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Accessing AWARD

You will receive 2 emails

1 will contain your user name and an Internet Hyperlink
The other will contain you temporary password

Username with Hyperlink to AWARD

Dear Bidderl

This email contains your User Name for QinetiQ Commerce Decisions
AWARD.

The AWARD service is available at:
https://award.commercedecisions.com/award4/login/dio-hestia

Your User Name is: bidderl@dio-hestia

If you have any queries, please contact your AWARD Administrator.
Best regards,

QinetiQ Commerce Decisions Support

"THIS IS AN AUTOMATED MAIL BOX PLEASE DO NOT RESPOND TO THIS
MESSAGE"

Email with Temporary password

Dear !Heather Frost-Thomas - CDL Consultant,

This email contains your password for QinetiQ Commerce Decisions
AWARD.

Your password is: varocaso

For security reasons you are asked to immediately log on and modify your
password to something memorable to you.

If you have any queries, please contact your AWARD Administrator.
Best regards,
QinetiQ Commerce Decisions Support

"THIS IS AN AUTOMATED MAIL BOX PLEASE DO NOT RESPOND TO THIS
MESSAGE"
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https://award.commercedecisions.com/award4/login/dio-hestia

Saving AWARD as an Internet Favourite

So you don’t have to hunt down the Access email every time you want to access AWARD, it is
recommended that you save the hyperlink as a favourite. The process may differentiate slightly
dependent on the Internet program you use, below lists the steps for Microsoft Internet Explorer 11.

Dear Bidderl

Thisemail contins your User Name for Qinetid Commerce Dedsions

AWARD.

N Click on the hyperlink in
The AWARD service isavailable at:

https://award. commercedecisions. com/awardd/login/dio-hestia / the email you received

Your User Name is: bidderl @dio-hestia

If you have any queries, please contactyour AWARD Administrator.
Best regards,
Qineti® Commerce Decisions Support

"THI5 15 AN AUTCMATED MAIL BOX PLEASE D43 NOT RESPOND TO THIS

MESSAGE"
=)
LB 7 htps:/vard.commercedecisions... 2 - @ & | _E AWARD: Log into AWARD Ntk
x Google + | *§ Search - i Share | More 3> Signin A -

3% [ CD AWD Training [IfZ] LOCAL AWARD [ZTE] AWARD Practitioner B8] Suggested Sites ~ & Web Slice Gallery ~

AWARD®5 Log into AWARD ~ You will be presented
with the AWARD login
Screen. Before you

e | AWARD'5 proceed to logon, carry

Password:

[ | Welcome to Commerce Decisions AWARD hosted service. OUt the fO”OWIng tO

Slegin For support dial 0845 652 0252 / +44 (0)1235 431100. save the page as a
Or email us at support@cd.qinetiq.com

favourite you can

Welcome to AWARD

> Forgotten your password?
> Use Accessible Version
Only authorized Users are allowed to use AWARD.
Contact your AWARD Administrator if you have not received a username.

easily access in future.

Only authorised users are allowed to use AWARD. By logging into AWARD you accept our terms and
conditions.

Contact your AWARD Administrator if you have not received your username.

Please note: Your session will timeout after 30 minutes of inactivity. If this happens you will be
prompted to re-enter your username and password. Unsaved changes will be resubmitted to the
service if you enter your details correctly.

Visit our Website
Sign up to our Blog
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Wiew favorites, feeds, and hi

@ Add to favorites

|Histor],r

| Favorites | Feeds
n Favorites Bar

| Websites for United Kingdom

[F LOCAL AWARD

a Mational Security Vetting Portal - Legin
[ AWARD Practitioner

Top right had side of Internet
explorer, click on the 5 pointed
star

You will be presented with the
Favorites Center. Click on the Add
tp Favorites button, top right.

= » |
Add a Favorite I I
You will be presented with
i Add a Favorite the Add a Favorite Window.
M Add this webpage as a favorte. To access your favartes, vist the Give the shortcut favorite a
Favorites Center.

meaningful name e.g Hestia

MName: Hestia Tender AWARD =——

Tender AWARD and click on

Create in: [‘ﬂ'* Favarites

ADD,.
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@ Add to favorites | =

| | Favorites | Feeds | History |

I Favorites Bar

| Websites for United Kingdom
I % LOCAL AWARD

Now when you click on
Favorites, you will see
AWARD in the list.

