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Shared Business Services

BIDDER TRAINING

UK SHARED BUSINESS SERVICES EMPTORIS TRAINING MODULE
1. SCOPE OF TRAINING

The scope of this training module will include

¢ Logging on the system

e Committing to respond to a requirement
¢ Reviewing RFx attachments

e Reviewing RFx messages

¢ Answering questionnaires

e Receiving clarifications

e Submitting your bid

¢ Downloading your response

2. LOGGING ONTO THE SYSTEM
It is assumed that the Bidder has a Login to Emptoris. If you do not have alogin
please use ‘Bidder logging in — first time’ for guidance on how to obtain a loginand

change your password.

Bidders who are invited into a sourcing exercise will receive an email similar to this:

You have been invited to participate in the following event: UK SBS ITQ Halley Research Station garage rewire.

Here are your login

inetriirtinne and

Bidders will now need to login to the system.
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Crown

Commercial
Service

Register Here Useful Links

Register for CCS eSourcing

Name ™ |UKSBS13 Procurement Guidance

- login Help & Suppart
Pazswold:
Please Loglin]

Forgot your Login Name or Password?
Related External Links

Crown Commercial Service Portal
Contracts Finder

Tenders Electronic Daily (TED)
SIMAP

Cabinet Office

Bidders will now need to review the system usage terms for the e-sourcing suite.

Access to the system will only occur if you agree to the system usage terms:

~
Crown Commercial Service eSoureing Suite
Supplier System Usage Agreement
Version 2.1
General Terms
1. Introduction 5
11, This User Agreement between the Crown Commercial Senvice the Buyer) and the Supplier gevers the access and use ofthe eSourcing Sulte (the System) by the Supplier 10 respond to an Invitation from the Buyer to
panticipate in 3 procurement exercise.
12 Aprocurement exercise may Include a Pre-Qualiication (PQQI, 3 Requestfor Information (RF1). an Invitation te Tender (TT), an Invitation 1a Negotiate (TN). an Invtation to Participate In Dialogue (TPD), an
Invitation 1o Submit Final Offer (IT3F0), Invtation la Submit Final Tender (ITSFT), a Best And Final Offer (BAFG). a Requestfor Proposal (RFF), a Requestfor Quotation (RFQ); an electronic Auction or an electronic Contract
This above list of individual procurement exsrcise pracesses is indicative and a non-exhaustive rapresentation of commonly used terminology. Buyer Organisations may have their own, unique terminolagy 1o be applisd on
a case by case basis.
13 The System is provided by IBM and operated by the Buyer. This User Agrsement applies to the Suppliers and its Supplier Users’ access to and use of the Systsm. The Supplier acknowlsdges that by a Supplisr User
accessing the System using the user ID and password provided by, or on bhaf ofthe Buyer, the Supplier agraes to be bound by this User Agreement
14, The Supplier shall any use the Systam to respond to an invitation to participate in a procurement exercise in accordance with this User Agrement and any further rules expressed and presented i the System. In the event
thatthere is any CoNMIct betwaen this USer Agraement and any SUCh furher fUISs, Men the pravisians of SUCK TuMher rUIes shail take pracedence over tis User Adreement
2. Access
21 The Buyer grants to the Supplier, free of charge, 3ccess 1o the System by Supplier Users for the purpose of responding 1o any invtation to paricipate in @ procurement exercise, subject to his User Agreement
22, The Buyer may immediately deny access ta the System by the Supplier andior one or more Supplier Users by giving nolice in wilting o the Supplier ifany of the following events aceur.
2211, The Supplier commits a material breach of any of s obligations under this User Agreement and
222, The Supglier fails 1o remedy, or persists in, any breach of any of ts cbligations under this User Agreement aler having been notified in witing to remedy or desist such breach within a period of ten (10} Working
23, Without prejudice to any ofthe Buer's other rights, the Buyer reserves the right o suspend access 1o the System without notics for technical or legal reasans
3. Registration
31, Tobe granted access to the System, the Supplier must register each parson which the Supplier wishes to be a Supplier User by providing the required registration data and specifing a user ID and password
32, UseriD and password are swictl personalto the Suppiler USer and non-transfarable. The Supplier shall ansure thatits Supplier Users do nat drauige of disciose thair user ID of password to third partes. In the evanttnat
the Supplisr or a Supplier User becomes aware that 3 user ID and ! or password may havs been diwiged. disciosed or discoverad by any third party, they shall Immediately notity the Buyer,
33 The Supplier shall designate an Individual Supplier User 1o manage access to the System by otner Supplier Users.
34, The Supplier mustimmediately inform the Buyer in the eventthat 2 Suppller User leaves Its employment or no longer requires access 1o the System. The Buyer retains the rightto deactiate a Supplier User user 1D and
Password ifthere Nas been no access for a penod of sixy (60) days.
4. Supplier's Obligations &
ESOURCING USE AGREEMENT
[JidonoT Agree
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3. COMMITING TO RESPOND TO A REQUIREMENT

