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1. Introduction 
The ProjectWEB Tender Portal is used for collecting bids electronically. The tender portal is set up by a 

tender administrator, i.e. a user who is a member of the group called ‘Tender administrators’. 

It is possible to make the tender material accessible to all, e.g. if the prequalification phase is public. You 

can always view the tenders with public accessible prequalification material on 

https://www.projectweb.dk/Public/tender. 

If a person is to submit a bid in a phase, they must be created as a user and connected to the current 

phase. Typically, it is the tender administrator who creates bidder groups and invites users to these 

groups. 

After you have logged on as an administrator the first thing you will see is the tender front page and the 

menu with options of viewing the tender documents and administrating the tender phases and users. 

The tender process extends over one or more phases, e.g.: 

- Prequalification phase 

- Tender 

- Negotiation phase 

The phases are ordered by date and each phase has three periods: 

- Before the tender 

- During the tender 

- After the tender 

2. Before the tender 
Before the tender period begins you must set up the portal with phases, dates and users. This is done by 

clicking the Administration menu item. 

2.1 Tender portal setup 

 

https://www.projectweb.dk/Public/tender
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2.1.1 Phases setup 

When you are logged on as an administrator, choose the menu item Administration. 

 

The tender is by default divided into three phases. These phases can be deleted or renamed, if needed. 

It is possible to add a new phase by clicking the New phase button. If you want to add more than one 

phase, you must click Save after adding each phase. 

Here you can set up the beginning and end of the individual phases and specify when the 

Question/Answer module is closing for new questions.  

Phases are sorted automatically in the right sequence; However the tender administrator has to ensure 

that phases do not overlap, and that the allowed period for questions lays within a phase. The system 

indicates problems by giving dates a red highlight, if they need to be changed. 

For all phases, you can change the document content before and during the period, but when the 

phases ends it is no longer possible to change its definition and content. 

The columns “Auto user” and “Public tender material” are used if people, who are not created as 

bidders, should have access to the tender material. 

You must click Save when you are done with the phase setup. 

  

2.1.2 Public access to tender material 

It is possible to make the material accessible to users before they are created as users on the tender 

portal.  

The public access is used e.g. in connection with the prequalification, if the tender material must be 

publicly available. It also makes it possible for the bidder to send a link to a subcontractor for viewing 

and downloading the tender material.  
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If the document folders are accessed through public access it is not possible to upload tender material – 

only invited users can upload tender material. 

There are four types of public access. All public access happens through a unique link for the specific 

folder. When the folder is viewed it is possible to download and/or view the documents.  

Public access can be assigned the following values: 

- Anonymous 

The link to an Anonymous public access gives access to the folder with the ability to download 

the material. It is not possible for an administrator to see who has accessed the folder. 

 

- Open 

The link to an Open public access opens a dialogue box, where the user can enter their email. 

When clicking OK the system sends a mail with a new link, which gives access to the folder. It is 

possible for the tender administrator to see who has accessed the folder. 

 

- User invited 

A projectweb user must give access to a folder. A personal email is sent to the user, with a link 

to a page where the user’s email must be entered. If the original email address the link has been 

sent to is entered, access to the folder will be provided.   

 

- Administrator invited 

Works the same way as user invited, however, only projectweb administrator can invite people. 

  

If a phase has Anonymous or Open access to the tender material, the phase will be visible on the tender 

portal page https://www.projectweb.dk/Public/tender. 

 

2.1.3 Allow self-service for user creation 

Especially in connection with prequalification in a public tender, it may be an advantage to let future 

bidders register themselves as users. 

This is done by ticking the "Auto user" as well as setting "Open" public access. 

Once the box is checked, users will see a Create user button when they navigate to the page where you 

enter their email to gain access to the public prequalification material. 

 

https://www.projectweb.dk/Public/tender
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2.1.4 Detailed setup of individual phases 

If you click on one of the phases under the Administration menu item, you will be taken to the setup 

page for the phase. 

 

 

Here you can:  

- Edit the text, that is shown in the grey information box on the front page 

 

- Edit the text of the invitation email 

You can use the @CODE@ option to add automatically generated codes for the mail invitation. 

