
1. Creating Additional Users 

Note: Multi-users allows you to setup other individuals 
within your organisation to also respond to tenders. 

 
These multi-users can then receive any auto alerts 

(communications from eSourcing NI) regarding specific 
tenders. 

 
Multi users gives you the flexibility of allowing key 

individuals to complete different sections of any one 
particular tender. (e.g. Health and Safety, Finance, 

Equal Opportunities etc.) 
 

1.1 To begin creating a multi user, click the ‘Manage 
user’ link. 



1.2 Click ‘Create’ to enter the details of 
the  additional multi-user. 
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1.3 Enter the ‘user details’ on this new 
user form and click ‘Save’. 

 
Note: This form will ask you to specify a 

username. Please ensure it is memorable 
to the new  user. 

We suggest first initial and surname e.g. 
JSmith 



1.4 Once you have completed the ‘new 
user’ form you will need to assign user 

rights for the multi-user. 
 

Click ‘View User Rights’ to define these 
rights. 
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Note: As a default the portal will not 
assign any user rights for multi users. To 

ensure the multi-user has adequate levels 
of access to tenders you must edit their 

user rights. 
 

1.5 Click ‘Edit’ to assign user rights. 
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1.6 Amend the user rights by selecting the 
relevant 

options from the drop down lists 
provided. 

 
Once complete click ‘Save’. 

 
This has now successfully created a multi 

user with adequate levels of access. 
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If you require assistance with managing 
additional users or multiple users, please 
contact the BravoSolution Helpdesk:  
 

Opening hours: 8am – 6pm Mon - Fri  

Email: help@bravosolution.co.uk 

Telephone: +44 (0)800 368 4850 

     +44 (0)203 349 6601  
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