Bidders will have access to all the sourcing activities they have been invited to and

can click on ‘view/respond to RFx’ to confirm their interest.

CCS eSourcing Bids i

Crown

View RFx(s) Commercial
Service
All OpeniPending/Paused RFx{s) m Open/Pending/Paused ¥ EJ
RFx Name RFxUniueld Summary  RFx Acceptan =., Type RFx Style Status Time Remaining Open Time BST Close Time BST
UK 8BS Supply of new boiler FM120051 FA120081 « View/Respond to RFx [E] 1 Open 21w 57 min 060141357 230062014 1400

Bidders can elect to ‘Accept’ or ‘Decline’ to Bid from here:

008 esourcn U e =
RFx(s) > UK SBS Supply of new boil...

Description: UK Shered Business Services Invitstion to Quote
Contzot Infarmation
Buyerlser? UKSBS
0

Questionnaires (5) mE
Questionnare | Question™ & 4 Respond I

Remaining Time: 2hr 56m 20s
U Open Time: 2010872014 12:57 BST
Close Time: 23/08/2014 12,00 BST
Status: Open

Type: RFI
I Bun RF| Report

SECTION 1, ana T - Guidanze Kot & B
sECTioN ERCIAL QUESTIONNARE G Ko
RICE QUESTIONNAIRE & By
SECTION & - QUALITY QUESTICNNAIRE @ Ky
SECTION 8 - LEAD TIME Go By

el

4, REVIEWING RFx ATTACHMENTS

Bidders will now face a page similar to this. Locations of key areas to consider are attached.

The + icons indicate the questionnaire can be expanded to reveal the questions below.

Place response is clicked on to place a response against aquestionnaire.

RFx attachments and RFx message are available to view.
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GOS eSourcing T tessages | uities| i

RFx(s} > UK SBS Supply of new boil...

Description: UK Sharsd Business S=; Type: Rl

0
R

Contact Information b Run RF Regort Submit all Draft Responses >>

Buyerlser2 UKSBS

0

Questionnaires (5) E
. Qusstonnare. Question™ @ bl ,% View Higory

SECTION 1, 2, 2, 5 and 7 - Buidance Notes L [dg)

UESTIONNAIRE @ Bl

SECTION

JERCI

SECTION &- FRICE QUESTIONNAIRE @y By

SECTION 8- QUALITY QUESTIONNAIRE @ By

SECTION 8- LEAD TIME @y B

Itis STRONGLY recommended that prior to commencing with completion of the
questionnaire responses Bidders review all of the RFx attachment so they have aclear
understanding of the requirement, evaluation model, price schedule, contract terms, and any
associated attachments to questions.

Generally attachments to questions will have a naming convention at the start of the
attachment name (e.g. AW5.2 Price Schedule) to help Bidders associate the attachmentwith
the relevant clarification.

Bidders should also be aware that clarification answers to the bid documents will be posted
to RFx attachments on a regular basis. Please regularly check for updates. Note typically
the latest set of clarifications will be uploaded and the previous version deleted from the
system.

To view attachments:

om a8 A

00S eSourcing M ENNATIS biés

RFx(s) > UK SBS Supply of new boil...

