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Contact Information

Bravo Solutions 0800 368 4850

System Operability

The system is compatible with the following browsers
Internet Explorer

Safari

Firefox

The system can be accessed by Windows and Macintosh operating systems.

Please note this system is NOT the Public Contract Scotland web site that is used for
advertising prior information notices and award notices for contracts. Registering on this site
does not give (at present) you automatic access to the Public Contract Scotland — Tender
website; this may be available in the future.

Disclaimer

This document is provided to assist you with the basic operation of the system. You should
contact Bravo Solutions if you are unsure about any feature of the system. Bravo solutions are
the technical experts for this system and should be contacted first. We do not accept any
liability in the event that this document is found to be either incorrect or inaccurate in the
information it provides.
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Please note that the system used for tendering is Public Contracts Scotland — Tenders.
The system used for Tender notifications to the marketplace is Public Contracts
Scotland. Please note that these two systems are not the same and you will have to
register to access and submit tender responses.

*kkkkkkkkkkkkkkkkkkkkkkhhkkkhkkkkkhkkkkkkkkkhhkkkkkkkkhhkkkkkkkkkhhkkkkkkkkkhkkkkkhhkkkkkkkkhhkkkhkhkkkkkkkkhkkkkkkkkkk
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Registration

In order to access the system you need to ensure that you have registered. Please note that
even though you may already have registered for the Public Contract Scotland website to
receive notifications of tenders you need to register again on the Public Contract Scotland —
Tender website to access the tender.

The current link for the Public Tender website is
https://www.publictendersscotland.publiccontractsscotland.gov.uk/

The first screen you will see is shown below. To register please click the text Not Registered —
Register here

ndows Internet Ex

public contracts
scotland - tender

5%

Connecting public and private sector business.

The tender medule within Public Contracts Scotland is intended to improve the tendering -
AR SE L ETEET SEEE Off 40D BB STEiT SETISEITT TresEss, BuEt TrE, 1t = Procurement Journ ey

envisaged the service will improve the tender process for both buyers and suppliers by:
ZONES

= Simplifying the contracting process START,
= Introducing standardised processes and templates;
= Removing duplication of effort by storing key information in a dedicated user
workspace;
= Enabling more efficient communication between buyers and bidders;
= Embedding a contract and supplier management module to better manage
contracts once they are awarded.

= Forgot your password?
= Not Registered - Register here

Follow PCS View PCS View PCS on Download the

= on Twitter flickr on Flickr Youllll[l YouTube W PCS iPhone App

- System Requirements

[ [ [ [ [Gterme [0 -
[ Search Deskiop £ [o2 mPEME 1551

) start| [ Inbox - Microsoft Outiook | ] Documen t1 [Compatibilt... | 1] Document2 [Compatibilt... |[7 Public Contracts Scotl...

You will then be shown the following screen. You must agree to the Service User Agreement in
order to proceed with registration.
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https://www.publictendersscotland.publiccontractsscotland.gov.uk/

User Agreement {Public Contracts Scotland — Tender) - Windows Internet Explorer -2 x|

3 |[#2]] x| [uive search R~

) v |g, https:j s publictendersscotland. publiccontractsscotland. gov. ukfesop toolkit/initRegistr ation, do

File Edit Wiew Favorites Tools  Help

UF dR @8 User agreement (Public Contracts Scatland — Tender) | | -8 -

* |:.rPage v (C:Todls -

public contracts
scotland - tender

Accessibility and Legend? | Time Zone: GMT + 0:00 DST

User Agreement

J=| Adobe PDF file

USER AGREEMENT

USER AGREEMENT =
1. Introduction

1. This User Agresment between Public Contracts Scotland — Tenders (the Buyer) and the Supplier governs the access and use of the eSourcing System (the System) by the Supplier to respond to an
invitation from the Buyer to participate in a procurement exercise.

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 Dialogue (ITPD), an Invitation to Submit Final Offer (ITSFO), Invitation to Submit Final Tender (ITSFT), a Best And Final Offer (BAFO), a Request for Proposal (RFP), a Request for Quotation (RFQ);
an electronic Auction or an electronic Contract. This above list of individual procurement exercise processes is indicative and a non-exhaustive representation of commenly used terminology. Buyer
Organisations may have their own, unique terminology to be applied on a case by case basis.

3. The System is provided by BrawoSclution UK Ltd and operated 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 System using the user ID and password provided by, or on behalf of the Buyer, the Supplier agrees to be bound by this User Agreement.

4. The Supplier shall enly use the System to respond to an invitation 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 thers 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 Agresment.

2. Access

1. The Buyer grants to the Supplier, free of charge, access to the System by Supplier Users for the purpese of responding to any invitation to participate in a procurement exercise, subject to this User
Agresment.

2. The Buyer may immediately deny access to the System by the Supplier and/or one or more Supplier Users by giving notice in writing to the Supplier if any of the following events occur:

1. The Supplier commits a material breach of any of its obligations under this User Agreement; and
2. The Supplier fails to remedy, or persists in, any breach 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.

3. Wwithout prejudice to any of the Buyer's other rights, the Buyer reserves the right to suspend access to the System without notice for technical or legal reasens.

3. Reaqistration
1. Tobe aranted access to the System, the Supolier must register each person which the Supplier wishes to be a Supplier User by providing the reguired reqistration data and specifving a user ID and

Dassword. =
. . . e . a sio e Bttt - . - Frvr P e cilaatvnes
I have read and agree to the Public Contracts Scotland — Tenders eSourcing Service User Agreement
1agree
1do not agree ¢
2 Top

~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~

[Done [T [ [@meeme

) start| [ Inbox - Micrasoft Outiaok | ] Dacument1 [Compatibilt. . | #1] Document2 [Compatibitt... | 4 Public Cantracts Seatian. . |[/2 User Agreement (Pub... [GeachDeskiop (£ [Clg) LENDSIEDY 13:34

To proceed with registration select | agree and click the button named next.

