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eTendering is the use of secure web-based 

collaborative tools by procurement professionals 

and suppliers to conduct the strategic activities of 

the procurement lifecycle online.

Some of the benefits for Tender 

applicants are:

Secure environment available 24x7 via the internet

Instant online publication saves time and reduces 

printer and courier costs.

Fully auditable

Reduced carbon footprint
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BravoSolution Overview

Who are BravoSolution?

1. The Buying Solutions Framework provider of eSourcing.

2. We have experience in working with ~ 100 Local Authorites and Central 

Government bodies.

3. We help Local Authorities utilise this technology to buy their goods and services 

in the best way for the tax payer.

4. Specifically we  have helped run many eTenders for Health and Adult Social 

Services for:-

1. NCC Council.

2. Essex County Council

3. MOJ - YJB

4. DFPNI

5. Learning and Skills Council
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eTendering Portal Overview & Registration

The eTendering Portal is available FREE 

to all suppliers, system requirements are 

minimal (PC, IE 6+, internet access)

To Register click ‘Click here to register’, 

fill out the mandatory fields, click ‘Save’ 

and your username and password to log 

in will be emailed to you.

The portal is fully compliant with EU 

procurement legislation , confidential and 

independently security accredited.



1. Accessing the PQQ/ITT

1.1 Provided you have already registered, 
enter your username and password in 

order to access  your Projects/PQQs/ITTs.



1. Accessing the PQQ/ITT

1.2 Open Access PQQs/ITTs is a list of projects that are ‘Open’ to 
any registered supplier to view and participate in. 

My PQQs/ITTs are projects specific to you – either you have been 
invited into or have previously expressed interest – click ‘My PQQs’ 

or ‘My ITTs’ to view them... 



1. Accessing the PQQ/ITT

1.3 Click on the PQQ/ITT you wish to take part in



1. Accessing the PQQ/ITT

1.4 Review the information and then 
click, ‘Express Interest’.



1. Accessing the PQQ/ITT

1.5 Click ‘OK’ on the pop up to my the PQQ/ITT 
into your account.



1. Accessing the PQQ/ITT

1.6 Click on ‘OK’. You will now be able to 
download any Buyer file Attachments, send and 
receive messages with the buyer and respond to 

the event.



2. Download Attachments

2.1 Here you have a summary page
showing a description, closing date and the 

status of the PQQ/ITT…’

Also note the number of unread attachments 
shown in top of the screen.

It is important to download ALL attachments 
before completing your response. Attachments 

contain key information and instructions on how 
to publish a fully completed response. Please 

click ‘attachments’…

2.2 Click Buyer Attachments



2. Download Attachments

2.3  Click ‘Mass Download’

Please note ‘Mass Download’ downloads all the 
documents at once. You will need Java to perform this 

task. If your P.C. does not have Java you can download it 
at www.java.com.



2. Download Attachments

2.4  Click  Download



2. Download Attachments
2.5 Select where on your local 

machine you want to download all 
the files to…

2.6 Click OK to confirm your 
download location



2. Download Attachments

2.7 Click ‘Back’ to go back to 
the file list



3. Messages

3.1 Click ‘Messages’ to be able to 
read and compose messages in 

relation your tender.



3. Messages

3.2  Click ‘Create Message’ to 
compose a message to the buyer 

regarding your PQQ/ ITT.



3. Messages

3.3 Insert a relevant title, and 
create your message

3.4 Click ‘Send Message’ (or Save 
as Draft’ to send later on)

Please note that you can add 
attachments to your message (try 
to keep them below 50mb in size)



3. Messages  / 4. Responding to 
the PQQ/ITT

Note that a record of your ‘Sent Messages’ is 
kept…



4.1 Click ‘My Response’ to respond to the 
PQQ/ITT.

4. Responding to the PQQ/ITT



4. Responding to the PQQ/ITT

Note, that you may ‘Recline to Respond’ to the 
PQQ/ITT

4.2 To start creating your response click ‘Create 
response’



4.3 ‘Ok’ the pop up and then click ‘Edit 
Response’ in the relevant sections you want to 

work on

4. Responding to the PQQ/ITT



4. Responding to the PQQ/ITT

4.5 When requested to upload an 
attachment click ‘Upload’

4.4 The form is constructed in sections with 
questions below.  You work your way through the 

sections/questions observing the red asterisks 
indicating mandatory questions.

- Regularly click the ‘Save & Continue’ button to 
ensure that your

information is saved and not lost if your 
connection is

lost.
- For security purposes the portal will log you out 

after 15-20 minutes of inactivity.
- Text fields are limited to 2000 characters for 

brief
responses only.



4. Responding to the PQQ/ITT

4.4 Browse to the location of your file to be 
uploaded…



4. Responding to the PQQ/ITT

4.5 Select a file and Click 
‘Open’



4. Responding to the PQQ/ITT

4.6 Click ‘Attach’



4. Responding to the PQQ/ITT

4.7 Complete all remaining questions

4.8 Click ‘Save & Continue’ 
to save your work and 

continue working on it, or 
click ‘Save and return’ to 

return to Response screen



4. Responding to the PQQ/ITT

4.10 Click 
‘OK’



5. Publishing Your Response

5.1 Once you are happy with your response, click 
on ‘Submit Response’  and then click ‘OK’ on the 

pop up to send it to the buying authority.



5. Publishing Your Response

The response  status will then update to show the new 
‘Response

status’ as ‘Response Submitted to Buyer’

NOTE: The registered email address will also receive
confirmation that your response has been successfully

published…



6. Managing Users

6.1 From the manage page click, ‘Manage/Multi 
Users’ to start adding users.



6. Managing Users

6.2 Click ‘Create’.



6. Managing Users

6.3 Fill in all the mandatory details regarding the 
user and then click, ‘Save’. The user will be sent 
an automatic email containing their username 

and password.



6. Managing Users

6.4 After creating the user, click ‘View User 
Rights’ to assign user rights to that account.



6. Managing Users

6.5 edit the user right setting and then click, 
‘Save’ once you are done.
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Tips for a ‘stress-less’ tender
1. Ensure that you read and digest all documentation thoroughly and make note of key actions 
and deadlines (you may want to create a checklist of actions to review prior to publishing your 
response).

2. Don’t leave your response until the last minute – if you have problems you may not be able to 
resolve them before the deadline for responses.

3. Always use the secure messaging tool for communicating with the Buying team.

4. Only upload attachments when requested. Try to avoid uploading very large files.

5. Try and answer all questions not just the mandatory ones.

6. Please treat your username and password securely – if you lose or forget your password there 
is a link on the portal homepage where it can be emailed to the registered email address.

7. Consistently SAVE your work – security protocols will automatically “time-out” after 20 
minutes of Inactivity

8. Please remember you MUST publish your response to make it visible to the Buyer
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Online Help Files

Within the eTendering portal you have 

access to the online help files by 

clicking on the ‘Help for Suppliers’ 

button in the web page.
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Help Available

BravoSolution Help Desk

Mon- Fri: 8am – 6pm

Phone : 0800 368 4850

Email:

help@bravosolution.co.uk

mailto:help@bravosolution.co.uk

