
HKJC EPRO (E-Tendering System)
Supplier Portal 

EOI (Express of Interest) / Pre-qualification 
Submission
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KEY STEPS for Responding to EOI Response 

There are 6 main steps for responding to EOI Response 

2

Receive email 
notification for the EOI 
or Pre-qualificatio(PQ) 

exercise

Login to EPRO

Submit Reply Slip to 
answer whether your 
are interested to this 

EOI/PQ or not 

If interest, access the 
and download the 

relevant documents
Prepare the response 

Login to EPRO to 
upload and submit the 

prepared proposal 
before closing date 
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Navigate to “My invitations”
 Step 1: Login to EPRO using the link provided in your invitation email 

and click “My Invitation” button in the top menu.



Functionality of “My invitations”
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1. Reference No.

 The reference number of the 
EOI/RFQ/Tender 

2. Type

 Show the invitation type 

e.g Request for Quotation, 
Clarification 

3. Subject

 The title of the Sourcing Exercise

4. Closing Date/Time

 This Closing Date/Time shows the Hong Kong 
time (GMT+08:00).

 No submission will be accepted by the System 
after the Closing Date/Time

5. Last Action/Submission

 Logging the last action or submission of each 
invitation
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Navigation to “My invitations”
 Step 2: Identify the EOI/PQ Exercise in “My Invitation” page.

 Step 3: Click the corresponding Reference No. for the EOI/PQ Exercise.
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Express of Interest (EOI) / 
Pre-Qualification

a. Submit Reply Slip
b. Submit NDA/NDU (Non-Disclosure Agreement/ 

Undertaking) (If Required)
• Please refer to the self-learning corner NDA/ NDU submission section

c. Access EOI document 
d. Submit Site visit Registration (If Required)
e. EOI Submission 
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a. Reply Slip -- Interest
 Step 1: Open the URL of the supplier given in the email

 Step 2: Log on to EPRO

 Step 3: Click the Reference No. in “My invitation”
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a. Submit Reply Slip
 Step 4: Select We are interested to this EOI/Pre-Qualification

 Step 5: Click “Submit Reply Slip”
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a. Reply Slip -- Interest
1. System will show the success message of this action.

2. The submission history will be shown as below.
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a. Reply Slip – Non-Interest
 If you selected "We are not interested to this EOI/Pre-Qualification.", you will need to provide 

the reason.

 The EOI documents will not be available to uninterested Supplier.
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Express of Interest (EOI) / 
Pre-Qualification

a. Submit Reply Slip
b. Submit NDA/NDU (Non-Disclosure Agreement/ 

Undertaking) (If Required)
• Please refer to the self-learning corner NDA/ NDU submission section

c. Access EOI document 
d. Site visit Registration (If Required)
e. EOI Submission 
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b. Submit NDA/NDU 
(Non-Disclosure Agreement/ Undertaking)
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 Non-Disclosure Agreement/ Undertaking (NDA/NDU) is a step that 
is only required on certain EOI/Pre-qualification exercises.

 Please refer to the self-learning corner NDA/ NDU submission 
section on how to submit NDA/NDU prior to accessing the EOI/PQ 
documents. 



Express of Interest (EOI) / 
Pre-Qualification

a. Submit Reply Slip
b. Submit NDA/NDU (Non-Disclosure Agreement/ 

Undertaking) (If Required)
• Please refer to the self-learning corner NDA/ NDU submission section

c. Access EOI document 
d. Site visit Registration (If Required)
e. EOI Submission 
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c. Access EOI document
 After Replying to the Reply Slip and/or Returned NDA/NDU.

 You will see the list of EOI/PQ documents in the corresponding EOI/PQ exercise.