The final screen to complete registration will then be displayed.

Registration Data (Public Contracts Scotland — Tender) - Windows Internet Explorer I |

@__‘ 4 |[#2]] x| [tive search £~

File Edit View Favorites Tools Help

~ [&] https:fumwer. publictendersscatiand. publiccontractsseotiand, gov ukjesopftonliit/registration. do; jsessionid=007 9057431 63DD9E04 1 AS9CA1 E931 D7 ogeadm_b1

¥ 48 @ Registration Data (Public Contracts Scotland — Tender) | I -8 - deh -

Page ~ (i Teols -

Registration Data

# Organisation Name

#* Company Registration Number (if not registered enter
‘N/A

* VAT Number (if not registered enter /AT |

|
* Address line 1 |
® City [
* County |
* Postal Code l
* Country [UNITED KINGDOM JE3 |
* Main Organisation Phone Number |
Organisation Fax Number |
* Organisation Email Address |
Web site |
* Organisation Legal Structure |
[

User Details

Title [T =]

* First Name

#* Phone Number

Mobile Phone Number (please enter "+ "country code”

and "your mobile phone number” with no spaces)

[
* Last Name |
[
[

Fax Number

* Email Address
IMPORTANT: This email address will be used for access
to the site, and for all communications. Please ensure
vou enter the address correctly.

";" (semicolon) to separate multiple

Please use
addresses.
Role within Organisation =l

* Preferred language for use in system interface

* Time Zone

# Username (please do not forget your username) L

* User Verification Question: Please specify a question |
that will help verify your identity should the need arise
(e.g. Your mother's maiden name?)

% Answer to your User verification question (The

helpdesk may request this information in order to verify =1
Done [ [ [ [ [ [& 1ntemet [Hioee -

start| [~ Inbox - Microsoft Outlook | 851 Documentl [Compatibili. .. | 8] Documentz [Compatibili. .. | @8 Public Contracts Scatlan... || &8 Registration Data (Pu... Search Desktop yel I 13:37
> L gi « 2
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You must complete all questions marked with a red asterisk *

Please make note of the username you enter, you will need to use it to login to the system
upon successful registration. It is also very important that you enter your email address
correctly.

When you have completed the registration form click the button named save.

The system will send you an email upon successful registration with a link to the Public
Contract Scotland site and a temporary password to allow you to login to the system. Upon
successful login you will be required to change the temporary password to one of your choice.

MAIN SCREEN

** Please note the following screens were captured from the e-tender system.

/2 public Contracts Scotland - Windows Internet Explorer == x|
@r—\ ~ [&] hitpstijpublictendersscotiand-prep. bravosolution.co.ukjesopfoge-hostprivate/publictendarsscotiandjsecond_s. isp =l & | #2f[ x) [uive search P~
File Edit View Favorites Taools  Help

iy dfr /& Public Contracts Scotland | | 3 - B - e - ShPage -

public contracts
scotland - tender

Log Out

Welcome to Public Contracts Scotland - Tender

Please selcet one of the options below to procede

PQQ ImT

If you are a supplier interested in responding If you are a supplier interested in responding
to a PQQ open to all suppliers please click to an ITT open to all suppliers please click
here: here

=>PQQs Open to All Suppliers >>ITTs Open to All Suppliers

Already Partidpating? Other Options

If you have been invited to participate in a To manage your account and for all other
PQQ or ITT, or have already registered please actions within Public Contracts Scotland -
proceed directly to your PQQs or ITTs Tender, please proceed to the Dashboard
>=My PQQs >>Dashboard

o Authorised Users
te = breach of the

e
idden to sttempt to

[ [ 6 mternet [Fow -
@ start| [ Inbox - Microsoft Outiook | 6] Documentt [Compatibilt... | 6] Document2 [Compatiilt... |[ % Public Contracts Scatl.. [SeachDeskion £ [le) BN BNETY 1350

If you have already opened the tender or the Pre Qualifying Questionnaire (PQQ) please select
the purple rectangle titled Already Participating. The two options open to you are MY PQQs
and MY ITTs clicking one of these options will take you to the opened tender/PQQ.

If you have not opened the tender/PQQ before you need to select either PQQ (the rectangle in
blue) or ITT (the rectangle in red). The buyer will have made it clear to you in Public Contract
Scotland notice the type of request for information they are seeking either a tender or PQQ.
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Clicking the ITTs open to ALL suppliers will show you the tender advertised by the buyer. You
will also be shown all tender opportunities from other buyers that use the Public Tender
Scotland system.

The following screen shows the ITTs open to all suppliers (please note it is not real time ITT’s
shown in this image).

> ITTs Open to all Suppliers (Public Contracts Scotland — Tender) - Windows Internet Explorer

[<1S)

== x|
F 8] olix|fmezenn | 2]

& https: fjpublictendersscatland-prep brawosolution. co.ukfesopftoalkitinegotiationipubRFg . do?From=menugreset=rrue

i @ @ 17Ts Opento All Suppliers (Public Contracts Scotland ..

% public contracts
scotland - tender

Main Page | Exit and Return to PCS | Accessibility and Legend# |

HELPDESK

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

4 Select Module

‘Welcome:
Time Zone: GMT + 0:00 DST

s

My ITTs
My ITTs
1TTs Open to All Suppliers
1TTs Open to All Suppliers

|Q Search/Filter H@ Export List to Excel H Help for Suppliers o' |

Electrode
ME37712 Sevoflurane Anaesthetic Gas - Test

14/05/2012 12:00
22/06/2012 00:00

project_170 (51
project_167

Public Contracts Scotland (PREP)
Public Contracts Scotland (FREF)

Running

Running

Page 1 of 1 elements

cre e

Using the Electrode ITT as an example, click the ITT name. You will then be shown the screen
below.

