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System Requirement 

 

The system will only support the following operating systems. 

- Windows Vista 

- Windows 7 

- Windows 8 and Windows 8.1 

- Windows 10 

 

The system will only support the following Internet Browsers 

- Microsoft Internet Explorer 7, 8, 9, 10 and 11  

(IE 7 and 8 would be supported until 14 February 2017) 

- Google Chrome,  Version 52.0.2743.116 m or above  

(for document issued on/after 14 November 2016) 

 

 

 

 

For any Prequalification, Tender and Q&A issued before 14 November 2016, 
please follow the instruction of the computer setup requirement and 
digital certificate requirement in “New System Requirements and Setup 
Guide (R3.16)” document.  
 

 

 

 

 

  

http://www.hkextender.com/
https://www.hkextender.com/en/Procurer/00001/GeneralInfo/New_System_Requirements_and_Setup_Guide_R3.16.pdf
https://www.hkextender.com/en/Procurer/00001/GeneralInfo/New_System_Requirements_and_Setup_Guide_R3.16.pdf
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Before using the system, supplier must register in www.hkextender.com with his own 

company name. 

 

Please refer to the steps below for details. 

 

New Supplier / Contractor Registration 

 

Step 1. Click "New Supplier / Contractor Registration" on the upper left corner of the 

homepage. 

 

  

 

Step 2. Click "Accept" button to accept the Terms of Use. Then registration form will appear. 

 
  

http://www.hkextender.com/
http://www.hkextender.com/
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Step 3. Before fill in the online registration form, please click the download link "Corporate 

Social Responsibility Questionnaire" and "Environmental Management Questionnaire" under 

section “Job Reference”, and complete these two questionnaires offline. 

 
 

Step 4. After complete the two questionnaires, you can fill in all required information under the 

sections, General Information, Company Background and Job Reference. 

 

 

 

http://www.hkextender.com/
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Notes: 

 Company name must be input as it is shown in the Business Registration including 

punctuation marks, abbreviation and full words. 

 Company email entered will be used as the principal contact and must be the same 

as the email address of the first contact person. 

 No Chinese characters allow for the Business Registration No. 

 

Step 5. In “Attachment” under “Job Reference”, click “Browse” button to locate the file to be 

uploaded. Click “More File” button to locate more files. 

 

The following documents must be uploaded before submission for assessment. 

 Enviromental Management Questionaire 

 Corporate Social Responsibility Questionaire 

 Copy of Business Registration 

 Company Profile 

 

Note: All file names in English. Only the following characters are accepted (a-z, A-Z, 0-9), 

underscore “_”, full stop “.”, hyphen “-”, ampersand “&”, left parenthesis “(” and right parenthesis 

“)”. 

 

http://www.hkextender.com/
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Step 6. Click "Submit" button to confirm submission of the registration application. 

 

Step 7. After registration submitted, an acknowledgement page will be displayed on screen as 

below.  The supplier was reminded to submit the required information as detailed in the 

acknowledgement page for assessment. 

 
 

Step 8. Supplier will receive an email for the acknowledgement of the application.  User login 

ID and password will be sent to the email address of the first contact person after registration 

has been approved by MTR Corporation. 

 

 

http://www.hkextender.com/
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Logon for Registered Supplier / Contractor 

 

Step 1. Click "Registered Supplier / Contractor" on homepage of www.hkextender.com to 

initiate the logon screen. 

 

 

 

Step 2. Type in User ID and Password. Then click "Login" button to logon. 

 

 

After successful login, the following page will be shown. 

 

 

http://www.hkextender.com/
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Note: 

 System will force supplier users to change their password when first time login to the 

system. 

 

 

 

 After finishing the tasks in the website, user must click "Logout" button in menu bar to 

logout the system, otherwise, the same user will not be able to log on his own account 

unless he has typed in correctly his email address together with his user ID and 

password as registered in the system. 

 

 

 

http://www.hkextender.com/


   
 

www.hkextender.com User Guide R3.16  Page 8 of 80 

Last Updated: November 2016 

 

Update User Info 

 

As a new user, user should update his own info after first logon. 

 

Step 1.Click “Update User Info” under “Profile” on menu. 

 

 

The following page will be shown. 

 

 
 

Step 2. Make any necessary changes before click “Submit” button. 

 

The following fields are editable. 

