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Whatis eTendering & why use it?

eTendering is the use of secure web-based collaborative tools by
procurement professionals and suppliers to conduct the strategic
activities of the procurement lifecycle online.

» Some of the benefits for Tender applicants are:

» Secure environment available 24x7 via the internet

» Instant online publication saves time and reduces printer and
courier costs.

» Fully auditable

» Reduced carbon footprint

€ 2008 BrawaSolution - All rights Reserved
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How to access the eTendering portal

» The eTendering portal isaccessibleto anyonewitha
computerand a reliable Internet connection.

To access the eTendering portal you will need the following
minimum system requirements.

» If using a PC you will need to use a minimum of internet
Explorer 6+

» If using a Mac, we recommend using Firefox rather than
Safari.

» We recommend that the latest version of Java installed

€ 2008 BrawvoSolution - All rights Reserved



BravoSolution

mmw Dbuying The eTendering Portal is available FREE
-SOIUtIOnS the national procurement partner for UK public services to a” Suppllers’ System requwements are

home aboutus products services categories frameworks & agreements suppliers ITa news & events

minimal (PC, IE 6+, internet access)

Welcome to Buying Solutions eSourcing Service

username This website provides 3 suite of collaborative, web-based tools that enable procurement profeseionals and
suppliers to conduct the strategic activities of the procurement lifecycle over the intermet. it provides a simple,

password secure and efiicient means for managing tendering activities reducing the time and effort required for both buyers . . P . . ,
Gal and suppliers. T R t I k CI k h t t

Click here to register! > 0 egIS er C IC Ic ere o regls er y

Forgot your password? >]

Opporturiies and Notices fill out the mandatory fields, click ‘Save’

» View current o and notices

Useful Links * Wiew past opportunities and notices
W Vo e san Garimes o and your username and password to log
SIMARP L} . - .
'(I:;lfwg)em Electronic Daily - eSourcing Helpdesk N wi “ be emal Ied tO yOU .

Need assistance?
CIPS a Please contact our eSourcing Helpdesk info

P 0B00 365 4550
S0PO 2 Erlll‘::iel help@bravosalution. co. uk
Constructionline L]

The portal is fully compliant with EU
procurementlegislation, confidential and
independently security accredited.

A Buying Solutions service provided by BravoSolution - @ ion - Systern Reguirements - Terms and Conditions

WARNING: Do not proceed ifyou are not an Authorised User. This application is protected by appropriate security reasures. Access to and use is restricted to Authorised
Users only. Any attempt to USe this system in a manner not authorised or any attemptto alter, destroy or damage any Information contained within it may constitute a
breach ofthe provisions of the Computer Misuse Act 1980 andior other legislation and shall leave the user liable to both criminal and civil proceedings. Itis strictly
forbidden to atternpt to access this systern using any third party's logon identity. Anvone using this systern consents to active monitoring for security policy compliance
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1. Accessing the PQQ/ITT

Thig website provides a suite of collaborative, web-based toals that enable procurement professionals and
suppliers to conduct the strategic activities of the procurement lifecycle over the internet. It provides a simple,

secure and efficient means for managing tendering activities reducing the time
and suppliers.

N\
0 N, L :
ppor'u@tles and Notices

s ey curren@nnnunities and nhotices
o i past Dnnnnﬁjties and notices
« Miew current pan-gdvernment advertised oppotunities

\
eSourcing Helpdesk \

enteryour username and password in
order to access your Projects/PQQs/ITTs.

A Buying Solutions service provided by BravoSolution - @ BravoSolution - Systerm Reguirements - Terms and Conditions
WARHNING: Do not proceed ifyou are not an Authorised User. This application is protected by appropriate security measures. Access to and use is restricted to Authorised
IIzers only. Any attermpt to use this system in a manner not authorised or any attempt to alter, destroy or damadge any Information contained within it may constitute a
breach of the provisions of the Computer Misuse Act 1890 andfor other legislation and shall leave the user liable to hoth criminal and civil proceedings. Itis strictly
farhidden tno atemntto access this systern usindg any third pare's looon identite. Anvone usino this swstem consents to active maonitoring for security nolicy comaliance

and effart required for bath buyers
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1. Accessing the PQQ/ITT

User profile Thank you for registering on OGChuying.sol

Log Out

This service provides a secure and efficient means for you to engage in Tender "Projects” with our Buyers.

Registration data o , , , o .
Pre-Clualification Cluestionnaires for new EU procurements are available by clicking on "POGs Open to Al

Madify password suppliers”

Multi user

ere you can download any
1.2 Open Access PQQs/ITTs is a list of projects that are ‘Open’ to

any registered supplier to view and participate in.

- g you to view and respond
Selbircing ineljpolzsle My PQQs/ITTs are projects specific to you — either you have been
invited into or have previously expressed interest — click ‘My PQQs’

or ‘My ITTs’ to view them...

Need assistance?
Please contact our =0
Helpdesk info:

Phone: 0800 363 45850
E-mail:

page allows you to express

A free hel&esk i5 available to support you in using this service. If you require any assistance then please contact
the helpdes\as z0an as possible.

