
© - All rights Reserved CONFIDENTIAL

Stoke-on-Trent City Council:

eTendering Overview – Supplier Guide



© - All rights Reserved CONFIDENTIAL
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• BravoSolution Overview, Aims and Objectives

• eTendering Portal Overview and Registration

1. Accessing PQQs/ITTs

2. Downloading Buyer Attachments

3. Sending Messages via your PQQ/ITT

4. Responding to your PQQ/ITT

5. Publishing your PQQ/ITT Response

6. Managing Users

• eVendor Management

1. Profile Area

2. Pre-populated Responses

• Tips for a “stress-less tender”

• Help Available
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BravoSolution Overview

Who are BravoSolution?

1. Market Leading technology provider for Supply Management.

2. We have experience in working with ~  over 100 Local Authorites and Central 

Government bodies.

3. We help Local Authorities utilise this technology to buy their goods and services 

in the best way for the tax payer.

4. Specifically, we have helped run many eTenders and provide software to:

1. Scottish and Welsh Governments

2. DFPNI

3. DWP

4. BBC

5. Over 50 NHS Organisations
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Advantages

Advantages of using theTendering portal?

– Reduced costs - No postage and printing for tenders to be sent to SCC. 

– Speed - Using the service means SCC will be able to shorten tendering periods 

for EU tenders, eliminate postage delays and rapidly disperse tender returns 

for evaluation, thus providing faster decision-making. 

– Peace of Mind - Eliminates anxieties with delivery of documents by a deadline 

by giving instant delivery and real-time feedback on the progress of the 

procurement. 

– Efficiency - Enables tenders to be created, exchanged and stored 

electronically. Additionally, responses to standard qualifying questions can be 

stored, ensuring that suppliers don’t have to keep repeating themselves!

– Open, fair and transparent tendering process for all parties. 

– Secure, encrypted service to ensure commercial integrity.
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Aim

Our aim at BravoSolution is to support you to ensure you are 

comfortable with using the technology and participating in 

eTendering.

– There are NO Supplier fees

– You have access to a Freephone Telephone number

– We are independant
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IEWM eTendering Portal Overview & Registration

The portal that Stoke-on-Trent City 

Council use for their eTendering can be 

found at  the address below and is 

available 24/7: 

“https://iewm.bravosolution.co.uk”

The eTendering Portal is available FREE 

to all suppliers. System requirements are 

minimal (IE 6+, internet access)

To begin, click ‘Register’ and fill out the 

mandatory fields. Click ‘Save’ and your 

username and password to log in will be 

emailed to you.

The portal is fully compliant with EU 

procurement legislation , confidential and 

independently security accredited.



1. Accessing the PQQ/ITT

1.1 (a) Provided you have already 

registered, enter your username and 

password in order to access  your 

Projects/PQQs/ITTs.

1.1 (b) If you haven’t registered, you can 

still view current opportunities through 

the ‘Opportunities and Notices’ area.



1.2 From the homepage, click on ‘ITTs’ to see all available tenders, 

including those that are open to all suppliers or invited tenders

1. Accessing the PQQ/ITT



1. Accessing the PQQ/ITT

1.3 Click on the PQQ/ITT you wish to take part in



1. Accessing the PQQ/ITT

1.4 Review the information and then click, 

‘Express Interest’.



1. Accessing the PQQ/ITT

1.5 Click ‘OK’ on the pop up to my the PQQ/ITT 

into your account.



1. Accessing the PQQ/ITT

1.6 Click on ‘OK’. You will now be able to 

download any Buyer file Attachments, send and 

receive messages with the buyer and respond to 

the event.



2. Download Attachments

2.2 Or click ‘Buyer Attachments’

2.1 Here you have a summary page

showing a description, closing date and the 

status of the PQQ/ITT…’

Also note the number of unread attachments 

shown in top of the screen.

It is important to download ALL attachments 

before completing your response. Attachments 

contain key information and instructions on how 

to publish a fully completed response. Please 

click on the warning to go straight to this area…



2.3  Click ‘Mass Download’ to 

download all attachments and their 

folder structure in one go!

Please note ‘Mass Download’ downloads all the 

documents at once. You will need Java to perform this 

task. If your P.C. does not have Java you can download it 

at www.java.com.

2. Download Attachments



2. Download Attachments

2.4  Once Java has loaded, click  ‘Download’



2. Download Attachments

2.5 Select where on your local 

machine you want to download all 

the files to…

2.6 Click ‘OK’ to confirm your 

download location

The documents will now be present on your PC



3. Messages

3.1 Click ‘Messages’ to be able to 

read and compose messages in 

relation your tender.



3. Messages

3.2  A dropdown will appear with various 

Messaging options. Click ‘Create Message’ to 

compose a message to the buyer regarding your 

ITT.



3. Messages

3.5 Click ‘Send Message’ (or Save 

as Draft’ to send later on)

3.3 Insert a relevant title and 

write your message in the text 

box area

3.4 Please note that you can  also 

add attachments to your message 

(keep them below 50mb in size)



3. Messages 

Note that a record of your ‘Sent Messages’ are 

kept, as well as drafts and received messages… You can keep track of whether or not the 

message has been read by the Buyer here! 



4. Responding to the PQQ/ITT

4.1 Click ‘My Response’ to respond to the ITT.



Note, that you may ‘Reject’ the response which 

will remove your opportunity to respond to the 

PQQ/ITT

4.2 To start creating your response click ‘Create 

response’

4. Responding to the PQQ/ITT



4.3 A summary of how to proceed will appear 

as an alert. Click ‘OK’ to continue

4. Responding to the PQQ/ITT



4. Responding to the PQQ/ITT

4.4 This page shows an overview of the 

response area – click on any area to complete 

the relevant questions



4. Responding to the PQQ/ITT

4.5 (a) The web form will be presented in 

sections and questions. Populate your 

response, taking particular notice of the 

red asterisks indicating mandatory 

questions.

