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Why e-tendering? - 8 reasons

1. Efficiencies in processing

2. Transparency and maintaining security

3. Professional enhancement of University image
- value adding

4. To save time and money

5. To reduce costs in advertising

6. Establish and maintain electronic records of entire 
processes.

7. Audit purposes

8. Establish a preferred supplier data base



The Tenderlink solution

• Tenderlink has customised an e tendering solution for Charles 
Darwin University to enable the process delivery via the web 
to the desktop.

• Tenders web site whilst directly linking to Charles Darwin 
University web site, it is externally hosted. (no costs)

• The setup, installation and training of staff by Tenderlink 
were <$8000-00.

• The monthly management fee is based on the volume and 
number of transactions, the Charles Darwin University costs 
are $500-00 per month.

• At this point only tenders are processed through the site but it
is intended to include all Requests for Quotations for services 
in the near future.

• This provides direct benefits by electronically bringing the 
University and Suppliers together at minimum costs.



The e tendering process

• Entering a tender notice 
• Conducting tender addendums
• Electronic tender boxes
• Tender forums 
• Reporting
• Posting awards
• Managing suppliers – grading
• Site administration



1. Enter your log in details.

2. Click to Log In

1. Log on to website



Once logged in the following screen will appear



The process of submitting a tender on line



The process by steps 1 - 9

1. 'Have you prepared your advert'. 
This is same text that you would 
normally include in a newspaper 
advert.

2. 'Have you prepared your tender 
documents' As you would do 
normally in either text or .pdf format 
to a saved location.

3. 'Will there be additional 
documents.' This is for large A1 type 
plans that may not be possible to 
attach in the normal documents. 
Usually posted or collected.
4. Do you require a electronic 
tenders box



Step 1 - Notice Details

1. This will normally default to 
your own name as set up in the 
system. If you are a consultant 
and preparing a notice for 
someone you may use their 
name.

2. A short summary of the 
notice. We recommend you 
take something from the body 
of the notice.

3. Details of the tender. As a 
guide you would enter the same 
details here as you normally 
would when advertising in a 
newspaper.



Step 2 – Notice Details

1. 'Release Date'. Date when you 
would like the notice to go live 
in the system.

2. ‘ Closing Date and Time'. Date 
and time the tender closes.

3. 'Notice Type'. Use drop down 
box.

4. 'Notice Value' - Optional



Step 3 – Notice locality – Advertising
(if required)

You only have to select the 
State/ Region in which the 
notice is being advertised. 
Suppliers from other 
states/regions will indicate 
in their own profiles if they 
want your notice.

Select 'Next'



Step 4 – Industry categories

The Industry Categories are listed 
by 'parent' and 'child' categories.
By clicking on the + button on the 
left of the 'parent' category, it is 
broken down into more defined 
areas.
If you are not sure, pick the 
parent category that best fits.



Step 5 – Notice Forum

Check if you wish to establish a 
forum for this notice.

Check this box if you want to be 
notified by email every time a 
new question is posted to the 
forum.

Select the last day for 
clarifications by using the drop 
down box.

Nominate the person responsible 
for forum questions.

Check this box if you want to 
notified suppliers by email every 
time a question is answered and 
posted to the forum.



Step 6 – Upload Notice Documents

Attach your documents by clicking 
on the 'browse' tab. The system 
allows for 10 files/documents, 
however there is no limit.

If you check this box any 
contractor who downloads 
documents must agree to having 
their contact details available 
online. This is for subcontractors 
use. 



Step 7 – Tender Documents

If you wish to charge for 
documents indicate the dollar 
value here.

If you have additional documents 
such as A1 drawings indicate here. 
You will be emailed each time a 
contractor downloads from the 
system.

Nominate person responsible for 
documents.



Step 8 – Electronic Tender Box

If you are not using electronic 
tender boxes, leave the 'No 
Tender Boxes' as a default then 
select 'Next'.



Step 8 – Electronic Tender Box (cont)

Select number of tender boxes you 
require (up to 5).

Enter appropriate names for each 
tender box and then select the 
person responsible for that box.

Select 'Next'.



Step 9 – Newspaper advertising

Select required publications.

Check this box if you would 
like to use the newspaper 
wizard, or select 'Next'.



Step 9 – Date/time of advertising
Above will open advertising 
days. Select the days that 
you would like to advertise.

Typical Notice that is booked



Confirmation

Select 'Public and Private' if you 
would like to send the notice out to 
all your private supplier plus all  
TenderLink´s suppliers with the 
appropriate profile.
To obtain maximum coverage 
with your notice we suggest 
you use this option.

Select 'Private Notice (Suppliers 
Profile Matching)' if you would like 
your notice to be sent out to all 
your private suppliers with the 
relevant profile.

Select 'Private (Selected Suppliers)' 
if you would like your notice to be 
sent to a selection of your private 
suppliers.

Select Submit



Tenders Advertised



Restricted tenders – Private 
Suppliers – Managing Suppliers

Users must have administrator access to access the supplier section.

Our Details

Select 'Our Suppliers'



Restricted tenders – Private Suppliers –
Managing Suppliers (cont)

To sort alphabetically by 
Supplier Name, Email 
Address, or Company. Click 
up and down arrows.

Select 'Setup Grading 
Options'

Establish new supplier



Grading of Suppliers

1. Chose which grading 
option that you wish to 
use.

2. Type in the descriptions

3. Select 'Update Grading 
Details'



Closing of Tenders - electronically

Click on 'Electronic 
Keys' to retrieve your 
tender box keys

An example email advice is below:



Opening the electronic tender box

Select Continue

Log on with your normal 
details



Opening the electronic tender box

Tender Box Key
To Unlock – Click this Link

A List of Contractors 
who have submitted 
responses will be 
displayed

Confirmation that ETB 
has been unlocked and 

Select 'OK'



Downloading responses

Once the tender box has been unlocked from the step above, you are now ready 
to download the individual submissions from your Suppliers.

Select 'Save'



Reporting

• There are a number of reports available on line 
and in real time and include:

– Supplier reports 
– Advertising reports
– Tender download reports
– Tender documents
– Tender summaries
– Private supplier reports



Benefits for Charles Darwin University

• No system maintenance – externally hosted
• Professional image – enhances the University
• Available 24/7 – always working
• Time saving – more efficient by automation
• Significant reduction in printing costs
• Wide access to suppliers 
• Very safe and secure (banking strength encryption 

& technology)
• Ability to target and manage suppliers
• Builds better relationships with suppliers
• Significant reduction in advertising costs – saving 

60%
• Provides audit trail