Description: Ui Shares Business Sen P
@ Rex Atachments (1)

Click here to
T {ielw

Remaining Time: 2hr 55m 1s
357 BST
014 14:00 BST

‘Contact Information
BuyerUser? UKSBS
0

t Responses >

[y— =T

Questonnare | Qusston™ @ | Respond View History

@ SECTION 1, 2, 3, 5 and 7 - Guidance Notes W}Jw M]:“
D SECTION 8- COMMERGIAL QUESTIONHAIRE @y Xy
D ECTION £ - FRICE QUESTIONNAIRE @y Xy
D SECTION 8- QUALITY QUESTICNNARE @y Xy
& secrione- LeaD TINE [T
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Bidders will see a screen like this:

rown Commercial Service eSourcing - Windows Internet Explorer provided by ITC

emptoris, com

CCS eSourcing

Al

Level Folder Content Aftachment Name Descnv Organi

Event  Instructior} r Training

Event  Instructiorfl Clarificstio p... Clarificati Crown Commi

Event  Instructiorl ITQ Invits e
Event Insiructior servioeslorocursl. UK SES Trsining videcs Click on content link to
Question RFI AW1.1 Form of Bid ITQ pdf AW1.1 Form of Bid download

Question RFI AW1.2 Gertificate of Bons Fide Bid.dof| AW1.2 Certificate of Bons Fide Bid

traininA vidAAe AnA

Question RFI 11Ta ion chedd pdf 2.1 Validstion ched:

Question RFI 2 Price schedule

Price schadule captivate video,

Question RFI § ISupplier fact sl | Supplier Fact Sheat

Question RFI Science Warshouss fact shest,

cisnce Warshouss Fect Shest Crown Commi

Question AFI \Ares where new boiler will be installe: A Crown Commi

2 Flan Image to suppol

Ff Virus scanning is en
P4 Click on the link in th

port Job will fail If it contains any

sttachment. To downlead sttach: s, chedk the box on the far right next to esch file you'd like to

They can access the specific attachment by clicking on one of the ‘Content’ hyperlinks.

{= Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC |Z||i|g|

£ | https:{jukgps-san emptoris,com/=1)vi EJ @

CCs esourcing -

Virus Scan Results

File | AWS.Z Frice schedule captivets video.xls

Status |Passed

Download ][ anu:el]

Version: 2.1



5. REVIEWING RFx MESSAGES

Bidders can access RFx messages by clicking on the area below:

(GOSN [y Profie 7] wessages | utiites|

RFx(s) > UK SBS SUpply of new boil..

Description: UK Shared Business Services Invitstion
Contact Information
Buyerllser2 UKSES

0

Type:  RA
b Run RFI Report

Questionnaires (5} E

Questionnaire / Uusstmn% & i} Respond View History

SECTION 1,2, 3, 5.and 7 - Guidance Notes ﬁ:ﬂ- E]:J'
SECTION JMERCIAL QUESTIONNAIRE ﬁ:ﬂ- m:-""
FRICE QUESTIONNAIRE ﬁ:ﬂ- E]:J'

C QUALITY QUESTIGNNAIRE ﬁ:ﬂ‘- E]:J!
SECT! LEAD TIME ﬁ:l- E]J.

SECTION

All received messages are in the ‘Received messages’ folder.
All messages sent are in the ‘Sent messages’ folder.
All standard system related messages are in the ‘Broadcast messages’ folder.

Itis STRONGLY recommended that Bidders review RFx messages before commencing with
responding to the questionnaires.

Later in the training we will advise how to contact the UK SBS Category Manager for your
procurement if you need to raise any clarifications or have any questions.

6. ANSWERING QUESTIONNAIRES

In order to answer a questionnaire Bidders need to click on the ‘place response’ button.

£ Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC

@_ ) &) hups empterts, com 8| B4 ix |G 4

Fle Edt Vew Favorites Took Hep

7 Favorites | i3 @] Emp sand LKSBSBuyer2 @ Emp live LSBSBuyerUser1 [ Dun & Bradstrest UK @ | UK SBS Webenail
1@ Crown Commercial Service eScurcing -8 @ - Page- Sefety~ Tools- @

CCS eSourcing My Profile [LIE) Messages | Utilities

RFx(s) > UK SBS Supply of new b

Description: % Type AR
Contact Information P Run RF) Regon Submit all Draft Responses >>

Buyerlser2 UKSES
0

[r——

mespona ot | 2]

Questionnae / Question ™ & P View History

@a L=
0 =
: s
LEAD TIME &, Bl
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They will then face a screen with questions:

& | https emptaris.conm %

{= Crown Commercial Service eSourcing - Windows Internet Explorer, provided by ITC ' g
&4
Ly

CCs eSourcing -

Create Response

Context
RFI Hame: UK SBS Supply of new boiler FI120051
Questionnaire Name: SECTION & - LEAD
TIME
Questionnaire Description:

Create Response(s)

*2W7.1 Please confirm you can meet & delivery date of 13/712/713.
Bidder Guidance - The Bidder shsll snswer yes or no.