 First Name 

 Last Name 

 Title 

 E-mail Address (For sub-account user only) 

 Tel./Mobile 

 Password 

 

Special note to the principal account user: 

 You can also change other sub-account info, except password. 

 

http://www.hkextender.com/
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 For changing email address for principle account, please submit your request via 

“Update Company Info”. 

 

Step 3. Click "Submit" button to confirm changes. 

http://www.hkextender.com/
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Update Company Info 

 

The principal user can also update company info after logon. 

 

Step 1. Click “Update Company Info” under “Profile” on menu. 

 

 

 

The following page will be shown. 

 

 

 

http://www.hkextender.com/
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Step 2. Make any necessary changes before click “Submit” button. 

 

The following fields are editable. 

 Corresponding Address 

 Tel 

 Fax 

 Company E-mail Address (The principal account’s email address will be changed 

accordingly) 

 Company URL 

 Main Business Nature 

 Registered Country 

 Currency Used 

 Form of Business 

http://www.hkextender.com/
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 Year of Establishment 

 Business Registration No. 

 Registered Office 

 Parent Company 

 Subsidiary / Associated Companies / Holding Company 

 No. of Employees 

 Most Recent Project Completed 

 Last Year's Turnover 

 

Step 3. Click "Submit" button to confirm changes. 

 

The following acknowledgement message will be shown.  

 

 

 

Note: All the company information update will not be updated in the system until MTR 

Corporation accepts and approves the changes.  

 

You will receive an email for the acknowledgement of the change. 

 

 

http://www.hkextender.com/


   
 

www.hkextender.com User Guide R3.16  Page 13 of 80 

Last Updated: November 2016 

 

Digital Certificate 

 

The electronic tendering system makes uses of Digital Certificate and Public Key Infrastructure 

to maintain the required security. Digital Certificate is used for authentication of the registered 

company’s identity as well as signing and encryption of the company’s submissions in 

pre-qualification and tendering process. This security measure is being widely used worldwide 

for electronic transactions.    

 

For overseas and Joint Venture / Consortium companies, they are required to apply a Digital 

Certificate online in their account through the system.   

 

For companies registered in Hong Kong, they are required to apply an Organisational e-Cert 

under their registered company name through Hongkong Post.  For the detailed procedures 

and charges of acquiring Organisational e-Cert, user can visit the Hongkong Post website at 

http://www.hongkongpost.gov.hk or contact Hongkong Post Certification Authority services 

hotline at (852) 2921 6633.  Note that the Organisational e-Cert must be made in 

company name as the company’s business registration.  After acquiring the 

Organisational e-Cert, users should verify their Digital Certificate into the system before signing 

any submissions via the system.   

 

Users are advised to make multiple copies of the issued Digital Certificate in compact disk (CD), 

USB or store in a safe storage media, and keep them safely.   

 

During the on-line submission, the Digital Certificate must be attached and password of the 

Digital Certificate must be input for authentication.  

 

a. Apply Digital Cert (For overseas or Joint Venture / Consortium companies) 

 

Step 1. Click “Apply i-Cert” under “Digital Cert” on menu 

 

 

 

http://www.hkextender.com/
http://www.hongkongpost.gov.hk/
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Step 2. Click "Yes" to accept and submit the application. 

 

 

Step 3. Enter password and confirmation password. 

 

 
 

Step 4. Click “Submit Application” button. 

 

The following message will be prompted if you have already applied a valid digital certificate. 

Click “OK” button to confirm. 

 

  

http://www.hkextender.com/
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The following acknowledgement page will be shown. The supplier shall make the payment for 

Digital Certificate by cheque as detailed in the acknowledgement. 

 

 
 

Step 5. Click “Save” button to download your valid digital certificate to your computer. 

 

 

http://www.hkextender.com/
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b. Verify Organisational e-Cert (For Hong Kong Registered companies) 

 

Step 1. Click “Verify e-Cert” under “Digital Cert” on menu.   

  

 

Step 2. Click “Browse” button to locate your digital certificate file, e-Cert (Organizational) issued 

by the Hong Kong Post. The digital certificate file with file extension .p12. 

 

 

Step 3. Enter the digital certificate password and click “Click to verify” button. 

 

The following acknowledgement page will be shown after verification successful. 

 

 

 

Note: 

 e-Cert (Organisational) issued through Hongkong Post is valid for one year/ two 

years. 

 Expired e-Cert (Organisational) will not be accepted by the system. 

