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Before You Create a Response - Important
Information and Reminders

Late Responses

Many Buyers do not accept late tender responses. You are responsible for ensuring that your response
is complete and submitted before the deadline.

PCS-Tender allows you to submit a late response as long as the Buyer has not started the evaluation
process. This does not mean the Buyer will accept and evaluate your response. If you submit a
response after the closing date and time a pop up message will appear informing you that you are
about to submit a late response. Click Confirm to submit.

¥YOU ARE ABOUT TO SUBMIT A LATE RESPONSE.

If you have already submitted a response and are making an
amendment this will also result in you submitting a LATE
RESPONSE.

The response may be rejected and you may be excluded
from this Project.

Click Confirm to Submit your Response

Cancel Confirm

Mandatory Questions

If the tender contains mandatory questions, these must be answered before you can submit your
response. An asterisk will show next to mandatory questions.

Text Questions

There is a 2000 character limit for text responses in PCS-Tender in the system and Excel. The system
and Excel will not allow you to exceed 2000 characters. Your response to a text response question
must be 2000 characters or less.

If you copy text from, Microsoft Word the text may include carriage returns which count as a
characters.

Save Regularly

Click the Save Changes button regularly to save your work. Or click Save And Exit Response to save
and return to the My Response page. Failure to do so may mean you risk losing your work if you
experience connection issues or security 'time-outs'.
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Creating a Response to a Tender

Accessing the PQQ or ITT to Create a Response
To find a PQQ or ITT to respond to you can either:

1. Follow the link contained within the invitation to ITT email and log in to PCS-Tender. This will
take you directly to the My Response area.

A visrming You Attachments (3], X

JAGGASR=0ONZ 1545 Groenwich Mean Time DST @ vielcome Training Supplier 001 &,

& [TT:_0490 - ITT Example June 2023 Runring Decine To Respond
T Dotads

Messages (Unread 0)

-

1. QUALIFICATION RESPONSE (QUESTIONS: 60

v oF - SECTION OF SPECIFIC QUESTIONS
NOTE NOTE DETAILS
e andat Impertant - The buye

Or log in to PCS-Tender and click My PQQs or My ITTs. Click My ITTs to see ITTs which you
have been invited to or ITTs Open to All Suppliers to view all otherITTs. Click My PQQs to see
PQQs which you have been invited to or ITTs Open to All Suppliers to view all other PQQs.

JAGGASF-ONS 1545 ssosicn ass T 057 (Y ——Y

ITTs

WY covE T PROJECT COBE Y CLOSING BATETIME J, TTSTATUS

19490

” " To buy »
o joct._ 7474 ® Closed: Award _ w® s
JAGGASR=ONS 155 teaermicn hean T 05T @ viskcoome Teaining Supgler 061
PQOs
0: -
POQ E00E PGQ TITLE PROJECT COCE P0G CLOSNG DATETIME PG STATUS RESPONSE STATUS FACILITATING BODY
o Closed: Fo e Evsbuated Responie Subenited To Buye
paa. 1488 project 7368 anou2023 1200 Glosed: To be Evakiated Fesponse Submitted To Buyer
3 a8 1450 : Josad: ToB Fesponse ToBe Submmisd To By FCS-T TRANNG

The Settings Area

The settings area of PQQs and ITTs contains key information including the closing date and time, and

the scoring methodology. Scroll down the page to view the Closing Date and End Date for Supplier
Clarification Messages.
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Gk hors to ceud Bergumas 3

~ Data & Time Information

ptuens oo Vimwing Rosspores el Do far Guppbor Clarifization Messages - Suse

Response Envelopes

You may be required to respond to questions in three areas of PCS-Tender, we call these Envelopes.
The Qualification Envelope, the Technical Envelope and the Commercial Envelope. There are three
possible envelopes:

1. The Qualification Envelope contains:

a. basic company information questions,

b. questions from the Single Procurement Document (SPD), - a standard form used to
capture information about your ability to carry out the contract. For example,
checking whether any Exclusion Grounds apply to your company, and information
about your organisation’s Economic and Financial Standing.