ITT:itt_165 - Electrode (Public Contracts Scotland — Tender) - Windows Internet Explorer

(<1}

] https:f/publictendersscotland-prep. brawosalution. co.ukfesop/taolkitnegetiationfrig/detsiR FqSettings. do?_ncp=1336574091671.45

W 4Rf @SITT: itk_165 - Electrods (Public Contracts Scotland — T...

% public contracts
scotland - tender

HELPDESK

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

Exit and Return te PCS | Accessibility and Legendr? |

& Express Interest | $€ Decide Later

(& Printable View o

status

Response status

Response Not Submitted To Buyer

ITT Code

it_155

ITT Title

Electrode

ITT Description

Test NP ITT - train the trainer prep

Type of Supplier Access

ITT Open to All Suppliers

ITT behaviour in Project

Technical/Commercial

Respense Currency

Gse

Test ITT

ves

Facilitating Body

Public Contracts Scotland (PREP)

Buyer Name

Buyer NP 1

Division

NHS Scotland National Frocurement

Department

Date & Time

Options for Viewing Responses

Sealed (parallel opening)

End Date for Supplier Clarification Messages - Date

End Date for Supplier Clarification Messages - Time

Closing - Date

15/05/2012

Closing - Time

12:00:00

Number of Hours before Closing Time to block
Expressiens of Interest

24

Envelopes

Qualification Envelope

Yes

Technical Envelope

ves

Commercial Envelope

ves

Awarding Strategy

Supplier Response Ranking

Most Economically Advantagecus Tender

Buyer may Award individual Commercial Items

Yes
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If you wish to open the ITT click the button Express Interest otherwise click Decide Later.

By selecting to express Interest, the ITT will now be available for you to access using the
purple rectangle called Already Participating. Note. You can get back to the dashboard page by
clicking the menu option called Main Page.

MY ITTs option

The following screen displays all your opened tenders after selecting the My ITTs option.
Please note the ITTs shown in the screen are training and demo tenders.

/2 My ITTs (Public Contracts Scotland — Tender) - Windows Internet Explorer == ]

@ﬂ + [ &) hips:tfpublictendersscotiand-prep. bravosolution co.ukfesopftooliynegatiationfjoinRfq. dovfrom=detai =l & |12} [ e 5earch 2|~

Fle Edt Yew Favortes Tools Help

9r & @y I7Ts (Public Contracts Scatland — Tender) | | By - ) - - [shpage - (G Toos - 7
B

public contracts [
scotland - tender

Welcome:

Main Page | Exit and Return to PCS | Accessibility and Legend " | Time Zone: GMT + 0:00 DST

4 Select Module

Projects || PQgs || 1TTs || Auctions || contracts

T — Filter By: [All ITTs - &
Ay , Search/Filter HE Export List to Excel H =] Help for Suppliers o |
ITTs Open to All Suppliers T ITT Title Project Code:  Facilitating Body. ITT Status Response Status ITT Closing -
ITT: Open to All Suppliers Tris DatefTime
1 itt_179 Terry deme project_189 [§i Public Contracts Scatland Closed: To Be Response To Be Submitted To  08/05/2012 15:30
( j] Evaluated Buyer
2 itt_178 Void Security praject_185 [ Public Contracts Scotland Closed: To Be Response Submitted To Buyer  08/05/2012 15:30
(PREP) Evaluated
3 itt_176 GMTEST project_186 (1 Public Contracts Scotland Closed: To Be Response To Be Submitted To  08/05/2012 15:30
(PREF) Evaluated Buyer
4 itt_162 Sarah-Clair - Demo project_177 [ Public Contracts Scotland Closed: To Be Response Submitted To Buyer  08/05/2012 15:30
(PREP) Evaluated
5 itt_172 Karen ITT project_182 [ Public Contracts Scotland Closed: To Be Response Not Submitted To 08/05/2012 15:00
(PREP) Evaluated Buyer
6 itt_183 ScottITT1 project_194 (i Public Contracts Scotland Closed: To Be Response Submitted To Buyer  08/05/2012 11:41
(PREF) Evaluated
7 itt_182 pens project_193 [§1 Public Contracts Scotland Closed: To Be Response Submitted To Buyer  08/05/2012 11:40
(PREF) Evaluated
8 itt_160 more supply of pencls project_175 [ Public Contracts Scotland Closed: To Be Response Submitted To Buyer  04/05/2012 12:00
(PREP) Evaluated
9 itt_161 supply of office furniture project_176 [ Public Contracts Scatland Closed: To Be Response Not Submitted To 02/05/2012 12:00
(PREP) Evaluated Buyer
10 itt_127 Richard Demo ITT for g project_147  Public Contracts Scotland Closed: To Be Response Submitted To Buyer  24/04/2012 13:18
framework (PREF) Evaluated
Total: 10 Page 1 of 1 show: [0 =1 elements
~ Top
~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~
[T [ [@memst [Hiew -
' start| [ nbex - Microsaft Outlock | () Document1 [Compatibilt... | £%/] Documentz [Compatibilc... |[7& Public Contracts scotl... [ 3earch Deskion L 2 e |y 1359

The screen shows you the status of tenders (ITTs) that you have opened. You are shown the
Tender name, the Buyer (facilitating body), the current status of the tender, if you have
submitted a tender to the buyer and the closing time/date of the tender.

You can access your tender after the closing date but Renfrewshire Council will NOT accept a
tender submitted past the closing date.

