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PCS-Tender?  

Â PCS-Tender is the national e-Tendering system, centrally funded by the Scottish 
Government. 

 

Â It is a secure and efficient means for buyers and suppliers to manage tender 
exercises online. 

 

Â The standard European Single Procurement Document - ESPD (Scotland) and ITT 
templates enable buyers to easily create consistent tender documentation. 

 

Â Public Contracts Scotland (www.publiccontractsscotland.gov.uk) and PCS-Tender  

(www.publictendersscotland.publiccontractsscotland.gov.uk) are different systems.  
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First of all please check whether your organisation is registered.  If your organisation  
does not have an account on PCS-Tender, you will need to register in order to access the  
system. If someone within your organisation previously registered, please note you can  
add Additional Users to an existing account which is covered later on  
in the presentation.  To begin the registration process click Register as a Supplier.  

PCS-Tender   
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You will then be presented  
with a User Agreement 
which you must confirm  
that you have read  
and agreed to before you 
can create an account for 
your organisation on  
PCS-Tender. 
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PLEASE NOTE: If you are 
the first user to create an  
account for your organisation, 
you will be a Super User. 
This allows you to modify 
your Organisations registration 
details and add additional  
users. If your organisation  
already has an account on 
PCS-Tender, please request 
that your Super User create 
a user account for you. 
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You must immediately inform the BravoSolution helpdesk in the event that a  
user leaves your organisation or no longer requires access to the System. 
The System Administrator retains the right to deactivate a Supplier User if there has been 
no access for a period of sixty (60) days, however deactivations will only take place  
once per quarter and you will be asked via email to confirm you do not wish to have your  
account deactivated. To reactivate your account you simply need to contact the  
BravoSolution helpdesk, any answers stored in your profile will not be affected and 
any information submitted as part of as response to a procurement exercise will  
be retained for audit purposes. 
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Organisation Details  
Populate the mandatory  
fields (denoted by *) in the  
Organisation Details and  
User Details, clicking Save 
when finished. 
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Complete the  
User Details information: 
Å First Name  
Å Last Name 
Å Phone Number etc. 
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On the following screens you must specify, from the  
drop-down menus provided, your organisationôs  
employee rangesé 
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Your organisationôs turnover and balance sheet ranges. 
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The system will then 
send an automated email to the 
email address specified in your  
user details containing a 
temporary password. 
 

Following your initial login with  
this temporary password you will  
be presented with this screen, 
prompting you to create a new  
password. 
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Following successful login you will be presented with the  
landing page with system menu optionsé 
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From the landing page, you are able to:  
 
Å Access procurement documents for opportunities that you may 
 be interested in.  
 
You may find that responses to some European Single Procurement Document (ESPD  
Scotland) questions are pre-populated with responses you have submitted previously. 
Please note it is your responsibility to validate that these answers are correct and valid  
before submitting.  You must edit and update any responses that are no longer valid  
prior to submitting your response.  
 
Å View your dashboard where you can access procurement documents that you have 
previously registered interest in, retrieve any messages and respond to Supplier Surveys. 
 
Å You can amend your organisationôs profile information and manage additional 
 users. 



PCS-Tender  

15 

Select either the PQQ or ITT option from the Projects area and you 
will then be presented with a list of tender opportunities that are  
open to all suppliers. 
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To find a specific PQQ or ITT within this list you can filter the  
list to search for the relevant document.  
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To search using the Project Code referenced in the PCS Notice 
select Project Code from the Select a Filter drop down menu.  
Then from the Search Criteria menu select Contains , in Value type 
the numeric code associated to the project and then click Search . 
You will then be presented with a list of results based on the  
value you have searched for. 
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PLEASE NOTE: When searching by the project code you will be presented with all the PQQs 
or ITTs within that particular project. This will ensure you do not accidentally miss any  
opportunities available to you. Multi Lot ITTs are displayed as separate Lots under one 
project code, and you will need to express interest in at least one of the lots. This will  
automatically enrol you in the mandatory or ñMaster ITTò that needs to be completed and 
submitted in order for you to submit your responses to the lots.  

