
How to
Note: Only “Editor” can prepare this form

Tender Documents” only.
had been submitted

1. Login to eTender system a
click at “Tender”.

2. Click at “Calling Tender

Tenderer & List of Tenderer).

3. Can amend the information at the fields and select verifiers.

Visit our forum & tutorials at http://forum.buildspace.my

How to prepare “Calling Tender” form
Only “Editor” can prepare this form and for “Group Access to
Tender Documents” only. Only appear after “List of Tenderer”
had been submitted.

Login to eTender system and open a project. Click at “List of Tenderer

Calling Tender” tab. If you are BU or GCD group, you can see other tabs (Rec of

Tenderer & List of Tenderer).

information at the fields and select verifiers.
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” form
and for “Group Access to

“List of Tenderer” form

of Tenderer” menu and then

If you are BU or GCD group, you can see other tabs (Rec of



You can amend “Calling Tender

date field and you will see the following screen. Select date and then click at “

Time” icon. It will appear

Set the time and click outside the box or other field to continue fill up the form.

4. You can click “Send Tender

Visit our forum & tutorials at http://forum.buildspace.my

Calling Tender” & “Closing Tender” with date and time

date field and you will see the following screen. Select date and then click at “

” icon. It will appear another screen for you to set time.

Set the time and click outside the box or other field to continue fill up the form.

Tender Invitation” to send out tender invitation
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date and time. Click on that

date field and you will see the following screen. Select date and then click at “Select

Set the time and click outside the box or other field to continue fill up the form.

tender invitation to the tenderers.



5. You can see the following pop up appear, just typed in the message that you want to

inform the tenderers and click “

6. You can see the previe

Visit our forum & tutorials at http://forum.buildspace.my

the following pop up appear, just typed in the message that you want to

and click “Preview” button.

ew of message and click “Send” to send to all
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the following pop up appear, just typed in the message that you want to

l individual tenderer.



7. You can activate the “

had submitted their tender. Click at “Acknowledgement Letter” button.

8. Can see the following screen. “

your message and click “

9. You can “Save” the form or “

Visit our forum & tutorials at http://forum.buildspace.my

You can activate the “Acknowledgement Letter” for the tenderer

had submitted their tender. Click at “Acknowledgement Letter” button.

Can see the following screen. “Tick” to Enable Acknowledgement Letter. Then type

your message and click “Save”.

” the form or “Submit” form for verifier to verify the form.
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to print out after they

had submitted their tender. Click at “Acknowledgement Letter” button.

Enable Acknowledgement Letter. Then type/edit

for verifier to verify the form.



Note: Once the calli

automatically send out email notification to the contractors

about the tender.

calling tender period

10. If you want to “Extend

necessary amendment on the date and select verifier.

11. Then click “Extend”.

Visit our forum & tutorials at http://forum.buildspace.my

Once the calling tender form had been

automatically send out email notification to the contractors

about the tender. Contractors can be accessed during this

calling tender period only.

How to EXTEND tender

Extend” the tender date & time. Open “Calling Tender” form, make

necessary amendment on the date and select verifier.
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een submitted, it will

automatically send out email notification to the contractors

Contractors can be accessed during this

” the tender date & time. Open “Calling Tender” form, make