\
My F’mcure}uent Projects

help@@bravosolution.co.uk

[}

Call me backl

Dashhoard

File Sharing
Projects
Pre-Gualification Guestifhnaires (PAGS)
» My POCS
v POGs Open to All Suppliers
Irvitations To Tender (ITTs)
» My [TTs
» [TTs Open to All Suppliers
Mctinne

Supplier Help

FAQS

=

=

supplier's Help

- ® & ® & ® & & = ®



Main Page | Logout | Mavigation hints 07

| ITTs || Auctions || Contracts

Welcorne: Fitzgerald Lucy
Time Zone: GMT DST

1. Accessing the PQQ/ITT

My POOs |, Search/Filter @ Export List to Excel Help for Suppliers .
My PQQs
PQQs Open to All Suppliers PO Code |PQG Title Froject Buver Organization PO Tirme Lirnit for Expressing .
POQs Open to All Suppliers Code: Statusz Interest
1pgq_ 14533 Pog for the Provision of Cleaning project_2532 Svnergy Solution Running 27/08/2010 12:00
Services
2pgg_14536 Stationery project_2550 MegaBuyer Rumming 2%/08/2010 12:00
3pgq_14522 Differences Training TM project_2531 MegaBuyer Running 31/08/2010 12:00
[l
4pqq_ 14496 Haval SHifT™ sy — project_ 2468 Bravo Running 11/09/2010 12:06&
—y
Spgq_l4526 AP - Approval project_2370 Brava Running 20/0%/2010 12:00
6 pgg_14520H&5 PO project_9531 aBuyer Running 29/10/2010 12:00

7pgq_l4419 Hurneric field check

Spgq_14494 Subrmit vour bazic cong
information

Total: 8 Page 1 of 1

project_2320ElizabaWg Test BuyerRunning

207042011 11

1.3 Click on the PQQ/ITT you wish to take part in

co COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~




Project : project_9550 - Supplier Demo - Stationery
PQQ: pqq_14536 - Stationery
Closing Date: 29/08/2010 12:00:00

1. Accessing the PQQ/ITT

| g’ Express Interest” % Cecide Later

y

||B] Printable View Cf ~y
Sy
Response Status -~
Response Status Response Mot Submitted To Buvyer \
Overview
POQ Code pgg_14536 \
PQO Title =Stationery

PO Description

Type of Supplier Access

PO Open to All Suppliers

Type of Procedure

Restricted Procedure - PQO

Wark Categary

Supplies

Response currency

GBP

Test FOOQ

Mo

Buyer Organisation

MegaBuyer

Buyer Mame

Buylots Christine

1.4 Review the information and then
click, ‘Express Interest’.

Allow =uppliers to Respond by Consortium ves
Contract information - Contract information
1|Cantract duration |Cnntract duration |4 years
Date & Time Information
Cptions for Wiewing Responses Sealed
End Date for Supplier Clarification Messages - Date
{dd/rmmy ey )
End Date for Supplier Clarification Messages - Time
Closing - Date (dd/mmdyyyy) 290872010
Closing - Time 12:00:00
Nurmber of Hours before Closing Time to black 0
Expressions of Interest
Envelopes
Qualification envelope Tes
Technical envelope ves
Commercial envelope Mo




Project : project_9550 - Supplier Demo - Stationery
PQQ: pqq_14536 - Stationery

Closing Date: 29/08/2010 12:00:00 1. Accessing the PQQ/ITT

| g’ Express Interest” % Cecide Later

||B] Printable Wiew of

Response Status

Response Status Response Mot Submitted To Buvyer

Overview

PQO Code pgg_14536
PQO Title =Stationery
PO Description

Plaase click (K bo Express Inbenest inthis ITT,
20 The ITT will mirve b your "My [TTs" avea, and you il have: the option boviee o ITT Detisks, dowrboad Buyer Attachments, send and naceive Messagss with the Buyer,

aned subenik your Resporse,
L= |

Allow =uppliers to Respond by Consorte® Yes

Contract information - Contract information
1|Cantract duration I |Cnntract duration 4 years

Date & Time Information

Cptions for Wiewiflg Responses Sealed

1.5 Click ‘OK’ on the pop up to my the PQQ/ITT

into your account.

Closing - Time 12:00:00

Nurmber of Hours before Closing Time to black 0

Expressions of Interest

Envelopes

Qualification envelope Tes

Technical envelope ves

Commercial envelope Mo
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Project : project 9550 - Supplier Demo - Stationery 1. Accessmg the PQQ/ITT
Closing Date: 20/08/2010 15
Closing Date: 29/08/2010 12:00:00

Settings Response last submitted on:
Wiew PO Settings

Warning: You have 1 unread Buyer Attachment({s). Please click here to read the file{s) before submitting

Buyer Attachments
Buyer attachrments: 1

My Response (}5
Status iz Response Mot Subritted To
Buyar

YoOUr response.

(B] Printable View o Help for Suppliers of

Messages
P Unread Meszzages (0]

Dacrnnca Statiic Dacranca hlat Subesitta 1Ty Bu'ﬁrer
User Rights Messags from webpage ¥
Manage uzer rights —

J} Yo hasve riow Expressed Inberest and imibed yourself bo particpite inkhis ITT. This enables vou bo dowrload army Buyer Aftachmenks, send and recive Messages with the

Response Status

Buryes, and respond b the IT1.
Pz cick "Craate Retponse” monder ko meate your respores, and then submt your compiebed response o the Buyer,
THPORTANT: Piease ersure thiat you submit your response b the Buyer befire the stabed Cosing Date B Time.

Lo ] -!

= Kl Fr

I Response currency GBP
I Test POO Mo

Buyer Organisation MegaBuyer

\ —
- Buyer Mame Buylots Christing

ﬁlnw Suppliers to Respond by Consortium ves

1.6 Click on ‘OK’. You will now be able to Contract duration 4 years
download any Buyer file Attachments, send and
receive messages with the buyer and respond to  ERSELEIEEIELELD

the event. sages - Date
dd/mm/yyyy)

End Date for Supplier Clarification Messages - Time
Closing - Date {(dd/mmdyyyy) 29/08/2010




Back To List | Logout | Navigation hints o' |

PO Details

Settings
Wiew PO Settings

Buyer Attachments
Buyer attac‘ments: 1

My Respons
Status is: Re‘u:unse Mot Submitted To

Welcome: Fitzgerald Lucy
Time Zone: GMT DST

Project : project 9550 - Supplier Demo - Stationery 2. Download AttaChmentS

PQQ: pgg_14536 - Stationery
Closing Date: 29/08/2010 12:00:00
Response last submitted on:

Warning: You have 1 unread Buyer Attachment({s). Please click here to read the file{s) before submitting

YOUr response.

