
 

      www.deutschebahn.com/bieterportal 

 

Dokumentversion 3 

eVergabe  

Guideline for Bidders 

 

Version 1.1 

(last change 04.11.2016) 

 

 

 

 

 

 

Author: Deutsche Bahn AG ð FS.EG 11 



eVergabe - Guideline for Bidders  

 

 

 Seite 1 
 

 

Index 

Introduction ........................................................................................... 2 

1. Select a call for competition or an award procedure ...................... 3 

2. Submit a request to participate (call for competition) .................... 7 

3. Submit a quotation .......................................................................... 14 

4. Explanation of relevant eMail messages ....................................... 24 

  



eVergabe - Guideline for Bidders 

 

 

 Seite 2 

 

 

Introduction 

This guideline describes how to create and submit quotations and requests to participate on the 

electronic tender platform eVergabe. The description follows the basic steps of the working process 

and explains important control elements of the software. 



eVergabe - Guideline for Bidders 

 

© Deutsche eVergabe - Eine Marke der Healy Hudson GmbH Seite 3 

www.deutsche-evergabe.de 

 

1. Select a call for competition or an award procedure  

To find an appropriate award procedure or a call for competition go to 

http://www.deutschebahn.com/bieterportal. 

user login 

search box 

geographical 
search on 

map geographical 
search on map 

search box 

http://www.deutschebahn.com/bieterportal
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open project details by 
clicking on project title 

download tender documents 
(no login required) 

open bidder client  
(login required) 
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Log in with your password to submit a quotation or a request to participate. 
 

company 

user name 

password 

log in 
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select an award procedure 
or a call for competition 

ǇǊŜǎǎ α²ŜƛǘŜǊ ƛƳ tǊƻȊŜǎǎά ǘƻ ǎǘŀǊǘ 
creating your quotation or request 

to participate 
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Current award procedures can also be accessed via the tab Ausschreibungen at the home screen of 
the bidder assistant. Click on the information symbol to submit a quotation respectively a request to 
participate. 
 

current award 
procedures 

my 
quotations 

stored 
quotations  

information symbol  
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2. Submit a request to participate (call for competition) 

Press ĂTeilnahmeantrag bearbeitenñ to initiate the editing process. 
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The following overview screen provides general information about the call for competition. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

overview 

description 

type of award procedure 

basic dates 

information about the 
awarding entity 



eVergabe - Guideline for Bidders 

 

 

  Seite 9 

 

In the following working step deposited documents concerning the call for competition can be 
accessed. It is also possible to fill out forms that are provided by the awarding entity. Forms that have 
to be filled out are tagged with a red pdf-symbol and an exclamation mark. A blue pdf-symbol denotes 
read only forms. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

contract/forms 
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Existing attachments can be viewed and saved on local hard drive. A read receipt is necessary to 
proceed with the next working step. To confirm that the attached file has been received, mark the 
boxes and press ĂSpeichernñ to continue. 

 
 
The awarding entity has the possibility to define suitability- or award-criteria. Answer these questions 
to proceed. The possible score for each question is shown in the list.  

  

read receipt 

save button 

attachments 

suitability criteria 

maximum/minimum 
score 

criterion for exclusion/ 
mandatory question 

enter answer here 
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In this working step you can upload files that belong to your request to participate. Press ñDateien 
auswªhlenò to upload a file. Alternatively you can use drag and drop. Simply highlight the files in 
Windows Explorer and drag them into the message box. The maximum file upload size is 250.00 MB 
for each file. 

 
 
The following table lists all answers to bidder requests that have been classified as public by the 
awarding entity. To propose your own questions enter the ñFragenï und Antwortenforumò by clicking 
the identically named button at the upper control panel.  
 

 
 

drag and drop box 

select a file 

own attachements 

public answers  to bidder requests 

forum for bidder requests 
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ǇǊŜǎǎ ά¢ŜƛƭƴŀƘƳŜŀƴǘǊŀƎ ŀōƎŜōŜƴέ ǘƻ 
finally submit your request to participate 

enter a comment (optional) 

enter the name of the  person who has created the 
request to participate (mandatory) 

submit request to 
participate 
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There are two ways to sign your quotation in a legally valid manner.  
 

1. electronic signature  
a. click on the yellow signature symbol 
b. follow the instructions of the signature component 

 
 
 
 
 
 
 
 

2. Mantelbogenverfahren  
a. click on the  red pdf- symbol 
b. print  the Mantelbogen and sign it 
c. send it to the awarding entity by mail 
d. the Mantelbogen must be received before the deadline for submission of requests to 

participate is reached 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

electronic signature 
symbol 

pdf symbol 

sign request to 
participate 

pdf symbol 
άaŀƴǘŜƭōƻƎŜƴǾŜǊŦŀƘǊŜƴέ 

 

! Notice: The electronic signature requires a signature card and a valid signature 
certificate.  A compatible card reader is also necessary. Please note that the signature 
component furthermore requires a JAVA-compatible browser. 
 
A list of compatible signature cards and card readers is shown on the following website: 
https://seccommerce.com/unterstuetzte-signaturkarten/ 
 


