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1.0:- RFT(s) – Request of Tenders 
 

RFTs are competitions that are run under national procurement arrangements (e.g. Frameworks or Dynamic Purchasing Systems) available on 
Supplygov.   

 

Note: All Frameworks and Dynamic Purchasing System are advertised on www.etenders.gov.ie. 

 

All Supplygov notifications for RFTs will be sent to Suppliers via email. It is the Suppliers responsibility to ensure that they regularly 
check their emails and Supplygov account for RFT notifications.  

 

 

 

 

 

 

 

 

 

 

http://www.etenders.gov.ie/
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2.0:- How can I find out what Competitions I am Active for? 
 

 

 

 
 
 
 

Login to your Supplygov account. (please refer to the 
Suppliers Guide on How to register as a Supplier, Log 
in and Forgotten Login Details) 

To view the DPS/Framework you are Active for, 
Click ‘My Competitions’ tab. 
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List of DPS/Framework you 
are active for 

Under the ‘Status’ heading, you can see if you are 
Qualified/Disqualified/Active for a DPS/Framework. 

Click ‘View’ under the heading ‘Lots/Categories’ 
to review the list of commodities that you are 
Active for. 

Click ‘View’ under the heading ‘Contracting 
Authorities’ to review the list of Local Authorities 
you have selected. 



www.supplygov.ie – Supplier Guide – Request for Tender & Machine Management 
  

  

Page 6  

  

 
 
 
 
 

For ‘DPS Plant Hire’ – You can see what ‘Lots’ 
you are active for. You can also view what 
‘Regions’ & ‘Plant’ you have selected. 

Click on ‘View Selections’ to view Lots, Regions 
and Plant Selected. 

Click on ‘View Plant’ to view the Machinery/Plant 
you have registered on your Supplygov Account 
for ‘DPS Plant Hire’. To add a machine/item of 
plant or to remove an item of plant/machinery from 
your Supplygov account, please contact the 
Supplygov Helpdesk on 066 7183734 or by 
emailing eproc@kerrycoco.ie 
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3.0 :- To view what machinery/item of plant you have registered for under DPS Plant Hire 
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

You will only receive RFT emails for ‘DPS for Plant Hire’ based on the Category/Categories of Plant you selected during your 
application to the DPS of Plant Hire. 

Click on ‘View’ under 
Options to see what 
machines you have 
registered against that 
Category of Plant. 
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4.0:- Viewing RFT’s (Request for Tenders) 
 
4.1: Viewing Request for Tenders (RFT) 
 

 

 

 

 
 

Click on ‘My RFTs & RFQs’ 
to view your RFTs/RFQs 

This screen appears and displays any RFQs or RFTs which you have been invited to 
respond to by a Buyer. 

RFQ’s are located on the left side of the screen in the section called Request for 
Quotations (RFQs) 

RFTs are listed on the right hand side called Request for Tenders (RFTs). 

This screen will only display the latest RFTs or RFQs 
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To view all RFTs click on ‘View Full list of RFT’s’ link 
 
 

 

Click ‘View Full List of 
RFTs to view the list of all 
RFTs which you have been 
invited to tender for. 

A full list of all RFTs will appear that you have been 
invited to tender for. Please note some of these may 
have expired as the closing date has passed.  

Once the closing deadline has passed, the status of 
the RFT will change ‘Under Evaluation’. 

 

‘No Response’ means you have not submitted a 
reply/response to this RFT. 
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4.2: Searching by RFT Reference Number 
 

 

 
  
 
 
 

When a Contracting Authority issues a new RFT that you are 
qualified and active for, you will receive an email that contains a 
specific RFT reference number. You will need to insert the RFT 
reference number in the text box ‘Search RFTs by Reference’ and 
click ‘Search RFTs’ 

The above screen appears if the RFT reference you entered is correct and has been found. The 
RFT reference number is displayed along with the status of the RFT, the timeframe and the number 
of line items. 