4

@ Printable Wiew o

Help for Suppliers of

Buyar
Messages

b Unread Messa\es [

User Rights
A

Marnage uszer right

Response Status \

Response 3

2.1 Here you have a summary page

Overview \ showing a description, closing date and the

2.2 Click Buyer Attachments

status of the PQQ/ITT...

\ RSP  Also note the number of unread attachments

LFENCE TR e shown in top of the screen.

Ty [T P
Worl Cat

It is important to download ALL attachments
before completing your response. Attachments
contain key information and instructions on how
to submit a fully completed response. Please

Response cu

Tes

Buyer Qrgani

Buyer

_ click ‘attachments’...
Allow Suppliers to Respond by Consg

Contract information - Contract information

1|Contract duration

Date & Time Information

Options for Yiewing Responses Sealed

End Date for Supplier Clarification Messages - Date

(dd/mmdyyyy)

End Date for Supplier Clarification Messages - Time

Closing - Date {(dd/mmdyyyy) 29/08/2010




Welcome: Fitzgerald Lucy
Tirne Zone: GMT DST

Back Ta List | Logout | Navigation hints o

Project : project 9550 - Supplier Demo - Stationery 2. Download Attachments

Clodig bater 2970872010 1
Closing Date: 29/08/2010 12:00:00

Settings Response last submitted on:
Wiew PO Settingz

Path: root / Instructions for suppliers

Buyer Attachments

Buyer attachments: 1

My Response 2.3 Click ‘Mass Download’
Status is: Reszponsze Mot Submitted To [B] ettt W B Help far Suﬁers o

Buyer
\
Messages 4, Search/Filter [_ﬂ Mass Download @ Export List to Excel
P Unread Meszages (0]
Folder/File Name A |Description Size Last Modification Date

User Rights
Manage user rights I_ﬁ au,

1M | Supplier Quick Start Guide.daoc 256 kb |22/08/2010 11:08:47 _/.*"EF'rn:nper‘tiES

Total: 1 Page 1 of 1 Show: elernents

2 Top

e COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~

Please note ‘Mass Download’ downloads all the
documents at once. You will need Java to perform this

task. If your P.C. does not have Java you can download it
at www.java.com.




Welcome: Fitzgerald Lucy
Tirne Zone: GMT DST

Back To List | Logout | Navigation hints

Project: project 9550 - Supplier Demo - Stationery 2. Download Attachments
Closing Date: 29/08/2010 13
Closing Date: 29/08/2010 12:00:00
Settings Response last submitted on: 2370872010 10:23:29
Wiew POQ Settings
Buyer Attachments (}5

Buyer attachrments: 1

(B] Printable Yiew o Help for Suppliers o

My Response
Status is: Rezponze Submitted To
Buyer

&= Back

Messages |File name

Unread M 0
b tnread Messagas (0) @ Event _pog_144536 - Stationenyinstructions for supplierstSupplier_Guick_Start_ Guid. .
User Rights /

Manage user tights

Diwnload

2.4 Click Download

e COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~



Welcorme: Fitzgerald Lucy
Time Zone: GMT DST

Back To List | Logout | Mavigation hints of

WLEDIEN coye in: |3 u9sBfem BSUK
Settings Response las
View PQQ Settings ¢ [ u9saferr BSUK y
Buyer Attachments o= ] Bluetooth Software
Buyer attachrnents: 1 o
() Printable Vi o= [ Citrix
My Response
Status is: Responze Subritted To o= |j
Buyer [ Back o [ Fauffrites
o= [ My Pocuments
o (] il Menu Download
2.5 Select where on your local - T’ating Start_Guid...

machine you want to download all
thefiles to...

2.6 Click OK to confirm your QSOLUTION ~
— oK Cancel

download location




Welcome: Fitzgerald Lucy
Time Zone: GMT DST

Back To List | Logout | Navigation hints . |

2. Download Attachments

Project : project 9550 - Supplier Demo - Stationery
Closing Date: 20/08/2010 13
Closing Date: 29/08/2010 12:00:00
Settings Response last submitted on:
Wiew POO Settings
Buyer Attachments @5}’

Buver attachrnents: 1

(B] Printable Yiew o Help for Suppliers o

My Response
Status iz: Responsze Mot Submitted To

Buyer [ Back — -
ﬂesusaﬂejm - IFile narne — Dowhload
nrea essagjes
? @ Event _pog_144536 - Stationendinstructions for SupplierSISupplier_aumk_'ﬂmt Lid...
User Rights

\

2.7 Click ‘Back’ to go back to

Manage user rights

thefile list

e COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~



Welcome: Fitzgerald Lucy
Time Zone: GMT DST

Back To List | Logout | Navigation hints . |

Project : project 9550 - Supplier Demo - Stationery 3. Messages
Closing Date: 29/05/2010 1
Closing Date: 29/08/2010 12:00:00

Settings Response last submitted on:
Wiew POO Settings . .
Path: root / Instructions for suppliers

Buyer Attachments
Buver attachrnents: 1 J‘_&,

My Response
Status iz: Responsze Mot Submitted To (B] Printable Wiew o Help for Suppliers o

