
HOW TO SUBMIT YOUR APPLICATION TO JOIN THE DPS PANEL FOR DPS FOR PLANNED MAINTENANCE FOR SAINT JOHN OF 

GOD COMMUNITY SERVICES CLG 

E-TENDERS ID 2608964 

 

Please note that this short step-by-step guide was prepared to support Candidates applying to the DPS.  

The Contracting Authority will evaluate responses for qualification to this DPS once the steps below have been completed as required. 
Once the Candidate is qualified under this DPS, they will receive notification when new tenders are posted. 

If Candidate experience any technical issue, please contact e-Tenders technical team. 

 

1. Once the Candidate have expressed interest in the tender, please verify the required documents by clicking on DPS 
Documents on the right-hand side of the page under “Show DPS Menu” 
 

 
 



 
 

2. Click on “Contract Documents” tab and download and review all the documents.  
The document highlighted below is the response document that must be completed and uploaded with any supporting 
information. 

 



 
3. Click on “Submit DPS application”  

 

 

 



4. Click on “Create Tender Online” button 

 

 

 

A new window will open. 

 

 

 

 

 



5. On the first page of the new window, please add a title for your response and click on the “Save” button 

 

 

 

 

 

 

 



6. On the next page, please click on the red button on the right side of the page and select “Edit” to start adding your 
response. 
 
Note that the first part of the Eligibility Criteria i.e. “1. Exclusion Criteria Saint John of God Community Services clg” is the ESPD 
document. Once this is completed there is no need to upload a separate ESPD. 

 



 

 

7. At the end of the page, section 2. Selection Criteria is for the Candidate to upload the completed response document and 
any other information required. Please ensure that the files are on zip format. 
Click on the paper button to upload the documents. 

 

 

 

8. At the end of the page, section “2. Selection Criteria” is for the Candidate to upload the completed response document 
and any other information required. A small window will show as follow: 



 

9. Click on “Upload file”, select the files to be added and then click on the arrow up icon. 
 

 
 
 



10. Once the title progress is showing as 100%, click on “Back”, add any comments on the next page if necessary and the click 
“Save”. 

 

 

 

 



11. On the main page the Eligibility Criteria will be 100% and the Submit button will be showing on the right-hand side. Click 
on the Submit button. 

 

 

 

 

END 