_ej Mational Security Vetting Po
[ AWARD Practitioner
[T Hestia Tender AWARD

{n P &

|E ‘ Add to favorites ‘ - ‘

| | Favorites | Feeds | History |
. Websites for United Kingdom
I [T LocaL AWARD
a Maticnal Security Vetting Portal - Login
[ AWARD Practitioner
QQ Hestia Tender AWARD

Open
Open in new tab
Add to Favorites bar

Create new folder

LS N https: /b carchyahoocom' 0 - @ ¢ [ K Yahoo Search - Web Search
x Google  Rugby - | *J search - | 3 Share

ks [ Hestia Tander AWARD [E CD AWD Training [ LOCAL AWARD 5] AWARD Practitioner |3l Suggested Sites v & Web Slice Gallery +
A Home

More 3>

fail News Finance Weather Screen Answers

Sport

Lifestyle Celebrity

YAHOO! \

UK & IRELAND

If you want to take it one
step further, you can
also add the Favourite
shortcut to the Favourite
bar by right clicking and
selecting Add to
Favourite bar

Flickr Mabile

=

Signln 9 =

More ~

6|Page clicked on.

It will now be shown in your
favourites bar ready to be




Logging in for the first time

LS =) hitps: /o ward commercedecisions... O = @ € I 75 AWARD: Log into AWARD

x Google | Rugby ~ 29 Search - 5§ Share | More 3> SignIn 9, ~

5% [ Hestia Tender AWARD [EfZ] CD AWD Training [ LOCAL AWARD [5E] AWARD Practitioner [l Suggested Sites » &) Web Slice Gallery v

AWARD’5 Log into AWARD

Welcome to AWARD

From the AWARD login
screen. Type in the

=] Welcome to Commerce Decisioiis AWARB-hasted s d Id h
— For support dial 0845 652 0252 / +44 (0)1235 43{JIUCESAISECR ISR LI RIELE
Or email us at support@cd.q q.com been Sent |n an ema||

bidder2@dio-hestia

username and temporary

> Forgotten your password?
> Use Accessible Version

Only authorized Users are allowed to use AWARD.
Contact your AWARD Administrator if you have not received a username. Click on Login

Only authorised users are allowed to use AWARD. By logging into AWARD you accept d

conditions.
Contact your AWARD Administrator if you have not received your username.

Please note: Your session will timeout after 30 minutes of inactivity. If this happens you will be
prompted to re-enter your username and password. Unsaved changes will be resubmitted to the
service if you enter your details correctly.

Visit our Website
Sign up to our Blog

E https://award.com... 2 ~ @ ¢ EAWARD:YDU must change ...

x Google Rugby + | #J Search + More»  Signln 9, -

»

sk [ Hestia Tender AWARD [EE] CD AWD Training [5z] LOCAL AWARD 55l AWARD Practitioner

® bidder2 @ dio-hestia
AWARD 5 Change Password
You will be presented with

You must change your Password the Change password

Please provide your current password and enter your new password. screen. Type In the current
Please ensure that you comply with your organization's password policies. password and a new one

For security purposes we do not recommend using your browser's save password (tWICe) and click on save.
feature. However, if you do, please note that your current saved password will no longer
be valid; you MUST enter your new password at your next login and not use the one
saved by the browser.

Current Password # |sssssssss
New Password # |sssssssss
Confirm New |ssssseses -

Password *

AWARD & QinetiQ) Commerce Decisions Ltd 2014
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AWARD®5 bidderl @ dio-hestia

£ My AWARD
> My Projects Mv AWARD
> My Alerts
> My Details Last Login 18-Sep-2015 12:09:50

My Active Projects

Data Room - South East
> Qpen

Alerts

My Alerts - To Ngad your Alerts. You have 38 unread Alerts /b,

Actions

View My Projects - To all your Projects

Edit My Details - To chand@ your password or other details

Download Help - Download thg AWARD help file (which includes a Search function) to your desktop

To return to this page click 'H
For assistance click Help &

When you login you will be presented with your Home
Screen. In the centre of the screen is the work area, where
the Hestia Tender Projects you have access to will be listed.