If you lost your digital certificate file or upon expiry, you should re-apply the e-Cert 

(Organisational) through Hongkong Post and verify the new e-Cert 

(Organisational) before submitting document.  

http://www.hkextender.com/
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c. View Digital Cert History 

 

Step 1. Click “Digital Cert History” under “Digital Cert” on menu. 

 

 

 

The following page will be shown. 

 

 
 

Note: 

 It will list out the last 15 records. 

 Under column “Java”, 

- “Not Support” means the digital certificate which is not supported by Java 

Runtime Environment (JRE). You can use it to submit document for any 

Preliminary Enquiries, Prequalification, Tender and Q&A issued on or after 14 

November 2016. 

- “Support” means the digital certificate which is supported by Java Runtime 

Environment (JRE). You can use it to submit document for any 

Prequalification, Tender and Q&A issued before 14 November 2016. 

 

http://www.hkextender.com/
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Advertisement  

 

Supplier can search & view advertisement notice for the potential contracts through the 

system. Should the supplier be interested to the contract, he can express his interest to MTR 

Corporation through the system.   

 

Note: Email notification for the advertisement may be sent by MTR Corporation to the 

potential suppliers as considered applicable by MTR Corporation. 

 

Case 1: Registered Supplier  

 

Search Advertisement  

 

Step1. Click “Notice / Invitation” under “Search” on menu. 

 

 

Step 2. Select “Advertisement” in “Notice / Invitation Type” and click “Submit” button. 

 

You can also search the Advertisement notice by the following searching criteria. 

 Closing Date Range 

 Issue Date Range 

 Keywords (Ref, Subject) 

 

Note: The expired Advertisement will not show. 

 

http://www.hkextender.com/
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The following page will be shown. 

 

 

Step 3. Click “Reference No.” to view the details. 

 

 

 

 

Note: 

 For some advertisements, there will be more than one contract. 

 

 

http://www.hkextender.com/
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Step 3. Click the file hyperlink to download the attachment file(s), if any, relating to the 

contract(s) for viewing. 

 

Step 4. To submit your interest, check the “Is Interest?” check box relating to each contract. 

 

Step 5. Click “Submit” button to confirm. 

 

The following acknowledgement page will be shown. It is suggested to print the 

acknowledgement page for record. 

 

 

 

 

http://www.hkextender.com/
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Case 2: For Non-Registered Supplier 

 

Step 1. Click Guest Login on the homepage of www.hkextender.com 

 

 

For guest user, the system will only provide function for expression of interest to the contract(s) 

in the advertisement(s).  

 

Step 2. Click “Advertisement” under “Search” on menu.  

 

 

The following page will be shown. 

 
 

 

 

http://www.hkextender.com/
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Step 3. Click ”Ref” to view details.  

 

 

 

 

 

 

Note: 

For some advertisements, there will be more than one contract. 

 

Step 3. Click the file hyperlink to download the attachment file(s), if any, relating to the 

contract(s) for viewing. 

 

Step 4. To submit your interest, check the “Is Interest?” check box relating to each contract. 

 

 

  

http://www.hkextender.com/
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Step 5. Click “Submit” button. 

 

The following page will be shown. 

 

 

Step 6. Complete all the required fields and click “Submit” button. 

 

The following acknowledgement page will be shown. It is suggested to print the 

acknowledgement page for record. 

 

 

 

http://www.hkextender.com/
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Preliminary Enquiries (PEI)  

 

If a registered supplier is selected by MTR Corporation for a PEI, he will receive an email notice 

about the PEI. 

 

Step 1. Search PEI notice by selecting Notice/Invitation under Search on the menu bar after 

logon. 

 

 

 

Step 2. Select “Preliminary Enquires” in “Notice / Invitation Type” and click “Submit” button. 

 

 

 

You can also search the PEI notice by the following searching criteria. 

 Closing Date Range 

 Issue Date Range 

 Keywords (Ref, Subject) 

 

The following page will be shown. 

 
 

 

http://www.hkextender.com/


   
 

www.hkextender.com User Guide R3.16  Page 25 of 80 

Last Updated: November 2016 

 

Step 3. Click the reference no. to view the detailed information about the PEI. 

 

The following page will be shown. 

 

 

 

Step 5. Click the file hyperlink to download attachment file(s) for viewing. 

 

  

http://www.hkextender.com/
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Submit Interest to PEI 

 

Step 1. Search and go to specific PEI as described in previous section.   

