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1. Introduction 
The GMA tender management system (TendaSwift) is a secure and easy-to-use platform 

that helps potential suppliers submit bids online. It has a Supplier Registration feature 

which serves as a gateway to RFP documents and bid submissions. 

2. Purpose 
The purpose and scope of this procedure manual is to take the User through the 

procedure to perform the following: 

• User Registration Process  

• Unpaid User Access Process  

• Paid User Access Process  

• Access the Payment Details  

• Password Reset Process  

• Adding a Collaborator Process  

• Bid Submission Process 

• Optimisation Process  

• Tender Questions and Answers process  

• Contact Us process 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

3. Business Process  
1. Payment  and after-the-payment processes  

1.1. Step 1: User Registration and Payment Details 

Registration: Users, or the main company contact person must register on the 

portal for  access to the payment details. The user must provide the following 

details :- , i) company details, ii) contact information, and iii) a valid email 

address. 

Payment Details Access: Upon successful registration, users gain access to the 

payment details section of the portal where they can view payment 

instructions, including the specified bank account information. 

1.2. Step 2: Making Payment 

Bidders should transfer the specified amount to the provided bank account 

details using their unique Company Name as the payment reference for 

proper payment tracking. 

1.3. Step 3: Document Completion and Submission 

Bidders must complete, sign and submit a Confidentiality and Non-Disclosure 

Agreement (CNDA) as part of the verification requirements  . The CNDA can 

be downloaded from the portal. 

  

Form Completion: Complete and sign the CNDA, providing accurate and 

complete information as required. 

1.4. Submission via Email: Submit the POP and signed CNDA via the dedicated 

email address (tenderdocumentspop@gautrain.co.za). Include the User's 

Company Name and Tender Number in the email subject for ease of 

identification. 

 

 

 



 

 

 

1.5. Step 4: Verification and Access Granting 

Document Verification: After you have made your payment and we have 

received it, we still need to review and verify the documents you submitted 

with the POP. 

Typically, the document verification process takes up to 3 business days. Once 

this process is complete, a notification email will be sent to confirm that the 

funds have been received, verified and grant you full access to the TendaSwift 

system. Please note, we DO NOT verify payments on weekends or public 

holidays. 

If there is no issue with the document verification, the entire payment 

processing time (from when you transfer the funds until we receive your funds) 

will take 2-3 business days. Any clarification or additional information required 

is communicated to the user promptly. 

1.5.1. Access Granting: Upon successful payment verification, the user is granted full 

access to the tender system via an email notification.  

2. Refunds on the Tender Documents  

The tender document fee is non-refundable under no circumstances. Therefore,  

users will not be eligible for refunds if they pay the tender document fee.  

3. Adding a collaborator to upload bid response documents 

A collaborator is a person who is employed and/or contracted by a Bidder and is 

invited by the primary user to assist them in uploading documents on the 

TendaSwift. The invitation to collaborate is via an access link. The invited persons 

are restricted from resharing the access link provided to them. A collaborator will 

have access to the TendaSwift system, therefore the Bidder shall be liable for any 

unauthorised access to the TendaSwift, arising as a result of resharing the link, 

which may cause harm or loss to the GMA and/or its data. 

 

Note: Please be aware that the collaborator has the ability to remove the 

documents they have submitted. However, the main bidder will not receive any 

notifications when this action takes place. 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.flywire.com%2Fhc%2Farticles%2F360015688059&data=05%7C01%7Cabigailk%40gautrain.co.za%7C498e8905703942eac6f408db55322208%7Ca52dec94765640299b2bf41464856796%7C1%7C0%7C638197446059557970%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=hnblBcp8uDjFaeSZrxVyDYEZIzqGqZrGUmoC4vDLW%2FQ%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.flywire.com%2Fhc%2Farticles%2F360013041493&data=05%7C01%7Cabigailk%40gautrain.co.za%7C498e8905703942eac6f408db55322208%7Ca52dec94765640299b2bf41464856796%7C1%7C0%7C638197446059557970%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=r%2FmwjA0AElobvQ1ZheTwWVx7Gfd328bVOCQWcljr2FU%3D&reserved=0


 

 

 

4. Removing/ Moving a collaborator  from a Bidder  

A collaborator can move from one Bidder to another within the GMA TendaSwift 

system. However, the movement can be done only after they have been officially 

removed from their current affiliation / Company. Access to the current Bidder will 

be terminated, and granted to the new Bidder. 

5. Moving/removing the primary User from a Bidder  

The primary user is responsible for inviting and removing collaborators. When 

transferring or removing the primary user from one Bidder to another, it is important 

to note that the Bidder will be without a primary user during this transition. 