Click on Open, under the name of the project

Process Menus Project name

r [ AWARD: Authority Data f X

€« C' @ https;//award.commercedecisio| m/award4/award/answersheet/group.do?mnid=ac2cp34612e45z14e0a527 374zm12feicp=award%2Fanswers t%ZFg\'{‘j =

AWARD®5

Communication JEILLT

Data Room - South East

# Home & Logout @ Help

() Authority Data Room .
> View Documents Authority Data Room
> South East Bidders Request
> South East Clarification

> South East Notification This area of AWARD is where all communications from the Autherity can be seen.

Click in the left hand

To see...
menu...
Navigation Menu View Documents Click to see the contents_nf the data room. You can open documents by clicking them. You can use the Export
buttons to copy to your file system.

Click to raise a request for information with the Authority. The Authority will be alerted to your request. You will
receive an Alert when a response is available.

>Clarifications Click to see and respond to any clarifications that the Authority has raised against you.

>Notifications Click to see any notifications that have been made

>Bidder Requests

Click Submit in the blue bar to see where to upload your Tender.
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The Document Data Room

AWARD®5 Data Room - South East Training Example

| Submit 2

! Authority Data Room .

B View Docurents Authority Data Room Documents
= South East Bidders Request

> Sputh East Clarification | 4 Export|| 4 Export Groups |[# Search |

* South East Motification

Authoring
Filter by: | | [Eitter || Advanced Fitter| | Reset| | % Refresh
V' Name Submission - =

= || APPROVED (204)
1. Data Room Admin (0]
2. Tender Decuments (22)
2. Data (279)

4, Refarances (3}

BB OB E

Under the Communication, you have the ability to view the data room documents in full.

If you need more people to access them to make them readily available to your team, You
can also export them out.

® Data Room - South East Training Example
AWARD 5 Export Document Groups
b Next % Cancal @ Help

Select Document Groups

Name =
¥l | APPROVED

Description

& caneel
Move to next page (Alt+N)

Select Export Document groups and select the folder and
click on Next
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® Data Room - South East Training Example
AWARD 5 Export Document Groups

Export Documents

= It ic possible that you may ba exporting mere than one file with the same name within a Decument Group which would result in those Decuments being addad to the
Select Document Groups same path (Document Group name) and fila name. AWARD pravents this from happaning by chacking for duplicatas automatically and issuing a warning. Howavar, you
Select Submissions can spacify that it resolves duplicates automatically without issuing a warning, by checking the option Resclve Duplicatas.

If Search files have besn generated for thé\Documents and you wish to include these in the export, check the option Include Search Files.

erated that includes characters which are not supported on common operating systems, then an error vill be displayed.
ally with safe characters, check the option Ensure Safe File Names. @

1f during the export a file path in the zip is
1f you wish AWARD to replace these automal
i+ Resolve Duplicate!
[ tnclude Search Fil
[ Ensure Safe Fil= Na

Press Save to confirm the export.

1 you are exporting a large number of Documants, Whis is likely to taka some time. A link to the axported Documents will be shown on the next page.

[ 4 Previous | [ Save | [@ Cancel |

Follow the Onscreen Instructions and select Save. If you are exporting a large number
of Documents, this is likely to take some time.

] Data Room - South East Training Example
AWARD 5 Documents Exported

Documents Exported

» The selection included 27 Hidden Documents, these have been excluded from the export.

a

Your Documents have been axported. Use the link below to dewnload your Documents.
. Right-click on Documents and select Save Target As to save the Documents: Documents

Once complete, you will receive this message. Right-click on document and select save
target as. This will save a zip file to the location you choose, which can then be
extracted out.

1 Authority Data Room

L a— Authority Data Room Documents
> South East Bidders Request
> South East Clarification |\ Export | [ 4 Export Groups | [# | Search|

> South East Notification
Authoring

Filter by: |nansion || Filter || Advanced Filter

Submission #

% Refresh

¥ Name
= | APPROVED (1)
=l 5 2. Tender Documents (1)
2.1 Booklet 1 (1)

Using the filter tool will allow you to search for documents with that particular phrase in their title. In this example we have asked for
documents that contains the word Pension in their title, it has returned 1 document.
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Search for Content.

