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 Greenville Procurement Partners Ltd 

  

Greenville guidance for service providers for registering on 
eTenders and submiƫng a QuesƟonnaire  
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Disclaimer  
This guidance document aims to support and encourage service providers to respond to the NMI’s InvitaƟon for Panel Membership for 
Tour Guiding and FacilitaƟon Services for Tours and Public Programme Events at the NaƟonal Museum of Ireland (2025-2028), 
published via the www.etenders.gov.ie website.  
  
This guidance document includes only instrucƟon for registering on eTenders and applying for Panel membership.  
  
It has been made available for service providers who are not yet registered on eTenders and need support with the registraƟon.  
  
The QualificaƟon QuesƟonnaire documentaƟon is available on the above menƟoned eTenders website upon registraƟon and will not 
be shared via email or by other means.  
  
The NMI takes no responsibility for the accuracy of this content. It is merely developed in an effort to support interested service 
providers responding to the invitaƟon for panel membership and addresses how to upload and respond to the QualificaƟon 
QuesƟonnaire. This guidance document does not in any way refer to how tenderers should complete the required qualificaƟon 
documentaƟon to be submiƩed.  
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1. Registering on eTenders  
If you want to respond to calls for compeƟƟon via eTenders you must register your business on the plaƞorm. There are different processes 
for registering on the new plaƞorm depending on whether it is your first Ɵme to register or whether you were previously registered on the 
previous eTenders plaƞorm.  
  
The Office of Government Procurement (OGP) published instrucƟons for logging into the plaƞorm for the first Ɵme1. They are copied here 
for your convenience:  

Logging into the plaƞorm for the first Ɵme  
You will be able to access the plaƞorm at the exisƟng website address, etenders.gov.ie. However, you will have to input that address fully the first Ɵme you 
login, and not use any short cuts that you may have in place (i.e. through browser favourites or history) as those links will be not work for the changeover.  
  
Please note: If you already had an account on the previous system, you do not need to register again on the new system. You can simply log in and follow 
the steps outlined in the first login guide, aƩached below. (The ‘login’ buƩon is available on etenders.gov.ie at the top right-hand corner of the screen.)  
  
A step-by-step guide on logging into the new system for the first Ɵme is available below. There is a guide available for general users, and a guide available for 
administrators.  

 
First login guide - suppliers (general users)  
Download the file Download  

View  

  
First login guide - suppliers (administrators)  
Download the file Download  
View  

 
1 gov - eTenders has changed - updates for businesses (www.gov.ie)  
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The OGP also made available on their website a manual for suppliers for the new plaƞorm, which is also linked here for your convenience:  

  
  

How do I use the new system?  
Please find the user manual for suppliers for the new plaƞorm below.  

  
User Manual for economic operators (suppliers)  
Download the fileDownload  
View  

  

Note:  

 

Where companies don’t have any of the above numbers, registraƟon may be an issue.  The inclusion of the relevant PPS (i.e. Personal Public Service 
(PPS) Number in the Company RegistraƟon Number box appears to solve the registraƟon issue.  
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2. eTenders Helpdesk   
Any queries on how to access the eTenders plaƞorm or other technical issues should be addressed to the eTenders Helpdesk:  

• Email:  irish-eproc-helpdesk@eurodyn.com  
• Phone: +353 (0) 818001459  

Phone and online support are available between 9.00 am and 5.00 pm Monday to Friday.  
  
3. eTenders’ relevant terminology  
The current eTenders plaƞorm (which was launched in May 2023) operates in a different manner to the old system. Below we outline some key 
terminology relevant to the plaƞorm.  

Term   Meaning  

DPS  Dynamic Purchasing System – please note that this compeƟƟon in not related to a Dynamic Purchasing System, but it related to a Panel. 
eTenders does not offer a facility for a Panel specifically, so the DPS funcƟonality is used here.  

CfT  Call for Tenders – relates to the creaƟon of a new compeƟƟve process whether adverƟsed, quotaƟon or mini-tender   

Associate  This is similar to Express an Interest in the old eTenders system – suppliers must be associated with a compeƟƟon to actually be able to 
parƟcipate in it – this is accessed by logging-in to the plaƞorm   

Resource ID   System generated unique ID for each CfT – a key number to use to find specific compeƟƟons   

  
4. Accessing CompeƟƟons of Interest – you must associate  
  
There are mulƟple ways to find the compeƟƟons you are interested in, however:   
IT IS A MANDATORY REQUIREMENT TO LOG-IN AND ENSURE YOU ASSOCIATE YOUR COMPANY WITH THE COMPETITION IN ORDER TO BE 
ABLE TO….   