Click “Click to download” on each of the files to assess the EOI documents
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The files will be 
downloaded in “Download” 
folder of your browser or 
your computer according to 
your set up



Express of Interest (EOI) / 
Pre-Qualification

a. Submit Reply Slip
b. Submit NDA/NDU (Non-Disclosure Agreement/ 

Undertaking) (If Required)
• Please refer to the self-learning corner NDA/ NDU submission section

c. Access EOI document 
d. Site visit Registration (If Required)
e. EOI Submission 
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d. Submit Site Visit Registration
 Site Visit Registration is a step that is only required on certain projects

 There are 2 scenarios, which is assigned by the buyer,  to provide the information for 
site visit registrations

 Main process of 2 scenarios (Assigned by HKJC buyer)

i. Scenario 1: Required to submit through Attached Site Visit Registration Form

1. Download Site visit document

2. Fill in the Form

3. Upload and return the filled form on EPRO

ii. Scenario 2: Required to Submit through Online Site Visit Registration Form

1. Fill in the online form and submit
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Submit RFQ/Tender Briefing Registration

Scenario 1: Required to submit through 
Attached Site Visit Registration Form
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 Step 1: Click “here” to download the Registration Form for Site Visit.
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d. Submit Site Visit Registration 
Scenario 1. Submit via attachment

1



 Step 2: Fill in the Registration form in your computer

 Step 3: Click “Submit Registration Form for Site Visit”
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d. Submit Site Visit Registration 
Scenario 1. Submit via attachment

2



 Step 4: Click “Choose file” and upload the completed Registration Form.

 Step 5: Click “Submit Registration Form for site Visit”
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d. Submit Site Visit Registration 
Scenario 1. Submit via attachment
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Step 6: The submission history will be shown as below.
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d. Submit Site Visit Registration 
Scenario 1. Submit via attachment



Submit RFQ/Tender Briefing Registration

Scenario 2: Required to Submit through Online 
Site Visit Registration Form
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d. Submit Site Visit Registration 
Scenario 2. Submit via online form

 Step 1: Click “Submit Registration Form for Site visit” for Registration form for Site Visit
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 Step 2: Fill the information below 

 Step 3: Click “Submit Registration Form for Site Visit”
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d. Site Visit Registration 
Scenario 2. Submit via online form



Step 4: The submission history will be shown as below.
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d. Submit Site Visit Registration 
Scenario 2. Submit via online form



Express of Interest (EOI) / 
Pre-Qualification

a. Submit Reply Slip
b. Submit NDA/NDU (Non-Disclosure Agreement/ 

Undertaking) (If Required)
• Please refer to the self-learning corner NDA/ NDU submission section

c. Access EOI document 
d. Submit Site visit Registration (If Required)
e. EOI Submission 
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e. EOI Submission 
 Step 1: Click “Submit Interest / Submit Not Interest”.
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 Step 2: Choose “We are interested in submitting the proposal and quotation for 
captioned project.”  Document section will be displayed after that

 Step 3: Click “Choose File” to upload file. 
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e. EOI Submission 
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e. EOI Submission 
1. File name:

a. File name extension should be in .ai, .pdf, .xls, .xlsx, .doc, .docx, .ppt, .pptx format.

b. All file names must be in English. Only the following characters are accepted (a-z, A-Z, 0-9), 
underscore "_", full stop ".", hyphen "-", ampersand “&", left parenthesis "(" and right parenthesis ")".

c. The file name cannot contain space.

2. The total document size for each upload is limited to 900 MB.

3. At least one document must be uploaded to each folder(e.g EOI Form, Qualification / License)

4. Please uncheck any file which will not be submitted 

5. If you want attached more file to the folder please click “More Files”
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e. EOI Submission 
 Step 4: Click “Request One-time Password (OTP)”.
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e. EOI Submission 
 Step 5: Tick the checkbox to acknowledge the important notes. 

 Step 6: Fill in the One-Time Password sent to your email. 

 Step 7: Click “Submit”
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1. Please check the attached 
documents under each folder

2. If the document need to be 
updated, click “Cancel” at the 
bottom and you will be back to 
the previous page to change the 
attachments 

5
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e. EOI Submission 
1. System will show the success message of submission

2. The submission history will be shown as below.

3. Your submission is finished and HKJC buyer will evaluate your EOI 
submission and will further notify/invite you if you are shortlisted to our 
RFQ/ Tender exercise.
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e. EOI Submission 
4. You will receive an email for the transmission history of the EOI/PQ.
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