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1. INTRODUCTION 

SA Tenders & Contracts (www.tenders.sa.gov.au) is the central source for public 
procurement opportunities within South Australia. The site provides easy-to-use 
access to all publicly available bidding opportunities with a facility to submit 
electronic responses using the Electronic Lodgement Service. The site also provides 
details of South Australian Government awarded contracts for goods, services and 
works. 

This guide is intended to: 

• Introduce suppliers (tender respondents) to the features of the SA Tenders & 
Contracts website, and 

• Serve as an introduction for agency staff who will use the system to create and 
manage tenders and the tender process. 

To get the most out of the SA Tenders & Contracts web site, you need to be a 
registered user. 

  

http://www.tenders.sa.gov.au/
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2. ACCESSING SA TENDERS AND CONTRACTS 

2.1 Browser Requirements 

2.1.1 Minimum System Requirements 

• Both internet and an internet-enabled device, such as Personal Computer 

• One of the following Internet Browsers: 

Google Chrome Mozilla Firefox Microsoft Edge Safari 

    

Supported Versions: Current version and 2 versions prior 

 

2.1.2 Web Browser Settings 

The use of an up-to-date browser is recommended, as outdated versions may be limited in 
their capability, preventing users from uploading tender responses.  

Each of the tenant sites use cookies to keep track of browser login sessions and 
inconsequential user choices, such as the selection of supplier or buyer on the login page. If 
cookies are not enabled, passwords may need to be re-entered every time a tender 
response is submitted, or specification documents are downloaded. 

 

The recommended settings are as below: 

Setting Requirement Notes 

JavaScript Enabled Update this in the browser settings. 

Cookies Enabled Update this in the browser settings. 

Internet speed Download >= 12Mbps 

Upload >= 1Mbps 

Slow internet speeds may result in 
services running slowly or timing 
out. 

Ad-blocker, 

Anti-virus, 

Browser add-ons, 

Network settings (for 
example, firewalls) 

Settings of software or browser 
extensions may need to be 
adjusted to allow for online 
services to load correctly. 

This may involve whitelisting the 
following domains.  

tenders.sa.gov.au  
tenders.vic.gov.au  
tenders.act.gov.au 
consolidatedtenders.com 

  

https://www.google.com.au/chrome/browser/desktop/index.html
https://www.mozilla.org/en-US/firefox/new/
https://www.microsoft.com/en-us/edge/download
https://www.apple.com/safari/


OFFICIAL 

OFFICIAL 

Page 8 of 57 
 

 

 

2.2 Site Navigation 

2.2.1 Home Page 

Complete the following steps: 

• Open one of the browsers listed in Browser Requirements. 

• Enter www.tenders.sa.gov.au into the address bar, which can be found at the top 
of the browser window 

 

The Home page is the initial landing page for all users who wish to engage in the tendering 
process, such as searching for current or past contracts/tenders, FAQ, or recent news. 

To maintain easy-of-use, all pages on the site (except pop-up windows) retain the same 
page layout, with consistent navigation. 

 

The Home page links can be categorised into general site functions, account functionality 
and additional links. 

  

http://www.tenders.sa.gov.au/
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2.2.2 General Site Functions 

On the tenant sites, the main navigation buttons are located on the top menu bar. The 
buttons allow users to navigate through the site quickly. 

 
The home page contains information about the latest news 
from the tenant site government. 

  

 

Find tenders that match specified criteria. When signed in, 
users can also configure saved searches and set up new 
tender notifications. 

 

This page will show all publicly open tenders or selective 
tenders given the user is signed in with the correct account, 
with the ability to search for tender criteria. 

 

The secure Electronic Lodgement Service (ELS) allows 
suppliers to submit tender responses in a secure electronic 
environment. 

 
Lists opportunities that will soon be opening and seeking 
responses. 

 
This page shows all tenders that have closed for responses 
and have not yet been awarded. 

 
Selecting this option will return the results for all tenders with 
an ‘Open' state opening This Week. 

  

 Find contracts that match specified criteria. 

 
This page displays a list of contracts awarded by the 
Government. 

 
This page displays a list of the whole of Government 
contracts awarded by the Government. 

 

News & Publications is an access point for Suppliers and 
other Government Agencies to news, publications and 
policies from the Government, the State Procurement Board 
and additional information on relevant issues relating to 
government purchasing. 
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This page lists the most frequently asked questions by users 
of the website, as well as some tips. 

 

Users can request support or provide feedback on the 
service. Support requests will be routed to the System 
Administrator, who may forward them to others for resolution. 

 

The library is an access point to documents, policies, user 
guides and further information on relevant issues relating to 
Tenders & Contracts. 

 

2.2.3 Account Functionality 

Located on the far right-hand side of the navigation bar, there are several additional 
features, which allow users to log out, edit personal details, look for or request help and edit 
business details. 

 
This option will take users to a page where they can manage 
personal information, such as their Username and Password. 

 

This option will take users to a page where they can change their 
business details. Depending on the business, users may have 
multiple offices and can choose to enter the details of these offices 
using this feature. 

 
This option will take users to a page where they can update what 
tenders and saved tender searches, they receive notifications from. 

 
Allow users to log out of any tenant website. 
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2.2.4 Additional Links 

On the menu bar at the bottom of the home page, several additional links that provide useful 
information about site terms & conditions or contact information, these links describe: 

Feedback 
This page contains input fields for submitting feedback to 
the tenant. 

