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Quick tips for service providers 
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1. Getting started 
 

1.1. System requirements 
 

We recommend using Google Chrome as your internet browser when using COORDINARE TenderLink website to reduce compatability issues. 
 

1.2. About the COORDINARE TenderLink Portal 
COORDINARE – South Eastern NSW PHN uses the COORDINARE TenderLink Portal to advertise tenders, Request for Proposals, Expression of Interests 
and other approaches to the market, to assist in managing the procurement process through to contract award stage.  

 

1.3. Who should use the COORDINARE TenderLink portal? 
If you are interested in applying for our approaches to market, you will need to register on this portal. We welcome current and potential providers to 
register. Registration is free. 

 
Once confirmed as a registered provider, you will receive an email notification of any new opportunities we publish. You will also be able to access this 
portal to:  
(a) view any associated documentation;  
(b) participate in Q&A forums;  
(c) submit electronic bid responses through our secure, online form. 

2. How do I register? 
 

 Go to the portal website:  
https://www.tenderlink.com/COORDINARE/  (TIP: save this as a favourite in your web browser to make sure that you are taken dirctly to the 
COORDINARE site and not the main TenderLink site). 

 Register in the portal with your details. 

 See the screen shots on the following pages for further guidance. 

 

https://www.tenderlink.com/coordinare/
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Click on the Registration tab in the menu at the 
top of the screen.  
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Enter your business details – you will 
need your ABN and legal business 
name to be entered here. 
 
You will also be asked to create a 
profile – follow the prompts provided.  
 
NOTE: If you do not want to provide 
your ABN details you can still register. 
Each time you login it will ask for your 
ABN and you will need to click on skip 
at the bottom of the screen. 
However, an ABN will be required as a 
mandatory field for any applications 
that you complete as a service 
provider. 
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3. Technical assistance 
 

If you are having trouble with accessing TenderLink at any time or have questions about the portal, you can contact: 

Contact TenderLink customer support on 1800 233 533 or support@tenderlink.com. 
 

Help Guides 

You can also access the online manuals or help screens on the right hand side of the portal page. 
 

Questions relating to tenders, Request for Proposals, Expression of Interests 

Any questions relating to content or material provided by COORDINARE should be posted on the Forum linked with the notice for the relevant 
tender/request for proposal or expression of interest (at the bottom of the ERFx notice screen).  

 

3.1. When should I register for TenderLink? 
 
You should register for TenderLink as soon as you can to allow yourself time to become familiar with the system and what is required to complete a 
submission. There are strict deadlines for submissions so we advise to allow yourself plenty of time to read the information provided.  
 
You will also need to allow yourself time to ask questions via the forum – the forum is typically closed for new questions a week before the tender closes. 
 
There is no other mechanism to ask questions as they all need to appear on the forum for transparency, so that all providers can view and receive the same 
response. 
 

mailto:support@tenderlink.com
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4. Accessing the COORDINARE TenderLink Dashboard 
 

Login with your user name and details. 

 

 

Click on the Dashboard tab at the top of the screen. This 
screen will appear. 
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4.1.    Searching for current COORDINARE tenders 

 

 

Under “the search tender” box, click on “All 
Current Tenders”. 
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4.2. Viewing the tender (the ERFx notice) 

 

 

 
 

Select the tender you are interested in by clicking on the 
hyperlinked code and number on the left side of the 
screen. 

NOTE: The date and closing time for 
submissions – you will need to have 
your application finalised and 
submitted in the system before the 
closing time (AEST).  

NOTE: The final date for questions to be 
posted in the forum. 
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4.3. Accessing the tender documents 
  
 

  

Go to the bottom of the notice and click on the 
evaluation portal link. 

 

You can also access the forum by clicking on the 
line above. 
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4.4. Downloading tender documents. 
 
 

 
 
 

Click on download tender documents. 

A zip file with all relevant documents will be 
opened at the bottom of your screen, click on 
this folder. 
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Downloaded tender zip file 

The documents relevant to the tender will 
be in this folder, including any updates 
(addendums), industry briefing slides 
uploaded since the tender was released. 
You will need to save the files to your 
computer if you want to view them out of 
the system. 
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4.5. Completing a tender submission 
 

Allow plenty of time to complete your submission. Look through the tender documentation provided which will outline all requirements.  

