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                                 Help Guide 
 
 

https://etendering.gleneira.vic.gov.au 
 

 
Welcome to the Glen Eira City Council eTendering Portal. 
 
 
Using Council’s eTendering Portal is free for all users.  There is no tender fee 
applicable either when registering an interest in tendering, downloading 
documents and lodging your tender. 
 
At any time to go to the Home Page on the Portal, click anywhere on our Council logo. 

 
 
Should require further assistance in relation to the use of Council’s eTendering Portal, please 
contact: 

 
 

General Tender Enquiries 
 

 
 
 
 
 

 
Neil Whotton 
Tendering and Contracts Coordinator 
61 3 9524 3333 
 
Email: tenders@gleneira.vic.gov.au 
 
 
Technical Support 
 

 
 
 

 
Open Windows eTENDERING support team 
1300 739 073 between 8.00am and 5.00pm (AEST) - Monday to Friday. 

 
Email: etendersupport@openwindows.com.au 

https://etendering.gleneira.vic.gov.au/
mailto:tenders@gleneira.vic.gov.au
mailto:etendersupport@openwindows.com.au
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SETTING UP YOUR FREE ACCOUNT 

1. From the eTendering Portal home screen, click ‘Register’ from the [My Account] tab:  
 
 
 

2. Now complete the details (fields marked with * are mandatory): 
 

NB 1: Your email address becomes the username to log into the eTendering Portal. 
 
NB 2 : (Ensure the password you select is as least 8 characters long with at least one 

uppercase letter and at least one number.) 
 
3. Once you have registered, an automated email will be sent to you, to confirm your 

details.  Click on the link within the email (or go to the eTendering Portal)  and log in 
with your email address and password to verify your details. 
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CHANGING YOUR PASSWORD 

 
It is good business practice to ensure you periodically change your password.  To 
do this, follow these steps: 
 
1. Ensure you have logged into the eTendering Portal with your Email address and 

Password.  Click the Login button from [My Account] tab: 
 

 
 
2. Enter your Email address and Password that you registered with and click [Login]:   
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3. Click on the [Account details] tab:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
4. Enter your old and new passwords in the box that appears: 
 
 

(Ensure the password you select is as least 8 characters long, containing a mix of 
letters, numbers and at least one letter in uppercase.) 

 
5. Now click on [Submit].  
 

6. The following message should appear: 
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FORGOTTEN PASSWORD 

Forgot your password?  Follow these steps: 
 

 
 
1. From the Login screen where you attempted to put in your Email address and 

Password, click on the link highlighted below:  
 
 

2. You will now be presented with the following screen: 
 

 
 

Complete the details as per your original registration to the eTendering Portal and 
then click [Send password information]. 
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3. You will now receive the following message: 
 

 
 

4. A New Password Notification email will now be sent to the email address used to 
register for the eTendering Portal.  Click on the link in the email, or go to the 
eTendering website and ensure you change the password to suit.   
 
(Ensure the password you select is as least 8 characters long, containing at least 
one uppercase letter and at least one number.) 

  



Glen Eira City Council – eTendering Help Guide (v15.1)  Copyright Glen Eira City Council. 
 

Page Number 7 of 22 
 

SETTING UP / MANAGING YOUR SUBSCRIPTION ALERTS 

 
You can quite easily set up subscription alerts to automatically be notified by 
email that Council has advertised a project matching that you have subscribed to. 
 
The alerts can be tailored to arrive in you inbox as advertised or daily or weekly. 
 
To set up alerts, you must first be registered to use the eTendering portal and 
then login with your email address (that you registered with) and password.  

  
Adding Subscription Alerts 
 
1. Click the Home button on the [My Account] tab: 

 
 

2. Select My RFx Subscriptions: 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
3. The following will appear: 
 
 
 

  
 

Select [Click here to add a new RFx Subscription]. 
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4. The following box will now appear: 

• Leave the ‘RFX TITLE’ field blank so you capture all details. 
 
• Select the particular category you are interested in using the drop-down box. 
 
• Leave the Preliminary Stages dropdown box set to ‘ALL PRELIMINARY STAGES’. 
 
• Add an ‘Alert Expiry Date’ of some date in the future. 
 
• Choose from either ‘As Added’, ‘Daily Summary’ or Weekly Summary’ for the 

frequency of the alert to be provided. 
 
 

Sample example view – ‘Roads_Road Building Services’: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Glen Eira City Council – eTendering Help Guide (v15.1)  Copyright Glen Eira City Council. 
 

Page Number 9 of 22 
 

 
5. Finally, select             . 

 
6. Your screen should look something like this (below).   You will also receive an 

automated email of your saved subscription/s.  

 
7. Repeat steps 4 to 7 to add further categories you want to set a subscription alert for. 

 
 
 
Modifying a Subscription Alert 

 
1. Click the Home button on the [My Account] tab: 

 
 

2. Select My RFx Subscriptions: 
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3. To modify any information on an Alert at any stage, simply click on the           button 
next to the alert:  

 
 
 
 
 

4. Here you can modify the ‘Alert Expiry Date’, as well as ‘As Added’, ‘Daily 
Summary’ or Weekly Summary’ for the frequency of the alert to be provided. 

