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Accessing AWARD 
 
You will receive 2 emails 
 
1 will contain your user name and an Internet Hyperlink 
The other will contain you temporary password 
 
Username with Hyperlink to AWARD 

 

 

 

 

 

 

 

  

Email with Temporary password 

 

 

 

 

 

 

 

 

  

Dear Bidder1 
 
This email contains your User Name for QinetiQ Commerce Decisions 
AWARD. 
 
The AWARD service is available at: 
https://award.commercedecisions.com/award4/login/dio-hestia 
 
Your User Name is: bidder1@dio-hestia 
 
If you have any queries, please contact your AWARD Administrator. 
 
Best regards, 
 
QinetiQ Commerce Decisions Support 
 
"THIS IS AN AUTOMATED MAIL BOX PLEASE DO NOT RESPOND TO THIS 
MESSAGE" 

 

Dear !Heather Frost-Thomas - CDL Consultant, 
 
This email contains your password for QinetiQ Commerce Decisions 
AWARD. 
 
Your password is: varocaso 
 
For security reasons you are asked to immediately log on and modify your 
password to something memorable to you. 
 
If you have any queries, please contact your AWARD Administrator. 
 
Best regards, 
 
QinetiQ Commerce Decisions Support 
 
"THIS IS AN AUTOMATED MAIL BOX PLEASE DO NOT RESPOND TO THIS 
MESSAGE" 

 

https://award.commercedecisions.com/award4/login/dio-hestia
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Saving AWARD as an Internet Favourite 
So you don’t have to hunt down the Access email every time you want to access AWARD, it is 

recommended that you save the hyperlink as a favourite.  The process may differentiate slightly 

dependent on the Internet program you use, below lists the steps for Microsoft Internet Explorer 11. 

 

 

 

 

Click on the hyperlink in 

the email you received 

You will be presented 

with the AWARD login 

Screen. Before you 

proceed to logon, carry 

out the following to 

save the page as a 

favourite you can 

easily access in future. 
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Top right had side of Internet 

explorer, click on the 5 pointed 

star 

You will be presented with the 

Favorites Center.  Click on the Add 

tp Favorites button, top right. 

You will be presented with 

the Add a Favorite Window.  

Give the shortcut favorite a 

meaningful name e.g Hestia 

Tender AWARD and click on 

ADD,. 
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Now when you click on 

Favorites, you will see 

AWARD in the list. 

 

If you want to take it one 

step further, you can 

also add the Favourite 

shortcut to the Favourite 

bar by right clicking and 

selecting Add to 

Favourite bar 

It will now be shown in your 

favourites bar ready to be 

clicked on. 
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Logging in for the first time 
 

 

 

 

From the AWARD login 

screen.  Type in the 

username and temporary 

password you would have 

been sent in an email.   

Click on Login 

You will be presented with 

the Change password 

screen. Type in the current 

password and a new one 

(twice) and click on save. 
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When you login you will be presented with your Home 

Screen.  In the centre of the screen is the work area, where 

the Hestia Tender Projects you have access to will be listed.  

Click on Open, under the name of the project 

 

Navigation Menu 

Process Menus Project name 
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The Document Data Room 
 

 

 

 

 

 

 

 

 

 

 

 

 

Under the Communication, you have the ability to view the data room documents in full.  

If you need more people to access them to make them readily available to your team, You 

can also export them out. 

Select Export Document groups and select the folder and 

click on Next 
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Follow the Onscreen Instructions and select Save.  If you are exporting a large number 

of Documents, this is likely to take some time.  

 

Once complete, you will receive this message.  Right-click on document and select save 

target as.  This will save a zip file to the location you choose, which can then be 

extracted out. 

Using the filter tool will allow you to search for documents with that particular phrase in their title.  In this example we have asked for 

documents that contains the word Pension in their title, it has returned 1 document. 
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Search for Content. 

 

 

 

 

Create a Zip file to upload multiple Response Documents,  
You don’t have to individually upload each document.  AWARD allows you to upload a Zip file 

containing multiple Documents. 