Communication || (ST

"I Authority Data Room

» View Documents Authority Data Room Documents
> South East Bidders Raquast
> South East Clarification | 4 Estport| [ 4 Export Groups | [#  Search |

> South East Notification

Authoring [':arch all documentation (Alt+5) l

V1 Name
=l || APBROVED (304)
1. Data Room

Filter by: Filter || Advanced Filter < Refresh
# =

Submission

2. Tender Docu
3. Data (279)
4. Referanc

BEE B

You can search within the content of the
documents by selecting Search

Communication JETT

| Authority Data Room

» View Documents Authority Data Room Documents
> South East Bidders Requast
> South East Clarification Search Phrase |pension

> South East Netification

# Search|[# Advanced Search ||

Search Results (Summary)

Document

Thorney Island TUPE Data OGP, pdf
APPROVEDY3. Dalla/3.4 Contractor TUPE

CS4D1220-Manston SMAC TUDE Data OSP.pdf
APPROVEDY3. Data/3.4 Contractor TUPE

Annex H to Booklet 1 {Transfer Requlations] -

APPROVED/D. Tender Docurnents/2.1 Bocklet 1
Annex I to Booklet 1 (Pension Matters) - SOUTH EAST.DOC

APPROVEDZ. Tender Docurnents/2.1 Booklst 1
Hestia Booklet 1 (Conditions of Contract) - SOUTH EAST REGION.

APPROVEDY2. Tender Docurnents/2.1 Booklet 1
CS4D1151-Surrey MAC TUPE Data OSP.pdf

APPROVED3. Data/3.4 Contractor TUPE
C54D1085-Kent SMAC SIM BKS TUPE Data OSP.pdf

So here we’ve looked for Pension where it appears in the content of the document and you can see that the
results are much different than filtering.

Create a Zip file to upload multiple Response Documents,
You don’t have to individually upload each document. AWARD allows you to upload a Zip file
containing multiple Documents.

Creating a zip File

@ B5-WMP-(Qn-01 Waste Management.pdf
'@ B3-WMP-Qn-02 Strategies and Plans.pdf
n-03 Waste Recordin

If you have followed the Authority Instructions correctly then you should have a list of documents that reflect
the naming conventions, see example.

Where possible, the PDF document format should be used (unless an Excel template has been provided by the
Authority for you to complete or there is supporting documentation that needs to be in a particular format.
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| 5 B5-WMP-Qn-01 Waste Management.pdf ~ 18/09/2015 08:43 Adobe Acrobat D... 84 KB|
| 5 B5-WMP-Qn-02 Strategies and Plans.pdf ~ 18/09/2015 08:45 Adobe Acrobat D... 84 KB|
| 5 B5-WMP-Qn-03 Waste Recqrri Acrobat D... 84 KB|

Open with Adobe Reader XI
Open

Print

Scan with Sophos Anti-Virus

Share with 3
3 WinZip »

Send to »| |1, Cempressed (zipped) folder

ktop (create shortcut)

Symantec Encryption Desktop b
Dacuments

To create a Zip file, Select the files you wish to upload, right click on the Mouse and
select Send to = compressed (zipped) folder.

I B T P e L = ety W A el b o R R 8 Rl R - —

| 2| Bidder A Documentszip | 05/10/201515:53  WinZip File 242 KB

| Type in the Name of the zip file and press enter. I

Upload Documents

Communication |
|1 Bidder Response

> Respond to ITN guestions
* South East Bidders Requast

™~

| From within the Submit menu, Select Documents I

[ Upload HeieBalotadtepxpaet g Exnoc Grouns  L# Search)
Authoring \

— Then Select Upload
¥ Name -
# | APPROVED (204)

# [ Initial Tender Submission COMMERCIAL (0)
= [ Initial Tender Submission TECHNICAL (0}
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Select a Document Location

Select the location where you wish to upload the Documents.

Document Location Name Submission Type
* £% & Initial Tender Submission COMMERCIAL Mandatory
® & Initial Tender Submission TECHNICAL Mandatory

Select the Location of where your documents are to be uploaded, either
Commercial or Technical and click Next.

