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1 Document Control 

1.1 Document Version 

The full version history of this document can be found in the appendix. 

1.2 Terms and Definitions  

Glossary containing the meaning of all names, acronyms, and abbreviations used within this 

document.  

Term/Acronym Definition 

Access Code The unique code issued to an invited Respondent that will grant them 
access to the Rfx within the eTENDERING PORTAL. Access Codes are only 
ǇǊƻǾƛŘŜŘ ǿƘŜƴ ǘƘŜ ǘŜƴŘŜǊ ƛǎ ŀƴ ΨLƴǾƛǘŜŘ hƴƭȅΩ ǘŜƴŘŜǊΦ  

Buyer An internal CONTRACTS officer representing the entity that manages the 
eTENDERING PORTAL for the purpose of establishing contracts with 
suppliers. 

Closing Date The date and time at which an RFx will be closed and Submissions can no 
longer be uploaded via the online eTENDERING Portal. 

Contract Ψ/ƻƴǘǊŀŎǘΩ ƛǎ ǘƘŜ ǘŜǊƳ ǳǎŜŘ ǘƻ ǊŜǇǊŜǎŜƴǘ ŀƴ ŀƎǊŜŜƳŜƴǘ ōŜǘǿŜŜƴ ȅƻǳǊ 
organisation and another contracting Supplier or Suppliers (see below). A 
contract can refer to the actual agreement or to the contract record 
within the database, with associated data and documents attached. 

Dashboard The Dashboard is the first screen the user will be directed to once they 
log into Open Windows CONTRACTS. It is made up of widgets, modules 
and a message bar. The dashboard can always be accessed by clicking on 
the Open Windows logo. 

eTENDERING Portal The online portal in which RFxΩs are advertised and where Submissions 
are lodged electronically. The eTENDERING Portal supports the tendering 
process on the web. 

Opening Date The date and time in which an RFx is open and accessible via the 
eTENDERING Portal. 

Pre-contract A pre-contract is a record used to capture budgetary, sourcing, and/or 
procurement information prior to letting a contract.   

Respondent This is the term used to refer to an organisation that has registered on 
the eTENDERING PORTAL. When a submission is imported into 
CONTRACTS, the respondent is added as a supplier. 

Revised Clarification 
Date 

The effective and revised closing date of the clarification period as it may 
be amended from time to time. After this date, no further clarifications 
can be submitted. 

Revised Closing Date The effective and revised Closing Date as it may be amended from time 
to time. 
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RFx A generic term used to represent a stage in your tender process such as 
Request for Information (RFI), Request for Proposal (RFP), Request for 
Quote (RFQ), or Request for Bid (RFB). 

SOURCING An optional module for CONTRACTS which supports the tender lifecycle 
and allows you to record tender details and collate tender 
ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŜŀŎƘ ǘƛƳŜ ȅƻǳ Ǝƻ ƻǳǘ ǘƻ ƳŀǊƪŜǘ Ǿƛŀ Ψ{ǘŀƎŜǎΩΦ 

Submission A written offer submitted by the Respondent to an RFx via the 
eTENDERING Portal. 

Supplier ! Ψ{ǳǇǇƭƛŜǊΩ ƛǎ ǘƘŜ ǘŜǊƳ ƎƛǾŜƴ ǘƻ ŀƴ ΨƻǘƘŜǊΩ ŎƻƴǘǊŀŎǘƛƴƎ ƻǊƎŀƴƛǎŀǘƛƻƴΦ Lƴ 
most cases, a supplier will be associated to a Contract, Preliminary or a 
Project within the application. 

Tenderer Another term that is used for a respondent. 

Unlocker Internal Staff member responsible for unlocking the RFX on the 
eTENDERING Portal and importing RFx Submissions into Contracts. 

1.3 Document References 

All documents referenced and / or used to assist the creation of this document. 

Document Author(s) Version 

CONTRACTS User Manual Various 7-0-7 

SOURCING User Manual Various 7-0-7 

eTENDERING PORTAL User Manual Various 7-0-7 
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2 Introduction 

This Instruction Book will assist you in using the eTENDERING Portal to view and lodge electronic 

Submissions to RFxΩs. This document covers the following functions: 

¶ Registering and logging on as a Respondent 

¶ Viewing RFx details  

¶ Register/deregister your interest in an RFx 

¶ Download RFx Documentation 

¶ Lodge and modify a Submission to an RFx 

¶ View RFx communications and submit queries via the eTENDERING Portal 

¶ Contacting a Contact during the RFx period. 

¶ Viewing RFx updates during the RFx Period. 

