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I. FROM ETENDERS TO EU PUBLICATION
— THE BIG PICTURE
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THE IRISH PROCUREMENT SYSTEM EXPLAINED

The Public Procurement rules are set out in EU Directives which are transposed into
national legislation and apply to tenders for public contracts whose monetary value
exceeds the EU threshold.

* The three principal Directives are: Directive 2014 /24 /EU on Public Procurement; Directive 2014 /25 on

Procurement by Entities Operating in the Water, Energy, Transport and Postal Services Sectors; Directive
2014/23/EU on the Award of Concession Contracts.

* Directive 2009/81 /EC applies for contracts in the fields of defence and security.

For tenders of a lower value which exceeds the national threshold, national rules apply.
However, National rules must respect the general principles of EU law.

For guidelines, circulars and announcements, see the Office of Government Procurement’s website:

https://www.gov.ie/en/organisation/office-of-government-procurement/
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HOW DOES THE STATE BUY?

* The state buys one off contracts
* Smaller contracts follow quotations procedures

* Larger contracts follow one of the tendering procedures

OR

* It establishes formal arrangements for known projected expenditure such as
supplier Framework Agreements, Dynamic Purchasing Systems and Qualification
Systems (under the Utilities Directive).

* These are two-stage processes:
* Suppliers must first qualify for a place on the arrangements.

* Individual contracts are awarded via mini-competitions, direct drawdown etc.




SUPPLIER FRAMEWORKS AND DPS
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OGP Led Categories

Sector Led Categories

Professional Services

Facilities Management and Maintenance
Utilities

ICT and Office Equipment

Marketing, Print and Stationery

Travel and HR Services

Fleet and Plant

Managed Services

Local Government
* Minor Building Works & Civils
* Plant Hire

Health

* Medical Professional Services

* Medical and Diagnostic Equipment and
Supplies

* Medical, Surgical and Pharmaceutical
Supplies

Defence
* Defence and Security

Education
* Veterinary and Agriculture
* Laboratory, Diagnostics and Equipment
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THRESHOLDS

All contracts for goods and services must be advertised on eTenders where the
contract value >= €50,000 (ex. VAT);

All contracts for works must be advertised on eTenders where the contract value

>= €200,000 (ex. VAT);

All contracts for works-related services must be advertised on eTenders where
the contract value >= €50,000 (ex. of VAT);

Large contracts also get advertised across the EU via the OJEU (ted.europa.eu)

Buyers must publish a Contract Award Notice for all Awards over €25,000 on
eTenders.
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NATIONAL PROCUREMENT GUIDELINES — GOODS AND SERVICES

Less than €5,000 €5,000 - €50,000 €50,000 — EU thresholds

Direct Invitation - Obtain verbal or written quotes Buyers have 3 options — More Formal Process - draw up tender documents
from at least one supplier. | ooy - oM = R of=tel il eeqatel g M (1atel U e Tis M using Open Procedure and publish Contract Notice

by email) that were sent to at least three on eTenders

suppliers.

Responses to at least three quotations

obtained using the electronic request for

quotes facility on eTenders.

A more formal tendering process by

rtising

adv n eTenders.
Select the lowest price/most suitable Evaluate offers objectively against specified Set basis for award (MEAT)
reguirements (using a scoring sheet
Select most suitable offer (lowest price or MEAT) Agree weighting of Award Criteria
Advise all tenderers on the award of the contract Advertise on eTenders using an Open Procedure

Evaluate tenders using weighted criteria sheet

Select highest scoring tender
Award contract
Debrief unsuccessful tenderers
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NATIONAL PROCUREMENT GUIDELINES - WORKS

Works

Less than €200,000 Over €200,000

Direct Invitation - Seek a minimum of 5 Written Open Procedure recommended - Publish Contract
Tenders from interested and competent contractors Notice on eTenders

Works Related Services

Less than €50,000 €50,000 — EU thresholds

Direct Invitation - Seek a minimum of 5 Written Open Procedure recommended - Publish Contract
Tenders from interested and competent consultants. Notice on eTenders
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EU PROCUREMENT THRESHOLDS (JAN 2026)

Supplies, Services &
Design Contracts

Central Government €140,000 €5,404,000

Other public sector authorities €216,000 €5,404,000

Light touch regime

- social and other specific services listed
in Annex XV of the EU Directive €750,000
2014/24/EU

Utilities €432,000 €5,404,000




TENDERING PROCESS

Open - single stage procedure .
anybody can apply to

Restricted — a two stage process
where bidders pre-qualify and only
those that pre-quality (a minimum of
five) are issued to tender documents.

Competitive Dialogue— used where
Open/Restricted has failed and/or
complex requirements - Provides more
flexibility in the process

Negotiated without notice —used
where open /restricted processes have
failed or meets a particular
exceptional rule RFT issued and
responses form basis of negotiation.
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Competitive procedure with
negotiation — a two stage process that
involves stages and phases of
negotiation until a preferred solution is
identified. Specific clauses dictate
when it can be used.

Innovation partnerships — similar to
the above but for experimental
contracts and has a specific emphasis
on the R&D / experimental side of
procurement for the public sector.
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SERVICES AND GOODS — OGP’S WEBSITE

https: / /www.gov.ie /en /organisation/
office-of-government-procurement /

Procurement Policy — Goods and
Services contains:

* Public Procurement Guidelines for
Goods and Services

* Template tender documents and
letters
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WORKS — CWMF WEBSITE

https:/ /constructionprocurement.gov.ie /capital-works-management-framework /

. CWMEF pillars
* Public Procurement for Works uses the |

Cq p“-ql Works quqgemenf i o e o2 Lo, NLALiA T ) Pt TR LR Ll Y L
Framework (CWMF):
Fillar 1: Public Works Contracts

The CWMF Consists Of q SUite of besf P vl | gy g by Poaliin Wb el mi B Cablleae " F T ruler bran ol vale L leddes aeul g Lad el B ahed orers
practice guidance, standard contracts

R Fillar 2: Standard Conditions of Engagement
and generic template documents.

Ay tdrticen Fiuie

There are 11 different contract types, | - -
. . Pillar 3: Cost Planning Control & Suitabiliby Assessment
each with their own process Ll R e S R e

Pillar 4; Guidance

Pl 4 OF e T} oempighy,

TR
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HOW ETENDERS, THE EU PORTAL (TED) AND EFORMS FIT TOGETHER

* For Irish contracting authorities, eTenders is the national procurement platform
used to create, manage and publish competitions.

For above-threshold procurements, the notice information entered by the buyer is
captured through eForms, which are the EU standard digital forms for public
procurement notices.

Once completed and validated, the notice is transmitted for EU-level publication
on TED, which is the EU’s online portal for notices published in the Supplement to
the Official Journal of the EU.



https://www.etenders.gov.ie/epps/home.do
https://single-market-economy.ec.europa.eu/single-market/public-procurement/digital-procurement/eforms_en.com
https://ted.europa.eu/en/.com
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WHAT EACH PLATFORM DOES

* elenders - The Irish national tendering website. It is used by contracting
authorities to set up competitions, upload tender documents, manage
clarifications, receive submissions and publish national notices. The ETB training
material also treats eTenders as the practical platform used for running the
tender process from set-up through to award notices

eForms - The structured EU notice format. eForms are digital standard forms used
by public buyers to publish procurement notices on TED. They standardise the
data that must be provided for EU-level publication.

* TED - Tenders Electronic Daily. This is the EU-level publication portal for public
procurement notices from across Europe and contains active notices published in
the Supplement to the Official Journal of the EU
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PRACTICAL COMPLIANCE POINTS FOR BUYERS

1.

2
3
4.
5

Buyers need to understand the connection between the systems because errors entered
at eTenders / eForms stage can carry through to the EU notice.

Key practical risks include:
Incorrect or incomplete organisation details, which may prevent notices being published.
Wrong CPV codes, which can affect the type of workflow and notice being generated.
Incorrect NUTS region details, particularly where eForms requires NUTS Level 3 information.
Late, incorrect or missing Contract Award Notices.

Treating eTenders publication and EU publication as separate tasks, rather than one connected
compliance workflow.



2. ETENDERS IN PRACTICE — RECENT
UPDATES & SMARTER USE



@ CMG Training
The Irish Institute of Professional Education

KEY DRIVERS FOR NEW PLATFORM

The European Court of Auditors (2023) revealed a 40% drop in bids since the
new directives came in across the EU.

Ireland still had a lot of non-competitive tenders and direct awards.

Circular 05 /23 aligns with the new platform requiring tenders run offline publish
award notices in the new system

Award notices are required over 25k

A simplified procedure is built in for quotations below 50k/200k
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KEY DRIVERS FOR NEW PLATFORM

* Functionality exists for multi-stage tender processes
* Functionality exists for DPS and mini-competitions to be used

* Functionality exists for frameworks and QS also
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SOME ISSUES WITH THE NEW PLATFORM

The new platform offers a lot of functionality. Unfortunately, this comes at a price. The new
platform is complex and users are reporting a steep learning curve.

A large number of bugs have been reported and there are ongoing changes and updates. There
have been a number of major revisions:another one is immenent.

Details of the revisions are set out the ‘Important News’ and ‘Latest News’ sections of the
Etenders home page and also in the ‘Release Notes’ sections:

* Guidance Videos and Short User Guides — These are usually the most up to date support. Read
the information provided in the news section alongside these guides for details of changes.

* Older Manuals — Older manuals are still available (but are out of date) — users should note the
publication date when referring to them.
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SOME ISSUES WITH THE NEW PLATFORM e pissions jis el oo
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SOME ISSUES WITH THE NEW PLATFORM

* Supplier registration — Many suppliers have not registered on eTenders yet. Their core
details were ported over from the legacy (pre-2023) platform but they have not
completed their profile, re-registered and configured their profile to receive alerts.
There is therefore a call to action for Buyers if you want to receive competitive interest.
You will satisfy transparency requirements by publishing the CfT but you may still need
to reach out to potential suppliers to draw their attention to the tender. Please note, a
PIN or a market consultation run online will not solve this issue. This is a network effect
issue. The power of the e-tender supplier community only works well when everybody
that is potentially interested, is activated.

* Buyer registration — You need to make sure your organisation details are fully

complete. If they are not fully complete, you will not be able to publish contract notices
and contract award notices.
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SOME ISSUES WITH THE NEW PLATFORM

* Common Procurement Vocabulary and workflow — The CPV code you select will drive
whether you can run a works or a goods/services tender. There are a wide number of
areas that are at the intersection of works and goods /services. Examples might include
boiler replacements or upgrades. Depending on the CPV selected, you will be forced to
select either works or goods/services. This can then have an impact on the forms you
use. If it's a works process because the system is pre-configured this way, you may need
to use the CWMF suite of documents. Similarly, you may have used CWMF documents
previously but may need to move to services or goods documents.

* Configuring Workspaces — When configuring workspaces, there have been issues
reported with Radio buttons switching between ‘Yes’ and ‘No’ selections. In addition, not
all mandatory fields are identified with * .




3. RUNNING A TENDER ON ETENDERS —
STEP BY STEP
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1. Search Function
2. Link to screen of live /
historic tenders

ETEN DER HO MEPAGE 3. English / Gaeilge options

4. Login button

ETE |1der5
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ETEN DER HOMEPAGE 1. Additional links in footer
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ETE N D ER LO G I N Firstlogin for a new Contracting Auhtority

BOV.i¢

eTenders

el 1 Wt sorad Tendprong Byabaiin

—
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ETENDER LOGIN — USERS OF OLD SYSTEM

Oifig um Sholathar Rialtais
Office of Government Procun

Homepage About UserGuides Help ContactUs

1: Select forgot your password
and enter your email /
O username

Username:

Password:

@ Forgot your password?

For security reasons, please log out and exit your web browser when you
are done accessing services that require authentication!

©European Dynamics




ETENDER LOGIN — USERS OF OLD SYSTEM

J e
@ TN a o L et P v ——t

Foegot your password?
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1: Enter your ‘Old Username’ as it was formatted
on the old platform
2: Click ‘RETRIEVE'. Your new Username will

appear in the 'Username’ data field.

Please note: The format of the new username
removes or changes certain characters from the
‘Old Username’ due to enhanced security
requirements.

3: Click 'SEND’




ETENDER LOGIN — USERS OF OLD SYSTEM
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You will receive an email with a link
and a registration transaction
number, when you click on the link
you will see the screen below (Figure
2), where you can enter the
following:

- Your new Password

- Confirm your new Password

- Your registration transaction number
and click ‘FINISH’
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ET E N D E RS |_0 G I N Select the login button top

right of screen

Q Advanced search @ Latest CITs

Click Here

Figure 3: Login button
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ETENDERS LOGIN

Enter username & password

user credentials
input area

D Faipol youl plidwond?

For gecurity ressons, plesss log out and exf] your web broerser wihen you
e A BiCE e ferid it Bhil]l iegeare SuRhedihlalion!
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ETENDERS LOGIN

Edit and complete your user
profile

Q EN ~ e konstantina kas, CAPC *

KONSIantina xas, Ministry or

_ i,
Last login on:

24/04/2023 -09:14:36

& Business Intelligence for statistics and reporting

Click Here

& My Workareas

* Log out
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ETENDERS LOGIN

Add contact details, location
and select role. Save profile.

ﬁ i o Gaimbemrrast PvoacLorePvasml i - 9 gl ek iy TRPCA -

OFT Crwmiicer: = OFT Mimmageessnd - CA sdmincwrion -~ Coll of Bequiesrsenn ~ Prérsnary market coraulators =
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DIFFERENT ROLES WITHIN A CA

@ Of;KcolC-;Jw;v;lmt h’o(wwm
All CA personnel that you add to your eTenders
CA Motces account have to be assigned to one of these roles

|

CAPC  Contracting Authority Highest level — access to everything
Procurement Coordinator and control of everything

CAPCA Contracting Authority Next level, access and control over
Assign Roles by clicking on ‘User Procurement Coordinator everything except for approvals for
Management’ in CA administration Assistant users and groups

section
Contracting Authority Limited, tender specific rights

Procurement Officer
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DIFFERENT OPTIONS / WORKFLOWS  corocrrcrestionso

Difig um Sholathar F
Office of Governmer

-"':L:":; CfT Creation = GfT Mang

Create New CIT

Setup a DPS

Setupa Qs

Manual CfT data entry
Manual DPS data entry
Manual QS data entry
View Work Requests

Template Structures

QS
Manual
Work requests

Template
structures

configure and publish a new
Request for Tender / Quote.