Buyer
Messages +, Search/Filter [_ﬂ Mass Download @ Expaort List to Excel
b Unrgad Meszages (0]
\ Folder/File Name i |Description Size Last Modification Date
User Right
Manage ushghts Lﬁ o
1 Supplier Suick Start Guide.doc 256 Kb 202010 11:08:47 __#.*"EF'ru:lperties
\ \ Total: 1 Page 1 of 1 Show: elements

\ e COPYRIGHT 2000 - 2010 BRANVOSOLUTION -

N\ 3.1 Click ‘Messages’ to be able to
) p— read and compose messagesin
relationyour tender.
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Project: project 9550 - Supplier Demo - Stationery 3. Messages
e S T
Closing Date: 29/08/2010 12:00:00

Settings Response last submitted on:
Wiew POQ Settings

Path: root / Instructions for suppliers

Buyer Attachments
Buyer attachments: 1 g{b

My Response
Status iz: Responsze Mot Submitted To [BJ Printable Wiew o Help for Suppliers o

Buyer
Messages 4 Search/Filter [_ﬂ Mass Download @ Export List to Excel
w Unread Meszages (0]
Folder/File Name A |Description Size Last Modification Date

Create Mezan gy

Received Mazzagas | ﬂ—

Sent Meszages 1] ISuppliMui“ar‘t Guide,dot 256 Kb (2270872010 11:08:47 ./.*"EF'rn:lperties

Draft Messages \

Total: 1 Page 1 of 1 Show: |zo0 | elements

Forwarded Meszages \

User Rights AT
[u]u]

Manage user rights \

010 BRAWOSOLUTION ~

3.2 Click ‘Create Message’ to
compose a message to the buyer

regarding your PQQ/ ITT.



Logout | Navigation hints of

Project : pre

Welcome: Fitzgerald Lucy
Time Zone: GMT DST

3.4 Click ‘Send Message’ (or Save 3. Messages

PQQ: pgq_1 as Draft’ to send later on)

Closing Date. zvjvofzu1u
Response last submitted on:

1L.UuL.uu

||E Zave As Draft || [F Send message % Cancel

Message

Subject | |

Message

3.3 Insert a relevant title, and

create your message

Characters available = |zooo

Attachrments [ 0 ]\.i.ﬁ.ttach

* |Recipient i

MegaBuyer \

Total : 1

N
N

~
~ COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~
~

Please note that you can add

attachments to your message (try
to keep them below 50mb in size)




Welcome: Fitzgerald Lucy
Tirne Zone: GMT DST

Back To List | Logout | Navigation hints

S — - 3. Messages / 4. Responding to
FOJect . projec supplier emao - Stauonery the PQQ/ITT

Closing Date: 29/08/2010 12:00:00
Response last submitted on:

Messages
w Unread Meszages (0] V{b

Craate Message (B] Printable Yiew o
Feceived Messages
" Sent Mass {3 SearchyFiter| | [ Create| @] Export List to Excel | | 5] M Report| |2 Print
=E=1H lin=1p o LLreate Xpa I5T TO EXCE B553085 REQOD Fin
Draft MESSEQ} i
Forwarded Messages - Recipient Date w |Subject Read by Recipient Replies
User Rights \ 1|MegaBuyer 24/08/2010 20:23 Clarification o o
Manage user tights ‘N Z|MegaBuyer 23/08/2010 10:35 Re: clarification 1 o

Tm: 2\ Page 1 of 1

Note that a record of your ‘Sent Messages’ is
kept...

T 2000 - 2010 BRAVOSOLUTION



Back To List | Logout | Navigation hints |

PQQ Details

Settings
View POQQ Settings

Buyer Attachments
Buyer attachrnents: 1

My Response
Status is: Regwe Mot Submitted To

Buyar —y
Y -_—

Messages
b Unread Messages (0]

User Rights
Manage user rights

Welcome: Fitzgerald Lucy
Time Zone: GMT DST

4. Responding to the PQQ/ITT

Project : project 9550 - Supplier Demo - Stationery
PQQ: pgg_14536 - Stationery

Closing Date: 29/08/2010 12:00:00
Response last submitted on:

(B] Printable Wiew o Help for Suppliers o

Response Status

~ Response Status Response Mot Submitted To Buyer

Dueruiew‘
N

PO Code pog 14536

Inery

4.1 Click ‘My Response’ to respond to the

wi0pen to All Suppliers

Type of Procedure Restricted Procedure - POQQ

Worl Category Supplies

Response currency GBP
Test POQ Mo

Buyer Organisation MegaBuyer

Buyer Mame Buylots Christine

Allow Suppliers to Respond by Consortium Yes

Contract information - Conbract informiation

1|Cantract duration |C0ntract duration 4 years

Date & Time Information

Options for Wiewing Responses Sealed

End Date for Supplier Clarification Messages - Date
{dd/mrndyyry)
End Date for Supplier Clarification Messages - Time
Closing - Date (dd/mmdyyyy) 29/08/2010
Closing - Time 12:00:00

Murnber of Hours before Closing Time to block 0
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Welcorme: Fitzgerald Lucy
Time Zone: GMT DST

Project : project 9550 - Supplier Demo - Stationery 4. Responding to the PQQ/|TT
PNN Details PQQ: pqq_14536 - Stationery

PQQ/ITT

My Response

(B] Printable Wiew o | Help for Suppliers o

.0 12:00:00

Note, that you may ‘Decline to Respond’ to the mn:

~

~

N

Status is: Response Mot Submitted To

Buyer

Q Create Response Q Decling To Respond

Messages
}b Unread Messages (0]

User Rights

"‘

Consortium {{) -
[seiew Response Index Only

Manage user rights

4.2 To start creating your response (o [ (o & O {-Y-| {-Wior problems vou will miss the deadline and your response may be deemed non-compliant and

response’

w» 1. Qualification Response {2 questions)

w 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of P Questions

1| Hota: IJSE THE OMLIME 'HELP' FUMCTION - it provides support for both the screen vou are in and for key
processes, &g, How to Express Interest’ (it also haz a help fundion and glossary),
2|Mote: SAVE REGULARLY - For security reazons your access to the portal will 'tirme out' if inactive for c15

minutes if you do not click "Save" within this tirme, Failure to do so means you risk losing your work- this
iz part of strict governrment reguirements to maintain security and tender integrity and cannot be
changed., MOTE: teping does not mean you are active on the portal - vyou MUST CLICK 'SAVE'!