• Raise and receive clarificaƟons  
• Submit your applicaƟon   

If you access the qualificaƟon documents without logging in, i.e., if you download without associaƟon, you will not be able to raise quesƟons, 
receive queries or submit your applicaƟon.   
Do not download by clicking on PROCEED WITHOUT ASSOCIATION.   
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5. How to Associate your OrganisaƟon with the CompeƟƟon  
  
Go to the home screen and log-in.  

  
    
Once logged in click on search buƩon.  
  
Here you can search by Calls for Tenders, OrganisaƟons or Contract. However, you can’t associate via this search. Instead, we recommend using the 
‘Advanced Search’ funcƟon to get more details and to associate with the compeƟƟon.   
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Use any of these fields to search for the compeƟƟon, the most relevant being:  

• Enter a key word in Title and compeƟƟons containing that key word will appear   
• Name of ContracƟng Authority – e.g. NaƟonal Museum of Ireland  
• CfT Resource ID – this is the unique compeƟƟon reference number (this is the 7-digit code relevant to the compeƟƟon A list 

of compeƟƟon opportuniƟes will appear at the boƩom of the search screen. An example is provided below. Click on the hyperlink of 
the Ɵtle of the chosen compeƟƟon.   

    
You are now in the DPS Workspace. The DPS Workspace provides an overview of the Panel compeƟƟon.   
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On the right hand side of the screen:   
  
This drop-down menu presents you with a list of acƟons. Click on “Submit DPS applicaƟon”:  
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It is advisable to click on OpƟon 1 - Associate all users of my Economic Operator with this CfT. This way all communicaƟons will be received by all 
registered users within your organisaƟon.   
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6. FuncƟonality for Supplier Associated with a CompeƟƟon  
  
  

On the CfT drop-down menu you can access the following:  

• DPS Core informaƟon – this provides you with high level 
informaƟon on the compeƟƟon    

• DPS documents – this provides you with access to the compeƟƟon 
documents  

• Prepare your QuesƟonnaire – this brings you to the QuesƟonnaire 
submission secƟon   

• Specify Alerts – you can set alerts to remind yourself of tasks and 
Ɵmelines  

• Messaging – send, receive and view the messages about queries 
regarding the compeƟƟon.  

• Automated noƟficaƟons – allows you associate addiƟonal 
members of your team with the compeƟƟon 

   

    
  



 

 7 

7. Accessing The Tender Documents 
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8. Messaging  
Messaging   
If you wish to contact NMI for any quesƟons on the QuesƟonnaire before the deadline for submiƫng queries,  Log onto 
eTenders, then select ‘Messaging’ on the Show CfT Menu:  

                                                                                                    
  
Always use relevant/logical reference in the SUBJECT box when raising queries. In the Body write your query.  AƩach any 
documents relevant to the quesƟon   

THIS IS NOT THE APPLICATION SUBMISSION AREA.  
You may mark your quesƟon as ConfidenƟal – this does not necessarily mean the answers will not be shared with all the tenderers.  You will 
receive emails when messages are published – to access go to Messaging Tab (above)  
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9. CompleƟng the QuesƟonnaire Response Document  
 

9.1 SecƟon A1: Candidate Summary  
Minimum requirement to remain eligible in the compeƟƟon: Candidates must complete this secƟon indicaƟng contact details.  

Please insert name of the contact person for this applicaƟon, their posiƟon/Ɵtle within the company, as well as other details like address, phone number, 
emails and VAT registraƟon number where applicable.  

9.2 SecƟon A2: Skills / Topic SelecƟon  
For a candidate proposing more than one team member, this SecƟon A2 must be completed for each team member.  

Minimum requirement to remain eligible in the compeƟƟon: NMI has idenƟfied a variety of skills / topics which may arise over the life of the panel.  
Candidates must complete at least three of the categories below marking as appropriate their skills/topics. For Ɵme onsite, please refer to secƟon 1.9 of the 
panel document.  

Regarding the table on Preferred locaƟon, please indicate your order of preference for each locaƟon (raƟng each locaƟon from 1 to 4, with ‘1’ being the most 
preferred locaƟon and ‘4’ the least preferred). Please insert the Ɵme required for you to arrive on site. For Ɵme onsite, please refer to secƟon 1.9 of the panel 
document.  

Regarding the following tables, please check all boxes that are relevant. In the secƟon on languages, if you have other languages to menƟon, add them to the 
list.   

