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INFORMATION AND INSTRUCTIONS FOR ACCESS AND SUBMITTING THE OFFER VIA THE 
ELECTRONIC BIDDING PLATFORM 
 

Access to the Electronic Bidding Portal 
 

The link through which the bidder should access the Bidding Portal is the following: 
 

https://portallicitacion.fnmt.es/ 

 
 

The compatible browsers are the following: 
 

 

 
 

https://portallicitacion.fnmt.es/
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Locating a dossier 
 

A.- A dossier of any kind for which you can bid freely without invitation (Open, Restricted, Negotiated WITH 
advertising, lesser PUBLIC procedures, etc.) 
 

Access to the information on and section for submitting offers in a file of this type is available on the home screen of 
the Electronic Bidding Portal (List of calls for tender). This is why, if you are in any other window of the Electronic 
Bidding Portal, just press “Start” or the “Procedures” option of the menu. 

 


B.- Dossiers for which you bid with prior invitation (Negotiated WITHOUT ADVERTISING, lesser procedures, etc.) 
To access the information and request for a dossier for which you are bidding with prior invitation, the steps are the 
following:  
 
1. On the home page, press on the “Private Access” option and then press on the “Select certificate” button or “Access 
with password”. Depending on the Authority, you have the two access options or only one of them.  
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When selecting the “Select certificate” option, the Portal will 
ask you to select the certificate with which you are registered.  
VERY IMPORTANT: You must have an electronic certificate, 
whether a physical or legal one.  
- If physical, the certificate should show the Tax ID No. of the 
person registered as the company’s representative.  
- If legal (or of the representative), the certificate should show 
both the company Tax ID Code and the Tax ID No. of the 
person submitting the offer.  
In both cases, the person submitting the offer must have 
powers to submit offers. Should they not have them, the 
Bidding Portal will accept the submission of the offer, but it will 
be the Procurement Board which will then decide whether or 
not the offer is valid. On occasion the person performing the 
procedure of submitting the offer is an administrative assistant 
or technician who does not have these powers. They may 
submit the offer with their certificate but the attached 

documentation must be signed by the person/s with the powers to submit offers. 
 
2. And all dossiers will be shown in which the bidder is participating or has previously participated.  

 
 
 
 
3. Access to the private area by means of a password. To access the Portal’s private dossiers by password you first have 
to register in the Business Registry.  
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4. In the Register you must enter the Company’s basic information, contact details and business profile so that the 
authority can contact you and send you notifications on bids that have to do with the information in your profile and 
that could be of interest to you.  
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Submitting offers 
 
To submit an offer through the Electronic Bidding Portal, you need to first locate the dossier for which you aim to bid.  
 
Once located, the steps would be the following:  
 

1. Access the dossier and press the “Access” button  

 
 
 
2. Download the envelopes application that will later allow you to draw up the offer and submit it.  
Downloading the envelopes application should only be done once, in the first submission from that device of an offer 
to the authority, by pressing the “Download application for submitting offers“ button. 

 
 
A new screen comes up, giving information on how the application works and reminding you of the technical 
requirements that must have been verified initially. It also allows you to again Validate the certificate you will use in 
submitting the offer.  
On this screen press the “Download application” button. 
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When you press the “Download application” button, a window like this one will appear: 
 

 
 
the application will download, leaving an icon on the desktop of the bidder’s device: 
 

 
 
 
3. Once the application is downloaded, you need to download the request for the dossier for which you want to submit 
the offer. 
 
To do this, by pressing the “Back” button on the top menu you can return to the previous page, where you will press 
the “Download request” button that will open directly with the previously downloaded offer submission application.  
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Description of the envelopes application  
(Submission of Offers) 

 
1. Initial screen describing the process  

 

 
 
 
 
2. Selection of the type of personality in which the offer as bidder will be submitted.  
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3. Fill in all the contact details:  

 

 
 
The Company’s Tax ID Code and the representative’s Tax ID Number should be entered without hyphens or blank 
spaces. Both the Tax ID Code and the Tax ID Number have to match those of the certificate that will be used to 
submit the offer. Otherwise an error will then appear when the initial registration is made. 
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4. And in the next screen select the certificate you will use for signing the submission of the offer. To do this, select the 
corresponding Representative on the table and then press the “Select certificate” button.  
 

VERY IMPORTANT: You need to have an electronic 
certificate, which can be either physical or legal.  
- If physical, the certificate has to show the Tax ID No. 
of the person responsible for submitting the offer.  
- If legal (or of the representative), the certificate has 
to show both the company’s Tax ID Code and the Tax 
ID Number of the person responsible for submitting 
the offer.  
In both cases, the person submitting the offer must 
have the powers to submit offers. If they do not have 
them, the Bidding Portal will accept the offer 
submission but it will be the Procurement Board that 
will then decide whether or not the offer is valid.  
On occasion the person submitting the offer is an 
administrative assistant or a technician without 
powers. They can submit the offer with their 
certificate, but the attached documentation must be 

signed by the person/s with powers for submitting offers. 
5. Then, on the next screen, when pressing Next the bidder will register in the bid for the dossier:  
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6. Successful result of registration  
 

 
Once the bidder’s registration has been made for that dossier, a window will be shown where you can add the 
information and the documents requested for each criterion. If you close the application, any information added will 
be stored and you may continue the process at the time that suits you best as the bidder. 
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The top buttons will be enabled as the submission progresses in order to make the process intuitive and simple. 
 

 
 


Validate offer  
This button can be pressed at any time to check which criteria have not yet been entirely completed. Those still 
incomplete will appear in red and those to which the required information and documentation has been added will 
appear in green. They appear in orange when the application is issuing an alert, but it allows you to continue the 
process and close the offer.  


Close offer 
Once all the criteria have been correctly filled in and the offer has been validated, this button closes the offer, 
creating the encrypted dossier that will then be sent to the authority.  
Once the offer is closed, modifications can be made to it (Reopen offer) but the offer will need to be closed again 
before submitting it.  


Submit offer  
This option is the one that actually submits the offer to the authority, sending the dossier created when closing the 
offer.  


Save copy  
Saves a copy of the dossier obtained when closing the offer, although it is not possible to view it because it is 
encoded.  
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

Proof of submission  
This provides proof of the offer having been submitted. 
 

 
VERY IMPORTANT: 

The offer has NOT been submitted with the “Close offer” option. You 
need to continue the process by pressing on the “Submit offer” button. 
 