Select a Document Location

Select a file
Click Browse to select a file; you can upload a single Decument or a zip file containing multiple Documents. Note that if you upload a file in ZIPX format this will be
loaded into AWARD as 2 single fila,
Document Location Initial Tender Submission TECHNICAL
Submission Bidderl
Fila * |

Document Information

Information sbout this file or set of files. The Tag field will be used by AWARD's s=arch/referancing engine to locste this Docu
words, phrases or Referancas that identify this Document.

Tag |

can be used to record key

Options

If you are uploading a zip file with included zips, you can ensure that the contents of the inc!
You should not do this if the included zips must interact together as a package or are fil
[ Expand included zips

zip are also extracted and made available as individual Documents.
2 vary large size.

Click on Browse and go and find the Zip file you created earlier.

(& Choose | 3
— o — - —
S ‘: [ .+ Hestia » « |43 | search Hestia 0
F—
Organize * Mew folder = H @
. AWARD Training = Name . Date modified = i'l WinZip [Bidder A Documents.zip]
. Bidder2 B5-WMP-Qn-01 Waste Mana
:. Case Study Proje ﬁ B5-WMP-Qn-01 Waste Management.pdf BS-WMP-Qn-02 Strategies an
| Dol E B5-WMP-(Qn-02 Strategies and Plans.pdf 18/00,/2015 08:45 B5-WIMP-(Qn-03 Waste Recor
: @ B5-WMP-(n-03 Waste Recording.pdf 18/09/201508:45 |
& DT10-7 |2l Bidder A Documents.zip 05/10/201515:59 |
1. DT14-5-15
.. DT 30-10-14 H
. Evaluation 8 Rat
. Evaluator
|| FISAR
. Grapevine Dumn i
L H -4 n 3
File pame: Bidder A Documents.zip w | All Files (**) v]
. Open Cancel

Select the Zip file and select Open.
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AWARDU 5 Data Room - South East Training Example

Upload Document

Previous B Save & Cancel @ Help

Select a file

Select a Document Location
Select a file

Click Browss to select a file; you can upload = single Decument or a zip file containing multiple Decuments. Note that if you upload a file in ZIPX format this will be
loadad inta AWARD = a single fils.
Document Location Initial Tender Submission TECHNICAL
Submission Biddarl

File * [C:\Users\heather frost-thomas\Desktop'\Hestia\Bidder A Documents.zip

Brovise...

Document Information

Information about this file or set of files. The Tag field will be used by AWARD's search/referencing engine to locate this Document and can be used to record key
words, phrases or References that identify this Document.

Tag |

Options

If you are uploading a zip file with included zips, you can ensure that the contents of the included zip are also extracted and made available as individual Documents.
“You should not do this if the included zips must interact together as a package or are files of a very large size.

[ expand included zips

Click Save

| upload|[ X Delete || 4 Export|| 4 Export Groups | [#  Search|

Authoring

Filter hy:|

Advanced Filter | | Reset| | <% Refresh

¥ Name Submission & =2

H || ARPROVED (304)
# 5 Initial Tender Submission COMMERCIAL (0}

< Initial Tender Submission TECHMICAL {2}

| » [ B5-WMP-On-01 Waste Management.pdf Bidder1 ==
O # [ B5-WMP-On-02 Strategies and Plans.pdf Bidderi ==
O s [ B5-WMP-On-03 Waste Recording. pdf Bidderi =3

You should now see your documents extracted into the list.
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Respond to ITN Questions
When you click on Respond to ITN Questions, you will be presented with the screen below.

The Commercial Response

On the Left hand side is a list of the Tender questions that the Authority is
expecting responses to. There are 4 Commercial & 30 Technical Questions
waiting for your response.