OT leave your response until the last minutes/hours before the deadline [if vou experienca

4 by the buving team - alwayz upload generic information early to avoid last minute time

el

4(Mote: Use the secure messaging to cormmunicate with the Buyer and seek darifications - this will give vou
an audit trail of all discussionsfclarifications,

S|COMFIRMATION|*  Please confirm that you have read and understood thesze instructions,
REGUIRED

B|COMFIRMATION ®  Marme/ Date:
RECIREL

w 2. Technical Response (13 questions)

w 2.1 Types of Pens - Section of PQQ Questions

11.1 *  Can you zupply red biros?

2|1.2 *  Can you supply green biros?




Back To List | Logout | Navigation hints o' | Welcome: Fitzgerald Lucy

Time Zone: GMT DST

4. Responding to the PQQ/ITT

Project : project 9550 - Supplier Demo - Stationery
R B Sy i e
Closing Date: 29082010 12:00:00

Settings Response last submitted on:
Wiew PO Settings

Buyer Attachments
Buyer attachrnents: 1

Help for Suppliers

The page at https://buyingsolutions-prep.bra... | X |

My Response

Statusz is: Response To Be Submitted
To Buyer
You have now started to create your response, l
Mext, click the "Edit Response” buthons to access the
Messages Cuestionnaires and complete your response,
B Unread Meszzages (0) My Respoll  Complete your response by answering all mandatory Questions |
) 1, lificati tindicated by a red asterisk), nees (2
User Rights Qualihcats Finally, vou must click the "Submit Response” button in arder ta (2)
Manage user rights 2.|Technical Bl  submit vour completed response ko the buyer, nses (10)
Cons @Manage Consortium |
Conson E i
NUMDEF O QrQaMsatans Tarming e Consortam g

fexcluding your own Qrganisation)

Yiew All Questions

w» 1. Qualification Response {2 questions) . |Edit response
A| D

w 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ) Questions
o

1|Mote: LISE THE QMLIME 'HELP' FUMCTICN - it pravides support for f#® the screen you are in and for key
ptocesses, &9, ‘How to Expreszs Interest’ (it also has am function and glassary ],

2|Mote: SAVE REGULARLY - For security reazons your accedk to the portal will tirme out' if inactive for c15
minutes if you do not click "Save" within this time. Failure to do =0 means vou rizk losing vour work- this
iz part of strict government requirernents to ma@ftain security and tender integrity and cannot be
changed, NOTE: typing does not rean you are active on the portal - vou MUST CLICK 'SAVE']
minutes/hours before the deadline [if you axperiance
srned non-cormpliant and
last minuts tirne

3|Mota: Do MOT leave vour responze until the |3

4.3 ‘Ok’ the pop up and then click ‘Edit
Response’ in the relevant sections you want to
#Mote: work on

tions - this will give vou

S|COMFIRMATION *  Pleasze confirm that you have read and understood these instrucions,
REQUIRELD




Project : project_9550 - Supplier Demo - Stationery
PQQ: pgg_14536 - Stationery

Closing Date: 29f08/2010 12:00:00

Response last submitted on:

Edit mode

4. Responding to the PQQ/ITT

E Zave and Continue‘ =ave and Return

3 Cancel|

w 2. Technical Response (13 questions)

w 2.1 Types of Pens - Section of PO Questions

4.4 The form is constructed in sections with
questions below. You work your way through the
sections/questions observing the red asterisks
indicating mandatory questions.

- Regularly click the ‘Save & Continue’ button to
ensure that your
information is saved and not lost if your
connection is
lost.

- For security purposes the portal will log you out
after 15-20 minutes of inactivity.

- Text fields are limited to 2000 characters for
brief

responses only.

1.1 |[*  <Can you supply red biros? Y,
&
212 |*®¥ c I biros?
an you supply green biros 'l
31.3 *  Can you supply vellow biros? -y
4
4/1.4 *  Can you supply pencils? v
X
5/1.5 Can you supply any additional coloursd

Characters available = (2000

4.5 When requested to upload an
attachmentclick ‘Upload’

= did you become a membear?

L B (ddmmivyy)

Characters available = (2000

52,5 [* Please attach your accreditation certificate

| (lokb |)




2 Buying Solutions - Google Chrome

hiktps: ) buyingsolutions-prep, bravasalution, oo, uk) esop mdlf atkach/upload, do?moduleSessionId=592 ac95
buying

the national procurement partner for UK public services

4. Responding to the PQQ/ITT

| & attach || b4 Cancel|

Attachments

# File Attachrnents: | Upload Attachrent

# Select file to upload: Mo fila chosan
Please keep attachrments to a rmanageable size in order

to facilitate downloading. The portal allows indiviM
attachrnents up to a maximmum size of S0Mb I:u’t WE
|

255,

recommend that you keep attachments to ZMb o

I
I

b
. - =1th
4.4 Browse to the location of your file to be e
uploadEd... l:lhstcur South
2|2.2 %  Please select your lead tirne for delivery | yl
3|2.3 %  Please specify your on time delivery percentage | | 13

w 2.3 Accreditation - Section of POQQ Questions

12,1 |%¥  Are vou part of the Mational Stationery Guild?

