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BIDDER LOGGING IN FOR THE FIRST TIME

UK SHARED BUSINESS SERVICES EMPTORIS TRAINING MODULE

Following registration as a supplier you will follow this process to gain access to Emptoris and your procurement documents.
Whilst this procurement is being managed by UK SBS the Emptoris system administration is managed by Crown Commercial Service (CCS) so Bidders will on occasion receive system generated mails from CCS rather than UK SBS.
If Bidders have any problems logging onto the system please do not hesitate to contact CCS on Tel: 0345 010 3503.
SCOPE OF TRAINING:

· Logging onto the systems

· Resetting passwords

[bookmark: _bookmark0]LOGGING ONTO THE SYSTEM

· Initially Bidders will receive an email from CCS confirming their login:
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· Bidders will receive a second email confirming your temporary password:
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· Bidders will now need to log in to create a permanent password. The URL is https://gpsesourcing.cabinetoffice.gov.uk/sso/jsp/login.jsp





[bookmark: _bookmark1]RESETTING PASSWORDS

· Then reset your password ensuring it includes at least one capital letter and one character, for example Bidwinner#1.
· The next screen you will see will provide details of the System Usage Agreement and Bidders must click on ‘I agree’ to gain access to the documents:



The next page Bidders will face will have details of the specific procurements you have access to.
In the event that the Procurements expected are not on this page, or you have been invited to the wrong procurement please contact Crown Commercial Service Tel 0345 410 3503.
To respond to an RFx review our training slides.



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.

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)
	Comment

	1.0
	05/12/2013
	James Aldred
	Final Template Version

	1.1
	23/06/2014
	James Aldred
	Updated to reflect CCS rebranding



image1.png
U<SBS

—

Shared Business Services




image2.png
Organization UKSBS Test Supplier 3

Govemment Procurement Service

from Govemment Procurement Service eSourcing

sent you the following message

‘This email is to confirm that you have been registered as a user of the Govemment Procurement Service eSourcing Suite, representing UKSBS Test Supplier 3

Your log-on User Name is: UKSBS3

You will shortly receive a separate email containing your password.
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Organization UKSBS Test Supplier 3

Govemment Procurement Service

from Govemment Procurement Service eSourcing

sent you the following message

Your password for Government Procurement Service's eSourcing Suite was reset to: 0003@oHs

When you log on you will be asked to reset this password to one of your choice. Please note that your new password must

~be at least § characters long.

- contain at least one capital letter

- contain at least one number

- containt at least one non-alphanumeric character (e.g. ? or 1)
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Crown Commercial Service eSourcing Suite
Supplier System Usage Agreement

Version 2.

General Terms.

1. ntroduction

1.1, This User Agraamant between he Crown Commercial Sario (tha Buser) and tha Suppler govems he access and use of he &Sourcing St (he System) by the Suppler o respondto aninviaton rom the Euyerto
paricioste n 3 procurement erercise

12 Aprocurement exercse may nclude 3 Pre-Qualficaton Questonnare (PGG). 3 Request o nformation (RFY) an Initaion o Tender 1TT), an Inutaton to Negtte (TN, an Intation to Partcipate n Dialogue (ITPD), an
Invtation fo Submit Fnal Offr (ITSFO),Initatin to SubmitFnal Tendar (TSFT).  BestAn Final Ofer (BAFO), 3 Requast for Proposal (RFP). 3 Request fr Quotaton (RFQ): an slectron Aucton or an electonic Conlract
i 3b0ve st of nG1idusl procurement erercise processes is NAICatve and 3 non-exhausiie representation of ommonly used teminology. Buyer Organisaions may have their 5wn, uniaue terminology o be 3ppled on
acase by case basis

1.3 The 3ystem s provided by 1BM and operated by the Buyer. This User Agreement applies o the Suppllr's and ts Supplier Users' access 1o and uss ofthe System. The Suppler acknowlscges that by a Supplier User
accessinj the System Using he User 1D and pasSword provded by o on behal ofhe Buer, the Suppler 3grses 1o be bound b this User agreement.

14, The Suppler shallonly use the System t respond o an nuation o partiapale i 3 procurement exercie In accordance wihthis User Agreement and any futher fules expressed and presented n the System. n the event
hatthere is any confict betusen tis User Agrsemsnt and any such furtnerrules. fhen the provisions of such further ules shall ake precedence over his User Agreement.

Access.

21, The Buer grants tohe Supplier, fr2e of chargs, access to e S/stem by Suppller Usersfo he purpose of responcing o any Iniation o partipae i a procurement exercse, subjectto s Ussr Agreement
22 The Burer may immesiatel deny access o the System b the Supplier and/or o or more Supplier Users by gving notice n wring o the Supplier f anyofhe folloning events occur

2211 The Suppller comimit 3 matera breach of any o S 00igalons nger s User sreement and

222 The Supplierfals 1 remey, o parsists n, any breach of any of s obigatons under his User Agreement after aving been notfied in wriing o remsd o desistsuch breach withn a perod often (10) Working

a5
23 Wihoutreludice o any of the Buyer's otherights, the Buyer feserves th roht 10 suspend access 10 he System wilout notlce fortechnical o legal reasons

Registration

31, Tobe granted access tothe System the Suppller must register each person which the Supplier wishes to be 3 Supplier User by prsiding the required registatin data and specifing 3 user D and passord.

32 UserID and passward e sticly personal 1o he Supplier User and non-ansferable. The Suppler shal ensure that s Supplier Ussrs do nat dulge o dsclose thei user 1D or password o tird pates. I the eventat
he Suppler or a Supplier User becomes aware thata user ID and / o password may hava been dhuiged, disclossd ordiscovered by any hird par,they shall immadiatsly notty e Buser.

33 The Supplershall cesigrate an indnidual Suppler User 10 manage access o the System by other Suppier Users.

34 The Suppler mustimmediatey Inorm e Buyer In e vent hat 3 Suppllr User leaves s employment o no longarrequires access to e System. The Buyer fetains the ightto desctiate 3 Supplier User user 1D and
password ftara has been no access fora perod of ey (50} das.

4. suppler's Obligatons.

ESOURCING USE AGREENENT
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