Diata Room - South East Bidder Training
Answer Sheet - Bidder Response
Bisave %4 Refresh ® Close @ Help

AWARD"5

Bidder 1

Bidder 1
DEFFORM 47

Commercial + DEFFORM 47

Commercial
[7) oEFFORM 47
[0 Daclarations for Mandatory Returns
on DEFFORM 47
[7] Government Buying Standard for
Cleaning — Mandatory Returns

Declarations and list of products Your Referenced Documents
[0 Certificate of Compliance Idantical
Soft & Hard Copy Tendar Reierfnce: ME-DEFFORMAT-Cifer
A [ DEFFORMAZ . pdf 1 hite
echnical
[0 [Q1] Waste Management # Search D | List Documents
[0 [92] Waste Strategies and Plans
[0 [93] Waste Recording Authority Documents - Click on Document to open
[7) [Q4] Retail Plans
) [Q5] Promoting the use of the Reference: MR-DEFFORMAT-Cffar
Facilities There are no Documents containing this Refarence
[0 [96] Cleaning: Assurance Methods #  Search Documents | List Documents
and Standards
[0 [97] Clezning: Resources Documents Loaded
[0 [Q8] Core Catering Answer [ The documents are ready for submission

[0 [Q9] Catering: Inputs

[0 [Q10] Catering and Retail Quality
Assurance

[ [Q11] Catering: Resources

[0 [Q12] Partnering

[ [Q13] Management Information

[0 [Q14] Key personnel

On the right hand side is your Answer Sheet. To navigate your way through the answer

sheet you can use the next/ Previous or Index
The Commercial section has been added here so you can do a visual check that your documents buttons. However the Question will not be
have been uploaded. marked as complete until you tick the

Documents loaded tick box provided.
If you have labelled them correctly, in accordance with the Naming conventions or inserted the

equivalent Reference, then you should see your documents listed under Your Reference When you click next you response will
Documents. automatically be saved.

The Authority wishes you to use this as a check and confirm that the documents are ready for

submission by using the tick box provided.

Progress Indicators

=

Bidder 1

Commercial
%] DEFFORM 47
¥ Dedarations for Mandatory Returns
O DEFFERtdZ
%] Government Buying Standard for
Cleaning - Mandatory Returns
Declarations and list of products
7| Certificate of Compliance Identical
Soft & Hard Copy Tender

As you enter your response. The Question will update with the
green tick to show your progress.
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I Bidder Response
> Respond to ITN questions
= Sguth East Bidders Request
> Documents

Bidder Response (Sealed)

To comment on Booklet 1, click > Booklet 1 in the grey side menu. Then click - Comment on Booklat 1

' Booklet 1 Ta submit your response to the ITN, click on Documents in the grey menu, and fallow the instructions to laad your files.

Then click > Bidder Response. Than click - Respond to TN questions. Complate the sheet for each question.
When you enter text into AWARD, AWARD will record your progress as Complete. To see your progress click on the item in the grey side manu.

A raport dashboard will ba shown as appropriate.

Tasks

You can update your response.
Complete by: 30/12/15 18:00

Respond to ITN questions
> Open > View index

To mark your rasponse as completa click on the Set as Complated button balov.

| Sat as Completed

Report Dashboard

e ——

Compl, ; 4, Mot Started: 20

Also your progress will be updated on the

Submit Front screen on the Dashboard.

The Technical Response

[¥] DEFFORM 47

[¥] Declzrations for Mandatory Returns
on DEFFORM 47

] Government Buying Standard for Technical + [Q1] Waste Management

Cleaning - Mandstary Returns - .
Declarations and list of products Bidder Instructions

[¥] Certificate of Compliance Identical
Soft & Hard Copy Tender

[Q1] Waste Management

[Q1] Waste Management

Technical Background:
@ [q1] Waste Management It is e=sy to take an approach to waste management that does little to change the culture of an erganisation. The Employer wishes to make 2 stzp change in
the attitudes of all MOD establishment occupants, be they visitors, employees, contractors or accupants, It is essential that the Contractor helps the Employer
g EQZ% Waste St'_"bfdg‘es and Plans reduce its waste, and helps the Employer to meet the ohjectives ==t by Government.
Q3] waste Recording

[0 [Q4] Retail Plans Aim:

(] [Q5] Promoting the use of the To reduce the waste cycles from MoD establist to As Low As bly Possible. Strive for zero to landfill, improve reuse, improve recycling and also
facilities reduce recovery.

[0 [Qs] Cleaning: Assurance Methods
and Standards

Evidence Required:

Describe all the mechanisms that you will put in place to help the Employer reach the Government targets that will be put in place from time to time. Describe
different approaches to different waste streams that will be applied under different circumstances.