Creating a zip File 

 

 

You can search within the content of the 

documents by selecting Search 

So here we’ve looked for Pension where it appears in the content of the document and you can see that the 

results are much different than filtering. 

If you have followed the Authority Instructions correctly then you should have a list of documents that reflect 

the naming conventions, see example.  

 Where possible, the PDF document format should be used (unless an Excel template has been provided by the 

Authority for you to complete or there is supporting documentation that needs to be in a particular format. 
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Upload Documents 

 

 

To create a Zip file, Select the files you wish to upload, right click on the Mouse and 

select Send to  compressed (zipped) folder. 

Type in the Name of the zip file and press enter. 

Then Select Upload 

Documents 

From within the Submit menu, Select Documents 
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Select the Location of where your documents are to be uploaded, either 

Commercial or Technical and click Next. 

Click on Browse and go and find the Zip file you created earlier. 

Select the Zip  file and select Open. 
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Click Save 

You should now see your documents extracted into the list. 
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Respond to ITN Questions 
When you click on Respond to ITN Questions, you will be presented with the screen below. 

The Commercial Response 

 

 

 

 

 

 

 

 

Progress Indicators  

 

On the Left hand side is a list of the Tender questions that the Authority is 

expecting responses to.  There are 4 Commercial & 30 Technical Questions 

waiting for your response. 

On the right hand side is your Answer Sheet.   

The Commercial section has been added here so you can do a visual check that your documents 

have been uploaded.   

If you have labelled them correctly, in accordance with the Naming conventions or inserted the 

equivalent Reference, then you should see your documents listed under Your Reference 

Documents.  

 The Authority wishes you to use this as a check and confirm that the documents are ready for 

submission by using the tick box provided. 

To navigate your way through the answer 

sheet you can use the next/ Previous or Index 

buttons.  However the Question will not be 

marked as complete until you tick the 

Documents loaded tick box provided. 

When you click next you response will 

automatically be saved. 

 

As you enter your response. The Question will update with the 

green tick to show your progress. 
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The Technical Response 

 

  

Also your progress will be updated on the 

Submit Front screen on the Dashboard. 

There are 30 Technical 

Questions waiting for 

your response.   

Over on the Right you will see that the Authority has 

included the bidder Guidance in the Question 
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If you try to mark a question as complete without supplying an answer then you will get and error. 

 

Booklet 1 Response 

 

As you scroll down you should see your referenced 

documents (if the correct References have been used). 

 You will also see any Authority Documents that have been 

referenced for your convenience. 

There is an Answer Text box,  where you can provide a 

summarised response to the question and also  make 

reference to areas of documents you have provided.   

 

Select comment on Booklet 1 from the Submit menu. 
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Creating a Bidder Request 

  If you would like to raise a query, about the current question, with the Authority then 

you can use the Create Bidders Request option right at the bottom of the screen, 

shown here. 

You will be presented with a list of Booklet 1 clauses.  

The Authority as also marked the Booklet 1 document with a reference (e.g {Ref1}, You can use this to quickly jump to the area 

of that document to read the actual clause,   

To complete this Answer Book, the Response required is either Accept or Reject – Please enter comments in Rationale box.  

Click on next to go to the next clause and AWARD will track your progress as before. 
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Complete the Subject and 

Comment (minimum 

requirement) and select 

Save.   

Once Saved, the Authority will now be 

notified of your query. 

 

You query will now be listed at the bottom of question. 

Once the Authority has responded. You will receive a Notifcation Email and an Alert within AWARD. 
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Viewing you Answers & Progress. 
 

There are 2 reports available to you from the Submit front screen for Bidder Response and Booklet 

1.  When either are selected you will have access to the following reports. 

My Answers 

 

  

You can also view it from the  bidders Request area of the Communications  and 

Submit Menus 

My Answers lists by question your Answers and any 

rationale 
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My Progress 

 

 

 

 

Lists each question and give you a graphical representation of your progress. 


