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1 System Requirements 

1.1 eTS System 
https://ets.towngas.com/  
 
Operating Systems:  
Windows 8, 8.1, 10 
MacOS X 10.15 
 
Internet Browser: 
Chrome 83 
Internet Explorer 11 
Safari 12 
 
Microsoft Office: 
Microsoft Excel 2007 or above 

1.2 Supplier Verification Application (For RFQ/Tenders with BOQ only) 
Operating Systems:  
Windows 8, 8.1, 10 
 
.net Framework: 
4.5 or above 
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2 New Registration 

2.1 Create New Account 
Upon receipt of the invitation email, login to ​https://ets.towngas.com/ 
Click “Supplier” 

 
 
Click “Click here to on-line registration” 
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Read the “Acceptance of Terms of Use” carefully 
Click “Accept” 

 
 
 
 
Enter Verification Code as specified in the Invitation Email 
Click “Next” 

 
 
Click “Next” 
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Complete the General Information & Primary Contact sections 
Note: Primary Contact information will be used for Principal Account 
Click “Next” 

 
 
An email with account User ID (Principal & Sub-Accounts) is sent to the registered email address 
Click “Next” 
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Enter New Password for the Principal Account twice 
Click “Submit” 

 
 
 
Click “Login” 

 

  

Towngas eTS Supplier User Manual v1.0 8 / 55 



2.2 Submit Application Form for Approval 
Login to eTS  
Select “Application Form” from Menu 

 
 
Click “Edit” to complete the Application Form 
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Upon completion of Application Form, click “Submit for review” 

 
 
Read and agree the “Acknowledgement” 
Click “Submit for Review” 
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3 Account Management 

3.1 Create/Disable Sub-Accounts 
Login to eTS with Principal Account 
Select “Setting” > “Change User Information” from Menu 

 
Enter details for any of the Sub-Accounts and Check “Enable” 
To disable Sub-Account, uncheck “Enable” 
Click “Save” 
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3.2 Activate Sub-Account 
Login to ​https://ets.towngas.com/ 
Click “Supplier” 

 
Click “Click here to Activate” 
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Enter User ID and Registered Email Address of the Sub-Account 
Click “Next” 

 
 
Verification Code will be sent to the Registered Email Address 
Enter the Verification Code 
Click “Next” 

 
 
Click “Next” 

 
 
 
 
 
 

Towngas eTS Supplier User Manual v1.0 13 / 55 



 
Enter New Password twice 
Click “Submit” 

 
 
 
The Sub-Account is activated 
Click “Login” 
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3.3 Change Account Details 
Login to eTS 
Select “Setting” > “Change User Information” from Menu 

 
 
Modify information as necessary 
Click “Save” 
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3.4 Change Password 
Login to eTS 
Select “Setting” > “Change Password” from Menu 

 
 
Enter New Password twice 
Click “Submit” 
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3.5 Forgot / Reset Password 
Login to ​https://ets.towngas.com/ 
Click “Supplier” 

 
 
 
Click “Click here to reset the password” 
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Enter User ID & Registered Email Address 
Click “Next” 

 
 
 
An email with Verification Code is sent to the Registered Email Address 
Click “Next” 

 
 
 
Input the Verification Code and click “Next” 
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Press “Next” 

 
 
Enter New Password twice 
Click “Submit” 

 
 
Press “Login” 
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4 Change Company Information 
Login to eTS with Principal Account 
Select “Setting” > “Change Company Info” from Menu 

 
 
Click “Edit” under the section where changes are necessary 

 
 
Click “Submit for review” 
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Read and agree the “Acknowledgement” 
Click “Submit for Review” 

 

  

Towngas eTS Supplier User Manual v1.0 21 / 55 



5 RFQ/Tender Notice 
Login to eTS 
Select “Search” > “Request for Quotation” or “Tender Invitation” 

 
 
Enter filtering criteria if necessary 
Click “Submit” 

 
 
Click “ref” to view RFQ/Tender Notice details 
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6 RFQ/Tender Documents 

6.1 EOI/Letter of Undertaking 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 
Download “Letter of Undertaking”  
Click “Submit” under Letter of Undertaking section 

 
 
 
Upload Attachment file 
Click “Submit” 

 
 
Click “Resubmit” if necessary 
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6.2 Briefing/Site Visit Registration 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Download Registration Form for Tender Briefing / Site Visit 
Click "Submit" button under Registration Form for Tender Briefing / Site Visit section 
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Upload Attachment file (if applicable) 
Click “Submit” 

 
Complete the Registration Form 
Click “Submit” 

 
 
Click “Resubmit” if necessary 
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6.3 Inspection of Reference Document 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Download Request for Inspection of Reference Document 
Click "Submit" button under Registration Form for Request for Inspection of Reference Document section 

 
 
 
Upload Attachment file (if applicable) 
Click “Submit” 
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Complete the Registration Form 
Click “Submit” 

 
 
Click “Resubmit” if necessary 
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6.4 RFQ/Tender Documents 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
 
