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1. Registering on E-Tender

Registering on E-Tender is quick and easy!

To begin logging on using the E-Tender portal link, type in the company’s website address in your

preferred browser.

The following page will appear on your screen:

Log In to your account

superuser

Not a registered Store? Create an account

VIEW OUR FAQs

Select, ‘Create an account’ as shown below:

Log In to your account
superuser

? Create an account
VIEW OUR FAQs

You will be directed to the ‘Register your Organization’ page.



On this page, ensure that you read thoroughly the website’s Terms and Conditions. Upon
completion, click ‘Select to Accept’. You will not be allowed to continue registering if you

do not accept the website’s Terms and Conditions:

Register your Organization

Terms and Conditions Company Information Account Information Confirmation
Welcome to the eTenders Website of the Telecommunications Services of Trinidad and Tobago Limited (TSTT).This website shall provide the most recent information

about tendering opportunities at TSTT and shall lists, inter alia, upcoming, current and closed tendering opportunities that have been or are to be provided by TSTT.

Terms and Conditions
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Welcome to the eTenders Website of the Telecommunications Services of Trinidad and Tobago Limited (TSTT).

This website shall provide the most recent information about tendering opportunities at TSTT and shall lists, inter alia, upcoming. current and closed tendering
opportunities that have been or are to be provided by TSTT.

Register for Pre-Qualification

Upon registering to use this eTenders website, you will be given the option to receive email r
profile, are published here.

when new tender that match your self-defined

To participate in the eTenders Program you must register for pre-qualification.

Accept Terms and Conditions W/ Select To Accept

Forgot your password?

Already have an account? Login Here

After accepting the Terms and Conditions, you will be directed to the ‘Company

Information’ tab on your screen.

Here, you will be required to input basic company information in the blank fields provided as
shown below:

@-Tender

Register your Organization
Terms and Conditions Company Information Account Information Confirmation
Organization Name TestOrg 1
Organization Type ST
BIR or Tax 12345.6
Contact Number (868) 1234567
Organization Address #1 Doe Village
Point Fortin
“

Forgot your password?

Already have an account? Login Here




Once you have finished inputting your basic company data on this screen, select the ‘Account

Information’ tab, to begin entering your User account information as shown below:

Register your Organization

@Tender

Terms and Conditions Company Information Confirmation
nformation entered In this section is very important. It will DE USES Of 81 Larss on the eTender application. Some fields may not be editable once
bmitted
Full Name
E-mail
Username
Password
Confirm Password
Forgot your password? Already have an account? Login Here

Register your Organization

@-Tender

Terms and Conditions Company Information Account Information Confirmation

Information entered in this section is very important. It will be used on all transactions that occur on the eTender application

Some fields may not be editable once

submitted
Full Name John Doe
E-mail johndoe@gmail.com
Username Jdoe1
Password  uweeeses
Confir Password  wescuseee e

Upload Company Logo @ Browse ...

Forgot your password? Already have an account? Login Here

Please note that the Username and Password you enter in this section is case sensitive and

will be required to authenticate your account after registration for future entry into the system.



It is imperative that you secure this information so that no one else can have access to your
account. Also, when creating your Username, you are not to include special characters and

you are to be mindful of including extra spaces or creating hyphenated usernames.

Once you are comfortable with the information submitted in the ‘Account Information’
section, proceed to the ‘Confirmation’ tab. Here, select, ‘Register E-Tender Account’ to

complete the process.

C@-Tender

Register your Organization

Terms and Conditions Company Information Account Information Confirmation

You have successfully entered all required information needed for the creation of an eTender account. If you like to adjust any $ata, you may 5o do by returning to any
tad. Iif you are sure current information is correct you can select the button beilow to register on our databases. Thank you for choosing the eTender Online Application

Forgot your password? Already have an account? Login Here

Once your registration is successful, you will receive the following confirmation:

Success! Successful Registration. A
confirmation email was submitted to

your email address. Please review to
activate account.

Proceed to your email account and verify that you have received the confirmation email. This step
is important because if you do not activate your newly created E-Tender account, you will not be



able to access E-Tender. Be sure to check your ‘Junk Mail’ and ‘Spam’ folders if you have not

received your email.