Yes - EFass

Mo - Fail

Scoring Criteriz - Mandatory Pass/Feail

Question Level @:33
Please Select »

*AW7 .2 Please provide details of the make and model of the proposed boiler.

Bidder Guidance - Please complete the table and azdd an attachment as an URL link deteiling the
specification.

Scoring Criteria — For Informetion Cnly
Question Level @::ﬁ
Response

Make of beiler

Meodel of boiler

ATTIT D TVl mmmm mmem S aeme eman  mmam G mewmammerm  mam mlmm sl Sermames smem S 13777013

Jpore € Internet é5 - moow v

Typically the questions will detail:

e The question number — these are NOT sequential so do not think there are questions
missing.

e The question detail

e Bidder guidance — This usually advises if attachments are permissible, word count
details, guidance to help with the bid response and any specific information about the
evaluation model proposed. Where a question is pass or fail typically Bidders will see
the criteria for a pass or a fail.

e Scoring criteria — This indicates if the question is pass / fail, scoring (andthe
maximum score available) or for information only.

ALL REQUIRED (*) QUESTIONS WILL NEED TO HAVE SOME TEXT ENTERED IN
ORDER TO SAVE YOUR ANSWERS.

Click on the various drop down boxes and complete the various text boxes toreply.
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Where an attachment is permissible click on the question level icon and you will seea
pop up screen like this. Click on ‘add’ to add an attachment and then go to the bottom ofthe

page and ‘save’. After saving the question level icon will show the number of
attachments uploaded against the specific question.

do ernet Explorer provided b m|
& htps emptatis, com 4=
CcCS eSourcing G-

Attachments

Response Attachments (0)

Level = Content Atftachment Name De=cription Qrganization Name/Subject Last Changsd by|add Attachment p Modifisd Size

NO DATA AVAILABLE

Close

led for sttachments. The export job will fail if it contains any infected files.
ok the box on the far right next to each file you'd liks to

| virus scanning is enab
| Click on the link in the Conte
fdownload and then olidk ‘Export.

nt column to view the sttschment. To download sttachments,

Done & Internet G v WMo <

Bidders can add an attachment by clicking on browse and finding their file on their local PC orshared
drive. They can change the name presented to UK SBS. It is STRONGLY recommended the Name
commences with the question reference (e.g. AW5.2) to ensure we can effectively cross refer
answers.

o erne plorer, provided b m|
£ | https empkotis, com E @
|
CCS eSourcing G-
Attachments
Please enter attachment information. { Max allowed upload file size 20 MB )
T Location Description Attach Content™
AW 2 Price schedule [Local Drives V| E [c-\Documents and Settind [ Browse . Jf
[
Google l| URL V| EN |\.\nnn,u' google co uk |
| < J
‘ | TCocal Drives v B |[Browse.._]
‘ | |L0ca| Drives V| EX [ |[Browse.._]
‘ | [Local Drives v B | Browse ]
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When you have completed a questionnaire and added all the relevant attachments you MUST clickon
the ‘save’ button.

After saving the question level icon will show the number of attachments uploaded against each
specific question. Bidders must check their attachments have been correctly uploaded and
embedded in the questionnaire response.

You will then see a message which says ‘changes saved successfully’ at the top of the page.

¢= Crown Commercial Service eSourcing - Windows Internet Explorer provided by [TC

£ hitps enptorts,com

ausston Level @10

link dezailing the specificaticn

Gusston Level & o
Response

aticn of the boilex.

oueston Level €,

R L i

=) =

= Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC AEE
& https emptoris.com EYE)
~
CCS eSourcing a8 &

Create Response
l Changes Saved Successfully. l

Context

RFI Name: UK SBS Supply of new boiler F1120051
Questionnaire Hame: SECTION 6 - LEAD TIME
Questionnaire Description:

Create Response(s)

If Bidders do not fill in the entire form you will receive a message which says:

Message from webpage E'

L] E There are one or maore required fields on this Form, Please fill in any field that has a red (*) next ta ik,
L
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Bidders should find the missing field and provide an answer otherwise all the answers will
not be saved.

When complete save and close the questionnaire.

