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Background & Deliverables:

For Staff and Members
S E E  P U R C O S A . C O . Z A  



Pre-COVID
• PURCO SA had an effective tender publication & online purchase system 

for physical bid submission. 

COVID - urgent need to facilitate non-physical bid submission
Built a simple zip-file webform system integrated with the existing website, payment and  tender 
system.
• Considered alternate approaches: Email, Wetransfer, Dropbox, FTP uploads etc.
• All have same fundamental problems:

• No integration with existing systems
• Poor manual deadline control 
• Limited or no access control for bids and data (bidders, staff, bid committees)
• No security of data / chain of custody
• Enormous workload

• managing and consolidating emails, submissions, downloads, queries…
• data capture and reporting  (invitations, info session attendees, purchasers, submissions)

Post COVID:
March 2022: New website, CRM and integrated eTender system launched  (file uploads only)
April 2023:  New system with Multi-component/ multi-phase/ multi-data-type functionality;
   and improved reporting
Ongoing:  System enhancements are rolled out regularly

Back-
ground



Move workload to bidders

Capture-once approach by bidders

Save time. Cost and workload

Automation

Better security, stricter access control

No extra costs / savings

Save time, cost and workload

• Remove duplicated effort (capture-once approach by bidders)

• Remove hassle associated with hard copy bid management: 

• e.g. payment and cash management, tenderbox management & receipting, submission 

control & retention, data capture, and security.

• Automate reports and outputs 

• Automated reminders and follow-up (Contract expiries, B-BBEE and Tax certificates)

• Better security, stricter access control

• No extra costs for Members

Consolidated system 

• Avoid silos of information / distributed information

Member access to contracts and supplier records

Key 
objectives

MEMBERS
PURCO SA



Stringent Governance and Security

• Compliant with POPIA and procurement regulations 

• Strict access control 

• Automation (deadlines, visibility, invitations, reporting etc.)

• Bid and data security (no lost records)

• Auditable - detailed logging and reporting

Secure System and Backups

• Secure servers:  Live and replication servers hosted locally with different hosting providers

    and separate data centres. System intrusion protection at hosting providers, 

     server and local site levels.

• Backups:   Retain 14 daily, 3 weekly, and 4 monthly backups

Disaster recovery to separate Replication Server

• Live in real time: Database is replicated to the second server
• Every 15 min:  Uploaded file are copied to the replication server.
• Detailed logging 1 million database log records

Data retention
• Not limited by by server space. No automated deletions. Subject to PURCO SA policy when needed.

Key 
outcomes 
achieved



Online tender purchases
• 9754 since system implemented
• 2024: 3029 (to 7 October 2024)

Info session registrations
• 2023: 2475 
• 2024: 3481 

Online submissions
• 4684 since system implemented
• 2023:  1878
• 2024:  1916 (to 7 October 2024)

Largest eSubmissions to date:
• 2022 

• Single component tender
• 141 bids averaging 200MB, Largest submission = 1GB

• 2023 
• Multi-component tender with 16 optional sub-tenders; 
• 273 purchasers
• 204 bids comprising 15897 files (19.8GB), Largest single submission = 670MB 

System 
track 
record

(since launch 
March 2022)



Deliverables:

For suppliers
S E E  P U R C O S A . C O . Z A  



Cheaper, easier, avoid mistakes, more secure, more process integrity

• Free registration

• Personalised tender invitations

• Simple buy to bid process

• No physical delivery challenges (geography, travel, time)
• No extra costs: 

• basic internet connection
• Savings – no printing, USB sticks, or travel costs

• Easy to ask questions and get all answers

• Designed to help suppliers avoid mistakes

• Security of submissions and process integrity

PURCO SA has run multiple problem-free online tenders for every type of service

including security, construction, maintenance, jobbing, stationery, ICT etc.

Key 
outcomes:

SUPPLIERS



System elements
S E E  P U R C O S A . C O . Z A  



1. Integrated website, CRM and Supplier database

2. Tender creation and publication 

3. Email invitations (automated, personalised, category specific)

4. Information session management

5. Online tender purchase via Payfast

• Integrated with CRM + live reporting
• Automated invoicing and confirmation emails
• Live, exportable reports of purchasers.
• Supplier gets immediate, persistent access to tender documentation after purchase.