Task Explained

All Calls For Tender

Dynamic Purchasing System

Qualification System (Utilities)

Input Single Contract or DPS of QS after an offline process
Approvals for you to accept / reject

Templates that can be used to make processes efficient
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CFT WORKFLOW (SUMMARY)

Fu '- Express Some elements of this end-to-end CfT
Interest
 — ' workflow can be managed offline —
' i . i.e. outside of eTenders
Tender Submission Deadline

l/l
J
y /

! Unlock Upload Prepare Questicas &
\ Tenders Tender Tender Rasponses

\

Post-Standsdll \
Ranking of Awarding
Companies y /

\ Publsh
) ) Awwd
Notice

;,\
y

Contract ’ Contract
Monitoring’, - Document

)
\
——




CFT PROCEDURES
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Workflows are tailored to CfT/RFT Procedures
defined in EU Directives and National Guidelines

Type of Procedure I

2014/24/EU (Classic)

2014/25/EU (Utilities)

2014/23/EU
(Concession)

2009/81/EC (Defence)

(None)

Open

Accelerated open

Restricted

Accelerated restricted
Competitive with negotiation

Open
Restricted
Negotiated with prior call for tender

Open
Restricted

Restricted
Accelerated restricted
Negotiated with publication

Simplified

Accelerated competitive with negotiation
Negotiated without prior publication
Competitive dialogue

Innovation Partnership

Negotiated without prior call for tender
Competitive dialogue
Innovation Partnership

Involving negotiations

Accelerated negotiated with publication
Negotiated without prior publication
Competitive dialogue
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CFT TASKS

Workflow tasks are associated with roles/officers allocated to a CfT.

* Access your Task List by clicking on the Home icon
T e

Task List

PR T T S,

- Rl A S B
o ey v b e e oy i

R B S S B
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CFT TASKS

E T e

Warning:
1. This menu

Yirm CIT Wexkazacs
changes

T m———————————" according to
workflow
progress and
user role on a

CfT.

A user’s tasks
are not always
accessible
through this
menu.

Workflow tasks may also be accessed from within a CfT Workspace.

* Access Tasks clicking on the ‘Show CfT Menu’
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Go to CFT Creation to

configure and select ‘Create
New CfT’
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Select the process and the Greate GIT Workspace
classic procurement directive iy s

Frm

DIFFERENT
OPTIONS |
WORKFLOWS

Put in your contact details
Select CPV codes

Award lots / in one go S

Put in estimated budget
(internal and external)




Select the right options to
calibrate the workflow

DIFFERENT

OPTIONS |
WORKFLOWS

Enter key dates as these
drive workflow, ensure
compliance
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FINALISE CFT CORE INFORMATION

Important Note: Although you’ve just created the CfT Workspace, you need to review the
information in it and finalise it before proceeding. Go to your task List and click ‘Finalise CfT Core
Information’. Review the form you just filled out and click ‘Save Changes’

Office of Government Procurement

Task List

10 v Results Per page | Displaying: 1-10 | 51 results in total

334624 Finalise CIT Core Draft

Indormation

CIT Creation * CIT Management * CA administration * Coll of Reguirements * Preliminary market *

Deadiine «~

No deadling is ass
with this 1ask

No deadline i5 ass

with this 1ask
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10:15:57 GMT

QC Pagel~* > »

Estimated
Value <~

ociated 20,200

oclated
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8 Sinow CfT Manu -

G cosm-lafosmgiion
T (Associaied officers
person PO/ESR plus other roles can open & evaluate POVES GecTaration responses
CIT docursaris
Warkficw

Restricted area
Marinl restification

Auditing repors

You can select higher combinations of roles so a single

PO /TC Procurement Officer Tender Coordinators (at least 1 user)

R 0 L ES PO/OS Procurement Officer Opening Staff (at least 1 user)

PO/ES and Procurement Officer Evaluating staff (max 30 users)

PO /ESR This is the Lead Tenderer role and must always be allocated

Evaluator Users, either ES or ESR, are added as “Candidate” since they will have to
accept the code of conduct and confirm there is no conflict of interest for them to
evaluate the tenders (Declare Conflict of Interest) for that opportunity, and only after
that declaration they may be fully involved with the evaluation.




(Q CMG Training

The Irish Institute of Professional Education

Associated Officers

CFT: DV 322/534 TEST - ROADS - HIGHWAY TRAFFIC LIGHTS MAINTENANCE (STATUS: TENDER
SUBMISSION) MY CFT ROLE 1S: PO/TC +P0/05 +PO/ESR ACCEPTED

[10  ~ | Results Per page | Displaying all 3 matches. m

First Name av
Stawros

Giorgos

Eva

Last Mame v Role Status Actions

Antaniou POyTC + POSOS + POESR Accepted (7 Disassociate | Replace Evaluator

Wlachos PO/ES Candidate w| O | Disassociate | Replace Evaluator
Mtinou PO/OS W The candidacy is pending user's acceptance.

ADD PO/ES GROUP ADD PO/ES USERS ADD PO/ESR USERS ADD PO/OS USERS ADD POYTC USERS

I8 Show CIT Meu =

CIT core indesmmaiian
Assooizled officss

POSES declaralion responied
CIT documanis

irderesied Suppliors

Tenders

Raniing

Gffline evaluation results
WorkNow

Reatriched anea




@ CMG Training
The Irish Institute of Professional Education

Remember!
If you have tasks, you will find them
on your homepage. The task list shows
up automatically.
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CFT WORKFLOW (A REMINDER)

N

ﬁ'" \ . Express
. Interest
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Tender Submission Deadline
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! Upload Propare Questions & |
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CONFIGURE WORKFLOW

Define Call for Tender Workflow

GFT; 65 855 ek BESa - wd L Wb RAsHH L [STATURS: [HRAFT) MY CFT BO0LE IS POVTE «POAESH m

Tiep ek Pl mrmwnge Sl that PO TC 1o didina et iy IERAT Wit B0 e e tivibed o oo (1T Plegss ol 5 tha Indnamegiand a0 rebrl 10 Pmc 1 Rpdaen, 13-
b i Bhuf £TR DRl

Pl revis Tl ooy defresd, B CI T werbllow confepurs@ion. pan e kg be allered

EET ALL DiLRE

Stapa

Ewfre wrader eruchoy |wrad sw e orriend |

Scibrndl wrd Dipars Lireiern
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B S CfT Manu =

GIT core infarmmation
T Associsied offcers
PO/ES desclaration respordss

Miarual relileation
Auditing repors

Unless you want to do everything
online, select offline, online, offline.
This will reflect how most CA’s used

the old e-tenders system.

Fleps

Dl Tender strociune (and awanding criteria)
Salreil Bnd Open Endiss

Ak shines

Ny owon

LIk

[ cowce [ omwecrrwommon”
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CONFIGURE WORKFLOW wners £ ere

not required tfo
Recommended respond to
for online ESPDs criteria online

(apart from
uploading files)

Scenariol Scenario2 Scenario3 Scenario 4 Scenario 5 Scenario 6
Notification Online Online Online Online Offline
Tendering Online Offline Offline Online Online
Evaluation Online Online Offline Offline Offline

Tendering offline is an option but it is not recommended. From the point of view of national
policy, offline tendering is used in extraordinary circumstances like when a new tendering
engine is being procured (this latest process to source this new platform was done by email).

We will continue to configure the CfT in this example in line with Scenario 5. However, we

shall look at how to configure a CfT for Online Evaluations (and Online eESPDs) in section 7.
Online Evaluations.
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COFIGURE WORKFLOW - ADDING DOCUMENTS

View CfT Workspace

bt em s+ (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR o i

T core information
EXPORT CFT INFORMATEDN EDIT CFT WORFSPALE DELETE Associaled oficers

I CIT documents
TEMDER SLIBRISSI0N DEADLINE IN Whark Mo
| DAY S HOURS]

Resinchiod anea
Scheduled jobs

5 LATLES Wi Temder Sanaciu
WUMIEEE OF TEMDERS SUDMITTED PRGN

Manual notihcation v
€ ¥

HAME OF COMTRACTING AUTHORITY

TITLE

CFT T LHIOUE 1D

o o PETATUS: DEATT] WY CFT BOLE B POVTD <POGTSH m
Select CFT documents

S CORTRELT DO T

9w BRI g | Dk il 4 Paict m
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COFIGURE WORKFLOW - ADDING DOCUMENTS

Modices Coniraet Deciments l

ADD CONTHACT DOCUMENT

Tithe- =

Metaorirmiom Charmcters: 50000,

Altachment: * Hetus:
C Daal 1 Firal

Complete form and upload
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CONFIGURE WORKFLOW - ADDING DOCUMENTS

CONTRACT: AH 908,213 DF - ROADS AND RIVERS - RAINING STRUCTURES (STATUS: CURRENT) m

SO0 CONTRACT COCUMENT

Tk =

Ty

Dncrpieey

Click Here

Load Fom tesslebs by Mew Dec

/

Criteria can be added in the various envelopes
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CONFIGURE WORKFLOW — CREATE CONTRACT
NOTICE

* THE FINAL TASK

* In order to publish your CFT on eTenders so that its publicly accessible, you must create
and publish a Contract Notice, this is described in the next section” ‘Publishing a
Contract Notice’

Note: Some CFTs are private. That is, they are only shared with a small number of selected
potential tenderers. An example of a private competition is a ‘Simplified Procedure’. Private
competitions like this will require the use of Invitations in order to share them with your
chosen tenderers. Invitations are described in the ‘Simplified Procedure’ section.




Publishing a Contract Notice
Part A. Preliminaries



PRELIMINARIES

A CFT is published when a Contract Notice is created
and published on etenders.

Contract Notices, and other forms such as Contract
Award Notices, are created and edited using a tool called
eForms.

eTenders provides users with well organised guidance
videos for using the eForms tool.

From your Home Page, you can see a link at the top of
the screen to ‘Guidance Videos’

These videos are kept reasonably up to date, but
sometimes minor changes are made to the system that
are not captured inthe videos.

* Check the News Section to see if there have been any
recent updates to the system —if there are, any
deviations from the videos will be described in a PDF
document

gﬂ‘u’.i(’ ¢ '

CfT Crpation ~ O Wasdsemen] ~

GPP Criteria Search

Task List

Ko results Tound

LA BSTE~”_aron *

gov.ie |

EERT AL Tod AL ey

i QTR ETANTID
i THONBIR CRATRN
v DT SRS T
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PUBLISH CFT - CREATE CONTRACT NOTICE

View CfT Workspace

First, select ‘CfT documents’
from the ‘Show CfT Menu’

“~ (STATUS: DRAFT) MY CFT ROLE I5: PO/TC +POVESR

Cf7 core miormaton

EXPORT CF T INFORMATION COAT CF Y O SPaly SLLETE Assocaied ofcery
Workflow
ReeTicted sree
Schedted L0t

\TA View Tender St

NULBER OF TENDERS SLAMTTED

' ()

\
Y Owation = CTY Vrwgersest = CA somsisrwion * Gl of Segueemerts = Py st ~
FTCALNON &

Q 1wy e Gomghe Tveme
Notice & Tender Documents =
o . AVALABLE NOTICES FOSMS

Noteoe Type

CFT *CALL FOR TENOER FOR THE PROVISION OF CARS AND

Second, click on the
‘Notices’ tab and
select ‘CREATE
NOTICE (EFORMS)’




CREATE CONTRACT NOTICE

Notice & Tender Documents

EFF SCALL TOR TEADEN FON Tal PROVERION OF CARS AMND

In the ‘Notice Type’ field, select one of
the contract notice templates and click
‘Create’ to begin populating fields

You will first need to choose the Contract Notice

type. These are available from a drop-down menu
and are categorised by EU Directive and the type

of regime.

For an Open Procedure, most users will be using

the ‘General Directive, standard regime’.

If the Estimated Contract Value of your
competition is above the EU tendering
threshold (or if it is of interest to international
suppliers), your contract notice must also be
published on the EU’s TED website (the website
for the OIJEU), choose ‘Contract Notice -
general directive, standard regime’.

If you do not want your notice published on
TED (e.g. where the competition is below the EU
tendering threshold), choose ‘National Below
Threshold Contract Notice — general directive,
standard regime (No TED publication).

Refer to the eTenders User Guidance section for

more details on Contract Notices.
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EDITING EFORMS NOTICES - TIPS

COMPLETION

* The sections that need to be completed will be on the }
left and the eForm can only be validated through 100%

completion of each section Metadata

Until the eForm is validated it is saved as a Draft. This

form saves itself automatically as you proceed through it. .| Contracting party and service

. , , provider
Exiting the eForm at any stage before full completion will

mean all changes up to that point that have not been

%) Procedure
validated, but the will be saved as a draft.

| Part

¢} Organisations

Y




EDITING EFORMS NOTI

© * Contracting party snd service provider JGR-Buyer|

Suyer [GR-Contracangluthority]

© O Buyer [GR-CootractingAuthority)

O * Buyer |GR-Contractinghetharity Buper)

1. Update sections that are not
100% complete. Click on a section to
update it.

S

2. An element you need to update is marked by a red ball.
You have to complete the mandatory fields contained in
these elements before you can move on.

3. Mandatory
fields that need to
be completed are

il
s

Service provider [GR-Procedure-SProvider]

e wmm

marked with a
red asterisk *.

ey

5. Any element you do not need to update is marked by a green
ball. You can safely ignore these parts of the form and move on,
even if they have blank fields.

Do not delete unused fields as this will cause validation errors.

4. Clicking the 'plus’ duplicates an element.
Useful in the ‘Procedure’ section if you want to
add CPV codes, and for Standalone CANs - but
as a rule only use unless you’re certain you need
to duplicate a field as it may cause errors
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EDITING EFORMS NOTICES - TIPS

Within some sections there may be more than one tab to be completed, you will find them at the top
of the screen when you click into a section that contains them.

* A tab is marked with a red ball if it is missing information in mandatory fields
* A tab is marked with a green ball if it is good to go on for validation

Procedure [GR-Procedure]

% Purpose [GR-Procedure-Purpos Procedure [GR-Procedure-Procedure-subsection] @
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VALIDATE CONTRACT NOTICE-TIPS

Once you have achieved 100% completion for each COMPLETIOR

=N
section you can begin the validation process (100°

To Validate go to icon on right side of page and Metadata

select Validate . =
Contracting party and service

rovider
Note: If you try to validate without competing each x

section, you will get Validation errors.




