
 LAA eTendering Quick Guides 

 QG04: Communicating with the LAA eTendering Team 

1. Communicate using PQQ/ITT Messaging 

If you wish to communicate with the 
LAA regarding the content of the 
Information For Applicants (IFA), 
PQQs and ITTs please use the 
online secure messaging tool to 
send a  message.  The relevant IFA 
will set out the timescales for when 
you can submit questions. 

 

2. Creating Messages 

 

3. Create and Send a Message 

Edit your message content (enter a subject 
and the actual message) then click the 
‘Send Message’ link or, if you do not want 
to send the message immediately, click 
‘Save as Draft’ to save the message in the 
Draft messages list. 
 
You can also attach files to messages if  
required by clicking on ‘Attachments’. 

Access the messaging tool by click-
ing the ‘Unread Messages’ button 
within the PQQ or ITT. 
 
To create a new message, click 
‘Create Message’. 
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4. Viewing Sent Messages 

5. Viewing Received Messages 

6. Creating and Sending a Reply  

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

To see a list of all the mes-
sages that you have sent to 
the LAA eTendering team, 
click ‘Sent Messages’. 
 
You are able to view whether 
the message has been ‘Read 
by Recipient’ and if they have    
subsequently ‘Replied’. 
 
You can click on the number 
links to actually view the de-
tails of the individuals that 
have read and replied to the 
message. 

Simply click on 
any message to 
open the        
message de-
tails. 

After reading the message, if you 
wish to reply you can do so by 
pressing the ‘Reply’ link. 
 
Messages can also be forwarded 
to an external email address if 
required. 