6. Integrated Q&A and messaging system

• No more managing phone calls, emails, whatsapps etc.
• Control of what is published in hands of PURCO SA staff with Members.
• Q&A automatically emailed to all bidders and posted on website tender page 

for all existing and new bidders.
• Used by Staff and Members to disseminate information to bidders.

What does system compriseSystem
overview



7. Online tenderbox submission

• Simple or complex Tenderbox for each tender 
• Multi-component (one tender with sub-tenders e.g. campuses, commodities)
• Multi-stage (Mandatory, Functionality, Pricing + B-BBEE, + Presentations etc.)
• Multi-data (any type of data field)

• Custom scoring per component and requirement set
• Automated deadline and access control (visibility + access by suppliers and staff)
• Bidders can save and edit drafts before submitting their final submissions. 
• Detailed email confirmations to bidder & PURCO SA (unmanned mailbox) at every step.
• Tracking submissions by staff & Members:

• Pre-deadline: who has submitted and if draft/final (no access to bid data)
• Post-deadline: view & download bid submission report, documents, submission data

8. Tender evaluation and scoring

• View and download submissions immediately after deadline 
(available only to specified staff and Member representatives)

• Detailed, immediate submission report
• Bid document validation
• Scoring for each tender requirement (consolidated results)

What does system compriseSystem
overview



9. Live online and downloadable reports

• Email distribution and delivery
• Info session attendees
• Buyers
• Bidders
• Submission progress (pre-deadline bidder list; post deadline submission files and details)

10. Detailed logs and records for each tender

• Retain detailed, accessible records of all processes
• Maintain a log of all changes to bid submissions (user, date, old and new data)
• Staff and members can’t change data / delete submitted files. 

11. Automated, exportable documents and reports

• Submission report
• Evaluation spreadsheet
• Success/Unsuccess letters on PURCO SA or Member letterheads

What does system compriseSystem
overview



12. Suppliers record their contact details on CRM
• Success letter directs supplier to contacts webform (management, sales, sales reports etc.)

13. One click conversion to contracts
• Auto-creates contract records on the CRM
• Associates supplier contacts with contract
• Email alert to PURCO SA finance staff to capture contracts on the ERP

(PURCO SA considering Sage Pastel ERP integration)

14. Contract documentation
• Attach contract documents, pricing etc.
• Permissioned Staff and Member access

• Members can’t see other institution’s documentation

System



:

C R M  s y s t e m
S E E  P U R C O S A . C O . Z A  



Website fully integrated with backend CRM.

Online payment enabled.

Strict access control

1. Role-based access
• Staff roles
• Members
• Suppliers

2. Time based access (tenders)
• Purchase deadlines
• Submission deadlines
• Bid access deadlines

Website
System



1. User registrations auto-create 
CRM records for organisations + 
individuals

2. Relational supplier database 
(20k suppliers; 30k individuals)

3. Integrated contributions records 
(bid purchases)

4. Document management 
(B-BBEE and Tax)

5. Detailed user activity records

6. Bulk email management
(Tender invitations etc.)

7. Event management
(Info sessions )

8. Bid submission records

9. Membership management 
for institutions

10. Contract Management 

CRM
System



U s e r :

R e g i s t r a t i o n
S E E  P U R C O S A . C O . Z A  



User 
registration

• Free

• Easy 

• Secure

• Protects existing 
records

Free and easy

Checks if organisation is on DB (to manage duplications and prevent unauthorized access)

If organisation exists on CRM system:

• system sends permission request to the company’s Profile Editor.

• Profile editor must accept the request

• New users cannot buy tender documents or register for Info Sessions until approved.

If organization is not listed in the CRM

• System collects user’s individual and company details

• Supplier user complete Tender Database Registration form including company contact, 
B-BBEE and products and services details.

• System populates the CRM with the user’s individual and company details.

• The supplier’s selected Product and service categorization enables them to receive 
targeted tender invitations

• User is automatically enabled to buy tender documents or register for Info Sessions.



