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e eTendering - What & Why

e eSourcing NI Portal Overview

1.How to view contract opportunities

2.How to register on the eSourcing NI portal

3.How to respond to the contract opportunity (PQQs/ITTs)
4.How to download & upload attachments

5.How to communicate with the eSourcing NI buyers

 Tips for a Stress-less tender
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eTendering is the use of secure, web-based,
collaborative tools by buyers and suppliers
to conduct the tendering process online

Office of Government Commerce
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| Key Benefits :

; e * Improved efficiency (faster response/
£9 BT : ————— evaluation and reduced EU
timescales)

& | @ eSourcing NI v B v ® v [ Page

eSourcing NI

¢ Reduce tendering costs (no courier /
printing costs)

Welcome to eSourcing NI, the eSeurcing site which allows companies
totake partin tenders lead by the network of Centres of Procurement
Expertise (CoPEs), through which all Public Sector procurementis
channelled,

Pan-Govemment

Opportunilies
s To respond to atender, you will first need to register on this site using

the Register button (below). You will be senta passward via email,
giving you secure access tothe site. You can then login with your
username and password.

Past Opportunities

Useful Links:

' e Compliance with EU procedures and

OGCbuying.soluions

S procurement best practice

(Tenders Elecironic Daily)

northern ireland eSourcing helpdesk
SIAP e Natey, [EIN Y service NEE’B
d T Phone: 0800 011 2470
Consirucioniine Fax: 020 7050 0480

help@bravosolution.co.uk

- ¢ Improve tendering visibility and

tion - © yste Terms and Conditions

- governance (access 24x7)

.7 Services  YCoUyINgsouuONS

0GCbuying.solutions Managed Service provided by Bra:

WARNING: Do not proceed if you sre not an Authorised User Is protecied
At

compliznce purposes

€ Intemet | Protected Mode: On H100% v

| ¢ Robust audit trails and reporting

e Supplier profiling and response pre-
, population

© - All rights Reserved CONFIDENTIAL
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The eSourcing NI portal is available 24x7
1 at https://e-sourcingni.bravosolution.co.uk

The eSourcing NI portal is available FREE
to all suppliers, system requirements are
minimal (PC, IE 6+, Mozilla Firefox, internet
access)

> 4 j i 4
efficient means for you fo engage in

Supplier online Help
U procurements are

The eSourcing NI portal is provided by
BravoSolution UK, official UK Public Sector
eTendering Service Provider.

e The portal is fully compliant with EU

= eemeee = L procurement legislation , confidential and
independently security accredited.

© - All rights Reserved CONFIDENTIAL
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‘Welcome to eSaourcing M1, the Electronic Tendering site which allows
supplying crganisations to take partin tender opportunities lead by
MNorthern Ireland Public Sector Contracting Autharities, through which all
Public Sector procurement is channelled.

Pan-Government

Jpportunities
B T%pund to atender, you will first need to register on this site using
the

h gister button (below). You will be sent a passwaord via email,
giving yoU secure access to the site. You can then login with your
usernan&nd password.

Past Opportunities

Useful Links

P
Uil

Register

Buying Solutions

TED Click here fu&ails on how to register

(Tenders Electronic Daily
\ Phone: 0800 368 4850

Constructionline

SIMAP P
W ey e .
W Almagh 1.1 Opportunities allows you to view

Omagh

wo

«"*. Managed == buying : ,
I v Buying Salutions Is an Executi I th  BravoSclution
~..* Services mmw solutions Drrici'ror}gthe G“m?en; ni:nnt c?nﬁumm:?:m 'ID'rea;.lrv B i G

A Buying Solutions service provided by BravoSolution - @ BravoSolution - System Requirements - Terms and Conditions
VWARNING: Do not procesd if you sre not an Authorised User. This application is orotected by sporogrists sscunity messurss. Acoess to and use is restrictad to
Authorised Usars only. Any attempt to use this system in 2 manner not suthorised or any sttempt to slter, destroy or damage any Information contsined within it may
constitute & breach of the provisions of the Computer Misuse Act 1920 and/or other legislstion 2nd shall l=sve the user lisble to both iminsl and civil procssdings. It
is strictly forbidden to sttempt to scosss this system using any third party's logen identity. Anyone using this system consents to sctive monitering for sscurity policy

ML tendering opportunities that are available
to your organisation.

>

W

@ Internet
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‘Welcome to eSaourcing M1, the Electronic Tendering site which allows
supplying crganisations to take partin tender opportunities lead by
MNorthern Ireland Public Sector Contracting Autharities, through which all
Public Sector procurement is channelled.

Pan-Government
Jpportunities

To respond to a tender, you will first need to register on this site using
the Reagister button (below). You will be sent a passwaord via email,
giving you secure access to the site. You can then login with your
username and password.

Past Opportunities

Useful Links

P
Uil

Register

Buying Solutions

TED Click here for details on how to register
(Tenders Electronic Daily \

Phone: 0800 368 4850
Phone (outside UK):

t : +4420334966801
:"-"""—_w“'-da er{ &Elr:lce‘ NEE B Fhrau i
| ™

SIMAP

narthern ireland
Constructionline

2.1 To register your organisation on the

L vl W RSP oSourcing NI portal, click the ‘Register’ button

A Buying Solutions service provided by BravoSolution - @ BravaSaolu

VWARNING: Do not procesd if you sre not an Authorised User. This application is orotected by sporogrists sscunity messurss. Acoess to and use is restrictad to
Authorised Usars only. Any attempt to use this system in 2 manner not suthorised or any sttempt to slter, destroy or damage any Information contsined within it may
constitute & breach of the provisions of the Computer Misuse Act 1920 and/or other legislstion 2nd shall l=sve the user lisble to both iminsl and civil procssdings. It
is strictly forbidden to sttempt to scosss this system using any third party's logen identity. Anyone using this system consents to sctive monitering for sscurity policy

>
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ﬁ - = @ ~ Page - Safety - Tools -

2. Registration

eSourcing NI

Accessibility and Legend £ You must then tick the box that states ‘l agree’ and click the ‘Next’
to progress...