Please note that you can select to view ITTs open to all Suppliers from this screen but please
be aware that it is only ITTs that you can view, no PQQs will be shown here.
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MY PQQOs

This screen only show PQQs tenders are NOT shown

My PQgs (Public Contracts Scotland — Tender) - Windows Internet Explorer

\.‘.— .",. & httpsij/publictendersscotland-prep bravosclution. co.ukiesopftookkit/negatiationfioinRFi.do?from=menugreset—true#fh

w4 S 1y POQs (Public Contracts Scatland — Tender)

public contracts HELPDESK
scotland - tender

Welcome:

Main Page | Exit and Return to PCS | Accessibility and Legend# | Time Zone: GMT + 0:00 DST

(eriess | Pacs | rre | [Ausions | [Somtrasis |

My PQQs -4, Search/Filt Help for S i 5
=7 [ 4 searchvFiter |[15] Help for Suppliers o

PQQs Open to All Suppliers
PQQs Open to All Suppliers

This screen operates in the same fashion as the MY ITTs screen. In this particular case no
PQQs had been opened.

Clicking the PQQs open to all suppliers will display a list of PQQs that you may select to bid on.
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& | https: {jpublictendersscatland-prep brawosolution. co.ukfesopftaclkitjnegotiationjpubRfi. dofrom=menuareset=true B || 42 || x| |Live Search P |-
& PQGs Open ko All Suppliers [Public Contracts Scotland. . i
% public contracts -
Main Page | Exit and Return to PCS | and Legendf | iEtemuEs 4 Select Module

Time Zone: GMT + 0:00 DST
[Frojects |[Paas | [17rs | [Auctions | [ Contracts |

My PQOQs

My PQQs
PQQs Open to All Suppliers
PQQs Open to All Suppliers

' 4, Search/Filter H@ Export List to Excel H 1=] Help for Suppliers o

1pgq 2% Example Open to All project_Ss Public Contracts Scotland (PREF) Running 01/06/2012 12:00
Total: 1 Fage 1 of 1 Shows: elements

After selecting the option Express an Interest you will be shown the following screen.

PQQ: pgq_29 - Example Open to All (Public Contracts Scotland — Tender) - Windows Internet Explorer

=151 =]
C RS ——

- I“, & https:j/publictendersscatland-prep bravosalution, co.ulfesopftoolkitinegotiation/rfgjdetaiRfasettings. do

WS 4R @PQQipag_29 - Exampls Open to All (Public Contracts ...

% public contracts HELPDESK
Scotland - tender PTmI-m: 0800 368 4850
‘Welcome:

Back To List | Main Page | Exit and Return to PCS | Accessibility and Legendr? |

Settings
View PQQ Sattings

Buyer Attachments
Buyer Attachmants: 0

My Response
Status is: Response Not Submitted To
Buyer

|@ Printable View of'

1=] Help for Suppliers o

Messages Response Status Respense Not Submitted To Buyer

} Unread Messages (0)

PQQ Code pgg_29%
PQQ Title Example Open to All
PQQ Description
Type of Supplier Access PQQ Open to All Suppliers
Response Currency GBF
Test PQQ No
Facilitating Body PBublic Contracts Scotland (PREE)

User Rights
Manage User Rights

Buyer Name Responsible Officer Senior

Division Division
Department

Date & Time

Optiens for Viewing Respenses Sealed
End Date for Supplier Clarification - Date
End Date for Supplier Clarification - Time
Closing - Date 01/06/2012
Closing - Time 12:00:00
Number of Hours before Clasing Time to block
Expressions of Interest

o

Qualification Envelope
Technical Envelope ves
Commercial Envelope

Supplier Response Ranking Mo ranking

Y O I ™
e

This screen shows you information such as the Buyer name Closing date and how the tender
will be evaluated.
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You will also have been sent an email telling you that your expression of interest has been
successful.

Please note the menu option PQQ Details. A PQQ and an ITT will both have this type of menu
(@n ITT will be headed ITT details).

As both an ITT and a PQQ use the same methods for completing and submitting to the buyer
the remaining parts of this user guide will use ITTs as examples.

Creating a Response

ITTs issued by Renfrewshire Council will comprise of sections called envelopes (usually
Renfrewshire Council will issue 3 envelope tenders).

The three envelopes will be called

Quialification — this envelope may hold questions relating to topics (but are not limited to) such
as business probity, insurances and supplier details.

Technical — this envelope may hold questions that include ability to service
Commercial — this envelope may hold questions that include your schedule of offer.
It is very important for you to understand that you must complete all envelopes.

Some questions will be highlighted with a red asterisk; these questions require a mandatory
response. If you do not answer a mandatory question you will not be able to submit a tender.

/2 ITT:itt_192 - ITT Test (Public Contracts Scotland — Tender) - Windows Internet Explorer =] %]

@. o~ [ httes:tipublicte tland-prep bravesclution, co.ukfesopftoclkitinegetiation/ i /detaiRfaR esponse. do?_ncp—1336726431104,80 =l & |[#2 /] x| Jiive search o=

Ele Edt Yew Favorites Tools  Help

—— . »
9 it | @EITT e_192 - ITT Test (Public Contracts Scotland — Te.. | | By - B - e - |rPage v (03 Tooks -

public contracts
scotland - tender

Welcome:
Time Zone: GMT + 0:00 DST

Back To List | Main Page | Exit and Return to PCS | Accessibili

Project : project 202 - Test 1 Billy

ITT: itt_192 - ITT Test

Closing Date: 11/05/2012 13:00:00

Response Last Submitted On: Not Submitted Yet

|,§3 Frintable View o' H {=] Help for Suppliers o |

| 5l Create Response | & Decline To Respond

=] View Response Index Only

¥ 1. Qual

n Response (questions: 1)

~iiq
1[are you

s - Section of ITT Questions
a
* 1.2 Additional Attachments Area

Mo attachments

¥ 2. Technical Response (questions: 1)

w 2.1 First section - Section of ITT Questions

al Attachments Area

~ 3. Commercial Response {questions: 1 )}

¥ 3.1 test

[Item Reference [Description [Unit of Measuremen t [Quantity [Unit Price [cComments Price
llFI’i(E 1 ‘Enter’ a Price |EECh |1EIEI | |

Section Sub Total 0

¥ 3.2 Additional Attachments Area

Mo attachments

2 Top

~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~

L

[T [ [ [ [&intemet [®=00e -~
[ Search Deskion L v 2 D BWR 13:59

) start| [ Inbox - Microsoft Outiook | 6] Document 1 [Compatibilt... | £] Documen £2 [Compatibilt... || @& Public Contracts Scotl...