¶ Managing your account details (including resetting your password) 
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3 Registering on the eTENDERING PORTAL 

You are required to register on the eTENDERING Portal to lodge submissions and access invited 

tenders. Use the following instructions to register, you will only need to do this if you have not 

previously registered and/or do not have an eTENDERING Portal account. 

 

1. From the My Account widget select Create Account link. 

 

Figure 3-1: Create Account 

2. Complete your details on the Respondent Registration page. Note all fields marked with *  are 

mandatory. 

 

Figure 3-2: Create Respondent Account 
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3. Review the Conditions of Use and select the checkbox. Select Submit to complete the 

registration. 

 

Figure 3-3: TimeZone Details 

4. A message will appear indicating you have successfully registered and notify you that an email 

has been sent to you with instructions on how to complete the registration process. 

 

Figure 3-4: Create Respondent Account 

5. Log into your email account, you will see an email similar to the following from the 

eTENDERING Portal.  Click the verification hyperlink to complete the registration.  

Note: Your email security settings may prevent this hyperlink from being active. If this is the 

case copy and paste the link into the address bar of your internet browser. 
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Figure 3-5: Respondent Account Creation 

6. The link will open the eTENDERING Portal to the Respondent Account Registration page. 

Enter your password to log into your account. 

 

Figure 3-6: Respondent Account Resigtration 

7. Once logged in you will be directed to the eTENDERING Portal Desktop. 

 

Figure 3-7: eTendering Desktop 
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4 Logging into the eTENDERING PORTAL 

Once you have registered an account on the eTENDERING PORTAL you may use the ΨloginΩ link to 

access your account. It is important you remember the email account you used to register on the 

portal, to ensure probity you are the only one who can modify your account.  

To log onto the eTENDERING Portal select the Login link. 

 

Figure 4-1: Login 

Enter your registered email address and password on the Login screen. If you have forgotten your 

password, click on the here hyperlink. See the section ΨResetting your passwordΩ for more information 

on resetting your password. 

 

Figure 4-2: Resetting Your Password 

Once you are successfully logged in to the eTENDERING Portal, you will be presented with your 
desktop where you can now search for your RFx, view all your current and closed RFxs, and view your 
Submissions history.  
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5 The eTENDERING PORTAL Desktop 

The eTENDERING Portal supports procurement and sourcing processes by providing a secure, web-

based ǎƻƭǳǘƛƻƴ ƛƴ ǿƘƛŎƘ ǊŜǎǇƻƴŘŜƴǘǎ Ŏŀƴ ǾƛŜǿ ǳǇŎƻƳƛƴƎ ŀƴŘ ŎǳǊǊŜƴǘ wCȄΩǎ ŀƴŘ ƭƻŘƎŜ ǊŜǎǇƻƴǎŜǎ 

electronically.   

 

Figure 5-1: Portal Desktop 

  

5.1 How to locate an RFx 

There are 4 methods you can use to locate an RFx within the eTENDERING Portal. 

1. RFX Search:  

 

Figure 5-2: RFx Search 

Search for an RFx 

Setup and manage alerts 
for RFx Categories 

View and update your 
account details 

View lodged submissions  

View Online Help 

Use these links to quickly 
access tender records 

Access Invited Only 
wCȄΩǎ ǳǎƛƴƎ ǘƘŜ ŎƻŘŜ 
provided 
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Click on the Search ǿƛŘƎŜǘ ǘƻ ǎŜŀǊŎƘ ŀŎǊƻǎǎ ŀƭƭ ŎǳǊǊŜƴǘ ŀƴŘ ŜȄǇƛǊŜŘ wC·Ωǎ ǿƛǘƘƛƴ ǘƘŜ ǎȅǎǘŜƳ  

(both public and those you have been invited to tender on). Use the following fields to perform 

your search: 

a. Number: Search using part or all of the RFx number. 

b. Title: Search using part or all of the RFx title. 

c. Category: Search by selecting the category of the RFx. 

d. Preliminary Stage: Search by using the stage the RFx is likely to be published under. 

 

Figure 5-3: Search 

 

2. Advanced Search: 

 

Figure 5-4: Advanced Search 

Click on the Advanced Search to view and access a set of more detailed search criteria. Use 

the following fields to perform a stricter search; 

a. Number: Search using part or all of the RFx number. 

b. Title: Search using part or all of the RFx title. 

c. Description: Search using key words contained in the RFx description. 

d. Preliminary Stage: Search by using the stage the RFx is likely to be published under. 

e. Category: Search by selecting the category of the RFx. 

f. Location: Seach by selecting the location of the RFx. 

g. Closing Date Range: Search by entering the date range you belive the RFx is due to 

close between. 