Disclaimer 
This page describes the source of the data and includes 
disclaimers regarding its origins, as well as disclaimers 
related to links to external sites. 

Terms and Conditions 
This page explains the conditions under which the data on 
this site can be used. 

Privacy Statement 
The Tenders & Contracts Website is operated in 
compliance with the Government’s Information Privacy 
Principles. 

Copyright 
The Government's Tenders & Contracts Website 
Copyright details are outlined on this page. 

Site Map 
This page provides links to all the key pages across the 
site. 

Related Sites 
Clicking this option will take users to a list of other related 
websites. 

Contact Us 
This page provides information (such as an address, 
phone, and email) to contact a tenant site support line. 

Consolidated Tender 
Logo 

Clicking on this link will navigate users to the Consolidated 
Tenders site. 
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2.3 Account Register 

2.3.1 Navigating to Supplier Registration 

Click on the Log In button that is on the right-hand side of the navigation bar. 

 

Once the login page has loaded select the Supplier Login tab, followed by the Sign-Up link 

 

Please note that the use of the Tenders & Contracts Website is governed by the Terms and 
Conditions, which when accepted constitute an agreement between you and the 
Government (including its agents, employees and subcontractors). 

• To proceed the registration process, you must choose to either Agree or Disagree 
with the Terms & Conditions. 

• If you Disagree, you will be redirected to the Home Page. If you do not accept the 
Terms and Conditions, you should not use the Tenders & Contracts website. 

• Click I Agree to view Privacy Statement. 

• Click I Agree again to proceed. The Register a New Supplier page will then be 
displayed. 
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2.3.2 Registration Form 

During registration, a business is created with one member and one business office. While 
individuals interact with the Tenders & Contracts system, they do so on behalf of their 
business. Business membership is used throughout the site. 
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To register as a new user, complete all mandatory fields at a minimum. 

• Ensure the Business Name is the full trading name of your business. 

• Enter the Name and Position details of the person you are registering as the 
primary contact for your business and provide a Username. Your username can be 
your email address.  

• The Email Address will be used to send automated notifications to the user and 
used to send your registration confirmation, and details of how to log in to the site. 

• Enter at least one Phone Number. 

On completion of the registration process, a system-generated password will be emailed to 
the user, with a confirmation of the registration. After logging in with this temporary 
password, the user will be prompted to change it to a secure password of their choice.  
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2.3.3 Unregistered Supplier Invited to a Tender 

When an unregistered supplier has been added to a selective tender, an email will be sent to 
the selected email address with instructions to register an account and access the tender. 

 

To register the account with the SA Tenders and Contracts system and gain access to the 
selective tender, click on the first link in the email and follow the instructions on the Supplier 
Registration form. Note that instead of accepting the terms and conditions before you 
register your account, you will be prompted to accept them upon your first sign-in.  
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2.4 Account Login 

Use the steps from the Account Register section to navigate to the login page. Instead of 
clicking the Sign-Up link, log in using valid credentials for a supplier account. 

 

Entering valid account credentials into the login form, will log the user into the system. 

2.4.1 Sign in with Username and Password 

Enter valid account credentials for a supplier account that was created on the SA Tenders 
and Contracts website and click the Sign In button below the login form. 

  



OFFICIAL 

OFFICIAL 

Page 17 of 57 
 

 

 

2.4.2 Sign in with Consolidated Tenders 

When signing in with a Consolidated Tender Premium account, select the Sign in with 
Consolidated Tenders button.  

Please note that a pop-up may appear if you have not previously acknowledged that 
Consolidated Tenders is related to, and integrates with, tenants but still operates as a third-
party site. 

 

Clicking the Continue button will take you to the sign-in page for Consolidated Tenders. 
Important: This page does not accept login credentials for non-premium supplier accounts. 
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2.4.3 Forgot your password? 

If you have forgotten your password and are not currently logged in on any device, click the 
Forgot your Password link below the login form. Then, enter the email address associated 
with the account you are trying to access. 

Resetting the password will send a link to the provided email address (granted that the 
account exists) to reset the accounts password. 

 

2.4.4 Forgot your username? 

If you have forgotten your username, please contact the SA Tenders and Contracts help 
desk to begin the username recovery process. 
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3. IMPORTANT LINKS 

3.1 News 

News and Publications is an access point for Suppliers and other Government Agencies to 
news, publications and policies of the SA Government, State Procurement Board and other 
relevant government purchasing information. 

 

The News section displays items in a condensed format, with the most recent items on top. 
Up to two of these items may also be featured on the home page. Click on a headline to 
view the full details of the news item. 
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3.2 FAQ 

The FAQ page provides a list of popular topics that are commonly of interest to most end 
users and is frequently updated based on incoming support requests. FAQs are displayed as 
an indexed list at the top of the page with anchor links to the question-and-answer further 
down on the same page. 

 

If you do not find an answer here, use the request support feature.  For queries related to a 
specific tender, please contact the designated person listed for that tender. 
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3.3 Getting Help on a Webpage 

The Help function is an on-line directory of terms and definitions designed to assist users in 
understanding and using the SA Tenders & Contracts system.  It is always accessible via the 
Help button located on the menu bar. 

To access specific information for a particular page, click the Detailed Help link ( icon) at 
the top of the page. A new window will open displaying the help topic related to the page you 

are viewing. For help with specific sections of any page, click the detailed help ( ) icon 
within each section. 

