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Welcome to the Turner & Townsend eTender  platform

eTender is our cloud based procurement platform that we have configured to align and lead best practice procurement in the 
construction industry, providing clients, contractors and suppliers with the ability to complete procurement in a fully 
accessible, digital environment.

This guide has been designed for all of our supplier users to give an overview of eTender in terms of what it is, what it does 
and guidance on how to use the platform, including:

■ Providing an overview of the Turner & Townsend eTender platform

■ General guidance on application use and communications

■ Key activities when preparing and submitting your responses

■ General help and support

■ Frequently asked questions
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The Turner & Townsend eTender platform

eTender is an online digital procurement platform, 
developed from the market leading Jaggaer Sourcing+ 
platform and configured for construction sector 
procurement.

eTender allows us to procure any aspect of a building 
project, from consultants, construction contractors, material 
suppliers/providers through to furniture and equipment.  

All of the activities in eTender are hosted in a secure, cloud 
based environment that registered users can access from 
any location, combining the ability for fully collaborative 
procurement and evaluation with the increasing requirement 
for remote working.
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Our eTender platform provides:

■ A fully online mechanism to issue, manage, receive and 
review responses to and from our global supply chain

■ A free to use platform for suppliers to access the  
procurement package information, live updated if and 
when there are any changes

■ A secure environment to create and submit queries 
during the procurement process, with simple 
functionality to allow you to track responses

■ Structured response envelopes, with specific sections for 

■ qualification questions (pass/fail and deliverables)

■ technical questions (qualitative based questions to be 
scored as a part of the evaluation)

■ commercial questions for the submission of prices, rates 
and other financial data
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Key features of eTender
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Benefits for clients and for  suppliers:

For our business and our clients:

■ Procurement packages and responses in a single location 
(single source of truth)

■ Greater consistency in procurement across a global business

For suppliers:

■ Single line of communication during the procurement process

■ Clear indication of completed and incomplete items

■ Locked in formulas for commercial items

■ Emphasis on the content of the return, not the style (level 
playing field)

For all users:

■ Easily accessible platform, available anywhere, from any device

■ Full audit trail
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Benefits of eTender
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eTender has 6 main areas for our supplier users:
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Areas in eTender

Sourcing

Contains the projects and procurement 
objects that you are invited to participate 
in

Dashboard

Provides a summary of your projects, 
procurement objects and messages

Home page

The main login page with quick links to 
the PQQ, ITT and dashboard areas

My organisation

Allows you to update and edit information 
relating to your company

File sharing

Accesses the eTender file sharing area 
(when used)

User management

Allows add or amend your users accounts 
in eTender and set permissions
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Authorised users only

To use eTender, you (or your team members) will need to 
have an eTender account, but there is not charge for 
suppliers to use the platform.

Our eTender system guide for suppliers provides details on 
how to create and amend user accounts as this is all 
managed on the supplier side of the platform 

To log in to eTender:

■ Access the eTender production platform

■ Enter your username and password (these will have been 
provided to you via email)

You will then be taken to your eTender homepage which 
we will cover next.
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Accessing eTender
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Quick access to the key areas

Your homepage in eTender has been designed to give you quick access to the areas you will use the most:
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The eTender home page

Pre-qualification (PQQ) objects

Accesses the pre-qualification object area 
where you can access all PQQs, SQQs and 
shortlist activities that you are associated 
with. 

Formal procurement (ITT) objects

Accesses the formal procurement object 
area where you can access all past and 
present ITTs, RFQs etc which you are 
associated with

Dashboard area

Logout

Connects you to the main dashboard area 
in eTender.

Logs you out from the eTender platform
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Quick access to the areas in eTender

The menu bar (or side menu) lets you quickly navigate 
between the different areas within eTender, and is available 
wherever you are in the platform.

You can expand/collapse the bar to see the names of the 
areas using the expand command at the bottom left of your 
screen.

We recommend using the menu navigation to move 
between the different sections of the eTender platform.
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The menu bar
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Keeping track of your opportunities

Accessed from the sourcing side menu or via the home 
page, the my ITTs or my PQQs pages show all of the 
different procurement objects that you are associated with.