2. The Technical Envelope contains questions about:
a. your organisation’s technical and professional ability to carry out a contract,
b. ortechnical aspects of the bid, that the Buyer intends to assess on a scored and
weighted basis.

3. The Commercial Envelope contains questions about pricing information. Some opportunities
may not contain a commercial envelope as part of the initial response.

The view the envelopes you must click My Response then Intend To Respond in the top right.

JAGGASR=0NS 103 trrewich Mo Time 057 R rm— Y

& ITT: {9490 - ITT Example June 2023 furning [ reorer— e

JAGGASR=-0NZ 1057 Greenwich Mean Time 08T @ velcome Training Supplier 001 &,

TT Data

« ITT:itt_0490 - ITT Example June 2023 Running ses Online Questeansie In Excs ‘Submit Responss

~ My Response Summary

ENVELOPE QUESTION INFORMATION

MeSSing Mandstory responges (5

nswered
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System Messages (known as ribbon messages)

Messages from the system will appear in a ribbon at the top of the screen. They contain important
information. Make sure you click on the arrow next to the number of posts to read the full message.
These messages will explain how to submit a response, alert you to unread attachments or
unanswered questions within your response.

A viarning Resganse, X

JAGGASR=ONS 1034 treenwica bean Trne BT Trsining Suppler 001 &,

« ITT:itt_9490 - ITT Example June 2023 Running o | Dectine To Respond

JAGGASR-ONS 1057 crsemich bean Time 05T Oyl
=
& ITT:it1.9490 - ITT Example June 2023 Funng wes | Onine Qusstonnars I Exce

To enter, edit and review your response
From the My Response area of the PQQ or ITT you can enter, edit and review the questions.

If you have answered standard questions in your profile or a previous tender response they will be
automatically populated in your response. It is your responsibility to ensure that these are correct and
valid for each tender response. Create and edit your response by clicking the pencil icon on the right
of the screen or clicking the hyperlinked text for the envelope.

PR 1AGGASR-ONS 1iesvmer st [ T ———— Y

& ITT: itt_9490 - ITT Example June 2023 Funning [ S ——— m
=
T Dot

[TRere—T

My Response

= @ our Respanse is not yet Submitiod. To make t vesble o the Buper you must chek Subeit Response

~ My Rexponse Summary

o
—

I ¥ 1, GUALIFICATION RESPONSE (QUESTIONS: 60)

>0 ANGE OF - SECTION OF SPECIFIC QUESTIONS

Editing a response after the closing date
If you edit your response after

Saving and submitting your response

Save your response regularly. You risk losing your work if you do not save regularly. PCS-Tender will
log you out after 20 minutes of inactivity.

Click the Save Changes buttonin the top right of the screenregularly to save your work. Or click Save
And Exit Response to save and return to the My Response area.
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JAGGASE=0NZ 11:14 Greenwien ean Time 0T @ vickome Training Supplier 001 &
ITT:itt_9490 - ITT Example June 2023 Running Save Changes cancel

2 @ vour Response is not yet submitted. To make it visible to the Buyer you must click 'Submit Response’

Validate Response

Click Validate Response in the top right of the screento check if you have missedany questions. The
system will highlight any missing answers by showing a ribbon message. Click Detail, onthe ribbon, to
view a full list.

JAGGASR=-0NE frpenaacs ey Teme D51 W e

ITT: 9490 - ITT Example June 3023 Pty Lar vt

- Missing Mandatory Field: Confirmation - Name

- Missing Mandatory Field: Employer's (Compulsory) Liability Insurance
- Missing Mandatory Field: Product Liability Insurance

- Missing Mandatory Field: Professional Indemnity Insurance

- Missing Mandatory Field: Public Liability Insurance

- Missing Mandatory Field: [COI Conflicts]

Mandatory questions
An asterisk will show next to mandatory questions. You must answer all mandatory questions before
you can submit your final response to the Buyer.

If questions have instructional attachments, you will see a warning message. To download the
attachment, click on the warning triangle next to the question and click Open file.

| A Waming: tions for (1) Questi have not been d, click on the icon next 1o the question 1o the i b X |
CODE DESCRIPTION UNIT OF
MEASUREMENT
1T A1 * Boilers as per specification Each

Qualification Envelope Example

Answer all questions contained within the envelope.