Therefore, this functionality can only be done by GMA at the request of the Bidder. 

A new replacement primary user must be provided when there is a request to 

remove the primary user.   

6. Uploading of Documents 

The primary user and collaborators can upload documents. Collaborators / Co 

authors within the same Bidding company can view documents uploaded by their 

counterparts, only the Primary user can manage the documents belonging to a 

removed collaborator. The Primary User cannot manage documents belonging to 

a collaborator who has not been removed from their company. 

4. The User Registration Process 
To sign up for the TendaSwift Portal, please follow these steps: 

A. Access the  GMA tender management system using the provided web address: 

https://pppomgrrls.gautrain.co.za/ 

B. Once you land on the home page, navigate to the bottom of the page and go 

through the outlined steps for your understanding of the expected process leading 

to registration. 

  

 

 

https://pppomgrrls.gautrain.co.za/


 

 

 

C. Click on the "Click Here to Register" link to begin the registration process. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

D. Capture all the information in the required fields and then click the "Save and Next" 

button.  

 

 

  



 

 

 

E. Verify the information you have entered in the captured fields 

E.1.  Should you 

need to update the information, click on “Previous” and follow step 4 

above. 

E.2. Otherwise, 

click the "Submit" button. 

 

F. The registration has been successfully submitted.  

 



 

 

 

 

G. An invitation notification will be sent to the email address you provided on 

registration. 

H. Access the email inbox and click on the “Accept Invitation” link to accept the 

invitation. Please also check your junk mail if the invitation email is not in your inbox. 

 

Important Note: Non-Microsoft Account holders should follow the steps outlined in 

Section 4.2, while Microsoft Account holders should proceed with the steps 

detailed in Section 4.1. Users with existing office 365 should preferably access the  

portal in private mode if they are using a different account from their office 365 

account to prevent Microsoft from picking their office 365 account. 

 

 

 

 

 

 



 

 

 

 

4.1. Non - Microsoft Accounts Procedure  

Please note that the following steps should be followed by registered users who are not 

using Microsoft email accounts: 

Microsoft Accounts may follow the steps on Section b below.  

A. To create an account, click on the "Create One" or "Get A New One!" link 

 

 

 

 

 

 

 



 

 

 

 

B. Continue by clicking the "Next" button. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

C. Create a new password, and then click "Next." 

 

D. Enter your "First Name" and "Last Name," and then click "Next" to continue. 



 

 

 

 

E. Capture the country and birthdate details, and then click on the "Next" button to 

proceed. 



 

 

 

 

 

 

 

 

 

 

F. A verification code will be sent to the registered email address. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

G. Capture the code and click “Next”.  



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

H. Click on the "Next" button to continue and complete the puzzle that verifies you 

are not a robot. 

 

 

 

 



 

 

I. Complete all the puzzles.  

 

 

 



 

 

J. The system will confirm that verification is complete. 

 

 



 

 

4.2. Microsoft and Non-Microsoft Accounts Procedure  

Please note that the following steps are applicable to users who are using Microsoft and 

non-Microsoft email accounts: 

Note: For users who registered using non-Microsoft accounts, continue below, following 

step 10 in Section A above. 

A. Following verification/ the invite acceptance, click the "Looks good" button to 

confirm that the security information is accurate. 

 

 

 

 

 

 

 

 

 



 

 

B. After agreeing to the terms mentioned above, you will be redirected to the main 

homepage. Proceed by clicking on the "Sign-In" button. 

 

C. Select "GMA Sign In" to log in. 

 

 

 

 

 

 



 

 

 

D. Click "Next" to continue. 

 

E. Capture the password and then click "Sign In." 

 



 

 

 

F. If you don't have the Authenticator App, please download it on your mobile 

phone. Ensure you download the correct app as shown below. 

 

 

 



 

 

 

G. If you already have the Authenticator App, follow these steps: Click the "Next" 

button. 

 

 

H. Follow the on-screen prompts by selecting the "Next" button. 

 

  



 

 

 

I. Launch the Authenticator App on your mobile phone. 

 

 

  



 

 

 

J. Tap the addition symbol to create a new account. 

 

 



 

 

 

K. Choose the option that allows you to define the type of account being used. 

 

 



 

 

 

L. To set up an account, choose the "Scan or Code" option.  

 

 

 



 

 

 

M. Use your mobile phone's camera to scan the QR code. 

 

 

 



 

 

 

N. Once you've successfully scanned the QR code, proceed by clicking "Next." 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

O. To continue, click on the "Next" button. 

 

P. To approve the sign-in request, enter the number displayed on your PC into the 

corresponding field on your mobile screen. 