 

3. ±ƛŜǿ wCȄΩǎ:  
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Figure 5-5: View RFx's 

Located on the left-hand menu is a widget ŎŀƭƭŜŘ ±ƛŜǿ wCȄΩǎΦ IŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ƭƛƴƪǎ ǘƘŀǘ ǿƛƭƭ 

allow you to locate the following RFxΩǎΤ 

a. Proposed: Displays an organisation ǇǊƻǇƻǎŜŘ wCȄΩǎ. 

b. Current: All current public RFxs. ¢ƘŜǎŜ wCȄΩǎ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ŀŎŎŜǇǘƛƴƎ {ǳōƳƛǎǎƛƻƴǎΦ 

c. Closed: All closed public RFxs and all RFxs to which you were previously invited and 

have passed their Closing Date. ¢ƘŜǎŜ wCȄΩǎ are no longer receiving Submissions. All 

wCȄΩǎ ǿƛƭƭ ǎǘŀȅ ƛƴ ŀ ΨŎƭƻǎŜŘΩ state for Ninety (90) days before moving to the archived 

folder. 

d. Archived: wC·Ωǎ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ǿƛǘƘƛƴ ǘƘƛǎ ŦƻƭŘŜǊ ŦƻǊ ¢ƘƛǊǘȅ όолύ days after which the 

records will be removed from the eTENDERING Portal. 

e. Awarded: Displays information about the awarded RFx. Please note the decision to 

publish this information is at the discretion of the organisation. 

 

4. Search wC·ΩǎΥ 

 

Figure 5-6: Advanced Search 

This widget provides a shortcut to performing the following searches; 

a. RFx Search: Enter the RFx number and select Go. 
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Figure 5-7: Search 

b. Advanced Search: Click the Advanced Search to be directed to the criteria screen 

shown at point 2 (Advanced Search). 

 

Figure 5-8: Advanced Search 

5.2 Locating an Invited Only RFx 

An invited only RFx is not visible to the public and only be responded to by those suppliers who have 

been invited to respond. If you are invited to respond to an RFx you will receive an email with an 

Access Code similar to the example below. Note: You must log into the eTENDERING PORTAL with the 

email address that was sent the access code. Only this account can access the Invited Tender. 
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Figure 5-9:Invited Tender 

5.3 Viewing an Invited Only RFx 

To view the RFx use the following instructions 

1. Log into the eTENDERING Portal. 
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Figure 5-10: Login Details 

2. Select the Invited View. Enter the Access Code in the RFx Invited Code field. Select Get RFx. 

 

Figure 5-11: Access Invited RFx 

3. The RFx will now display in the list. 

 

Figure 5-12: Invited 

This RFx is greyed out as the 
Opening Date has not yet passed 
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6 Navigating within an RFx 

Once you have located an RFx you are interested in, select the RFx to view more details.

 

Figure 6-1: Current RFx 

Click anywhere on the RFx record to be directed to the RFx Details screen, where you can navigate 

through the different tabs of information relating to the RFx. These tabs are further explained in the 

next sections. 

 

 

 

Figure 6-2: RFx Details 

 

  

Document Tab: Download RFx 
documents here. Note: You 
must register first.  

Contacts Tab: 
View Contact 
details for the RFx. 

Communications Tab: View 
and send communications 
to the RFx contact. 

Details Tab: Provides a 
summary of the RFx details. 
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6.1 The Details Tab 

The Details tab shows all the key details about the RFx. 

 

Figure 6-3 : Details 

What do the fields mean? 

1. Number: RFx reference number. 

2. Title: Title of the RFx. 

3. Description: A summary description of the RFx.  

4. Preliminary Stage: The market approach used for your RFx, e.g. Expression of Interest, 

Request for Proposal, Request for Services etc. 

5. Category: The category or classification for the project/good/service. 

6. Location: The RFx Location or Site for which the project works/good/service is required. 

7. Opening Date: The date and time at which an RFx is open, accessible and available for 

Submissions. 

8. Closing Date: The date and time at which an RFx will be closed and electronic lodgement of 

Submissions thereafter is strictly unavailable.  

9. Revised Closing Date: If the Closing Date of the RFx is amended at any time during the RFx 

Period, the Revised Closing Date field will appear under the Closing Date field in this Details 

tab. The new Closing Date will be communicated to all Respondents via email Notice. 

10. Revised Clarification Period Close Date: If the Clarification Date of the RFx is amended at any 

time during the RFx Period, the Revised Clarification Date field will appear on Details tab. The 

new Clarification Period Close Date will be communicated to all Respondents via email Notice. 

11. Last Updated: The last time a change was made to the RFx.  
























