VALIDATE CONTRACT NOTICE-TIPS

Validation Results will appear as a Pop-
Up Window

If no Validation Errors occur, Close and

confirm E-Form is Validated and Saved as
Final

CMG Training

The Irish Institute of Professional Education

W
Validation Results

Valid:

Validation Date:
Download Official XML:
Download SVRL:

Q Validation successful




Publishing a Contract Notice
Part B. Creating and Editing the Notice
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STARTING A CONTRACT NOTICE

Once you have configured your CFT workflow, the ‘Publish Notice’ task
appears in your Task List. Click it.

(You can also access this task from within the CfT workspace by selecting ‘CfT Documents’ from the

‘Show CfT Menu’ button and then clicking on the ‘Notices’ tab.)
AN

GPP Criteria Search Short User Guides

Task List

s  Rewstts Per page | Displaving 14101 197 results in total

Deadlioe -~

No deadiine 5 assoCated with ths Lask

NG deadine B attociated with ths Laak
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STARTING A CONTRACT NOTICE

View CfT Workspace

You can also access this task

; from within the CfT
(STATUS: DRAFT) MY CFT ROLE 15 POVTC +POVESR

T workspace by selecting ‘CfT
EXPORT CF Y INFOMATON COAT CF Y mOic Sl CLLETE Assocaied offcery /

Documents’ from the ‘Show

Workflow

Saiiackie CfT Menu’ button.

Schedted L0t

\TA View Tender S1uchs
NULBER OF TENDERS SLAMTTED
ne

\
Y Owation = CTY Vrwgersest = CA somsisrwion * Gl of Segueemerts = Py st ~

T CA UG &

Q 1wy e Gomghe Tveme
Notice & Tender Documents =
o . AVALABLE NOTICES FOSMS

Noteoe Type

CFT *CALL FOR TENOER FOR THE PROVISION OF CARS AND

Click on the
‘Notices’ tab and
select ‘CREATE
NOTICE (EFORMS)’
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CREATE CONTRACT AWARD NOTICE

gov.ie eTenders

CfT Creation * CfT Management * CA administration = Coll. of Requirements ~ Preliminary market consultations ~

_ Select the type of Contract Notice you wish to
gov.ie eTenders oublish

O Craation * 11 Marageewct = CAsSinigtration = Coll of Reguiy

O ooy My e Oewme

Notice & Tender Documents

AVAILABLE NOTICES FORMS

Note: The options vary
depending on what type of CfT
you are running. If you are given e
the choice of more than one type —e
of CN, be aware that there’s
specific notice types for CNs that
will not be published on
TED/OJEU — they are marked

with (No TED publication) I m
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EDIT CONTRACT NOTICE

Note: There’s an identifier
or each field
(not always unique)

1. The e-Form opens on the Metadata Page Note: There’s an indicator of how much remains to be
This should be prepopulated by the system completed in each section
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EDIT CONTRACT NOTICE

Contracting Party and Service Provider-Section One

— 2. The first section is ‘Contracting Party and service
provider’.

s e e The red balls indicate that you will need to enter some
T parry wesd o o

= data here — expand the fields by clicking the ‘chevron’ ()

-ﬂtjm Baph |G Crrw miorpbanig T

symbol

e ST By Gl laiom ]

@7 Bayar |G Comtrartinghamarity By

There are two mandatory fields (marked with *) that you
need to complete:

* Choose the CA’s legal type (this e.g. is a Govt. Dept.
* Choose the CA’s primary activity
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EDIT CONTRACT AWARD NOTICE

Contracting Party and Service Provider-Section One

Once you’ve successfully completed section’s
mandatory input fields and achieved 100%, the
red balls turn into green balls and you can
| move on to next section.
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EDIT CONTRACT NOTICE

Procedure - Section Two

Fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked with a red ball)

You typically can ignore all tabs and elements marked with a green ball ( even when they contain empty fields, as they are usually optional

Proviews natice referenie [GR Pravion Notice)

B Peeviess notice rele 1GR Frevie,
D Legel badis 1GR-Proceduns- MalalegelBask]

Other bogal bacin with an ideetifior |GR Proxedure Lol sguBauinWiteD)

L Onthed legal Badks with an identfler [GR-Pracedure LocallegalladvWinniD)

Other logal bashy winh o hocmn Har [GR-Procedure LocsilegailasiwaiD]

T Ontver legel basts without & knowm Mentifier 1GR. Procedurs- Locall egaiBashNoiD)]
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We will not cover
every element marked
EDIT CONTRACT NOTICE with @ red b, bu
we’ll look at those ones
that can be a little

Procedure - Section Two: ‘Purpose’ tab tricky!

Place of Performance

Note: For any element that contains
addresses, always complete the
‘Country subdivision (NUTS)’ field
first. Doing so often changes the
status of other mandatory fields to
optional!

You need to enter the name of the
NUTS Level 3 region that your
county is located in!
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EDIT CONTRACT NOTICE

Procedure - Section Two: ‘Tendering terms’ tab

Exclusion Grounds Source (Code)
Note: The ‘source of grounds for
exclusion’ (i.e. the reasons for :
which you might exclude a tender) o er———r— -
are often set out in the RFT/CFT msermn IS I -
documents that you have written R

and uploaded to the CfT workspace. e — m_
To select these as the source for
this CfT, choose ‘Procurement

Documents’.

Procecare |GR Procedurs)

T Creae beeder \em [SR Aevadre Cremilesderion |
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EDIT CONTRACT NOTICE

Lot - Section Three

As before, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked with a red ball)

You typically can ignore all tabs and elements marked with a green ball ( even when they contain empty fields, as they are usually optional

0 Cumeriptin of e et [S8. Lok Danerigton]

0 tage of b prssasemsend JGR Cat Veap|

W0 Type of procaremant 0B Lt Byacurmmentt ppu|

P o o 1 Lo

O Pae of partesmare [OR Lot PlacaOrfPater sanis]




Training

EDIT CONTRACT NOTICE Femember: Yo vl

element marked with
a red ball here!

Lot - Section Three: ‘Tendering Process’ tab

Type of procurement

Note: The choice you make for ‘Strategic procurement
determines if you have also enter information for the
‘Environmental impact of the procurement’, ‘Details of the
Green Procurement Criteria’, ‘Social objective of the
procurement’, or ‘Innovative acquisition’ elements.

Select one of those options if they constitute the primary
focus of your competition. If you do so, the status of the
corresponding element changes from a green ball to a red
ball, and you must complete it too.

If you select ‘No strategic procurement’, this section’s status
changes to a green ball and you do not have to enter any
more information here.




Remember: We will

EDIT CONTRACT NOTICE ot cover every

element marked with
a red ball here!

Lot - Section Three: ‘Tendering terms’ tab

-

Source for Selection Criteria o
Comtracting party wad wervice

The Selection Criteria used for this ::‘;

CfT will eith be set out in the (s
RFT/CFT documents (the S re——
‘Procurement Documents’) that you
have written and uploaded to the
CfT workspace, or in an ESPD that
you have defined. Choose the one
that applies — its typically the same
as what vyou chose in the

‘Procedure’ section.

Sawre bor Lotsuvine (magrw |68 ot Lotartu s hewie towne|

I Q Bemrie b Sedes b (amea Yol Lon lwimstand “her e Saare] I
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EDIT CONTRACT NOTICE

Lot - Section Three: ‘Submission Info’ tab

Information on procurement documents
If you chose ‘Procurement Documents’ as the source
of the Selection Criteria in the ‘Tendering terms’ tab,

—
= L
1

(S

then you will need to complete the ‘Information on |[===

procurement documents’ element. This element is
very large, but there is just one field we need to [*

complete: ‘Procurement documents ID’,
(It’s the last field in the element.)

This is the identifier used in the CfT for your
documents. In OGP guidance videos, the presenter
often copies the URL from the field above (‘Address
of the procurement documents’). You can also type
in the file names for the relevant documents.
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EDIT CONTRACT NOTICE

Organisations - Section Four

There are two organisations here — the Contracting Authority and European Dynamics (who implemented etenders).

For the Contracting Authority, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and
and tabs marked with a red ball)

* You may need to complete the ‘Registration number’ field —insert a CRO number or VAT number here.

* In the ‘Address’ element you will need to complete the ‘Country subdivision (NUTS) field.

Complete this field before completing any other mandatory fields in the ‘Address’ element. Many of these will
change status once you’ve entered the NUTS region.
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EDIT CONTRACT NOTICE

Validate E-Form

Once you have achieved 100% completion for
each section you can begin the validation
process

To Validate go to icon on right side of
page and select Validate

* If you get Validation errors, these will need to be fixed
before you can finalise the form

‘Walidation Resulls
e Each validation error links back to the field in the form that

;:.o?(;ains the error — click on the yellow links to view the oo A e PRI
ie

Copmyrdonaad WAl

Once Validation is successful, select Validate —
and Save as Final. Once this is complete, you <.
can click on the red exit button.
* Your form is ready to be published!

* |f Validation is successful, Validation
Results will be ‘true’




PUBLISH CONTRACT NOTICE

Validate and Save E-Form

Once Validation is successful, select
Validate and Save as Final. Once this is
complete, you can click on the red exit
button.

*  Your form is ready to be published!

Publish E-Form

To publish your Final form, simply click on
the Publish icon (an ‘upwards arrow’) to
the right of it.

An Edit icon (a ‘circular arrow’) allows you
to revert back from ‘Final’ status to ‘Draft’
status should you want to make any last
minute changes before publication. After
you make edits, you’ll need to validate the
form again.

-3

Ovganhations |GR Os o Section|
T 7 Copisstama U8 Orpestestinns tax e
U o 4arei0s wpemipad = Pt Sati s Nal Onpemsonira|

T Oepeaetiens manmiored o e sadce KA Onpamasrices|
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MESSAGING

Once the CfT is live —a Contract Notice or an
Invitation is published, interested suppliers can
send messages seeking clarification.

The Contract Authority can also send Messages,
either to individual suppliers interested in the
competition, or via a broadcast to all interested
suppliers.

To send and receive messages, click on the ‘Show
CFT Menu’ button and select ‘Messaging’.

Note: this feature is not available while the
CfT workspace is in ‘Draft’ status. It becomes

available after you publish a Contract Notice
or issue Invitations to submit a tender.

CIT docurmanm
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MESSAGING

= i girrarmwien - Dol of Bemereren - Prelimaery macts cosali sssa

CIT. FESL ALAERES AMD PORRIDONC B SPTCTION AEPET WORKS FiiE -:I.Tni'-l.ll. TEMIER SLUBRISS0N] A CF T ROLE IS POsTC =050

Clicking on ‘Compose’ will allow you to
create a new message.




MESSAGING

CMG Training

The Irish Institute of Professional Education

Create Message

CRIATE Wi ESACT

Rty ? !

B=gy -

You can add up to two files as attachments

Broadcast defermines the recipients of your message:

* If you select ‘Yes’, the message will be seen by all Suppliers
interested in your competition.
If you select ‘“No’, you can choose the recipient(s) from a list
of those Suppliers that have expressed an interest in the
competition.
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MANAGEMENT OF EVALUATIONS

* As with other eTenders workflows, tasks must be undertaken in sequence
* Users must be assigned the appropriate roles before tasks are made visible to them
* Many tasks do not become visible to users, until a preceding task has been completed

* Evaluations may be managed online or offline

* Evaluations must be completed before the contract can be awarded (and accepted by the
winning tenderer)

Offline Evaluations will require a record of
the evaluation to be kept by the evaluation
team. This should include allocated marks
(and justification) for each criterion
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EVALUATIONS- APPLY THE EVALUATION MODEL

* Clearly define the process in the published methodology.

Clarification of Bids

* Evaluators may request clarification on incomplete or
unclear bid responses.

* Questions should be sent in writing and responses must be
documented.

= Clarifications should be shared with all relevant evaluators.

Post-Bid Submission Differentiation
* Optional final evaluation stage for bids with identical

scores.

Moderation Process

= Moderator reviews individual scores and leads a consensus
meeting.

* The purpose is to agree on a single consensus score.

* Notes should be kept of all discussions and decisions.
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EVALUATION — FINALISE THE AWARD PROCESS

FEEDBACK

Once the award decision is approved, notify both Feedback should help the bidder understand what
successful and unsuccessful bidders. they need to do to improve their scores in future.

Notify unsuccessful bidders in writing with details of the Feedback must be detailed and reflect the relative
winning bidder, scores, and evaluation specifics as per strengths and weaknesses of the tender submission.
regulations.

You should provide the name of the winning
Provide useful feedback to bidders based on tenderer and their scores.
evaluators' notes, highlighting strengths, weaknesses,

and areas for improvement. There is a general duty to disclose but it isn't at a

point that IP would be disclosed in a way that
damages a winning bidder or an underbidder.




UNLOCKING TENDERS

Task List

10 =~ |Aesufts Per page | Displaang 1-10 | 38 sesults in fokal

Tithe -~ D~  Task -~

_I S .. I

Status. +-

Hveafting Tender
Dipaning

Cycle

1

Ceadling =

@) CMG Training

30 minutes after the tenders submission
deadline passes, tenders can be unlocked

by a ‘PO/QOS’ user.

In their Task List, you will see the task
‘Unlock Tenders’. Click on the task to begin
the process.

g Cpading i3 asFocialad with

Eries Lackh
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UN LOCK I N G TEN DERS You will be presented with a list of

Tenderers received via the eTenders
submission channel. Select all those
you want to open (i.e. select all of

them).
ENVELOPE

TENDER CLOSING DEADLINE 28/04/2023 00:00:00
1
Ooutof 1
LS O TR APPROVED BY You can add tenders received offline
at this stage only. To do so, click on *
Update List with Tenders received

Economic Operator Name T/P receipt 1D T/P submission time offline’ before YOou click on ‘Submit

D _ 000002706 21/04/2023 08:36:09 Li$1' of Tenders’.

SUBMITTED LIST OF TENDERS PENDING APPROVAL BY konstantina kas

List of Tenders

ot o ecevesone | [ o oo J| Once you submit the list of tenders,

the workflow locks and you cannot
add offline tenders in.