If you have previously answered an SPD on PCS-Tender then your answers will be prepopulated. If
answers have been prepopulated, you must review and update any outdated information or
information that is not relevant for this response before you submit your response.

Prepopulated answers come from your Extended Profile which can be updated manually. Your
Extended Profile will be updated automaticallylg\ég%r] 3 Buyer opens your submitted response.
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Submission of Separate SPD Responses by other organisations connected to the bid

If you are bidding as part of a group or with entities whose capacity or capability that you are relying
upon you must submit a separate SPD response for each of these entities along with your own SPD
response. For example, subcontractors or other members of a consortium you are part of.

The Buyer will attach a copy of the SPD to the relevant question as an instructional attachment.

Download this attachment and send a copy to the relevant entities asking them to complete the
sections noted below:

e Part 2A: Information about the bidder (mandatory)

e Part 2B: Information about the representatives of the bidder (mandatory)

e Part 3: Exclusion Grounds

e Part 4: Selection Criteria (you should ensure that the relevant entities only fill in the parts of
these sections where you rely on them to meet the minimum standards. There is no need for
them to complete all questions within this section)

e Part 5: Reduction of the number of qualified candidates (where applicable and included)

Once complete, click Attach File to upload the response. Multiple responses should be zipped
together and uploaded together.

JAGGASR=ONZS 1159 Greenwicn Mesn Time 0ST @ veicome Training Supplier 001 &,

ITT: itt_9490 - ITT Example June 2023 Runring Save Cranges Cance m
5

1.3 CONSORTIA & SUBCONTRACTING - SECTION OF PROCUREMENT SPECIFIC QUESTIONS

RESPONSE

Subcontractors

The Buyer might alsorequest a separate SPD for subcontractors on whose capacity you are not reliant.
This will be specified in the Contract Notice and a question will be included in SPD.

A subcontractor version of the “SPD Supplier Response Form” will be included as an attachment.
Download the form and send a copy to the relevant subcontractors asking them to the complete the
following sections:

e Part 2A: Information about the bidder
e Part 2B: Information about the representatives of the bidder

e Part 3: Exclusion Grounds

Check that you have sent the correct attachment to the relevant entity to ensure that they fill in the
appropriate information.

Once complete, click Attach File to upload the response. Multiple responses should be zipped together
and uploaded together.
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# 1.15 CONDITIONAL SECTION: SUBCONTRACTORS - SECTION OF STANDARDISED QUESTIONS

QUESTION DESCRIPTION RESPONSE
1181 2011 In 26 far an known, please list the praposed subsontractara:
NOTE NOTE DETALS
152 BIDDER GUIDANCE The SPD (Scotland) - Subcomtractors - Supplier Respanse has been antached 1o the following question 10 aliow you 13 submit an SFD an behalf of subconmactors

or il in the following sections:

i the bidder
- Ba aut rererantatives o the bidder
» Part 3 Exclusion Grounds

QuESTION DESCRIPTION RESPONSE
11534 2002 Please downlosd and complete the SPD amtachmaent for sach of the subcomtractors concerned. I + I
Bidders shouid ensure that any bsted subconts 50 regstered on PCS Tender

Technical Envelope Example

This envelope will contain questions that will be evaluated and scored on a weighted basis by the
Buyer.

The Buyer will include a document within the Attachments area explaining how they score each
guestion along with the weightings of each section and question.

You can view the weightings for each technical questions by clicking the 3 dots (...) button in the top
right and click Printable View inc. Tender Weightings.

« |TT:itt_3243 - Supplier Response Guide Running >
Printable View Inc Tender Weightings
ITT Details Messages (Unread 0)
Seftings Buyer Attachments (1 My Response Associated Users

Check the validity of a response before
submitting

To checkthat aresponse has been provided for all mandatory questions click Validate Response inthe
top right.