2.2 All organisations should read through the ‘User Agreement’.

User Agreement

ﬁ High contrast stylesheet H B Adobe POF file

I USER AGREEMENT
1. Introduction A
1.1. Thiz User Agreement between eSourcing NI eSourcing l:r‘tal (the Buyer) and the Supplier governs the access and use of the eSourcing System (the System) by the Supplier to rezpond to an invitation
from the Buyer to participate in a procurement exercise. =
1.2. A procurement exercise may include a Pre-Qualification Questionnaire (PQQ), a Request for Information (RFI), an Invitation to Tender (ITT), an Invitation to Negotiate (ITN), an Invitation to Participate in
Dnalogue (ITPD), an Inwvitation to Submit Final Offer (ITSFQO), Bnvitation to Submit Final Tender (ITSFT), a Best And Final Offer (BAFO), a Reguest for Proposal (RFP), a Reguest for Quotation (RFQ); an
electronic Auction or an electronic Contract. Thiz above list ofindividual procurement exercise processes is indicative and a non-exhaustive reprezentation of commonly used terminology. Buyer Organisations
may have their own, unique terminology to be applied on a case by case basis.
1.3. The System is provided by BravoSolution UK Ltd and opgrated by the Buyer. This User Agreement applies to the Supplier's and its Supplier Users' access to and use of the System. The Supplier
acknowledges that by a Supplier User accessing the Systern[s.ing the user ID and password provided by, or on behalf of the Buyer, the Supplier agrees to be bound by this User Agreement.
1.4, The Supplier shall only use the System to respond to anInvitation to participate in a procurement exercise in accordance with this User Agreement and any further rules expressed and presented in the
System. In the event that there is any conflict between this User Agreement and any such further rules, then the provisions of such further rules shall take precedence over this User Agreement.
2. Access
2.1. The Buyer grants to the Supplier, free of charge, access to the System by Supplier Users for the purpose of responding to any invitation to participate in a procurement exercise, subject to this User
Agreement.
2.2. The Buyer may immediately deny access to the Systen'lll:::y the Supplier and/or one or more Supplier Users by giving notice in writing to the Supplier if any of the following events occur:
2.2.1. The Supplier commits a material breach of any of itz cbligations under this User Agreement; and
2.2.2. The Supplier fails to remedy, or persists in, any breagh of any of its obligations under this User Agreement after having been notified in writing to remedy or desist such breach within a period of ten
(10) Working Days.
2.3. Without prejudice to any of the Buyer's other rights, th# Buyer rezerves the right to suspend access to the System without notice for technical or legal reasons.
3. Registration
3.1. To be granted access to the System, the Supplier muslegister each person which the Supplier wishes to be a Supplier User by providing the required registration data and specifying a user 1D and B
e e
I have read and agree to the Buying Solutions eSorrcing Service User Agreement )
I agree ™
I do not agree @)

wed | Next

Done € mternet 5 v Bie -

£
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2. Registration

2.3 Please complete ALL the ‘Registration Data’ and click
‘save’. This will generate an auto-alert to the registered
email address detailing a unique password.

Accessibility and Legend o |

Registration Data

|'ﬁ High contrast stylesheet ” @ Rezet ‘

Organisation Details

* Organisation Name | |

%* Address line 1 | |
% City | |

*Counwb - . .

Note: The Registration form contains two sections:

* Pnstal?e |
{ A A - ’ { A )
# cofftry [unrreo raneoon Organisation Details’ and ‘User Details’. You should
% Main Organisation Phoglumber | enter user details for the individual responsible for a
Organissigh Fax Number | completing ALL tenders.
% Organisation Email Address |
\Web sits | TIP: Ensure you have entered a memorable ‘username’ and a valid
* isation Legal Struct . .
— fa”('ia e ;” il ‘email address’. All future correspondence regarding tender
* Company Registratioggiumber (if not registered enter . a.e . . . .
)w /A activities will be sent to this registered email address.
* VATglumber (if not registered enter 'N/A") |
Title
% Last Name | |

% First Name | |

% Chrne Mumhber | | b

Done € mternet 5 v Bie -
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PQQs/ITTs

ﬁ v = @ * Page - Safety = Tools - @v

Manage Your Profile
Modify Passworu

Manage Users

My procuremen’ Projects

Projects

Logout

3.1 To view a list of PQQs that are available, click the ‘Open Access PQQs’
link...

NOTE:
Open Access PQQs/ITTs is a list of projects that are ‘Open’ to any registered
supplier to view and participatein.

My PQQs/ITTs are projects specific to you — either you have been invited
into or have previously expressed interest.

All Supphers™ page allows you 1o express interest in these
) mave them to your "My ITTs™ page.
My ITTs yeur iy Tts pag
[TTs Open to All Suppliers ) ) o ) )
Afree helpdeskis available to support you in using this service. Ifyou
Auctions require any assistance then please contact the helpdesk as soon as
possible.

File Sharing

«"". Managed == buying . ¥ .
oo ; Buying Selutions 13 an Exacut I th  BravoSolution
. Services mmm solutions Drri:i?ar;qthe G“n::rgn r::r?t C?n?lm::oﬁ]:;e: 'In'rea;Jrv R ]

ABuying Solutions service provided by BravoSolution - @ BravoSalution - System Requirements - Terms and Conditions

@ Internet

5 v Bie -
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MEES
3- RES ponding to holkitfnegaotiationfpubRfo. do? from=menufs eset=true V| @ Certificate Error |@ ‘_ﬁ __ '::l Google ||EE|
PQQS/ITTS B ﬁ - B = @ v Page - Safety = Tools - @- i

eSourcing NI

Main Page | Logout | Accessibility and Legend o | Welcome: 1 supplier

Time Zene: GMT DST | 4 Select Module ‘
[ Projects | Pogs | 17 ] Auctions | contracts |

— q
™ 3.2 Here you can see the list of PQQs/ITTs. &

My ITTs ‘ 4 Search:’FiItr ‘@ Export List to Excel || 12| Help for Suppliers &
My [TTs =

i Code itle roject Code: uyer Organisation Status ime limit for Expressing Interes
ITTs Open to All Suppliers ITT Cod ITT Titl Project Cod Buyer O ti ITT Stat Time limit for B> Interest
ITT= Open to All Suppliers

1itt_546 Test ITT (MP) project_452 Claire Buyer Running 10/10/2011 17:00

Page 1 of 1 Show: elements

\ ~ COPYRIGHT 2000 - 2011 BRAVOSOLUTION ~

\ 3.3 Please select the relevant PQQ/ITT that
e sl  You would like to complete. Then click on the
PQQ/ITT Title to ‘express an interest’...

W

Done € mternet 5 v Bie -
-




et Explorer

3. Responding to olkitineaotiationrfaidetalRFasettings . do?_ncp=1317918020449.65 v 13 Certificate Error | 42| | |2 coogle
PQQS/ITTS ﬁ v = @ v Page - Safety = Tools - @- i

ITT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00

g Express Interest | 3§ Decide Later
-

Response status

Response status Response Not Submitted To Buyer

3.4 This will take you to a summary page
ITT Code it 545 I showing a description, closing date and the
ITT Title Test ITT (MP) ) )
ITT Description TEST TEST TEST TEST TEST TEST TESETEST summary details of the PQQ/ITT...".

