
 

 LAA eTendering Quick Guides 

 QG03: Responding to PQQs and/or ITTs 

1. Viewing PQQs/ITTs Open to all suppliers 

 

2. Select a PQQ/ITT you’re interested in... 

 

3. ‘Expressing Interest’ 

If you have been directly invited to respond to a 
PQQ/ITT it will appear in the ‘My PQQs’ or ‘My 
ITTs’ area. 
 
Any registered organisation/supplier may ‘Express 
interest’ in a PQQ or ITT which is ‘Open to all  
suppliers’. 
 
To view a list of PQQs/ITTs that are open to all 
suppliers, click the ‘ITTs/PQQs open to all  
suppliers’ link.  

Select a PQQ/ITT that you would like to view. Then click on 
the PQQ/ITT title to view the details. 

If you were directly invited to the 
PQQ/ITT this step is not required. 
 
If you are interested in responding to 
a PQQ or ITT, click on ‘Express    
Interest’ to register your interest with 
the LAA and to view the entire PQQ 
or ITT, including any supporting 
documentation that the LAA has   
attached relating to the PQQ/ITT. 
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4. Replying to the PQQ/ITT 

5. Completing and Submitting your Response 

6. Checking and Confirming your Response 

Details on how to get further technical support are available through the ‘Technical Support and Guid-
ance’ link on the login page  

If you are responding to a PQQ 
or ITT open to all suppliers, once 
you express an interest in a 
PQQ or ITT it will move into the 
‘My PQQ or ITT’ list. 
  
If you have been invited by the 
LAA to respond to a specific 
PQQ or ITT, it will only be avail-
able from the ‘My PQQ or ITT’ 
list. 
  
Click ‘My Response’ and ‘Create 
Response’ to respond to a PQQ/
ITT. You can choose not to re-
spond by clicking ‘Decline to 
Respond’. 

You should work your way through each 
section of the PQQ/ITT by clicking on ‘Edit 
Response’. 
 
If any questions with a red asterisk are left 
blank the system will not allow you to    
Submit your response. 
 
Always click the ‘Save Changes’ button to 
save your changes. 
 
When the response is complete, click the 
‘Submit Response’ button to make the re-
sponse visible to the LAA. 

After selecting ‘Submit’ the system will ask you to confirm you are satisfied with your response, please click ‘OK’ to 
submit it to the LAA. 
 
Your response status will show ‘Response Submitted to Buyer’ and you will receive an auto-receipt to the registered 
email address confirming the response has been submitted to the LAA. 
 
If you wish to amend your submitted response prior to the deadline you can do so by clicking on the PQQ/ITT, clicking 
‘Edit Response’, make the changes then click ‘Keep Changes’ and ‘Submit Changes’ to re-submit your response. 


