Instructions for Suppliers on how to create an eESPD:

To create an ESPD response, you need to be an EO Admin account owner and after you log in to your account, you navigate to EO Administration > EO Management and then you click the "ESPD" button. You are then directed to the ESPD page where you have to find and click on the "Create ESPD response" button. After providing a title to your response, you will have to fill in all the requested information in the ESPD template document and save your response.

Please note that you should not stay on the ESPD document for extended periods of time while filling it in, as the system might terminate your connection to the server as it might perceive you as idle and you might lose your progress. It is recommend that, every 10 minutes, while filling in your ESPD you proceed to the end of the form and save it, even if you have not fully completed it, and then you can edit it to continue filling it in. 

Then if you are requested to provide your ESPD as a document, as part of your tender submission, you can download a PDF version of your ESPD and provide it to the buyer as a file.
[bookmark: _GoBack]
If the buyer integrates an ESPD request in the call for tender and wants the suppliers to provide all relevant information within the system and not as documents filled offline, then the ESPD you previously created will fill the information automatically and you will need to review and verify it is correct.

If you encounter any issues we will accept an ESPD completed offline and submitted with your response or, alternatively, contact the eTender customer support via: irish-eproc-helpdesk@eurodyn.com