Type of Supplier Access ITT Open to All Suppliers
Response Currency GEP l

Test ITT Yes
Buyer Organisation Claire Buyer

Buyer Name Buyer Claire

Allow Suppliers to Respond by Consortium No

Contract information - Contract information

Contract duration Contract duration 12 months

Date & Time Information
Options for Viewing Responses Sealed

End Date for Supplier Clarification Messages - Date

End Date for Supplier Clarification Messages - Time I
Closing - Date 10/10/2011
Closing - Time 17:00:00 I
Number of Hours before Closing Time to block 0

Expressions of Interest

Envelopes
Qualification Envelope Yez

Technical Envelope Yes I
Commercial Envelope Yes

Awarding Strategy

3.5 Click on ‘Express Interest’ to
register your interest with eSourcing NI and to view

Supplier Responze Ranking Best Technical Score

Buyer may Award individual Commercial Items No

the PQQ/ITT details (documents and questions)...

Daone




et Explorer

I (= PO ndin g to balkitreqotiationrFadetalRFqSettings. do?_ncp=1317918020449,65 v 13 Certificate Error | 2| X

'-.l Google

PQQS/ITTS ﬁ - B = g@a v Page - Safety = Tools - @- i

TIT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00

g Express Interest | 3§ Decide Later

Response status
Response status Response Not Submitted To Buyer

ITT Code itt_546
ITT Title Test ITT (MP)

Message from webpage

Please click OF to Express Interest in this ITT,
\t() The ITT will mave ko wour "My ITTs" area, and you will have the option ko view all ITT Details, download Buyer Atkachments, send and receive
Messages with the Buver, and submit your Response,

Alloy

Contract infor L o] J [ Cancel
Contract duration

Date & Time Information

Options for Viewing Responses Sealed

End Date for Supplier Clarification Messages - Date
End Date for Supplier Clarification Messages - Time I

Closing - Date 10/10/2011

Closing - Time 17:00:00 I
Number of Hours before Closing Time to block 0
Expressions of Interest

Envelopes
Qualification Envelope Yez

Technical Envelope Yes I
Commercial Envelope Yes

Awarding Strategy Click ‘Ok’ to confirm your expression of interest.

You will be able to access the questionnairesand

Supplier Responze Ranking Best Technical Score

Buyer may Award individual Commercial Items No

Daone

documents associated to the PQQ/ITT...

|




et Explorer |Z| |E| |X|

3. Res PO ndin g to olkitineaotiationrfaidetalRFasettings . do?_ncp=1317918020449.65 v 13 Certificate Error | 42| | |2 coogle |[2]-

PQQs/ITTs B

Note: Once you Express an Interest the PQQ/ITT will

ITT: itt_546 - Test ITT (MP) } automatically move into My PQQs/ITTs

Closing Date: 10/10/2011 17:00:00 . .
- This is often referred to as your reserved area on the

W/ Bxpress Interest portal where PQQs/ITTs will be listed that you have
[ expressedinterestin, been invited to or published a
— response to the buyer ...’

Response status Response Not Submitted To Buyer

Overview
ITT Code itt 546

Message from webpage

ou hawve now Expressed Interest and invited vourself to participate in this ITT. This enables wou to download any Buver Attachments, send and
! receive Messages with the Buyer, and respond to the ITT.

Please select "My Response" from the left menu then click "Create Response” in Drmn start your response and then submit wour completed response

ko the Buyer, /

IMPORTAMT: Please ensure that wou submit wour response bo the Euyﬁeﬁ:re the stated Closing Date & Time,

Contract durat

Date & Tim

End Date for Supplier Clarification Messages - Date

End Date for Supplier Clarification Messages - Time I
Closing - Date 10/10/2011
Closing - Time 17:00:00
Number of Hours before Closing Time to block 0 I

Expressions of Interest

Envelopes

Qualification Envelope

- chh”iéa: E“VE:C'PE :EE Click ‘OK’ to acknowledge that the expression of interest
— has been accepted - at this point forward the tender

Supplier Response Ranking Best Technical Score will be moved to ”My PQQS/ITTS” area to create your
Buyer may Award individual Commercial Items No response

Awarding Strategy

Daone




et Explorer

3- RES ponding tO hiolkit fnegatiationgrfgf detailk fggettings: 3'6 This Wi" take you toa Summary page
showing a description, closing date and the status of the
PQQs/ITTs & P g

PQQ/ITT..
Also note the number of attachments shown in the

‘Attachments’ button on the left-hand side of this page (to

- #7 download these attachments, please refer to the ‘supplier
ESOUI"Cing NI e attachments guide’)...

Back To List | Main Page | Logout | Accessibility and Legend o | ; |t iS important to download AI.I. attaChmentS before
Project : project_452 - Test Project (MP) completing your response. Attachments contain key

r ITT: itt_546 - Test ITT (MP) q a o . .
Closing Date: 10/10/2011 17:00:00 information and instructions on how to publish a fully

i — e complete response. Please click ‘attachments’...

Warning: You have 1 unread Buyer Attachmentfs). Plea

Buyer Attachments
Buyer Attachments: 1 J’_-‘-;

My Response I
Status is: R Not Submitted T . . .
=tus 1s: Response Mot submittes e ‘[B] Printable View Help for Suppliers &

Buyer
Q‘. I

Messages \ Response status
b Unresd Messages (0] \ Response status Response Not Submitted To Buyer
User Rights
Manage User Rights \ =
ITT Title Test ITT (MF)

\ ITT Description TEST TEST TEST TEST TEST TEST TEST TEST b |
\ Type of Supplier Access ITT Open to All Suppliers
\ Response Currency GEP

Test ITT Yes

Buyer Organisation Claire Buyg
T - .
Allow Suppliers to Respond by Consortium No 3.7 To respond to the PQQ/ITT click ‘My Response’. You
Contract information - Contract information can choose not to response by clicking ‘Decline
Contract duration R ) d .d. h d
Date & Time Information esponse ana providing a reason as tow Y you ao not
Options for Viewing Responses Sealed WiSh 1 {0 respond...