2|13.2 If wou answerad ves to the above question, on what date did vou becarne 2 rmember?

LB (ddimmive)

22,2 |* Do you source from an ethical ink supplier?

4|3, 4 If vou answered ves to the above question pleasze provide details

Characters available = | 2000

52,5 |* Please attach your accreditation certificate

| | (loke |)




Lok in; | |- Files and Folders

I Adobe C54
E]Ciscl:n IP Communicakar

&

4. Responding to the PQQ/ITT

My Fecent E.ﬁ.bIEEExtract Professional
Documents bravo mods
ﬁ!camtasia(:z]l
@ moduleyz_650x500
—
Desktop n:nutln:n:nk
“Rz36536
kp Documents
E A
kdy Computer
File: narne: | v | [ Open 4
™ .
Q Filez of lype: |,£'-.|| Files L | [ Cancel ] \
] [ Fth
My Metwark [] Open as read-only I_ESt \
[ astor South
2l2.2 *  Please zelect your lead time for delivery \
2l2.2 * Pleaze zpecify your on time delivery percentage

w 2.3 Accreditation - Section of POQ Questions

1}2.1 [*  Are you part of the Mational Stationery Guild?

2|32 If wou anzwered ves to the above question, on what date did vou becarne a rmember? I:l% {ddf rrrng vy
2[2.2 |* Do you source from an ethical ink supplier?
4|3.4 If wvou answered yes to the above question pleasze provide details
A
Charactars available =
5/3.5 |* Please attach your accreditation cedificate | (l,:, Kb |j




"2 Buying Solutions - Google Chrome

hiktps: fibuyingsolutions-prep, bravosolution, co,uk/esop/mdlf attach/upload, domoduleSession =522 2095
buying
- SOIUt I 0 nS the national procurement partner for UK public services

4. Responding to the PQQ/ITT

| & P.ttach” 3 Cancel |
vt

Attachments /

ME Attachrments: | Upload Attachrnent

% Selsct fils to upload; Blank Class Survey.dac
Please keep attachments to f rmanageable size in order
to facilitate downloading, The portal allows individual
Firmurn size of S0Mb but we
ZMb or less,

attachrnents up to a m

recommend t

4.6 Click ‘Attach’

¥ Jrth

|_| Astor West
|:| Asztor South

2|22 *  Pleaze zelect vour lead time for delivery

32,3 %  Pleaze zpecify vour on time delivery percentage

w 2.3 Accreditation - Section of PQQ Questions

12,1 |%¥  Are you part of the Mational Stationery Guild?

2|3.2 If you answered yes to the above question, on what date did you becarme a member?

LBy ddmmiyey)

32,2 |*¥ Do you zource frorm an ethical ink supplier?

4|3.4 If you answered yes to the above question please provide details

Characters available = (2000

5(3,5 |® Pleaze attach your accreditation cerificate

| (lokb |




|5 save and Continue [ save and Return || 1S Responding to the PQQ/ITT

w 2. Technical Response (13 questions) I

4.8 Click ‘Save & Continue’
to save your work and

continue working on it, or
click ‘Save and return’ to
return to Response screen

Characters available = (2000

w 2.2 Supply - Section of PO Questions

1/2.1 *  Can you deliver to any of the following locations? |:| Astor North

Dﬁxstur West
|:| Astor South

2|2.2 %  Pleasze select your lead time for delivery | vl

32,3 * Pleaze specify your on time delivery percentage | | 13

w 2.3 Accreditation - Section of PQQ Questions

1(2.1 [*  Are you part of the Mational Stationery Guild?
ou becarne a member? I:l% fddfrnrmndyyyy]

4.7 Complete all remaining questions — — _~)

Characters available = |z000

5(2.5 |* Please attach your accreditation certificate Blank Class Surl.le',l.l (|265 Klj

ﬁUplnad [

2 Top

e COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~



IE Save and Continue |L Sawve and Return

w 2. Technical Response {13 questions)

w 2.1 Types of Pens - Section of POQ Questions

4. Responding to the PQQ/ITT

1{1.1  |* Can you supply red biros?
2.2 |* Canvwou zupply green biros?
3|1.3 ®  Can you supply vellow biros?
4/1.4 ®  Can you supply pencils?
5/1.5 Can vou supply any additional colours?
‘The page at https://buyingsolutions-prep.bra... | * | /

The response is about to be saved; the Farmat of your response
A Gl = G T s will be checked and if no errors are Found it will be saved.
Az ¥ Can you deliver to any of the follow Click Ok, to save o dlick Cancel ko discard any unsaved changes. cor Horth

IMPORTANT: tor West

izlé.jr;?teii,m make your response visible to the buver vou musk —
2|2.2 % Pleasze zelect your lead time for dell k than 4 working days vl
3|2.3 ®  Pleasze specify y L Ok '| [ Cancel ] | 13
w 2.3 Accreditation - Section 4.10 Click /
12,1 |*¥  Are you park of the ‘oK’ ild: ’ Mo W
2(3.2 If you anzwered ves on W date did you become a member? I:l% fddf rrrmnd vy )
3[2.3 |* Do vou source from an Ethicalh supplw
4|3.4 If vou answered ves to the abaove qétiu:un pleaze provide details

A
Characters available =

5/2.5 |* Please attach your accreditation certificate |B|ank Class Surl.let,'.l |:|2,55 Hlj

DD HT orann o nd 0 DAYV TS LITT IR

- Top



Back To List | Logout | Navigation hints o' | WEJrﬁﬁjrgez:;i:?%ﬂ_?lgslj;fw

Project : project 9550 - Supplier Demo - Stationery 5. Submitting Your Response
Closing Date: 29/08/2010 13
Closing Date: 2970872010 12:00:00
Settings Response last submitted on:
Wiew PG Settings
Buyer Attachments u{b

