
MAKING A SUBMISSION TO AN ELECTRONIC TENDERS BOX 

Step 1 – Log into the portal to access the Dashboard 

 

Step 2 – Select the Notice 

 

 

 



Step 3 – The upload wizard 

(a) General upload information – this is a guide only 

 

(b) Confirmation screen – Is this the correct notice? 

 



(c) Agree to Terms of Service 

(d) Browse and Upload your files 
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(e) Make your submission by clicking on the ‘Make Submission’ button. This is a critical step as 
it transfers your files from the TenderLink temp directory into the electronic tenders box 
 

 
 
Screen prompt after submission button checked – Are you sure? – select OK 

 
 
 
 
Screen submission confirmation 

 
 
 
 
 
 
 
 
 
 
 



Sample Submission Receipt Email 
Important 
If you have not received a confirmation email, your submission has not been completed. 
Contact TenderLink Customer Support immediately: 
Telephone: 1800 233 533 (Sydney NSW) 
Email: support@tenderlink.com  
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