End Date for Supplier Clarification Messages - Date

€ mternet v ®io0w -




iet Explorer,

3. Responding to
PQQs/ITTs

olkit fnegatiationyrfiofdetailRfoResponse. do : ertificate Error @ LIRS ".l Google

NOTE THE STATUS: If it states “ ” that
means you must click Submit Response once you have
completed your responsein order for the buyer to

access your submission

eSourcing NI

o List | Main Page | Logout | Accessibility and Legen

Welcome: appier

Time Zone: GMT DST

Project : project 452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00

Settings Response Last Submitted On:
View ITT settings

ITT Details

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

o Hecmens !
My Response

Status is: Response Not Submitted To IB] Printable P Help far Supphiers o

Messages - .
P Unread Messages [0) - mmm ™ || Create Response J| Decline To Respond

3.8 Clicking ‘Create Response’ takes you to the next screen, it is here that you will answer the questionnaire...
...note the following:

-The form is constructed in sections with questions below, work your way through the sections/questions observing the red asterisks
indicating mandatory questions.
- Regularly click the ‘Save’ 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.

4. Responding to PQQs/ITTs
Note: If a question refers you to an attachment that needs to be completed, ensure it is downloaded and saved on your own pc, and
once complete - upload the attachment back into relevant parameters ...



et Explorer

3- Responding tO V|r®' Certificate Error | ([ % '-.l
PQQs/ITTs 5.8

eSourcing NI _

Back To List | Main Page | Logout | Accessibility and Leaend o' | Time Zone: GMT DST

Proiect * nrniect A57 - Tect Proiect (MPY

Message from webpage

ITT Details

Settings
View ITT settings

' You hawve now started to create vour response,
Buyer Attachments -

Buyer Attschments: 1 Mext, click the "Edit Response" buttons to access the Questionnaires and complete your response, &

My Response
Status is: Response Not Submitted To) Complete wour response by answering all mandataory Questions (indicated by a red asterisk),

Buyer

Finally, wou musk click the "submit Response” butkon in arder to submit your completed response ta the buyer,

Messages
P Unread Messages (0)

User Rights : !
Manage User Rights —

» 1. Qualification Response (questions: 3 )

¥ 1.1 1. READ ME FIRST - SUPPLIERSﬁPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions

USE THE CONLINE 'HELP FOR SUPFLIERS' FUNCTION - The content is designed to explain the eSourcing platform in business terms,
allowing you to quickfly understand the features and benefits of the software. HELF FOR SUPFLIERS content is presented by software

module, and divided #hto process activities such as PQQs, ITTs and Auctions - just like the software itself.

2 |MNote: SAVE REGULARY Ilfnr security reasons your access to the portal will 'time out' if inactive for c15 minutes if you do not click "save”
=

[=1

1 |Note:

within this time. Failulle to do so means you risk losing your work- this is part of strict government requirements to maintain security and
tender integrity and cannot be changed. NOTE: typing does not mean you are active on the portal!

active for ¢ 15 minutes, the portal will notify you
Refresh’ link in this 'pop up' so0 you are not

Note: The you are only now able to begin to ‘Create Response’
now. If you wish to decline to respond you still can. Headlines and any subsequent communications.

you experience connection problems you will miss the
€D Internet - ®is -

e




1et Explorer,

3- Responding tO holkitinegotiationrfgfdetaiRfgResponse. dofuserfct=answer V|® Certificate Errar | 4+ X | -
PQQS/ITTS | @ M Ej [=] Q%Q * Page - Safety » Tools - @v o
3.9 Click on the relevant area you wish to
Welcome: 1 suppller .
Time Zene: GMT DST respond to... and answer all questions marked

Back To List | Main Page | Logout | Accessibility and Legend o |

Project : project 452 - Test Project (MP)

Closing Date: 10/10/2011 17:00:00
Settings Response Last Submitted On:
View ITT settings

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

with a

Buyer Attachments
Buyer Attachments: 1
My Response '

Status izt Response To Be Submitted . . .
Te Buyer L= ‘@ Export / Import Response EJ:L. Delete rezponze ” [B] Printable View o ‘ Help for Suppliers o

Messages
b Unrezd Messages (0]

User Rights
Manzge User Rights Response Sv amary

—

.|Qualification ReZponsze

.|Technical REFDI‘ISE - Missing mandatory responses (10)
.|Commercial Response Mandatory fields missing (9) ota ice (excluding optional

& Vir # Response Index Only
allnwmg you to qmcl-clx-r understand the features and benefits of the software. HELP FOR SUFPLIERS content is presented by software

v’J Qualification Response (questions: 3 ) |E[Edit respnnsel
ded into process activities such as PQQs, ITTs and Auctions - just like the software itself.

Note: You are directed to read attachments Ecurity reasons your access to the portal will 'time out' if inactive for c15 minutes if you do not click "save”

lo =0 means you risk losing your work- this is part of strict government requirements to maintain security and

prOVIded by the buyer... be changed. NOTE: typing does not mean you are active on the portal!

Fleaze enszure that pop ups’ are NOT blocked on your browser. Should yvou be inactive for © 15 minutes, the portal will notify you
through a 'pop up'. It is wital that that you are able to see this in order to click the 'Refresh’ link in this 'pop up’ so you are not
disconnected from the portal and lose any unsaved information.

ra

()

1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions
USE THE ONLINE 'HELF FOR SUPFLIERS' FUNCTION - The content is designed to explain the eSourcing platform in business terms,

4 |Note: Flease ensure that yvou read and digest all the required actions and appropriate deadlines and any subsequent communications.
5 |Note: DO NOT leave your response until the last minutes/hours before the deadline (if you experience connection problems you will miss the
deadlineg and your response may be deemed non-compliant and rejected by the buying team -always upload generic information early to v

& mternet - Hios -
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3- RES ponding tO holkit fnegatiationgrfgf detailk foR esponse, dofuserdck=edittenyvelopeToEdit=t V|® Certificate Error | 44| % '-.l Google
PQQS/ITTS _| - B = g@a v Page - Safety = Tools - @- i
) — 5 i ¥
a7 Sl A

Logout | Accessibility and Legend o' | 3.10 Answer all mandatory \

Project : project_452 - Test Project (MP) questions, marked by a
ITT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Warning: Instructions for (1) Question(s) have not been downloaded, click on the icon next to the question to download the Instructional Attachment

E Save and Continue

3.11 To attach a completed/requested

¥ 2. Technical Response (questions: 12)) attachmentclick the ‘Browse’ button to

[ 7 2.1 Types of Pens - Section of ITT Questions navigate your local drive, locate the file and
selectit to place it here...

ez W '

Yes |M

Note that you can have attachments directly
contained within a question by noting this
icon. These could be templates that the buyer
requires to be completedin responseto the

We can supply many colours, an!rnat:hes. As long

particular question. Clicking on the icon will 25 2 sample is provided at minimum this usually... ]
download/open the attached file
-
’ Characters available = | 1900‘
6 5 Product Listing * Pleasze upload a copy of your item list/magazinee or brochure. |:| (0 KT
=

w 2.2 Supply - Section of ITT Questions

1(2.1 * Can you deliver to any of the following locations?

