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Executive Summary 

This training manual provides a comprehensive, step by step guide for administrators 

and suppliers participating in the GPG Web Portal tender submission process. It covers 

the full lifecycle of supplier engagement, from initial registration and account 

management to the submission and amendment of tender bids. 

Key sections include: 

• Administrator Registration and Login: Instructions for creating and accessing 

administrator accounts. 

• Supplier Registration: Detailed procedures for capturing supplier information, 

including company details, B-BBEE ownership, contact, and address 

information. 

• Supplier Details Management: Guidance on viewing and amending supplier 

records to ensure accuracy and compliance. 

• Tender Submission Process: A walkthrough of applying for tenders, uploading 

required documents, verifying B-BBEE levels, and finalising bid submissions. 

• Bid Management: Steps for viewing, amending, and tracking submitted bids. 

• FAQs: A dedicated section addressing common questions to support users 

throughout the process. 

The manual is designed to ensure compliance with regulatory requirements (such as 

SARS and B-BBEE), streamline supplier onboarding, and promote transparency and 

efficiency in public procurement. It is an essential resource for all users involved in the 

tender process on the GPG Web Portal.  
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1 Registration as an Administrator 
 

This section outlines the steps required for a company administrator to create an 

account and gain access to the supplier registration portal. It ensures that 

administrators are properly authenticated before performing any supplier-related 

activities.  

1.1. Click on Sign in Option 

1.2. Click on the Microsoft Entra External  ID Button 

 
1.3. The Administrator will Complete the No account? Create one option 

 
1.4. The Administrator will Complete the No account? Create one option and click 

on the Next Button 

 
1.5. The Administrator will Complete the Verification code sent via email and click 

on the Next Button 
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1.6. The Administrator will Complete the following information: 

• Display Name 

• Given Name 

• Surname 

Once the above information is completed, the Administrator will click on the Next 

Button 

 
1.7. The Administrator will verify the email address completed and click on the 

Register Button 

 
1.8. Once the Administrator click on the Register Button, the below screen is 

displayed and the Administrator will complete the following information to 

finalise the registration: 

• First Name 

• Last Name 

• Business Phone 

• Organisation Name 

• Position 
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• Size of the Organisation 

• Website 

Once the above information is completed, the administrator will click on the Update 

Button 

 

 
1.9. Once the Administrator click on the Update Button, the Administrator will be 

redirected to the Homepage of the Web portal. 
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2 Login into the Web Portal as an Administrator 
 

This section explains how an administrator can securely log in to the web portal 

using Microsoft Entra External ID. It covers the verification process and access to 

the administrator profile page. 

2.1. Click on Sign in Option 

2.2. Click on the Microsoft Entra External  ID Button 

 
2.3 The Administrator will Complete the No account? Create one option 

 
2.4 The Administrator will Complete the Verification code sent via email and click 

on the Next Button 

 
 

2.5 Once the Administrator click on the Next Button, the Administrator will be 

redirected to their Profile page. 
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3 Register new supplier 
 

This section provides detailed instructions for registering a new supplier in the portal. 

It includes capturing supplier details, B-BBEE ownership information, contact 

details, and address information to ensure compliance and accurate records. 

3.1. The Administrator Access the Web portal 

3.2. Click on the Supplier Details Option 

3.3. Click on the Register Button 

 

 
 
 

 3.4 The Administrator will capture the Supplier Details: 
• Legal Name 
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• Trade Name 
• Company Registration Number 
• Supplier Type 
• Supplier Sub-Type 
• Industry classification 
• Corporate Website 
• Are you registered for Tax with SARS? 
• Tax Compliance Status 
• Income Tax Number 
• Tax Country 
• Are you VAT registered? 
• VAT Number 

Once the following information is completed, the Administrator will click on the 
Next Button to proceed with Capturing the B-BBEE Ownership Details. 

 
 

 3.5. The Administrator will capture the B-BBEE Ownership Details: 
• % Black Women 

• % Black Cooperative 

• % Black Military Veteran 

• % Black People Living with Disabilities 

• % Black youth 

• % Black People Living in Rural Areas 
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Once the following information is completed, the Administrator will click on the Next 

Button to proceed with Capturing the Contact Details. 