© Pass | /. Not Pass | © Timestamping failed
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DOWNLOADING TENDER DOCUMENTS

CfT ID
CfT Title «~ v Task «~ Status -

of conduct

Test DPS Contract 20050 ‘ Accept code ‘ Draft

Evaluators must accept code of conduct, and before accessing

Estimated Assigner
Deadline -~ Value «r ar

Mo deadline is 6,000,000
associated with
this task

Tender Documents can only be downloaded

by a ‘PO/ESR’ or a ‘PO/ES’ user.

unlocked tenders, declare that they have no conflicts of interest

Following this, tender documents can be downloaded by selecting

‘Offline evaluation results’ from the ‘Show CfT Menu’

They must first complete the ‘Accept code of
Conflict’ and ‘Conflict of Interest’ tasks.
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ENSURE USERS ARE GIVEN SUFFICIENT RIGHTS

- Chrome

€ » C 23 httpsi/www.etenders.gov.lefepps/cilistAssociatedPOUsers doTresourceld=2577784

+,
m AN e (e e —
c

OF Gt *  CIT Maragenast = Th alesaton * [

CFF BIQUALT FOR MENDERS FOR A COMPLETE MOBEE FULAME TARLAS PROLASE CLIATLE i UAY0M0 MY OF ¥ S0UE I FOVTE «POO8 «FOASE ACCIF TS

1. Select ‘Associated officers’ from the Show CfT

Menu 2. A warning status will be shown until the user logs into

* Ensure the user that will manage the evaluation / the system and completes the ‘Conflicts of Interest’ task!
input results is assigned the ESR Role
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ENSURE USERS ARE GIVEN SUFFICIENT RIGHTS

Only ‘PO /ESR’
users can enter
evaluation scores
and rank tenderers
in Offline
Evaluations

1. Remember users can review outstanding tasks by
clicking on the ‘Home’ icon 2. The user must accept the declaration and then click
the Save button
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OFFLINE EVALUATION RESULTS

M 1. Choose ‘Offline evaluation results

Offine evaluation results

srunasii SO ol

Cywim 1

N v g v———a

Note: ESPDs (if used)
can be found here

2. Download Tender documents and evaluate offline

4. Indicate if tender is ‘Approved’ or ‘Rejected’
3. Enter score (integer) * Once confirmed, click Save as Final
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OFFLINE EVALUATION RESULTS

@ O 0 o Lanws vwnerd i coweserd

www.etenders.gov.ie says After inpuﬂ-ing
You are about to finalise the (offline) evaluation of tenders, Once

<Jinalised, no more amendments will be possible. PiEase click OK evaluation scores
to proceed, otherwise please click Cancel, for each tende r, the

‘PO/ESR’ user must
confirm the ranking

Offline evaluation results

e _ BT

Dy |

of the tenders.

[y Neme




After inputting evaluation scores for each tender, the

RA N K I N G ‘PO/ESR’ user must confirm the ranking of the tenders.

This task is available from the ‘PO/ESR’ user’s Task List,
or from the ‘Show CfT Menu’ you can select ‘Ranking’

ST Cuuton = OFF Maraganat = CABnrsstwion *  Cull of Sepaanais =  Molmres Sadial sossMaliuny *

CFT: REQUEST FOR TENDERS FOR A COMPLETT MOBLE PLANETARIUM PACKAGE (STATUS EVALUATION) NY CFT ROLE 15 POVTC +PO0S +POESR

CIT core mfoemetion
[, TP et 0 Ansecsst o) e oy
1t -t et 11 =44 FOTE Soi Lt i o
CIT docements

ooan ' <o et Logaey
Tenderer B Terdeny
Arerg
Tenderer A
endere T r————
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After confirming the ranking each

ANNOUNCE EVALUATION RESULTS fender,the PO/ESR' announces

the results of the evaluation.’

Qa
Nl O™t 5 Cover romart Pcnos womast
T

AT Comam + CF] aguems = Ch wimmnann = Cull of Ramarmman Pty watn swnihg—"
Task List

TE N Pl P g | Diaptapry o § mtvton

1. Go to Task List (click on the ‘Home’ icon) This task does not appear in the ‘Show CfT Menu’.
* Click on ‘Announce Evgluation Results’
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ANNOUNCE EVALUATION RESULTS

You can send
notification messages
with different
attachments for each

tenderer

s e

Tender A R

3. You can choose not to
send a notification
message to tenderers




After completing the g

‘Announce  Evaluation

Results’ task, all CFTs
END STANDSTILL PERIOD avtomarically enter
‘Standstill Period’.

www.etenders.gov.ie says Ending the standstill

You are about to manually expire the CIT standstill period, Please
click OK to proceed, otherwise please click Cancel to abort the

View CIT Workapace manual expiration. TGSk: YOou must wait Unﬁl

I i ) =™ any mandated
— standstill period has
been completed

period is a manual

before you complete
this task.

Caution: There are no
system  controls  that
prevent you from
ending the standstill
period early.

1. Go to CfT Core Information (from the ‘Show Note: This task does not appear in the ‘Show CfT Menu’.
CfT Menu’)
* Click on ‘End Standstill Period’
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POST STANDSTILL RANKING After ending the ‘Standstill Period’, the

‘PO/ESR’ must confirm that there has been no
‘ change to the outcome of the competition. To
e do this, they complete the ‘Post Standstill
Ranking‘ task.

1. Go to Task List (click on the ‘Home’ icon) Note: This task does not appear in the ‘Show CfT Menu’.
* Click on ‘Post standstill ranking’
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POST STANDSTILL RANKING

@ e www.etenders.gov.ie says
) OTOsenn * O agemees = [8 pivemeten = Ol of Repeerems = Falmmey matet consteters

You are abo e ’ )
inalised, no more amendments in the evaluation of tenders will
be possSiDiv. Phes i : T
avaluation, otherwise please click Cancel.

Ranking

CFT: REQUIST FOR TENOCRS FOR A COMPLITT MOSLE PLANETARUM PACKADE (STATUS DALUATION MY

Y L Ot (gt % W s e

1. If the Ranking is correct, then click ‘Save’
Click on OK to finalise.
2. If the Ranking is no longer correct, then click ‘Reject and The tender outcome is finalised and no
Request re-evaluation’ more changes can be made.
* The CfT workflow reverts to the beginning of the evaluation
process and a new evaluation can be recorded.
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AW A RD c 0 N T R A (T After Confirming the post standstill ranking,

the Contract can be awarded. This is the final

step required before a Contract Award Notice
can be published.

o nau"o-'tunw-_ur.s FrALLTION o T L T o308 rESE

1. Go to CfT Core Information (from the ‘Show Note: This task does not appear in the ‘Show CfT Menu’.
CfT Menu’)

* (Click on ‘Award’




AWARD CONTRACT

o L —— A —
ot & -

e b

Fuarding

OFT FAEET FoE TONDARE ru_:surm CERL LM THORE: e CF T BOLE IS, POTC o FOADE «FDVESR
1z fprma (g

Tenderer B

2. Enter the reason that the Tenderer has been
awarded the Contract
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3. Click ‘Save’, then ‘OK’ to finalise

www.ienders.gov.ie says

el e abeoat 10 Tnaliag L

conciuson ol the T, Folleawing Tinalisafaon, no smandmants il
Db ik il Pliiie CRE

penirachy, othersas ploggs clck Dol

3. Enter the Contract Value as an integer (€)




@ CMG Training
The Irish Institute of Professional Education

ACCEPTING THE CONTRACT

* The winning tenderer must now accept the contract that has been awarded to them.
There are two options:

* The successful tenderer (i.e. the successful EO) can log in to eTenders, go to their Task List
and accept the Contract Award

* A ‘PO/TC’ user from the Contracting Authority can accept the contract on the EQ’s behalf
and proceed to create a Contract Award Notice.




Online Evaluations

Part 1: Configure eTenders’ CFT for Online Evaluations
Part 2: Undertaking Online Evaluations in eTenders



PRELIMINARIES

* eTenders provides users with structured guidance for managing

online evaluations. However, its not so easy to find!

* From your Home Page, you can access support materials under
‘Short User Guides’ and ‘Complete User Guides’. Here you'll
find videos and guides that show you how to configure CfTs for,

and how to undertake, an offline evaluation.

* For online evaluations, you'll need to refer to the Contracting
Authorities Manual, available at the bottom of the ‘Short User

Guides’ screen

* The Contracting Authorities Manual has not been updated since
the new eTenders system was launched in 2023, so screen shots
and some processes will look different. However, the online

evaluation process remains largely unchanged
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Part 1: Configure eTenders’ CFT for Online
Evaluations
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CONFIGURE WORKFLOW — ONLINE NOTIFICATION-=

T Associsied offcer
PO/ES declaralion resporses

Define Call for Tender Workflow

GFT: B3 R8T ad RS W i L [STATURS: [HRAFT) MY CFT BO0LE IS POVTE «POAESH m

Top ek Pl mrmange Bl ohat PO TC 1o dlindt hat iy IERAT Wil B0 e i tivibed o shes (1T Plegse choi o tha indnamgnog
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Marual eetification
o e I eEch pdion, i3 AUdItingG repors

Pl revis Tl ooy defresd, B CI T werbllow confepurs@ion. pan e kg be allered

If you want to undertake an Online

saga Evaluation, you will need to set

Ewfre wrader eruchoy |wrad sw e orriend |

‘Notification’ to Online. You will also
Lo gpd Do bl e T L] ¢ . y .
— . need to set ‘Evaluation’ to Online
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CONFIGURE WORKFLOW — ONLINE NOTIFICATION

Remember: Setting
‘Notification’ to Online is also

If you want to undertake an
Online Evaluation, you will

need to set ‘Notification’ to necessary for online ESPDs

Online

Phase Scenario 1 Scenario . Scenario 3 Scenario 4 Scenario 5 Scenario 6

Notificationf Online Online Online Online Offline Offline

Tendering Online  Offline Oftline Online Online Offline

Evaluation Online Online aifling Offline Offline Offline
w===8 Online Evaluation

The Notification Phase is used to define Tender Structure and Award Criteria.

*  When set to OFFLINE. Tender structure and Evaluation Criteria are not defined in the online
etenders workflows. Instead, they are defined outside of etenders (offline) and described in a
RFT document that the Contracting Authority uploads to the Tender Documents Section. When

submitting tenders, EOs upload a single file.
When Set to ONLINE, the tender structure and Evaluation Criteria are defined in etenders.

When submitting tenders, EOs provide a response to each individual Evaluation Criterion and

when evaluating tenders, evaluators record the individual score for each Evaluation Criterion.
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TENDER STRUCTURE— ONLINE NOTIFICATION

1 Dornacha Fheian, TAPCA,

B 501 i G

After choosing online for the
Define Call for Tender Workflow Notification Phase (and Evaluation
Phase), you will need to configure

m the Tender Structure.

Apnocighsd] ofoary
POV declaraSon mapor

Smepa
; et From the ‘Show CfT Menu’, choose
‘Tender Structure

Tersdar Sruciurm

CFT; TEST [STATUS: DRAFT] MY CFT ROLE 1S POITC

Prarte

Durlied Divider S1TUChere | B Ewarding cfilera)
e wnd Dipaen bnadery

55y BLOIE

The Evaluation Criteria and ESPD requirements can be defined through a template or

manually. This is the workflow.
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TENDER STRUCTURE — ONLINE NOTIFICATION

Bl Serm—o— L Bs ) Dot After choosing ‘Tender
| ETCwstor = OFT Meragesers =~ CA sdmerenrrson - Coll of Seguirsmanm. = Prslrrirary rmarkst comsafatons: = o S-I-rUC-l-Ure, from The ‘Show CfT

Menu’, you have to determine
S S 1. Choose if if Evaluation Criteria will !

how many envelopes criteria

CFT; TEST ARDYE THREEEMOLD (ETATUS DRLFT) MY CFT ROLE I PITE «PONS «PITER CAMNDIDATE be diVided in‘l'o 1'Wo envelopes . .
will be packed in, and what

S T e (Technical and Financial), or one
evaluators can access each

e Tt 0 envelope. You can restrict some ,
envelope. You'll also have to

: decide if you want to add an
envelope if you don’t want them to s ESPD!

evaluators access to just one

Ter=tme mill b g’

¥ Cror | v

FHE prorn in bprader patiom ° . .
® bl awee i pees ] score certain criteria

2. You can choose to let evaluators access

3. For EU level tenders, an
ESPD must be configured.
To do this, click on “Create

ESPD Request’
Notification Phase)

evaluation criteria in any order they want (i.e
grant them Full access to the Tender Structure),
or grant them incremental access as they go
score them in order.
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After choosing ‘Create ESPD Request’,

TENDER STRUCTURE — ESPD

Eurcpean Single Precurement Decument (ESPD) must Conflgure' ESPD forms consist of

questions that Eos must answer.

Part ITE: Exclusion graunds * Some questions are mandatory — you can not
remove or alter them.

e T JEie T SO Some questions are optional — tick the box
I~ beside them if you want to include them.
Some questions have parameters and
thresholds that you can set.

Mandatory Questions

Mandatory Questions, but
for these ones you can
choose to specify a

e M T Tl LA, R O Tk TP PR L | e e T A ) Mgl Des e [k 6 [l e T [P e

3o ek cimcrwionary ko T Dondracimg Sty 0 seleci § spprooeriaie e soecific eeder proces

Threshold, Currency and

PR | P Additional Information

e 1 S Ve
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TENDER STRUCTURE — ESPD

If you elect to use an ESPD, you can

include Selection Criteria questions -

European Single Procurement Document (ESPD) you WI” not need to deflne Selec’rlon
Sorvice to 8l out and reuse the ESPD Criteria elsewhere.

Paard IV Salection criteria

Optional Questions - you
can choose which to include

Once you have selected all
the questions you wish to
include, save the ESPD form
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TENDER STRUCTURE — DEFINE EVALUATION
CRITERIA |

e [} ] . £ N
O¥fece o Covwrrremsmi Procouremeni B e P A

I Crmaccr: = 07 Weragersey - O pdmarerramon - Coll o Ssguirmreem - Prplersrary roarses comsafaiars: ~

Tender Structure

CFT TEST ARJYT THREEEMOLD CRTATUS DRAFT] MY CFT ROLE R POYTE +POAGSE +PIITRR CANCIDATT

Click ‘Next’ to define the
eligibility, technical and
financial criteria.

£z
Lo | o




TENDER STRUCTURE — DEFINE EVALUATION

CRITERIA

The tender structure provides the following tabs:
* Eligibility/Selection Criteria
* Technical Envelope
* Financial envelope.

Each tab/envelope in turn is organised in
sections and nested subsections which may
contain numerous criteria.