Ol Astor North

D Astor West

=1

Done € mternet 5 v Bie -

£




et Explorer

3- Responding tO holkit fnegatiationgrfgf detailk foR esponse, dofuserdck=edittenyvelopeToEdit=t V|® Certificate Error | 44| %
PQQs/ITTs B h-§- O

¥
' 2

'-.l Google

{= eSourcing NI - Windows Internet Explorer g@@
| sl prep e pimdlfattachfupload dojisessionid=20BZ2 1925ECD44 3231 86801 9ZI5R0E @ Certificate Error [@
~

Logout | Accessibility and Legend o' |

Project : project_452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Warning: Instructions for (1) Question(s) hj
‘ & Attach | 3 Cancel ‘
w 2. Technical Response (gquestions: 12 )
¥ 2.1 Types of Pens - Section of ITT * File Attachments: | upload Attachment v
1 1.1 * Can you * Select file to upload: | | (Brgwse..
: Please keep attachments to a manageable size in order t
2 1,2 * Can you to facilitate downloading. The portal allows individual \
attachments up to a maximum size of 50Mb but we \
5 1.3 % Can you recommend that you keep attachments to 2Mb or less. \
4 1.4 * Can you I
5 1.5 Can you 3 L ong
I Iy
6 5 Product Listing * Fleass u I
i<
¥ 2.2 Supply - Section of ITT Questiq,
1(2.1 * Can you deliver to any of tFlE TONOWING 10CaLinse
. ¢ ) o
3.12 Click ‘Browse’... locate the file,
{ ’ { H ’ b
then ‘Attach’ and ‘Confirm’... v

Daone




et Explorer -_ E| E|

3- Responding tO V|@'CertiﬁcateErr0r | 4 X
PQQs/ITTs h- 8

] @ v Page - 3afety » Tools - @v

R [E3E

TIT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Warning: Instructions for (1) Question(s) have not been downloaded, click on the icon next to the question to download the Instructional Attachment

B Sawe and Continue B Save and Return | 3€ Cancel

-

2 1.2 * Can you supply green biros? / Yas W
; . . 3 Yes W
21 3.14Click ‘Save and Continue’ to f—
. Yes W
B save progress and remain on the
E We can supply many colours, and matches. As long

page- CIiCk lsave and Return’ tO az @ sample iz provided at minimum this usually...
returnto the previous screen.

Characters available = I 1900|

QR o LT gy

3.13 The uploaded file name is 1 (17 Kb)

shown. You can delete/update the | @replace Attachment o7
attachmentat anytime.

@Download Attachrrlent| | DDeletE Attachment

Astor North
Astor West

O Astor South

2|2.2 * Please select vour lead time for delivery v

¥ 2.3 Accreditation - Section of ITT Questions Less than 4 working day

1(3.1 * Are you part of the National Staticnary Guild? Yas W

11+ working days
2(3.2 * Are you BIRO2007 accredited? Yas W
313.3 * Do you source from an ethical ink supplier? Ho %

£

Pz € mternet - Hios -




1et Explorer =]

3- Responding tO V|@'CertiﬁcateErr0r | 4 X '-.‘l
PQQs/ITTs h-8

2

| E%Q * Page - Safety ~ Tools = '@'v

==X

r

TIT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Warning: Instructions for (1) Question(s) have not been downloaded, click on the icon next to the question to download the Instructional Attachment

E Sawe and Continue B Save and Return | 3€ Cancel

2 1.2 * Can you supply green biros? Yas |W

3 1.3 * Can you supply black biros? Yas [¥

4 1.4 [
Message from webpage ;

5 1.5 —

The response is about to be saved; the format of your response will be checked and if no errors are Found it will be saved.

\.\/
-
Click QK" ta save or click "Cancel” ta discard any unsaved changes.

IMPORTAMT:
In order to make vour response wisible ko the buyer wou must submit it

Cancel
T e e i | =ttt hment

6 ﬁ Product Listing

w 2.2 Supply - Section of ITT Questions
1(2.1 * Can you deliver to anv of the follo

wing locations?

j Astor North
Astor West

O Astor South

3.15 Click ‘OK’ if prompted to, to

Less than 4 working day

¥ 2.3 Accreditation - Section of ITT Questions

=2

confirm the Save action. B

1(3.1 * Are you part of the National Staticnary Guild? Yas W
= 11+ working days

2|3.2 * Are you BIRO2007 accredited? Yaz W

313.3 * Do you source from an ethical ink supplier? Mo | v

Pz € mternet - Hios -




4. Downloading
Attachments

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legend o |

ITT Details

Settings
View ITT settings

Buyer Attachments S

Buyer Attachments: 1 &

My Response

To Buyer

et Explorer

v|®CertiFicate Error | (%

holkit fnegatiationgrfgfdetailR foR esponse, do

Welcome: 1 suppller
Time Zone: GMT DST

Project : project 452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

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

ﬁ = = @ ~ Page - Safety » Tools = @v =

Status is: Response To Be Submitte%

‘ Help for Suppliers o

Messages
P Unrezd Messages (0)

User Rights
Manage User Rights

g Export / Import Response H & Delete rezponze ” [B] Frintable View o

—~

\ éﬁ Submit Respaonsze

Response Summary

1.|Qualification Response ﬁl guestions answered
2.|Technical Responze Miz=thg mandatory responses (10)
3.|Commercial Response Mandatory Weld s N0 satse OR

= View Response Index Only

w 1. Qualification Response (questions: 3 )

¥ 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLH

1 [Note: IUSE THE ONLINE 'HELF FOR SUPPLIERS
business terms, allowing you to quickly u
i= presented by software module, and div|
software itself.

2 |Note: SAVE REGULARY - For security reasong
click "sawe" within this time. Failure to do
requirements to maintain security and te
on the portal!

3 |Note: Fleaze ensure that 'pop ups' are NOT b download

notify you through a 'pop up'. It is vital th
=n vn are nnt discnnnected from the nortal anrl |n=.F Aanw nsaverd |nfnrmr—|1‘|nn

4.1 To access the documentation that the
buyer has uploaded onto the Portal, please
click the ‘Buyer Attachments’ link...