On the questionnaires page you will see the ‘Respond’ field has now gone green, but
answers can still be modified until you submit the draft responses.

0CS eSourcing L Tan ids LR e ®
REx(s) > UK $BS Supply of new boil.. Remaining Time: 2hr 34m 505
1287 85T

Description: UK Shared Business Sarvices Invitation to Quete De. Type: Al e

Contact Information @ g sttschments (13) b Run RFi Report Submit all Draft Responses >>

Buyerlser? UKSES i

0
Questionnaires (5) Razpond Offline ﬁ _g

Questonnaire | Queston® & i} Respond View History

SECTIONA. 2.2, 5 and 7- Guidance Notes Gy My T o
IMERCIAL QUESTIONNARE Gy My anse | {E=
SECTION 8 - FRICE QUESTIONNAIRE @y My ; | m

B SECTION 6 - QUALITY QUESTIONNARE Po DMy I Place Response l

SECTION & - LEAD TIVE G By =1

Once all questionnaires are completed you can submitthem.
7. RAISING CLARIFICATIONS

Clarifications can be raised easily in two ways, irrespective of the approach taken itis
crucial that Bidders cross reference their clarification to the relevant question number.

Clarification at questionnaire level.
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own Commercial Service eSourcing - Windows Internet Explorer provided by ITC

emptoris.com'c i 3 Y ¥ 8 | B 4] [x] B seadt |2~

Ele Edt Yew Favorkes Tods Helb

S Favrites | 55 8] Emp sand LKSBSBuyer2 ] Emp b ] U 5B Webmal

1 Croum Commeraal Service eSourcng -8
[SICERECRV NN [y Profiic IR Hessages Utilties |

REx(s) > UK SBS Supply of new bol
Description: UK Shared Business Services Invits:

Cantact infarmaticn =
Buyerlser2 UKSBS B mex miessages 11)
a

Type:  RR
b Fun 7| Recen

Clesa Time: 230872014 14:00 BST
Status: Open

Questionnaires (5)

Respond View History

Quesionnare / Queston®

@ secrion Uiganee hotes @ =0 view Ristory

D secione- QUESTICNNAIRE @ p=di) view Histary

@ sectione 5 - L) p=d viaw History

B [ e e Click on o o

B secrione.LEAD TIME relevant L 2T RTESee se Response Viaw History. 1
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You will always see a screen like this with messages in (questionnaire messages), your
messages (sent messages) and system messages (broadcast message).

do erne plorer provided b 0

Al

& https emptoris.com, a

CGs esourcing R

View by Questionnaire

r—
Questionnaire Messages(0) 'r Sent Messages r Broadcast Messages last 10 day(s) v Create
Slatus Frem Date BST Subject @

NO DATA AVAILABLE

To raise a clarification click on ‘Create’
You will now be able to upload your message and any attachments.
Always send to ‘All hosts’.

Remember to cross reference to the question number and to ‘send’ the document.

IijlE)I

€ | htrps emptoris, com, @

CCS cSourcing G I

Create Message

[

Context Questicnnaire SECTICN & - PRICE QUESTIONNAIRE

H ‘
Link to ‘All
= Crown Commercial Serice - Bev Manna
Crown Commercial Service - Buyerlser2 UKSBS
Crown Commercial Service - James Aldred
subjec_awi1 ) | Add question no
Please can you clarify the date you intend to award contracts?| from
Message
52 characters, (max allowed - 5000}

AttachmenrD At

Cancel
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Bidders can view the question in the sent messages.

They can also filter against all questions, last 30 days, 10 days or lastday

do ernet Explorer provided b O
& https emptoris.com, g @
: B

008 eSourcing G
View by Questionnaire
Questionnaire Messages Sent Messages(1) Broadcast Messages last 10 day(s) v Create | B
From To Date BSTY ject &
UKSBS14 - Stokes, Kstie ltem - Host 22/08/2014 11:34 AW11 @

Alternatively Bidders can raise clarifications through RFx messages:

(= Crown Commercial Service eSourcing - Windows Internet Explorer provided by [TC
@.‘.’- ' hps.) enptors.com Y& B%x @ g

Fie Edt Ve Favories Took Hep

=

o Favorkes | o @) e 2] LK S Webmai

M B O - e seletyr Tesse @

& Cromn Commertial Service escurding

My Profile JEIT] Messages | Utilities

CCS eSourcing
RFx(s) > UK sﬂf\sunply of new beil...