JAGGASR=0NZ 1112 Greemich biean Time 05T @ vielcome Training Supplier 001 &,

ITT:i_9490 - ITT Example June 2023  © Runney ] Save Cranges. Ganzel

- W) vour Respanse 5 ron yet Submitted. To make it visible (0 the Buyer you must click ‘Submit Response

The system will highlight any missing answers by showing a ribbon message. Click Detail, onthe ribbon,
to view a full list.

© Thereare oo

JAGGASR-ONZ 1719 Greseneicn Masn Time 05T @ visicome Traiming Supplier 001 &,

ITT:itt_9490 - ITT Example June 2023~ © Running ] Sove Changes Cancel

2l @ vour Response is nat yet Submitted. To make it visible to the Buyer you must click ‘Subivit Response’

Valdate Response

Page | 9




@ PCS-Tender JAGGASR-ADVANTAGE Supplier Response Guide

- Missing Mandatory Field: Confirmation - Name

- Missing Mandatory Field: Employer's (Compulsory) Liability Insurance
- Missing Mandatory Field: Product Liability Insurance

- Missing Mandatory Field: Professional Indemnity Insurance

- Missing Mandatory Field: Public Liability Insurance

- Missing Mandatory Field: [COI Conflicts]

Submitting a Response

To submit your response, go to the My Response area and click Submit Response in the top right.

JAGGASR=0NZ 1220 Gresamich Mesn Tine 05T @ visicoma Training Supplier 001 &,

« ITT:itt_9400 - ITT Example June 2023 Runnegy o ommsowsmanansnece | JREE

- W) vour Responus ix not pet Submited. To make t visible 1o the Buyer you must click Submit Retpones

ENVELOPE QUESTION INFORMATION

A pop up message will asks you to confirm you wish to continue with your submission. To confirm click
OK.

pesttraining.bravosolution.co.uk says

IMPORTAMT: Please ensure that you have reviewed your response for
completeness, including any file attachments. To continue with your
submission, click "OK". To return to your response without submitting,

click "Cancel”.

Once you have successful submitted your response a ribbon message will appear at the top of your
screen. Click Detail to read the full message.

TR— |

Information X

- You have successfully submitted your response to the buyer, if you wish you can update the response and submit your changes anytime before the deadline
Please note buyers will only be able to see your response after the deadline has passed

Modifying your response after submitting

You can edit and update your response after submitting. The Buyer will only receive the latest
submission after the deadline has passed. Youmust click Submit Changes inthe top right tosave your
edits. If you do not click Submit Changes your changes will not be saved and the Buyer see the old

version of your response.
y P Page | 10
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To amend a response, click on the envelope and make your edits. Then click Keep Changes inthe top
right.

JAGGASRONS 1232 Groamicn Mewn Time 05T @ vwicome Training Supplier 001 §,

ITT: it1_9490 - ITT Example June 2023 Runneng Discans Crarges
2
Valdate Ressonse

1. QUALIFICATION RESPONSE (QUESTIONS: 60 )

1 oF 10N - SECTION OF SPECIFIC QUESTIONS

NoTE NOTE DETAILS

You must then click Submit Changes inthe top right. Aribbon message will appear to remind you that
changes will only be saved once submitted.

b Mo Charnges mil be saved any when subritied X

ITT. in_9490 - ITT Example June 2023 Funning Unéo All Changes
|~ MyResponse Summary /

ENVELOPE QUESTION INFORMATION

When you have successfully submitted a change toyour response a ribbon message willappear at the
top of the screen. This means that when the Buyer accesses your response they will see the amended
version of your response. Click Detail to view the full message.

@ You have successfully submitted your response 10 the buyes. if you wis.. psadl X

JAGGASR-ONS 1235 Gresmich asn Tera 0ST @ vicicome Training Suppiier 001 &,
& ITT:it_9490 - ITT Example June 2023 Funning

Messages (Lnread

Information p
- You have successfully submitted your response to the buyer, if you wish you can update the response and submit your changes anytime before the deadline.
Please note buyers will only be able to see your response after the deadline has passed.

You will also receive an automatic email confirming that you have successfully submitted your
response. The email will include a summary of the Invitation to Tender and confirm that you have
submitted your response successfully.