 

Step 2. Click “Submit Interest” button at the bottom of PEI. 

 

 

 

 

The following page will be shown. 

 

 

http://www.hkextender.com/
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Step 6. In “Action”, select “Wish to be Included in the Preliminary List of Tenderers” if you want 

to participate in bidding. Otherwise, select “Not Wish to be Included in the Preliminary List of 

Tenderers”. 

 

Step 7. In “Attachment(s)”, click “Browse” button to choose file to upload (if any). 

 

Step 8. Click “More File” button and repeat step 7 to upload another file. 

 

Step 9. Enter the remark (if any). 

 

Step 10. In “Digital Signature”, click “Browse” button to locate the Digital Certificate file and 

enter the password of your Digital Certificate file for digital signature. 

 

  

http://www.hkextender.com/
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Note: 

For overseas and Joint Venture / Consortium companies, they are required to apply a Digital 

Certificate (.cer) online in their account through the system. 

For companies registered in Hong Kong, they are required to apply an Organisational e-Cert 

(.p12) under their registered company name through Hongkong Post. 

 

Step 11. Click "Submit Interest" to confirm submission.  

 

The following acknowledgement page will be shown.  It is suggested to print the 

acknowledgement page for record. 

 

 

 

 

  

http://www.hkextender.com/
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Submit Query to PEI 

 

Step 1. Search and go to specific PEI as described in previous section.   

 

Step 2. Click the “Submit Query” button at the bottom of PEI. 

 

 
 

Step 3. Type in the question.  

 

Step 4. If there are any files to be attached, click the “Browse” button to choose the file for 

upload. 

 

Note: All file names in English. Only the following characters are accepted (a-z, A-Z, 0-9), 

underscore “_”, full stop “.”, hyphen “-”, ampersand “&”, left parenthesis “(” and right parenthesis 

“)”. 

 

http://www.hkextender.com/
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Step 5. Click the "More File" button and repeat Step 4 to upload more files if necessary. 

 

Step 6. Click "Submit" button to submit the query. 

 

The following acknowledgement page will be shown. 

 

 
 

The submitted query will be displayed on the PEI under the private query section. 

 

 
  

http://www.hkextender.com/
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Download Answer to Query (PEI) 

 

Once MTR Corporation replies to the query, answer(s) will be shown under the question.  

User can click the file link to view attachment files to the answers if available.  User will also 

receive email notification of the reply to the query with attachment file(s) if any. 

 

 

 

 
 

In case MTR Corporation wishes that all the suppliers invited for PEI can also view the query 

and answer that is submitted by one of the suppliers, the query and answer are shown under 

the Public Query section. The user will receive email notification and view under the Public 

Query Section. 

 

 
 

Note: For query and answer shown under the Private Query section, only the supplier 

submitted the query can see the query and answer.  

 

  

http://www.hkextender.com/
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Prequalification (PQ) 

 

If a registered supplier is selected by MTR Corporation for Prequalification, he will receive an 

email notice about the pre-qualification. The pre-qualification questionnaire should be 

downloading for completion and submission according to the following steps. 

 

Step 1. Search pre-qualification notice by selecting “Notice / Invitation” under “Search” on 

menu. 

 

 

Step 2. Select “Prequalification” in “Notice / Invitation Type” and click “Submit” button. 

 

 

You can also search the PQ by the following searching criteria. 

• Closing Date Range 

• Issue Date Range 

• Keywords (Ref, Subject) 

 

The following page will be shown. 

 
 

 

 

http://www.hkextender.com/
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Step 3. Click the Reference No. to view the details. 

 

The following page will be shown. 

 

 

 

Step 4. Click the file hyperlink to download pre-qualification document for viewing and 

completion. 

  

http://www.hkextender.com/
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Submit Prequalification Questionnaire 

 

Step 1. Search and go to specific PQ as described in previous section.   

 

Step 2. Click “Submit Prequalification Questionnaire” button at the bottom of PQ. 

 

 

 

 

 

The following alert message will be displayed to alert you to apply / verify i-Cert / e-Cert.  Just 

click “Continue” to apply / verify the digital cert or click “Back” to continue the remaining 

process. 

