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1. Introduction 
 
Vendor Tender Management System (VTMS) will support Vendors, Suppliers, and Investors to 
participate in tender / Auction / Reverse Auction process online. The purpose of the document is 
to describe step by step process to participate in tender/Auction/Reverse Auction. 

 
2. Logging On 
              

1. Visit www.rta.ae website, click login in the top right corner and then enter RTA Portal 
username and password to login 

 
 
 

 
              

https://www.rta.ae/
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2. In the Home page, Click VIMS link to access the Vendor Investor Management System. 
 

 
  

3. Then click on Tendering system link to access the eTendering system  
 

 
4. You have landed in the E-Tendering System Dashboard. Now click on the dashboard 

links for quick navigation to view public tenders ,limited tenders, RFI and Auction. 
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3. Limited Tenders 
 
   Limited Tenders are shown if the vendor has been invited to participate in the tendering. 

 
 
 

4. Tender Search 
 
1. Select E Tendering - > Tender from top menu. 
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2. The Tender Search screen appears.  

      

 Search 

 In the Tender Search screen, enter the search fields and click on Search  to 

 display a particular Tender or only click Search to display all the Tenders.Then  click on Tender  
number to view tender details page 
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i.Tender Details with Payment option 

 
5. Subscribe and Online Payment  
Check Subscribe (Are you interested to participate) check box to show your expression of interest 
(EOI) to participate in the tendering process  
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          1. Click Pay  in  Tender details screen to pay the tender fees. 
          2. Payment screen appears.  
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          3. Service and amount details are mentioned on top of the screen 
          4. Select the mode of payment (Credit Card/Direct Debit) 
          5. If you need to add contact information.click on Add another contact button. 

          6. Click  to proceed with the payment. 

          7. Click Cancel to stop the payment process and return to homepage 
          8. Enter the card details by following the instructions provided 

         9. Click Pay  to proceed to the confirmation page of the payment service provider 
         10. The confirmation page is displayed as below: 

         11. Click Confirm  to make the payment 

         12. Click Print to print the receipt.  

         13. Click Home to return to homepage and perform another transaction. 

         14. Now click on download button  in Tender details page(RFP Document)  which is 
          Enabled after online payment is completed                           



 

 

 

 

03/10/2017 V 1.0 

Public Page 11 of 33 

 

 

         15. Click Back  to return to the home screen. 

 

6. Queries/Notifications Details 
              
Click on Queries/Notification in the top menu. Queries/Notification screen appears 
as below: 
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Search 
    

In the  Queries/Notification screen , enter the search fields and click on Search  
to display a particular Queries/Notification or only click Search to display all the 
Queries/Notification. 
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 Post queries 
           
             1. Click on Post Queries link in the Queries/Notification screen. 
             2. Queries Details screen appears as below: 
 

 
             3. Enter and select query details. 
             4. If you need to add one more query, 

              click on   to add a new row to write your  next query. 

             5. If you need to delete a row click on    link. 

             6. Click on    to submit queris.. 

             7. Click Back  to return to the home screen. 
         

    Latest Notification 

 
            1. Click on Latest Notification link in the Queries/Notification screen.  
             2. Published Notification details screen appears as below. 
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            3. Click download now  to download the  document. 

            4. Click Back  to return to the home screen. 
 
     
 

 7. View Response/Clarifications 
       
           1. Click onView Response link in the Queries/Notification screen. 
            2. Consilated Questions and Answers screen appears as below: 
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              c. You can view the answer to the corresponding query which you have raised. 
 

8. Tender Proposal Submission 

 
Click on Tender Submission in the top menu.  
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   1. Tender Submission Search screen appears as below: 
 

 
 
 
 
 
Search 

 

 In the Tender Submission Search screen, enter the search fields and click on Search  
 to display a particular Tender Submission details or only click Search to display all the Tender 
Submission details. 
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Tender submission 
 

           1. Click on Tender Number link   . Tender submission screen appears 
as below 

 

            2. Click on   to generate the Response Reference Number. 
            3. Upload the mandatory documents.(Browse a file and Click on  

  to upload the. 
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            Document. 

            4. Click on download    to dowload the document. 

            5. Click on delete     to delete the document. 
 
    BOQ Details 
  
             1. BOQ Details section in the tender submission page: 
 

  

             2. Click on save    to save the BOQ Details. 

          3. Click on save    to return clear 

             4. Click on save     to Import the BOQ Details in excel form. 

             5. Click on save     to save the BOQ Details in excel form.. 
 

             6. Click on Final submission     to submit final proposal for tender. 
             

             a. An alert message display as "Please verify the details ,as changes after final  
                submission is not allowed...!". 

