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E-TENDERING 
Introduction 

E-Tendering is a process by which external vendors and potential vendors access tenders we 

have enlisted as available for bidding and get to assess and bid. 

Something extra we have added is the provision to buy the tenders online and do a self-

confirmation on the payment, hence get your credentials sent to your email address for secure 

Log-In. 

The process entails the following: 

1. Landing Page. 

On the landing page, you will get two text boxes, one for entering your Company PIN 

number and the other for entering the password. 

If you already have an account, go ahead and enter the credentials. 
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In case you have forgotten your password, click on “I forgot my password” for further 

directions on how to reset it. 

For first time use, please click on “Register as a new Supplier”. 

This will direct you to the Registration page. 

 

2. Supplier Registration. 

Here you are expected to enter: 

 Company Name. 

 Company PIN. 

 Email. 

 Phone Number. 

 A security code in an image. 

 



Gertrude’s E-Tender Portal Menu 

3 | P a g e  
 

 

 

       Click on Register and you will be redirected to a list of available Tenders for bidding. 

3. Available Tenders. 

A listing of all the tenders available for bidding will be listed. 
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You will be required to click on “View Items” to access the Tender items under each tender. 

 

4. Purchase a Tender. 

On the items for each tender, there are instructions to buy that particular tender. 

The items’ list has a search component that you can use to search for any particular item in 

the list. The list will automatically narrow down the list to your search item, if available. 
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To buy a particular tender, please provide the Company PIN you provided while registering 

for an account and click on “Buy This Tender”. 

5. Issuing payment for Tender. 

You will be directed to a page showing you a summary of the Tender Payment expected. 
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Kindly read through instructions and make a payment through Mpesa. 

Once you receive payment confirmation from Mpesa through SMS, please click on “Confirm 

Payment” button. This will direct you to another page confirming your payment. 
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6. Confirmation of Payment. 

You will be directed to the following page to confirm your payment as received. 

 

 

As advised, an email with credentials to access the system at Login will be sent to you. 

Make sure to Change Password once you login. 
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7. Login. 

Once you get credentials (Company PIN and Password) from your email, please click on 

“Login” and use them to Log in. 

 

 

Kindly note that the password will be presented in dot format for security purposes. 

Click on Sign In to access the system. 

 

NB: Please note that this is a one-time process for buying a tender and accessing Log In 

credentials. For Logging in in the future, please log in with the credentials you will have 

changed to after your first log in. You will have the option to buy additional tenders once you 

are logged in.  
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8. Change Password. 

On the first time log in, you will be presented with a page to change the password that was 

sent to you in your email. Provide data for the fields. 

 

 

Please read the instructions on the page before you proceed. 

Once successful, you will be taken to an Overview Page that has statistics of your account. 
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9. Profile Overview. 

First tab: gives percentage of data given in your Company Profile. 

Second tab: Total of sections in your Company profile filled so far. 

Third tab: the number of tenders bought. 

Fourth tab: Link for buying additional tenders. 

 

There is a tab displaying the amount of time remaining to closure of the tender period. 
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10. Instructions. 

Once you have logged in, several links to the left of the page are displayed that assist you 

navigate the system. You can always access the Instructions page for guidelines under the 

dashboard link. 

 

 

  



Gertrude’s E-Tender Portal Menu 

12 | P a g e  
 

11. Company Profile. 

Click on the Company Profile link to your left. 

Access the Company Information section. 

Start by filling out the several Company Information sections and clicking on “Save and 

Continue” on each one of them till you get to the last one. 

 

BIDDER INFORMATION 
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DIRECTORS INFORMATION 
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FINANCIAL POSITION 
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DELIVERY LOGISTICS 
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STATUTORY AND REQUIRED DOCUMENTS 
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For Trade Reference form and Anti-corruption policy documents, please click on the 

“CLICK HERE” link at the top of this page, download the documents, edit and scan to 

upload them in this section. 
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Kindly make sure to upload only PDF files. 

Once you upload the documents successfully, it will look something close to the 

following: 
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CERTIFICATE OF UNDERTAKING 
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Company Information Dashboard 

 

 
 

 

Once you have filled in all sections successfully, you will be directed to the dashboard 

where you can verify the sections filled. 

A button captioned “Continue to My Tenders” will be activated. Click on it to access the 

tenders you bought. 
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12. Sign in to access your Tenders. 

You will be presented with a page where you will be required to re-enter your Company PIN 

and password (the one you changed to) to access your tenders. This as an additional security 

measure. 

 

Kindly note that you will not be able to proceed to your tenders if your profile is not at 100%. 

Click on “Access My Tenders” to access tenders you have bought. 
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13. My Tenders 

In this page, you have access to all the Tenders you have bought. 

 

 

Click on “View Tender Items” to access items under the tender line. 

You will be directed to tender items. 
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14. Tender Items. 

This page has a set of instructions that will guide you on how to bid for the listed items. 

 

 

Click on the button captioned “Download Excel” to download an excel document that has a 

listing of all the items under this tender. 
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15. Excel Document. 

You will get a prompt asking you to confirm the document is safe. This happens because the 

file is protected. Please click on “Yes”. 
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Click on “Enable Editing” to fill your bids. 
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Filling the excel file. 

Start by filling in the Unit Cost (numbers only), Brand, W/Sale Price (numbers only - 

Wholesale Price), Discount (numbers only), VAT, Manufacture, Pack Size, Remarks and 

Country. 
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NB: Please ensure you only select the VAT, not entering. The Final Tender Price will be 

filled automatically. 
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New Items. 

The excel document has an additional tab captioned NEW ITEMS_ (TENDER_NUMBER). 

In this, you can introduce (suggest) new items to Gertrude’s Children’s Hospital. 

 

 

 

Fill the document with respect to the items you want to bid for. You will be asked to save the 

document in another location. Please select a drive in your computer you can easily access 

(e.g: desktop) and note the name you give the document. 
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16. Upload the excel file. 

Go back to the Tender Online Portal. In case the system logged you out, please log in and go 

to “My Tenders”, Log in again, and access the tender you were working on. 

Click on “Upload Excel”. You will be presented with the following page: 

 

 

 

Click on “Browse” and select the excel file from where you saved it. Click on the file and 

click on “Open”. 
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The “No File selected” caption will be replaced with the file of the name you have uploaded. 

Click on “Upload Excel File” and wait for the file to upload. 
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When the upload finishes successfully, a feedback will be given on the following page (items 

listing page). 

 

 

 

You will also receive an email confirming upload of the submitted bids. 
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You can also view the bids you submitted under this tender as follows: 

Submitted bids:  
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New Items: 

 

 

The New Items submitted will be at the bottom of the page. 
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17. Buy Additional Tenders. 

You can buy additional tenders from the link to the left captioned the same. 

 

 

 

A list of available tenders will be presented. Click on “View Items”. 
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Confirm the Company PIN as yours and click on “Buy This Tender” to purchase a tender you 

are interested in. 
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Just like before, you will be directed to a page with payment instructions. 
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On “Confirm Payment”, you will be presented with the following page. 

 

 

 

Follow the instructions given to access your additional tender. 
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Accessing Additional Tender. 

 

 

You will have to Log in again to access your tenders. 
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You will get access to your new additional tenders as shown above. 

  



Gertrude’s E-Tender Portal Menu 

41 | P a g e  
 

Modified Overview. 

After filling out your profile completely, note that the overview will change to reflect the 

progress of interacting with the system so far. 

 

 