Tender Structure

CFT: L% Of &% VRS - mlia
+P0/EsR

¢+ (STATUS: DRAFT) MY CFT ROLE IS: PO/TC I Show CIT b

& UPLOAD EVALUATION GLIDANCE

Eligibility Citeria Techamical Fireancial

LIMPORT FROM XML EXCEL MATRIX

Weight: Threshedd: - =

| gy e | e

In each section you can add
subsections and criteria by clicking on

the blue gears icon



TENDER STRUCTURE — DEFINE EVALUATION
CRITERIA

Define Section Element
To add a new section, the user clicks on the blue

gears icon and then selects the “ADD SECTION”
option, which displays a new window where the
following information is required:

= The label of the section

* The weight of the section (the sum of all
section weights should be equal to 100).
Sections in the Eligibility Criteria do not have
associated weights for a Price/Cost
Effectiveness

Labed

Defiree e lunbacen paraenesiars

Weight

Threshald

= The scoring threshold required for succeeding
in the section.



TENDER STRUCTURE — DEFINE EVALUATION
CRITERIA

To add a new criterion, the user clicks on the
blue gears icon and then selects the “ADD
CRITERIA” option. Criteria consist of:

= The label of the criterion

Tender Structure

CFT: EXAMPLE SIMPLE CFT (STATUS: DRAFT) MY CFT ROLE IS: PO/TC +PO/ESR ACCEPTED B Ertiailitihy

= Whether the criterion will be mandatory or not
= Supplier Read-Only option

= Textual Evaluation. This choice should be
enabled if textual evaluation will be used for
the specific criterion. Only ESR is able to
provide a score if this option is chosen

* If the criterion will be included in the i o
evaluation. If yes, The following types of criteria are

* Score Range .The sum of all criteria weights within a suppor’red: Text T'eldf Text area,
specific section must be equal to 100. Number, Date, File, List

* Threshold. The required scoring threshold for a supplier to
pass the criterion.
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TENDER STRUCTURE — DEFINE ELIGIBILITY CRITERIA

Tender Structure

b o e (STATUS: DRAFT) MY CFT ROLE IS: POYTC m Selection Criteria are called
‘Eligibility Criteria’ in eTenders. If you

& UPLOAD EVALUATION GLIDARNCE did not add an ESPD with Selection
EI Eligibiiny Crterla | Techmical  Financial Criteria to your Tender Structure, you

can define your Selection Criteria
EIMPORT FROM XML EXCEL MATRIX here

» Exclusion Criteria [10000) Welght: Thresheld: - =

Eligibility criteria do not have a
weight associated with them.
Envelopes must now be set-up to capture the requirements in terms of eligibi
selection and financial
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CONFIGURE WORKFLOW — DEFINE TECHNICAL
AND FINANCIAL CRITERIA

S — = weight (an integer between 1 and
100) — the combined weight of
Technical and Financial Envelope must
equal 100)

You must first define the envelope

B Tanthikodl Tl DS |10 TROISL S0

m i T CFT: s & B LS - u S FRITER (STATUS: DRAFT) WY CFT ROLE if PO/TC +PO/ESE

Criteria can be added in the various envelopes

O ePnarcial Test Sochion]1H7 a0 /0]
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CONFIGURE WORKFLOW — DEFINE TECHNICAL
AND FINANCIAL CRITERIA

Tender Structure

Second, add Evaluation criteria:

D ARG VER Y - ACALS - FIGHIWAY Muini snas n (STATUS: DRAFT) MY CFT ROLE IS: PO/TC
+PO/ESR

P i first add at least one section to which

Note for Technical Envelope: You must

Financia you add one or more Criteria

" # ADD SUBSECTION

SIP AUD CISTERA AIMPORT FROM XML EXCEL MATRIX

COPY
¥ SECTION/CRITERIA

}u‘un (1673433801485 Waight: | Thoashoid: | = | =
PASTE

I SECTION/CRITERIA
i o | swverAL | You must also define the weight of
each individual criteria - the
combined weight of all criteria in a
given envelope must equal 100
Note: Criteria can take different formats — text areas, values —
and files the supplier must upload




Part 2:Undertaking Online Evaluations in
eTenders
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ACCESSING THE EVALUATION TASK Thisprocess begins falowing

Tender Submission, after the
tender-box has been unlocked!

» After opening envelopes, the system creates the task “Evaluate Tenders”.

* This task appears on the Task List in the evaluator’s home page. i.e. Users with ESR and ES roles in a CfT.

* Clicking the task link ppens the main evaluation page, displaying:
submitted tenders
receipt IDs

statuses for each envelope (Eligibility/fechnical/ Financial)

DT JrparSion + O Henspemenl =~ Cd siminiaiiiion - Coll of Snplemenly ~ Prellesisery oo coersiliaiona -

conformance checks
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UNDERSTANDING EVALUATION STATUSES

O Note: Al secey

Each tender displays separate statuses for each envelope:

O Notec U o coenag Torery I Finalized Status l
Not Evaluated — no scoring entered B Geoue | Final status

Tenoer Pecxage recect 19 000000173 Conformance Checks €

Draft — evaluator has saved incomplete scoring

Final — evaluator finalised their scoring

Conformance Creces ©

Not Evaluated

Finalised — PO/ESR approved all evaluator result

Techsical «

The main evaluation page displays: s E

e Supplier names Status Icons

Criterion / section / overall tender has pass the specified threshold(s)
Criterion J section / owverall tender has failed the specified threshold(s)
Download tender package

Receipt IDs

Envelopes (Eligibility / Technical / Financial)

The criterion [ section is infected with a virus

Conformance checks Attention flag (not raised)
Attention flag (raised)

Status indicators for each envelope Justification of awarding (button)
The criterion has been specified as supplier read only

Ilcons for actions (download, flags, justification buttons) Textual evaluation will be used for this criterion
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ELIGIBILITY EVALUATION PROCESS

e Click on an envelope with ‘Not Evaluated’ under the
Eligibility column.
* The system then shows all criteria for that envelope

* Columns visible:

CF 7T~ POADE HEEHWAY LMAINT ERANCE (TR FandWaTa0nd) oy o0 moLD i &5 e

EO Value (supplier response)

Efpipiliy Crfirria

re]

Score (Sc) =
Fromes T vadae L LT LTS < L s

= EalmliC” LW

Threshold (Thr) S —
Pass/Fail (P) -
Weight (W)

Automated Score (ASc)

Weighted Score (WSc)

Attention Flag (AF)




ELIGIBILITY SCORING RULES

Score must fall within valid scoring range

A criterion passes only if the score > threshold

If any eligibility criterion fails - the entire tender
fails that envelope

Section pass/fail updates only after Save as Draft /

Save as Final)

The evaluator should evaluate all criteria. The check
symbol changes into « if the value is greater than the
specified threshold. The overall status of the tender
will be considered as failed if there is at least one
criterion which fails to pass the threshold.

CMG Training

The Irish Institute of Professional Education
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EVALUATING TECHNICAL ENVELOPE

Finalise Technical Criteria Evaluation

The Technical Envelope evaluation process is identical to the Eligibility
Envelope.

Each criterion displays:
EO Value (supplier’s response)
References (R) to uploaded files
Score (Sc) field
Threshold (Thr)
Pass/Fail (P) indicator
Weight (W) —
Attention Flag (AF) Example
PO/ES Value (editable) = Toctnes Tent bocsn 3
Automated Score (ASc) Crieria Test
Weighted Score (WSc) ki

A supplier passes a section only if the sum of all weighted scores 2 —

section threshold.
| conrnao- |

Pass/fail icons update instantly for criteria, but section pass/fail
updates only after Save as Draft / Save as Final.

CFT: ROADS HIGHWAY MAINTENAMNCE ([STATUS: EVALUATION] WY OFT BOLE IR POUTE «PO/ise m
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EVALUATING THE FINANCIAL ENVELOPE

Click “Not Evaluated” under the Financial envelope.
The system displays the following information per
financial criterion:

* EO Present Value

* PO/ES Value (overwritable by evaluator)

* PO/ES Present Value

PO/ES users may overwrite the economic value
provided by the supplier.

Any overwritten value triggers a recalculation of
automated scoring (if applicable).

The PO/ES has the ability to overwrite the economic
value provided by the Economic Operator.

Tender Evaluation Page

CFT: ROADS HIGHWAY MAINTEMAMCE

ECTHNOMIC DPERATOR DRCEAN BATIONS

Financial

Conversion e

Ecanomic Dparaior )

Frnancial Teyt Sechion=

Critenia Textw
300000 59

Tolal Firancial Prices

Kask Sup

COODO02%

Econtmic Operator valee of)

300,360, X

(STATUS: EVALUATION) MY CFT ROLEIS:  PO/TC +PO/ESR B S T Mot -

POVES vaae (£}
300,008.00
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COMPLETE THE EVALUATION & JUSTIFICATIONS

Evaluators can use the following buttons:
Save as Draft

* Evaluation is partially saved; editing still allowed.
Save as Final

* Evaluation is locked; no further changes allowed. Provide your justification

Next / Previous Page usification Maximum characters: 3000
* Moves between criteria pages.
* Unsaved changes will be lost.

Important: A tender with an incomplete evaluation is
considered FAILED by the system.
Justification functionality will allow to change the EO

value. When clicking on the Justification # icon.

Enter justification text (mandatory).

Optionally update the EO value.

After saving: The justification appears in the “Online
Evaluation” section.
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SUPPLIER READ-ONLY & TEXTUAL CRITERIA

* Supplier read-only criteria D

* |dentified by the supplier-read-only icon.
e Evaluator must:

* Enter awarded score
* Provide a justification.
e Textual evaluation criteria:

Identified by the textual evaluation icon.

PO/ES users enter text only (no scoring field).
* PO/ESR later provides the final score.
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UPLOADING GENERAL EVALUATOR COMMENTS

View Tenders

* PO/ES and PO/ESR users can upload general

evaluation comments.

e Use the button:
COMMENT”

* Then:
e Click Browse
e Select file

* Click Upload
Upload

Ivaluains Geaeeal Comment:

“ADD

CFT- i 11545407 TER)

PO/ES GENERAL | ==

ke ot (BTATUS: EVALUATION) MY CFT ROLE I1S: POJTC +P0/ESR B S Y B

= COMPARE SUPPLIER TENDERS & ALD POVES GENERSL COMMENT [H POF EWALUAT 0N REPORTS

W Hole Al resewed lenders Fave besn ¢ 1E1

0 MNote List of opered Tenders

Terider Package recelnt

D al] el bion slaie

CLOSE WPLDAD

O000ZS56

Ellgibelrty Crifenis =
&
'Y
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MODIFYING SUPPLIER ANSWERS

CFT: ROADS HICHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE I1S: PO/TC «P0/55R

ESOmOWNC ATOR ORCAMNZATON

PO/ES users can modify supplier answers by
clicking the justification icon.

A pop-up appears showing:

Criterion details i
Editable value field m

After saving, the system updates:

Criteria Test

Crieren paramaiira

* PO/ES value column Insert New Value Here

* Any automated scoring calculations




OVERALL EVALUATION STATUS

The PO/ESR reviews evaluator
submissions and may:

1.
2.

Discard Evaluation

Re-evaluate Tender (returns status to
Draft)

Save as Draft

Finalise the Evaluation (locks all
evaluations)

Once finalised - envelope status
becomes Finalised.
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CONSENSUS SCORING

Consensus scoring is provided manually by the ESR user:

Open the evaluation finalisation page.

Enter consensus scores into the CSc column.
Provide:

e Consensus justification

* Consensus meeting comments (optional)

Click Finalise the Evaluation.
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SUPPLIER RANKING

» After finalising all envelopes, the system automatically
ranks suppliers.

e Ranking shows: Ranking
e Supplier name
* ReceiptID

. : FCONOMmIC Operator Orpanisations /P receipt 10
* Final score

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: POJES

Kas Sup 000000255

* Pass/fail status ‘ Bus Group
e Access ranking via:

000000256

* “Generate evaluation report” task Or
e Show CfT Menu = Ranking
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GENERATING THE EVALUATION REPORT

e The ESR user clicks GENERATE
EVALUATION REPORT.

» System produces an Excel file containing:

All scoring details

Threshold outcomes Ranking

Justifications

© Evaluation has been Finalised

Consensus comments

Supp lier rankin g CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

* Most evaluators must approve the report. |

Economic Operater Organisations /P receiptID Score/Price Score Breakdown
| Kas Sup 000000252 97.75% More+]

2 Bus Group 000000253 BE.ST% Movel+]

Formula=((Technical Score)/ (Best Technical Score))* Technical Weight + ((Best Financial Offer / Financial Offer)* Financial weight )

GENERATE EVALUATION REPORT
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APPROVING THE EVALUATION REPORT

e Evaluators may:

Manhage Evaluation Reports
* Approve the report

CFT: ROADS HIGHWAY MAINTENANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

* Upload a new version (Excel)

* Finalise the approval process e
[10 v | Resuits Per page | Dispiaying af 2 matchas

* The ESR user must enter a justification

Title -~ E/Rround -~ Creator -

before final approval. EvsiuationRepart system_ 1 xis ]

Tender Board Comments

konstanting kas

EvaluationReport_user_1.xls 1

konstantina kas
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EVALUATING MULTI-LOT TENDERS

* Eligibility criteria are common across all lots.
* Technical and Financial envelopes are evaluated per lot.
* Finalisation applies to all lots within the envelope if:

* Nolotisin Draft

 Each lot has at least one Final evaluation
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FINAL CONTRACT AWARD APPROVAL

Manage Evaluation Reports

After evaluation report approval, the TC user may:

 Approve as Final (pre-standstill ranking
generated)

8 Evahision Rephad ApEntieid

CFT: ROADS HIGHWAY MAINTEMANCE (STATUS: EVALUATION) MY CFT ROLE IS: PO/TC +PO/ESR

Approve & Submit to Next Level (Tender Board) [ o |

10~ Fesuts Per page | Displaying all 2 matches

Reject

Title == E/R round <~ Creallor <~ SiatEs =

. . Fvauationfinpori_system_| xis 1 Konstantina kas  system
Reject & Request Re-evaluation :Reopens ot 5

epOrL_Lrser_1,af 1 Konstanting kas  CAPC Submimed

evaluation from Tender Opening phase

APPRONE AS FIRAL APPROVE AND SUBMIT TO NEXT APPROVAL LEVEL m REJECT AND REQUEST RE-EVALLATION

View CfT Workspace




Contract Award Notices

Part 1: Normal Contract Award Notices
Part 2: Standalone Contract Award Notices



PRELIMINARIES

Contract Award Notices (CANs) are used to publicise the
outcome of a CfT. They are published within a short
period of the Contract being signed with the successful
tenderer

CANs are created and editsed using eForms.