 

For principle account, the following message is shown if the i-Cert is not yet applied 

 

 

http://www.hkextender.com/
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For non-principle account, the following message is shown if the i-Cert is not yet applied 

 

 

For principle account, the following message is shown if the i-Cert is expired 

 

 

For non-principle account, the following message is shown if the i-Cert is expired 

 

 

For principle account, the following message is shown if the e-Cert is not yet verified  

 

  

http://www.hkextender.com/
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For non-principle account, the following message is shown if the e-Cert is not yet verified 

 

 

For principle account, the following message is shown if the e-Cert is expired 

 

 

For non-principle account, the following message is shown if the e-Cert is expired 
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Step 3. Complete all the required fields in the form. 

 

 

 

 

Step 4. In “Proposed Document(s)”, click “Browse” button to choose file to upload. 

 

Step 5. Click “More File” button and repeat step 4 to upload another file. 

 

Step 6. In “Digital Signature”, click “Browse” button to locate the Digital Certificate file and enter 

the password of your Digital Certificate file for digital signature. 

 

Note: 

 For overseas and Joint Venture / Consortium companies, they are required to apply a 

Digital Certificate (.cer) online in their account through the system. 

 For companies registered in Hong Kong, they are required to apply an Organisational 

e-Cert (.p12) under their registered company name through Hongkong Post. 

 

http://www.hkextender.com/
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Step 7. Click "Submit Prequalification Questionnaire" to start submission.  

 

The following acknowledgement page will be shown. It is suggested to print the acknowledge 

screen as record for submission of the completed Pre-Qualification Questionnaire. 

 

 
 

 

Note: System will show warning message and stop to process if digital certificate file and/ or 

password incorrect. Click “Back” button and resubmit with correct digital certificate file and/ or 

password. 
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Submit Query to PQ 

 

Step 1. Search and go to specific PQ as described in previous section.   

 

Step 2. Click the “Submit Query” button at the bottom of PQ. 
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Step 3. User can type question in the text box.  Moreover, user can also submit query with 

attachment by clicking the “Browse” button to select the file(s). All file names in English.  Only 

the following characters are accepted (a-z, A-Z, 0-9), underscore “_”, full stop “.”, hyphen “-”, 

ampersand “&”, left parenthesis “(” and right parenthesis “)”. 

 

 
 

Step 4. Click the “Submit” button to submit the query. 

 

The following acknowledgement page will be shown. 

 

 
 

The submitted query will be displayed on the PQ under the private query section. 
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Download Answer to Query (PQ) 

 

Once MTR Corporation replies to the query, answer(s) will be shown under the question. User 

can click the file link to view attachment files to the answers if available.  User will also receive 

email notification of the reply to the query with attachment file(s) if any.  

 

 

 

 
 

In case MTR Corporation wishes that all the suppliers invited for Prequalification can also view 

the query and answer that is submitted by one of the suppliers, the query and answer are 

shown under the Public Query section.  The user will receive email notification and view 

under the Public Query Section. 

 

 
 

Note: For query and answer shown under the Private Query section, only the supplier 

submitted the query can see the query and answer.  
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View General Notice & Download Document (PQ) 

 

You will receive email notification of the general notice.  

 
 

Step 1. Search and go to specific PQ as described in previous section.   

 

Step 2. In General Notice, Click the file hyperlink to download attachment file(s) for viewing. 
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Submit Response to General Notice (PQ) 

 

Step 1. Search and go to specific PQ as described in previous section.   

 

Step 2. In General Notice, click “Submit” button. 

 

 

 

 

 

Step 3. Complete all the required fields in the form and click “Submit” button. 

 

 
 

The following acknowledgement page will be shown. 
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The submission will be displayed on the PQ under the General Notice section. 
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Download Prequalification Q&A  

 

You will receive email notification of the Q&A. 

 

 

Step 1. Click “Notice / Invitation” under “Search” on menu. 

 

 

Step 2. Select “Prequalification Q&A” in “Notice / Invitation Type” and click “Submit” button. 

 

You can also search the Q&A by the following searching criteria. 

 Closing Date Range 

 Issue Date Range 

 Keywords (Ref, Subject) 

The following page will be shown. 
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Step 3. Click Reference No. to view the details. 

 

The following page will be shown. 

 

 

 

 

Step 4. Click the file hyperlink to download attachment file(s) for viewing. 
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Submit Answer to Prequalification Q&A 

 

Step 1. Search and go to specific Q&A as described in previous section.   

 

Step 2. Click the “Submit Prequalification Q&A” button at the bottom of Q&A. 
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Step 3. Complete all the required fields in the form. 

 

 

 

 

 

Step 4. In “Proposed Document(s)”, click “Browse” button to locate attachment file to upload. 