To view the full details, click ‘View RFT’. 
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5.0: Overview of an RFT – Example: A closer look at the details in a Plant Hire DPS RFT 
 
 

 
 
 
 
 

Summary Contains: 

Description of RFT, Date Published, Clarification Date and Time, 
Closing Date and time, Buyer Contact details, Expected Delivery 
Date, Delivery Location. 

Documents: 

Documents section contains any documents 
uploaded by the Buyer. These documents 
should be read carefully prior to responding 
to the RFT. 

A Buyer may attach a document which they want completed and returned as part of your 
submission: 

(i) Open the document 
(ii) Save it to your own computer under a different name 
(iii) Complete all details and save. You will have to attach this file under the ‘Suppliers 

Documents’ section which is explained in Section 6.3. 40 MB is the maximum files 
size allowed 
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Line Items: 

Lists the product/type of plant that is 
required and the rate type. In this example 
the rate required is ‘Total Cost’ 

Select Machine: 

When responding to an RFT for Plant Hire, 
you must select the 6 digit Supplygov 
Machines Reference number from the 
dropdown menu and click ‘Add’ 

Supplier Documents: 

All documentation/additional information 
to be returned by a Supplier can be 
attached here. 40MB is the max file size 
allowed. 
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6.0: Completing your Submission 
6.1: Plant Hire: selecting a Machine and adding it to the RFT 
 

 
 
 
 

 
 

NOTE: This section only applies to DPS Plant Hire. If you are not registered for 
Plant Hire, skip to section 6.2 

Step 1:  

From the ‘Select 
Machine’ dropdown 
menu, Select the 6-
digit machine 
reference that you wish 
to Tender 

Step 2:  

Click ‘Add’. You can 
select more than one 
machine reference per 
Line Item, provided the 
same rate applies per 
Line Item. 

If a machine reference number is 
not in the dropdown menu, you 
may not have the machine 
registered under www.supplygov.ie 
or -, you may have entered the 
item of plant under the wrong 
category. If this is the case, 
contact the Supplygov.ie Helpdesk 
Team. 

http://www.supplygov.ie/
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6.2: Entering the Pricing details 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3:  

Once the machine has 
been added, enter the 
rate. 
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6.3: Adding Attachments 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Adding Attachments  

Click ‘Upload File’ 

All documentation/additional 
information to be returned by a 
Supplier can be attached here. 
40MB is the max file size 
allowed. 
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Step 2: Adding 
Attachments  

Highlight/Select the file 
that you saved 

When naming a file for uploading always 
ensure: - 

• The file name is different to that of the 
file name the Local Authority uploaded. 

• The file name is short and does not 
include symbols e.g. underscores 
commas, dollar signs, etc. 

Reasons that files may fail to attach/upload: 

• File name too long. Please rename the 
file using a shorter name and try 
attaching again. Avoid symbols in the 
file name. 

• File size too large. 40MB is the max 
allowed. You may split your file and 
upload it. 
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Step 3: Adding Attachments  

This section will display the name of the file 
which you have added.  

Once you have chosen and added the 
document, an option to remove the document 
appears.  

To add additional documents, you need to 
repeat Steps 1 & 2 above. 

Once you have completed all the details and uploaded the required documentation, 
you have the option to ‘Save Draft’ or ‘Submit Tender’.  
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6.4 Save Draft 
 

 
  

If you are not finished with your submission or you would like to save your 
progress, you can save the Draft response to the RFT. 

Click “Save Draft”  
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When you click “Save Draft” 
you will receive this message 
to say your response is saved 
as Draft. 

Please Note: you must 
submit your response prior 
to the closing date and time, 
- if you do not, your 
response will not be 
submitted and the buyer will 
not be able to view your 
response. 

You will be able to see the 
status of your Response when 
you click into the RFT. 
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7.0: Submitting your response 

 

Any documentation which you 
have attached will appear here. 
Check to ensure that all 
documentation required is 
attached. If you are missing a 
document, click ‘Upload File’ 
to add more documents. 40MB 
is the max file size allowed. 