 
5. When you have finished making changes, click on [Update Alert]: 
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Deleting a Subscription Alert 
 
1. Click the Home button on the [My Account] tab: 

 
 

2. Select My RFx Subscriptions: 
 

 
 

 
 
 
 
 
 
 

3. To delete an Alert at any stage, simply click on the             button next to the alert 
and the Alert will automatically be removed from your Subscriptions list: 
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HOW TO REGISTER AND DOWNLOAD DOCUMENTS 

 
You must first register as a respondent in order to access and download Council’s  
documents. 

 

1. Click the Current button on the [View RFx’s] tab: 
 
 
 
 
 
 
 

2. You should now be presented with a list of current projects. For example: 
 
 

 
 
 
 
 
 
 
 
 
3. Click on the project you are interested in: 

 
 

  



Glen Eira City Council – eTendering Help Guide (v15.1)  Copyright Glen Eira City Council. 
 

Page Number 13 of 22 
 

4. The screen is broken into four tabs with the [Details] tab appearing first: 
 
 

5. Click on the [Documents] tab and the list of documents associated with the project 
will appear: 
 
 
 
 
 
 
 
 
 

6. You must now complete the registration process in order download the documents.  
Click [Register As a Respondent]: 
 
 
 
 
 
 
 
 
 

Click [Register As a Respondent]. 
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7. The screen will now alter, allowing you access to the documents by clicking on 
[Download all documents]: 

 

8. You will be prompted with the following box: 
 

 
 

Click [Download} and follow the prompts on your device to save the files.  
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HOW TO SUBMIT A QUERY TO COUNCIL 

In order to ensure fairness in the availability of information, requests for further 
information can only be accepted via Council’s eTendering Portal.  All requests 
for information must be received five working days prior to close of tenders. 

 
1. Click the Current button: 

 
 
 
 
 
 

 
2. You should now be presented with a list of current tenders.  

For example: 

 
 

3. Now select on the tender you are interested in: 
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4. You should be presented with [Details] tab: 
 
 

5. Click on the [Communications] tab. 
 

6. This screen provides a list of clarifications from potential tenderer.  In fairness to 
all potential tenderers, Council provides the query and answer to all potential 
tenderers via this screen.  All potential tenderers will also receive an automated 
email alert when a query has been responded to. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This screen also has provision for attachments to be uploaded.  
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7. In the ‘Query field’, type your query:   

 
 

 

8. When you have finish entering your query, click the [Send Query] button. 
 

9. Your query will be recorded on the eTendering Portal similar to the sample below: 
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10. Communications responded to by Council appear on the eTendering Portal 
similar to the sample below: 

 
  



Glen Eira City Council – eTendering Help Guide (v15.1)  Copyright Glen Eira City Council. 
 

Page Number 19 of 22 
 

HOW TO UPLOAD A SUBMISSION 

You must first register as a respondent in order to access, download tender 
documents and lodge a submission. 
 
Tenderers are encouraged to submit their Tender as early as possible to ensure that the 
advertised deadline for tenders is met as late tenders will not be accepted. Tenderers 
are advised to allow an appropriate amount of time to upload their submission.   
 
Council will not be responsible for any network or system (gateway) constriction in the 
moments before the closing time for submissions.   
 
1. Click the Current button: 

 
 
 
 
 
 
 

2. You should now be presented with a list of current projects. For example: 
Click on the project you are interested in: 

 
 

 
 
 
 
 
 
 
 

3. You should be presented with [Details] tab: 
 
 
 
 
 
 
 
 
 
 
 

11. Click [Update or Lodge a New Submission].                                                .  
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12. An alert message box will appear: 
 

 
 

 
 

Click [Continue]. 
 

13. You can now begin uploading documents,  click on [Browse] and add the file: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Multiple files can be uploaded as part of your submission.  The system will not 
accept file sizes exceeding two (2) GB – keep each file under that limit. 
 
All Files must be names with the Tender Number, your organisation’s name and a 
meaningful (short) description of the content, similar to the samples below: 
 
2015.001_ABC321PtyLtd_Part B Tender Response.docx 
 
2015.001_ABC321PtyLtd_OH&S manual.pdf 
 
2015.001_ABC321PtyLtd_Insurances.pdf 
 
All Tenders must scan and upload the completed and signed or executed Form of 
Tender, together with all Tender Documents on or before the advertised closing 
date and time. 
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14.  Click on [Add more] and repeat step 14 until you have uploaded all files: 
 
 
 

15. When you have finished adding files, click [Update or Lodge A New Submission] : 
 
 

16. You will receive an on screen Submission receipt, and an email receipt will also be 
sent to your email account. 
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17. At any stage prior to the advertised closing date and time of submissions, you can 
make changes to your submission. 

 
18. The outcome of tenders will posted on both Council’s eTendering Portal and in 

correspondence to those organisations submitting a tender. 
 

19. For probity purposes electronic Tenders cannot be accessed by Council 
(electronically locked) until after the advertised closing date and time. 
 

20. After the advertised closing date and time tenders received will deem to have been 
lodged validly and will be scanned into Council’s electronic document management 
system.   

 
 
 


