
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

This guide intends to give you an overview on how to respond to tender documents such as 

PQQs and ITTs. This is a generic guide produced by BravoSolution and is not specific to any 

one contracting organisation; terminology will vary from site to site. 

For further technical support please consult the contact details listed on the eSourcing Portal 

Within the portal you can access a list of events via the PQQs and ITTs area. If your site has a 

dashboard you can use the “welcome” link or quick links. On sites without a dashboard you will have 

other links to this area.  

Having expressed an interest in the 

event you will receive an email 

notification and the PQQ/ITT will move 

to “My PQQs” or “My ITTs” area.  

 

You may have the option to view “PPQs open to all 

suppliers” or “ITTs open to all suppliers”. From either of 

these lists you can express interest by opening and 

clicking “Express interest” 

If you have been directly invited 

to a tender this will appear under 

“My PQQs” or “My ITTs” 

 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For further technical support please consult the contact details listed on the eSourcing Portal 

Once you have expressed an interest or been invited to a tender, 

you can open the PQQ/ITT to view the structure, deadlines, 

messages and to download any attachments. Each of these 

options can be reached on the left side menu. It is important that 

you read and understand all the instructions sent by the buyer.    

Remember to download all the provided 

attachments, click on “buyer 

attachments”  

If there is more than one attachment 

you can click on “Mass Download” to 

download them all.  

Or you can click on the attachment to 

download individually.  

To create a response click on the “My 

response” area and click “Create 

Response”. You can also decline to 

respond.   

For most questions you have 

the option to work on your 

response online or offline. 

Working offline allows you to 

continue working without an 

internet connection. You can 

then import your work back 

into the system.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

For further technical support please consult the contact details listed on the eSourcing Portal 

Click on “Export/Import 

response” then download the 

questionnaire by clicking 

“Download” 

Once you have completed your 

response within the downloaded 

spreadsheet save it to your 

computer. To import click 

“Choose file” locate your saved 

response then click “Import 

Excel”. You will then receive a 

pop up confirmation.  

Attachment questions cannot be 

completed using the offline 

response form; these need to be 

added online.  

If you are creating online you will be presented with a 

selection of questions.  

There are different options to answer the questions.  

Ensure you “Save Changes” regularly to avoid being 

timed out and losing work. Once you have completed 

the questions click “Save and Exit Response” 

You must complete all mandatory fields, 

shown with a red asterisks * – the system 

will not allow you to submit your response 

should you leave any fields with asterisks 

blank. You can save without these 

however. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

When you are ready to 

submit the response to the 

buyer click “Submit 

Response” you must confirm 

this by clicking “Ok” on the 

pop up. 

For further technical support please consult the contact details listed on the eSourcing Portal 

“My Response” status will have changed to 

“Response submitted to buyer” on successful 

submission. 

You can continue to “edit response” or “delete 

response” within the tender deadlines. 

If this status has not changed you have not 

submitted and the buyer will not receive your 

response. 

Once you have successfully 

submitted you will receive an email 

confirmation.  

You will only receive this 

confirmation the first time you 

submit each tender.  

 