The screen above shows a tender that has been opened from the MY ITTs screen.

The left hand menu titled ITT details comprises the following
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Settings —

View ITT settings — This option will display the general information about the tender including
such details as the closing date/time.

Buyer Attachments — Any documents attached to the tender by the buyer can be accessed
here.

My Response — This option displays the tenders envelopes to you (and is the default screen
you will see when opening the tender)

Messages — You can send and receive messages from/to the buyer using this option. Please
note that if the buyer sends you a message you will also receive an email notifying you that a
message has been sent.

To fully open the ITT you must click the Create Response button. You can decline the ITT by
clicking the Decline to respond button.

My Response

To enter your response to the tender you can either click the envelope response from the
section headed My Response Summary (for example clicking qualification response will open
the qualification envelope questions) or using the slide bar move down the screen to the
appropriate envelope response and click edit response.

The screen below shows an ITT which has just been opened. The qualification envelope has
been selected. Please note the button named Save and Exit Response this button will save
your answers and return you to the main ITT screen, it does NOT exit you from the system.

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkhkkkkhkkkkkkkhkkkhkkkhkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkkkkkkkkk

PLEASE NOTE THAT IN RELATION TO FRAMEWORK AGREEMENTS YOU WILL BE
PRESENTED WITH MULTIPLE LOTTED ITT’s, YOU MUST ENSURE THAT YOU
COMPLETE ANY MANDITORY ITT’s ALONG WITH ANY LOTTED ITT THAT YOU ARE
BIDDING FOR. FAILURE TO SUBMIT A MANDITORY ITT WILL RESULT IN YOUR
SUBMISSION BEING NULLIFIED AND REMOVED FROM THE PROCESS.

khkkkkkkkkkkkkhkkkkhkkkhkkkhhkhkkhkkhkkhkkhkkhkhkhkkhkkhkkhkkkhkkhkkhkkkkkkkkkkhkkhkkhhkhkkhkkhkkhkkhkkhkkhkkkhkkkhkkkkkkhkkhkkhhkkkkkkkkkkhkkhkkkkx
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" ITT:itt_192 - ITT Test {Public Contracts Scotland — Tender) - Windows Internet Explorer =13 x|

€ |, ] Fittps i publictendersscotiand-prep bravosolution. co.ukfesopftonlkitjnsgotistionfrofdetaiRfoResponse. do?user Act=editenyelopsToFdt=qusl EEYEE R

Ue @R @ITT itt_192 - ITT Test (Public Contracts Scotland - Te.., -6 - oom -

m public contracts HELPDESK
scotland - tender Phone: 0200 368 4850

E-mail: help@braveosolution.co.uk

‘Welcome:

Exit and Return to PCS | Accessibility and Legend ' | Time Zone: GMT + 0:00 DST

| [El save changes | [El save and Exit Response | 8§ Cancel

w 1. Qualification Response (guestions: 1)

v 1.1 i - Section of ITT @
< [Are you bidding | Are you ?

~ 1.2 Additional Attach Area | & Add/view Attachments
No attachments

SeachDesktop (20 ([~

The screen below shows the two questions from the qualification envelope, as information has
already been entered a button called Keep changes has been displayed (if there had been no
pre-filled information the buttons will be called Save and save and exit).
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,_C; ITT: itt_178 - Yoid Security {Public Contracts Scotland — Tender) - Windows Internet Explorer =& x|

@ /= | ] hitps: publictendersscotiand-prep bravosolution.co.ukfesopftookitjnegotiationrofdetaiR faResponse. do?user Act=editienyelope ToEdit=qual =l & | 42| | Jasteric 2|~
Flle Edit “iew Faworites Tools Help
n , >
W @& 1TT: itk_173 - Yoid Security (Public Contracts Scotland... | ‘ 0~ B - o - 2hPage ~ () Tools ~
=]
Access . a Welcome:
Exit and Return to PCS | Accessibility and Legend ' | Time Zone: GMT + 0:00 DST
Project : project_ 185 - Karen Demo
TT: itt_178 - Void Security
Closing Date: 08/05/2012 15:30:00 (Your response will be late)
Response Last Submitted On: 08/05/2012 15:20:332
Edit Mode
[H «eep changes | 3¢ Discard changes
+ 1. Qualification Response (questions: 2 )
¥ 1.1 Insurance Documentation - Section of ITT Questions
1|Insurance Requirements and | * As a potential tenderer for this contract you will have effected a range of insurances to |E\ue hillzipg (28 Kb)
Confirmation protect your business. Please attach appropriate certification for comment. :
LﬁRep\aca Attachment || &} Download —'\tta:hmant” yDelete Attachment
2 |Ability te Service * Geographical Spread - 5 key regions. Servicing councils and achieving local service levels 25 =
will be considered.
v 1.2 Additional Attachments Area | & Add/View Attachments
No attachments
2 Top
~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~
pone [T [ [ [ [ meemet [Hoee ~
d_'startl [~ Inbox - Microsoft Outlook | 9] Document 1 [Compatibilk... | 4] Document2 [Compatibilt... | {& Public Contracts Scotl... | Search Desktop » |w_v o B E | 135

If you make a mistake you can select the discard changes button to return to the original
response.

Because each question is asterisked you must answer the question before you can submit it.
However you can answer the question at any stage before submitting, so you do not have to
complete mandatory questions before proceeding to the next question.

If the question requires a numerical response you will not be allowed to enter text as an answer
so for example you cannot answer N/A to a question asking you to enter a price for goods.

My Response Summary

This section will provide you with information that includes such things as

Whether you have not answered a mandatory question; including the total number of
mandatory questions that still require a response.