- Regularly click the ‘Save’ button to 

ensure that your

information is stored.

- For security purposes the portal will log 

you out after 15-20 minutes of inactivity.

- Text fields are limited to 2000 characters 

for brief responses only.

4.5 (b) When requested to upload an 

attachment click ‘Upload Attachment’



4. Responding to the PQQ/ITT

4.6 (a) Browse to the location of your file to be 

uploaded…

4.6 (b) Once this has been done, click on ‘Attach’



4. Responding to the PQQ/ITT

4.8 Click ‘Save & Continue’ 

to save your work and 

continue working on it, or 

click ‘Save and return’ to 

return to Response screen

4.7 Complete all remaining questions, including 

tick-box, drop-down and text responses.



4.9 Click ‘OK’ to 

finalise these 

answers

4. Responding to the PQQ/ITT



5.1 Once you are happy with your response, click 

on ‘Submit Response’ to send it to the SCC

5. Publishing Your Response



5. Publishing Your Response

5.2 As long as all mandatory questions have been 

answered and the deadline hasn’t passed, the 

following alert will confirm submission



In addition, an email will be sent as a 

‘receipt’ of submission



• The response window will then close 

and the ‘My

• ITTs’ screen will refresh and show 

the new ‘Response

• status’ as ‘Response Submitted to 

Buyer’

5. Publishing Your Response



6. Managing Users

6.1 From the homepage, click on ‘User 

Management’ to start adding users



6.2 A list of current sub-users will appear. To add 

a new sub-user, click ‘Create’

6. Managing Users



6. Managing Users

6.3 Fill in all the mandatory details regarding the 

user and then click, ‘Save’. The user will be sent 

an automatic email containing their username 

and password.



6. Managing Users

6.4 After creating the user, click ‘View User 

Rights’ to assign user rights to that account.



6.5 Edit individual user rights and then click, 

‘Save’ once you are done.

6. Managing Users
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eVendor Management

eVendor Management allows storage of  responses to Library 

questions within the system. This means that suppliers will be able 

to store responses to questions and re-call these answers in 

subsequent PQQs/ITTs!

– You can keep your responses to the Library questions up-to-date from 

your Profile area.

– Stored answers will pre-populate in a response if the Buyer has 

chosen to ask these Library questions in their questionaire.

– You can update these answers at any time, including within a response 

– crucially, these answers will not back populate into your profile until 

the Buyer has opened your response!



1. Profile Area

1.1 From the homepage, click on the ‘Profile’ link 



1. Profile Area

1.2  This screen shows an overview of registration 

information. There will also be two profile areas 

to enter – to start with, go to ‘Basic Profile’



1. Profile Area

1.3 A selection of Basic information questions will 

appear. To answer them now, click ‘Edit’



1. Profile Area

1.4 You can then populate your answers and click 

‘Save’ to confirm them against your profile

Note: Some responses may already exist! 

This is because you have answered these 

elsewhere in the system and the responses 

have back-populated into your profile!



1. Profile Area

The same can be done in the extended 

profile – just navigate to this area, click on 

‘Edit’ and start populating your responses



2. Pre-Populated Responses

Now, if answers exist against your profile (either because 

you’ve filled them in from the Profile area or during a 

previous PQQ/ITT), they will automatically appear when 

you express interest in another event...



2. Pre-Populated Responses

2.1 Once you’ve located the event you wish to be 

involved in, click on ‘Express Interest’



2. Pre-Populated Responses

2.2 Again, navigate to the ‘My Response’ area...



2. Pre-Populated Responses

2.4 Within this section, any questions answered 

previously will be pre-populated with a response 

(before we’ve even ‘Created’ the response)!

2.3 Notice that some sections may be headed 

with ‘Section of eVM Questions’ – these are 

sections of library questions that have been used 

in this PQQ/ITT



2. Pre-Populated Responses

2.5 By clicking on ‘Create Response’ and 

navigating to the correct area, you can still edit 

these pre-populated responses (if, perhaps, the 

information has changed since the last time it 

was answered)...

These answers will only back populate to your Profile when 

this response has been opened, ensuring that no-one can 

see your answers before they’ve been made public!
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Tips for a ‘stress-less’ tender

1. Ensure that you read and digest all documentation thoroughly and make note of key actions 

and deadlines (you may want to create a checklist of actions to review prior to publishing your 

response).

2. Don’t leave your response until the last minute – if you have problems you may not be able to 

resolve them before the deadline for responses.

3. Always use the secure messaging tool for communicating with the Buying team.

4. Only upload attachments when requested. Try to avoid uploading very large files.

5. Try and answer all questions not just the mandatory ones.

6. Please treat your username and password securely – if you lose or forget your password there 

is a link on the portal homepage where it can be emailed to the registered email address.

7. Consistently SAVE your work – security protocols will automatically “time-out” after 20 

minutes of Inactivity

8. Please remember you MUST publish your response to make it visible to the Buyer
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Help Available

BravoSolution Help Desk

Mon- Fri: 8am – 6pm

Phone : 0800 368 4850

Email:

help@bravosolution.co.uk
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Online Help Files

Within the eTendering portal you have 

access to the online help files by 

clicking on the ‘Help for Suppliers’ 

button in the web page.