Submit all Draft Responses >>

Fesoond View History

Questirmars | Qusston’s

Vi History

‘iew Histary
_—

View History

View History

ITY QUESTIONNAIRE &y Place Response.

hl
HEERH®

Ll

i
:
i

SECTION 8- LEAD TIME [ &

In RFx messages the process is similar to the questionnaire clarifications. Click on ‘create’to
send a new message.

|
£] hitps emptoris.com, a|&
cCs esourcng -
View by RFx
Received 1) | Ssent | i last 10 day(s) v Create
Status From Date STV Subject reaiENes e
New Crown Commercisl Sarvice, . 23/08/2014 10:28 ‘You have bee ed to participste in RFI UK SBS Su.. W::]‘
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Bidders can upload their clarifications, remembering to send to ‘All hosts’ and including the
question number (if relevant) in the subject.

In this example it is a general clarification and not associated to a specific question.

Remember Bidders can add attachments and must always ‘send’ the clarification.

= Crown Commercial Service eSourcing - Windows Internet Explorer pravided by ITC

el sotorescom
€S eSourcng G
Create Message
o - Bey Manna
Buyerllser2 UKSBS
- James Aldred
subject | Timesc
Can | have an extension of 10 working days plasse?
A Bidder
Hessage
Send | ([ ancel

The clarification can now be viewed in the sent messages folder.
Note the previous clarification raised at questionnaire level is also available toview.

The filtering of messages against 1, 10, 30 days or all is still available in this view.

View by RFx

last 10 day(s) Crezte | By

Received Sent )

From To Date GMTY

RFI - Host 06/11/2012 10:58

UKSES Tes
06/11/2012 10:38

UKSES Tes Item - Host

UKSES Test Supelie Item - Host 08/11/2013 09:54

Close

8. RECEIVING CLARIFICATIONS

Regularly check the RFX attachments folder for clarifications to the procurement.

There maybe associated messages also in RFx messages toreview.

Version: 2.1



Note it is the Bidders responsibility to check for clarifications.

008 eSourdng T weseages nies| =

RFx(s) > UK SBS Supply of new boil..

Description: UK Shersd Business Sefflices Invitsticn to
Contact Information
Buyerlser2 UKSES

0

Remaining Time: 2hr 12m 27s
Open Time: 20/06/2014 12:57 BST
Close Time: 22/08/2014 1400 BST
Status: Open

Type:  RFl

P Run RFI Report Submit all Draft Responses >>

Questionnaires (5}

4 @ Respond View History

Questionnare / Question

SECTION 1,2, 3, 5 5nd 7 - Guidanos Notss &y P View History
SECTION &- COl L QUESTIONNAIRE @y Edg) View History
SECTION &+ PRICE QUESTIONKAIRE @y B View History

SECTION 8- QUALITY QUESTIONNAIRE Gy 5oy

SECTION 8- LEAD TIME Gy 5oy m

Clarifications will generally be given a document name ‘Clarifications’. Generally onlythe
latest set of clarifications will be uploaded.

Simply click on the content for the relevant file to download it.

& | https emptoris, com, % @

CCS eSourcng

Attachments

Attachments (13) ",

Level Folder Content Atftachment Name Des=cription
Event Instructions igipg oof Training
Event Instructiofls lz ICIsnflcstl:-r‘; to sourcing documents 23

Event Instructions 1TQ Invit: ITQ ITQ scurcing document

Event  Instructions hitp://www. ubsbs oo.ukiservicesiprocursl... UK SBS Training videos

RFI AW11 f AW1.1 Form of Bid

of Bid ITQ.

Question RFI AW1.3 Certificate of Bona Fide B e _AW1.3 Cerificate of Bona Fide Bid
Quaestion RFI AW3.1 ITQ Validstion chedk. pdf AW3.1 Validation chedk Crown Comme:
Question RFI AWE.Z Prics schedule captivate video.xls AWS.2 Price schedule Price schedule of requirement. Crown Commer

Imag
UKSBS14
UKSBES14
d
< L
javascriptivoid 0 9 Internet \’:ﬂ - ‘@‘;100% -
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= Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC |T|