 

3.6. The Administrator will capture the Contact Details: 
• Contact type 

• First Name 

• Last Night 

• Telephone 

• Cell Phone  

• Email Address  

• Preferred Communication for Procurement Changes 

Once the following information is completed, the Administrator will click on the 

Next Button to proceed with Capturing the Address Details. 
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3.7. The Administrator will capture the Address Details: 

3.7.1 Under Physical address, the user will capture the following information: 

• Line 1 

• Line 2 

• City 

• Suburb 

• Municipality 

• Province 

• Country of Origin 

3.7.2 Under Postal address, the user will capture the following information: 

• Line 1 

• Line 2 

• City 

• Suburb 

• Province 

• Postal code 

• Country of Origin 

Once the Physical and Postal address has been completed, the Administrator will 

select the Preferred Address and the administrator will click on the Submit button to 

finalise the supplier registration. 
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3.8. Once the Supplier registration is successful, the supplier registration status 

will be changed to Registered and an email notification will be sent to the 

administrator. 
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4 Amendment of Supplier Details 
 

This section describes the process for updating or correcting supplier 

information in the portal. Administrators can edit details such as company 

registration, tax compliance, B-BBEE ownership, and contact information. 

4.1. The administrator will click on the Supplier Details tab to amend the Supplier 

Details. 
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4.2. The Administrator will click on the Edit button to view the tender details. 

 
 

4.3 The Administrator will capture the Supplier Details: 

• Legal Name 

• Trade Name 

• Company Registration Number 

• Supplier Type 

• Supplier Sub-Type 

• Industry classification 

• Corporate Website 

• Are you registered for Tax with SARS? 

• Tax Compliance Status 

• Income Tax Number 

• Tax Country 

• Are you VAT registered? 

• VAT Number 

Once the following information is completed, the Administrator will click on the 

Next Button to proceed with Capturing the B-BBEE Ownership Details. 
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4.4. The Administrator will capture the B-BBEE Ownership Details: 

• % Black Women 

• % Black Cooperative 

• % Black Military Veteran 

• % Black People Living with Disabilities 

• % Black youth 

• % Black People Living in Rural Areas 

Once the following information is completed, the Administrator will click on the 

Next Button to proceed with Capturing the Contact Details. 
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4.5. The Administrator will capture the Contact Details: 

• Contact type 

• First Name 

• Last Night 

• Telephone 

• Cell Phone  

• Email Address  

• Preferred Communication for Procurement Changes 

Once the following information is completed, the Administrator will click on the 

Next Button to proceed with Capturing the Address Details. 
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4.6 The Administrator will capture the Address Details: 

5.6.1 Under Physical address, the user will capture the following information: 

• Line 1 

• Line 2 

• City 

• Suburb 

• Municipality 

• Province 

• Country of Origin 

4.6.2 Under Postal address, the user will capture the following information: 

• Line 1 

• Line 2 

• City 

• Suburb 

• Province 

• Postal code 

• Country of Origin 

Once the Physical and Postal address has been completed, the Administrator will 

select the Preferred Address and the administrator will click on the Submit button to 

finalise the supplier registration. 
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4.6.3 Once the Supplier registration is successful, the supplier registration status 

will be changed to Registered and an email notification will be sent to the 

administrator. 

5 Viewing Supplier Details 
 

This section explains how administrators can view supplier details without making 

changes. It ensures transparency and easy access to supplier information for 

reference purposes. 

5.1. The administrator will click on the Supplier Details tab to amend the Supplier 

Details. 
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5.2. The Administrator will click on the View details button to view the supplier 

details. 

 
 

 
5.3. The supplier details is displayed. The Administrator will have access to view the 

supplier details and no changes will be allowed. 
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6 Tender Bids Submission 
 

This section provides guidance on how administrators can apply for advertised 

tenders. It includes steps for viewing tender details, submitting questions, uploading 

required documents, and finalising the tender application. 

 

6.1. To apply for a tender the administrator will select the View Tenders option. 
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6.2. To apply for a tender the administrator will select the Advertised Tenders 

option. 