Your total commercial price currently offered.

Before submitting an offer it is advised that you check this section especially to ensure that you
have completed all mandatory questions.

Submitting an offer/tender

Once you are happy with your offer and completed all mandatory questions your offer is ready
for submission. Simply click the Submit response button to submit the offer. Please note that
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you can edit and re-submit offers up until the closing date /time. Please be aware that each
submission will overwrite the last one.

If you do not complete a mandatory question you will NOT be able to submit an offer. A
message will be displayed to you informing of this fact.

wWindows Internet Explorer

"-., The request generated the Following errors:

=]

- In order ko proceed please complete all questions highlighted and marked bw an asterisk ()

The system will attempt to assist you by highlighting the missing answers.

As you can see below | failed to answer a mandatory question, the system has highlighted it to
me in red.

= jkt_192 - ITT Test {Public Contracts Scotland — Tender) - Windows Internet Explorer

===
@:—‘/ - |g https: {fpublictendersscotland-prep bravosalution. co.ukfesop toolkitinegatiationrfq/detsiR FaR esponse. doPuser Act=publish j E 20| % ILive Search P
Flle Edt “iew Faworites Tools Help

- »
S G @EITT:it_192 - 17T Test (Public Contracts Scnt\andfTe‘.‘l | Zp v B - oomb v ihPage v () Tooks -

-
. -
w8 public contracts [
N scotland - tender
. 5 A o Welcome:
Back To List | Main Page | Exit and Return to PCS | Accessibility and Legendd | Time Zone: GMT + 0:00 DST
Project : project 202 - Test 1 Billy
+ ITT Details ITT: itt_192 - ITT Test
Closing Date: 11/05/2012 13:00:00
Settings Response Last Submitted On: Not Submitted Yet
view ITT settings
Buyer Attachments .f!’
Buyer Attachments:
My Response 8 | Export / Import Response || u Delete response H Q] Printable View o ; Help for Suppliers ¢
Status is: Response To Be Submittad
To Buyer
&b Submit Response
Messages
b Unread Messages (0)
I My Response Summary
u Right: S 7 z
,j::aglagu‘;r Rights 1.|Qualification Response Missing optional responses (1)
Mo additional attachments
2.|Iechnical Response Missing optional responses (1)
Mo additional attachments
3.|Commercial Response Mandatory fields missing (1) Total Price (excluding optional sections) GBP 0
(=] View Response Index Only
+ 1. Qualification Response (questions: 1 ) | [2Edit response|
w 1.1 questions - Section of ITT Questions
1[Are you bidding Are you ? ]
¥ 1.2 Additional Attachments Area
Mo attachments
* 2. Technical Response (guestions: 1) “;[Edit r’esponse‘
w* 2.1 First section - Section of ITT Questions
1|test question n/a ‘ I
w 2.2 Additional Attachments Area
Mo attachments
¥ 3. Commercial Response (questions: 1) “;‘Edlt FESPDHSE‘
¥ 3.1 test
|Item Reference ‘Descriptiun |Unit of Measurement |Quantity Unit Price Comments Price
1|Prica 1 ‘Enter a Price |Each |LDU
Section Sub Total 0
* 3.2 Additional Attachments Area
Mo attachments
=]
[pane [ [ & mkemet [# 00w -
A start| [ Inbox - Micrasoft Outiook | 1] Document 1 [Compatisitt. .. | ] ocument [Compatibilt... |[@ Public Contracts Scotl... [SeacnDeskion 2 [[Meo RSB IED 135
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Messages

This feature operates in a similar fashion to a bulletin board. The Buyer may send you (or all
suppliers) messages through this system. In the first instance you will probably receive an
email notifying you that a message has been posted.

Any messages you are sent can be accessed by clicking the Messages menu option shown
under the ITT details.

A sub menu will be displayed to you. Any messages sent to you can be accessed by clicking
the Received messages menu option.

/2 ITT: itt_197 - demo?2 (Public Contracts Scotland — Tender) - Windows Internet Explorer

1=
=1 & |[#2 )] x| Juve Search o

@:‘/ ~ [ https:{fpublictendersscatiand-prep. bravosalution.co. ukfesopftaokit negatistionirfajdetaiRfaR ssponse. do?_ncp—1336727622056.33

Ele Edt Mew Favortes Iools Help

: »
9 & @EITT it_197 - demoz (Public Contracts Scatland — Ten, .. | | Zp v B - odsh v b Page  (0) Tooks -

=
@ public contracts [
scotland - tender

Back Te List | Main Page | Exit and Return to PCS | Accessi bility and Legendc | Weleome:

Time Zone: GMT + 0:00 DST
Project : project 183 - Project for demo thursday
+ ITT Details :itt_197 - demo2

ITT Status: Closed: To Be Evaluated
Response Last Submitted On: 10/05/2012 14:52:03

Settings
View ITT settings

Buyer Attachments &
Buyer Attachments: O
T — &) Download Response [ Printable view o |[]=] Help for Suppliers of
Status is: Response Submitted To
Buyer
My Response Summary
1.|Qualification Response All questicns answered
Messages
w Unread Messages (0) No additional attachments
cremte Mes 2.|Technical Respense All questions answered
Mo additional attachments
_ 3.|Commercial Response All quoted items completed Total Price (excluding optional sections) GBP 542.64
Mo attachments uploaded
Draft Messages
Forvarded Massages View Response Details
) » 1. Qualification Response (questions: 3 )
User Rights
Manzge User Rights } 1.1 sectionl - Section of ITT Questions
} 1.2 sectionl - Section of ITT Questions
» 1.3 Additional Attachments Area
» 2. Technical Response (questions: 3 )
» 2.1 supplementary sections - Section of ITT Questions
¥ 2.2 pig health - Section of ITT Questions
» 2.3 Additional Attachments Area
» 3. Commercial Response (questions: 3 )
» 3.1 prices for eggs
¥ 3.2 prices for pork
» 3.3 Additional Attachments Area
» Top

r~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~

=
[T [ [@memst [Hiwew -

[semchDeskion 2 [ 2 BRI RN@ D 13:59

4/ start| |- nbox - Microsaft Outiook | £51) Document 1 [Compatibilt... | &#1] Documentz [Compatibilt... |[7& public Contracts Scotl...