 

3.4 Requesting Support from Help Desk 

A user can request support or provide feedback on the service. Support requests will be 
directed to the System Administrator, who may escalate them to appropriate personnel for 
resolution. If the user is known (i.e., a registered user and logged in), then your registered 
contact information is used. 

 

Otherwise, you are prompted to log in or provide an email address. 

If you are not logged into the SA Tenders & Contracts website, you will be required to 
provide the following information: 

• Your Name so that correspondence can be addressed to you 

• Your Email address so that correspondence is returned by email 

• Your Phone Number 

• A request to log in if you have a valid account and you can do so 

• A description of the problem or feedback in the Problem Description field. 
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After providing this information, you need to click the Send Support Request button. The 
URL (website address) at the time you select the Request Support option is recorded, as 
this information is helpful when the helpdesk is addressing the support request. When 
signed in and requesting support, your name and email address are already known so you 
will not need to provide this information again. 

Support requests are directed to the system administrator, with responses typically sent via 
email. However, the administrator may contact you by phone to clarify the issue if necessary. 
Registered users can submit a support request by: 

• Typing a description of the problem or feedback in the Problem Description field. 

• Clicking the Send Support Request button. 

 

3.5 Document Library 

The Document Library allows tenants to upload publicly available documents into organized 
folders, providing helpful resources to those seeking assistance or curious about how site 
features work. 
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4. EDIT MY DETAILS 

 

4.1 Personal Information 

This section is used to manage crucial personal information associated with the account: 

First Name 
This is used for reference purposes and in correspondence by post and 
email.  

Last Name This is used for reference purposes. 

Position 
The title is a useful reference when trying to identify the appropriate 
person in your business. 

Username 
The username you choose when first registering with the site. Please 
note that usernames cannot be changed. If you wish to request a 
change, contact the Business System Service Desk. 

Password 
This link takes you to a page where you can change your password. You 
will need to enter your current password to proceed. 

Save 
Changes 

Select this button at the bottom of the page to save your changes. If you 
do not, your changes will be discarded. 
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4.2 Email Addresses 

The SA Tenders and Contracts website allows multiple email addresses to be associated 
with a user’s account. All associated email addresses will receive notifications about 
release/updates of tenders, confirmations of tender submissions, and other important 
information.  

Although users are only required to provide one email address, adding multiple email 
addresses is strongly encouraged for the following reasons: 

• Increased reliability: Using more than one email address improves the chances 
of receiving important messages promptly, even if one email service is temporarily 
unavailable. 

• Group accessibility: Shared or group email addresses allow emails to be 
received by multiple people. This ensures that if someone is unexpectedly away 
from the office, others in the group will receive the email.  

 

4.2.1 Adding an Email Address 

Using the image provided under Edit My Details as a reference for the following steps. 

• Click the + Add Email button. 

• Enter your email address in the new blank field. 

• Select the Save Changes button at the bottom of the page. 

If the details have been successfully modified, a confirmation screen will appear. 

 

4.2.2 Updating an Email Address 

Using the image provided under Edit My Details as a reference for the following steps. 

• Select and modify the text inside the email address field you wish to update. 

• Click the Save Changes button at the bottom of the page. 

 

4.2.3 Removing an Email Address 

Click the Delete icon (trash can) next to the email address that you wish to remove. Please 
note that there is no confirmation prompt when deleting email address, so reload the page 
before saving changes to re-display the “deleted” email address. 

 

When using the Add, Modify or Remove functions, you must click the Save 
Changes button at the bottom of the page once you are finished, to commit 
these changes to your account. Otherwise, the changes will be discarded if the 
button is not clicked. 
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4.3 Phone Numbers 

The SA Tenders and Contract website can store multiple phone numbers for a user’s 
account. Any of the associated phone numbers on a user’s account may be used by 
Consolidated Tenders and Tenancies to request more information regarding a lodged 
support request.  

Although users are only required to provide one phone number, adding multiple numbers is 
strongly encouraged for the following reasons: 

• Increased availability: Providing more than one number improves the chances of 
receiving calls promptly. If one service is temporarily unavailable, alternate 
numbers increase the likelihood of timely contact. 

• Shared office numbers: Listing a shared or office phone number allows other 
staff members to receive support-related calls on behalf of the intended recipient. 
This is particularly useful if the primary contact is unexpectedly unavailable, helping 
to ensure support issues can still be addressed efficiently. 

4.3.1 Adding a Phone Number 

Using the image provided under Edit My Details as a reference for the following steps. 

• Click the + Add Phone button. 

• Select from the first dropdown of Home, Office, Fax, Mobile etc. 

• Select the country code. 

• Enter your phone number in the blank text field. 

• Click the Save Changes button at the bottom of the page. 

If the details have been successfully modified, a confirmation screen will appear. 

 

4.3.2 Updating a Phone Number 

Using the image provided under Edit My Details as a reference for the following steps. 

• Select and edit the text/dropdowns for the phone number you wish to modify. 

• Click the Save Changes button at the bottom of the page. 

 

4.3.3 Removing a Phone Number 

Click the Delete icon (trash can) next to the phone number you wish to remove. Please note 
that at least one phone number must remain and there is no confirmation when deleting 
phone numbers, so reload the page before saving changes to re-display the “deleted” phone 
number. 