 
6.3. A list of available tenders is displayed. 

 
 

6.4. The Administrator will click on the View details button to view the tender 

details. 
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6.5. Once the Administrator click on the View details button, the tender details is 

displayed. 

 
6.6. If the administrator has questions related to the respective Tender, the 

Administrator will click on the Ask a question button. 

 
6.7. The Administrator will capture the question and Click on the Submit button. All 

question submitted will be shared with public. Administrator are requested to 

refrain from capturing their details, e.g. Supplier name, contact details etc. 
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6.8. To proceed with applying for the Tender, the Administrator will click on the 

Apply for the Tender Button. 

 

 
 

6.9. The Administrator will capture the following Supplier Details: 

• Central Supplier Database Number 

• Trading Name 

• B-BBEE Level 

• Tax (TCC) Pin 

• Tax Clearance Expiry Date 

Once the above information has been captured, the Administrator will click on the 

Save and Next button to proceed with capturing tender application. 
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6.10. Once the Supplier details information has been captured, the Administrator 

will capture the Bid Price and click on the Save and Next button to proceed 

with capturing tender application. The Administrator must ensure that the 

total bid price matches the total bid prices on the Pricing document 

attached as part of the Technical proposal. 

 
6.11. Once the Bid Price has been completed, the Administrator will proceed with 

verifying the B-BBEE Level information. The B-BBEE Level is auto-populated 

from the supplier Details captured. If there a changes, the Administrator will 

be required to amend this information at Supplier Details. The Administrator 

will click on the Save and Next Button. 
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6.12. Once the B-BEE Level has been completed, the Administrator upload the 

required document(s) for section A. Once the required document for this 

section has been uploaded, the Administrator will click on the Save and 

Next button to proceed with capturing tender application. 
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6.13. Once Section A has been completed, the Administrator upload the required 

document(s) for section B. Once the required document for this section has 

been uploaded, the Administrator will click on the Save and Next button to 

proceed with capturing tender application. 

 
 

6.14. Once Section B has been completed, the Administrator upload the required 

document(s) for section C. Once the required document for this section has 

been uploaded, the Administrator will click on the Save and Next button to 

proceed with capturing tender application. 
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6.15. Once Section C has been completed, the Administrator upload the required 

document(s) for section D. Once the required document for this section has 

been uploaded, the Administrator will click on the Save and Next button to 

proceed with capturing tender application. 

 
 

 
6.16. Once Section D has been completed, To finalise the Tender application 

process, the Administrator will confirm if they would like to receive an email 

confirmation about the tender submission click on the Sumit Button. 
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6.17. Once the Tender has been submitted, the tender will appear on the My 

Submitted Bids tab and the tender submission status is submitted. 

 

7 View submitted Tender bids 
 

This section explains how administrators can access and review all submitted 

tender applications. It ensures visibility of tender submissions and their status. 

7.1. The administrator will click on the My Submitted Bids tab to view all the tender 

application(s) submitted via the portal. 

 
 

7.2. A list of all tenders submitted will be displayed. 
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7.3. The Administrator will click on the View details button to view the tender 

details. 

 
 
7.4 The Tender submission details is displayed. The Administrator will have access 

to view the submitted details and no changes will be allowed. 
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8 Amendment of submitted Bids 
 

This section outlines the process for editing tender applications that have already 

been submitted, provided the tender is still open or the submission deadline has 

not passed. 

8.1. The administrator will click on the My Submitted Bids tab to amend the tender 

application(s) submitted via the portal. 

 
 

8.2. The Administrator will click on the Edit button to view the tender details. 

 

 
 
8.3. The Administrator will proceed with selecting the information to amend and 

click on the Submit button. This functionality is accessible to all tenders are 

open or the Submission date has not been reached. 
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9 FAQ 
 

This section introduces the Frequently Asked Questions (FAQ) feature, which 

provides administrators with quick answers to common queries published by the 

department. 

9.1. The administrator will click on the FAQ tab to view all frequently asked 

questions. These questions and answers are published by the department.  

 
 
9.2. A list of all  Frequently Asked Questions will be displayed. 

 
 
 
 
 
 
 
 
 
 