We introduced eForms and provided tips for creating and
editing forms in the section on Contract Notices. You
should read the Contract Notices section before

continuing.

eTenders provides users with well organised guidance
videos for using the eForms tool, and there are a number
of videos for CANs

* From your Home Page, you can see a link at the top of
the screen to ‘Guidance Videos’

gﬂ\f.il:“ eTenders

CfT Crpation ~ O Wasdsemen] ~

GPP Criteria Search

Task List

Ko results Tound

LA BSTE~”_aron *
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Part 1: Contract award notices (Normal)
Where the CfT has been managed through eTenders
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STARTING A CONTRACT AWARD NOTICE (OPTION 1)

@
) " - -
O e o Cawprreresst oot emserd .

* OFT Murigeres = A sttmmsetston * Coff of Reguremets ¢ ey mater commetens ~

Task List

Deed e -

12900 Ve
NG Jeade 4 6 ROOLed W e 1B
N Snar sl o] ) Don Tasl
Mo bralim @ et ed w O Aes ek
N feafire w800 B Y g tes
N Seadivm u et un it ed e Vol s

N dralom 4 srmw o] m O s ek

Option 1: Once you have completed your evaluation tasks and
awarded a contract, the ‘Publish Contract Award Notice’ task
appears in your Task List. Click it.

oroceed to the next slide and see task #2




@ CMG Training
The Irish Institute of Professional Education

STARTING A CONTRACT AWARD NOTICE (OPTION 2)

@ OPhce o Soverrrme=t PYoorwrert

A Owation = OFf Muragenwst = CAsdomanwes * Dol of fgaenems = ol maket comsutasons ~

Notice & Contract Documents

e

A

Option 2. Once you have completed your evaluation tasks and
awarded a contract, you can also start the process to create a
Contract Award Notice from within the CfT workspace.

1. Go to ‘CfT Documents’ (from the ‘Show CfT menu’) and you can
create a new notice.

2. From both Option 1 and Option 2,
select the ‘Notices’ tab and then click

‘CREATE NOTICE (EFORMS)’
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CREATE CONTRACT AWARD NOTICE

- AVAILABLE ROTHCES FORMS

Ny
Motice Type

3. Select the type of Contract Award Notice

you wish to publish Note: The options vary depending on what type of CfT
you are running. If you are given the choice of more than
one type of CAN, be aware that there’s specific notice
types for CAN'’s that will not be published on TED/OJEU
— they are marked with (No TED publication)
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EDIT CONTRACT AWARD NOTICE

Note: There’s an identifier
for each field
(not always unique)

1. The e-Form opens on the Metadata Page Note: There’s an indicator of how much remains to be
This should be prepopulated by the system completed in each section
(this is not the same as validation)
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EDIT CONTRACT AWARD NOTICE

Contracting Party and Service Provider-Section One

Mlasmd ComEnicting party and wervice proeider [GE-Raryger]
Ty wed

Fanimpiieg pey - ?l_':—ul-l-..—ll, il v rbin previde [GE Burywe]
I::'_?.""rmh'l B |Gl craymrmiagdariuaery]

0 ¢ e [T -Lopmeciagdaiver |

B Boper [GE - Cormmfaghathaiy Raye]

2. The first section is ‘Contracting Party and
service provider’.
You will need to enter some data here

Choose the CA’s legal type (this e.g. is a Govt. Dept.
Choose the CA’s primary activity
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EDIT CONTRACT AWARD NOTICE

Contracting Party and Service Provider-Section One

e comncio et e e i 20| ONCE yOU'VE successfully completed section’s
S ’"“w mandatory input fields and achieved 100%, the
S red balls turn into green balls and you can

move on to next section.
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EDIT CONTRACT AWARD NOTICE

Procedure - Section Two

Fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked with a red ball)

B T e T

L L L L e R P B
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EDIT CONTRACT AWARD NOTICE

Procedure - Section Two: ‘Purpose’ tab

A lot of mandatory fields are pre-filled such
as the Legal Basis field here.

User’s should still double check selections

P ke bah T g et (SR Bem i
Dby e

T iz ke by o an bewifar |00 Premsers Leailegs o

Cubar el batin SRR @ irown ineotie [GR Procedues Lecsileg oddEon (00 P TR
Ery |

o Ot g e, i i b et 8 Breeedare L I:_‘___I_ | T v
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CREATE CONTRACT AWARD NOTICE

Procedure - Section Two: ‘Purpose’ tab

You will have to enter you primary CPV code into the ‘Main Classification’ field. Once that's
done, you'll need to select ‘Common procurement vocabulary’ in the ‘Classification type’
field.

The CPV Code you select must be the first one listed in the CfT workspace (you may have
to exit the eForm to check this)

#~ @ * Scope of the procurement [GR-Procedure-5cope]

Wain claredication

fiwad il NAETIL
Estimated value excluding VAT [BT-27-Procedure] 500000 Euro

Lpae N,

Maximum value of the framework agreement [BT-271-Procedure] 500000 Euro

#~ @ * Main classification [GR-Procedure-Scope-MainClassification]

N . Commeon procurement vocabulan] o el e L
Classification type * [BT-2&{m])-Procedure] N P
Classification type' is mandatory i s
4
Main classification * [BT-262-Procedure] ﬂ Seieciod Ao

Main classification' is mandatory
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EDIT CONTRACT AWARD NOTICE

Procedure - Section Two: ‘Purpose’ tab

You can only select one Main CPV Code.

But there is opportunity to add additional CPV Codes if desired
by adding new ‘Additional classification’ elements.

L drppe ol oy prenrwespn |00 Preopman s

T Mk eyt (G0 Procedees Toppn Ml iasln |

Top—— You may wish to add additional CPV codes (most
a padiis ' tenders have multiple CPV codes )

o g Clpap A meas:

Remember: to add an element, click the ‘plus’
to the right of an element.
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EDIT CONTRACT AWARD NOTICE

Procedure - Section Two: ‘Tendering terms’ tab

Continue to fill out Mandatory fields and make your relevant selections:

#~ @ *Tendering terms [GR-Procedure-Description]
Internal identifier [BT-22-Procedure] Etender Reference 10

Title of Tender
Title * [ET-21-Procedure]

Characters typed: 15 of 400

o Description of Tender
Description * [BT-24-Procedure]

Characters typed: 21 of 6000

Eelect...

- tract' is mandatory
Services

Additional contract nature [GR-Procedure-Additional-Nature] Supplies
Works

Main nature of the contract * [BT-23-Procedure]
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EDIT CONTRACT AWARD NOTICE

Procedure - Section Two: ‘Procedure’ tab

Continue to fill out mandatory fields and make your relevant selections:

Pracedure [GR-Procedune]

[ ] s erirg e Fi-F Jr betieg & Cortads of procedure Teps [GR-Srooedund - Peooiivte b acton | B

~ @~ Type of procedura [GR-Frocedurs Procedurs|

Chrect srward |GE-Proceduns - Direridsed|

e Dired sewed [GR Fropedes Diredtlwand]
s 0 MM berminated |GR-Procefurs- Pin Terrmeneted |

= % Addivkgasd indermmanan [GR Procsdune dddinanesllsdormasan -
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EDIT CONTRACT AWARD NOTICE

Lot - Section Three

Continue to fill out mandatory fields and make your relevant selections:

Note: If your CfT has
multiple Lots, you will get a
‘Lot’ section included in

your eForm for each Lot.

Each individual Lot section

has the same tabs and

elements
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EDIT CONTRACT AWARD NOTICE

In the ‘Tendering terms’ tab, you

Lot - Section Three : ‘Tendering terms’ tab | will have to input the details of at

least one ‘Award Criterion’

.... but you may also decide to
add additional elements to
capture multiple Award Criteria.

O " Awart corvenie [16R Lot AwawrOCrivria)

Award armarion [GE Lot AnardCrinaria Criterias|

T 0 Awerd armerion [GR-Lat AsardCrinarie Crivecion|

Remember: to add an element,
click the ‘plus’ to the right of an
element.

T Feed sret Oteries MR Lot Ana 0 Nerte Hlee@Criteiae Pawmeter!

You may wish to add one or more additional

RS I ‘Award Criterion’ (most tenders have ‘Cost’ and
‘Quality’ Award criteria)




EDIT CONTRACT AWARD NOTICE

Lot - Section Three : ‘Tendering terms’ tab

Example — inputting an ‘Award
Criterion’. In this example, we’re
defining a ‘Cost” award criterion
that has a weighting of 20% of
the overall marks available in the
tender evaluation.

We need to complete four
mandatory fields.

Note: There are other fields that are initially
marked mandatory, but this status changes
once we have completed the four fields
shown here.

T g e O Lon dsmen] rewes)

Sl | il Ha® Lo e S e ]
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1. Choose the ‘Type’ of criterion
from the drop-down menu

2. Input a ‘Description’ of the

2 il § 1 i [ ] i Lidlmeee o aranl

T W g s [Rl g dasmiides gl resens. B gmepae

1 vkl rafer | rileviat [LE L Amardi rileia e el 1 Beeeee Fot merrber ]

= - P T T

A b5l DV

criterion (e.g. describe it’s purpose)

Choose the ‘Award criterion parameters’ you want
to use. In this e.g. the parameter that we're going
to complete is the ‘“Weight value criterion’

* 3. Input a number into ‘Award criterion
number’ that represents the criterion’s weight
in the overall evaluation marking scheme

4. In the ‘Number id a type of weight field
define what number represents — in this case
we've selected ‘ Weight(percentage, exact)’
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EDIT CONTRACT AWARD NOTICE

Result - Section Four:

There are multiple tabs to complete here

COMPLETYON

Result [GR-Result)

Result |GR-NoticeResult-Section]©
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EDIT CONTRACT AWARD NOTICE

Result - Section Four

As usual, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked with a red
ball)

However — it is more effective to complete the tabs in the following order:
1. ‘Result’ tab — put in the combined value of all contracts awarded.

2. ‘Tendering parties’ tab — if it is marked with a green ball you can skip. Otherwise complete the mandatory fields

‘Organisation filling this role’ — you must select the tenderer from the dropdown menu. Do not type in the name of
the tenderer manually! The dropdown menu contains all organisations listed in the ‘Organisations’ tab.

‘Tenders’ tab — for each successful tender, put in the value of that tender and indicate if it involves subcontracting.

‘Contracts’ tab — complete ‘Settled Contract’ element (there’s one for each successful tender):

‘Date of conclusion of the contract’ field - insert the date the contract was signed (not the date the contract ends)

‘Result of Lots’ tab — complete the ‘Received submissions statistics’ element

“Type of received submissions’ field is typically set to ‘Tenderers’ or ‘Tenderers submitted electronically’

Insert into ‘Number of tenders or requests to participate received’ the number of tenders received for the Lot.
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EDIT CONTRACT AWARD NOTICE

Review - Section Five

This is usually already 100% complete and marked with a green ball)
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EDIT CONTRACT AWARD NOTICE

Organisations - Section Six

All organisations in the notice are listed here — the Contracting Authority, any successful tenderers, the High Court
(where disputes will be settled) and European Dynamics (who implemented etenders).

As usual, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked with
a red ball)

* You may need to complete the ‘Registration number’ field — insert a CRO number of VAT number here.

* For the Contracting Authority and the Tenderers, in the ‘Address’ element you will need to complete the ‘Country
subdivision (NUTS) field.

Complete this field before completing any other mandatory fields in the ‘Address’ element. Many of these will
change status once you’ve entered the NUTS region.

For the Tenderer, you will also need to to complete the ‘Information related exclusively to the economic operator
element’

In ‘Size of the economic operator’ select the size of the organisation (based on the EU’s SME definitions and
related to its headcount and turnover)




EDIT CONTRACT
AWARD NOTICE

Validate and Save E-Form

Once you have achieved 100% completion for
each section you can begin the validation
process

To Validate go to icon on right side of
page and select Validate

* If you get Validation errors, these will need to be fixed
before you can finalise the form

* Each validation error links back to the field in the form that
contains the error — click on the yellow links to view the
field

Once Validation is successful, select Validate
and Save as Final. Once this is complete, you
can click on the red exit button.

* Your form is ready to be published!

Organls i iation Results

Jwri L, JOGML, o N0 P

Coorparry s logal identifer |GR-Orgasisation. ideatifer|

" 0" Compuny s egal idectifier [GR Organisation ideerifer]

R Baating o ¢ (1500 Orsanset
Regnaton sgeder * [B JLatcr 6N

CMG Training
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PUBLISH CONTRACT AWARD NOTICE

To publish your Final
form, simply click on
the Publish icon to
the right of it

Notice & Tender Documents

CFT OFT POR THE PROVESION OF OFFICE FURMITURE FOR THE OGP ISTATUS. EVALUATION: My CF
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CREATE CONTRACT AWARD NOTICE

EFORMS is frequently updated:

* Results — Inputting Results is non-intuitive, especially for Stand-Alone CANs that require
you to add new elements and fields

* For the most recent updates check out the etenders new section and ...

watch the OGP videos!!!




Part 2: Contract award notices (Standalone)

Where the CfT has been managed outside of eTenders
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CREATE CONTRACT AWARD NOTICE

Approach to completing a Standalone CAN

This guide assumes you have read the previous section on completing a Normal CAN (Part 1. Contract award
notices (Normal)).

The structure of a Standalone CAN is the same as the normal CAN we looked at previously. However, you can see
from the next slide that we start with less of the form pre-populated. This is because there is no pre-existing CfT to
draw information from. i.e. you will need to complete more fields manually.

As before, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked
with a red ball).

The same approach should be used for elements and fields highlighted in the section on completing a Normal
CAN. So we will not repeat that advice here.

However, there is a difference to how you complete the ‘Results’ and ‘Organisation’ sections of a Standalone
CAN. So we shall focus on that in this guide
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STARTING A STANDALONE CONTRACT AWARD NOTICE

Task List

Standalone Contract Award Notices are created manually and are not
associated with a pre-existing CfT

* To begin the process, click on the CA Administration menu.

* Next select CA Notices
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CREATE CONTRACT AWARD NOTICE

Click on the ‘CREATE NOTICE (EFORMS)
Contracting Authority Notices button at the bottom right of the screen

Trype

1 2. In the pop-up window

* Choose the Notice
Type

Choose the language
— English (EN) or
Gaeilge (GA)
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CREATE CONTRACT AWARD NOTICE

There’s a wide range of forms
to choose from, including
PINs, VEATS and several types
of Contract Award Notice.