Buyer attachments: 1

| . — . 5
1 B @ Export / Import Response EA Delete response [Eﬂ Frintable Wigw o Help for Suppliers o

Status is: Rezponsze To Be Subritted

Tao Buyer
é: Submit Response
-
Messages -a—“
P Unread Messages (0) My Response Sugmary™ |
User Rights All Questions answered
Manage user rights .| Technical Response Mizzing aptional responzes (3)
Consortium (0} @Manage Cnnsnrtium|

I | (=] ¥iew Response Index Only |

5.1 Once you are happy with your response and | jEdit response

have saved it, click on ‘Submit Response’ and then
H { 4 . .

click ‘OK’ on the pop up to send it to the buylng provides support for both the screen you are in and for

authorit =rest’ (it also has a help function and glossary],

2|Mota: SAVE REGULARLY - Far zecurity reazons wour access to the portal will tirme out' if inactive

for c15 rminutas if you do not click "Sawe" within thiz tirme. Failure to do 20 means you rizk
lozing vour work- thiz iz part of strict governmment requirernents to maintain security and tender
imteqgrity and cannot be changed. WOTE: twping doez not riean you are active on the portal -
wau MUST CLICK 'SAVE'!

3|Mote: DO NOT leave vour response until the last minutes/hours befare the deadline [if you
experience connection problerns vou will miss the deadline and your responze may be deemed

non-compliant and rejected by the buying tearn - always upload generic information early ta
avoid last minute time pressure),

ING YOUR RESPONSE - Section of PO Questions

4|Mota: Uze the secure messzaging to comrunicate with the Buyer and zeek clarifications - thiz will
give you an audit trail of all discussions/clarifications,
S|COMFIRMATION % Pleaze confirm that you have read and understood these instructions, \CH
REGUIREL
B(COMFIRMATION|*  Mamel Date: Lucy

REQUIRED Fitzgerald




Back To List | Logout | Navigation hints o

PQQ Details

Settings
Wiew PQQ Settings

Buyer Attachments
Buver attachments: 1

My Response
Statuz iz: Response Sul:urnltlﬂ To
Buyer

)

Messages
P Unread Messages (0]

User Rights
Manage uzer rights

The response status will then update to show the new

NOTE: The registered email address will also receive
confirmation that your response has been successfully

status’ as ‘Response Submitted to Buyer’

| ifelcorme: Fitzgerald Lucy
Tirme Zone: GMT DST

Project : project 9550 - Supplier Demo - Stationery

PQQ: pqg_14536 - Stationery

Closing Date: 29082010 12:00:00
Response last submitted on: 24082010 20:45:17

5. Submitting Your Response

@ Export / Import Response & Delete response

(B] Printable Yiew o'

Help for Suppliers o

LH!; Response Summary

Mication Response

All Questions answerad

Z.|Technical Response

Mizzing optional responses (3]

Consortium (0}

@Manage Cnnsnrtium|

| = Yiew Rlspunse Index Only

- 1. Qua‘ficatiun Response (2 questions)

E’[Edit FESpOnsE

‘Response

submitted...

non-cornpliant and fejeced oy
avoid lazt minute tirme prezzure),

OUR RESPOMNSE - Section of POQ Questions

es support for both the screen you are in and for
t also haz a help function and glazzary),

acces: to the portal will 'time out' if inacive
thiz time, Failure to do s0 means you risk

nt requirernents to raintain security and tender
doez not rean you are active on the portal -

inutes/hours before the deadline (if you
he deadline and your responze may be deemed
e ouying tearn - always upload generic infarmation early to

4|Mote: Use the secure messaging to cornrnunicate with the Buyer and zeek clarifications - this will
give you an audit trail of all discussions/clarifications,

5|COMFIRMATION *  Pleaze confirrn that you have read and understood these instructions, \CH
REGUIREL

B|COMFIRMATION ®  Mamef Date: Lucy
REQUIRED Fitzgerald

w» 2. Technical Response {13 questions)

QEdit rESpOMSE

w 2.1 Types of Pens - Section of POQ Questions
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6. Managing Users

User profile Thank you for registering on OGChuying.sol

Log Out

This service pravides a secure and efiicient means for you to engage in Tender "Projects” with our Buyers.

Hegistration data o o , o
Pre-Cualification Guestionnaires far new EL pracurements are available by clicking an "PQCs Open to Al
Muodify password Suppliers”

Multi user

e you have expressed interest in @ PLC it will move to your "Wy POGS" page, where you can download any
mentation and submit your response.

[l
ink. ko Mulk User

Eiuy}s ey, invite you to participate in

eSaurcing Helpdesk t0 any ITT to wiTER yoTMave TEn i 6.1 From the manage page click, ‘Manage/Multi

Users’ to start adding users.

Need assistance?

Please contact our eSourcing Some Invitations to Tender are open ta 3

Helpdesk info: interest in these [TTs and move them to ynurM page.

Phone: 0300 365 4550

E-mail: A free helpdesk is availlable to suppart you in using this senice. If you require any assistance then please contact

hel@bravosalutian co.uk the helpdesk as soon as possible.

Call e back My Procurement Projects

Dashboard

File Sharing
Projects
Pre-Qualification Questionnaires (POGQS)

i My PO
» PRO0s Open to Al Suppliers

I:nuwngsnlutu:nns prep |:IFE|'-.-'I:ISEI|LI|:II:II'| ca, |.|k,l'es|:||:|,|'guest,l'gn,l'prnﬂle,l'user,l'-' Tender (ITTs

Supplier Help

FAQS

- = =2 = = =




Main Page | Logout | Navigation hints & |

Vil User Management

Users
Uszers

Roles

Roles
Divisions
Divisions
Default User
Default User

Welcome: Test Supplier 5
Time Zang: GMT DST

. Managing Users

Filter by | All Users

4 Search/Fiter

B Export Lst to Excel

Helpfur Suppliers

No Users found.

