
 

 
 
 

Instruction for Participant about open tendering on the electronic  trading 
platform «TENDER-online» 

 1. Put an advertisement about tendering 

 Create Procurement can only the user of the site, which is registered as a 
Participant order. To create a tender you must first log in to the site and enter the 
personal cabinet. Admission is carried out by entering the e-mail address, specified 
during registration and password.  

 

 
 
In order to create the Procurement, necessary to exclude the test mode (if it is 

enabled) and go to the tab “My procurement” 

 

 

 



 

 
 
 

 In a personal account in “My Procurement” to figure out “Tenders”. 

 

 The system will switch to the tenders declared by your organization. Click 
“Create tender”. 

 

Opens  for you the e-form for the creation of the procurement.  

 

  Next you, choosing from the offered list, fill in the fields “Procedures of 
Procurement”, “the type of warehouse Procurement” (if buying one lot, then you 



 

 
 
 

choose “Easy Procurement”, if many lots, then the “Multilots Procurement”), 
“Expected value” (specify the VAT or without). 

 In the field “The Provision of tender offers" you  must specify, or required of 
the Supplier  the tender guarantees. If required, then you choose the tab “Electronic 
guarantees” and specify the amount of the guarantee. Please note that article 24 of 
the law of Ukraine ' On public procurement (hereinafter the law) established the size 
of the providing of tender offer (not to exceed 0.5 percent expected the value of 
purchase in the case of tendering for the Procurement of works and 3% in when 
tendering for the  procurement of goods or services). 

 

 

 

 Specify the expected cost of the Procurement, “the Size of the minimal step 
of lowering prices” specifying the summe of the minimum step of lowering rates in 
percentage or currency.  

 

 In the section “Information about the Procurement” fill out in the “ Specific 
name of the subject procurement”. Subject of procurement is determined according 
to the applicable procedure, approved by the Ministry of Economic Development of 
Ukraine of 17.03.16 №454 (order can be found on our website under the “Normative 
base and clarification“). If necessary, fill in the “Notes“. 



 

 
 
 

 

 In the “Tender documentation” click on the “Add document”. 

 

 Next, upload the document, which is part of the tender documentation and 
publishing type this document. 

 

 Then're specifying the level of the document. In this case, choose from the 
list of “Tender”.

 

 If the tender documentation consists of many documents, you choose the “Add 
document” as adding in the example described above. 



 

 
 
 

 In the “Procurement Specification” fill  out field “description of a particular 
part or parts of the subject of procurement (a  one lot)”, the number and choose a 
unit of measurement from the list.

 

 In the “Place of delivery” fill in the proposed field.

 

 In case you buy several products with different delivery destination you need 
to click on the button “add a product” and fill in the relevant fields. 

 The application of evaluation criteria is not a price offer under “General 
criteria is not a price offer”, click “Add criteria”. 

 



 

 
 
 

 Please ,note that paragraph 1 of articlle 28 of the Act established the following 
evaluation criteria: price, terms of payment, performance, warranty service, 
operating costs, transfer of technology and training of managerial, scientific and 
industrial personnel. Paragraph 3 of the same article of the law found that the 
proportion of the price criterion may not be lower than 70 percent. 

 In the “date and time” fill  outdeadline submission of tender offers. Please 
note that the term of submitting tender bids may not be less than 15 days from the 
date of publication of the announcement about the open bidding on the Web portal 
of the authorized organ.  

 

 In  the “Contact person” is necessary to fill out the data of the contact 
person, who will be posted for public access or select from the list. After filling in 
all the fields, click on the “Save and go to the publications”.

 

 Please note that after downloading all the documents you need to refresh the 
page (click F5). 

 

 

 

 



 

 
 
 

 Then you can apply  the Electronic seals (e-seals).  

 

 The next step you need to choose e-seals from the proposed list, upload the 
private key, type the password, click the button to “Read” and “Sign”. 

 

 According to the order by the Ministry of Economic Development of 
Ukraine of  22.02.16 № 490 blending e-seals on documents that are published in 
the system is obligatory. 

 