For this example, we're
choosing ‘National Below
Threshold Contract Award

Notice (CAN) general (no TED
publication)’

Remember: eForms with (no TED

publication) in their title will not be
published on TED/OJEU

AVAILATIILE NOTICES FORMS

oty Type

Maturwd Debow Thrmtaid Cortr st Avward Netics (CAN peeser o or T1T D patficatoond
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CREATE CONTRACT AWARD NOTICE

Note: There’s an identifier
for each field
(not always unique)

1. The e-Form opens on the Metadata Page Note: There’s an indicator of how much remains to be
This should be prepopulated by the system completed in each section
(this is not the same as validation)
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CREATE CONTRACT AWARD NOTICE

Complete the first three sections

As per a Normal CAN, complete the first three sections. Fill out Mandatory fields and make sure you click into all
relevant tabs: (all fields and and tabs marked with a red ball) :

1. ‘Contracting party and service provider’ section.

2. ‘Procedure’ section.

3. ‘Lot’ section.

Skip the Result and Review sections

Next, skip past the ‘Result’ and ‘Review’ sections and go to the ‘Organisation’ section.

You need to update the Organisations and add details of the successful tenderer before returning to the Result
section.
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CREATE CONTRACT AWARD NOTICE

Organisation - Section Six:

All organisations in the notice must be listed here — the Contracting Authority, any successful tenderers, the High
Court (where disputes will be settled) and European Dynamics (who implemented etenders).

The successful tenderers are missing and need to be added.

Click the ‘plus’_to the right of ‘Organisations mentioned in this notice’ to add a new organisation to the bottom of
the list of organisations (ORG-0004). Add more organisations for each successful tenderer

Organisations [GR-Organisations-Section)
oL~

Organaaty joned in the motice [GR-Organisations]

0 Organsations mentioned In the notice [GR-Organisations)
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CREATE CONTRACT AWARD NOTICE

Organisations - Section Six

Once you’ve added all successful tenderers, for all organisations fill out Mandatory fields and make sure you click
into all relevant tabs: (all fields and and tabs marked with a red ball)

* You may need to complete the ‘Registration number’ field — insert a CRO number of VAT number here.

* For the Contracting Authority and the Tenderers, in the ‘Address’ element you will need to complete the ‘Country
subdivision (NUTS)’ field.

Complete this field before completing any other mandatory fields in the ‘Address’ element. Many of these will
change status once you’ve entered the NUTS region.

Return to the ‘Result’ Section.
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CREATE CONTRACT AWARD NOTICE

Result — Section Six

- Initially, it looks like most of this section is marked as completed.
* However, this is because the core elements in most tabs are missing.

 You'll also notice that there are only four tabs visible - the ‘Result’ tab is missing.

We need to fix these issuesl!!!

Tendaring pacty [GH- Terdeingfaity]
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CREATE CONTRACT AWARD NOTICE

Result - Section Four: Approach to filling in the tabs

As usual, fill out Mandatory fields and make sure you click into all relevant tabs: (all fields and and tabs marked
with a red ball)

Complete the tabs in the following order:

‘Tendering parties’ tab — add a new ‘Tendering party’ element by clicking the ‘plus’. In the ‘Tendering party’
field, type in the name of the successful tenderer. In the ‘Leader of the tendering party’ field select  ‘Yes’ if it is

the prime contractor in a consortium bid and ‘No’ otherwise.

1.

This tab should now go green. We will move on and return to it later.

‘Result of Lots’ tab — Go to the ‘Lot result identifiers’ element, and for the Lot result identifier’ field select the
appropriate Lot from the drop-down menu.

This tab should now go green. We will move on and return to it later. You should now be able to see the ‘Result’ tab.

3. ‘Result’ tab — put in the combined value of all contracts awarded.
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CREATE CONTRACT AWARD NOTICE

Result - Section Four: Approach to filling in the tabs (continued)

4. ‘Tenders’ tab —add a new ‘Submitted tender’ element by clicking the ‘plus’.
In the ‘Tender’ element, go to the ‘Tender Identifier’ field and type an identifier for the tender (choose any

name you like)

In the ‘Tender Identifiers ’ element, go to ‘Identifier of lot or group of lots’ field and select the lot from the
dropdown menu and in the ‘Tendering party’ field select the tender from the dropdown menu (do not type

the name here)

5. ‘Tendering parties’ tab — Return to this tab.

‘Organisation filling this role’ — you must select the tenderer from the dropdown menu. Do not type in the
name of the tenderer manually! The dropdown menu contains all organisations listed in the ‘Organisations’

tab.
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CREATE CONTRACT AWARD NOTICE

Result - Section Four: Approach to filling in the tabs (continued)

6. ‘Contracts’ tab —add a new ‘Settled Contract’ element by clicking the ‘plus’

In ‘Identifier of the Contract’, type in a name for the contract.

In the ‘Contract’ element, add a new ‘Tender leading to the Contract’ element by clicking on the ‘plus’ and in
the ‘Contract tender identifier’ select the tender from the drop down menu. Do not type in the name of the

tenderer manually!

Scroll back up to the ‘Date of conclusion of the contract’ field - insert the date the contract was signed (not
the date the contract ends)

‘Result of Lots’ tab — in the ‘Lot result identifiers element’, select the tender and contract from drop down
menus. You’'ll also need to complete the ‘Received submissions statistics” element:

‘Type of received submissions’ field is typically set to ‘Tenderers’ or “Tenderers submitted electronically’

Insert into ‘Number of tenders or requests to participate received’ the number of tenders received for the Lot.
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CREATE CONTRACT AWARD NOTICE

Review - Section Five

This is usually already 100% complete and marked with a green ball)
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CREATE CONTRACT AWARD NOTICE

Organisations - Section Six

One more time, you need to return to the Organisations section

* For the Tenderer, you will also need to to complete the ‘Information related exclusively to the economic operator
element’

In ‘Size of the economic operator’ select the size of the organisation (based on the EU’s SME definitions and
related to its headcount and turnover)

The Contract Award Notice should now be 100% complete.




CREATE CONTRACT
AWARD NOTICE

Validate and Save E-Form

Once you have achieved 100% completion for
each section you can begin the validation
process

To Validate go to icon on right side of
page and select Validate

* If you get Validation errors, these will need to be fixed
before you can finalise the form

* Each validation error links back to the field in the form that
contains the error — click on the yellow links to view the
field

Once Validation is successful, select Validate
and Save as Final. Once this is complete, you
can click on the red exit button.

* Your form is ready to be published!

‘alidation Resuts

A
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PUBLISH CONTRACT AWARD NOTICE

To publish your Final
form, simply click on
the Publish icon to
the right of it

Notice & Tender Documents

CFT OFT POR THE PROVESION OF OFFICE FURMITURE FOR THE OGP ISTATUS. EVALUATION: My CF
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AUDITING REPORTS

* The Auditing Reports functionality allows the CAPC and CAPCA users to view activity
information for all CfTs that have been created by the CA.

* To do this, CAPC and CAPCA users click on the “Auditing Reports” option in the CA
Administration menu. | e —

'.'.-;'I CT Creation = CIT Managemerd = CA admindsiration = Coll. of Requirements = Praefimi

CA Molices
1 A ™
. Task List Chmaaguon
i Liser mandajemsent
‘Wiew Workaroas
10 v Results Per page | Désplaying: e
Iy COmaracis

Evaluators Group Management

Tithe == Auditing Reparts

Teal Aboyve Thieskold
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AUDITING REPORTS

CAPC and CAPCA users
can specify the range
of the results by
defining the relevant
Date period,
Username, EO Type of
activity or Call for
Tender.

Use the Search tool to
select parameters

Click “View to run the
report”
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AUDITING REPORTS R

available for audit results
exceeding 10,000 entries!

* The report is generated as a series of lines of text. However you can export it into CSV
format by clicking on the “Export results as CSV” button. CSV files can be opened in tools
like MS Excel.
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4. QUOTES, LOWER-VALUE SPEND & BEST
PRACTICE
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SIMPLIFIED PROCEDURE (QUOTES)

On eTenders, the Simplified Procedure (also known as the Request for Quote process)
is used by public bodies to efficiently secure direct quotations from a limited number
of suppliers for lower-value contracts that fall below national and EU public
tendering thresholds.

* Goods and Services: Generally used for requirements valued above €5,000 up to
€50,000. Buyers typically invite seek a minimum of 3 quotes. Where the services are
Construction-related services (consultancy etc.), the minimum number of quotes

sought is 5.

* Works (Construction): Used for minor works requirements valued between €5,000 and
€200,000. Buyers typically seek a minimum of 5 quotes.




SIMPLIFIED PROCEDURE (QUOTES)
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You create a Simplified Procedure in the
normal way. Go to the ‘CFT Creation menu
and select ‘Create New CfT’.

Next, when configuring the CfT workspace:
* Set Directive to ‘None’
* Set Procedure to ‘Simplified’




SIMPLIFIED PROCEDURE (QUOTES)
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Many of the parameters used for other
procedure types are also used for the
Simplified Procedure.

However, some options are not available,
such as ‘Allow Suppliers to make an online
Expression of interest’



SIMPLIFIED PROCEDURE (QUOTES)
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You can add files to the CfT workspace in
the same way as any other procedure
(Select ‘CfT documents’ from the ‘Show CfT

Menu’ then click on the ‘Contract Documents’

) tab)).

However, the ‘Notices’ tab has been
replaced by a new tab called ‘Invitations’
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SIMPLIFIED PROCEDURE (QUOTES)
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Because a Simplified Procedure can only be accessed by Suppliers specifically invited to submit a tender
by the Contracting Authority, eForms are not used.

Instead, the CA user creates an invitation — a short message inviting the recipient to submit a tender. It
contains key deadlines, and one file can be attached. The message will be sent to registered Economic
Operators (Suppliers) selected by the CA user.

Once you send the invitation, the invited Suppliers can view the CfT and submit tenders.




SIMPLIFIED PROCEDURE (QUOTES)
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- {_'} B et ariy CASD =

To see the status of those Suppliers that
have been invited to participate in the
competition, select ‘Interested Suppliers’

from the ‘Show CfT Menu'.

You will see the list of names by
organisation invited with their contact
details in the invitation box below. The ones
that withdraw interest are in the footer.




5. EU PUBLICATION OBLIGATIONS —
WHAT IRISH AUTHORITIES MUST KNOW
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WHEN EU-LEVEL PUBLICATION IS REQUIRED

EU-level publication is required where the estimated value of the contract equals or
exceeds the applicable EU procurement threshold.

Revised EU Procurement Thresholds applicable from 1 January 2026

For Irish contracting authorities, this means the competition must be advertised
through the OJEU / TED publication route, using the relevant EU notice type.

The estimated value should be calculated before the procurement starts and should
include the full potential value of the contract, including renewals, extensions,
options and lots where relevant.

For lower-value competitions, publication may still be required on eTenders under
national rules, even where EU publication is not required.



https://cwmf.gov.ie/en/news/revised-eu-procurement-thresholds-applicable-from-1-january-2026/
https://cwmf.gov.ie/en/news/revised-eu-procurement-thresholds-applicable-from-1-january-2026/
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EFORMS COMPLETION

eForms are the EU legislative digital open standard form used by public buyers to
publish Notices on eTenders and TED.

To start Login to eTenders and navigate to CA administration > CA Notices and then click
on Create Notices (EForm) on the bottom right-hand side of the screen.

CREATE NOTICE (EFORMS)
This is used to publish your Contract Award Notice as explained previously, but also
to publish other notices like a PIN or VEAT notice.
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META DATA COMPLETION

* After creating any Notice on the eTender platform you will be taken to the eForm
Metadata completion page. This functions the same for all notices.

Metadata

&g(onlncllng party and service provider
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META DATA COMPLETION

The goal is to reach 100% completion in the top left-hand side of the screen shown
above so that the form can be validated and published.

On the left-hand side of the form are the sections that must be interacted with to
reach 100% validation.

When you click on one of these sections you will be shown different tabs where
information needs to be populated for completion.

If the tab has a green circle, it does not require further information. If the tab has a
red circle the section is uncomplete.
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META DATA COMPLETION

Within the red sections there are mandatory fields that require completion and they
are marked with a red asterisk™

To complete the relevant information, you will need to click on the dropdown
besides each red circle and complete all information with a red asterisk™.

It is important to note, that after completing each field of required information you
must click outside of the eForm to save that data entry.

When you have filled in all the required information the Completion circle in the top
Left-hand side of the screen should be 100%, see below.
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META DATA COMPLETION

COMPLETION

Drganisations [GR-Organisations-Section]

7@ " Organisations [GR-Organisations- Section)

Organisations mentioned in the notice [GR-Organisations)

“ @ " Organisations mentioned in the notice [GR-Organisations)

XX OPT-200-Organaation-Company] ORG.ONM

* As per the above screenshot, click where the yellow hand cursor is located and
select validate.

* You will be presented with the validation result which has to hold true, whereafter
you can click validate and save.

* You will be presented with a green pop-up screen on the bottom right-hand side of
the screen informing that the validation was successful. Now you can exit the screen.
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VEAT NOTICES

A Voluntary Ex Ante Transparency (VEAT) notice is a public notice used by contracting authorities
to announce their intention to directly award a public contract without prior open competition.

This will be in use for Contract award when awarding a public contract without a competitive
procedure.

Under EU procurement directives, it is published in the Official Journal of the European Union to
justify direct awards and trigger a standstill period that protects them from legal challenges.

Noncompetitive procedures are allowed in certain circumstances such as extreme urgency, or
market limitations.

These circumstances are set out in Article 32 of the General Directive. The notice must legally
justify why a competitive tender is not being held.

Publishing a VEAT starts a voluntary standstill period (often 14 days), during which competitors
can challenge the decision.
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VEAT NOTICES

After logging into eTenders navigate to to CA Administration dropdown menu and
click on CA Notices

Next, click on Create Notice (eForm)

~* CAadministration * Coll. of Requirements

CA N3\1ices
CA maragement

User management

View Workareas

CA Contracts

My Contracts

Evaluators Group Management
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“ »




VEAT NOTICES

After logging into eTenders
navigate to to CA Administration
dropdown menu and click on CA
Notices

Next, click on Create Notice
(eForm)

Now, you will select your Notice
as show below and click on
create.