M e m b e r :

C o n t r a c t s
S E E  P U R C O S A . C O . Z A  



Member 
contracts

Member users can see basic details of all contracts and 
contracted suppliers



Member 
contracts

Member users can access NATIONAL contracts and 
their OWN INSTITUTION’S contract documentation



:

T e n d e r  s e t u p
S E E  P U R C O S A . C O . Z A  



• Automated tender numbering 
adapted from UNSPSC (CSD)

• Member numbering

• Default templated content

• National or individual 
institution tenders

• Closed tenders

• Re-tenders

• Creates tender page and 
populates public website 
tender list

• Scheduling available

• Auto-creates info sessions

• Auto-creates draft invitation 
emails for suppliers (detailed 
delivery records and bounce 
management)

• Integrated Q&A system

• Provision to append private 
administrative documents

Tender
setup



• Event and registration 
management for physical, 
virtual or remote events

• Unlimited sessions

• Easy registration with 
automated confirmation 
messages 

• Auto-populates public 
website tender page

• Registration reports

• Attendance registers

Info 
sessions

Information session management



:

T e n d e r b o x  s e t u p  
S E E  P U R C O S A . C O . Z A  



Tenderbox 
setup

Basic config 
and B-BBEE/ 
pricing setup

Each component has its own
Price scoring structure
• Preference points system
• Adaptable B-BBEE
• Additional points

Fully customizable Price and 
BEE scoring structure



Tenderbox 
setup

..continued

Each component has its own
Price scoring structure (contd.)

• Price field name/ 
description

• Price file upload (XLS and 
PDF)

• Rate of Exchange
• Additional price fields  



Tenderbox 
setup

Mandatory 
requirements

• Single click to add predefined 
default requirement fieldsets to 
tenderbox

• File uploads are integrated with 
the suppliers’ CRM records



Tenderbox 
setup

Mandatory 
requirements

• No limit on additional 
mandatory requirement sets

• Multiple field data types
• Checkbox (single)
• Checkbox list
• Date
• Email
• File upload
• Number
• Radio list
• Select list
• Text field
• Text area
• Web URL



Tenderbox 
setup

Functionality 
requirements
- Basic setup

• Multiple functionality phases 
• Passing score
• Internal use option



Tenderbox 
setup

Functionality 
requirements
- Customer 
references

• Structured Customer reference 
fieldsets

• Required or optional
• File upload and/or defined 

customer reference text fields
• Custom score

• Enables multiple types of 
Customer Reference with different 
score / description



Tenderbox 
setup

Functionality 
requirements

• Unlimited Functionality 
requirement sets

• Unlimited fields per set
• Any type of data field

• Custom score per set
• Fixed score
• Range score

• Internal use option 
hides field from bidder

• Fields can be required 
or optional



:

T e n d e r  d a s h b o a r d
S E E  P U R C O S A . C O . Z A  



Tender 
dashboard for 
internal staff

: Main page



Tender 
dashboard

: Dashboard 
tabs

• All tabs are live

• Information session/s

• Invitation email

• Purchases

• Submissions

• Contract awards

• Download files:
- download submission 
register
- download all bid files
- export pre-populated 
Evaluation Spreadsheets for 
each component
- export draft Success & 
Unsuccess letters (on 
PURCO SA or Member 
letterheads 

Invitation email report Purchaser list

List of contracts awarded Tenderbox submissions Downloads & exportable draft documents/ spreadsheets

Information session report and register



S u p p l i e r :

V i e w  &  b u y  t e n d e r
S E E  P U R C O S A . C O . Z A  



Public 
tender list

• List is automatically 
populated when 
open tenders are 
published.

• Tenders 
automatically  
removed from list 
after purchase 
deadline date

Closed tenders not listed on 
the public tender list



Tender 
page

• Automated content

• Content fully 
customisable

• Mobile friendly

• Visibility determined 
by deadlines

• Buy now button 
replaced by 
downloadable files 
after purchase

• After purchase 
deadline Buy button is 
removed and page 
indicates that tender 
is no longer available 
for purchase



Checkout 
page after 
tender 
purchase

Supplier checkout page 
includes: 

• tender documents

• Info session 
information and 
registration

• Access to help

Link to Help Page 

All purchased tenders

All submissions

Checkout Page

Buyer redirected to checkout 
page after payment.

Page lists tender documents.

Indicates if tender document 
has not yet been uploaded 
and advises how to follow up.

Supplier’s menu.



