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AGENTS WHO WISH TO BECOME A RECRUITER FOR THE EMSB WILL BE CHARGED A FEE TO PURCHASE THE 

APPLICATION DOCUMENTS AND TO SUBMIT THEIR APPLICATION ELECTRONICALLY.   
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STEP 1 - CREATING AN SEAO ACCOUNT 

1. ACCESS THE WEBSITE AT https://seao.gouv.qc.ca/avis-du-jour 

2. TO SWITCH THE LANGUAGE, EITHER USE GOOGLE TRANSLATE OR CLICK ON “ENGLISH” ON THE TOP RIGHT. 

3. CLICK ON “SIGN IN”. 

 

 

4. CLICK ON “I ACCEPT” TO AGREE TO THE REQUEST FOR PRIVACY POLICY. 

 

https://seao.gouv.qc.ca/avis-du-jour
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5. CLICK ON “CREATE AN ACCOUNT” 

 
 

6. ENTER THE REQUIRED DETAILS TO CREATE YOUR ACCOUNT.  TICK ON THE CHECKBOX TO ACCEPT THE TERMS OF USE.  ONCE 

COMPLETED, CLICK ON “FOLLOWING.” 

 

User Name =  do not add any spaces 

Email address = Professional email is 

recommended 
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7. YOU WILL BE SENT A SECURITY CODE TO YOUR EMAIL ACCOUNT.   

A. ENTER THE NUMBER IN THE “SECURITY CODE” BOX. CLICK ON “FOLLOWING”.   

B. THE WINDOW CONFIRMING YOUR ACCOUNT CREATION SHOULD APPEAR.  CLICK ON “ACCESS THE SERVICE”. 

 

A.  B.   

 

8. FROM THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON “ADD A SUPPLIER ORGANIZATION”. 
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9. FROM THE “OFFERED SERVICES” WINDOW, CLICK ON “CHOOSE” UNDER “BASIC SERVICES.” 
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10. FROM THE “ADD A SUPPLIER ORGANIZATION” WINDOW, ENTER THE DETAILS OF THE ORGANIZATION, USER AND ADDRESS  

 

                   
 

                  

• Click on YES if your company is in Quebec. 

o Enter the NEQ number and click on Validate 

o Organization Type = Supplier, contractor or 

service provider 

o Organization Name =  Company name registered 

with Quebec 

o Website = enter the weblink of your company, if 

applicable 

• Click on NO if your company is outside of Quebec 

o Organization Type = Supplier, contractor or 

service provider without a business location in 

Quebec 

o Organization Name = Company name registered 

with Quebec 

o Website = enter the weblink of your company, if 

applicable 
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11. ONCE YOU HAVE ENTERED ALL MANDATORY FIELDS INDICATED BY *, CLICK ON “NEXT”. 

 

 
 

12. TICK THE CHECKBOX TO CONFIRM YOU HAVE READ AND UNDERSTOOD THE TERMS OF USE AND CLICK ON “ACCEPT THE TERMS”. 
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13. YOUR ACCOUNT HAS BEEN CREATED.  CLICK ON “CHOOSE A USER PROFILE.” 

 

14. YOUR ACCOUNT IS AUTOMATICALLY SET-UP WITH THREE ROLES:  SPECIALIST USER, COORDINATOR AND ACCOUNTING. 
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STEP 2 - ADDING A NEW ROLE TO YOUR PROFILE FOR ELECTRONIC SUBMISSIONS 

1. ON THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON “COORDINATOR” ROLE AND IT WILL DIRECT YOU TO “MY SEAO”  

 

2. FROM THE ‘MY SEAO” WINDOW, CLICK ON THE “ORGANIZATION” TAB AT THE TOP. 
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3. FROM THE “USERS” WINDOW, CLICK ON “ADD USER”. 

 

 

4. SELECT “ELECTRONIC BID SUBMISSION” AS THE TYPE OF ROLE TO ADD TO YOUR ORGANIZATIONS USER PROFILE. 
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5. THE “CONTACT INFORMATION” WINDOW WILL OPEN.  ENTER ALL MANDATORY FIELDS AND CLICK ON “SAVE”.   

THE “USERS” WINDOW WILL OPEN AND THE “ELECTRONIC BID SUBMISSION” ROLE WILL BE ADDED TO YOUR ORGANIZATION’S 

PROFILE. 

  

 

6. GO BACK TO THE “CHOOSE A USER PROFILE” WINDOW BY CLICKING ON     AT THE TOP RIGHT. 
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STEP 3- ADDING YOUR PAYMENT INFORMATION 

1. FROM THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON THE “ACCOUNTING” ROLE.  IT WILL REDIRECT YOU TO “MY SEAO”. 