 

When using the Add, Modify or Remove functions, you must click the Save Changes 
button at the bottom of the page once you are finished, to commit these changes to your 
account. Otherwise, the changes will be discarded if the button is not clicked. 
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5. EDIT MY BUSINESS 

 

5.1 General Tab 

5.1.1 Business Information 

 

Legal Name This is the name used by the system to verify business ownership 

Display name 
This is used by the system when displaying the name of the business 
on the website 

Business 
Identifications 

The business number is representative of an agency or business and 
can be an ABN, ACN or NZBN. This is to ensure that the entered 
business information matches official government business records. 

Number of 
Employees 

The number of employees is indicative of the operational capacity. 

Receive 
Category Alerts 

The link redirects to the Edit my Subscriptions page. 

5.1.2 Products/Services 

This section allows suppliers to select which UNSPSC categories they wish to receive email 
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notifications for when a new tender is opened. After making any changes on the General tab, 
click the Save Changes button to apply them. 
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5.2 People Tab 

When a new user registers on the SA Tenders and Contracts website, an associated 
business is automatically created with one office and one member. Please note that all 
actions performed by users on the site are carried out on behalf of their business. Additional 
users and offices can be added to the business for their respective roles. A business can 
have multiple offices and members. Therefore, it is important that all users within your 
business are added as members of the existing business on this page, rather than re-
registering each user.  

 

 

5.2.1 Adding a Person to the Business 

Using the image provided under People Tab as a reference for the following steps. 

• Click the + Add Person button. 

• Enter your details following the same format as the regular supplier registration 
form. 

• Provide a unique Username, Email Address and Phone Number. 

• Click the Save Changes button at the bottom of the page. 

 

5.2.2 Modifying the details of a Person on a Business 

Using the image provided under People Tab as a reference for the following steps. 

• Select and edit the text inside the fields you wish to modify. 

• Click the Save Changes button at the bottom of the page. 
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5.2.3 Removing a Person from a Business 

Click the Delete icon (trash can) next to the person you wish to remove. Please note that a 
person cannot be deleted if they are the primary contact or only person on a business. 

 

When using the Add, Modify or Remove functions, users must click Save 
Changes or Update button at the bottom of the page to commit changes to your 
account. Otherwise, the changes will be discarded if the button is not clicked. 

 

5.2.4 Setting Primary Contact 

 

Click the dropdown next to the Primary Contact label and select the user you want to 
designate as the primary contact for the business. Please note that the primary contact will 
not be updated unless you click the Update button. 
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5.3 Locations Tab 

Businesses often have more than one location, could be an office/warehouse/distribution 
centre etc. As such, the SA Tenders and Contracts website supports multiple locations to 
accommodate these business requirements. By default, the location provided during supplier 
registration is selected as the Head Office for that business but can be changed after adding 
more locations. 

 

 

5.3.1 Adding an Office 

Using the image provided under Locations / Offices as reference for the following steps. To 

register a new office for your business, click on the Add Office button. This will open the 
Creating New Office details form for the new office. Enter the details as directed in the 
following sections. 
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General Details   

The general details of the office include the: 

Name 
The name of the office should be both descriptive and a 
common name, for example Adelaide Office tells all that 
involves the office is in Adelaide.  

 

Phone Numbers 

The SA Tenders and Contracts website can store multiple phone numbers for each office 
location and outlines relevant contact methods related to the business and not individuals, 
e.g. company number, fax number etc. See the section on Phone Numbers as the steps and 

requirements are identical. 

 

Addresses 

An office on the SA Tenders and Contracts website corresponds to a physical office location 
and must have an address. Optionally, this physical address can receive postal mail. A 
business must have at least one office with a mailing address, and this will usually be the 
head office. 

Adding an Address 

Using the image provided under Locations Tab as reference for the following steps. 

• Click the + Add Address button in the Offices section. 

• Enter the Address (Line 1 and Line 2), City, State / Province, Country, Zip / Post 
Code and checkboxes for either Postal Address, Physical Address, or both. 

• Click the Save Changes button at the bottom of the pop-up. 

 

The new address will appear with the Edit this Address and Delete this Address icons next to 
the name. It will also display whether the address is a postal or physical address or both. 
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Updating an Address 

Using the image provided under Adding an Address as reference for the following steps. 

• Click the edit button (pencil icon). 

• Select and modify the text inside the fields you wish to modify. 

• Click the Save Changes button at the bottom of the pop-up. 

 

Removing an Address 

Using the image provided under Adding an Address as reference for the following steps. Click 

the Delete this Address button (the trash can) next to the address you wish to remove. 
Please note that one address must remain and there is no confirmation when removing 
phone numbers, so reload the page before saving changes to re-display the “deleted” email 
address. 

 

When using the Add, Modify or Remove functions, you must press the Save 
Changes button at the bottom of the page, once you are finished, to commit 
these changes to your account. Changes will otherwise be discarded if the 
button is not pressed. 

 

5.3.2 Updating an Office 

Using the image provided under Locations Tab as reference for the following steps. 

• Click the edit button (pencil icon). 

• Select and modify the text inside the fields you wish to modify. 

• Click the Save Changes button at the bottom of the pop-up. 

 

5.3.3 Removing an Office 

Using the image provided under Locations Tab as reference for the following steps. 