Supplier’s  
list of 
purchased 
tenders

• Lists all tenders 
purchased by user

• Includes links to:

• - Tender files

• - info session links

• - Tender page

• - Q&A page 

• If documents not available states 
“Not yet available. Follow up via the Q&A”

Before the tender 
submission deadline

If not available states 
“Coming soon”

After deadline: 
“Closed”



S u p p l i e r :

I n f o  S e s s i o n  

r e g i s t r a t i o n
S E E  P U R C O S A . C O . Z A  



Info session 
registration

• Info session event 
automatically created

• Integrated with CRM

• System sends 
personalised 
confirmation email

• Confirmation email 
automatically 
populated with Info 
Session details

Registration form: Confirmation email:



Info session 
Attendance 
Register

• Live export

• Preformatted

• Ready to print



S u p p l i e r :  

T e n d e r b o x
S E E  P U R C O S A . C O . Z A  



Tenderbox 
submission 
page

: Deadline, 
instructions 
and help

Selecting tender components
- Components (‘sub-tenders’) can be 

mandatory or optional. 
- The selections determine what fields 

are shown

Deadline date and time. 
When the deadline is reached::
- The tenderbox page is unpublished so 

no bidder who is not already on the 
page can access it.

- The tenderbox page is ‘locked’ so any 
bidder who has already opened the 
page is unable to save their submission.

Instructions
Every tenderbox page includes standard 
instructions, guidance and help. 

No final submission can be saved without 
confirming the instructions
 



Tenderbox 
submission 
page

: Mandatory 
requirements

• Simple form

• Field names and 
explanatory text 
replicates the tender 
document

Mandatory section

No limit on mandatory field sets.

No limit on requirement in each 
sets. (Every tender can have as 
many Mandatory fields as 
needed).

Any type of fields - text, file 
upload, date, number, select lists, 
checkboxes etc.

All mandatory requirements 
displayed in one section on the 
tinderbox page. 

If the same mandatory 
requirement is required for more 
then one component, it is only 
requested once (no duplication).

Upload size per field 80MB
No overall submission linit



Tenderbox 
submission 
page

: Functionality 
requirements

• Blue heading per 
sub-tender

• Field names and 
explanatory text 
replicate the tender 
document

Functionality sections

No limit on Functionality fieldsets.

No limit on requirement fields per 
set. (Tenders can have as many 
Functionality fields as needed).

Any type of fields - text, file 
upload, date, number, select lists, 
checkboxes etc.

The tenderbox submission form 
displays one Functionality Section 
for each selected component

Page only includes functionality 
requirements for selected 
components.



Tenderbox 
submission 
page

: Price fields
: Submission 
  alerts

Pricing schedule upload fields
System automatically creates upload 
fields for an Excel spreadsheet and a PDF 
version of the pricing schedule 

Additional Price fields
Tenderbox can include unlimited additional price fields to allow the 
capture of separate pricing data e.g. daily rates, monthly rates, annual 
cost, etc.
(these prices not used for automated price scoring)

Bid Price field
The price in this price field is used to calculate the bidders Price score 

System auto-calculates the VAT exclusive total price



Tenderbox 
submission 
page

: buttons
: red box
: popup alert

Saving drafts
When the ‘Save Draft’ button is clicked a system popup 
alerts the user that the submission is still a draft and and 
will be disqualified.

A confirmation email is sent to the user.

Full validation when saving final submissions
When the ‘Click here to submit your final bid’ button is clicked the system validates 
that every required field has been submitted. If a required field is missing a system 
popup alerts users and highlights each missing field. The submission cannot be 
finalized if there are missing ‘required’ fields.

When a fully completed submission is saved the system redirects the user to a 
Confirmation Page.

A confirmation email is sent to the user reflecting what has been submitted.

Saving submissions
Every tenderbox has a ‘Save Draft’ button and a ‘Click here to submit your final bid’ button .
Important submission instructions are displayed in red



Tenderbox 
submissions

Confirmation 
emails

1st section of 
email

Confirmation emails

The system sends a confirmation 
email to the bidder every time 
they save a draft, save the final 
submission, or edit a final 
submission.

Drfat and finalised submissions 
can be edited at any time before 
the deadline.

The emails are copied to an 
unmanned, secure mailbox at 
PURCO SA.

This is the first part of the 
confirmation email



Tenderbox 
submissions

Confirmation 
emails

2nd section of 
email

Confirmation emails
This is the second part of the email.

