
Jaggaer navigation – how to 
submit your bid
(based on an example itt)



Jaggaer platform
This is the main page you will 
see when you follow the 
registration link from 
Contracts Finder or Find a 
Tender Service.

All potential bidders must 
be registered on Jaggaer.

Register – if you do not 
already have a Jaggaer 
account, or

Log in – if you have an 
existing account.

Jaggaer Helpdesk.
For all technical queries. 

*The Dept can not assist 
with system technical 
issues. 

Jaggaer Access Link (Register/ Log in)

https://education.app.jaggaer.com/web/login.html


If you have not Jaggaer account – you must register first. This is what the registration form looks 
like. You must complete all the required fields in each section listed under the Index tab. A 
completed section will have a green tick. Once you submit your registration form, your Jaggaer 
account will be created. You will then receive a username and a temporary password, which you 
will need to change when you first log in. After accessing your Jaggaer account, follow the 
remaining steps set out in this guidance.



Once you log into your 
Jaggaer account, click 
ITTs Open to All 
Suppliers here to view 
current grant and 
contract opportunities 
advertised by the 
Department.

*After you have 
expressed interest in an 
opportunity it can be 
accessed from the My 
ITTs button



Click on the opportunity title (blue text) to access the full opportunity 
and all associated documents 



To access the competition documents, you must first express interest. 
Click the Express Interest button



A message will appear at the top of your screen confirming that you’ve expressed interest. You can now 
download documents and send or receive messages

Click Buyer Attachments to view all competition 
documents shared by the Department. These 
include the bidding instructions, award criteria, 
evaluation methodology, and declaration 
documents.



There may be multiple documents 
available. Scroll down to view them 
all. Click the document title (blue 
text) to download

Use the Mass Download function to download 
all documents in a single zipped folder



Click Messages tab to access all communications with the Department, including important updates and to raise and 
respond to clarification messages. 
*This is the only way the Department can communicate with potential bidders during a live competition. 

It is the responsibility of the bidder to monitor this message function. The Department will not be  responsible if a bidder misses 
information that has been issued. 



All correspondence and updates shared by the Department will appear here.
*Jaggaer will send an email alert to the registered bidder when new messages are 
received. Bidders must log into Jaggaer and respond via Jaggaer. 

To create a message to the 
Department click Create. 



Compose your message in the Subject and Message fields. Attachments can be added using the Attachments button
*You can only send messages to the Department; your messages are not visible to any other bidders.

Click Send Message when 
you are ready to send to the 
Department



Click My Response tab to view all Award Criteria and decide whether this opportunity is right for you. Make 
sure you read the competition documents thoroughly before making your decision.
- If you wish to participate in the competition, click’ Intend to Respond’.
- If you do not wish to bid, click ‘Decline to Respond’. 
- If you choose to decline, you will be asked to tell us why (this is optional).

Click Intend to Respond if you 
intend to submit a bid
Click Decline to Respond if 
you do not wish to participate.
 
* If you choose to decline, you 
will be asked to tell us why 
(this is optional).



Answer all questions in the format requested. You can save your progress at any time by clicking Save Changes allowing 
you to return later to complete the remaining questions. 
Once all responses are completed, click Save and Exit Response



At this stage, you have answered all questions and uploaded your attachments. My Response Summary section will indicate whether all questions have been 
completed. If any questions are outstanding; the number of incomplete items will appear in brackets. 
*You must answer every question before the system will allow you to submit your response. 
When you are content that your response is complete, click Submit Response.

Press this tab to 
submit your bid 
response.



You may Withdraw Response at any time. You can use this option 
if you need to withdraw your submission, or if you want to amend 
your response and resubmit later.
You can withdraw and resubmit your tender any time before the 
submission deadline. Once the deadline has passed, you will no 
longer be able to make changes.

Confirmation message will display at the top of your screen once your bid is submitted. An email notification will also confirm receipt of your response.



Bidder’s Checklist 
1. (Login / Register on Jaggaer)
2. View Bidding Opportunities – locate and select the opportunity (itt_3850)
3. Express interest 
4. Download and read all ITT documents 
5. Check for any published Messages 
6. If required - Raise Clarification messages
7. Complete your response using the relevant Response template
8. Check and upload your response to Jaggaer
9. Submit your response 
10. Check for confirmation message
11. Monitor messages to for any updates



• Communicating with the Department

• ALL communication must be strictly via the Jaggaer system
• Any attempt to contact the Department outside of the system will be rejected and re-directed 

through Jaggaer. 
• There is no obligation on the Department to respond to any communications regarding 

this competition if received outside of the Jaggaer system 
• All clarification questions will be answered by the Department 
• Technical questions relating to the Jaggaer system e.g., navigation, uploading, accessing, 

submitting etc must be resolved ahead of the submission deadline directly with Jaggaer 
support services (Jaggaer home page) 

• All questions (and Department responses) are subject to publication in the Clarification Log, 
shared with all potential bidders

• The Clarification Log will be updated when there is new information to share
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