 

… 

 

2. A) FROM THE MY SEAO WINDOW, CLICK ON THE “ORGANIZATION” TAB AT THE TOP OF THE WINDOW  

B) FROM THE “METHOD OF PAYMENT” WINDOW, CLICK ON “ADD CREDIT CARD” 

C) FROM THE “INFORMATION” POP-UP, CLICK ON “OK” TO PROCEED TO THE THIRD PARTY PAYMENT SYSTEM. 

A)  
 

B)  C)   

 



 
6000 Fielding Avenue, Montréal, Québec, H3X 1T4 

 

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD 
 

13 
 

ENTER THE DETAILS OF YOUR CREDIT CARD IN THE REQUIRED FIELDS AND CLICK ON “SUBMIT”.  YOUR CREDIT CARD IS APPROVED IF A 

“TRANSACTION APPROVED” WINDOW OPENS.  YOUR CREDIT CARD INFORMATION WILL BE REGISTERED WHEN YOU RETURN TO YOUR 

“METHOD OF PAYMENT” WINDOW. 

         

 

      

Select which credit card to apply to the 

“Payment Methods for Deferred Transactions” 

 

1234****1234            Jane Doe                              10/27 
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STEP 4- PURCHASING THE QUALIFICATION NOTICE IN SEAO 

1. ON THE “CHOOSE A USER PROFILE” WINDOW, CLICK ON THE “SPECIALIST USER” ROLE. 

 

2. FROM THE MY SEAO WINDOW, CLICK ON THE SEARCH ICON ( ) ON THE TOP RIGHT. 

 

 

3. ENTER THE NOTICE NUMBER IN THE SEARCH BAR AND CLICK ON THE MAGNIFYING GLASS.  IF YOU DO NOT KNOW THE NOTICE 

NUMBER, ENTER “COMMISSION SCOLAIRE ENGLISH-MONTREAL”. 

 
 

  

PSXXX-XX or Commission scolaire English-Montreal 

 

 

 

 



 
6000 Fielding Avenue, Montréal, Québec, H3X 1T4 

 

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD 
 

15 
 

4. THE “SEARCH RESULTS” WINDOW WILL PROVIDE THE MATCHING NOTICE NUMBER OR A LIST OF NOTICES FOR THE EMSB.  IDENTIFY 

THE CORRECT NOTICE AND CLICK ON “ORDER”. 

 

5. THE “CART” WINDOW WILL OPEN AND THE DETAILS OF THE NOTICE WILL BE DISPLAYED.  ENSURE YOU CHANGE THE BELOW DETAILS 

BEFORE PROCEEDING FOR PAYMENT. 

A. TRANSMISSION MODE = DOWNLOAD (FOR EACH) 

B. RECEIVE ADDENDA RELATED TO THIS NOTICE = YES 

C. DISPLAY MY ORGANIZATION’S NAME IN THE LIST OF ORDERS = YES 

 

Notice Name 
Notice Number – Commission scolaire English-Montreal 

Notice Number 

A. 

B. 

C. 
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6. THE “DOCUMENT COSTS” SECTION WILL AUTO-POPULATE YOUR PROFILE INFORMATION. SPECIFY THE CHOICES IN THE REQUIRED 

FIELDS.  ONCE COMPLETED, CLICK ON “VALIDATE ORDER”. 

 

1. Payment Method:  Select the credit card you registered 

or enter a new payment method. 

 

2. Choose: None = No notification OR Email = notification 

with $1.00 charge each time 

 
 

3. Choose EMAIL to be notified of any changes to the 

notice.   

 
 

 

4. Addenda Transmission Mode = EMAIL 

Jane Doe 

 

$xx.xx 
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7. ON THE “VALIDATE YOUR ORDER” WINDOW, REVIEW THE DETAILS AND CLICK ON “CONFIRM ORDER” AT THE BOTTOM. 

 

 

 

8. IF YOU DID NOT SET-UP YOUR PAYMENT METHODS, YOU WILL BE RE-DIRECTED TO THIRD PARTY PAYMENT SYSTEM TO ENTER YOUR 

CREDIT CARD DETAILS.  ONCE THE PAYMENT IS APPROVED, YOU WILL RECEIVE A CONFIRMATION EMAIL FROM SEAO. 