[0 [Q7] Cleaning: Resources
[0 [Q8] Core Catering
[0 [Q3] Catering: Inputs

[0 [Q10] Catering and Retail Quality Page Cap:
Assurance .
[0 [Qi1]Catering: Rescurces Font: Arial 11

[0 [Q12) Partnering 25 sides of A4
[0 [@13] Management Information Font: Arial 11
[0 [Q14] Key personnel {References may be made % other questions but their page caps shall not be exceeded)
[0 [Q13] Operational Management
[0 [Q14] Continuous Feedback and Applicable Requirements
Imy ment Module 5 - 26,1, 26.2, 26.3, J6.4, 26.5, 26.6, 26.7, 26.7.1, 26.8, 26.9, 26.10, 26.11, 26.12, 27.1, 27.2, 27.3
[ Q1] Mabilisation

There are 30 Technical
Questions waiting for
your response.

16 |Page

Over on the Right you will see that the Authority has

included the bidder Guidance in the Question




Your Referenced Documents

Refarence: {Moduls 5%

Thera are no Bidder 1 Decuments containing this Reference
Reference: BS-WMB-On-01-

O BS-WMP-On-01 Waste Management.pdf

#  Search Documents ] List Documents

Authority Documents - Click on Decument to open
Referance: {Module %
1 | 20150923 -HESTIA_Bk3_Region%202_V1_2.doc

Referance: BS-WMP-Qn-01-
There are ng Documents containing this Reference
# | Search Documents ] List Documents
Bidder Resp{nse

Answer

Mot Started v

As you scroll down you should see your referenced There is an Answer Text box, where you can provide a
documents (if the correct References have been used). summarised response to the question and also make
reference to areas of documents you have provided.
You will also see any Authority Documents that have been

referenced for vour convenience.

If you try to mark a question as complete without supplying an answer then you will get and error.

: Please fix the following errors to complete this action

+ Bidder 1, [Q1] Wasta Management, Bidder Responsa
= Requires an Answer

Booklet 1 Response

Communication |

| Bidder Response

| Booklet 1 Select comment on Booklet 1 from the Submit menu.

* Comment on Booklet 1
> Spouth East Bidders Request
> Documents
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1 hits




: o
Bidder 1 Bidder 1

[0 10 Actions

[ 11 Identified and defined terms 10 Actions
[T 12 Interpretation and the Law

[0 12 Communications Bocklet 1+ 1 Ganeral + 10 Actions

[7) 14 The Service Manager

[0 15 Freedom of Information Act Clause

[0 16 Disclosure of Information Refarance: [B2f1]

R By [ Hestia Booklet 1 (Conditions of Contract) - SOUTH EAST REGION.DOC 1hits
[T 168 Transparency

[0 15€ Publicity # | Search Documents | List Documents

[T 17 Ambiguities and inconsistancies Bidder Confirmation

[7) 18 Assignment Answer [ Accapt

[0 19 Change of Cantrol [ Reject - Please anter comments in Rationale box below

[0 134 waiver Rationale =

[ 138 Severability
[T 13C Third Party Rights
[T 130 Mo Partnership, Agancy, Crovm

Immunity
[0 13E Decfupling and Interd: !
Contrac
[0 19F Corbract Changes

[0 136 Joilit Working
[0 13H Ag | by the Employer ar
Servic{ Manager
[0 20 Projiding the Service
[0 204 shirvice Improvement 4
[0 208 Early warning
[T 20€C Barformance Management Regime
[0 20D Benchmarking

0 21 Wrks

[T 22 Centractor presence on
Establlishments

[0 22 Adzess and Facilities Provided by the []
Cs

You will be presented with a list of Booklet 1 clauses.

The Authority as also marked the Booklet 1 document with a reference (e.g {Refl}, You can use this to quickly jump to the area
of that document to read the actual clause,

To complete this Answer Book, the Response required is either Accept or Reject — Please enter comments in Rationale box.
Click on next to go to the next clause and AWARD will track your progress as before.