Gather the relevant information you need for your submission. Create a letterhead template with “NA” typed to be used for file uploads in mandatory 
sections where you do not wish to upload any additional information. 
 

 

To start your tender submission, click on create a 
new response. Your response will be 
automatically saved but you can also save as you 
go, or you can click the save button at the bottom 
of the screen. You can go out of the submission 
and it will save the draft and return later to 
complete it. 
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Click on each section to complete.  
The response schedule is basic 
information. 
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Click on each section heading in the 
side bar on the left to complete. 

This is the start of the application. 
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A red triangle will appear for 
questions and sections that 
are mandatory. These must 
be completed prior to 
submission. 

In various sections, such as 
the selection criteria, you 
may be able to upload a file 
of supporting information. 
NOTE: You can only upload a 
single file, so it is important 
to merge documents into 
one word or PDF file prior to 
uploading. 
IF you do not want to upload 
a file – have a blank 
letterhead with “NA” typed 
on the page. Save it as a NA 
file and upload this file in 
relevant sections to indicate 
you do not wish to provide a 
response. 

You can preview your 
response to check for 
spelling and general content. 

 

If you have a question during 
this process you can click on 
the Forum button on the top 
right of the page. 

All fields now have a 500 
word limit. If you wish to 
provide more 
information you can 
upload at relevant 
sections with a file but 
restrict where possible to 
5 pages maximum. 
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4.6. Posting questions on the forum. 
 

 
 

After accessing the forum (via the link at 
the bottom of the tender notice or the 
Forum button in the Evaluation portal. 

 

Forum opens up in a new screen. 

 

You can post a question by clicking the 
button on the bottom of the page. 
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5. Frequently Asked Questions 
 

5.1. How do I update a tender submission? 
 

Tender submissions may be updated at any stage, before the closing date and time of the electronic tenders box (ETB). Once the ETB is closed, 
submissions can no longer be updated. 

  

Updating a tender submission follows the same steps as the initial submission process. The TenderLink system will know that existing files have already 
been submitted, and will simply update/overwrite the existing files. 

  

In the Dashboard window, under the tender submissions heading, click on View Tenders Responded To. Choose the ERFx notice you wish to update and 
click on the Update Submission button—you will be taken through the four-step wizard (responding to an ERFx notice). Add the new files in Step 4 (now 
called Update Submission). 

  

If the same file name is used for the update as the existing one in the ETB, then the old file will be overwritten. 

 

5.2. Can I withdraw/remove a submission? 
 

Yes, you can withdraw a submission to a tender (ERFx notice). Click on View Tenders Responded To under the tender submissions heading in 
the Dashboard window, and select the submission you wish to withdraw. Then click on the Remove Submission button at the bottom of the window. 

  

In the Withdraw Submission window check that the ERFx notice number is correct and enter a reason for withdrawing your submission (optional). Click on 
the Remove My Submission button—this will remove your submission and all files completely. 

 

If there are any problems or difficulty doing this, please contact the TenderLink support team on 1800 233 533 or support@tenderlink.com. 
 
 
 

javascript:parent.sendDetails('&onlinehelp=3196.73');
mailto:support@tenderlink.com
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Remove and update submission buttons are at the bottom 
of the screen – select the relevant tender and then  
review/edit or remove submission. 
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5.3. Unsubscribing from a COORDINARE TenderLink forum 
 

If COORDINARE have indicated that there is a forum in place for the Tender (ERFx notice), then all suppliers who have downloaded documentation will 
automatically be included in the forum process. 

Once COORDINARE replies to a forum question, all suppliers will be notified via email that a new question/answer has been posted to the forum. 

If you do not wish to receive these emails simply click the unsubscribe link at the bottom of the forum notification email, just below the Check Forum 
button. 
 

5.4. Unsubscribing to tender email updates from COORDINARE TenderLink 
 

On the emails you have received from COORDINARE TenderLink, right at the bottom is an unsubscribe link. You can unsubscribe from further notifications 
of the tender you if have downloaded documents, or engaged with the tender via the forum.  

 

5.5. Deleting a COORDINARE TenderLink service provider account 
 

For a service provider to delete their account on the COORDINARE SE NSW PHN portal, you will need to contact TenderLink support in order for them to 
make it completely inactive. COORDINARE is not able to delete your account. 
 

If there are any problems or difficulty doing this, please contact the TenderLink support team on 1800 233 533 or support@tenderlink.com. 

mailto:support@tenderlink.com

