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LSC eTendering Quick Guides

QGO02: Creating Additional Users

1. Manage Users

It is possible for you to create additional user
|% Leqal Aid Adenc accounts on the portal, allowing colleagues to
o gency participate in eTendering activities.

Log Out LAA eTendering portal

You should create additional users so that if
someone is out of the office, others can use
You are here: Home reserved area the System_

Legal Aid Agency eTendering

This part of the site enables suppliers to manage tenders online.

In order to create additional user accounts,

Our eTendering site is externally hosted by BravoSolution.

165 simple, secure and sffident first log in to the portal, then click the ‘Manage
Opportunities Users’ Iink
| \_ J

« Pre-Qualification Questionnaires (POQs!
« Invitations To Tender (ITTs
« eVendor managemen

« eEvaluation

2. Adding an Additional User

| %% Legal Aid Agency e ~\
You are able to view a list of

n Users mmm the current additional users.

2 | To create a new additional
Frasi Al Y] v # | user, you must click the
Last Name First Name Division Name Email Phone Role ‘Create’ button...
\. J
3. Enter the Details of the new User
| 4% Legal Aid Agency You will now need to complete the ‘User Details
form, providing the details of the new user to be

created.

You will need to specify a ‘username’ for this
new additional user as part of completing this
form.

Click the ‘Save’ button once all details have been
o] entered.
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4. View User Rights
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I~ Back to List
New User

Y View User Rights

osoluion.com
)T SEE ANY OF THE TENDERS YOU ARE RESPONDING TO. To provide them with the comrect access, please review the user rights of the account in order to grant

Once an additional user has been created, you will need to assign ‘user rights’ that define the actions the new user can
perform on the eTendering portal.

If no user rights are granted, the new user will NOT be able to perform any actions to view and respond to PQQ’s or ITT’s.

To assign user rights, please click the ‘View User Rights’ link...

5. Assigning User Rights
M Legal Aid Agency ( \
You will now need to define the
M = actions the new user can per-
e Secong e Do form on the eTendering Portal.

User: Second User Example
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Click ‘Edit’ and assign each of

< the user rights.
Projects Projects
P raREs Once you have assigned the
w Y correct level of access, click the
i LSave’ link. )
PQQsATTs ¥

6. Email Notification to the New Additional User
messace
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Welcome to Legal Aid Agency

The new user will receive an automated
email to their registered email address,
detailing their new username and
password.

Dear Second User Example,

Welcome to Legal Aid Agency.

Your Usermname is:

Your temporary password is:

For security purposes you will be required to specify a new password when you first login to the site.