IMPORTANT 

To submit your RFT response, you must Click ‘Submit Tender’, otherwise, your 
submission will remain in draft and the buyer will not be able to view your RFT 
submission. 
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Once you have clicked on ‘Submit Tender’ the following check 
boxes will appear and need to be completed; 

(i) Tick the box to agree that you have completed and 
uploaded all documentation 

(ii) Tick the box to agree with Data Protection 

 

Click “Proceed’.  

When your response is submitted a message 
appears – “Successfully Submitted” 
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8.0: Confirming Response has been submitted to the Local Authority 
 

 

 

To confirm that the RFT has been submitted successfully, use the search facility to locate the RFT. 

Once successfully submitted and prior to the 
closing date the status of the RFT will change 
to Open I Submitted 

Once the closing date has passed, the status 
of the RFT will change to Under Evaluation I 
Submitted  

If you have submitted a response prior to the 
closing date and the status of the RFT is 
Open I Draft, you need to follow the steps in 
Section 7 above and ensure that you click 
‘Submit Tender’ to submit your tender. 
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 9.0: How do I change my response if I have submitted my RFT? 
 

 
 

 

 

  

If you have submitted an RFT and want to amend it PRIOR to the closing date/time of the RFT, use the search facility 
outlined in Section 4.2 to find the RFT. When you locate the RFT you wish to edit, click ‘View RFT’ and then Click on 
‘Reopen RFT Submission’ 



www.supplygov.ie – Supplier Guide – Request for Tender & Machine Management 
  

  

Page 24  

  

  
  
   

  
 
 
 

 

Once you have reopened your RFT, the status will show ‘Open-Submitted’.  

You must complete any necessary changes to your RFT prior to the closing date and time and ensure you Click “Re-Submit Tender”. If you do 
not re-submit your amended RFT, your previous RFT response will be the submission available to the Buyer when the RFT closing date and 
time expires. 
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10.0: I ‘declined’ an RFT in error – how do I get this re-opened? 
 

 
 
 
 
 
 

If you have declined an RFT and now wish to re-open it PRIOR to the closing date and time of the RFT, use the search facility outlined 
in Section 4.2 When you locate the RFT you wish to respond to, click ‘View RFT’ and then Click on ‘Reopen RFT Submission’. Ensure 
you submit your RFT response prior to the closing date and time. 
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In order to submit your RFT response prior to the closing date and time, you will need to complete all the steps as outlined in 
Section 6 and Section 7 above. 
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11.0 How can I find my Supplygov Machine Reference Number? (This only applies to the DPS for Plant Hire) 
 

 

 

 

To find your machine reference 
Click ‘My Competitions’ 

Click on ‘View Plant’ 
under Plant 



www.supplygov.ie – Supplier Guide – Request for Tender & Machine Management 
  

  

Page 28  

  

 

 

 

 

 

 

  
 

This table shows the breakdown of the type 
of Plant and the number of each plant item 
registered on your account on 
www.supplygov.ie 

Click on ‘View’ to view individual 
plant items 
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Reference Number – this is the 
Supplygov Machine Reference 

If you wish to amend/change details of a 
Machine – Contact the Supplygov Helpdesk 
Team  
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12.0 My Checklist 
 

 
 

 
 
 

‘My Checklist’ tab shows a list of any outstanding documentation on the account. Checklists will vary according to the 
DPS/Framework you have selected an interest in. 

Safe Pass Cards & Skill Cards, if 
applicable, may be entered in this section. 

To enter or update Safe Pass cards & Skills 
cards for you or your employees, click ‘View’, 
then click ‘Enter New Card’ or ‘Edit’ to edit a 
card that is already entered i.e. New Expiry 
Date, Card number or Categories. 
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13.0:-  Contact Us  
  

   

  
   

 
 
If you wish to contact the SupplyGov Helpdesk Team you can visit our website 
www.supplygov.ie and view our “Contact Us” page for details. 
 

http://www.supplygov.ie/
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