From this screen you can:

■ Review the high level details of each of the objects 
(including the title, the code and the response status)

■ Filter the objects using the drop down menus located to 
the top left of the screen

■ Access each of the objects by clicking on the title 
hyperlink

■ Export an excel format list of the objects by clicking on 
the menu command (…) located to the top right of your 
screen and selecting export list
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Procurement object (PQQ/ITT) overview area
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The working area for creating your responses

Selecting a procurement object will bring you into the 
detailed view where you can:

■ Select and view the details of the object (name, return 
date and time, awarding strategy)

■ Access the documents and addenda provided as a part 
of the procurement package

■ Create, view, edit and submit your response (see key 
activities for more information on creating your 
response)

■ Access, read and reply to messages issued via the 
eTender platform relating to that object and create your 
own messages in response

■ See any of your users assigned to the object (and add 
more from the list of registered users)
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Procurement object (detail) area
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Making your first selection

Before you are able to create your response to a 
procurement object, you first have to state either:

■ Your intention to create and submit a response (by 
selecting intend to respond) or

■ That you wish to decline to respond

Selecting that you intend to respond will then allow you to 
review the details of the object and enter your responses, 
while selecting to decline will then ask you to confirm your 
decision, entering the reason for your choice.

Where is this feature found?

This feature is found in the my response area within the 
object (ITT/PQQ) details menu.
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Confirming your intention to respond
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Understanding the scope

Before creating your response, we recommend that you 
review the following:

■ the package information (attachments) provided with 
the procurement object including scope, procurement 
instructions, drawings and other relevant data

■ The response envelopes which provide the details of 
the responses required (and are the areas where you will 
enter your responses)

The package information is contained in the documents 
and addenda section of the object and can be accessed 
from the top menu.  

There is also an indicator at the top of the screen to tell 
you if you have any unread documents to review.

Next we will look at the response envelopes.
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Reviewing attachments and information
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Understanding what we are asking

The my response area in our eTender objects contains up 
to 3 different response envelopes:

■ The qualification envelope which typically contains a 
series of questions which are used to confirm the validity 
of the response, as well as non-scored deliverables such 
as insurance forms, standard policies etc

■ The technical envelope holds questions that are tied in 
to the scoring (assessment) methodology for the 
procurement object.  

■ Finally, the commercial envelope is the location where 
you will be asked to submit priced elements of your 
response, including schedules of work, schedules of rates 
and other price information.

You can access each of these envelopes from the my 
response – response summary area, and focus on just one 
by clicking the name link near the top of the screen.
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Reviewing the response envelopes
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Starting the response process

To start creating your response you will need to put the my 
response area into edit mode.

There are two ways of doing this:

■ Selecting the edit (    ) command next to the sections 
(shown to the right-hand side of the screen)

■ Selecting (clicking) the name of one of the response 
envelopes from the my response summary area of the 
my response screen

Whichever option you chose, you will see the screen will 
change and will show you the full questions, along with 
areas that you can interact with to enter or upload your 
responses.

You can find more information on the different question 
types in eTender in the help and support area of this guide.
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Creating your response
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Populating the response

As you work through each section, you (and any members 
of your team that you have added to the object) will be able 
to type, upload or add data to each envelope and section, 
although only one user can work on a single envelope at 
one time.

When completing your response, keep an eye open for any 
mandatory fields (marked with an *) as these must be 
completed to submit your return.

When working in the commercial envelope, use the refresh
function as you enter rate and/or quantities to see the 
impact that this has on your commercial submission. 

You can also use the validate response command to check 
for any (mandatory) items that you have not yet completed 
(you can see a list of these by clicking details in the header.

You can also export and import an excel version of the 
response envelopes, refer to the help ad support pages for 
more information.

20

Entering your responses
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Maintaining the single source or truth

Each eTender procurement object comes with it’s own message 
system which is used in place of email to keep all communication 
relating the to the object in a single location.