The automatic email is a message from PCS-Tender and is not confirmation that the Buyer has
accepted the tender submission as a fully compliant response.

Modifying a response after the deadline

Many Buyers do not accept late tender responses. You are responsible for ensuring that your response
is complete and submitted before the deadline. PCS-Tender allows you to submit and modify response
as long as the Buyer has not startedthe evaluation process. This does not mean the Buyer will accept
and evaluate your response.

If you try to edit a response after the deadline has passeda pop up will appear to inform you that the
deadline has passed and your response might not be considered by the Buyer. Click Confirm to edit

your response.
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You are now modifying your Response after the deadline

Your submission may not arrive in time to be considered or
may be rejected by the Buyer

Click Confirm to Edit your Response

Creating a response offline

Remember that the character limit applies to Excel responses. Remember that after completing the
Excel template offline you must import the it back into the system.

To create your response offline go to the My Response area and click Online Questionnaire in Excelin
the top right.

JAGGASR=OINS 1357 Greomeicn Mean Teve 05T @ vieicome Training Supplier 001 &,

€« ITT:it_9490 - ITT Example June 2023 Running Wenzraw Response

TY Details Mezsages (Unvead 0)

My Response

Then click Download Online Questionnaire in Excel.

"IAGGASR-ONZ 135 Gresrwich tiean Tira ST @ viekome Training Suppier 001 &

ITT: itt_9490 - ITT Example June 2023 Running

5| ¢ Upload Hoip To Craate & Import Your Response In Excel

o lows you to download aire i Excel. Once you have saved the file and responded to the questions, you shoukd retum 10 this screen and import the same spreadsheet which will populate the online questions with your responses
*44 IMPORTANT *+*

THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO UPLOAD THE EXCEL FILE WHICH HAS BEEN DOWNLOADED FOR THIS PQQ/TT

) IF THE BUYER HAS ASKED YOU UPLOAD ATTACHMENTS, THE UPLOAD LINK NEXT TO A SPECIFIC QUESTION ONLINE MUST BE USED OR THE ADDITIONAL ATTACHMENTS AREA (IF ENABLED)
ADDITIONAL FILES CANNOT BE EMBEDDED INTO THE SPREADSHEET

IN THE EVENT THAT THE BUYER HAS NOT PERMITTED THE UPLOADING OF ATTACHMENTS, THIS AREA CANNOT 8 USED AS A SUBSTITUTE

£

Import tems

To complete your response you will need to open the Excel document which downloads from PCS-
Tender.
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NOTE: PLEASE DO NOT ADD OR REMOVE ANY WORKSHEETS, CELLS, ROWS OR COLUMNS FROM THE EXCEL RESPONSE SPREADSHEET, OR EDIT ANY FORMULAE
ITT Response Questionnaire for: itt_3243

COLOUR LEGEND
Response Optional
Response Mandatory
Ignored During Impart
Questionnaire Infarmation
Cuirency:GBP
1 Qualification Envelope |
1.1 Accep of 1is
MNote Note Details
1141 Important The Bidder is requirad to answer all of the questions contained n the SPD. The only excepton is where a section/question 1s marked as “whare
112 BIDDER Bidders must nawgate to the ‘Attachment’ area to download and view documents relating to this procurement exercise.
GUIDANCE
stion |Description Response Type Fblpmn Guide P
113 Supplier Please confirm that you have read and  [YesMo Value Select the applicable
Respanse understood the supplier response guide response from the drop
Guides down menu on the
Bbottom right of the
response box
114 Confirmation - [Please enter the date in which you have |Date Enter a valid Date
Date iconfirmed the above

The Excel document contains a key in the top left which shows which questions are mandatory and
which questions are optional.

When completing the Excel document remember to save regularly.
Once you have completed and reviewed your responses, save the document to your own computer.

In PCS-Tender, click Browse and select your Excel document from your computer. Click Import Items
to import your response.