Additionally, you can attach one or more documents to the invitation. 
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- Choose which document types are allowed or required for the individual phases 

 

You can add a document type to a phase and choose whether the document type is required, 

will be displayed or if the document has a template. You can add as many document types as 
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you need. You must click Save for each new document type. You can create different document 

types for the individual phases. 

 

If a document type must be included for the bid to be valid, the document type must be marked 

with required.  

 

If the content of a document must be displayed to all users, when the tender takes place, the 

document type must be marked with display.  

 

If there is a template for the document type to be uploaded, e.g. an ESPD-document, the 

template for the document can be uploaded by marking template and choosing the template 

file. If the check mark is removed the uploaded file will be deleted.  

 

When the bidders upload bids, they will be able to upload pr. document type and download 

potential document templates. 

  

2.2 Bidder setup 

Under the menu item Users (1) you can create groups and users. It is recommended to name the groups 

after the companies that are going to bid.  

Each group can be invited to different phases. 

2.2.1 Create a group 

 

 

To create a group, click on the plus sign in the upper right corner of the left section (2). Hereafter you 

must name the group (3) and specify which phases the group should participate in (4). Then click Create. 

Each group can contain several users and can be associated with one or more phases. 
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2.2.2 Create users 

When a group has been created – or an existing group has been chosen – you can add users that should 

be able to upload bids, by clicking on the plus sign in the upper right corner of the middle section. In the 

right section you can add the user’s email and then press the <Enter> key. If the user is already 

associated with other projectwebs, all the user data will be filled out automatically. When you are done 

adding users to the group you can invite all users in the group by clicking Invite users in the upper right 

corner of the left section. 

You can invite more administrators by opening the group Tender administrators and add more users. 

Each user can only be a part of a single group. If a user is created in the wrong group, they must be 

deleted and recreated before they can be added to the correct group.  

 

Uploading tender material 

Folders for the tender material for the defined phases are visible in the folder tree.  

The bidders’ folders and uploaded tender documents can only be seen when the phase has ended. Both 

before the beginning of and during the phase the folder for tender material is green and it is possible to 

create subfolders and upload documents.  

How to upload documents is described in the ProjectWEB manual, however documents that are 

uploaded as tender material are automatically approved as the current revision/version. 

Everyone who is associated with the current phase will received a notification through email about 

changes in the tender material and questions and answers. 

 

2.2.3 Document log and email log 

Under Document log you can see when folders have been created, documents have been uploaded and 

when a document has been marked as current. In email log you can see which emails have been sent to 

whom. 

3. During the tender  
During the tender it is not possible for the tender administrator to see the bidders’ folders. 

The tender administrator can still upload documents to the tender material folder and its possible 

subfolders. 

 

3.1 Questions/Answers 

The menu item Questions/Answers is shown from the beginning of the phase, but only if a date has been 

chosen in questions until section in the setup. 
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The questions are listed in reverse chronological order. The current question is unfolded, while the other 

questions are collapsed. The symbols “>” and “^” next to the question heading are used to unfold and 

collapse the questions. The corresponding symbols in the upper left corner of the section is used to 

unfold and collapse all questions.  

The ‘?’ is only visible during the defined period for questions. To support the EU regulation regarding 

anonymity of the poser of the question, all questions must be moderated by a tender administrator 

before answering. 

 

Bidders can pose a question, however a tender administrator must moderate the question ensuring 

anonymity of the poser of the question. Click the ‘?’ to view question and moderate. Once moderated 

the question can be send by pressing Send. 
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Icon changes from ‘?’ to ‘!’ next to the yellow box. 

 

The tender administrator can now answer the question by pressing ‘!’ and entering the answer. The 

answer is published by pressing Send and will be shown to all users. 
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4. After the tender 
When the tender period ends the access rights to the folders will be changed. The bidders’ folders will 

be made available for viewing and downloading to the tender administrator. The bidders’ access to their 

own folders will be reduced to writer access, thus ensuring that changes cannot be made to the 

submitted tender.  

It is no longer possible for the administrator nor bidders to upload documents to the folders of the 

tender period that has ended. 

If a document type has been marked as display, all the documents of this document type will be 

presented on the front page, so all the users of the phases can download the documents. 


