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1. System Requirements 

1.1 SINO eTender System 

https://sino-dev-etender.com/  

 
Sino eTender System should be used with the browser listed below on these Operating Systems: 

● Windows 8, 8.1, 10, 11 
● MacOS X 10.15 
 

Sino eTender System should be used with the below Internet Browsers (Minimum Version):  

● Chrome (Version 96) 

● Safari (Version 15) 
● Edge (Version 96) 

Users need to ensure their browsers’ versions are the same or higher than the above stated. 

 

1.2 System Timeout Setting 

Session timeout: 15mins 

If users remain idle in Sino eTender System for 15mins, users will be logged out from the system automatically. 

 

 

 

*Whenever the word “Supplier” is used, it shall mean “Contractor and/or Supplier”  
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2. New Registration 

2.1 Create New Account 

You will receive an invitation email (below please find the sample email) from Sino e-Tender  System with 

Online Authorization Code 
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Visit https://sino-dev-etender.com/  

Click “Supplier” 

 
 

Click “Click here to on-line registration” 
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Read the “Acceptance of Terms of Use” carefully 

Click “Accept” 

 
 

Click “Accept” 
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Complete the General Information & Primary Contact sections 

Note: Primary Contact information will be used for Principal Account 

Click “Submit” 

 
*Note: Company name is limited to 200 characters 
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An email with account User ID (Principal & Sub-Accounts) is sent to the registered email address 
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Click “Next” 

Enter New Password for the Account twice 
Click “Submit” 

 
Click “Login” 
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2.2 Submit Application Form for Approval 

Login to system 

Select “Application Form” from Menu 

Click “Edit” to complete the Application Form 

After completion of Application Form, click “Submit to Sino” 
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Read and agree the “Acknowledgement” 

Click “Submit for Review” 

 

Your profile will be submitted for Sino review. Email notification will be sent to the registered email address 

after the review process complete 
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3. Supplier Login 
Visit https://sino-dev-etender.com/en/index.aspx 

Click “Supplier” 

 
 

Click “Click here to login” under “Registered Supplier” 
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Read and accept Declaration 

 
Enter User ID and Password 

Click “Login” 

 

  



Sino eTender System Supplier User Manual v3.0    16 / 66 

4. Account Management 

4.1 Create/Disable Sub-Accounts 

Login to the system with Principal Account 

Select “Setting” > “Change User Information” from Menu  

 
 

Enter details for any of the Sub-Accounts and Check “Enable” 

To disable Sub-Account, uncheck “Enable” 

Click “Save” 

 

 
⢰ 
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4.2 Activate Sub-Account 

Note: The same procedure is needed if the email address of any existing account is changed. 

 

Visit  https://sino-dev-etender.com/en/index.aspx 

 
 

Click “Click here to activate your account” 
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Enter User ID and Registered Email Address of the Sub-Account 

Click “Next” 

 
 

An 8-digit Online Authorization Code will be sent to the Registered Email Address 

Click “Next” 

 

 
 

Enter the Online Authorization Code 

Click “Next” 
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Click “Next” 

       
 

Enter New Password twice 

Click “Submit” 

 
 

The Sub-Account is activated 

Click “Login” 
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4.3 Change Account Details 

Login to system 

Select “Setting” > “Change User Information” from Menu  

Modify information as necessary 

Click “Save” 

 
*Note: After changing email address, user will need to use “Account Activation” function to activate the account 
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4.4 Change Password 

Login to system 

Select “Setting” > “Change Password” from Menu  

Enter New Password twice 

Click “Submit” 
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4.5 Forgot / Reset Password 

Visit https://sino-dev-etender.com/en/index.aspx 

Click “Supplier” 

 
 

 

Click “Click here to reset the password” 
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Enter User ID & Registered Email Address 

Click “Next” 

 
 

An email with Online Authorization Code is sent to the Registered Email Address 

 
 

Click “Next” 

 
 

Enter the Online Authorization Code 

Click “Next” 
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Click “Next” 

 
 

Enter New Password twice 

Click “Submit” 

 
 

Press “Login” 
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5. Change Company Information 
Login to system with Principal Account or Sub-account 

Select “Setting” > “Change Company Info” from Menu 

Click “Edit” under the section where changes are necessary 

 
 

Click “Submit to Sino” 

         
 

Read and agree the “Acknowledgement” 

Click “Submit for Review” 

 
 

Your profile will be submitted for Sino review. Email notification will be sent to the registered email address 

after the review process is complete 
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6. RFQ or RFT Notice  
For Supplier invited for RFQ/RFT only. 

You will receive an invitation email (below please find the sample email) from Sino Development eTender 

System 

 
 

Login to system 

Select “Search” > “RFQ” or “RFT” 

Enter filtering criteria if necessary 

Click “Submit” 
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Click “ref” to view RFQ/RFT Notice details if Supplier is invited.  