ITT: it1_9490 - ITT Example June 2023 Runring

3 & Uplosd Mt To Create & imesrt Your Resgonse In Excel

(© s e aows you 10 cownlosd the ent e Questonrsire i Excel nce yo ave 33ved he f 31 responded o he QUeSTons, 0 SHouAd FERUTI10 s Screan 8 ITpCe T SAMe spesdsheet which willpopulat th onle Guestons Wi your resposes
4% IMPORTANT =44
THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO UPLOAD THE EXCEL FILE WiICH MAS BEEN DOWNLOADED FOR THIS POQ/ITT
IF THE BUYER HAS ASKERD YOU UPLOAD ATTAGHMENTS, THE UPLOAR LINK NEXT TO A SPECIFIC QUESTION ONLINE MUST G USED OR THE ADOITIONAL ATTAGHMENTS AREA (IF ENABLED)
ADDITIONAL FILES CANNOT BE EMBEDDED INTO THE SPREADSHEET

N THE EVENT THAT THE BUYER HAS NOT FERMITTED THE UPLOADING OF ATTACHMENTS, THIS AREA CANNOT BE USED AS 4 SUBSTITUTE

Impars Homs

A ribbon message at the top of the screen will confirm if the response has been successfullyimported.

@ Your response has been successfully imported. Detall <« 2/2 - X

Attachment questions cannot be answered using the Online Questionnaire in Excel. You must respond
to attachment questions by editing the response in PCS-Tender.

JAGGASR-OINS 1112 Gremict Mesn Tens 05T @ Welcome Training Supplier 001 L

ITT: it1_9490 - ITT Example June 2023 Running Cances Save And Ext Response

A | e i To make it vsi you must click

Valicate Respanse

Save and submit
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Review your response and then click the Save Changes button in the top right of the screenregularly
to save your work. Or click Save And Exit Response to save and return to the My Response area.

The Messages Area

The Messages area works in a similar way to email. The Buyer may use this to send you (or all suppliers)
messages. You will receive an email, to the email address associated toyour PCS-Tender account, if a
new message is sent to you in the Message Area.

To access the message from an ITT, click the Messages tab. Then click Received Messages.

& ITT:itt_9490 - ITT Example June 2023 Running

TT Details Messages (Unread 0)

My Response

You will seea list of each received message withthe most recent message at the top of the list. The

columns to the right of each message will show the date and time that you have opened or replied to
a message.

Once you have read a message, click Replytorespond. Youcansend the response immediately or save
it as a draft.

In the “Sent Messages” area you cansee all sent messages andif a Buyer has read your message and
if they have replied to it.

Multi-Lot ITTs

Accessing the tender and submitting a response
For Multi-Lot tender you will be presented with multiple ITTs.
You must ensure that you complete:

e the qualification only ITT (mandatory)
e and eachindividual ITT Lot that you are bidding for.

The qualification ITT must be submitted in order to submit your response to any of the Lots.
A Buyer may name the qualification only ITT the Master ITT or the Qualification ITT. When you search
for a Multi-Lot ITT you will only see the individual Lots and not the Qualification Only ITT. You need to

select the Lot in which you wish to express interest, just like you would for any other ITT.

To access the Qualification Only ITT you only need to express an interest in one Lot. You will then be
given access to the Multi-Lot Project allowing y@g 49 fgspond to the Qualification Only ITT.
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ITTs
My ITTs ITTs Open To All Suppliers
Showing Resuit 1-30f 3 Show. 50 v
ITT CODE ITTTITLE PROJECT CODE TIME LIMIT FOR EXPRESSING ITT STATUS
INTEREST T
1 e e project 2032 @ 28/03/20221200 Running
2 a2 y ’yzm o 28/03/2022 1200 Running
3 s jo-Lot project 2022 @ 28/03/20221200 Runing

FACILITATING BODY

PCS-Tender (PREP)

PCS-Tender (PREP)

PCS-Tender (PREP)

Upon expressing an interest in your chosen Lot you will see a pop-up message confirming that you
have expressed an interest and reminding you that you must first submit a response to the

Qualification Only ITT.

Warning!

You have now expressed interest in this lot.

You cannot submit a response for this Lot until you first submit the
related Qualification Only ITT, which you have been auto-enrolled in.

This can be found in the "Multi Lot Project ITTs” area visible to the left

of your Lot Response Page.