Click the Delete this Office button (the trash can) next to the office you wish to remove. 
Please note that one address must remain, and the selected head office cannot be removed 
from the system. 

 

When using the Add, Modify or Remove functions, you must press the Save 
Changes button at the bottom of the page, once you are finished, to commit 
these changes to your account. Changes will otherwise be discarded if the 
button is not pressed. 
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5.4 Sub-Businesses Tab 

Suppliers can create sub-businesses that correspond to a managed company within the 
parent supplier business, this would often be the case when the companies already manage 
their own tender responses and business units/operations. 

5.4.1 Adding a sub-business 

Under the Sub-Businesses tab click on the + Add Sub-Business button. 

 

5.4.2 Editing a sub-business 

Clicking the edit action (pencil icon) will show the page for editing the business profile for 
that business, as such, see the previous section on the Business Profile and modify them as 
required. 

 

5.4.3 Deleting a sub-business 

Click the delete action (trash can icon) and follow the instructions provided in the pop-up. 
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5.5 Contracts Tab 

The Contracts tab has two sections for differentiating between the current/historic contract 
types, with both sections displaying contracts where the relevant supplier has been selected 
as a contractor. 

The upper section is for all contracts that are current (expiry date in the future) and displays 
information such as the; contract number, name, description, primary agency, awarded date 
and the expired date. 

 

The lower section is for all contracts that are expired (expiry date in the past) and displays 
more limited information for the contract number, contract title, primary agency, awarded 
date and the expiry date. 
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5.6 Extended Profile Tabs 

With a Premium Consolidated Tenders account, you will be able to add additional 
information about your company. This information can be added on the following tabs: 

 

Overview 

Social Media 

Capabilities 

Assets 

Insurances 

Licenses 

Accreditations 

Awards 

Projects 

Rate Card 

Cybersecurity 

When you are logged into a Consolidated Tenders premium account, any changes made to 
business or company profile information will be reflected across all sites. 

For information on how to use these tabs, refer to the Consolidated Tenders user guides. 
https://www.consolidatedtenders.com/userGuides. 

 

 

  

https://www.consolidatedtenders.com/userGuides
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6. EDIT EMAIL NOTIFICATION SUBSCRIPTIONS 

The SA Tenders and Contracts website allows for the use of customizable business 
conditions to send daily/weekly emails, notifying users of new tenders matching on saved 
searches, UNSPSC business categories. Alternatively, using tender actions such as 
specification document download, tender response, or selective respondents etc. to send 
emails of changes made to the tender. 

Users can control whether they receive notifications or not by clicking on the username in 
the top-right corner of the page followed by the Edit My Subscriptions option. Change the 
notification settings as desired using the On / Off button next to the relevant RFx to control 
whether you receive emails from the SA Tenders and Contracts website. 
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7. WORKING WITH TENDERS 

7.1 Tender Search 

 

Search Field Possible Values Behaviour 

Keywords 
Terms or phrases, optionally 
separated by ‘AND’ or ‘OR’ for 
complex searches 

Performs a full text search on the tender 
title, description and category description, 
using the specified terms. 

Tender Code 
Any sequence of numbers or 
letters 

Returns all tenders with a tender code that 
contains the specified character sequence. 

Tender State A specific tender state Returns tenders in the specified state. 

Tender Type A specific type of tender Returns tenders of the specified type. 

Category A top-level category 
Returns tenders with a category that is 
equal to the specified category or is a 
descendent of the specified category. 
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Issued by A tender issuing agency 
Returns tenders issued by the specified 
agency. 

Opening date 
A start date, and optional end 
date 

Returns all tenders that open after the 
specified start and before the specified end 
date. 

This Week Appears under the Opening Date 
Selecting this option will return the results 
for all tenders with 'Open' state opening 
This Week (Monday - Sunday). 

Closing date 
An end date, and optional start 
date 

Returns all tenders that close before the 
specified end date, and after the specified 
start date. 

This Week Appears under the Closing Date 
Selecting this option will return the results 
for all tenders with 'Closed' state closing 
This Week (Monday - Sunday). 

Grouping A specific tender grouping 
Groups tenders based on the selected 
grouping 
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7.2 Extended Tender Details 

The tender details page shows all relevant information that is related to the intended 
outcome outlined by the issuing agency. The content on the page is split into 
compartmentalized sections to break down each type of information into digestible chunks. 

For example, the first section includes general information such as the tender title, code, any 
related contract numbers, UNSPSC categories and prequalification codes. This allows 
suppliers to quickly glance at brief information and decide if the tender is relevant to their 
business capabilities. 

To remove unnecessary information from the page, each tender will only display those 
sections that are relevant to the tender. For example, if a tender does not have a briefing 
session, then the briefing section will not appear. Likewise, in the documents section if no 
documents were uploaded, the Specification Documents section is not displayed. 

 

7.2.1 General Information 

Information fields that are compulsory or commonly used by many issuing agencies. 

Title A brief description of the requirement. 

Issuing Agency The organization seeking offers from the marketplace. 

Type of Tender 
The procurement method used to approach the market (Request for 
Tender, Expression of Interest, Advanced Tender Notice, etc.). 



OFFICIAL 

OFFICIAL 

Page 40 of 57 
 

 

 

Tender State 
The current state of the tender. Tenders start in the open state, then 
progress through to closed and finally end up as awarded. 

