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NSW eTendering – New Applications

Overview
This quick guide has been made available to assist new suppliers apply for Advertising and Digital Services via NSW eTendering. Only one user and email can be authorised as the company scheme owner (who registered on behalf of your organisation). 

New Users - Registering an eTendering Account
Before you can lodge or submit an application, you must register an eTendering account with NSW eTendering[footnoteRef:1]. Click on Register on the right which will direct you to the buy.nsw Supplier Hub https://suppliers.buy.nsw.gov.au/login. Select “I’m a Supplier” and create a supplier account.  [1:  https://tenders.nsw.gov.au/] 
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Once registration has been completed, navigate back to eTendering by selecting “Go to eTendering” to submit the application. After registration, and every time you login at NSW eTendering your name will be displayed at the corner of the page. 




Existing Users – Log In
Login to the NSW eTendering[footnoteRef:2] website.  [2:  https://tenders.nsw.gov.au/] 



[image: C:\Users\daggm2\AppData\Local\Temp\SNAGHTML583795.PNG]


Search for the Scheme, using the magnifying [image: ]glass icon and type, SCM2701. 
Or, click on Tenders & Schemes, then Schemes, and scroll through the list to locate Advertising and Digital Services. Click on Full Details. 
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This will take you to the application page where you can view the scheme in greater detail, download the scheme terms and conditions, case studies and referee report templates and view the sample questionnaire. 

It is recommended to complete your case studies and referee report templates before clicking on Start Application, however if you commence the application, you will be able to save it as a draft before submission. The scheme requires two (2) case studies, no older than 2 years, that support each nominated capability but no more than six (6) examples, and three (3) referee reports. At least two of your referees need to support the examples listed in the case studies template. 

To commence, click on Start Application. 
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There are 6 steps that form the application process. Provide information on your company and click continue until you reach Step 4: Questionnaire. 
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Click on the arrows to expand all the questions to ensure that a response has been provided for every section. Templates must be completed for case studies and referee reports. For multiple files, zip your documents as one folder and attach that as the response. Continue to move to the next step.

When you reach Step 5: Capabilities, you must nominate suitable capabilities to your application. These should support the examples in your case studies and referee reports. Vendors must not apply for more than three main capabilities, however, can nominate as many services under the main capabilities.
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If you wish to apply for more than three main capabilities, please contact the team at advertising@customerservice.nsw.gov.au. Click the arrow to show/hide a list to reveal further information relating to each capability and service. Tick on the most appropriate. Click Continue to move forward.

At Step 6: Review Application, in agreement tick the checkbox I agree to the Scheme Terms & Conditions and then click Submit application.
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The modified application is submitted for review, you will receive a receipt number and will be notified via email once the application has been assessed. 
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Options available to you whilst the application is under review are:

· View/Modify Application - You will be unable to modify the application if you have an application update already in review
· Withdraw Application Update - Any modified changes submitted will be discarded.

Draft Applications
After logging onto NSW eTendering, click on your name at the right, then Scheme Applications. A list of applications that you have commenced should appear. Locate the application for the Scheme and click on Edit Application.

Further Information
Further information is available via email from the NSWBuy Service Centre[footnoteRef:3] or on 1800 679 289.  [3:  mailto:nswbuy@treasury.nsw.gov.au] 
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Create an account

I'm a buyer I'm a supplier Login

o Attention: If you are a current eTendering user you do not need to create an account for Supplier hub.

Click on the link in the Supplier Hub invitation email you received or request a new invitation to start the process of linking your existing
account.

Create a supplier account

To get started, register your email with us. Once verified, you will be able to enter your profile and products

Your first and last name* Your email address*

Password* @ Password confirmation*

By signing up you confirm your acceptance of the terms of use .
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Scheme Details
The Marketing Services List is managed by the Communications and Engagement branch in the NSW Department of

Customer Service. The List provides NSW Government access to a wide range of skills, expertise and experience covering

marketing, creative advertising and digital communications categories.

Start application
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Tell us about yourself.

To apply for prequalification you must provide details of your organisations status including any professional qualifications, registrations and accreditations

° Entity Detail ° Office Detail ° Prequalification ° Questionnaire @ Capabilities

Questionnaire

* Denotes mandatory fields

Company Information Details provided ~

1. Type of Legal Entity *

e}

e}
®
e}
e}
e}
e}
e}

Sole Trader

Partnership

Registered (imited or proprietary limited company)
Holding Company

Foreign (overseas) company registered in Australia
Trust

Joint venture between any of the above

An individual, partnership, or registered company that is a trustee, under certain

circumstances.

@ Review
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° Office Detail ° Prequalification ° Questionnaire

Scheme Documents
How to Guide - New Supplier (Draft)
How to Guide - Existing Supplier (Draft)
Case studies template

Referee report template

Services rate template

Specific Capabilities

* Denotes mandatory fields

01. Market Research

Customer segmentation

Decision journeys

Qualitative research

Quantitative research

Stakeholder engagement and interviews.

1 Workshop / focus group facilitation

° Capabilities
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Submit Scheme Application

Click here to download Terms & Conditions

| agree to the Scheme Terms & Conditions 0
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‘Your appiication has been successfully lodged, please take a note of your receipt number fo your reference.
feceive an emailwith your resuls

Your Application has been lodged.

Your receipt forthis appication is: 003961

Ploase take note of thi for your records.
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