When you get the email, select, copy the activation code and select ‘Activate Account’:

You are Almost Complete. Select Button To
Activate Account

Your Activation Code is:

OO0ab4defac6214eb5cbbbeed4ccf382cd

| Activate |

You will be directed to a screen prompting you to enter your activation code. Once it is entered
correctly, you will be prompted to log in using the credentials you entered when creating the
account.

C—Tender

Account Confirmation - Log In

Not a registered Store? Create o

Congratulations! You are now registered to conduct business on E-Tender!



2. Updating Company Details

At some point, you may need to update your company’s business details on E-Tender. These details

may include:

= FullName

= CompanyName

= Contact Information
= CompanyAddress

= Company Logo

To begin editing/updating these details, select 9 a5 shown below:

@Tender . :

ome > Dashboard
TOTAL RFPS 0 Hil
L res1 0 20150442 '
TestOrg 1 u NEW MESSAGES LAST
@ @ 486 In your mailbox Deces
[ ]
List of All RFPs
7] RFP Options
w 0 entries
(7} Tender Options Show | 10 =
D REF Tender Date Is|
& Questions
248 CSERV312 Request For Proposal - Pre-Qualification And Tende. 2014-0
249 CSERV313 Request For Proposal - Pre-Qualification And Tende. 2014-0
250 CSERV314 Request For Proposal - Pre-Qualification And Tende... 2014-0,
251 CSERV31S Request For Propasal - Pre-Qualification And Tende... 2014-0
252 Fin316 PRE-QUALIFICATION AND TENDER FOR THE SUPPLY OF CON._ 2014-0
%3 Fnd? Pre-qualification and Tender for the Supply Of Tel... 20140




You will be directed to the following screen:

Eender :
@ Profile

TOTAL RFPS

0 Histo
486 e O wea

=

Test Org 1

Account Information
Status
.
° .
® £ P Message Us

Select, ‘Edit Business’ to begin the process of editing your company details:

E1ender

@ Profile
0 History 1041am
486 DG v wessaces @ ST Loan A
o = W e N -

I - I —
O Message Us

TestOrgt




You will be directed to the page shown below. Proceed to enter your updated company
details. When you are finished, select ‘Send’:

@© Business Details

TOTAL RFPS 0

Histo
486 ! NEWM‘ESV«GM @ I‘A?H.O(,N:y

Edit Business Details

&8 ogo Upload

fose Fin

You can also upload and update your Company logo on this page as well. On the same page
entitled ‘Business Details’, upload and update your logo by selecting ‘Choose File’. When

you are finished, select, ‘Send’:

Eroncer R

@ Business Details

Hv)m RFPS 0 History 10' 1 am @
486 ! NEW M.tmr,ss @ I‘A?V x‘ouw Frday Aol 12, 2010
L]
v . illll Edit Business Details
v o oy N & Logo Upload
( Tendens ) ( © Questions ) Fp———
. - o
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@® Preferences

@I Testg1 (@ TOTAL INACTIVE 0

th RFP Options

th Tender Options

B Questions

20 Y

lII| -

ders

] ( © Question Edit Preferences

When you are finished selecting your preferences, select,

© Preferences
L 0

Select Your Preferences

@l Test 01 (@ TOTAL INACTIVE 0

] RFP Options

€h Tender Options

& Questions

309 ! NEW MESSAGES

I your mailbos

‘Update Preferences’ as shown below:

A III| -

[B Tenders

] ( © Questions Edit Preferences

Select Your Preferences
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4. Changing your Password

At some point, you may need to update your password details on E-Tender. To do this, select

=4 as shown below:

 Conder

‘ TOTAVLgRFPS
@ TestOrg 1 @ 486

] RFP Options

] Tender Options

Questions

Select, ‘Edit Password’:

STender ‘

® Account Password

0 H
! NEW MESSAGES @ LA!

History

LAST LOGIN

1228 pm ®

O]

Feiday, Apeil 12,

TOTAL ACTIVE 0
3 z NLWM‘E?SAGES
L
CEme ) oo )
B Ieelotence ']
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Enter your old password and your updated password details in the fields as shown below. Upon
completion, select ‘Send”’.

oo

@© Account Password

TOTAL ACTIVE 0

History
a NEW MESSAGES @ LAST LOGIN

3
L
¢ B Tenders

It is important that you remember your new password and that it is case sensitive. Failure to

remember your new password will result in your inability to successfully access to E-Tender.

