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What will we cover?
» Register on Etenders or Activate old
Account [as a supplier/EO]

» How to access the Call for Tender
[CfT]

IHow to submit a tender response



Register as a Supplier for the first
time







» Register as a supplier on Etenders

https://www.etenders.gov.ie/lepps/prepareRegisterEOQOrg.do?registerEO=t
rue

» MUST Include Tax Number/PPS Number/VAT
Number

» Registration will be confirmed/approved by the
System Administrator

p—


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

Welcome to the e-Tendering Platform.
The Registration process has been succesfully completed.

It will be necessary to confirm your account by following this link and login to the system:
https://irish-test.eurodyn.com/epps/home.do
Your username is: caauditor2

Four‘ registration transaction number 1is: a334f55dedac|

You can directly access confirmation page by following link:
https://irish-test.eurodyn.com/epps/registerUserAndvalidate.do?user=caauditor2&tn=eded7c2fc137de29fc9541019e2cccOa

Submit your transaction number when requested by the e-Tendering Platform to verify your registration.
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IMPORTANT: All actions within the e-Tendering Platform will be recorded for auditing purposes.
This email and any files transmitted with it are confidential and intended solely for the use
of the individual or entity to whom they are addressed. If you have received this email in error
please notify the system manager. This message contains confidential information and is intended
only for the individual named. If you are not the named addressee you should not disseminate,
distribute or copy this e-mail. If you have received this e-mail by mistake delete this

e-mail from your system. If you are not the intended recipient you are notified that disclosing,
copying, distributing or taking any action in reliance on the contents of this information

is strictly prohibited.

Please do not reply to this mail.
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active Walkthroughs™ and “Help” on Site




.. 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




G R O mips/irish-gemourodyncom/epps/onolPassword o g G B 8'
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Forgot your password?

Ingert your old username in oedes 1o retneve the new one

Old Usemame

Insert vour User name and instructions will be sent 10 your emall provided to the system

Username




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
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Logging into the Platform

Q, Advanced search @&, Latest CfTs

Click Here




Logging into the Platform contd..

user credentials | L°&n

input area o

Username:

Password:

LOGIN

@ Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!




Edit Profile as required ..

Q EN ~ 9 Alex Galarian, Economic Operator Admin ~

Logged in as:
Alex Galarian, bas Group

Last login on:
18/04/2023 - 09:01:07

# Edit Profile

(= Logout




Edit Profile as required contd..

Phone Number

Mobile Phone Number

Fax
Preferred Language *

English v
Status

Active v

CAs of interest:

Ministry of Finance
Ministry of Defense

Ministry of Health Cl'ck Here

Ministry of Works

* Fields with asterisk are mandatory




Editing CPV Codes of Interest

In order to receive Contract Notice alert




Editing CPV Codes of Interest contd..




Editing CPV Codes of Interest contd..

Edit CPV Codes

EDIT CPV CODES

CPV Codes of interest

50000000-Repair and maintenance services

50200000-Repair, maintenance and associated services related to aircraft, railways, roads and maring equipment
50210000-Repair, maintenance and associated services related to aircraft and other equipment
50413200-Repair and maintenance services of firefighting equipment

Q w

CANCEL | FINISH




Simple Notice Search Steps

.. Click on the* " icon on the top-right
corner.

2. Select the “Call for Tender** from the selection
list and “Advanced Search”




Simple Notice Search Steps
contd..

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




Accessing Tender Documents?

» Click on Contract Notice Link

» Click on “Show CfT Menu” on the right hand
corner of notice and “Expression of Interest”

p—



Accessing Tender Documents?

» Go to “CfT Documents’

» Go to second tab “Contract Documents”

ALC ad the Tender documentation ...READ!



* To create a message and to preview a message
response,

* Select the “Messaging’ option from the “Show
CfT Menu’.




View Messages

CFT: PROCUREMENT OF COMPUTERS iE Show CfT Menu ~

| Inbox Sent Messages Draft Messages Export

COMPOSE

Subject: From:

SEARCH

No results found




Create a Message contd...

Create Message

CREATE MESSAGE

Subject: *

Body: *

Attachment 1:

(Browse....| Mo file selected.
Attachment 2:

[Browse... | Mo file selected.
Confidential: *

8] Mo

Yes

SAVE AS DRAFT m




Viewing a message

A list of all messaging responses is displayed in
the “Inbox” tab of the main Messaging page.

CFT: PROCUREMENT OF COMPUTERS i= Show CfT Menu ~

Inbox Sent Messages Draft Messages Export
] |

COMPOSE

Subject: From:

Results Per page | Displaying the 1 match. ‘ | |

Message ID «~  CftCycle «~  Sender «~ Subject «~ Sent v Opened ~ Replied «~ Status «~  Assigned «~  Action

145 1 Ministry of Health new message 19/04/2023 14:27 19/04/2023 14:34 19/04/2023 15:03 Replied No @ = =



Steps to submit a Etenders
Response

l‘

2
3.
4

Click “Tender”
Create “Tender Online”
Provide a “Title” — only you can see this

Click “Edit” button and complete all mandatory
sections [not on all tenders] & go to “Document Library
to upload documents for submitting