Note: The number indicated represents
the number of attachments you should

W

https: fvmsne, prep, e-sourcingni.bravosolution, co, ukfesop)toalkit fnegotiation/rFofdet ailRF gattachments,.do
-

@ Internet

5 v Bie -




eSourcing NI

Back To List | Main Page | Logout |

4. Downloading
Attachments

ITT Details

Settings

View ITT settings

Buyer Attachments
Buyer Attachments: 1

My Response
Status is: Response To Be Submitted
To Buyer

Acceszsibility and Legen

d

d |

Project : project 452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Path: Top Level

et Explorer

b FList, dofreset=truefrald=145740

v|@CertiFicate Error |@ (%

AEIES

'::l Google

(28

ﬁ M = R @ ~ Page - Safety - Tools - @v

Welcome: 1 supplier
Time Zone: GMT DST

4.2 To access each document click the file name

and click the ‘Save’ button to save a copy to

your local PC or network drive
Tip: If you are using a slow internet connection

note the file size and try to download larger
files either via a broadband connection or at
off-peak times.

1

%

‘ [B] Printable View

Help for Supplil o

Messages
P Unrezd Messages (0)

User Rights
Manage User Rights

‘ 4, Search/Filter

ll ‘ﬁ Mazs Duwnlul_H @ Export List to Excel ‘

. Folder/File Name

| ISu|:||:}|i|3r Tips Guide.doc

Description

Last Modification Date
28/09/2011 14:57:41

-.:}Properties

Total: 1

Page 1 of 1

4.3 Or you can download all the attachmentsin
one go by clicking ‘Mass Download’.

Note: You will need to have Java (latest version
recommended)installed to do this...

Show:

elements

~ COPYRIGHT 2000 - 2011 BRAVOSOLUTION ~

2 Top

£

@ Internet

H100% v




et Explorer

4. Downloading V|@CertiﬁcateErr0r | AR | |P ~
AttaChmentS ﬁ A | g@a v Page - Safety ~ Tools @v

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legen

a

o

d

File Download

Project : projec

B2 2Rl Do you want to open or save this file?
Closing Date: 1

Ffﬁgt:,"lﬁ'_sr' settings Ilesnse Last: @_,] Mame: Supplier Tips Guide, doc

Buyer Attachments L = Type: Microsaft Office Word 97 - 2003 Document, 23,5KE

Buyer Attachments: 1 : ; ; J@,
From: swww.prep.e-sourcingni.bravosolution.co.uk

My Response

Status is: Res se To Be Submitted . .

Tanuu-,-uler EEpenEs lo B8 summite [E]Prmtable View , :
Open ] [ Save ] | Cancel |

Messages - I

P Unrezd Messages (0) A Search/Filt

User Rights
Manage User Rights

|.--’ w'hile filez from the [ntemet can be ugiul, zome files can potentially
harm your camputer. 1f yau do nat trust the zource, do nat open or : [iProperties
zave thiz file. What's the rigk? I

I 2 Top

~ CD,FLIGHT 2000 - 2011 BRAVOSOLUTION ~

4.4 Click ‘Save’ and select an

appropriate location on your
own PC to store the attachment.

W

€ mternet - Hios -




et Explor
 — ——

hiolkit fnegol

Safety = Tools « @v

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP) 5.1 The system will summarise your response,

R T, please review and ciick ‘Submit Response’ o

Settings Response Last Submitted On: Smeit it
View ITT settings

Buyer Attachments
Buyer Attachments: 1 =
My Response ‘@ Export / Import Response H E}. Delete response ” [B] Printable View o Help for Suppliers
Status is: Response To Be Submitted |
To Buyer
éﬁ Submit Response |mE—E S
Messages
P Unrezd Messages (0) D
Response Summary

User Rights S ;
Mznage User Rights 1.|Qualification Response All guestions answered

2.|Technical Rezponze Miz=zing optional responses (1)

3.|Commercial Response All quoted items completed

= View Response Index Only

¥ 1. Qualification Response (questions: 3 ) |Q]‘Edit respnnsel

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

1 [Note: USE THE OMLINE 'HELF FOR SUPPLIERS' FUNCTION - The content is designed to explain the eSourcing platform in
business terms, allowing you to quickly understand the features and benefits of the software. HELF FOR SUPPLIERS content
iz presented by software module, and divided into process activities such as PQQs, ITTs and Auctions - just like the
software itself.

2 [Note: SAVE REGULARY - For security reasons your access to the portal will 'time out’ if inactive for 15 minutes if you do not
click "sawve" within this time. Failure to do so means you risk losing yvour work- this is part of strict government
requirements to maintain security and tender integrity and cannot be changed. NOTE: typing does not mean you are active
on the portal!

Note: This screen will display your response to the entire questionnaire and any attachments
that you have successfully completed. It is strongly recommended that you double check your
responseis complete before confirming it and submittingit to eSourcing NI. i

Also note: that prior to the deadline, if needed, you can re-publish your existing response. (i.e.
if you need to change a response to a question that you originally entered incorrectly)... T
g = o T

W




5. Submit Response

¥
v Page - Safety ~ Tools @v

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP)

Settings

View ITT settings
Buyer Attachments
Buyer Attachments: 1

My Response
Status is: Response To Be Submitted

To Buyer

ITT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

‘@ Export / Import Response H D Delete response ” [B] Printable View f ‘ Help for Suppliers off

Messages

P Unrezd Messages

User Rights

Manage User Rights

W&R Submit Respanse

Message from webpage

status’ as ‘Response Submitted To Buyer’ with the time and

( Py IMPORTANT: Flease ensure that you have reviewed vour response For completeness, including any file attachments, To continue with your
\/ submission, click "QK", To return to your response without submitting, dick "Cancel”,

- - # K, [ Cancel ] .
I ; | Edit response
v I.I1. - = SECLION OT 111 QUESLIONS
1 [Note: USE THE OMLINE 'HELF FOR SUPPLIERS' FUNCTION - The content is designed to explain the eSourcing platform in
business terms, allowing you to quickly understand the features and benefits of the software. HELF FOR SUPPLIERS content

iz presented by software module, and divided into process activities such as PQQs, ITTs and Auctions - just like the
software itself.

Llote, LU D LD Eo i pacooearcess to the portal will 'time out’ if inactive for 15 minutes if you do not

. . . 7 . ick losi worl- this i rt of strict t
5.2 Clicking ‘OK’ will refresh and show the new ‘Response  |Ftiuisslhaomiaiui i Eslsinimii i

grity and cannot be changed. NOTE: typing does not mean you are active

bn your browser. Should you be inactive for ¢ 15 minutes, the portal will

date Stamp in the header", ou are able to see this in order to click the 'Refresh’ link in this 'pop up’

oze any unsaved information.

NOTE: The regIStered emall address WI" also receive equired actions and appropriate deadlines and any subsequent
confirmation that your response has been published.

tes/hours before the deadline (if yvou experience connection problems
be deemed non-compliant and rejected by the buying team -always
ute time pressure).

