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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, ITTs, RFI, RFQ. This is a generic guide produced by BravoSolution and is not specific
to any one contracting organisation; terminology will vary from site to site.

Step 1.

L E : .
"= Dashboard Wl File Sharing
Qpen the Dazhbos isplaying & guick overview and immedizte Open the File Sharing area where Buyers and Suppliers can <

sccess fo cument S share documentz in & structured snd =g

§5 Projects 4 organisation Profile If you have been directly invited to a
T-".e: Frq"esr's_sr\.es l:slr.fs.'r..ii'r.e SGHF:;F'Q sctivitiez \.-'..--"..'m'-. may fom Organization Profile tender this Wi" appear in ”My PPQS"
part of any Project; PRQGATT, Auctionz and Con i
WY change Language “MY ITTS”. To access these extend the
Chooze from the lizt of langusges 5 .
menu from the top right welcome and
select “Projects”. If you have a

dashboard on your main page you can
_— e access the same links without

Mo Unread Messages

& published Opportunities

Open the Fublizhed Cpporunities ares which liziz Past and

Cument Opportunities

No Contracts found.

extending the welcome menu.

& My PQQs with Pending Responses

& My Running Surveys —]

No Scorecards found

Ho PQQs found.

Published Opportunitics

@ My ITT= with Pending Responses -
E PQQ=ATT= Open to All Suppliers — My Auctions
Currently Open Hext Closing Date Ho ITT= found. My PQQs
PQQ 3 15/07/2014 11:00 MyITTs
mr 5 28/05/2014 23:00 My Contracts
Directories

Step 2.

Projects ITTs  Auctions Contracts lgnore this Step if you were directly
,, Search/Filter B | Export List to Excel fHeIpfcr Suppliers 0 inVited to tender'
F'HES; PGG Code PQQ Title - Project Code: site d d Iso h h
N N X 1 rfi_56 Example 1 tender_lil’ﬁi] Ite epen ent you may also have t €
PQQs Open to All Suppliers . R - = . .
PQQs Open to ANl Supplisrs 2 rfi_29 Example 02 tender_86 Optlon to view ”PPQS Open to a"
Total: 2 Page 1 of 1

suppliers”. From the list of “PPQs open
o ” .

Please click OK to Express Interest in this PQQ. to a" suPpIIers you exPress IntereSt by

The PQQ will move te your "My PQQs" area, and you will have the option to Opening one Of the tendeI'S |iSted and

view all PQQ Details, download Buyer Attachments, send and receive

IMessages with the Buyer, and submit your Response. CIiCking “Express interest”.

Cance'

ny” Express Interest b4

lesponse Status Response Mot Submitted To Buyer

PQQ Code rfi7? )

For further technical support please consult the contact details listed on the eSourcing Portal
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Step 4. 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
"Cancel".
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For further technical support please consult the contact details listed o