 

 

 

 



 

 

 

Q. Capture the number on the below screen of your mobile Authenticator app.  

 

 

 

 

 

 

 

 



 

 

 

R. Upon successfully logging in, the user is prompted to Accept the Terms and 

Conditions. Once logged in successfully, follow the screen prompts by clicking the 

checkbox to agree to the Terms and Conditions. 

 

 

 

 

 

 



 

 

 

S. Upon logging in, select Profile name at the top right, click on the Profile button. 

 

T. Please provide all the necessary information in the required fields. After filling out 

the required details, click the "Update" button to save and apply the changes to 

your user profile. 

 

 

 



 

 

 

5. The Unpaid User Access  

A. After confirming the account profile details, users will be redirected to the Home 

page. Unpaid users will only have access to Home, Banking Details, Contact Us 

Page, and the User Profile pages. 

 

 

 

 

 

 

 

 

 



 

 

 

6. Access the Payment Details  
At this stage, the user is expected to make a payment to gain access to the complete 

tender details. 

**Please note: Payments are processed outside the system. 

A. Click the "Banking Details" menu option.  

  

 

 

 

 

 

 

 



 

 

 

B. The company's banking details will be displayed.   

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

C. After making the payment, send the Proof of Payment (POP and the signed 

Confidentiality and Non-Discloser Agreement (CNDA) via email to 

tenderdocumentspop@gautrain.co.za. This step ensures that the user is granted 

full access to the system, and access to the necessary documentation for further 

processing. 

  

Note: Upon the completion of the payment verification process, the user will be 

granted unrestricted access. 

 

 

 

 

 

mailto:tenderdocumentspop@gautrain.co.za


 

 

 

7. Adding of a Collaborator Process  

This process is for adding a collaborator who can collaborate as a co-author on the 

tender submission. 

Note: There is an opportunity to remove the collaborator as well. It must be noted that 

the data added on to the submission by the removed Collaborator can only be 

managed by the Primary User. 

A. Navigate to the menu list and click on the "Add A Collaborator" button. 

 

 

 

 

 

 



 

 

 

B. Click the “Add Collaborator” button.  

 

 

 

 

  



 

 

 

C. Capture the collaborator's details, then proceed by clicking the "Save and Next" 

button. 

 

D. Confirm the captured collaborator’s information, and once confirmed, click the 

"Submit" button. 

 

 



 

 

 

8. Accepting the Collaborator Invitation  
A. The collaborating user will receive the invitation via email. To accept the 

invitation, they must click on the “Accept Invitation” link. If email is not found, 

please check the email in your junk box, 

 

B. Follow the same steps to gain access as per Section 4.1 or Section 4.2 above, 

depending on the type of email domain account used. 

9. View Advertised Tender 
A. To view the tender details, navigate to the menu bar and click on the “Tender 

Details” option.  

 

 



 

 

 

B. The screen below is displayed, showing the tender details.  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

10. Tender Questions and Answers 
A. Navigate to the bottom of the tender details page and click on the button that 

says, "Ask a New Question." 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

11. The Bid Submission Process  
A. To complete the bid submission, navigate to the menu bar and click on the 

“Tender Submission” option. 

 

B. Select the dropdown arrow and select the "Manage Submission Details." 

 

 

 

 

 

 



 

 

 

C. Capture all the 8 submission steps.  

 

 

Please take note that the system allows a maximum document size of 60MB for uploads. 

If the uploaded document exceeds this limit, the system might time out, and the upload 

may not be successful. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

12. The Optimisation Process  
A. To complete the optimisation submissions, navigate to the menu bar and click on 

the “Tender Submission” option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

B. Select the dropdown arrow and select the "Manage Submission Details." 

 

 

C. Upload the Optimisation documentation. Please ensure you finish both of the 

required steps. 

 

 

 

 



 

 

 

13. Contact Us 
Should the user need to contact GMA during the process, follow the following steps. 

A. Please click the "Contact Us" button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

B. Fill out the necessary fields, enter the Captcha, and then click on the "Submit" 

button to proceed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

14. The Password Reset Process  
A. To reset your password, go to the sign-in page and click on the sign-in link. 

 

B. Select the GMA Sign-In button. 

 

 

 

 

 

 



 

 

 

C. Capture the registered username, and then proceed by clicking the "next" button. 

 

D. Select the "Forgot Password" link. 

 

 

 



 

 

 

E. Click the "Get Code" button. 

 

 

F. A password reset code will be sent to the email address that has been captured. 

 

 

 

 

 



 

 

 

G. Enter and confirm your new password. 

 

H. Select the "Sign In" button. 

 

 

15. Open Issues 
None 


