
1. Go to www.tenders.gov.je

2. Click ‘login’ under the ‘Supplier Area’ section on the left hand side of the 
screen

3. Enter your username and password

4. Click on ‘my opportunities’ under the ‘Opportunities’ section upper right 
hand side of screen

5. Top of the screen – choose Jersey from the ‘select organisation’ list – click 
the small green circle icon to the right hand side of the list.

6. This brings up all the projects you’ve registered interest in

7. Click the blue reference number of the tender you are after

8. The next screen will describe the ‘stage’ of the tender in blue text (will 
probably say tender stage or similar) – click the blue text.

9. Click on ‘Response Wizard’ at the bottom of the page and then follow the 
following instructions:-

Responding to an ITT (or PQQ)

Click the “Response Wizard” so the system will 
guide them through each step



Response Wizard Steps

A basic introduction to the “Response 
Wizard” is given.  Clicking on ‘Next’ will 
take the supplier through each step in turn.

Step One requires the supplier to provide 
any relevant supplementary information in 
relation to the tender submission but only the 
reference number is compulsory. Once 
entered click the next button on the bottom 
of the page.



Find the file and highlight it  (you may need to repeat if more than one)

Step Two requires the supplier to provide 
any relevant attachments

Clicking “ADD” opens up the “Browse” 
option so that the attachments can be 
located.  

Several attachments can be made by 
continually using the “ADD” option.  “Next” 
takes the supplier to the third step

Step three allows the supplier to accept or 
reject the Terms and Conditions that you 
have include in the tender

Clicking “Save” button adds the file to the 
response.



If you have any problems phone the person named 
as the contact for the tender – OR – email 

procurement@gov.je for assistance

Step Four provides the supplier with a summary of 
their bid.  They can amend the details, save as a 
draft or submit the response. The status remain at 
‘Draft’ until it is formally submitted

NB: submitted responses can be amended by 
suppliers up until the tender deadline

As with most key actions, a final 
confirmation is requested from the supplier 
before the bid is submitted onto the system