Once you have completed and submitted the ñMaster ITTò, you will be 
required to submit all subsequent (relevant) lot responses individually,  
by clicking on the submit button for each specific and relevant lot.  
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Once you have clicked on the 
PQQ/ITT Title, you will be able 
to view the basic settings, a 
PDF Printable of the PQQ/ITT,  
including all the Settings,  
Questions and Weightings, 
and from here you can also 
Express Interest if you would 
like to create a response and 
submit a bid. 
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Please note; if you are responding to a PIN as a Call for Competition, all you need to do is 
click on Express Interest to inform the Buyer you are interested in their Procurement Exercise. 
The buyer will then contact you in due course to confirm if you are still interested, via the  
messaging service within the PQQ or ITT. 
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PCS-Tender Help and Support 
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On the homepage 
click System Requirements  
to check your PC/laptop 
settings against the  
PCS-Tender system Technical  
Requirements . 



PCS-Tender  

23 

For system and technical queries, 
suppliers can contact the PCS-Tender 
Help Desk by telephone or email. 
You can find the Help Desk contact  
details on the PCS-Tender homepage. 
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PCS-Tender Messaging System 
 
For Invitation to Tender questions and queries, suppliers can message the buyer 
by means of the PCS-Tender Messaging System.  

Important: details of the PCS ï Tender Messaging System can be found in the PCS-Tender 

Supplier Response Guide 

https://pcsttraining.bravosolution.co.uk/esop/pts-

host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf 

 

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
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You can send and receive messages with the buyer by means of  
the PCS-Tender messaging system. 
 
The PCS ï Tender messaging functionality is located in the PQQ/ITT .  
 
The PCS-Tender messaging system operates in a similar fashion 
to any other email facility.  The Buyer may send you (or all suppliers)  
messages by means of this functionality. 
 
In the first instance you will receive an email alert notification  
informing you of a newly posted message.  
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Email alert notification. 
To view the details of the  
message, please click the 
email link shown and 
login with your Username 
and Password. 
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A supplier can access the  
Message by following the  
instructions in the email.  
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Helpful Tip -  The PCS-Tender New Messages portlet provides 

quick and easy access to your new  message(s).  
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To access the New Messages portlet, login to the website and  
select the Dashboard  menu option. 
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Click on the unread 
Messages link in the 
New Message portlet. 



PCS-Tender  

31 

New Message portlet link provides direct access to the new message.   
Click on the new message to access the new message details. 
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Should you wish to reply to the message click Reply . 
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Enter text in the My Message area and Send  Message.  
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Please note you may find the New Message Portlet located in another 
area of the Dashboard.  To move the Portlet to a more visible area,  
anchor the New Messages title with your mouse, drag, wait for the green  
arrow       beside the title and release.  
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New Messages  portlet  
status No Unread  
Messages.   
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You can access the messages you have read, responded to and  
sent by navigating to the My ITTs area.  In the My ITTs area  
use the Filter by option to search for your ITT.  Once found,  
click on the ITT.  
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ñPinò the Message tab with your mouse to access Create Message, Received 
Messages, Sent Messages, Draft Messages and Forwarded Messages areas. 
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ÂExtended Profile (Responses to Standard questions) 

ÂAdditional Users  
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From the landing page click Manage Your Profile which will allow  
you to access your Extended Profile area. 
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You will notice a list of forms,  
each of which contain a set of  
questions specific to that 
particular topic (e.g. Information  
about the Bidder).  
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To edit your profile, click into  
each form and then Edit to  
complete the form questions. 
Saving your answers will 
progress you to the next set of  
questions. You can also move 
between sections by clicking  
the Next button.  
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To review your answers to the  
questions in your supplier Extended 
Profile, click Print your Supplier 
Profile. 

Click Print to print all the sections 
and questions in your supplier 
Extended Profile or select Export  
your Supplier Profile into PDF to  
convert all sections and questions 
into a PDF file. 

PCS ï Tender Supplier Registration Guide  

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_registration_guide.pdf 

 

PCS-Tender Supplier Response Guide 

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf 


