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Introduction 
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Introduction 

• This manual is intended for all existing HMGOG Supplier Network users  

• Instructions are provided on how to become a Preferred Supplier for 

HMGOG 

• Only Suppliers already registered need use this manual 

• Please familiarise yourself with the manual prior to responding to a 

qualification request 
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Why HMGOG Supplier 

Network 
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Preferred Supplier Benefits. 

 

• Manage your own details 24/7, simultaneously and instantly across all buyers in HM 
Government of Gibraltar.  

• Continue to trade with HM Government of Gibraltar. After 01st March 2021 HM Government 
of Gibraltar will only enter into new trading relationships/contracts with those organisations 
who have achieved the status of Preferred Supplier. 

• Increased opportunities to bid for HM Government of Gibraltar contracts. 

• Direct invitations to relevant Requests for Quotations for work; receive automatic 
notifications of Tenders and Requests for Quotations based on 'what you can provide/sell” 

• Repository of Contracts awarded to your company with messaging tools allowing for effective 
communication. 

• Increase automation of Contract documentation management (Reducing time, resources and 
costs associated with Contract engagement) 

 

 

 

 

 

 

 

 

 

• The HMGOG Supplier Network is very easy to use. 

• You can self register, maintain your own data and download documents. 

• Submit tender responses electronically 24 hours a day, 7 days a week. 

• Tenders lodged electronically do not incur postage or courier costs.  

• You receive automatic confirmation that your response has been received. 

• You can search the database for awarded contracts as a means of 

identifying potential business leads. 

• You can manage your own details removing time consuming and expensive 

processes. 
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Getting Started 
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Getting Started 

• No special equipment or software is needed - just internet access.  

• The Network works best on the following web browsers: 

• Microsoft Internet Explorer 10 and 11 (in compatibility mode) 

• Google Chrome 

• Firefox 
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Pre-Qualification: 

Become a Preferred Supplier 
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You have received an email 

 

Click on the link in the email 

OR 

Copy/type the link into your 

internet browser  
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Sign in using your details from registration 

 

 

1. Enter your user 

name and password 



12 

Pre-Qualification 

 

 

1.Select Customer 

Requests 
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Pre-Qualification 

 

 

2. Click Respond 
1. Download these 

documents 
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Pre-Qualification: General Tab 

 

 

 

1.Review the details on the ‘General’ 

tab and then click on the next Tab 

‘Questions’ 

‘Validate’ will check that all mandatory 

information is provided 
You can ‘Save’ a draft and 

continue whenever required. 
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Pre-Qualification: Bank Details & Contacts Tab 1 

 

 

 

 

 

 

1. Click on Bank Details tab 

 

 

 

 

 

 

 

 

 

 

 

Complete Bank Details as follows: 

 

1. UK/Gibraltar Banks (BACS): Insert 8 digit account number 

and 6 digit sort code, NOSPACES/DASHES, ONLY 

NUMERIC. 

2. EU Banks: Insert 8x0 (e.g. 00000000) in the Account 

Number field and insert 6x0 (e.g. 000000) in Sort Code 

field to overcome the system mandatory defaults. INSERT 

your SWIFT (BIC) and IBAN numbers. 

3. US and Other Banks: Insert 8x0 Account Number and 6x0 

in sort code to overcome mandatory defaults. Insert SWIFT 

(BIC) and Account Number.  

 

IMPORTANT For US & Other Banks The account number 

MUST be inserted in the IBAN field.  
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Pre-Qualification: Bank Details & Contacts Tab 2 

 

 

 

 

 

 

1. Click on Bank Details tab 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select your main currency for invoices 

and orders from the drop down list. 

2. Insert Orders Contact Name, Phone and 

email address. This address will receive 

all P2P orders. 

3. Insert Payment Remittance Contact 

Name, Phone and email address. This 

address will receive payment 

remittance advice from the  HMGoG 

Financial System. 

4. Enter Tax ID only for companies 

registered in Gibraltar. 
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Pre-Qualification: Documents Tab 

 

 

 1. Click on the arrow to 

upload a document 

 
 
 

Note: Documentary evidence of Bank Details is 
required. Please supply one of the following 
documents: 
 Copy of Cheque Book   

 Bank Statement  

 Letter on Bank Letterhead    

 Screenshot of Online Banking 

In all the above the organisation name, account 
number and sort code must be clearly visible.   
 

 

2. Click to 

attach file and 

browse 
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Pre-Qualification: Questions Tab 1 

 

 

 

1. Click on Questions Tab and respond 

to all questions about your organisation.  

Some Questions and 

Sections are conditional 

on your responses. 

2.Click the arrows to 

open each question 

section. 
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Pre-Qualification Questions Tab 2 

 

 

 
Questions may require you to select from a drop down 

list, enter text, numbers or add documentation.  

 

Please answer all questions thoroughly. 

Mandatory Questions and Documents 

are identified by a * (red asterix) and 

must be uploaded before submitting 

the response. 

. 
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Pre-Qualification Questions Tab 3 

 

 

 
2. Alternatively, Click to attach 

file and browse 

3. Select document 

and Click open to 

attach 

4. The file is 

uploaded 

1. You can drag and 

drop the file 
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Pre-Qualification Question Tab 4 

 

 

 

If you hold the cursor over a 

question further information will 

be revealed. 
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Pre-Qualification: Validate & Submit 

 

 

 

1.Click Validate.  

If you have answered all the mandatory 

questions this will be confirmed on screen 

2.Click Submit.  

Your response confirmation is 

displayed on screen 

If you do not get a green 

confirmation box on the top right of 

the screen the application has not 

been submitted. 



23 

Next Steps 

• Your application will be reviewed and be either “Approved” or “Rejected”. 

 

• If “Approved” you will receive a notification email stating that you are now 

a HMGoG Preferred Supplier. This status is reviewed annually via a 

questionnaire. 

 

• If “Rejected” you will receive a notification email explaining the reasons 

why you have been rejected and we will send you a new questionnaire to 

give you a further opportunity to respond. 

 

 

 