The eTender message system allows you to:

■ Create new messages and issue the to Turner & Townsend 
for all associated queries and requests

■ Review and reply to all messages issued by Turner & 
Townsend on behalf of the client and their design team

■ Forward messages to external parties (after entering their 
email address) where you need to communicate information 
outside of your organisation

■ Extract reports and logs of messages associated with the 
object

The message system must be used as the single line of formal 
communication during the procurement process, unless express 
approval to use alternative routes has been provided in the 
procurement package.

21

Using the message function
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Closing out your activities in a procurement round

Once you have completed your response, you will then be 
able to submit it.

Before submitting, you should always check that you have 
read and reviewed any and all information associated with 
the procurement package as, typically, you will have been 
asked to confirm that this has been reviewed and taken into 
account when preparing your response.

To submit your response

■ Select the submit response command, located to the 
top right of the screen.

■ Select ok at the pop up message

Your response will then be submitted, although it cannot be 
opened until the closing date and time for the object has 
passed.  You can also make changes to the response and 
submit them up until the closing date, or select to 
withdraw your response.

22

Submitting your response
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What is a procurement object?

When using eTender (and these support guides) you will 
notice that we refer to procurement projects and objects in 
the guidance and in system notes.

eTender operates by having a host project for any 
procurement activity, which can then contain one (or more) 
procurement objects.

Procurement objects can include:

■ Pre-qualification objects (PQQs, SQQs or RFXs)

■ Formal procurement objects (ITTs, RFQs or RFPs)

In simple terms, the procurement objects are the things 
that you review, populate and submit, while projects are the 
containers for them.

24

Procurement objects in eTender
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Key procurement object information

All of our procurement objects contain a details > settings
section which holds key information about the procurement 
activity, including:

■ The procurement object (activity) title

■ A description of the works (outline of the scope)

■ The closing date and time (the deadline for submission)

■ The object currency

■ The awarding strategy (the split between cost and 
quality)

You can access these details at any time  during or after the 
procurement period.
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Reviewing the details of the procurement object



Turner & Townsend eTender overview General guidance Key activities Help and Support FAQ

Getting your team in place

When a procurement object is published, the immediate 
recipients will be based on the list of default users/available 
users provided to Turner & Townsend.

Anyone who already has access to the procurement object 
on the supplier side can add additional users to the object 
using the associated users area.

To add users:

■ Make sure you are in the associated users area

■ Select the add (+) command on the same line as the 
user list

■ Select users either by starting to type their name in the 
quick selection box or using the more detailed search 
criteria function

■ Select the user(s) you want to add using the check-box 
to the left, click save and then ok to complete the 
process
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Adding users to your procurement objects
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Ready to submit or work still to do?

The response summary area not only lets you access the 
different envelopes, it also provides a summary of the 
commercial envelope value and identifies any sections that 
have outstanding responses.

When you select to submit your response, eTender will  
check through the mandatory responses and highlight if 
there are any question that you still need to respond to.

When working in the envelope, you can also use the 
validate response command which will check and highlight 
fields where a response is still required.
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Checking the status of your response
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Different questions for different information 

eTender allows us to set a number of different question types for 
our suppliers to respond to in order to make the procurement 
process as efficient as possible.

These can include:

■ Yes/No questions where you will be asked to confirm your 
selection

■ Single option questions where you will be asked to chose a 
single response from a pre-defined list

■ Text questions where you can directly enter your  response 
(usually used for questions where we are looking for a 
focussed response, limited to 2000 characters)

■ Attachment questions where we will ask for an uploaded file 
as a response (with instructions on what the file should 
contain and the file format)

■ Numerical (value) questions, typically in the commercial 
envelope, where a value need to be entered.
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eTender question types
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Flexible approach for more detailed requirements

As eTender is an online platform, some activities (such as 
adding attachments) must be carried out in the online 
platform; however you do have the option to complete other 
questions using an offline (excel) form.

To export the envelopes as an excel file:

■ Make sure you are at the my response summary area

■ Select online questionnaire in excel

■ At the next screen select download online 
questionnaire in excel

eTender will save the file to your downloads folder which you 
can then complete and, later, import.

