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1. Introduction 

This document is intended for the suppliers of the Nelson Mandela Bay Metropolitan. It will explain 

the process to register and login as well as how to submit their quotes for an Informal Tender. 

The Informal Tenders are posted on the Nelson Mandela Bay, official, website. 

Found at http://nelsonmandelabay.gov.za/. 

They are located under the horizontal navigation bar found on the top of the site, under the 

Information Centre menu. 
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2. View Informal Tender Adverts 

The Suppliers will be able to view the current Informal Tender Adverts published on the system. They 

will be able to sort the Adverts based on their Quotation Number, Publish Date and Closing Date. 
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The Supplier will be able to view the advert items by clicking on an advert displayed in the grid. 
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3. Supplier Registration 

The Supplier registration is a three step process. 

Step 1: The Supplier will be prompted to provide their Supplier Reference Number and CK Number. 

Step 2: The Supplier will be asked a Security Question based on their Supplier Profile. 

Step 3: The Supplier will need to choose a means of receiving their One Time Password or OTP to 

verify their account and provide this on the Supplier verification screen.  

3.1. Supplier Registration 

The Supplier will enter their Supplier Reference Number, CK Number.  
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Once entered, the Supplier will need to answer a Security Question based on their Supplier Profile. 
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The Supplier then needs to select a means of notification before being prompted to verify their 

profile with their One Time Password. 
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Once entered, an OTP (One Time Password) will be sent to the Suppliers Cellphone/Email address. 
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The Supplier will then be prompted to enter their OTP (One Time Password) in order to complete the 

Registration Process. 
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Once they have received the OTP, their login details will be mailed to them. They can then proceed 

to have their login details sent to them. 
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They will then be able to log-in to the Informal Tender System via the login screen. 
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Terms and Conditions 
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3.2. Reset Password 

Should a Supplier not remember their login credentials, they will be able to reset their password by 

clicking the reset password button on the login screen. 
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The Supplier will click the “Reset Password” button. They will be directed to the Reset Password 

Page. 

Resetting the Supplier Password follows the same process as first time Registration. 

Step 1: The Supplier will be prompted to provide their Supplier Reference Number and CK Number. 

Step 2: The Supplier will be asked a Security Question based on their Supplier Profile. 

Step 3: The Supplier will need to choose a means of receiving their OTP (One Time Password) to 

verify their account and provide this on the Supplier verification screen.  

 



 

Figure 3.2 

Once entered, the Supplier will need to answer a Security Question based on their Supplier Profile. 
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The Supplier then needs to select a means of notification before being prompted to verify their 

profile with their One Time Password. 
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The Supplier will then enter their Supplier credentials and enter the “Reset Password” button. They 

will then be sent an email with an OTP (One Time Password.) 
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The Supplier will verify their OTP (One Time Password) 

The Supplier will then be prompted to enter their OTP (One Time Password) in order to complete the 

Registration Process. 
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Once verified, they will be emailed their new password as well as be displayed on screen. 
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Once they receive their new password, they can proceed to log-in. 

 

 

 

 

 

 

 

  



 

4. Supplier Login 

The Supplier will enter their login credentials and click “Login” 
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Once logged in, the supplier can now submit quotes for advert items.   
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By clicking on a tender, they can view the tender in detail. 
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5. Responding to Informal Tender (submission of Bids) 

The Supplier can now respond to a tender by selecting an item in the detailed view of the Tender. 
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Once they select the product they wish to send a submission, the supplier will be directed to the 

Quote submission page. 
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The Supplier will then enter their quote details and submit it.  
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6. Error messages & causes 

6.1. Incorrect Supplier Details entered 
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The Suppliers incorrect details were supplied when registering. 

6.2. Supplier has already been registered on the system 
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6.3. Supplier Not Logged in 
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Supplier needs to login to view and respond with a quote.  

6.4. Quote form not complete 
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