Tender Code 
The system generated code so the tender can be easily identified and 
searched for on the Tenders & Contracts website. This code is unique 
and used as a reference to the tender on other pages, in emails, etc. 

Contract Number This is the issuing agency's reference number for the tender. 

Category 

This is the classification of the tender according to the United Nations 
Standard Product & Service Code (UNSPSC). The UNSPSC system 
is an open, global standard that provides a logical framework for 
classifying products and services of all kinds throughout the world. 
Grouping (type) the tender by category enables similar tenders to be 
listed together. 

Prequalification 

Pre-qualification codes are used to indicate to potential Suppliers that 
they must be qualified to the selected qualification to lodge a response 
to the tender. For specific information on the prequalification, contact 
the contact person for that tender. 

7.2.2 Enquiries 

Contact information is displayed on the tender details page to ensure suppliers direct their 
enquiries to the correct person. 

7.2.3 Description 

The tender description is a summary of information or a brief overview of the requirements of 
the tender. The description is normally sufficient for a potential Supplier to determine 
whether the tender is something that they should consider responding to. 

7.2.4 Specification Documents 

Tenders are associated with one or more documents. These documents can include General 
Tender information including the lodgement process, Functional and Technical 
specifications, drawings, plans, draft contracts, and pro-forma documents for tender 
submission. 

Specification documents can be made available view the following mediums: electronic 
download, in-person collection, postal delivery. 
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Electronic Download 

Most specification documents will be uploaded as digital documents; these can be 
downloaded by clicking the name/download icon of the document you want to download. 
E.g. see contract attachments in the above image. 

In-person Collection 

Agencies have the option to make a specification document available to be collected by a 
supplier at a physical location of the issuing agency. Suppliers can make a collection 
request, which notifies the issuing agency to prepare the documents ready for collection. 
Once prepared, the issuing agency will notify the supplier via email that the documents are 
ready to be collected. 

Postal Delivery 

Hardcopy documents can be posted by the agency that issues the tender to a physical 
address of the requesting supplier. 

Document Properties 

The Issuing Agency has the choice to make available tender documents in electronic format 
or hardcopy format. The Agency may make one or more of the options available. Each 
specification document has the following properties: 

Title 
This is the display title that is used to refer to the specification document. 
For uploaded specification documents, this is set to the file name. 

Description 
Should this tender include multiple files and formats, it is recommended 
that the relationship or content of each file be communicated in the 
Description field. 

Revision 

The version number is important, as this is used to determine if Suppliers 
have current versions of the document. It is also used by the system to 
dispatch automated email notifications to Suppliers informing them that 
the document has been updated. 

Collection 
Availability 

This option indicates that a hard copy of the tender document is available 
for collection at the issuing agency. If there are any ‘collectable’ 
documents, then the collection point is specified. The collection time 
might also be specified. 

Post Option 
This option indicates that Suppliers can order the tender documents for 
postal delivery. 
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7.2.5 Methods to obtain Specification Documents 

Specification Documents can be obtained using a variety of methods, one using online 
services and another two for hardcopy documents. When there are no documents that can 
be collected or posted, the relevant buttons on the tender details page will not be visible. 

 

7.2.6 Responses 

 

The Response section contains the tender closing date and time. At this point, the tender will 
move from Open to Closed status and will no longer accept responses (unless extensions 
have been granted). This section also details how Responses can be submitted, either 
electronically, or in hard copy, according to the options available for the tender. 

 

7.2.7 Briefings 

Details of the tender briefing for this tender are displayed. A briefing has the following 
properties: 

Location 
Tender briefings can be held at any of the agency offices, or an 
alternative venue. 

Date & Time Date and time of the briefing. 

Mandatory 
Attendance at the briefing is a condition of responding to the 
tender. 

Special 
Instructions/Notes 

Additional information regarding the briefing, for example, 
preparation details, transport arrangements, etc. 
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7.2.8 Results 

If the tender has been awarded, and an associated contract has been created. A direct link 
to the contract is accessible from the tender details page. Clicking the link will redirect to the 
relevant contract’s details page. 

7.2.9 Subscription 

The subscription button indicated to the system on a per-tender basis of whether the supplier 
would like to receive notification emails about the selected tender. Setting this to off will 
restrict emails sent to the businesses nominated email address for each supplier. 

7.3 Finding a Tender 

7.3.1 Current Tenders 

The current tenders page displays a condensed view of all tenders which have the Open 
status and can be responded to. This includes both public tenders and any selective tenders 
to which your company has been invited to respond to. Selective tenders will only show up if 
your company is selected as a respondent and you are signed in as a registered user of that 
company. 

Current Tenders can access through search, or by selecting the Current option from the 
Tenders menu item in the top navigation bar 

Additionally, tenders that have been opened recently can be easily searched for by selecting 
the New this Week option from the Tenders menu item in the top navigation bar. 

 

7.3.2 E-Lodgement Tenders 

The E-Lodgement tenders page displays a condensed view of all tenders which have the 
Open status and accept Electronic Responses. Tenders can access through search, or by 
selecting the E-Lodgement option from the Tenders menu item in the top navigation bar. 
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7.3.3 Future Tenders 

The future tenders page displays a condensed view of all tenders which have the type of 
Advanced Tender Notice, and a state of Advance Notice. Tenders can access through 
search, or by selecting the Future option from the Tenders menu item in the top navigation 
bar 

7.3.4 Closed Tenders 

The future tenders page displays a condensed view of all tenders which have a state of 
Closed. Tenders can access through search, or by selecting the Closed option from the 
Tenders menu item in the top navigation bar 

7.3.5 Condensed View of Tender 

This view shows a condensed view of the current tenders providing basic tender information 
such as the Tender code, the Tender State, the Tender title, the issuing Agency, the Closing 
date, and a link to view the full details of each tender. 

