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Submit Tender 

Step 1 – Log in to the e-Tendering System (Non-works Tenders). The <My Tender> page will be shown. Click the row to select the 

tender. 

Step 2 – The <View Details of Tender Notice> page will be displayed. Click “Submit Tender” to start the submission. 
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Step 3 – Please read the Terms and Conditions of Use and Participation of the e-Tendering System (Non-works Tenders) (“T&C”), 

and tick the checkbox “I/We have read, understood and agreed to all of the above terms and conditions.” to acknowledge 

the T&C. Input the Validation characters generated by the System in the spaces provided and click “Next”. 

   

 

Step 4 – Choose the Authentication Method you want to use for the submission and click “Next”. 
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Step 5 –  Depending on the authentication method you select, follow either step 5.1 or 5.2 to proceed.  If you choose Digital 

Certificate, please follow step 5.1.  If you choose Alternative Authentication Method, please follow step 5.2. 

Step 5.1 – For submission using digital certificate, please read the “Points to Note” and choose a recognised certificate issued under 

the name of your organisation for authentication by clicking “Choose File”. After that, input the PIN of the Digital 

Certificate. Then click “Next” to go to Step 6. 
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Step 5.2 – For submission using Alternative Authentication Method, an email containing a password protected ZIP file will be sent 

to your account email address. Open the ZIP file with the password displayed on the screen to obtain the PIN. Input the 

PIN to the System. Then click “Next” to go to Step 6. 
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Step 6 – After authentication, Tender Form and Offer to be Bound will be displayed. Please read the Tender Form and fill all the 

required information in the Offer to be Bound. Then click “Next”. 
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Step 7 – Please read the “Points to Note” and indicate if this submission is the first submission of this tender in the “Submission 

Type”. If “No” is selected, please provide more information of your submission in the text box for Procuring Department’s 

reference. 
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Step 8 – For tenders adopting two-envelope approach, please upload your price proposal and technical proposal separately under 

relevant sections. 

  

 

For tenders adopting single-envelope approach, please upload your tender under section “Upload Tender”. 

 

 

Step 9 – Tick the checkbox to confirm the statement below and click “Submit”. 

 

 

Step 10 – Click “Submit” to confirm the submission of tender. 
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Step 11 – An acknowledgement will be displayed after you submitted the tender successfully. Click “Print” to print out the 

acknowledgement for record. 
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Submit No Offer 

Step 1 – Log in to the e-Tendering System (Non-works Tenders). The <My Tender> page will be shown. Click the row to select the 

tender.  

 

 

Step 2 –The <View Details of Tender Notice> page will be displayed. To submit “No Offer”, click “Submit No Offer” to start the 

submission.  
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Step 3 – Please read the T&C and tick the checkbox “I/We have read, understood and agreed to all of the above terms and 

conditions.” to acknowledge the T&C. Input the Validation characters generated by the System in the spaces provided 

and click “Next”. 

  

 

  



e-Tendering System (Non-works Tenders) 
 

11 
 

Step 4 – Tick the relevant checkbox to indicate the reason of submitting “No Offer” and input remarks for the reason you chose. 

Then click “Submit”. 
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Step 5 – Click “Submit” to confirm the submission. 

 

 

Step 6 – An acknowledgement will be displayed after you submitted “No Offer” successfully. Click “Print” to print out the 

acknowledgement for record. 

  

 

 




