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Why use GETS?

* The Government Electronic Tenders
Service (GETS) is a free service.

e GETS promotes open, transparent and
fair competition.

* It meets New Zealand’s commitments
under free trade agreements

e GETS is accessible to interested
suppliers, both domestic and
international.

« Common tender platform available to
all eligible government agencies
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Registering for a GETS account overview

Enter Enter
organisation individual
details details

Verify email Account
address Created

Log in with Click register
RealMe account
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Registering for a GETS account

GETS.GOVT.NZ SearchTenders .

NEW ZEALAND

To access GETS you will need to
set up a GETS account.

c

1. Click on lsupplier Login', ONLINE S RVICES I'eate d RealME ].0gin
2. Login with RealMe. If you = Vo
don’t have a RealMe account Suppller Login To access this service you need a RealMe login.

you will be given the option

You'll be able to access a range of services with a single
to create one.

username and password. RealMe is designed to protect your

privacy and security.

> CREATE YOUR REALME LOGIN

\_ J

Things to keep in mind

If you having trouble creating a RealMe
account contact the RealMe helpdesk
at 0800 664 774
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Registering for a GETS
account continued

Once you have logged in with RealMe for the
first time you will need to set up your GETS
account.

1. Click on ‘Create new supplier’.

2. Enter the business information for your
organisation.

3. Enter your individual user account details.

4. You will be sent an email for account
verification. Follow the steps in the email to
activate your account.

Things to keep in mind

The individual user account details will be
used to help agencies distinguish yourself
from other suppliers trading under similar
names.
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Create a new supplier

1

The RealMe account that you have logged in as is not linked to a
GETS account. If you would like to link this account to GETS then
please click the following button

[ Create new supplier = ]

Create supplier account

Freldls marked with an asterisk(y) are mandarary

( Business Information \
Business Mame * [preprod Test accoun « [E]
NZBN [123a567890123456
2 Business Email [rest@mbie.govt.nz
Business Phone [t234587a5
Business Fax |
Website loets.gove.nz

Number of Employees [~ 100,000.000,000

Capability Description Test Account is the largest company in Sol focuses on providing Large

scale manufacturing of FTL capable modes of transport

.
Individual User Account Details

Frelds marked with an asterisk(™} are mandatory

3 Given Name * |Preprc>d El
Surname * }testaccnuint
Email * |first.|ast@mbie.govt.nz

Telephone Mumber * |D225?891455

Facsimile |

Terms and Conditions

Terms and Conditions of Use
(link opens im new 12k or windov!

«*| | Agree to the Terms and Conditions of Use

[=rll==l=e]




Logging into

GETS.GOVT.NZ STCNEEEN p—

NEW ZEALAND

1. Click on supplier log in
2. Login with RealMe.

ONLINE S RVICES

Create New "~ ~int

Purchaser Loai

= in
Supplier Login

Late Tenders

Closed Tenders

Awarded Tenders

Reports

Help

Things to keep in mind

GETS

TS e —oin Supplier Login i ? %
CE. - -

Advanced Search

ﬁ)gin with RealMe \

You've been redirected here so you can log
in with RealMe

Usemame

preprodtestaccount m
Paszword m

Forgot Username or Forgot Password?

If your having trouble signing in contact
the GETS helpdesk at 0508 GETS HELP
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Navigation bar

The navigation bar is located on the left hand of the screen and contains:

Update account — allows you to update your business and user
details, update categories that your organisation can provide services
for, and locations that your organisation can provide those services
to.

Select Tenders — displays tenders that you have been selected for.
These are not publically open to all suppliers.

Subscribed Tender Notices — Displays tenders that you are currently
subscribed to.

Previous Subscribed Tender Notices — Displays tenders that you were
previously subscribed to.

Current Tenders — Lists the currently open tenders on GETS.

Closed Tenders — Lists tenders that have been closed but not yet
awarded.

Completed Tenders - Lists tenders that have been completed in GETS.
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ONLINE SERVICES

Log out

Update account

Select Tenders

Subscribed Tender Notices

Previous Subscribed Tender
Notices

Current Tenders
Late Tenders
Closed Tenders
Awarded Tenders
Reports

Help




Advanced search

If you need to run an advanced search, you
can use the ‘advanced search’ feature under

Search Tenders

the search bar. This includes:
COR - -

* Keywords

Advanced Search

* Publishing agency

Advanced Search
* Timeframe

Keywords in Tender Title: l

* Status o |
* (Category and Regions GETS REx ID: |
Organisation Name: Search all Crganisations v

Procurement Officer: |

Keywords in Tender Overview: |

Open Date Between: - | & |- |
Things to keep in mind Closed Date Between: v| & v|
Awarded Date Between: - | & |- |
o 0 Status: = |.-.\|
The advanced SearCh WI” nOt dlsplay SeIeCt Categories: The United Nations Standard Products and Services Code (UNSPSC)
tenders, please use the ‘Select Tenders’ tab Regions: [Jinternationsl
to locate any tenders that you have been scorch foar a1

invited to
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Editing notification settings overview

To change the email notifications you receive from GETS you will need to update your
regions and UNSPSC categories.