P

W

€ mternet v 00

-




5. Submit Response

ﬁ A = g%g v Page - Safety ~ Toaols » @v if

Welcome: 1 supplier A
Time Zone: GMT DST B

Project : project 452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)

Closing Date: 10/10/2011 17:00:00
Response Last Submitted On:

Settings
View ITT settings

Buyer Attachments
Buyer Attachments: 1

‘@ Export / Import Response H D Delete response ” [B] Printable View f ‘ Help for Suppliers off

My Response
Status is: Response To Be Submitted
To Buyer

W&R Submit Respanse

Messages
P Unrezd Messages

User Rights Message from webpage

Manage User Rights

'E You have successfully submitked your response to the buyer, if wou wish you can update the response and submit your changes anykime before the
L

deadline. Eﬁ,?m

Jl.l T. READ ME FIR=T - SUPPLIERS TIPS TUR COMPLETING YOUR REGPUNGE - Section of 111 Questions

1 ghote: USE THE OMLINE 'HELF FOR SUPPLIERS' FUNCTION - The content is designed to explain the eSourcing platform in
business terms, allowing you to quickly understand the features and benefits of the software. HELF FOR SUPPLIERS content
iz presented by software module, and divided into process activities such as PQQs, ITTs and Auctions - just like the
software itself.

SAVE REGULARY - For security reasons your access to the portal will 'time out’ if inactive for 15 minutes if you do not
click "sawve" within this time. Failure to do so means you risk losing yvour work- this is part of strict government
requirements to maintain security and tender integrity and cannot be changed. NOTE: typing does not mean you are active

ps' are NOT blocked on your browser. Should you be inactive for ¢ 15 minutes, the portal will
". It i= vital that that you are able to see this in order to click the 'Refresh’ link in this 'pop up’
from the portal and lose any unsaved information.

4 [Note: Flease ensure that you read and digest all the required actions and appropriate deadlines and any subsequent
communications.

5 [MNote: D0 NOT leave your response until the last minutes/hours before the deadline (if yvou experience connection problems
you will mizs the deadline and your response may be deemed non-compliant and rejected by the buying team -always
upload generic information early to avoid last minute time pressure).

£

€ mternet - Hios -




et Explor
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5. Submit Response

r

ﬁ v = @ ~ Page - Safety - Tools - @v

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legend o |

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP)
Closing Date: 10/10/2011 17:00:00

Settings Response Last Submitted On: 06/10/2011 17:43:44
View ITT settings

Buyer Attachments
Buyer Attachments: 1

‘@ Export / Import Response H & Delete responze ‘@] Frintable View

My Response Help for Suppliers

Status is: Response Submitted To
Buyer

Response Summary

-

.|Qualification Response All questiuls answered

Messages
p Unread Messages (1] .|Technical Response Missing opjjonal responses (1)
User Rights .| Commercial Response All guoted items completed

ra

[

Manage User Rights

View Response Details
} 1. Qualification Respense (questions: |QEdit respnnsel

)
| P 1.1 1.READ ME FIRST - SUPPLIEL TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions |

} 2. Technical Response (questions: 12 |Q[Edit respnnsel

5.3 Note the time and date last submitted. You can only do this once ALL mandatory
guestions have been completed.
You may work on your submission as many times as you like to upto the closing date. If | [Ziedit response

you miss the deadline, you will not be able to submit your response.

W

5 v Bie -




. '::l Google

ﬁ M = R @ ~ Page - Safety - Tools - @v

hiolkit fnegatiation)'joink fg.do?f rom=detail V| @ Certificate Error |@ ‘ﬁ

5. Submit Response -

eSourcing NI

. L a Welcome: 1 supplier
Main Page | Logout | Accessibility and Legend o | Time Zone: GMT DST 4 Select Module

[projects | pogs | 115 | Auctions | conracs |

Filter By: | All ITTs v| &
My ITTs ‘ 4 Search/Filter ” @ Export List to Excel H Help for Suppliers
My ITTs =
ITTs Open to All Suppliers ITT Title Project Code: Buyer Organization ITT Status Responze Status
ITT= Open to All Suppliers
1itt_546 Test ITT (MP] project_452 Claire Buyer Running Response Submitted To Buyer 10/10/2011 17:00

Page 1 of 1

5.4 Notethe new status ‘Response Submitted To Buyer’...
NOTE: The registered email address will also receive
confirmation that your response has been published (both
buyer and supplier receive an email receipt of submission). 3

W

€ mternet v ®io0w -




X
2

et Explorer |= |

holkitfnegatiationgrfgfdetailRfoR esponse, do? _ncp=1317970913325.66 V|®CertiﬁcateEerr | LIRS ".l Google

6. Messaging —

ﬁ A = g%g v Page - Safety ~ Toaols » @v if

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legend o |

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP)
Closing Date: 10/10/2011 17:00:00

Settings Response Last Submitted On: 06/10/2011 17:43:44
View ITT settings

Buyer Attachments
Buyer Attachments: 1

My Response ‘@ Export / Import Response H & Delete responsze ” @ Frintable View ‘ Help for Suppliers
Status is: Response Submitted To
Buyer
Response Summary
Messages 1.|Qualification Response All guestions answered
b Unread Messages (1) 2.|Technical Rezponze Miz=zing optional responses (1)
User Rights \ 3.|Commercial Response All quoted items completed

Manage User Rights

\ View Response Details

P 1. Qualification Respense (questions: 3 ) o] Edit respnnsel

\ | P 1.1 1.READ ME FIRST - SUPPLIERS TIPS FOR CO

\ b 2. Technical Response (questions: 12 ) 6.1 To access messages, you will see an |Edit response|
P 2.1 Types of Pens - Section of ITT Questions ”Unread Messages" |ink With a number
\ b 2.2 Supply - Section of ITT Questions . . .
2.3 Accreditation - Section of ITT Questions Indlcatlng the number Of unread messages'
To read a message, click on unread
messages

¥ 3. Commercial Response (questions: 8 ) | Edit response

P 31 Stationery Prices

} 3.2 Delivery Charges
} 3.3 Price Breaks

W

€ mternet - Hios -




et Explorer

BEES
v|@'CertiFicateEerr | AN | |“D "
h- 8

6. Messaging

| g@a v Page - Safety ~ Toaols » @v i

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legend o |

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP)
Closing Date: 10/10/2011 17:00:00

Settings Response Last Submitted On: 06/10/2011 17:43:44
View ITT settings

&

Buyer Attachments
Buyer Attachments: 1

‘@ Export / Import Response H D Delete responsze ” @ Frintable View ‘ Help for Suppliers

