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1. Introduction 

This guide is designed to assist primary and post-primary school leaders with unlocking 
tenders and accessing the submission files on eTenders platform, in order to evaluate 
them as part of their tender process. 
 
Please note: Tenders can only be unlocked and accessed from 30 minutes after 
the tender deadline. 
 
You can access eTenders at www.etenders.gov.ie. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.etenders.gov.ie/
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2. Receiving Tenders 

Whenever a company submits a tender, the Contracting Authority (CA), i.e. the school, 
will receive an e-mail notification similar to the one shown in Figure 1. 

 
Figure 1 

 

Please note: To access the tender submissions, you must unlock them first. As stated 
in the Introduction, this can only be done a minimum of 30 minutes after the tender 
deadline has passed. For example, if your tender deadline was set for 8th September 
2025 at 15:00hrs, the task to unlock tenders will only become available from 15:30hrs on 
that date. In this 30-minute window, you will only see the ‘Associate PO/OS and PO/ES’ 
task. 
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3. Unlocking Tenders 

After this 30-minute period has elapsed, access www.etenders.gov.ie and log into your 
CAPC profile linked to your competition. You will then be able to see the ‘Unlock 
Tenders’ task in your ‘Task List’, as shown in Figure 2. Click on it. 

 
Figure 2 

 

This will open the ‘Tender Opening Space’ with a list of all submitted responses, as 
shown in Figure 3. 

 
Figure 3 

 

On this page, tick the box to the left of each ‘Economic Operator Name’, as seen in 
Figure 4. Alternatively, you can tick the box to the left of the ‘Economic Operator Name’ 
heading to select all tender submissions at once. Please make sure that all the boxes 
are selected before proceeding. 

http://www.etenders.gov.ie/
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Figure 4 

 

Once all tenders are selected, click on ‘SUBMIT LIST OF TENDERS’, as shown in 
Figure 5. 

 
Figure 5 

 

A notification similar to the one shown in Figure 6 will appear, indicating that the tenders 
are now being unlocked. Please note that this process can take a few minutes and, 
occasionally, even more than 10 minutes, depending on the size of the files that 
were submitted. 
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Figure 6 
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4. Checking Conflict of Interest 

Click on the ‘Home’ button to go back to your ‘Task List’. After the unlocking process is 
completed, you will be able to see the ‘Check conflict of interest’ task. Once you see 
this task, click on it, as seen in Figure 7. 

 
Figure 7 

 

A page called ‘Candidate Evaluator’ will open. Review the message and, if there is no 
conflict of interest, select ‘Accept’ and click on ‘SAVE’, as seen in Figure 8. 

 
Figure 8 
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After clicking on ‘SAVE’, you will be directed to your CfT Workspace and will see a 
notification indicating that the status of your candidacy as evaluator of this competition 
has changed to ‘No Conflict’. See Figure 9. 

 
Figure 9 
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5. Accessing Tender Submissions 

Click on the ‘Home’ button to go back to your ‘Task List’. You will notice that, after 
declaring that there is no conflict of interest, the ‘Associate PO/OS and PO/ES’ task will 
disappear, and the status will change to ‘Evaluation’. 

Click on the ‘Enter Offline Results’ task, as seen in Figure 10. 

 
Figure 10 

 

This will open a page called ‘Offline evaluation results’, containing all tenders 
submitted in response to your competition, which should be the same list you saw in the 
unlocking process, outlined in Section 3. Click on each yellow box under the heading 
‘Original uploaded file’ to download the ZIP folders with the tender submissions, as 
seen in Figure 11.  

 
Figure 11 

 

You will notice that all ZIP folders will be downloaded with the same name ‘env1’, as 
seen in Figure 12. This is a default eTenders feature. 

 
Figure 12 
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You can rename the folders with the companies’ names as you download them for easier 
identification. See example in Figure 12. 

 
Figure 13 

 

Right-click on each ZIP folder and click on ‘Extract All…’ to extract its contents. 

Please note: If you encounter difficulties unzipping folders or extracting files, there might 
be an issue with your default Windows software. In such a case, the eTenders Helpdesk 
has previously recommended the download and use of a program called '7-Zip'. If the 
issue persists, please contact the eTenders Helpdesk for assistance. 

Once all folders were unzipped, you can access the files within each tender submission 
folder and begin your evaluation process. 

[End of Document.] 
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