- Indicates if the submission is a 
final or draft submission (see red 
text)

Submission data
Email includes a record of the 
submitted data in every field in the 
tenderbox



Tenderbox 
submissions

Tracking & 
editing 
submissions

Editing submissions before deadline

Bidders can view or edit their submission via the My Tenders page or via the My Submissions page 
at any time before the submission deadline. 

After the deadline the tenderbox is closed and no access is possible.



:

T e n d e r  p u r c h a s e  

&  t r a c k i n g
S E E  P U R C O S A . C O . Z A  



Track 
purchases

• Restricted pages

• Live reports

• Downloadable



:

I n f o  S e s s i o n  

r e g i s t r a t i o n  r e p o r t s
S E E  P U R C O S A . C O . Z A  



Info session 
registration
reports

• Live reports

• Searchable by tender

• Linked to user records

• Registration recorded 
on each user’s CRM 
record

• CRM system is 
searchable and data 
can be exported as 
needed

Website report



:

B i d  a s s e s s m e n t  

a n d  s c o r i n g
S E E  P U R C O S A . C O . Z A  



Tenderbox 
submissions

Tracking bids 
before deadline

Before deadline authorized users can view which 
bidders have submitted, and whether the bids are 
drafts or final.

No access to bid files, data or prices until after 
deadline.



Tenderbox 
submissions

Tracking bids 
after deadline

Immediately after deadline authorized users can 
access all bid submissions and download :
- All uploaded files
- Submission register
- Valuation spreadsheet containing all uploaded 

data  



Tenderbox 
submissions

Tracking bids 
after deadline

Bid assessments
- Each component (sub-tender) is assessed 

separately. 
- Selecting the component (left image)  will 

return the summary list of all bids for that 
component (image below)

Assessment summary list
- Summarises the current assessment status of 

each bid.
- Each line can be concertina-opened to display 

more detail (see Company C)
- The righthand circular icon opens a log of any 

changes made to the bid after the deadline
- Bids can be qualified/disqualified. The points 

scores will automatically adjust to reflect the 
change (see Company D).

Company A

Company B

Company C          

Company D



Assessment 
of bids:

: Mandatory 
requirements

Bid assessments
- The submissions for each requirement fieldset 

are checked for validity. Assessor marks each 
requirement as Vaid or Invalid, and can add 
comments.



Assessment 
and scoring 
of bids:

: Functionality 
requirements

The requirement description and scoring structure is copied from the tender 
document into the tinderbox.

During assessment each field will be:
- validated
- Scored (system prevents out of bounds scores)
Assessor can add comments if necessary / required 

The red assessment sliders can be opened or 
closed. When closed they indicate if the field 
was validated (tick) or invalidated (cross)

Clicking on a submitted file will save the file or open it in 
the browser window (if browser is setup to do so).

Only system administrator can remove or replace files. 
Staff cannot make changes.



Assessment 
and scoring 
of bids:

: Summary 
table

Summary table

(NB this screenshot reflects a tender that is in the 
process of being evaluated .

During assessment the system populates a live 
summary table for each bid. This enables the assessor 
to check progress and scores.

The table is colour coded to help the assessor.

The table automatically updates to indicate if the bid 
has passed or failed each stage of the tender.  In the 
example on the left stage 3 has not yet been assessed 
so the bidder has failed that stage, and consequently 
failed the Functionality component of the tender.

The Pricing and B-BBEE score reflects a live pricing 
score by continually comparing this bid’s price against 
all other bids for the tender. In the example on the left 
the Pricing score is very low (negative number) 
because another bidder submitted an unrealistically 
low score for this tender. 



E x p o r t a b l e s
S E E  P U R C O S A . C O . Z A  



Exportables
• Email distribution and delivery
• Purchaser lists
• Bidders
• Submission progress (pre-deadline bidder list; post 

deadline submission files and details)

Automated, exportable documents and reports
• Submission report
• Evaluation spreadsheet
• Success/Unsuccess letters on PURCO SA or Member 

letterheads
• LOA document (integrated Finance tracking tool)

Other
• Invoices
• Member data
• Email lists
• Surveys
• etc

Tender 
exportable 
documents

: Success & 
unsuccessful 
letters



Tender 
exportable 
documents

: Success & 
unsuccessful 
letters

- Successful and unsuccessful letters are auto-created and populated using the PURCO SA default format (if a 
Member template has been provided the letters are auto-created on the Member’s template.
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