My Response
Status is: Response Submitted To

Buyer
Response Summary

1.|Qualification Response All guestions answered
Messages
w Unread Messages (1) 2.|Technical Rezponze Miz=zing optional responses (1)
Create Message 3.|Commercial Response All guoted items completed Total Price (excluding optional sections) GBP 606,720

Received Messages = =
\ View Response Detai

Sent Messages

Draft Messages \ P 1. Qualification Response (questions: 3 ) |E|'Edit respnnsel
Forwarded Maessages \ | } 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions |
User Rights N Technical Response (questio |E[Edit respnnsel

Mansge Ueer Rishts DErh P> 6.2 Note that the messages area
b 2.2 Supply™ Segtion of I now expands completelywith a -
P 2.3 Accreditation ~¥Sectiq . .

a2 number of options from reading, to
i idasadadins  composing and drafting your own
P 31 Stationery Prices t th b
} 3.2 Delivery Charges messages o € uyer
} 3.3 Price Breaks b

€ mternet - Hios -
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et Explorer |Z||E

X
2

r

dl/message/receivedMessage, dorreset=trued_ncp=1317970960233.32 V|®Certiﬁcate Error | 44| X

6. Messaging =

:.l Google

ﬁ v = @ * Page - Safety = Tools - @v

P

eSourcing NI

Back To List | Main Page | Logout | Accessibility and Legend o |
Project : project 452 - Test Project (MP)

[TTTBEE Y [T 546 Test 11 HP)
Closing Date: 10/10/2011 17:00:00

Response Last Submitted On: 06/10/2011 17:43:44

Welcome: 1 supplier
Time Zone: GMT DST

Messages
w Unread Messages (1)

Create Message

‘ [B] Printable View !

B Received Messages

Sent Messages
Draft Messages ‘ 4, Search/Filter H E,], Create H @ Export List to Excel H |=] Messages Report ” [B] Print ‘
Forvarded Messages

Opened by Me Replied
User Rights

Manage User Rights 1|Claire Buyer 06/10/2011 17:49 Confirmation
Total: 1 Page 1 of 1

I 2 Tep

~ COPY&SHT 2000 - 2011 BRAVOSOLUTION ~

6.3 The messaging screen will show you all the
messages that you have received including the / 3
date/timethey were issued and read... /

...To read a message, move your mouse over the
received message (it will be highlighted) and

‘click’... A/
€ mternet - Hios -




6. Messaging

eSourcing NI

Messages
w Unread Messages (0]

Create Message

B Received Messages

Back To List | Main Page | Logout | Accessibility and Legend o |

et Explorer

v|@'CertiFicateEerr | AN | |“D "
ﬁ A | @y v Page - Safety + Tools - @v -

Welcome: 1 supplier
Time Zone: GMT DST

Project : project 452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00

Response Last Submitted On: 06/10/2011 17:43:44

‘ [Eh Printable View !

‘ Help for Suppliers '

Sent Messages

Craft Messages

Forvarded Messages

User Rights
Manage User Rights

6.4 This will area display the
message, to reply click the ‘Reply’ Regards
button...

‘H@ Back ‘ P_| Reply ||_'_;‘; Forward H[B] Print |

Date 06/10/2011 17:49
Sent by Claire Buyer

Subject Confirmation

Message Fleaze note that the question that requires a product list must only be responded with where product lists
are as recent 3z within one calender manth.

If vou are unable to supply one that is this recent, please provide the latest copy that clearly displays the
date of creation/version update.

~ COPYRIGHT 2000 - 2011 BRAVOSOLUTION ~

£

Daone

€ mternet - Hios -




et Explorer

. dl/message) Answerlessage, dovid=160652 V| @ Certificate Errar | 44| X :.l Google
6. Messaging = 5
& - [ = v Page~ Safety~ Tooks~ (@)~

A

e
[,

eoourcing N

Logout | Accessibility and Legend o' | %ﬂzngi:e}é;ﬁpg:;

Project : project_452 - Test Project (MP)
ITT: itt_546 - Test ITT (MP)
Closing Date: 10/10/2011 17:00:00

Response Last Submitted On: 06/10/2011 17:43:44

E Save As Draft | [F Send mesgage | 3§ Cancel

Message
Date 06/10/2011 17:49

Sent by Claire Buyer \
Subject |Re: Confirmation |

Message received Flease note that the question that requires a product list must only be resonded with where product lists are as recent as within one calender month.

If you are unable to supply one that is this recent, please provide the latest coMy that clearly displays the date of creation/version update.

Regards \

My Message | Thanks for letting us know. \

I= it possible to have a extension? Our catalogue is b

6.5 Edit your message content then click the
‘Send Message’ button...

...note you can also attach files to this message
Attachments [ 0] | & Attachments .
- Recipient (refer to attachments area) if necessary.

Claire Buyer

Total : 1

~ Top ¥
€ mternet - Hios -




et Explorer |Z”E E|

2

dl/message/sentMessage. do?_ncp=1317971105296,34 V|®CertiﬁcateErr0r | 44| X '-.l Google

6. Messaging =

ﬁ M = R g@a ~ Page - Safety - Tools - @v i

eSourcing NI

W . -
Back To List | Main Page | Logout | Accessibility and Legend o | Welcome: 1 supplier

Time Zone: GMT DST

Project : project 452 - Test Project (MP)
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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 publishing 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. Ensure that you follow all instructions carefully (including those in: an online opportunity, the PQQ Tips for a
Stress-less Tender attachments and in the online forms themselves) — it is critical that you thoroughly review the

advise given in all Supplier Help Guides and READ ME FIRST documents within the online tender.

7. 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.

. 8. Consistently SAVE your work — security protocols will automatically “time-out” after 15 minutes of Inactivity

Please rememberyou MUST click on “Submit Response” your response to make it visible to the buyer.
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For further information or assistance please refer to
4 the online help function and any guides/documents
provided in the first instance.

Only if this does not resolve your query you can email
the BravoSolution Helpdesk

)
Logout
This senice provides a secure and efficient means foryou to engage in

Opening hours: 8am — 6pm Monday to Friday
s e St Email: help@bravosolution.co.uk

Contact:

Telephone: +44 (0)800 368 4850

Phone: 0800 0112470
Fax: 480

Please note that this email address should only be used

are open to all suppliers. The "ITTs Open to

for technical queries regarding the eTendering
software/portal.
For matters relating to the content of tenders, firstly
simmms s | €Nsure that you have read the ‘Instructions’ documents
| before you contact the buyer via the messaging

| function.
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