In–Tend Standard registration details

In 2006 Queen Mary University introduced an electronic tendering tool to support the procurement process, and to streamline the current tendering process. It is expected that all tenders raised throughout QM will eventually be issued through this portal.

Our chosen provider is an organisation called In–Tend Ltd. Their system is now widely used within other universities and institutions throughout the UK and Europe.

The benefits of using e-tendering over the traditional tendering process include:-

· Speed of document transfer to and from Vendor

· Elimination of paperwork sent through the postal system

· Complete audit trails held on a single database

· Greater security for received files

· No more tenders/quotations lost in post

Should you be interested in working with Queen Mary, University of London, then you’ll need to register at www.in-tendhost.co.uk/queenmary   
Please follow the on-screen prompts, paying particular attention when confirming your business category(s). Note that multiple users can be added to your company’s details,  meaning colleagues wont have to register separately. All companies applying are checked before registration is confirmed by us, with login details being issued by email.

Should you encounter any difficulties registering please call Chris Hallahan on 0207 882 3240. All subsequent correspondence relating to specific tenders/contracts should be conducted through the in-tend system.

For a guide on how to download tender documents and submit returns, please see the instructions on page 2.

Guide to Downloading & Submitting Documents

Please find below a view of the screen you are required to access once you have received notification that the College has posted documentation to the project you have expressed interest in. 
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From this page you can access the tender documents and upload documents for return,
To upload documents for return, use the Upload Documents To My Return section towards the
bottom of this page
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Upload Documents To My Return

Browse to the document you wish to upload, then click Upload to add it to the My Documents
for Return list
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Submit My Return

GAUTION: It is anly possible to subrmit your return ONCE - no subsequent subrmissions or
alterations can be made

When you have uploaded all necessary documents, click the Submit Return button

[£3

@ Internet

Docum





*Questionnaires: Please note any questionnaires will appear in the box “my documents for return”. Until the questionnaire has been completed, the “Submit Return” box will not appear.

Step 1:


To download or view the tender Documentation click on either of the two relevant buttons





Step 2


To upload your tender submission use the browse button to find the document on your local drive. Select the relevant file then click on upload. You may add as many relevant files or file types as you like.





Once you have added all your files and are ready to submit your documents click on the red “submit return” button. Do not use the correspondence facility to submit your return. This will result in your submission being disqualified. NB the “Submit Return” box will not appear until any required questionnaires have been completed.





When you have uploaded a document below they will appear here. From this point you can view your document, download or delete if there is an error.





Questionnaires, that are required to be completed appear here along with their current status.





Step 3


To Submit your return press the red submit button. NB Once you have submitted your return no subsequent submissions or alterations can be made.