You can also use this system to send the Buyer messages by clicking the Create message
menu option.
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ITT:itt_197 - demo2 (Public Contracts Scotland — Tender) - Windows Internet Explorer =& x|

- [ - BR rEr—
\‘;A:}') E https: {fpublictendersscatland-prep bravosalution, co.ukfesop/md|/message/NewMessage. do? _ncp=1336727881968.61 ’— ﬂ ﬂ Live Search EE

&4 ITT: itt_197 - demoZ (Public Contracts Scatland — Ten...

public contracts
scotland - tender

Welcome:

Exit and Return to PCS | Accessibility and Legendr{' | Time Zone: GMT + 0:00 DST

ESave As Draft Send message x Cancel ‘

Public Contracts Scotland (PREFP)

Page 17 of 22



Export / Import Response

This option allows you to complete your ITT offline using Microsoft Excel. After completing the
ITT you may import the completed offer back into the system.

Please note the imported excel spreadsheet will populate the ITT answers the spreadsheet will
NOT be attached.

Export

Click the IMPORT/EXPORT Response.

/2 ITT:itt_192 - ITT Test (Public Contracts Scotland — Tender) - Windows Internet Explorer

_ (&

(2]

S—E - |E https:f/publictendersscotland-prep bravosclution. co.ukfesopftoolkit/negotiationirfofdet siR FaResponse. dofuser Act=cancel
File Edit Wiew

=& | %[5 [tve seercn

Favorites  Tools  Help

W it @ITT: te_192 - 7T Test (Public Contracts Scatland — Te.. | |

Back To List | Main Page | Exit and Return to PCS | A

M0 - B - deh - ~hPage - {GiTools ~

HELPDESK

public contracts
scotland - tender

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

welcome:

and Legendcd | Time Zone: GMT + 0:00 DST

Project : project 202 - Test 1 Billy
ITT:=itt_192 - ITT Test
Closing Date: 11/05/2012 13:00:00
Settings Response Last Submitted On: Not Submitted Yet

View ITT settings

Buyer Attachments &

Buyer Attachments

My Response
Status is: Response To Be Submitted
To Buyer

|@ Export / Import Response || [ 4 Delete response H (=) Printable View o

Help for Suppliers &

Messages
b Unrs=d Mazsages (0)

User Rights
Manage User Rights

& Submit Response

My Response Summary
1.|Qualification Response

Missing optional responses (1)
No additional attachments

2.|Iechnical Response

Missing optional responses (1)
No additional attachments

3.|Commercial Response

Mandatery fields missing (1)

(=] View Response Index Only

~ 1. Qualification Response (questions: 1)

_

| [Eedit response|

~ 1.1 questions - Section of ITT Questions
1[are vou bidding Are you ? [
~ 1.2 Additional Attachments Area
Mo attachments

~ 2. Technical Response (questions: 1 ) | [Z7Edit response|
w 2.1 First section - Section of ITT Questions
1[test question nfa T H
~ 2.2 Additional Attachments Area
Mo attachments

~ 3. Commercial Response (questions: 1 ) | [Z]Edit respense|
~ 3.1 test |

Item Reference [Description Unit of Measurement [Quantity [Unit Price Comments Price

1|Price 1 Enter a Price Each 100

+ 3.2 Additional Attachments Area

|Mo attachments |

[T T [ [ mkemet [®=oee -~
[ 52arch Deskton L e e liE s

Qstartl [~ Inbos - Microsoft Cutlook | k1] pocument 1 [Compatibilit. . | 4] Documentz [Compatibilt... | & Public Contracts Scotl...

Then click the Download button as shown below
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ITT:itt_192 - ITT Test {Public Contracts Scotland — Tender) - Windows Internet Explorer

(€ @ | | https:/publictendsrsscotland-prep bravosolution. co.ukjesopjtanlkitjnegotiationjrfojdetaiR fqResponse. do?user Act=managelmport

EITT: itt_192 - ITT Test (Public Contracts Scotland — Te...

m public contracts
scotland - tender

Exit and Return to PCS | Accessibilitv and Legendrf® |

‘Welcome:
Time Zone: GMT + 0:00 DST

Edit Mode

| [é= Back to Response HE Help To Create & Import Your Response |

=181

E GRS

HELPDESK

Phone: 0800 368 4850
E-mail: help@braveosolution.co.uk

Select File to Tmportl | Browss. | [ 1mport Fxcel| | @Download

Dowrload an Excel spreadsheet containing il the
(Questions, Save the spreadsheet to your computer, enter
'vour responses on the spreadsheet then import your
completed spreadsheet back into the platform in order ta
populate the Questionnaires

You will then be shown a pop up screen titled File Download. Select the option to Save and

then select an appropriate file location.