 

Step 5. Click “More File” button and repeat step 4 to locate another attachment file. 
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Step 6. In “Digital Signature”, click “Browse” button to locate the digital certificate file and enter 

the password of your digital certificate. 

 

Note: 

 For overseas and Joint Venture / Consortium companies, they are required to apply a 

Digital Certificate (.cer) online in their account through the system. 

 For companies registered in Hong Kong, they are required to apply an Organisational 

e-Cert (.p12) under their registered company name through Hongkong Post. 

 

Step 7. Click "Submit Prequalification Q&A" to start submission.  

 

The following acknowledgement page will be shown.  It is suggested to print the 

acknowledgement page for record. 
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Tender Notice  

 

If a registered supplier is selected by MTR Corporation for a tender, he will receive an email 

notice about the tender. Supplier can search the tender in two different ways as illustrated 

below. 

 

You will receive email notification of the Tender.  

 

 

 

Step 1. Click “Notice / Invitation” under “Search” on menu.  
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Step 2. Select “Tender” in “Notice / Invitation Type” and click “Submit” button. 

 

 

You can also search the Tender by the following searching criteria. 

• Closing Date Range 

• Issue Date Range 

• Keywords (Ref, Subject) 

 

The following page will be shown. 

 

 
 

Note: 

 You can show full description as “ToolTip” by pointing the cursor to the description 

field (Collapse All – defaulted) or click “Expand All” button to display full description 

with wrapping to next line on screen. 
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Step 3. Click “Reference No.” to view the details. 

 

The following page will be shown. 

 

 

 

For some tenders with “Hardcopy Tender Submission Only” on the top of Tender. You could 

only submit Tender via Hardcopy, no electronic submission could be made. However, you 

could still submit query and download answer to query via the system. 
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Download Tender Document 

 

Step 1. Search the Tender Notice as described in the previous section. 

 

Step 2. In “Tender Document(s)”, click the file hyperlink to download attachment file one by 

one for viewing. 

 

 

 

 

Note: 

 You can also click “Download Whole Package” hyperlink to download all the 

attachment files in one zip file. 

 You can view and download tender addendum anytime unless MTR has archived the 

document. 
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View General Notice & Download Document (Tender) 

 

You will receive email notification of the general notice.  

 
 

Step 1. Search and go to specific Tender as described in previous section.   

 

Step 2. In General Notice, Click the file hyperlink to download attachment file(s) for viewing. 
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Submit Response to General Notice (Tender) 

 

Step 1. Search and go to specific Tender as described in previous section.   

 

Step 2. In General Notice, click “Submit” button. 

 

 

 

 
 

Step 3. Complete all the required fields in the form and click “Submit” button. 
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The following acknowledgement page will be shown. 

 

 

 

 

The submission will be displayed on the Tender under the General Notice section. 

 

 

 

 
  

http://www.hkextender.com/


   
 

www.hkextender.com User Guide R3.16  Page 57 of 80 

Last Updated: November 2016 

 

Download Tender Addendum 

 

You will receive email notification of Tender Addendum. 

 
 

Step 1. Search the Tender Notice as described in the previous section. 

 

Step 2. In “Tender Addendum”, click the file hyperlink to download attachment file one by one 

for viewing. 
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Note: 

 You can view and download tender addendum anytime unless MTR has archived the 

document. 
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Submit Query to Tender 

 

Step 1. Search and go to specific Tender as described in previous section.   

 

Step 2. Click the “Submit Query” button at the bottom of Tender. 

 

 

 

 

Step 3. User can type question in the text box.  Moreover, user can also submit query with 

attachment by clicking the “Browse” button to select the file(s). All file names in English.  Only 

the following characters are accepted (a-z, A-Z, 0-9), underscore “_”, full stop “.”, hyphen “-”, 

ampersand “&”, left parenthesis “(” and right parenthesis “)”. 
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Step 4. Click the “Submit” button to submit the query. 

 

The following acknowledgement page will be shown. 

 

 

 

The submitted query will be displayed on the Tender notice under the private query section. 
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Download Answer to Query (Tender) 

 

Once MTR Corporation replies to the query, answer(s) will be shown under the question. User 

can click the file link to view attachment files to the answers if available.  User will also receive 

email notification of the reply to the query with attachment file(s) if any.  