9.3 SecƟon A3: Tax clearance declared by self-declaraƟon  
Pass requirement:  Candidates must complete the table below providing informaƟon regarding their tax compliance. Please note rules on tax compliance  
Please note that a declaraƟon of tax compliance is requested and applying for a tax cerƟficate from the Irish Revenue Commissioners is required. Candidates 
have three opƟons:  
a) To confirm and declare having a current and valid Tax Clearance CerƟficate in place and that tax affairs are in order (please provide tax details required for 
online verificaƟon purposes so that the NMI can verify your tax compliance online); b) To confirm holding a valid paper tax clearance cerƟficate;  
c) To confirm having applied for a Tax Clearance CerƟficate details of which will be made available as soon as available. Details are available from 
hƩps://www.revenue.ie/en/starƟng-a-business/tax-clearance/apply-for-tax-clearance-cerƟficate/index.aspx. Please note that there are no costs involved in this 
applicaƟon process.  
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If you are non-resident in Ireland and possess a local tax cerƟficate based on your country of operaƟon this will be considered, however, you must commit to 
apply and have access to a tax clearance verificaƟon from the Irish Revenue Commissioners prior to award decision.  
  
9.4 SecƟon A4: Insurances declared by self-declaraƟon  
Pass requirement:  Candidates should complete the table below providing informaƟon regarding the insurances in place and are asked to note that the 
following levels may be required for individuals being awarded contracts under the Panel.    

Complete the table with informaƟon on your insurance levels in place (level, details of excess and expiry dates).  

If you do not have the required levels in place, you can declare that you “will be in a posiƟon to put the required forms and levels of insurances required in 
place promptly when requested”.   

Please note, if you are a sole trader, Employer’s liability is not required; public liability is only required if you have offices open to the public.  

Please sign at the boƩom including filling in the required info (posiƟon and date).  

Please note that the NMI will seek to verify self-declaraƟons regarding insurance.  

9.5 SecƟon A5: DeclaraƟon of bona fides  
Pass requirement: Candidates must complete, sign and date this DeclaraƟon.  the ContracƟng Authority   reserves the right at its discreƟon to exclude a non-
compliant Applicant under each heading.  This must be completed by each group member.  

Please indicate ‘yes’ or ‘no’ as appropriate by checking the relevant box, based on your situaƟon.  

Sign at the end including required details (posiƟon and date).  

9.6 Weighted criterion B1: Relevant Experience  
Requirement: Candidates must provide three (3) examples clearly supporƟng their choice of skills/topics by means of a precise response demonstraƟng their 
competence to be considered qualified for inclusion on the panel under their skill/topic selecƟon. A range of 200-500 words is required in narraƟng the 
relevant experience with specific reference to each skill/topic of choice.  

For a candidate proposing more than one team member, this SecƟon B1 must be completed for each team member.  

Please describe in 200-500 words 3 previous experiences in which you applied the relevant skills/topics.  
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9.7 Weighted criterion B2: Candidate’s CV(s)  
Requirement: Candidates must clearly support their choice of skills/topics by means of submiƫng a detailed a CV, detailing experience and any relevant 
educaƟon/ qualificaƟons. This may be provided below or appended separately.  

For a candidate proposing more than one team member, this SecƟon B2 must be completed for each team member.  

You may aƩach CV(s) to your response or include details detailing experience and any relevant educaƟon/ qualificaƟons directly in the Response Document.  

 

10.  Checking before you Upload  
  
Once all your documents are ready ensure you:  

• Check all documents for completeness – ensure you have completed all relevant secƟons.  
• Ensure file names are logical.  
• Check that you followed the font size / page limits (if applicable) and other instrucƟons.  
• Make sure you took account of all Queries/Answers provided by the ContracƟng Authority.  
• You are now ready to submit a response.  
• You are required to upload as a zip file to protect the integrity of file names.  
• It is advisable to give yourself plenty of Ɵme. We recommend this is the day before the closing date.  

  
NOTE: No late applicaƟons will be considered.   
You must complete the full upload prior to the submission deadline.  
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11.  The Process for Submiƫng the QuesƟonnaire  
 
11.1 Associate Users with the CompeƟƟon  
 

Select either the individual or organisaƟon group to associate with the compeƟƟon. If you select ALL USERS, then other users can access the compeƟƟon.   

Then click on Accept and Confirm All of the Above.  
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11.2 AcƟvate the Tender Online task 
 

Click on the Green BuƩon to start the response creaƟon tasks.  
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11.3 Create Response  
Insert a Response Ɵtle in the relevant box, then click ‘Save’:  
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11.4 Enable Edit buƩon  
 
Click on the Red BuƩon to get the Edit buƩon.  Click on edit and the box will turn green and you get a confirmaƟon that edit is enabled.  
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11.5 Add Documents  
To add a file, click the Icon with the Document on the right:  
 

NOTE: The box enƟtled Eligibility Criteria might just say Offline         OR    
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Only when’ SubmiƩed’ appears have you actually submiƩed:  
  

  
  
You will receive an email telling you that you have submiƩed a response.   IF YOU DO NOT RECEIVE THE EMAIL, YOU HAVE NOT SUBMITTED.  

    

  