 
 

OR 

Click the corresponding system message from the system message table 

 
 

Click “View” in the system message to view RFQ/RFT Notice details 
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7. RFQ or RFT Documents 

7.1 View RFQ or RFT information 

 

View RFQ or RFT Notice of the RFQ/RFT  

 
 

Download RFQ/RFT Documents under Documents section 
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7.2 RFQ or RFT Revision by SINO 

You will receive email and notification under eTender System after SINO issues a RFQ/RFT revision 

Login to system you will see the system message notification and click into the message 

 
 

 
 

Click “View” to view the RFQ/RFT Notice 

Or 

Search for RFQ/RFT Notice 
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You can download the latest revision document on the revision selection 
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8. RFQ or RFT Query 

8.1 Raise Query 

Supplier can raise query 5 working days before the closing date of respective RFQ/RFT via eTender System 

Login to system 

View RFQ or RFT Notice 

 
 

Click “New” under Query section 

 
 

Upload Query document(s) 

Click “Submit” 

The SINO Contact Person of respective RFQ / RFT will receive your Query. 
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8.2 View Response to Query 

You will receive email and notification under Development eTender System after Sino issues a response to 

query 

 
 

Login to system 

View RFQ or RFT Notice 
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Download Response to Query under Response to Query section 
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9. RFQ or RFT Submission 

9.1 BOQ (Bill of Quantity) Validation  

 
If there is a BOQ to be returned, it must be filled and validated before submission.  

Download the BOQ file by clicking “Click to download” under “BOQ” 

Complete the BOQ Excel file as per below 

 

Worksheet “Bill No. X” 

All cells will be protected and unable to correct or edit, except for “Rate” column  

You need to input your rate and the total sum will be auto calculated and display in “$” column for checking  

If the item is included by your side and no extra cost is needed; or you’re unable to provide this item, choices 

are able to select from drop down list and the total sum will be displayed as “$0.00”  

 
 

Sino allows supplier to decide the quantity for quoting item with their suggested quantity, you are required to 

fill in the "Quantity” and “Rate” cell if it’s highlighted with orange  
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Sino will provide optional item for quotation, you’re required to fill in “Quantity” (optional) and “Rate” Column 

upon this below situation 

 
Sino will require supplier to provide extra information for reference, e.g. origin, dimensions, brand, etc.  

You’re required to provide requested information if it’s highlighted as yellow with offering rate  

 
Sino will allow supplier to provide extra alternative items, you can fill in with detailed descriptions if it’s 

highlighted with yellow as below situation  

You’re not required to provide information for any “Quantity” or “Rate” column  

 
You should check carefully for each total amount of the bottom of each page, as well as the total sum of the 

entire bill from “Collection” worksheet 
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To submit BOQ, the filled BOQ is required to be validated.  After validation, a .offer file is generated for Supplier 

to submit for RFQ/RFT.   

Select “Download” from Menu 

Download Supplier Verification Application (unless otherwise advised, it is only necessary to download it once 

for all SINO Development eTender System BOQ) 

 

 
Unzip the download program  

Run the program (Supplier Verification.exe) 
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Login with ID & Password 
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Select the completed BOQ and click “Start” to start validation  
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If error is prompted, correct the fields accordingly 

 

 
 

Once the BOQ is validated, a file with the extension (.offer) will be generated (in the same folder of BOQ) 

The (.offer) file should be uploaded for submission 
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*Note: .offer file is an encrypted file type that is used specifically in  SINO Development eTender System 

RFQ/RFT proposals submission only.  
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9.2 Submission 

Click “RFQ or RFT Submission” at the bottom 

 
 

Select “New” for Submission 

Upload required documents 

If a BOQ is provided, the filled BOQ must be verified before submission (.offer) 

Enter Total Contract Sum (if required) 

Enter user password 

Read and agree Important Notes 

Click “Submit” 
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BOQ version:  
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Without BOQ version: 
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The below screen indicate that your submission was successfully transmitted to the system  

You are strongly advised to save this screen as submission proof 
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9.3 Decline RFQ or RFT Invitation 

Please note that this step is irreversible, and supplier cannot participate in the RFQ/RFT after declining 

the invitation 

 

Click “RFQ or RFT Submission” 

 
 

Select “Decline” for Submission 

Select (and enter) the reason for declination 

Enter user password  

Read and agree to Important Notes 

Click “Submit” 
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The below screen indicate that your submission was successfully transmitted to the system  

You are strongly advised to save this screen as submission proof 
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10. Change of Submitted Proposal 

10.1 Supplement 

Supplier can submit additional documents for RFQ or RFT submission before closing time 

Please note that both initial and additional submissions will be considered valid 

*To replace previous submitted BOQ, please follow step under 10.2 

Login to system 

View RFQ or RFT Notice 

Click “RFQ or RFT Submission” at the bottom 

 
 

Select “Supplement” for Submission Type 

Upload required documents 

Enter user password  

Read and agree Important Notes 

Click “Submit” 
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The below screen indicate that your submission was successfully transmitted to the system.  

