on Site 



1. Enter your ‘Old Username’ as it was formatted 

on the old platform 

2. Click ‘RETRIEVE’. Your new Username will 

appear in the ’Username’ data field. 

3. Please note: The format of the new username will 

remove or change certain characters from the ‘Old 

Username’ due to enhanced security requirements.

4. Click ’SEND’ ……see next slide for screen 





You will receive an email with a link and a 

registration transaction number, when you 

click on the link you will see the screen in the 

next slide, where you can enter the following: 

o Your new Password 

o Confirm your new Password 

o Your registration transaction number













In order to receive Contract Notice alert 







1. Click on the “          ” icon on the top-right 

corner. 

2. Select the “Call for Tender“ from the selection 

list and “Advanced Search” 



3. Provide a search term or part of it e.g. Leitrim 

County Council in Name of Contracting Authority 

Box 

4. Click on “Search” button 

5. A list of notices will appear 



 Click on Contract Notice Link

 Click on “Show CfT Menu” on the right hand

corner of notice and “Expression of Interest” 



 Go to “CfT Documents” 

 Go to second tab “Contract Documents”

 Download the Tender documentation …READ! 



• To create a message and to preview a message 

response, 

• Select the “Messaging” option from the “Show 

CfT Menu”. 







A list of all messaging responses is displayed in 

the “Inbox” tab of the main Messaging page. 



1. Click “Tender”

2. Create “Tender Online”

3. Provide a “Title” – only you can see this

4. Click “Edit” button and complete all mandatory 

sections [not on all tenders] & go to “Document Library” 

to upload documents for submitting 

5. Upload “Tender Response Documents” to the 

“Document Library” 

6. Go back to the Submission Page & click “Submit” 











Go through each section. 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) 





Steps to Upload “Tender Response 

Documents” to respond by going to 

“Document Library” tab and follow 

.…….next slide …





Go back to Offline tab……



Choose files from the library to upload for submitting by clicking the button 

highlighted  
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