File Download

You can also choose to open the saved file.
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Completing the Spreadsheet

2 |Qualification Response Questionnaire for

1 |NOTE: PLEASE DO NOT ADD OR REMOVE ANY WORKSHEETS

itt_192

3 Response Optional

Response Mandatory

o e

Flease respond to Yes/MNo. Options List and Mu

Itiple-Choice Questions by entering an X in the Response column to indicate vour selection(s)

=
i guestions
9

CELLS. ROWS OR COLUMNS FROM THE EXCEL RESFONSE SFREADSHEET, OR E

_.-’Dﬂ‘ H = answerTo_itt_192 [Compatibility Mode] - Microsoft Excel =
- 0
— Home Insert Page Layout Formulas Data Review View Developer @ - = X
= X - Tl = General ~ | [} Conditional Formatting - | 3=Insert ~ - A :
j Arial 10 <A A== E'l 'v/"l = - £ B 7' i
E ) 'E@ ~ % ¢ || & Format as Table ~ I Delete ~ j - &
Paste B I U-~|E~% A== =(EsE| =" ||<2 0 : e _ Sort& Find &
- = = — : fi6 .0 5 Cell Styles - {2 Format = || £2~ Filter~ Select~
Clipboard ™ Font (F] Alignment T Number = Styles Cells Editing
| 21 - £ |
f =
B E D E B

Cluestion Description

Response T

Are you bidding

Are you 7

Yes/MNo Valy

-
b~
1l

15 Total errors in sheet |

an
M 4 ¢ M| Qualification Envelope .~ Technical Envelope Commercial Envelope []

=

Ready

||[E8 O | 20036 () I

The screen shown above is an ITT that has been opened in Excel.
Each envelope becomes a work sheet.

The spreadsheet includes instructions on how to complete the tender correctly at the top of
every worksheet.

Answer the questions and please remember to save your spreadsheet.

Importing the Spreadsheet

Using the Export/Import Response button you can import a completed spreadsheet back into
the system. Please note you do not have to fully complete the spreadsheet in order to Import
the response only your answers will be imported. Please note that this imported spreadsheet
will overwrite ALL the ITT answers held in the system.

To import a spreadsheet click the browse button and select your spreadsheet. Then click
OPEN
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Choose file

s

:-,;.':I commercial_lok4
u:u:ummeriu:al_lu:ut4. 1
ecunParamListl{l}

@ Prep
qualiFicatiu:un_deFault
Spend Profilez

Sl:aFF Layout
staFF_Iaw:uut
Stanu:laru:l PO0 - Qualificakion
Stanu:laru:l PO - Technical
technicaI_Lu:utl

test

commercial_lot1

£ commercial_lotz
=

22| commercial_lok3

answerTo it 12 ¥
Alflescsy <

Click the IMPORT EXCEL button to import the spreadsheet into the system.

"SITT:itt_192 - ITT Test {Public Contracts Scotland — Tender) - Windows Internet Explorer =13 x|
<12 ‘ : - OE rEE—
- s E https: | fpublictendersscotland-prep bravosclution, co,ukfesop toolkit/negotiationjrfg/detaiRFgResponse, dofuser Act=managelmport #fh ’— ﬂ m Live Search =
|

ok e ITT: itk_192 - ITT Test (Public Contracts Scatland - Te...

i - B - & -

% public contracts HELPDESK
Scotland - tender Phone: 0800 368 4850

E-mail: help@braveosolution.co.uk
Exit and Return to PCS | Accessibility and Legendrf | Welcome:

Time Zone: GMT + 0:00 DST

Edit Mode

“ = Back to Response HE Help To Create & Import Your Response

This screen allows you to d an Excel dsh
have d the dshi

pr ining all the ITT questions. You may use the spreadsh to
you should return to this screen and import the spreadsheet in order to pop

Select File to Import|C-\Dotuments and et | Browaa | |ﬂ1mpurt Exoe|| ‘ 4[:mm|uad|
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If the spreadsheet is in the correct format you will receive a message that the file has been
successfully imported.

Windows Internekt Explorer HI

" E The file has been imported successfully. Please review and save wour Response.
[

Please NOTE you must save the changes in order to complete the import fully. If a mistake has
been made in the spreadsheet imports simply DO NOT save the response. Your original
response will not be overwritten.

Submitting a Response

When you have completed your response, you are ready to submit. Using the My Response
button you can check your submission and submit your tender/ITT response.

fj ITT: itt_529 - Carriageway Patching {Contract 15) {Public Contracts Scotland — Tender} - Windows Internet Explorer - |ﬁ' |1|
@:——: - IE https:,l',l’www.publictendersscotland.publiccontractsscotland.go\.-'.ukJ'esop,l’toolkit,l’negotiation,l’rfq,l’detaiIRFqResponse.do#j % *91| X ILive Search 2 |-
v ol @ITT: itk_529 - Carriageway Patching {Contract 15) (Pu... | @ - B - g@ + |:h Page - >
35 bli tract
% public contracts
0. scotland - tender
Welcome:

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

Time Zone: GMT + 0:00 DST

Project : project 202 - Test 1 Billy
w ITT Details ITT: itt_192 - ITT Test
Closing Date: 11/05/2012 13:00:00
Settings Response Last Submitted On: Not Submitted Yet

View ITT settings " N " —
Warning: You have 11 unread Buyer Attachment(s). Please click here to read the file(s) before submitting

YOour response.

Buyer Attachments
Buyer Attachments: 11

My Response ‘_,',b
Status is: Response Not Submitted To
Buyer

| |_g] Printable View o

a Help for Suppliers o |

Messages
P Unread Messages (0)

u Right: | 4 Create Response g Decline To Respond
ser Rights

Manage User Rights

[~ View Response Index Only

* 1. Qualification Response (questions: 91 )

¥ 1.1 Background Information - Section of ITT Questions

1 |1.1.1 |* Name of Organisation

2 |1.1.2 |* Address for all correspondence

3 [1.1.3 |* Contact Name

4 |1.1.4 |* Contact Position

5 |1.1.5 |* Telephone Number

6 |1.1.6 |* Fax Number

7 [1.1.7 |* E-mail address

8 |1.1.8 |* Website address (if applicable)

9 |1.1.9 |* Address of Registered Office (If applicable) LI
| [T [ [ [émnternet [H o -
A‘ﬁ'Startl i~ Inbox - Microsoft Outlook | @_] Document1 [Compatibilit. .. I @_] Document? [Compatibilit. .. “ @ Public Contracts Scotl... < @ $ &Q] 14:54

Once you have completed this task your response will be submitted for evaluation and you will
be contacted at a later date with the evaluation results.
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