£ | https:/ Empkoris, com

505 esourong

Virus Scan Results

File |Clarificaticns of sourcing doc... .xls

Status Passed

Download [ Cancel l

Bidders should see a document like this now, detailing all the clarifications received. This
document is available to all Bidders at all times, irrespective of when they requested access
to the procurement:

A B c D E 3 G H
Sourcing Document Clarifications —e—
1 Shored Bumines Services
- |
4
5 SOURCING REFERENCE: | Purchase of new boiler
6 |SOURCING DOCUMENT TITLE: | FM120051
7
Section of e .
= Qu onnaire e No. raised by Bid: for clarification e ponded to by UK SBS
8 sourcing document
9 1 General Can | have an extension of 10 working days 17/06/14 Mo will be accepted on this project 17/06/14
Only one attachment will be accepted. if you submit
P 5 Quality AWED Can a Bidder upload two attachments m 1710614 m?.re than one attachment only the first attachment 17006114
response to this question a plan and a drawing? will be considered. You can combine the image
10 and the plan into a single attachment if you wish
If a Bidder cannot meet the pass / fail date for o S e s
3 5 Lead time AWT1 | the lead time, but puts forward a aggressive 17i06i1a | M- tis @ pass / fail quastion and the bid will not 1740614
i be considered whatever the price

11 price will they be considered?

4 5 Commercial AW Fibase confimiwhan you intandtoiverd 23/06/14 e intend to award by 1/7/14 23106114
12 contracts
13 5
14 6
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9. SUBMITTING YOUR BID

Once you have answered all required (*) questions and uploaded all your attachments you
can submit your draft response.

If vou fail to submit all draft responses before the closing date vour bid cannot be
r iv n nsider

‘@Oown Commercial Service s3ourdng | f-’h ¥ {_J | @J v Pager Safetyr Tooks+ @v
CGCS eSourcing [T Hessages tites |

REx(s) > UK 8BS Supply of new hail
. H Time: 201062014 13:57 BST
Description; UK Shared Business Serviaes Inv BldderS MUST CI|Ck on :;: 20812014 1400 BST
Contact Information @ . 5: Open
Bujerlser2 K535 | ‘Quihmit all Nraft -
0

Questionnaires (5) E &

Rezpond

a
Queztionnare | Quesion View History

SECTION 1,2,3, 5 and 7 - Guidance Noles @y Boy e ]
SECTION &~ COMMERCIAL QUESTIONNAIRE @y By ]
scone-sacf A req uired Oy Mo ]
SECTION - QUAL questionnaire o My By
weee] L reae miiet @y By =10

(= Submit Drafts - Windows Internet Explorer provided ... |Z [z
L3
]

& | https empkoris, com g

Are you sure that you want to submit this Respanse
Package?

€ Internet h v Emioom <

Questionnaire responses can be updated at any time up to the closing date; however each
time you update the questionnaire responses YOU MUST RESUBMIT YOUR RESPONSE.
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10. DOWNLOADING YOUR RESPONSE

You can download your text responses to the questionnaire by simply clicking on ‘Respond
offline’:

{2 Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC

@:-;-v [ 8] hetpsuusaps-sandbox emptors.comje 1 ndescjsp?_eps ¥ 3 (B[4 [Bavuesea (2]

File  Edt Wiew Favorites ool Help
iy Favortes | % | Empsand UKSBSBuyer?2 & Emp ive Uk3BSEuyerUser [BE] Dun & Bradstrest LUK | LK 585 Webmal

= »
{68 Crown Commercial Service eSourcing fiv B & v Pagev Safety~ Took+ @

CCS eSourcing LAt Bwis =

RFx(s) » UK SBS Supply of new boil.

Remaining Time: 2hr 2m 42s
1 Open Time: 2010612012 1257 BST
Close Time: 23108/201 12:00 85T
Status: Open

Description: UK Shared Business Services Invitatior De. Type:  FFI

Vi

Contact Information & RexAttacments (13) b Bun BF Beport Submit all Draft Responses >
Buyerliser? UKSES 52 REx Messages (81

o

Questionnaires (5) Respand oifine i IEH]
g

Questonare / Question™ Respond View He

—Respond fine
&nd 7 - Guidence Notss & By Loy

QUESTIONHAIRE & Bl B
PRICE QUESTIONNAIRE & B istory B

LITY QUESTIGHNAIRE [ b Visw History B
&- LEAD TIME [ B View History By

Then click on ‘download offline bidding template’ and OK

/= Crown Commercial Service eSourcing - Windows Internet Explor... |

£ | https emptoris,com %

CCs esourcing - I

Respond Offline

VWhat offline response action would you like to perform?