Download RFQ/Tender Documents under Documents section 
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6.5 Revision/Addendum 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Download RFQ/Tender Revision/Addendum files under Revision/Addendum section 
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7 RFQ/Tender Query 

7.1 Raise Tender Query 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Click “New” under Query section 

 
 
 
Upload Tender Query document(s) 
Click “Submit” 
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7.2 View Response to Tender Query 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
 
Download Response to RFQ/Tender Query under Response to Query section 
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8 RFQ/Tender Submission 

8.1 Private Digital Certificate 
For Tenders Only 

8.1.1 Apply Private Digital Certificate 
Login to eTS with Principal Account 
View Tender Notice of the Tender 

 
 
 
Click “Apply a Private Digital Certificate” 
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Enter Password for the Certificate twice 
Click “Submit” 

 
 
Download Private Digital Certificate 
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8.1.2 Re-apply Private Digital Certificate 
Login to eTS as Principal Account 
View Tender Notice of the Tender 

 
 
 
Click “Reapply a Digital Certificate” 

 
 
 
Enter Password for the Certificate twice 
Click “Submit” 
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Download Private Digital Certificate 
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8.2 BOQ Validation 
If there is a BOQ to be returned, it must be filled and validated before submission 
Complete the BOQ Excel file 

 
 
 
Select “Download” from Menu 
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Download Supplier Verification Application (unless otherwise advised, it is only necessary to download it 
once for all eTS BOQ) 

 
 
Unzip the program  

 
 
 
Run the program (Supplier Verification.exe) 
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If error is prompted, correct the fields accordingly 

 
 
 
Once the BOQ is validated, a file with extension (.offer) will be generated (in the same folder of BOQ) 
This (.offer) file should be uploaded during submission 
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8.3 Submission 
Click “RFQ Submission” / “Tender Submission” 
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Select “New” for Submission 
Upload Pricing Proposal, BOQ (.offer file, if any) and other required documents (if any) 
Enter Total Contract Sum 
Upload Private Digital Certificate and enter the password of the Certificate (for Tender only) 
Enter user password (for RFQ only) 
Read and agree Important Notes 
Click “Submit” 
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8.4 Decline RFQ/Tender Invitation 
Please note that declination is irreversible, and it is not possible to participate in the declined RFQ/Tender 
any longer. 
 
Click “RFQ Submission” / “Tender Submission” 
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Select “Decline” for Submission 
Select (and enter) the reason for declination 
Upload Private Digital Certificate and enter the password of the Certificate (for Tender only) 
Enter user password (for RFQ only) 
Read and agree Important Notes 
Click “Submit” 
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9 Change of Submitted Proposal 

9.1 Supplement 
It is possible to submit additional documents for RFQ/Tender submission before closing time. 
Please note that both new and previous submissions will be considered valid. 
 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Click “RFQ Submission” / “Tender Submission” 
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Select “Supplement” for Submission 
Upload Pricing Proposal, and other required documents (if any) 
Upload Private Digital Certificate and enter the password of the Certificate (for Tender only) 
Enter user password (for RFQ only) 
Read and agree Important Notes 
Click “Submit” 
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9.2 Supersede 
It is possible to make new RFQ/Tender submission to replace the original submission before closing time. 
Please note that all previous submission will be replaced by new submission. 
 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Click “RFQ Submission” / “Tender Submission” 
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Select “Supersede” for Submission 
Upload Pricing Proposal, BOQ (if any) and other required documents (if any) 
Enter Total Contract Sum 
Upload Private Digital Certificate and enter the password of the Certificate (for Tender only) 
Enter user password (for RFQ only) 
Read and agree Important Notes 
Click “Submit” 

 

Towngas eTS Supplier User Manual v1.0 48 / 55 



9.3 Withdraw 
It is possible to withdraw from an RFQ/Tender that is previously submitted before closing time. 
Please note that withdrawal is irreversible, and it is not possible to participate in the withdrawn RFQ/Tender 
any longer. 
 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
 
Click “RFQ Submission” / “Tender Submission” 
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Select “Withdraw” for Submission 
Select (and enter) the reason for withdrawal 
Upload Private Digital Certificate and enter the password of the Certificate (for Tender only) 
Enter user password (for RFQ only) 
Read and agree Important Notes 
Click “Submit” 
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10 Clarification 
Upon receipt of notification email requesting Clarification, login to eTS 
View Tender Notice of the Tender 

 
 
Download Clarification file under Clarification Section 
Click “Response to Clarification” 
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Select the Clarification to respond to 
Upload Response to Clarification 
Upload Private Digital Certificate (for Tender only) 
Enter Password 
Click “Submit” 
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11 Letter of Acceptance 
Login to eTS 
View RFQ/Tender Notice of the RFQ/Tender 

 
Download Letter of Acceptance under Letter of Acceptance section 
Click “Return of Signed LOA” 
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Upload Return of Signed LOA 
Upload Private Digital Certificate (for Tender only) 
Enter Password 
Click “Submit” 
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12 Regret/No-Response Letter 
Login to eTS 
Click Subject under System Message 

 
 
 
Click “View” 
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