 

 

 
In case MTR Corporation wishes that all the suppliers invited for Tender can also view the 

query and answer that is submitted by one of the suppliers, the query and answer are shown 

under the Public Query section.  The user will receive email notification and view under the 

Public Query Section. 

 

 
 

Note: For query and answer shown under the Private Query section, only the supplier 

submitted the query can see the query and answer.  
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Submit Tender Offer  

 

Step 1. Search and go to specific Tender as described in previous section.   

 

Step 2. Click the “Submit Tender Offer” button at the bottom of Tender. 
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If MTR Corporation requires tenderers to submit technical and financial parts of the tender 

offer separately, then supplier shall click the “Submit Technical Offer” button for the submission 

of the technical part of the tender offer and click the “Submit Financial Offer” button for the 

submission of the financial part of the tender offer. 
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The following page will be shown. 
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Step 3. Select "New", "Supplement" or "Supersede" under the Section “Submit Action”. 

 
Note: 

 New = First submission 

 Supplement = Submission of supplementary information to the previous 

submission(s). 

 Supersede = Replacement of all the previous submission(s). 

 

Step 4. Attach and select the files of tender offer by clicking the "Browse" button under the 

Section "Proposal Documents(s)". 

 

Note: All file names in English. Only the following characters are accepted (a-z, A-Z, 0-9), 

underscore “_”, full stop “.”, hyphen “-”, ampersand “&”, left parenthesis “(” and right parenthesis 

“)”. 

 

Step 5. Click the “More File” button and repeat step 4 to upload another file. 

 

Step 6. User can also type in any comment to his offer in the “Remarks” box. 

 

  

http://www.hkextender.com/


   
 

www.hkextender.com User Guide R3.16  Page 66 of 80 

Last Updated: November 2016 

 

Step 7. Clicking the “Browse...” button to locate the digital certificate file under the Section 

“Digital Signature”.  And type password of digital certificate. 

 

 
Note: 

 For overseas and Joint Venture / Consortium companies, they are required to apply a 

Digital Certificate (.cer) online in their account through the system. 

 For companies registered in Hong Kong, they are required to apply an Organisational 

e-Cert (.p12) under their registered company name through Hongkong Post. 

 

Step 8. Select "YES" radio button to accept the terms and conditions.  (User can view the 

Terms of Use by clicking the hyperlink.) 

 

Note: All submissions must be successfully transmitted to the System before the tender closing 

time.  If the submission end time is beyond the tender closing time, the submission will not 

be opened and will be considered as an invalid submission. 

 

Step 9. Click “Submit Tender Offer” button to start submission. 

 

If MTR Corporation requires tenderers to submit technical and financial parts of the tender 

offer separately, then supplier shall click the “Submit Technical Offer” button for the submission 

of the technical part of the tender offer and click the “Submit Financial Offer” button for the 

submission of the financial part of the tender offer. 
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The following acknowledgement page will be shown after submission successful.  It is 

suggested to print the acknowledgement page for record. 

 

 

You can click “Download Snapshot File” button to download all encrypted files for record. 

 

The following page will be shown if submission fail. 

 

 

 

Note:  

Emails will be sent by the system to the tenderers if the tender closing date is changed. 
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Submit No Offer  

 

In case that the tenderer does not want to submit any offer to a tender, he should notify MTR 

Corporation by using the "Submit No Offer" function. 

 

Step 1. Search and go to specific tender notice as described in previous section.   

 

Step 2. Click "Submit No offer" button at the bottom of the tender notice. 
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Step 3. Check the relevant reason(s) for no offer submission and fill in remarks if any. 
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Step 4. Clicking the “Browse...” button to locate the digital certificate file under the Section 

“Digital Signature”.  And type password of digital certificate. 

 

Note: 

 For overseas and Joint Venture / Consortium companies, they are required to apply a 

Digital Certificate (.cer) online in their account through the system. 

 For companies registered in Hong Kong, they are required to apply an Organisational 

e-Cert (.p12) under their registered company name through Hongkong Post. 

 

Step 5. Select "YES" radio button to accept the terms and conditions.  (User can view the 

Terms of Use by clicking the hyperlink.) 

 

Note: All submissions must be successfully transmitted to the System before the tender closing 

time.  If the submission end time is beyond the tender closing time, the submission will not 

be opened and will be considered as an invalid submission. 

 

Step 6. Click “Submit” button to start submission. 

 

The following acknowledgement page will be shown.  It is suggested to print the 

acknowledgement page for record. 

