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Introduction 
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• This manual is provided to assist all potential HMGOG Supplier Network 

users in providing a response to a tender. 

• You will need to register with HMGOG’s Supplier Network in order to view 

and submit a tender.   

• No responses can be submitted after the closing date and time. 

• A response may take some time to submit therefore the recommendation to 

tenderers is to allow yourself ample time to make a response. 

 

Introduction 
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Why HMGOG Supplier 

Network 
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• 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. 

 

Why HMGOG Supplier Network  
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Getting Started 
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• No special equipment or software is needed - just internet access.  

• The Network works best on the following web browsers: 

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

o Google Chrome 

o Firefox 

 

Getting Started 
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Responding to a Tender: 

I have not been invited  

(I saw this opportunity on the 

Supplier Network) 
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I HAVE NOT BEEN INVITED  

 

 

 

You must make sure that you are registered 

on the Supplier Network to be able to 

respond to a Tender opportunity. If you 

haven’t already done so; please use this 

guide, available on our website 

www.procurement.gov.gi, for instructions on 

how to do so. 

http://www.procurement.gov.gi/images/EService_Guides/7.Supplier_Guide_Self_Registration.pdf
http://www.procurement.gov.gi/images/EService_Guides/7.Supplier_Guide_Self_Registration.pdf
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I HAVE NOT BEEN INVITED (2)  

Click on “View Opportunities” to see all Public 

Opportunities without the need to sign in. 

Once you sign in, Click on 

“Opportunities”.  
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I HAVE NOT BEEN INVITED (3)  

You can search for the opportunity by 

typing in a keyword and clicking 

“Search”. 

All the 

available 

opportunities 

are listed 

here. 

 

Note:  

This is a 

screenshot 

from a test 

site. 

If you are interested Click on the 

relevant “Show Me” arrow to access 

the opportunity 
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I HAVE NOT BEEN INVITED (4)  

You will be able to view a summary of 

the details of the opportunity. 

Click “Register Interest” 

A notification will be 

displayed on screen briefly to 

show that your interest has 

been registered  



14 

I HAVE NOT BEEN INVITED (5)  

Click on the relevant “Show Me” arrow 

to access the opportunity. 

Now Proceed to Section: How to Provide a Response - Page 20   



15 

Responding to a Tender: 

I have been invited  

(I received an email directly 

about this opportunity) 
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Email Notification 

Click on the link in the email or copy 

the address into your web browser. 

Take note of the Opportunity (e.g. Number 

and Title. 
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Sign into the Supplier Network 

1. Enter your user name 

2. Enter your password 
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Opportunities  

Click on “Opportunities”.  
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Find Opportunity  

You can search for the opportunity by 

typing in a keyword and clicking 

“Search”. 

If you are interested Click on the 

relevant “Show Me” arrow to access 

the opportunity 

All the 

available 

opportunities 

are listed 

here. 

 

Note:  

This is a 

screenshot 

from a test 

site. 
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How to Provide a 

Response  
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The General Tab 

 Open this section to access 

important documentation relevant to 

this opportunity. Please download 

and read these documents before 

starting your response. 

This section provides further 

summary information relevant to this 

opportunity. 
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The General Tab (2) 

 

This section provides further 

summary information relevant to this 

opportunity. 

This section allows you to enter a 

greeting or cover letter. None of the 

information provided in this section 

will be used for Evaluation purposes. 
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The Lots Tab 

There may be more items in 

subsequent pages.  

Note you are automatically 

“Opted In” for all Lots. 

Tenderers must submit 

prices for all items in a lot to 

be able to submit a valid 

response. If you are not 

interested in a Lot you will 

have to un-tick this box. 

You may have to select LOTs 

(Categories of what you provide). If 

LOTs are not presented then they are 

not included in this tender. 

“Free Issue” means the item will be 

provided at NO cost.  
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Viewing Specifications & Entering Prices  

1. Click More… to view details of 

each item. A specification 

document  is also provided as 

part of the Request Documents 

(General Tab 

Note: The Value field is  

automatically updated once 

you enter the Unit Price in 

accordance with the 

Quantities stated. 

2. Enter the Unit Price of the item 

being offered.  
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The Questions Tab 

1. Please expand each 

question section.  

 

Note: The first section 

will set out the 

evaluation criteria and 

relative weighting for 

each criterion. 

2. Provide a response to all questions. Note that all 

answers provided are used to evaluate the tender.  
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The Attachments Tab 

2. Click here to upload the document (P.T.O. to the 

next page of this guide for further instructions). 

3. Alternatively, you can also drag and drop the file to 

upload it. 

1. Select the appropritae category of document to 

be uploaded.If the type is not on the list select 

General Document as the Attachment Type 
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1. Choose your file from your PC and click 

Open 

Continued from step 2 in the previous page.  
 

This step/page is only relevant where the drag and drop function has NOT been used. 
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The Attachments Tab (2) 
 

1. Click here to upload the file(s). 

The file(s) will be briefly highlighted in green to indicate a successful 

upload and then it will be listed below.  

The file(s) ready to be uploaded are 

listed here. 
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Sending and Receiving 

Messages  
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4.  Click Send Button to send 

the message 

2. Enter a subject and 

message details. 

1. Click Messages at the 

top of your screen. 

3. You can add a document to your query 

here. 

Sending Messages 
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3.  You can continue a dialogue 

by adding a reply/message 

here. 

2. Your message and 

the responses from 

HMGOG related to 

each dialogue will be 

shown here. 

1. Your message has been added 

as a dialogue. 

 

Note: Dialogues initiated by 

HMGOG will also be shown here.  

Note: Click here to add a new 

dialogue (i.e. a new subject)  

Note: Click here to go back to the your response 

Sending Messages (2) 
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Receiving Messages 
1.You will receive an email to 

advise you of a message from 

HMGOG. 

3. Take Note of the details shown in 

the email.  

 

Log in to view and respond if 

required. 

2. Do not reply to emails as messages are 

sent from unmonitored accounts. 
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Notifications 
1.Click Notifications. 
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Open Notification 
1.View 

Notification  
2. Click Show Me. 
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View Notification 

2. Click Show 

Me. 

1.Click View 
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 View Message Thread 1.Click 

Messages 

2. View a 

message 
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Submit Tender Response 
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Validate/Submit Response 

2.Click Submit , if 

successful a green 

message box will appear 

top right hand of screen. 

1.Click Validate, if 

successful a green 

message box will appear 

top right hand of screen. 
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Await a decision from 

HMGOG 
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Submission Confirmation 
1. You will receive an email 

confirming that your response 

has been submitted. 