To view all information about the tender, retrieve specification documents and submit 
responses, you need to open the tender details page by clicking on the Tender title. 

The current tender page shows all open tenders and by default are grouped by category. To 
view tenders in other states, either use the additional quick links (e.g., Closed Tenders, 
etc.) or use the Search option to provide a list of tenders according to specific criteria. 

7.3.6 Select a Category 

Tenders displayed on this page are grouped according to the option selected below the 
table, options include no grouping, grouping by the issuing agency, UNSPSC categories, the 
status (Open, Closed, Awarded, Advance Notice etc.), or by the tender type (Request for 
Tender, Expression of Interest, Advanced Tender Notice etc.). Once selected and a search 
has been performed, the lefthand sidebar will be replaced with the groupings used by the 
application, each of option can be clicked to further filter the search to individual groupings.  

For each grouping of tenders, they are sorted in order of closing where tenders that close 
earlier will be ranked higher than ones that close later in the year. 
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7.4 Saved Searches & Alerts 

Saved Searches can be made by entering the name of the search profile field on the tender 
search page. 

 

Search results are presented showing tenders that match your specified criteria, grouped 
according to the ordered option selected and then sorted in date order, with tenders that 
close soonest at the top. 

7.4.1 Profiles 

Please note that the search profile stores the search criteria, not the search results. 
Therefore, the search results using the same profile will vary over time, as tenders change 
state and new tenders are published. 

Once saved, the search profile provides ‘one-click’ access to your favourite searches. Each 
time you go to the search page, you can simply click on the ‘Named’ profile to view currently 
open tenders in that category. 

The search profile can be deleted any time by clicking on the Delete  (the trash can) 
button. 

 

Please note that these search features are only available to registered users who 
have successfully logged in with valid credentials. 
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7.4.2 Alerts 

Alerts notify you of relevant tenders by email. Alerts are created from saved search profiles. 
This process is automated and does not require you to be in the site or signed in. All 
registered users can receive email alerts through the following sequence of automated 
events performed by the website: 

• Load profiles that are flagged for alerts. 

• Perform tender search using each profile in turn and add tenders to list of results. 

• Remove duplicate tenders from the list of results. 

• Remove tenders from the list that have already been sent in a notification email. 

• If there are any tenders left in the list, then send email notification to user's email 
addresses. 

 

The above process means that: 

• Any number of profiles can be flagged as an alert. 

• A tender will only be counted once, even if it should appear in the result list of a 
number of search profiles. 

• You will only be alerted of a tender once. 

 

The notification will be sent to all your email addresses. 

Saved Search Example 

For example, if you were a supplier of motor vehicles, you would probably be interested in 
open tenders that relate to vehicles. Using the search form, you can request a list of all 
tenders in the Open state in the category ‘Commercial and Military and Private Vehicles and 
their Accessories and Components’. After submitting the search to test that it works 
correctly, you can save the profile under the name Vehicles. 

Each time you go to the search page, you can simply click on the Vehicles profile to view 
currently open tenders in that category. 

This profile can now be flagged as an alert by clicking on the red Off button to make it a 
green On button. Having done so, you will receive once-off daily email notification of any 
tenders that match the search criteria for the Vehicles search profile. 

The profile can be deselected as an Alert by clicking green On to make it a red Off button 
again. 
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7.5 Tender Statuses 

Tendering opportunities can have one of many statuses, them being advance notice, open, 
closed, not awarded, or awarded. 

7.5.1 Advance Notice Tendering Opportunities 

The Advance Notice tender status is like the open tender status on regular tender types, 
except that the status is reserved for Advanced Tender Notice tenders only.  

 

7.5.2 Open Tendering Opportunities 

The Open tender status is used to indicate that the tender is visible to suppliers, either to the 
public, or selected businesses through a selective tender. Tenders with the Open status also 
allow for suppliers to view the tender details and respond. 
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7.5.3 Closed Tendering Opportunities 

The Closed tender status is used to indicate that a tender has been closed to all users, 
although the tender details can still be viewed. No additional tender responses can be made 
by any user. 

 

7.5.4 Not Awarded 

The Not Awarded tender status is a tender status that is manually selected for. When a 
tender has been closed, and the issuing agency reviews all supplier responses they have 
the option to discard all responses with a provided reason to indicate that the submissions 
did not meet the requirements outlined by the agency. 

Not Awarded does not have a search preset, but the status can be searched for using 
Tender Search. 

7.5.5 Awarded 

The Awarded tender status is automatically given to a tender when the issuing agency has 
created a contract and contracted supplier/s have been selected, after they have reviewed 
the supplier responses, and one or more suppliers has met internal criteria.  

Awarded does not have a search preset, but the status can be searched for using Tender 
Search  
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7.6 Tender Submission Types 

7.6.1 File Upload 

File Upload tenders provide a drop zone field which is used by suppliers to upload response 
documents for the issuing agency to review once the tender has closed. There is information 
on the page that dictates what to submit as well as various restrictions on what file formats 
and sizes can be uploaded. 