You are strongly advised to save this screen as submission proof 
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10.2 Supersede 

Supplier can replace the original submission with new one before the submission deadline 

Please note that all previous submissions will be replaced by new submission 

 

Login to system 

View RFQ or RFT Notice  

Click “RFQ or RFT Submission” at the bottom 

BOQ Version: 
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Without BOQ Version: 

 
 

Select “Supersede” for Submission Type 

Upload required documents  

Enter Total Contract Sum (if required) 

Enter user password 

Read and agree on Important Notes 

Click “Submit” 
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Sino eTender System Supplier User Manual v3.0    54 / 66 

The below screen indicate that your submission was successfully transmitted to the system 

You are strongly advised to save this screen as submission proof 
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10.3 Withdraw 

Supplier can withdraw from RFQ/RFT that is previously submitted before closing time 

Please note that this action is irreversible.  Supplier cannot participate in the RFQ/RFT after withdrawal 

 

Login to system 

View RFQ/RFT Notice 

Click “RFQ or RFT Submission” at the bottom 

 
 

Select “Withdraw” for Submission Type 

Select (and enter) the reason for withdrawal 

Enter user password  

Read and agree to Important Notes 

Click “Submit” 
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The below screen indicate that your withdrawal request was successfully transmitted to the system  

You are strongly advised to save this screen as submission proof 
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11. Post Tender Addendum (PTA) / Post Tender 

Clarification (PTC) (For RFT) 

11.1 Download & Respond to PTA / PTC 

SINO may seek for PTA / PTC from supplier after the submission deadline and reviewing the submission 

document 

Upon receiving notification email requesting PTA / PTC, Supplier to login to system 

Click “View” to view the Tender Notice 

 
 

Download PTA / PTC file under corresponding section 

Click “Response to PTA / PTC” 

 
 

Select the respective PTA / PTC  

Enter the Revised Tender Price for PTA / PTC 

Upload PTA / PTC document(s) (optional) 

Enter user password 

Click “Submit” 
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The below screen indicates that your response to clarification was successfully transmitted to the system 

You are strongly advised to save this screen as submission proof 
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12. Negotiation  

12.1 Download & Respond to negotiation  

Sino may start the Negotiation through eTender System  

Upon receiving notification email requesting to submit best offer, supplier login to system 

Click “View” to review RFQ or RFT Notice 

 
 

Download Negotiation file under corresponding section 

Click “Response to Negotiation Opening” 

 
 

Enter Best offer/Confirmed offer  

Upload documents (optional) 

Enter user password 

Read and agree on Important Notes 

Click “Submit” 
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The below screen indicate that your withdrawal request was successfully transmitted to the system. 

You are strongly advised to save this screen as submission proof. 
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13. Works Order / Confirmation Order (RFQ)  

13.1 Download & Respond to Works Order / Confirmation Order 

Sino may issue Works order / Confirmation order to supplier after the RFQ submission deadline and reviewing 

the RFQ submission 

Upon receiving notification email requesting on Works order / Confirmation order, Supplier login to system 

Click “View” to review RFQ details 
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Download works order/confirmation order file under Works Order / Confirmation Order 

Click “Return of signed Works Order / Confirmation Order” 

 
 

Select the respective Works Order / Confirmation Order 

Upload Response to Works Order / Confirmation Order 

Enter user password 

Click “Submit” 
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The below screen indicate that your withdrawal request was successfully transmitted to the system  

You are strongly advised to save this screen as submission proof 
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14. Notice of Acceptance (NOA) / Letter of Award (LOA) 

(RFT)  

14.1 Download & Respond to NOA / LOA 

Sino may issue NOA and LOA to supplier after the submission deadline of RFT and reviewing the submission 

document  

Upon receiving notification email requesting NOA / LOA, Supplier login to system 

Click “View” to review RFT notice 

 
 

Download NOA / LOA file under NOA / LOA section 

Click “Return of signed Notice of Acceptance / Letter of Award” 

 
 

Select the respective NOA / LOA 

Upload Response to NOA / LOA 

Enter user password 

Click “Submit” 
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The below screen indicate that your withdrawal request was successfully transmitted to the system  

You are strongly advised to save this screen as submission proof 
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15. Regret Letter 

15.1 Receiving notification email of regret letter  

Upon receiving notification email of regret letter, Supplier to login to system 

 