Upload “Tender Response Documents” to the
“Document Library”

-o back to the Submission Page & click “Submit”



|. Steps to submit a Etenders Response -
Click “Tender”




|. Steps to submit a Etenders Response -
Click “Tender”

View Tenders

CFT: PROVISION OF SERVICES TO SCOPE THE SCALABILITY AND SUSTAINABILITY OF THE TRAVELLER WELLBEING THROUGH CREATIVITY PILOT (2022 -
2023)

Confirm the validity of your user details

Name Last Name Username

Orla Leydon orlaotsie

ACCEPT & CONFIRM ALL OF THE ABOVE m




2. Steps to submit a Etenders Response —
“Create Tender Online™

’erl CfT Management ~ EQ administration ¥ Preliminary market consultations ~ Lkl

= Show CfT Menu ~

| Cycle 1

List of submitted Tenders

Submitted View D/Preceipt ~ D/Psubmission  T/Preceipt  T/Psubmission  T/P D/P match Received on
# By Name Tender ID time D time conformance Status  result Time

m REMOVE

@ Allitems submitted/Hash match | £ Additional items will be needed | @ Missing items/Hash mismatch/Late Submission

» List of draft Tenders



3. Steps to submit a Etenders
Response - Provide a “Title”




4. Steps to submit a Etenders Response -
Click “Edit” button & complete all
mandatory sections

Ocean Knowledge 2030 Programme Manager | =

[1346567] nn

COMPLETION TIME LEFT

28 2
B3 a Days Hours

ELIGIBILITY . — ,
cRITERIA 1. Exclusion Criteria T/A Office and Training Solutions v
L]
0% TECHNICAL 1.1. A: Grounds relating to criminal convictions

1.1.1. Participation in a criminal organisation
0%  FINANCIAL ’ ‘

Has the economic operator itself or any person who is a member of its administrative, management or supervisory body or has powers of representation, decision or control
therein been the subject of a conviction by final judgment for participation in a criminal organisation, by a conviction rendered at the most five years ago or in which an exclusion
g DOCUMENT LIBRARY period set out directly in the conviction continues to be applicable? As defined in Article 2 of Council Framewark Decision 2008/841/JHA of 24 October 2008 on the fight against
organised crime (0J L 300, 11.11.2008, p. 42).

Modify Tender Title 1.1.1.1. Participation in a criminal organisation +

Completion Summary

Info
. 1.:I.1.1.1.‘r'uuranswer? . . R E ey ——
“=enGo through each section. Green ticks will appear when all Mandato§8Q

Vac Select one option =

u need to click outside the box or field that you are answering in t
t a green tick)

Workspace Details




Provision of Services to Scope the Scala ==

[1346964] nn

COMPLETION TIME LEFT

18 5
Days Hours

0%  OFFLINE 1. Complete Tender

5/ DOCUMENT LIBRARY
1.1. File *

§ . Please choose files pressing the button at the right. @
Modify Tender Title

Completion Summary

Workspace Details
History

Related Responses

o Info
‘Edit' the tender in order to edit it.




5. Steps to submit a Etenders
Response

Steps to Upload “Iender Response
Documents™to respond by going to
“Document Library” tab and follow
........next slide ...




5. Steps to submit a Etenders Response -
Upload “Tender Response Documents™ to the
“Document Library™

Upload Files x

Click on the "Choose Files"
Upload Files button and select the file

you wish to submit or drag
File size Limit: 100 MB | Total space per response 100 MB & drop a file.

/

Choose Files Choose Files or drag & drop here

Upload queue
Queue length: 0

Name Size Progress Status Actions

Queue progress:

Upload Cancel l Remove

Back




5. Steps to submit a Etenders Response -

Ubload “Tender Response Documents™ to the
“Document Library™

Upload Files >

Upload Files

ize Limit: 100 MB | Total space per response 100 MB

Choose Files Choose Files or drag & drop here

Check both the "Progress®™
Click on the "Upload" and "Status™ labels

el button to upload your
document.
Name Size Progress Status Actions

58 KB 100% O

Upload queue




5. Steps to submit a Etenders Response -

Upload “Tender Response Documents™ to the
“Document Library™

WCCC24 404 Establishment of a Multi-Part s

[1346444] Response

—— 1. Complete Tender A
E/ DOCUMENT LIBRARY
1.1.File *
Please choose files pressing the button at the right.
Modify Tender Title e ’ @
Completion Summary

Workspace Details
History

Related Responses

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

highlighted  mme—



6. Steps to Submit a Etenders Response
Go back to the Submission page & click
“Submit” - must be at 100%

WCCC24 404 Establishment of a Multi-Part s

[1346444] Response

Submit

OFFLINE 1. Complete Tender v

a DOCUMENT LIBRARY

1.1. File *
) ) Please choose files pressing the button at the right. o
Modify Tender Title
. REFERENCED FILES:
Completion Summary

Form of Tender WORD FORMAT. docx
Workspace Details

History

Related Responses

European Dynamics @2010-2018 |



Logging out...

Q EN ~ 9 Alex Galarian, Economic Operator Admin ~

Logged in as:
Alex Galarian, bas Group

Last login on:
18/04/2023 - 09:01:07

# Edit Profile
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