 

Notice Name 
Notice Number – Commission scolaire English-Montreal 

Notice Number 
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STEP 5 – ACCESS AND DOWNLOAD THE APPLICATION DOCUMENTS FROM SEAO 

1. IN THE “CHOOSE A USER PROFILE”(  )WINDOW, ENSURE YOU ARE IN THE “ROLE VIEW” TAB AND CLICK ON THE “SPECIALIST 

USER” ROLE. IT WILL OPEN THE WINDOW FOR “MY SEAO.” 
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2. FROM THE “MY SEAO” WINDOW, ON THE LEFT SIDE OF THE SCREEN CLICK ON “ORDER HISTORY”.  A LIST OF YOUR ORDERS WILL 

APPEAR AT THE BOTTOM.  CLICK ON THE “TRANSACTION NUMBER” TO ACCESS THE ORDER DETAILS.  IF YOUR LIST OF ORDERS DO 

NOT APPEAR, USE THE FILTERS TO NARROW DOWN YOUR SEARCH. 

 

 
 
 

 

123456

7 
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3. THE “ORDER” WINDOW WILL OPEN.  CLICK ON “DOWNLOAD ALL DOCUMENTS OF THIS NOTICE (.ZIP)” 

 

4. ACCESS YOUR DOWNLOAD FOLDER AND EXTRACT/OPEN THE DOCUMENTS FROM THE ZIPPED FILE.  SAVE THE DOCUMENTS ON YOUR 

DESKTOP OR IN AN ACCESSIBLE FOLDER.   

 

5. THE FILE INCLUDES THE FULL AGREEMENT, CLAUSES AND APPLICATION DOCUMENTS.  READ AND FILL IN ALL 

REQUIRED DOCUMENTS IN THE QUALIFICATION NOTICE AND SAVE THE DOCUMENTS IN ONE PDF FILE. 
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AGENTS WHO WISH TO SUBMIT THEIR APPLICATION ELECTRONICALLY TO BECOME A PARTNER WITH THE ENGLISH 

MONTREAL SCHOOL BOARD WILL BE CHARGED AN ELECTRONIC TRANSMISSION FEE OF $30.00 PLUS TAXES. 

STEP 6- TEST TRIAL- SUBMITTING TENDERS ELECTRONICALLY 

BEFORE SUBMITTING YOUR APPLICATION, COMPLETE THE “TEST TRIAL” FOR SUBMITTING A TENDER ELECTRONICALLY. YOU ONLY NEED TO 

COMPLETE THIS STEP ONCE.  ONCE THIS STEP IS COMPLETE, YOU CAN PROCEED TO SUBMIT YOUR APPLICATION THROUGH SEAO.   

1. TO COMPLETE THE “TEST TRIAL”, FOLLOW THE BELOW STEPS: 

 

A. ON THE “MY SEAO” WINDOW, CLICK ON THE “ELECTRONIC TENDERS” 

 

B. CHOOSE A PAYMENT METHOD 
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C. AT THE BOTTOM OF THE WINDOW, CLICK ON “REGISTER” 

 

D. TICK THE CHECKBOX AND CLICK ON “ACCEPT” 

 

 

2. FROM THE “BID SUBMISSION (PRACTICE)” WINDOW, SCROLL TO THE BOTTOM OF THE SCREEN, TICK THE CHECKBOX AND CLICK ON 

“CONTINUE”. 
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3. FROM THE “DECLARATION CONCERNING THE REPRODUCTION OF DOCUMENTS SUBMITTED ELECTRONICALLY” WINDOW, ENTER THE 

REQUIRED FIELDS. 

 

Scanner(s) used (brand, model) 

• Enter your scanner information. Ex. 
Scanjet 5000s, XX1234 

 
Scanner used = Default 
 
 
Guarantee of Processes regarding the 
preservation of integrity = Default 
 
 

 

ENTER YOUR NAME 

Tick the checkbox and click on “Continue” 



 
6000 Fielding Avenue, Montréal, Québec, H3X 1T4 

 

AGENT APPLICATION PROCESS WITH THE ENGLISH MONTREAL SCHOOL BOARD 
 

24 
 

4. FROM THE “BID SUBMISSION” WINDOW, CLICK ON “SELECT FILE” AND CHOOSE A PDF FILE FROM YOUR DESKTOP.  TICK ON THE 

CHECKBOX AND CLICK ON “SEND TENDER”. 

 

5. THE “TEST DEPOSIT CONFIRMATION (PRACTICE)” WINDOW WILL OPEN.  THIS CONFIRMS YOU SUCCESSFULLY COMPLETED THE TRIAL 

TEST TO SUBMIT YOUR APPLICATION ELECTRONICALLY.   

 

The red box indicates your submission was a 

TEST.  If you would like to send your 

application, you must search for the notice 

and click on the “Submit a Bid”. 
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STEP 7- SUBMIT YOUR APPLICATION ELECTRONICALLY THROUGH SEAO 

1. LOG INTO YOUR SEAO ACCOUNT.  FROM THE “CHOOSE YOUR USER PROFILE” ( ) WINDOW, SELECT “ELECTRONIC BID 

SUBMISSION” FROM THE “ROLE VIEW” TAB.   