) import Bids

'@,} Downlead offline bidding template

(NOTE: Ling item export iz for informational purpozesz onhy and can not be uzed for

importing bidzs)
Close

Note it is not permitted for Bidders to use this functionality to import bids.
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And export in your required format:

/= Crown Commercial Service eSourcing - Windows Internet Explor... |

£ | https empkaris, com

Export Data

Exporting Bid Template for RFI
Language |Briti5h English V|

File Name: ©  |UKSBS14_20140623105918

File Type:

ZipFile []

[ Export ] CIDSE]

” Reguired Fisld

4 The XLS/ XLSX file type ususlly works best if you plan to complete the templats in
Microsoft Exosl.

4 virus scanning is ensoled for sttachments. The export job will fail if it contzing any
infected files.

From here you will see the Data Manager, refresh the page after a few seconds and you

should be able to click through to your report. Repeat this process if the Data Manageris
showing ‘pending’ or ‘running’ status.

FE
CGS esourcng R

& | https emptaris.com

Data Manager

Jobs {1) R0 Y Irnport/Export ¥ m All s m All VI Refre
User Job ID Type Description Status Time: Time: Ti
Submitted Scheduled Completed

Stokes, K, 124.. Integrsti..  Export- l Hunnin;_l 23/08/201... O
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Once complete you can download the report.

x|

L]
& | https emptoris,com % b

CCS eSourcing R

Data Manager

Jobs (1) L5y Impot/Export VAII VmAII Vl%

User Job ID Type Description Status Time Time Time %
Submitted Scheduled Completed
Stokes, M. 124.. Integrati... Export - ... l Daone - Clidk here to download results ] 23/08/201... 23/06/201...

Bidders should now be able to open a document which provides their text and table based
responses as below. Note the report has three tabs.

‘ AL -G Ji| Heager section
- - ’ - - e

Header Section

‘Organization Unique ID : (CS Procurement

REx Name : UK SBS Supply of new boiler FM120051 RFx Type : RF1 Open Date Time ; 2014-06-20 13;57:58 BST.
RFx Unique ID : FN120051 | Round Name : Close Date Time : 2014-06-23 14:00:00 BST

¢ Question Information And Response Section ANSWERED 17 /17
pll Questionnaires - Questions Response Response Comments
PE SECTION 6 - QUALITY QUESTIONNAIRE
confi ur compliance to the requirements
of Section 4 Specification

Bidder guldance - The Bidder shall snswer Ves or No

Vves—pass
No-Fail

24 Scoring crit Pass / Fail
“AWE.2 Provide a methed statement for the installation of the
boiler

Support your method statement with 2 project plen for the
delivery and instaliation

Bidder guidance - Scoring will be based on 0-100 scoring
methodology

One auachment for the project pian s required
um character count fimages can be provided) - 4086

per method statement
25 Scoring criteria - Maximum Marks 10% o

“AW/7 1 Flesse confim you can meet & dellvery date of
13/12/13

Bidder Guidance - The Bidder shall answer yes or no.

Ves - Fass
Ho-Fall

27 | Scoring datory Pass/Fail
-AW7. 2 details of the make and mode! of the

propos:
Bidder Guigance - PIEase complete the tabie and 200 an

Ay l Instrucbons | Question Response .~ Table Response £ l
Ready

1 I
J Count:11 |{FR DN Iaset) 0 =<

The slides contained within this presentation were created using the Emptoris e sourcing
suite and Internet Explorer 8.

UK Shared Business Services Ltd. makes no guarantees that the functionality available in
these screen shots will be fully replicated in the live Emptoris e sourcing suite, nor if using an
alternative web browser to IE8.
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Any Bidder using these training materials should do so at their own risk and UK Shared
Business Services Ltd does not make any commitment to their accuracy.

In using these training materials the Bidder commits that UK Shared Business Services Ltd
shall be in no way liable should the Bidder be unable to complete any or all of their Bid or
Response submission.

TEMPLATE VERSION CONTROL

Version

Date

Author(s)

1.0

05/12/2013

James Aldred

Final Version

1.1

23/06/2014

James Aldred

Updated with CCS branding.
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