Creating a Bidder Request

South East Bidders Request
My ToDo Published

11} Subject « = & B a B State Modified

If you would like to raise a query, about the current question, with the Authority then
you can use the Create Bidders Request option right at the bottom of the screen,

shown here.

18| Page




Create South East Bidders Request

This will notify the Authority of the request, the status of requests can be monitored from the Dialogue area.

Subject * ey
Comment *
This is 2 Bidder Request Query.

Complete the Subject and

body p ri
Priosty *

Comment (minimum
requirement) and select
Assignments Save.

Owner (None)

Submission

Questions | One Question selected -

Additional Information
DueDate | |/ [/[ | [& Jo | dd/mmiyyyy hhimm

Query
Status
State Open
The Authority has been notified of your request.
Priority  Medium Once Saved, the Authority will now be

Publish Intarnally: No

Publizh Externaliy: No notified of your query.
Assignments

Owmer (Hone)
Submission Bidder 1
Questions [Q2] Waste Strategies and Plans

Additional Information
ID BR-SouthEastdol
Due Date Unspecified
Work Book Wark Book
Comments/Responses

bidder1 Open 05/10/15 19:57
This is 3 Bidder Request Query,

South East Bidders Request

My ToDo Published

] (L] State - Meodified -

jir Subject « ~ a
a2 Open 05/10/15 19:57

BR-SouthEastDO1 Query =

You query will now be listed at the bottom of question.

Once the Authority has responded. You will receive a Notifcation Email and an Alert within AWARD.
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AWARD®5

| Submit

"I Authority Data Room

> View Documents

¥ South East Bidders Request
> South East Clarification

> South East Notification

South East Bidders Request
\

New| [ % Delete| [[= Report|[E | Excel® Report|

Data Room - South East Bidder Training

& Home M Logout @ Help

My Scuth Ezst Bidders Reguest ToDo Published [AIT] = Group
Filtar by:|| [ Filter || Advanced Filter|
¥ 1 Subject Submission Questions State D
O Query Bidder 1 & Open BR-SouthEastD01
< >
AWARD"5 Data Room - South East Bidder Training
Communication | # Home & Logout @ Help
"I Bidder Response .
L1 i South East Bidders Request
* South East Bidders Request
> Documeants | New|| % Delete| []= Report|[E Excel® Report|
T My Scuth East Bidders Request To Do Bublished [AIT] = Group
B Filter by:| | Filter
¥ Subject Submission Questions State D
O oQuery Bidder 1 & Open BR-SouthEast001
< >

AN

Submit Menus

You can also view it from the bidders Request area of the Communications and

Viewing you Answers & Progress.

There are 2 reports available to you from the Submit front screen for Bidder Response and Booklet
1. When either are selected you will have access to the following reports.

My Answers

Booklet 1 Report

Answers for bidderi (Booklet 1)

10 Actions

Booklet 1/1 General

My Answers lists by question your Answers and any
rationale

Bidder 1

Bidder Confirmation
Answer Unspecified
Rationale Unspacifisd
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My Progress

Bidder 1

Question
DEFFORM 47
/Commercial

Declarations for Mandatory Returns on DEFFCRM 47
/Commercial

Govermment Buying Standard for Cleaning - Mandatory Returns Declarations and list of products

/Commercial
Certificate of Compliance Identical Soft & Hard Copy Tender
ial

/Commercial

[Q1] Waste Management
[Technical

[Q2] Waste Strategies and Plans
{Technical

[G3] Waste Recording
[Technical

[Q4] Retail Plans
fTechnical

[Q5] Promoting the use of the facilities
fTechnical

[Q6] Cleaning: Assurance Methods and Standards
fTechnical

[Q7] Cleaning: Resources
(Technical

[Q8] Core Catering
fTechnical

[Q3] Catering: Inputs
(Technical

IIIIIIII“IIIIE
2
i

Progress

Completed:
Completed:
Completed:
Completed:

Completed:

Complated.

Completed:
Completed:
Completed:
Completed:
Completed:

Completed:

Completed:

-

1

1

0, Mot Started:
0, Mot Started:
0, Not Started:
0, Not Started:
0, Not Started:
0, Not Started:
0, Not Started:

0, Mot Started:

Lists each question and give you a graphical representation of your progress.
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