Select the
Agencies that
you wish to
receive any — Save Details
tender
notification
igelny

Select the
categories
related to

Select the
Click Update regions you

Account can provide
service in

services you
want to
provide
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Editing notifications

Click on ‘Update Account’ on the
left hand navigation bar

Scroll down to ‘Your Tender
Notifications Subscriptions’ and
click ‘Update Tender Notification
Subscriptions’

Select the categories and regions
that your organisation that your
organisation can provide goods or
services to/for

If can receive all notifications from a
specific agency by searching and
selecting from the organisation
dropdown

Submit the changes to confirm
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Your Tender Notifications Subscriptions

Yo - - ]

Update Tender Motification Subscnptions

92000000 - National Defense and Public Order and Security and Safety Services
93000000 - Politics and Civic Affairs Services Show/ Hids

24000000 - Organizations and Clubs  Show/Hide

O

Receive Notifications Based on Regions

95000000 - Land and Buildings and Structures and Thoroughfares Show/Hide

= |:| International

New Zealand

Receive Notifications based on Organisation

[y o

Government of Tonga Procurement at Adinistry of Finance & National Planning

ness, Innovation and Employment

Minsstry of Defé

Ministry of Education
Ministry of Education - School Infrastructure

Minsstry of Foreign Affairs and Trade

Ministry of Health




Submitting a response overview

Enter response
details and add
attachments -

Open and Click ‘Tender a

Commit
subscribe to

Response’
the tender P

Response
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Subscribing to a tender notice

To access attachments, raise questions, or
submit a response to a tender you need to
subscribe to the tender notice.

To subscribe:

1. Open the tender using the notification
link, searching, or browsing current
tenders.

2. Click ‘Subscribe to this Notice for full
access’.

3. Ensure your supplier details are correct.

Click ‘Submit’.

You can see all your subscribed tenders by
clicking ‘Subscribed Tender Notices’ on the
navigation bar.
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Training Test

Details
RFx ID: 2537022

Tender Mame : Training Test

Overview

this is & test RFx for training purposes.

Subscribe to this Motice for full

Subscribe to this Notice for full access

Fields marked with an asterisk(*) are mandatory

Subscribe to this Notice Contact Details

Given Name * |Frrst Name B

Surname " |Last Name

Telephone Number * |0508 Gets Help

Facsimile |

Email notification of addenda

E-mail Address * |

| Check here to receive email updates for Addenda and Q&A for this tender
Receive email notification when similar tender has been published

o o cre




Submitting a Response

On the tender details page click ‘Tender
A Response’

Enter the response details and add
attachments.

Click ‘Commit’ to submit the response to
the agency

Things to keep in mind

You need to hit the attach button after
selecting your attachments

You cannot commit the response if the
tender box size limit has been exceeded.

If the tender box is set to OMb then check
tender documentation for ways to
respond to the tender
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Tender Response

A e -l | ender box size @ 10Mb

Update Subscription to Notice

’ Figlds marked with an asterisk(") are mandatory

Response Details

~

Contact - for this response

Response Title * reprod Test account B]
Cowver Note this is a training test Response
ra
he cover notes field above can be used formation that may the processing Jf your tender (e.g. special file handling instructions). However details
ipplisd here are not formally part of your tender and will not be considered during render eval

Given Nam preprod
Surname * preprod
Telephone Number *  [123456783

File Name  Size

9.26 MB of 10.0 MB

Checksum

Jellyfish jpg 775702 &caOeafb20496edf23fc]430e8b5453997454a630698324be652ed]10f45fa2fc Pass

Facsimile [

E-mail Address * pryen wicblitz@mbie.govt.nz

Attach files

Artach File Choose Files | No file chosen

Virus Check Action
Delete

Conditions




Raising a Question

Go to the : Fill out :
: Raise a . Submit
tender details : question :
guestion : guestion
page details
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Raising a question in depth

Open a tender that you are subscribed to.
Click on ‘Raise Question Here’. puetons e I

Enter the question details.
Click ‘Submit’.

> whnh e

Question Title * This is 2 test question

ths is & test question raised by & supplieq

Things to keep in mind

Once the question has been submitted it may
be edited by the Agency to provide anonymity N— ﬂ
if answered publicly
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For more information on GETS

Please contact the Contact Centre:

. 0508 GETS HELP (0508 438 743)

Or
* info@GETS.govt.nz
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