 

   

 

Note: 

 An email notification will be sent to MTR Corporation and you cannot submit any 

document to the Tender after submitting No Offer. 
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Download Tender Q&A  

 

You will receive email notification of the Q&A. 

 

 

 

This function can be used by tenderers to download Questions and answer question(s) for his 

tender submission from MTR Corporation through the system. 

 

Step 1. Click “Notice / Invitation” under “Search” on menu. 

 

 

 

Step 2. Select “Tender Q&A” in “Notice / Invitation Type” and click “Submit” button. 
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You can also search the Tender by the following searching criteria. 

• Closing Date Range 

• Issue Date Range 

• Keywords (Ref, Subject) 

 

The following page will be shown. 

 

 

Step 3. Click “Reference No.” to view the details. 

 

 

Step 4. Click the file hyperlink to download attachment file(s) for viewing.  
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Submit Answer to Tender Q&A  

 

Step 1. Search and go to specific Q&A as described in previous section.   

 

Step 2. Click the “Submit Tender Q&A” button at the bottom of Q&A. 
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The following page will be shown. 
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Step 3. Select "New", "Supplement" or "Supersede" under the Section “Submit Action”. 

 

Note: 

 New = First submission 

 Supplement = Submission of supplementary information to the previous 

submission(s). 

 Supersede = Replacement of all the previous submission(s). 

 

Step 4. Attach and select the files of tender offer by clicking the "Browse" button under the 

Section "Proposal Documents(s)". 

 

Note: All file names in English. Only the following characters are accepted (a-z, A-Z, 0-9), 

underscore “_”, full stop “.”, hyphen “-”, ampersand “&”, left parenthesis “(” and right parenthesis 

“)”. 

 

Step 5. Click the “More File” button and repeat step 4 to upload another file. 

 

Step 6. User can also type in any comment to his offer in the “Remarks” box. 

 

Step 7. Clicking the “Browse...” button to locate the digital certificate file under the Section 

“Digital Signature”.  And type password of digital certificate. 

 

Note: 

 For overseas and Joint Venture / Consortium companies, they are required to apply a 

Digital Certificate (.cer) online in their account through the system. 

 For companies registered in Hong Kong, they are required to apply an Organisational 

e-Cert (.p12) under their registered company name through Hongkong Post. 

 

Step 8. Select "YES" radio button to accept the terms and conditions.  (User can view the 

Terms of Use by clicking the hyperlink.) 

 

Note: All submissions must be successfully transmitted to the System before the tender closing 

time.  If the submission end time is beyond the tender closing time, the submission will not 

be opened and will be considered as an invalid submission. 

 

Step 9. Click “Submit Tender Q&A” button to start submission. 
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The following acknowledgement page will be shown after submission successful. It is 

suggested to print the acknowledgement page for record. 
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Receive LOC / LOA 

 

When the Letter of Clarification (LOC) for the tenderer is prepared by MTR Corporation, email 

notification will be sent to the tenderer.  The tenderer shall contact the contact person as 

stated in the email for the arrangement of LOC collection.  

 

 
   

The tenderer, to which the contract is awarded, will receive an email notification regarding the 

Letter of Acceptance (LOA). The tenderer shall contact the contact person as stated in the 

email for the arrangement of LOA collection.  
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Search Tender Award 

 

Step 1. Select Search Tender Award under E-Tendering on the menu bar after logon. 

 

 

Step 2. You can search the Tender Award by the following searching criteria and click “Submit” 

button. 

 Tender Ref 

 Contractor Name 

 Award Date Range 

 Keyword (Reference No, Subject) 

 
 

The following page will be shown. 

 

 

Step 3. Click the “Ref” to view the details. 

 
Note: MTR Corporation may not post the Tender Award Notice for some tenders. 
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Suspend 

 

The documents include Advertisement, PEI, PEI Query, PQ, PQ General Notice, PQ Query, PQ 

Q&A, Tender, Tender Query, Tender General Notice, Tender Addendum, Tender Q&A can be 

suspended by MTR Corporation and following email will be received. The suspended 

documents no longer search and view. 
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Archived Data 

 

MTR may archive tender document from time to time.  The archived document would be 

associated with the word (Archived) at the end of the filename. 

 

Supplier can no longer view and download any Adv / PQ / PQ Q&A / Tender / Tender Q&A 

document(s) if MTR archived document. 

 

 

 

 

-- END-- 
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