& eTendering Popup - Google Chrome

2% irsh-acc.eurodyn.com/epps/cft/getNoticeForms.do?resourceld =-18cald=1089&isNewFFM =true

AVAILABLE NOTICES FORMS

Notice Type

- Select Notice Form -

CMG Training

The Irish Institute of Professional Education

- Select Notice Form

Prior information notice used only for information - general directive

Periodic indicative notice used only for information - sectoral directive

Prior information notice used only for information - defence directive

Prior information notice used to shorten time limits for receipt of tenders - general directive
Periodic indicative notice used to shorten time limits for receipt of tenders - sectoral directive
Prior information notice used to shorten time limits for receipt of tenders - defence directive
Voluntary ex-ante transparency notice - general directive

Voluntary ex-ante transparencyagtice - sectoral directive

Valiintarv ex-ante transnarencv natice - defence diractive




VEAT NOTICES

Metadata

Contracting party and service
provider

oe? Procedure
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You will then be directed into the eForm for Metadata completion.

As with all eForms, there are sections located on the left hand side of
the page showing the progress of there completion. Each section much
be interacted with to reach 100% in order to gain validation and
ultimately publication of your eForm.

Each section will have tabs with a green circle, which means it is
completed or a red circle that means it is uncomplete and requires
data entry to complete.

Within the uncompleted sections, there are mandatory fields, which
contain a red asterisk *, and these fields require your data input.

All fields containing the red asterisk must be completed in order to
gain validation.

Generally, you would start with the first left-hand section called
Contracting party and service provider at the top. Because this is a
VEAT Notice, you will have to start with the Organisations section.
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-~

VEAT NOTICES
)

CIiCk on fhe Orgdniscﬂ'ions P Organisations [GR-Organisations-Section)
section and then click the plus emmsmymimia oo @ oo
button to add an organisation. '« mes iasmentoet et Spitaiont

~
0% Lot (LOT-0001)

Start by filling in the Official = w= AR mw
Name of the Organisation @i Orncstin ompan
being Awarded the contract.

Follow the red asterisks and fill in the organisation details.

Then, you will proceed to the first section called Contracting party and Service Provider and
fill in the eForm as you usually would starting with the top section and proceeding
downward.

In the second section called Procedure, when selecting the procedure you will select
Negotiated without prior call for competition.
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VEAT NOTICES
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* When filling in your resul’rs Sec’rlon ’rhe first Tdb (Resul’r), second tab (Tendering parties), third

tab ‘Con’rrqc’rs! and forth tab ‘Tenders! will have a green tick as shown below.

Metadata Result [GR-Result)
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VEAT NOTICES

Even though they are green you still need to fill them in with the required information.
Under the result tab you will enter the contract value in Euro, excluding VAT.

Under the Tendering Parties Tab, you will add a node by click on the plus sign.

) Tendering parses [GH-TendenngParty-Secton] & _OnrEct R-SentedConract-Section] 8 Tende GR-LotTender-5act 2

gotion) O

Tendering party [GR-TenderingParty] o
)

For the third tab (Contracts) and forth tab (Tenders) you will repeat this process by clicking
into them and adding a node by clicking on the plus sign.

After creating all your nodes these tabs will now be displayed with a red circle which means
you have to fill in the required information by following the red asterisks.
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VEAT NOTICES

Result [GR-Result]
Result [GR-MotceResult-Section] G Tendering parties [GR-TendernngParty-Section] &

s

R-LotResult-Section] €0
Tendering party [GR-TenderingParty]

A D T Tendering party [GR-TenderingParty]

Tt'i-.|_1r_-r.ng party techinical 1D [TP&-XCC) * [OPT-210-
Ternderern]

Fechrnol identifier of the tendenng panty

Mame of the tendenng party [OFT-211-Tenderer]

Alarme casocnzied (o the tendenng party

Tendering parties [GR-Tenderer]

* Start with the second tab called Tendering parties and complete the required fields
with red asterisk. It will turn Green when all the required information has been filled.

* Then jump to the fourth tab called Tenders ignoring the third tab Called Contracts as
shown below.
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VEAT NOTICES

Metadata Result [GR-Result)

@WM“MQ Result [GR-NoticeResuit-Section]© Tendering parties [GR-TenderingParty-Section) @
provider

Resudts of lots [GR-LotResult-Section] @
@Hmduu

* Now proceed to the third tab called Contracts and fill in the required fields.

* Then proceed by completing the Results of lots tab and all of your circles will be green and
all sections will be completed to 100%.

Vahdate

Result [GR-Result)

‘.'.:I.J)l-.‘.sn Save as Final
o
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Results of lots  [GR-LotResult-Section] ©

Result [GR-LotResult)
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VEAT NOTICES

Lastly, you will validate and save your VEAT notice for publication. Click Exit in the top right-
hand corner if your validation is true with no errors.

When you Exit the eForm after validation you will see your Notice under your Contracting
Authority Notices with the status as final.

Under the Actions Column click on the publication button as show below and click OK on the
pop-up that appears thereafter.

Actions

=y

The status will change from final to pending.
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PRIOR INFORMATION NOTICE - PIN

A Prior Information Notice (PIN) is a preliminary announcement issued by public sector
organisations to inform the market of upcoming tender opportunities, typically within the
next 12 months. It acts as an early alert, allowing suppliers to prepare and enabling
buyers to gauge market interest, foster competition, and, in some cases, reduce future
tender timescales

To start Login to eTenders and navigate to CA administration > CA Notices and then
click on Create Notices (EForm) on the bottom right-hand side of the screen.

The popup will appear allowing you to select the appropriate Notice you would like to
create.

In most instances you will select Prior Information Notice used only for information -
general directive. Then click create.
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PRIOR INFORMATION NOTICE - PIN

This will open the eForm Meta data completion section.
After completing and validating your eFrom, you will click exit.
You will be taken back to your CA Notices page, and your PIN will be on the notice list.

Finally, you will now have to publish the notice by clicking on the arrow pointing up

under actions in the row with your PIN. S

=

Under your Contracting Authority Notices page your PIN will have a status called
Pending Publication.

Click OK on the pop-up that appears.
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MODIFICATION NOTICES

* A Modification Notice is used to notify of substantive changes to a contract after
it has been awarded, such as alterations to scope, price, or duration that are
permissible under Article 72 of the Directive (e.g., changes for which there was
an "unequivocal review clause" or due to unforeseen circumstances). These often
involve significant changes, such as amendments to framework agreements or

extensions to contracts.

In order to publish a Modification Notice there has to be an existing contract public
contract Award Notice.

* You will start by clicking into the CFT
menu in the CFT Workspace and click on

CFT Documents.
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MODIFICATION NOTICES

* Next you will click on the click on the Create Notification Notice button under the
Action column that correlates with your Contract Award Notice.

s Feous Per page | Digrayng & ) matcven

ot raeion - gevery feeche tandard regiew

* Click OK on the pop-up that is displayed.

* The eForm will load up and you will have to complete the metadata in the form,
as displayed below.
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MODIFICATION NOTICES
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* The goal now is to validate all data so that the completion status reaches 100%.

* All fields containing a red asterisk * must be completed in order to gain
validation.

* Start by clicking on the Modification section to validate your eForm.
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MODIFICATION NOTICES

* Work ’rhrough_ the form and fill all fEeIds with the red asterisk.

* Once, you have reached 100% in the modification section, you do not validate the form
yet.
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MODIFICATION NOTICES

In this example, we have theoretically changed the value of the Lot 1 contract,
you have described the modification and chosen your reason. All section shows
100% completed.

You still have to change the Result section, even though it already shows 100%
completed. So you will proceed to click into the result section and also change

the value of Lot 1 there.

You will then also have to change the combined value of your total lots as show
below as displayed in the two screenshots below.

After this is complete you can validate and publish your Modification Notice.
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5. TED — TENDERS ELECTRONIC DAILY
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TED — SUPPLEMENT TO THE OFFICIAL JOURNAL OF THE EU

* TED (Tenders Electronic Ddaily) is the official online portal for European public
procurement. It serves as the digital, public version of the "Supplement to the
Official Journal" of the EU, where public authorities and institutions must publish
high-value contract opportunities and award announcements.

European .
x Wihan Vermeulen English

EU tenders

I Ted = tenders electronic daily Supplement to the Official Joumnal of the EU

0 Quick search in TED for notices Search

More search oplions: | Advanced saarch Expeart saarch Browse by sublect -



https://ted.europa.eu/en/.com
https://ted.europa.eu/en/.com
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WHY TED IS IMPORTANT

It ensures that public contracts are advertised fairly across the EU, the European
Economic Area (EEA), and beyond.

EU law requires contracts that exceed specific monetary values to be published
on TED.

When publishing an above Threshold competition on eTenders, your Contract
Notice will automatically be published on TED.

It publishes thousands of procurement notices every working day, making it the central
hub for businesses looking to bid on government projects



https://cwmf.gov.ie/en/news/revised-eu-procurement-thresholds-applicable-from-1-january-2026/
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KEY FEATURES OF THE PLATFORM

The platform is completely free to use and allows you to browse, search, and
filter notices by country, region, or business sector.

Notices and documents are available in all 24 official EU languages.

Registered users can create personalized search profiles to receive e-mail alerts
about relevant tenders and contract opportunities.

The search functionality is particularly useful if you are look for examples of
similar competitions being run, if you are looking for templates or to draw a
comparison.
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SEARCH FUNCTIONALITY

* You can do a basic search for active tender competitions or contracts awarded
by sing keywords in on the homepage.

Q. Quick search in TED for nolices Search

More search options: || Advanced search Expert search Browse by subject w

* For an in-depth search experience, you can select ‘Advanced Search’ to narrow
down the parameters of your search.
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ADVANCED SEARCH

* You can search by CPV code, Nature of Contract(Services, Supplies, Works),
Place of Procurement, Contract Value, Currency,

* You can further specify the procedure type(Open, Restricted, Direct Award,
Competitive Dialogue etc.)
-] [0

Procurement value (i)

w Procedurs



https://ted.europa.eu/en/advanced-search
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ADVANCED SEARCH

* The advanced search functionality further allows you to specify the Legal basis
for your search, in other word, under which directive the procurement you are
looking for is based.

Legal basis (i)

LDwractrse 20041 HEL
Darascivee J00411AEC
Dwractve 200081/EC
Deraciree 201423EL
Dwactrea 2014°24EL

7 Deactive 2014/25EL



https://ted.europa.eu/en/advanced-search

ADVANCED SEARCH RESULTS
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* Search Results are displayed as published in the Official Journal.
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There are currently 6,922,028 active notices
published in the journal.

The Description of the Notice provides an overview
of the procurement with the Country of Origin.

You will also be able to see the publication date
with the corresponding deadline for submission.

For more information on the specific competition, you
will click into it by using the link under the Notice
Number coulomb.



https://ted.europa.eu/en/advanced-search

ADVANCED SEARCH
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* When following the link into your relevant search result (competition) you will be
presented with the Notice view of the competition.

Notice View
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This provides a summary of the competition, with
buyer contact details, procedure type and LOT
allocation.

You have the option of downloading the notice in the
official EU language of your choosing.

The Notice provides all relevant procurement details
— Estimated Contract duration, link to download
procurement documents, etc.
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ENOTICES2

From the TED home page, you will notice a link to the eNotices2 website.

If you have created a TED profile you are able to
Access other sites in the TED family publish Notices to the Official Journal via the
eNotices2 website.

eNotices2 [/

This allows you to publish a notice without using the
TED Developer Docs [£ eTender website.

TED Developer Portal [2 Below is an overview of eNotices?2.



https://enotices2.ted.europa.eu/home
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ENOTICES2

Wihan
European &
- Union ! a My personal organisation

(Usear)

EU tenders

I Ted » eNotices2 Forms for public procurement

ome My notices My form settings Address book My workgroups Create notice

eMotices2

Welcome to eNotices2!

eMotices2 allows buyers to submit and manage public procurement notices in the eForms format as defined in

ission Impl ing_Regulation 2019/1780. Access other sites in the
family

Blara infarmatian alaid abladlane and - Carmae

* Click on Create notice in order to initiate the process.




@ CMG Training
The Irish Institute of Professional Education

ENOTICES2

* This will open the Notice Creation Wizard.

* To publish a notice, you will have to fill in the questionnaire and follow the on-
screen steps to finalise and publish. The first step will be to select your
publication language then click on next.

Create a notice @

= Please follow the questionnaire if you would like 1o be helped in the creaticn of your nolice.
= |f you already know which notice you wanl to creale, please answer "no” (o he first question o be directed 1o a st of nofices.
= |I you already restricted the notica fypes you would liKe o Sea in your settings, ba aware that the questicnnaire & disabled

Motice creation wizard

ﬂ Your notice will be created in ihis context: My personal erganisation

Lenguages All| Clear

Add languages (7]

English
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ENOTICES2

* If you don’t know what notice you want to publish, the creation Wizard will assist
you in choosing the correct notice.

Notice creation wizard In our example we will be publishing a general
procurement Notice.

Do you need help with choosing the notice type? . .
After selecting No, you will be prompted to choose

the relevant Notice from an extensive list of
prepopulated notices. We will use a PIN.

® Yas

[ [+]

What type of notice do you want to create?
What do you want to publish?

General PH}GIJTEI'I'IEHT
A pubdic procuremeant notice
) ; Mabice af the publication of a pricr infarmation notice on a uner profile = general dinscthng
& lranspﬂrl: FITDEIJTEITIEI'IT. motice

Planmimng

flricpeliaii rE'gIEII'HLHJﬁ ARNTGAtion Pricr information notice wsed oy for information — genearal crectnne

A woluntary notice Piariming

Prior information nobice wsed 1o shorten fime imils Tor receipt of tendars = general discine
Planing
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This will open the Notice Information fields, which are mandatory for completion
before you can validate and publish your notice.

Filling in the information works similarly to completing the metadata for your
notice on the eTender website.

You will need to fill in all the BT - fields with a red astrix *.

Selectrgages. EN v @ B S and g SEEP———— O—— e | —

Motice zactionz  Organicatiors Crganisatinhs

* Pelarelalory Faik
w CHRG-0001 |GR-Orgardsations)

w  Organisabon | GR-Company)

Oifcial mieved [BT-S00-Organgulon-Company | L

EN
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* Simularly to eTenders, after completing all the metadata, you will validate your
notice and submit it for publication.

« 'alidale = Submit nobice

You can select a future date for publication, or select the option to publish as
soon as possible.

It could take up to 48 hours for publication, so planning for the delay is
important.

MNotice submission report

@ As soon as possible

On this date: Select a dat

Cancel Submit notice
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