 

2. PERFORM A SEARCH OF THE NOTICE NUMBER OR ENTER “COMMISSION SCOLAIRE ENGLISH-MONTREAL” AND CLICK ON THE SEARCH 

ICON. 

 

3. IN THE SEARCH RESULTS WINDOW, LOCATE THE CORRECT QUALIFICATION NOTICE AND CLICK ON “SUBMIT A TENDER.” 

 

Enter the NOTICE NUMBER or Commission scolaire English-Montreal 
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4. THE SYSTEM WILL REDIRECT YOU TO SUBMIT YOUR APPLICATION ELECTRONICALLY.  THE BELOW STEPS ARE THE SAME STEPS FROM 

THE TRIAL TEST PERFORMED FROM STEP 4- TEST TRIAL. 
a. FROM THE BID SUBMISSION WINDOW, AT THE BOTTOM OF THE WINDOW, TICK THE CHECKBOX AND CLICK ON “CONTINUE”. 

b. FROM THE “DECLARATION CONCERNING THE REPRODUCTION OF DOCUMENTS SUBMITTED ELECTRONICALLY” WINDOW, FILL IN ALL 

REQUIRED FIELDS.  TICK ON THE CHECKBOX AND CLICK ON “CONTINUE”. 

c. CLICK ON “SELECT” TO UPLOAD YOUR APPLICATION.  ENSURE ALL DOCUMENTS HAVE BEEN SCANNED INTO ONE PDF FILE. 

i. CURRICULUM VITAE OR COMPANY PROFILE 

ii. ONE REFERENCE/RECOMMENDATION LETTER DEMONSTRATING RECRUITMENT EXPERIENCE 

iii. SERVICE PROVIDER REPRESENTATIVE IDENTIFICATION FORM 
iv. APPENDIX 1A - COMPLETED APPLICATION FORM 
v. APPENDIX 2 - INTEGRITY DECLARATION STATEMENT OF THE TENDERER 

vi. APPENDIX 3 - COMMITMENT OF THE SERVICE PROVIDER 

vii. ATTESTATION OF REVENUE QUÉBEC, IF YOU HAVE AN ESTABLISHMENT IN QUÉBEC. 
viii. APPENDIX 4 - ABSENCE OF ESTABLISHMENT IN QUÉBEC, IF YOU DO NOT HAVE AN ESTABLISHMENT IN QUÉBEC WHERE 

THE SERVICE PROVIDER OPERATES PERMANENTLY 
ix. APPENDIX 5 – CONFIDENTIALITY AGREEMENT 
x. APPENDIX 7 – CERTIFICATE OF DESTRUCTION OF PERSONAL AND CONFIDENTIAL INFORMATION 

xi. APPENDIX 8 – DECLARATION CONCERNING A JUDICIAL RECORD 
xii. ALL OTHER FORMS AND APPENDICES TO BE COMPLETED 

d. TICK THE CHECKBOX AND CLICK ON “SEND TENDER”.  THE “DEPOSITED SUBMISSIONS” WINDOW WILL OPEN AND IT WILL CONFIRM 

YOU HAVE SUBMITTED YOUR APPLICATION ELECTRONICALLY. 
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STEP 7 – SUBMIT YOUR AGENT APPLICATION BY MAIL 

IF YOU HAVE SUBMITTED YOUR APPLICATION ELECTRONICALLY THROUGH SEAO AND RECEIVED A CONFIRMATION, YOU 

DO NOT NEED TO SEND YOUR DOCUMENTS BY MAIL. 

 
1. IF YOU CHOOSE TO SEND YOUR APPLICATION BY MAIL, SEND ALL REQUIRED DOCUMENTS DULY COMPLETED TO THE ADDRESS BEFORE THE 

CLOSING DATE. 

COMMISSION SCOLAIRE ENGLISH MONTREAL 
ATTN:  TINA RUSSO 

6000 AVENUE FILEDING 
MONTREAL, QUEBEC, H3X 1T4 

 
2. YOU MAY ADDRESS ANY QUESTIONS REGARDING THE SEAO PLATFORM BY EMAIL TO THE BELOW CONTACT. 

 
COMMISSION SCOLAIRE ENGLISH MONTREAL 

TO THE ATTENTION OF MS. TINA RUSSO 
TRusso@emsb.qc.ca 

 

 

 

 

YOU HAVE NOW COMPLETED SEAO APPLICATION PROCESS FOR THE INTERNATIONAL STUDENT PROGRAM DEPARTMENT 

WITH THE ENGLISH MONTREAL SCHOOL BOARD.  THE RESPONSIBLE WILL REVIEW YOUR APPLICATION AND DOCUMENTS AND 

WILL BE IN CONTACT FOR NEXT STEPS. 
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