Click OK and you will be taken to the Multi-Lot Project screen.

© You have now expressed interest i this lot

+ ITT: itt_3245 - Supplier Response Guide - Lot A - Glasgow & Strathclyde Aunning

S

Muitl Lot Project

Qualification Only ITT - Common To All Lots

TYPE ITTCODE ITTTITLE CLOSING DATE ITT STATUS
) tt_3244 Supplier Response Ouide-  28/03/2022 1200 funning
Master ITT
Lots

Snowing Resuft 1-30of 3

TYPE ITTCODE ITTTITLE ¢ CLOSING DATE ITT STATUS
e 11,3245 Guce-  28/03/2022 12:00 Running
9 13246 Supplier Response Guice-  28/03/2022 12:00 Running
Lot 8 - Edinburgh & Lothian

ERN ] #1.3247 Suppler Response Guice-  28/03/2022 12:00 Running
Lot C - Aberoeen & North
East
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Respanse Not Submitted To Buyer @

RESPONSE STATUS

Response Not Submitted To Buyer

Dt 272 =

MULTI LOT RESPONSE STATUS

M Lot Responss Incomplete

MULTI LOT RESPONSE STATUS

Lot Response Not Senmt




@ PCS-Tender JAGGASR-ADVANTAGE Supplier Response Guide

You can use the Multi-Lot ITTs area to navigate between Lots.

You must submit each Lot response individually. You can monitor the status of each submission from
the Multi-Lot ITTs area.

ITT Details

oetlings Buyer Attachments (1 My Response Associated Users

Responding to a Request for Documentation
(RID)

You may be askedto provide documentation, certificates or other supporting evidence relating to the
information you provided in your SPD response. This may mean responding to an additional set of
guestions known as a Request for Documentation (RfD).

If a Buyer invites you to complete a RfD, you will receive an email confirming the details, code and
closing date and time. You will also find these details in your “My PQQs” area.

You respond to a RfD in the same way as any PQQ or ITT in PCS-Tender.

Some RfD questions might be pre-populated with responses you have submitted previously. Itis your
responsibility to check that these answers are still valid and correct before submitting.

General Help and Information about the PCS-
Tender System

System Time Out

For security reasons, if you are inactive on PCS-Tender for 20 minutes or longer then you will be timed
out. Ensure that you save changes regularly.

Navigating through PCS-Tender

Do not use the Backor Forward buttons on your browser, you could potentially lose your work. Please
use the arrow buttons and links within PCS-Tender to navigate.

Legend

Usethe Legend to understand icons, note text responses are limited to 2000 characters. Ifthe Buyer
requires a larger response they will add an additional text box. Numeric fields will only accept
numbers.
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@ PCS-Tender JAGGASR-ADVANTAGE Supplier Response Guide

Login Details and password resets

Please treat your login securely - if you believe that you have lost your password— Open PCS-Tender
click "Forgotten your password?" on the log in page. Then follow the instructions to reset your
password.

Deactivating Accounts

You must immediately inform the Jaggaer Helpdesk if a User leaves your organisation or no longer
requires access to PCS-Tender. The System Administrator retains the right to deactivate a Supplier
User if there has been no access for a period of 60 days, however deactivations will only take place
once per quarter and you will be asked via email to confirm you do not wish to have your account

deactivated.
To reactivate your account, contact the Jaggaer Helpdesk. Answers stored in your profile will not be

affected and any information submitted as part of as response to a procurement exercise will be
retained for audit purposes.

Single Sign On

Single Sign On allows you to access PCSand PCS-Tender through a single log-on. Access the user guides
through the Help Files link on your landing page to find out more about PCS Single Sign On.

If you have software queries refer to PCS-Tender Online Help. If you still have an issue contact the

Jaggaer helpdesk for technical help. For queries about the PQQ/ITT, please contact the buyer through
the PQQ or ITT Message area.

System Automatic Emails
PCS-Tender will issue automatic emails in a number of circumstances, these will come from auto-

alert@bravosolution.co.uk. Add this email to your safe list to ensure that alerts are not directed to
your junk/spam folder.
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