6.2 Click ‘Create’.

ZTop



Welcorme: Fitzgerald Lucy
Time Zone: GMT DST

Logout | Navigation hints o |

New User 6. Managing Users

E Save || 3§ Cancel

User Details \
% Last Marne |Supp|ier

% First Name |Derno

User Tag for Codes

% E-mail |supp|ier@demu._cn:lm

% Telephone number |1
Mobile Phone Mumber {please enter "+" "country code" |
and "your mobile phone number" with no spaces M A . .
! F 1% =par :' 6.3 Fill in all the mandatory details regarding the
% Division Title . a 0 .
user and then click, ‘Save’. The user will be sent
Depart t|--- % . . S .
partment [- - - 8 an automatic email containing their username
Rale |- - - W

and password.

# Choose your Username and check it is not already in |testzernaozup|

Use,

% Preferred Language | English (LK) %

% Time zone | (GMT ) Western Europe Time, London, Lishon ¥

Use High Caontrast Stylesheet (for visually impaired |Mo v

UsErs)

e COPYRIGHT 2000 - 2010 BRAVOSOLUTION ~



6. Managing Users

Welcorne: Fitzgerald Lucy
Time Zone: GMT DST

Back To List | Logout | Mavigation hints cf

Mew User

Demo Supplier was registered as new user. The Users access codes have been sent via email to the following email address:
supplier@demo.com .
The new User account does not have any Role associated to it. Please review the User Rights of the account in order to grant access
to Negotiations. The account currently has no access to Neqotiations by default.

|;£';ﬁ Wiew User Rights
o
”
P / o Top

, e COPYRIGHT 2000 - 2010 BRAMOSOLUTION

6.4 After creating the user, click ‘View User
Rights’ to assign user rights to that account.




Welcome: Fitzgerald Lucy
Time Zone: GMT DST

Back To List | Logout | Navigation hints . |

6. Managing Users

User: Demo Supplier
Division: Division

User Details

User Rights

Eﬂ Delete Help for Suppliers o'

Auctiu‘

See Auctions (Supplier
\ Wiew Auction Details (Supplier
\ Access to Auction Monitar {Supplier

=
[
111l

)
)
)
Participate {Supplier)
\ Contact Yisible to Buyer Mo

‘_ Manage Messages Mo

|

6.5 edit the user right setting and then click,

‘Save’ once you are done.

Fublish and modify {Supplier) ho
Contact Visible to Buyer Mo

Messages Managerment Mo

Sensitive data visibility (data regarding quotations sent, Mo

et ) —

User Management

User Setup and Management Mo

Super User's role Mo

¥Yendor Management

ficcess Vendor Management Mo

Files
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2.
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BravoSolution

" Tips for a ‘stress-less’ tender

1. Ensure that you read and digest all documentation thoroughly and make note of key actions
and deadlines (you may want to create a checklist of actions to review prior to submitting your
response).

2. Don’t leave your response until the last minute — if you have problems you may not be able to
resolve them before the deadline for responses.

3. Always use the secure messaging tool for communicating with the Buying team.
4. Only upload attachments when requested. Try to avoid uploading very large files.
5. Try and answer all questions not just the mandatory ones.

6. Please treat your username and password securely — if you lose or forget your password there
is a link on the portal homepage where it can be emailed to the registered email address.

7. Consistently SAVE your work — security protocols will automatically “time-out” after 20
minutes of Inactivity

8. Please remember you MUST submit your response to make it visible to the Buyer
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Online Help Files

" Within the eTendering portal you have

access to the online help files by
clicking on the ‘Help for Suppliers’ -
button in the web page , Search/Filter| | & | Export List to Exce J Help for Suppliers of
ITT Code ITT Title Project Code: Buyer Organis
,_1 w "-..m_*‘;*‘-x:rﬂ‘we J xl?rw r”ﬁ._‘ *ﬁ"’\“‘*"‘"‘"“'

PQQs/ITTs (UK Public Sector) y

Projects module
Projects PQQs & ITTs | Auctions Contracts
file Shaning module |Users & Organisation Profile module

Dashboard module Common Features

Contents [nide]

1 Definition

2 Activities
2.1Viewing a PQQITT Open to All Suppliers
2.2 Expressing Interest in a PQQ/TT Open to All Suppliers
2.3 Viewing 2 PQQUITT Details

Definition
A Request for Information (or PQQ) is used to collect Qualification and Technical information from Suppliers in order to evaluate the Supplier base and to narrow the field of competition to qualified Suppliers. Closed PQQs on the platform

may be finalised and converted into [TTs.

A Request for Quotation (or ITT) is used to collect detailed Technical and Commercial infarmation from pre-qualified Suppliers in the form of a private offer. Closed ITTs on the platform may be converted into Auctions, or awarded, and

converted into Contracts.

The generic term "PQQATT is used to describe the comman behaviours of PQQs and ITTs on the platform

| Each PQQATT on the platform is managed by a Buyer within the Buyer Qrganisation. The Buyer is able to configure the Settings of the PQQATT, such as the response deadline and awarding strategy, and decide how Suppliers should be

able to participate. The Buyer may also attach files to the PQQUITT for the attention of participating Suppliers.
W .
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BravoSolution

Help Available

BravoSolution Help Desk
Mon- Fri: 8am — 6pm
Phone : 0800 368 4850
Email:

help@bravosolution.co.uk



mailto:help@bravosolution.co.uk