             7. Click Back  to return to the home screen. 
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ii.Tender Details with free 

 
     For Free of cost tenders, the document will enable automatically to download. 
      Click on the tender number link in new Tender screen ,which is free  of cost 

              1.Click download now  in RFP document section to download the document. 

 

              2. Click Back  to return to the home screen.     
      

     

9. Queries/Notifications Details 
              
Click on Queries/Notification in the top menu. Queries/Notification screen appears 
as below: 

 



 

 

 

 

03/10/2017 V 1.0 

Public Page 20 of 33 

 

 
 

 
 
 
 
 

Search 
    

In the  Queries/Notification screen , enter the search fields and click on Search  
to display a particular Queries/Notification or only click Search to display all the 
Queries/Notification. 
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 Post queries 
           
             1. Click on Post Queries link in the Queries/Notification screen. 
             2. Queries Details screen appears as below: 
 

 
             3. Enter and select query details. 
             4. If you need to add one more query, 
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              click on   to add a new row to write your  next query. 

             5. If you need to delete a row click on    link. 

             6. Click on    to submit queris.. 

             7. Click Back  to return to the home screen. 
         

    Latest Notification 

 
            1. Click on Latest Notification link in the Queries/Notification screen.  
             2. Published Notification details screen appears as below. 
 

 
 

            3. Click download now  to download the  document. 

            4. Click Back  to return to the home screen. 
 
     
 

11. View Response/Clarifications 
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           1. Click onView Response link in the Queries/Notification screen. 
            2. Consilated Questions and Answers screen appears as below: 
 

 
              c. You can view the answer to the corresponding query which you have raised. 
 

12. Tender Proposal Submission 

 
Click on Tender Submission in the top menu.  
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   1. Tender Submission Search screen appears as below: 
 

 
 
 
 
 
Search 

 

 In the Tender Submission Search screen, enter the search fields and click on Search  
 to display a particular Tender Submission details or only click Search to display all the Tender 
Submission details. 
 



 

 

 

 

03/10/2017 V 1.0 

Public Page 25 of 33 

 

 
 
 
 
 

Tender submission 
 

           1. Click on Tender Number link   . Tender submission screen appears 
as below 
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            2. Click on   to generate the Response Reference Number. 
            3. Upload the mandatory documents.(Browse a file and Click on  

  to upload the. 
            Document. 

            4. Click on download    to dowload the document. 

            5. Click on delete     to delete the document. 
 
    BOQ Details 
  
             1. BOQ Details section in the tender submission page: 
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             2. Click on save    to save the BOQ Details. 

          3. Click on save    to return clear 

             4. Click on save     to Import the BOQ Details in excel form. 

             5. Click on save     to save the BOQ Details in excel form.. 
 

             6. Click on Final submission     to submit final proposal for tender. 
             

             a. An alert message display as "Please verify the details ,as changes after final  
                submission is not allowed...!". 

             7. Click Back  to return to the home screen. 
 
 
 

13. RFI 
Click on RFI in the top menu. Request for Information screen appears 
as below 
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Search 

       1. In the RFI Search screen, enter the search fields and click on Search  to      

          display a particular Tender or only click Search to display all the Tenders. 
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RFI Details Screen 

 
For Free of cost tenders, the document will enable automatically to download. 
Click on the tender number link in new Tender screen ,which is free  of cost 

              1.Click download now  in RFP document section to download the document. 

              2. Click Back  to return to the home screen.     
 

RFI submission 

 
           1. Click on Tender Number link  . Tender submission screen appears as below 
 



 

 

 

 

03/10/2017 V 1.0 

Public Page 30 of 33 

 

 
 

         2. Click on   to generate the Response Reference Number. 
         3. Upload the mandatory documents. 

           (Browse a file and Click on     to upload the  
            Document. 

          4. Click on download    to dowload the document. 

          5. Click on delete     to delete the document. 
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          6. Click on Final submission     to submit the tender. 
             
                        a. An alert message display as "Please verify the details ,as changes after final  
                         submission is not allowed...!". 

          7. Click Back  to return to the home screen. 
 

       
 
 

9. Auction & Reverse Auction 
 
Click on Auction/Reverse in the top menu. 
 
 

 
Search 

Auction/Reverse screen appears as below. Click Search  to search Auction. 
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Auction Details Screen 

 
1. Click Auction number in search grid it wills opens auction detail page. 

 

 
2. Click Online Auction is open for bidding link for participating in tender. 
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3. Enter the Highest bid amount and click . For Auction. 

4. Enter the Lowest bid amount and click . For Reverse Auction. 
 
 
 
 
 
 


