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Responding to Tenders

This guide intends to give you an overview on how to respond to tender documents such as
PQQs and ITTs. This is a generic guide produced by BravoSolution and is not specific to any
one contracting organisation; terminology will vary from site to site.

== Quick Links
w Standard Links

Profile

Published Opportunities

My Auctions ‘

My PQQs Time Zone: GMT +0:00 DST Logout
My ITTs

My Contracts

Directories

Option 1: Events open to all suppliers

Projects ITTs Auctions Contracts

SearchiFilter i | Export List to Excel

PQQ Code PQQ Title

Please click OK to Express Interest in this PQQ.

The PQQ will move to your "My PQQs" area, and you will have the option to
view all PQQ Details, doewnload Buyer Attachments, send and receive
Messages with the Buyer, and submit your Response,

oK Cancel

- Express Interest % Decide Later

Option 2: Events that are by invitation only

f Main Page = % Accessibility and Legend

Projects TTs Auctions Contracts
Ty -‘:_3_3_-: SearchiFilter B | Export List to Excel fHeIr for Suppliers o
PQGs Open to All Suppliers Qq PQQ Title

TESTING SUPPLIER OH BOARDING QUESTIONS

For further technical support please consult the contact details listed on the eSourcing Portal



®
.. BravoSolution

» Supply Management Excellence

Responding to Tenders

Step 1.
.

-

Settings

View PRQQE Seftings

Buyer Attachments
Buyer Attschmentz: 0

My Response

Sisfus iz: Rezponze Nof Submiffed To Buyer

o Messages (0 Remember to download all the provided
User Rights attachments, click on “buyer

Msnage User Rights
14
attachments
(EyPrintable View 7 fHeIp for Suppliers

If there is more than one attachment
you can click on “Mass Download” to

., SearchiFilter ﬁl‘.’lass Download [ |Export List to Excel

Folder/File Name 4 Description

1 Copy of Qualification Response Template - Draft.xlsx Motes for Qual download them all.

Total: 1 Page 1 of1 Show: |10 ¥ | elements

Or you can click on the attachment to
download individually.

Step 4.

(EhPrintable View ¢ | | #FHelp for Suppliers

4 Create Response g Decline To Respond

B View Responze Index Only

+ 1. Qualification Response (questions: 2 )

1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Question Section

Note Note Details
1.1.1 | Note: USE THE OMLINE "HELF" FUNCTION — it provides support for both the screen you are in and for key processes, e.g. ‘How to Exg
and glossary).
.
1.1.2 |Mote: SAVE REGULARLY - For security reasons your access to the portal will ‘time out’ if inactive for c15 minutes if you do not g FOf mOSt questlons you have
means you risk losing your work- this iz part of strict government requirements to maintain security and tender integrity and o .
mean you are active on the portal - you MUST CLICK "SAVE the opt|on i (o) work (0]1] your
response online or offline.
. .
Working offline allows you to
. . .
continue working without an
[ |Export ! Import Response u Delete response (=) Printable View o fHelpfcr Suppliers o
. .
internet connection. You can

gSubmit Response

then import your work back
into the system.

My Response Summary
1. Gualification Response Missing mandatory responses (2)

2. Technical Response Missing optional responses (13)

B View Rezponse Index Only

w 1. Qualification Response (questions: 2 )

w1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Question Section

Hote Hote Details

1.1.1 | Note: USE THE ONLINE "HELP" FUNCTION — it provides support for both the screen you are in and for key processes, e.g. ‘How to Express Interest’ (it also has a help function
and glossary).

For further technical support please consult the contact details listed on the eSourcing Portal
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Creating offline:

."Hel|: To Create & Import Your Response

you to download an Excel spreadsheet containing the PQQ questionnaire. You may use the spreadsheet to compile your PQQ response. |
this screen and import the spreadsheet in order to populate the online Questionnaire.

e

The page al

Thefile has been imperted successfully, Please review and save your
Response,

0K

Creating online:

| Save Changes I | Save and Exit Response J€ Cancel

V| validate response

r

Technical Response [questions: 13 )

2.1 Types of Pens - Question Section

Question Description Response

2.2 Supply - Question Section

Question Description

The page at

The request generated the following errors:

- Missing Mandatory Field: CONFIRMATION REQUIRED
- Missing Mandatory Field: CONFIRMATION REQUIRED

Prevent this page from creating additional dialegs.

0K

For further technical support please consult the contact details listed on the eSourcing Portal
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IMPORTANT: 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
" "

ancel”,

5

O

 Delete response (=) Printable View fHeIpf&r Suppliers o

gﬁuhmit Response

- Back To List | 1% Main Page | % Acc

Buyer Attachments

Buyer Attschmentz: 0

My Response

Stafus iz: Response Submitted

Meszsages

F Unread Mezzages

User Rights

Manage Uszer Rights

Dear Supplier,

This email confirms that you have submitted a response to the following eTendering Event.
PLEASE NOTE: If your response was submitted after the closing date and time it may be rejected by t

Event Type: PQQ - Pre-Qualification Questionnaire
Code:

Title: |

Date of response:

To view the details of the eTendering Event and review your response:

- Connect to

- Enter your Username and Password

- Browse to the Projects n

- Click on PQQ - Pre-Quali

- Click PQQ - Pre-Qualification Questionnaire Code rfi_7 to view details of the eTendering Event.

When you are ready to
submit the response to the
buyer click “Submit
Response” you must confirm
this by clicking “Ok” on the

pop up.

Once you have successfully
submitted you will receive an email
confirmation.

You will only receive this
confirmation the first time you
submit each tender.

further technical support please consult the contact details listed on the eSourcing Portal