14



5. Using the Message Portal
If there are any queries or concerns regarding the use of E-Tender, there is a message portal

available for your use.

To send a message via the message portal, select &4 as shown below:

| Conder I——

TOTAL RFPS 0

. H
486 ! NEW M.ESSAGES @ EA

You will be directed to the ‘Profile’ page as shown below. Use the available fields under
‘Message Us’ to write and submit your message. When you are finished entering your

query/question, select ‘Send’:

ETonder

0 History 12:47 m ©

3
C o= ) C o

@ Profile
)

15



6. Submitting Queries regarding Live Tenders

If there are any queries or concerns regarding a live/open tender on e-Tender, there is a message
portal available for this purpose.

To submit a query regarding a live tender, select ‘Questions’ and select ‘Compose New Query’

as shown below:

¢ C @ fechetenderworldtt/indexphp % 0:

@-Tender

U nim Lorporauon
i =

) RFxOptions

@) Tender Options

TOTAL RFPS

2020-04-16

2

List of All RFPs

0 History
! NEW MESSAGES @ LAST LOGIN
In your mailbox April 16,2020, 10:36 pm

Date Issued Expiration Status  +  Type

® Questions

Sent

@) Registration Portal

The following page will appear. Proceed to fill out the respective fields and once complete, select

‘Send Message’ as shown below:

16



To view responses to queries submitted after being notified via email, select ‘Questions’ and

select ‘Inbox’ as shown below:

« B Q :

s 8

TOTAL RFPS
2020-04-16 o

History
! NEW MESSAGES LAST LOGIN

P — @ 2 In your mailbox April 16,2020,10:36 prn
( ) [ ]
List of All RFPs

RFx Options

entries Search:

Tender Options

Questions

Registration Portal

You will be directed to the following page:

<« C @ fcbetenderworldit/index.php?p=13 Q

0 Histo
a NEW MESSAGES @ LAST LOGIV\I:y

G Inbox

Questons
FIN201604081020

Registration Portal v 11201604404519

Select the response to the respective tender you would like to view and then select ‘Click Here

To View Admin Response’ as shown blow:

17



M Inbox (1) - kmeeollin@tstt.cott - X M eTender Application x [

€ C @ fcbetenderworld.tt/indexphp?p=15&mail=2

S ender

0 History
a NEW MESSAGES @ LAST LOGIN
In your mailbox April 16, 2020, 10:36 pm

RFx Options
jr 2020, 8:19 pm - Admin Response
Tender Options

Questions

Registration Portal

SUBJECT

Date

Please not that below you will be able to see the original query posted:

M Inbox (1) - kmeeollin@tsttcott- X X eTender Application x Nae ol@] ¢
< C @ fcbetenderworld.tt/indexphp?p=15&mail=2 a °

Tonder

@) Hmcoveen @) i 0 History
a NEW MESSAGES @ LAST LOGIN

Inyour mailbox April 16,2020, 10:36 pm

1 RxOptions
o view sesponse) On 16 Apr 2020, 8:19 pm - Admin Response
@) Tender Options

B Questions

@) Registration Portal

T0
SUBJECT :

Date
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3. Selecting Company Preferences

Selecting Preferences are an important step in completing your Company profile.

Preferences are general categories of work of interest to your Company. In order to receive email
notifications of public tenders on these preferences, select, ‘Preferences’ on the ‘Business

Details’ screen as shown below:

=)

—=Tender

@© Business Details

486
=) Co=)
"H

0 History
Edit Business Details

You will be directed to the screen shown below. Select the drop down arrow and all available
preferences will appear. Feel free to select multiple preferences of goods and/or services that your

Company may be interested in and would like to receive notifications for.
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