7.6.2 Selective Tenders 

Selective tenders are only accessible and likewise viewable by the supplier business that 
was specifically selected as a selective respondent. Any selective tenders that the logged in 
supplier is not the selected respondent for, will not show up on any tender searches. 

In the case of the logged-in supplier being a selected respondent, they will see an additional 
row when searching for tenders that are marked as (Selective) in the left most column. 
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7.7 Submitting a Tender Response 

There are three different methods to submit a tender response when using a site powered by 
the SA Tenders and Contracts website. They can be either hardcopy or online submissions.  

7.7.1 File Upload 

File upload submissions provide suppliers with the ability to upload up to 15 documents 
when responding to opportunities. Those 15 files can be either files that were stored locally 
or selected from the Consolidated Tenders document library. All files uploaded must follow 
instructions about what documents can be uploaded as well as what file types and sizes are 
allowed. 

The list of instructions can be found on the submission page just above the file upload drop 
zone and is strongly recommended that they be read before any submissions are made in 
case changes have been made. 

Additionally, has integration with the document library present on the Consolidated Tenders 
site which allows for easy access and uploading capabilities of commonly used documents. 
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7.7.2 Hardcopy Document Response 

Agencies that have set up a tender to accept hardcopy responses to a tendering opportunity 
will have an additional statement under the Responses section of the extended tender 
details page. It prompts the supplier to “Submit your response in hardcopy to “Agency Name 
– Submission Address”. 

 

Buyers will need to manually record any hardcopy document submissions to ensure that 
enough time is given to allow them to process any submissions. 
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8. WORKING WITH CONTRACTS 

This module covers the interactions that suppliers will have regarding contracts awarded by 
agencies on the tendering system. The Contracts page displays contracts published as the 
result of: 

• Public or selective tenders previously published on this site. 

• Procurement processes other than tendering (e.g., direct negotiation). 

Also note that not all tenders that are published on this site and then awarded will appear as 
contracts in this section. 

8.1 Contract Search 

 

Search Field Possible Values Behaviour 

Keywords 

Terms or phrases, 
optionally separated by 
‘AND’ or ‘OR’ for complex 
searches 

Performs a full text search on the contract title and 
description, using the specified terms. 

Partial Reference # 
Any sequence of numbers 
or letters 

Returns all contracts with a contract code that contains 
the specified character sequence. 

Contract Type A specific contract type Returns contracts with the specified type. 

Issued by A contract issuing agency Returns contracts issued by the specified agency. 

Minimum Cost A number 
Returns contracts that have costs above the specified 
value 

Start date 
A start date, and optional 
end date 

Returns all contracts that are currently valid after the 
specified start and before the specified end date. 
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8.2 Awarded Contracts 

Awarded Contracts are contracts that now have the status of Awarded and represent that 
the created contract has had a supplier added as a contracted supplier. 

8.3 Across Government Contracts 

This page displays a list of wholes of Government contracts currently awarded by the 
Government of South Australia. Click on the title to view the details for a contract. 
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8.4 Contract View Page 

The contracts view page has three tabulated pages to separate information into digestible 
chunks. 

8.4.1 Details Page 

The details tab contains information pertaining to who released the contract, what the 
contract is as well as any relevant dates, costs, UNSPSC codes, contracted suppliers and 
support documents. 
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9. SITE MANAGEMENT 

SA Tenders and Contracts site is centrally managed by Business Systems Service Desk, 
Shared Services SA, Department of Treasury and Finance but specific tender information is 
managed by the individual agency responsible for the tender opportunity. 

Role of Business Systems Service Desk 

The Business Systems Service Desk is responsible for the development and management of 
the SA Tenders and Contracts website on behalf of the South Australian Government and 
other Public Sector agencies. 

Tender information on the website is managed by the individual agency responsible for the 
bidding opportunity. 

Business Systems Service Desk has a primary focus on new and significant corporate 
Departmental programs and projects, which include identifying, initiating and managing the 
development of business projects that have a Departmental-wide focus or impact and in 
some circumstances have a government-wide focus. Business Systems Service Desk also 
engage in monitoring and reporting on the progress of Departmental business projects. 

For further information contact: 

Business Systems Service Desk 

Shared Services SA  

Department of Treasury and Finance 

 

Ph: 08 8372 7502 option 5 option 5 

Email: satendersandcontracts@sa.gov.au 
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9.1 Requesting Support 

9.1.1 Not Logged In 

If you are not logged in the SA Tenders & Contracts website, you will be required to provide 
the following information: 
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9.1.2 Logged In 

A user can request support or provide feedback on the service. Support requests will be 
routed to the System Administrator, who may forward them on to others for resolution. If the 
user is known (i.e. a registered user and logged in), then your registered contact information 
is used. 

 

After providing this information, you need to click the Send Support Request button. The 
URL (website address) at the time of selecting the Request Support option is recorded, as 
this information is helpful when the helpdesk is addressing the support request. When 
signed in and requesting support, your name and email address are known and therefore 
you will not need to provide this information for the support request. 

Request supports are directed to the system administrator. Responses are usually returned 
by email, although the administrator may call by phone to clarify the issue if necessary. 
Registered users can send a support request by: 

Typing a description of the problem or feedback in the Problem Description field. 

Clicking the Send Support Request button. 

 