Note: If you make changes to responses in the platform 
after downloading the file, these will not be shown in the 
excel file and importing the excel file may over-write the 
changes – refer to the importing hints in the help and 
support section for further guidance.
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Offline working
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Regularly updating your response

One of the benefits of eTender is that you do not have to 
create and submit your response in a single session (in fact, 
we encourage you to regularly update your response as you 
go, in conjunction with other members of your team).

As you enter data, you have the option to save the changes 
you have made (to make sure data is not lost while you are 
working) and to save and exit response to keep the 
changes and return to the my response area.

Remember – saving the changes does not submit the 
response to Turner & Townsend, we will cover submitting 
the response later in this section.

30

Updating and saving your response
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Making sure you do not lose any data

Using the excel (offline questionnaire) form allows you to 
complete sections of your response offline.

Where changes have been made online (after exporting) 
care is needed in the import process:  

■ Make sure that you have not tried to alter any of the 
locked cells in the excel sheet (as this data will not be 
brought into eTender)

■ Check that all numerical values in the commercial 
envelope are to two decimal places

■ If changes have been made to the online responses after 
the file has been exported (except for attachment 
questions) either:

■ Copy the online response into your offline form or

■ Unprotect the excel file and delete the sections where 
changes have been made online before you import

31

Importing your excel response guidance
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Updating a part of your response

If (as per the last page) you want to only import part of 
your excel response, eTender will let you do this:

■ In the excel sheet, make sure that the changes made are 
in the highlighted cells

■ Check that you have not deleted any columns from the 
import sheet

■ Follow the import process until the screen to the right is 
shown and then select the view imported data
command

■ Review the changes made and, if they are correct, select 
the save changes command (or select undo if they 
need to be cancelled).
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Importing a partial excel response
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Access denied?

Certain functions in eTender are managed by the user 
permissions commands in the platform.

Some of the functions that need specific permissions are:

■ Creating and modifying the response

■ Using the export/import command (excel offline form)

■ Using the message function

■ Submitting the completed response

If you need access to these functions, speak to your 
organisation’s eTender super user.
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Checking user permissions
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Tracking and reporting on messages

eTender gives you a number of ways to track and review 
information about the messages you have sent and 
received:

■ The message interface in your send messages shows you 
who the message was issued to (the organisation) and 
whether it has been read and/or replied to.  You can also 
click on the data to see the associated dates.

■ In any of the message interfaces you can click on the 
more options (…) command next top the create button 
to access reporting options, including:

■ Exporting the list to excel (export list)

■ Producing a standard message report which can be 
saved as a PDF file

34

Message function – additional features
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Help when you need it

■ You can find a copy of this support guide (which will be 
updated, over time) in the additional information area
(located in the     icon next to your name at the top of 
the screen).

■ If you are having a problem with the general completion 
of your response, or need further guidance, please 
contact us using the inbuilt messaging system, selecting 
platform support request as the message classification 
(type).

■ For any issues with accessing the eTender application 
(such as inability to log on or functions not working) 
email the Jaggaer helpdesk Help@bravosolution.co.uk

35

Additional help and support
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Frequently asked questions

Is there a charge to use eTender? eTender is 100% free to use for all suppliers

Can we add more users to our account? Yes, supplier eTender super users can add as many users to your 
eTender account as you like, using the manage users area

Can we submit a single attachment as a 
response?

Unless the instructions in the procurement object state otherwise, you 
must only submit the requested details in each attachment, 
submitting a single attachment multiple times may grounds for 
disqualification

Can we provide an alternative offer? If alternative offers are requested there will be a section in the response 
envelopes for you to submit them.

Can we submit by email instead? Unless expressly stated otherwise, you must only submit your response 
using the eTender platform, submission by email will not be accepted.

Do we have to use the message system? The message system in eTender should be used as a the single route 
for communications, unless expressly stated otherwise. 

Can we change the pricing document? The structure of the commercial envelope is locked, but there will 
typically be a section for supplier identified items for you to include 
any elements that, in your opinion, do not have an item to price against 
in the provided structure
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