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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

¢ Reviewing RFx messages

e 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 tothis:

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

Please follow the instructions below to access the event!
1. Logon to Govemment Procurement Service eSourcin|
i. Enter your user name in the Name field.

ii. Enter your password in the Password field

iii. Click the Login button.

2. From the main menu select Bids > View RFx(s).
3_Locate the RFx Name in the list of RFx(s)

4. Click on the RFx Name link to view the RFx.

Here are your login
instructions and

Please do not hesitate to contact James Aldred Tel 01793 867593 for further information

Logi
n

Please do NOT reply to this email as it is a system generated email with an un-monitored mailbox. Please lo[mro https:/ukeps-sandbox emptoris com (]respand to this message

Bidders will now need to login to the system.
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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 eSourcing Suite
Supplier System Usage Agreement
Version 2.1
neral Terms

1. Introduction

1.1, This User Agreement between the Crown Commercial Service (the Buyer) and the Supplier governs the access and use of the eSourcing Suite (the System) by the Supplier 1o respond to an invitation from the Buyerto
participate in a procurement exercise

12, Aprocurement exercise may include & Pre-Qualification Questionnaire (PQQ), a Request for Information (RF1). an Invitation to Tender (ITT), an Invitation to Negotiate (ITN), an Invitation to Participate in Dialogue (ITPD), an
Invitation to Submit Final Offer (ITSFQ), Invitation to Submit Final Tender (ITSFT), a Best And Final Offer (BAFQ), a Request for Proposal (RFP), a Request for Quotation (RFQ), an electronic Auction or an electronic Contract
This above list of individual procurement exercise processes is indicative and a non-exhaustive representation of commonly used terminology. Buyer Organisations may have their own, unique terminology to be applied on
a case by case basis.

13, The System is provided by B and operated by the Buyer, This User Agreement applies to the Suppliers and its Supplier Users acoess o and use of the System. The Supplier scknowledges that by a Supplier User
accessing the System using the user ID and password provided by, or on behalf of the Buyer, the Supplier agrees 1o be bound by this User Agreement

14, The Supplier shall anly use the System to respond to an invitation to participate in a procurement exercise in accordance with this User Agreement and any further rules expressed and presented in the System. In the event
that there is any conflict between this User Agreement and any such further rules. then the provisions of such further rules shall take precedence over this User Agreement.

2. Access

21, The Buyer grants to the Supplier, free of charge. access to the System by Supplier Users for the purpose of respending to any invitation to parlicipate in a procurement exercise, subject to this User Agreement

22, The Buyer mayimmediately deny access to ihe System by the Supplier and/or one or more Supplier Users by ghing netice in wiiting to the Supplier if any of the following events occur.
22.1. The Supplier commits a material breach of any of its cbligations under this User Agreement. and
222 The Supplierfails to remedy. or persists in, any breach of any of its obligations under this User Agreement after having been notified in writing to remedy or desist such breach within a period often (10) Working

23, Without prejudice to any of the Buyers other rights, the Buyer resarves the rightto suspend access to the System without notice for technical of legal reasons.

3. Registration

31, Tobe granted access to the System, the Supplier must register each person 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 strictly personal to the Supplier User and non-transterable. The Supplier shall ensure that its Supplier Users do not diwulge or disclose their user ID or password to third parties. In the event that
the Supplier or a Supplier User becomes aware that a user ID and / or password may have been diulged, disclosed or discovered by any third party, they shall immediately notity the Buyer.

33, Tne Supplier shall designate an individual Supplier User to manage access to the System by other Supplier Users

34, The Supplier mustimmediately inform the Buyer in the eventthat a Supplier User leaves its employment or no longer requires access to the System. The Buyer retains the rightto deactivate a Supplier User user D and
password if there has been no access for a period of sidy (80} days.

4. Supplier's Obligations o

ESOURCING USE AGREEMENT
| do NOT 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 toand
can click on ‘view/respond to RFx’ to confirm their interest.

CGS eSourcing (T pessages | vt 7

i Crown
View RFx(s) Commercial
Service
Al Open/Pending/Paused REX(s) )] 0penPendngPassed v| @] B
RFx Name RFxUniqueld  Summary RFx f = g Type RFx Style Statuz Time Remaning ~ Open Time BST Close Time BST
UK 8BS Supely of new beiler FMI120051 FM120051 @ View/Respond to RFx [£] Open 2hes 57 min 20/06/2014 1357 230612014 14:00

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

S - —

CCS eSourcing it &
RFx(s) > UK SBS Supply of new boil...
Description: UK Shared Business Sarvices Invitation to Quots De Type:  RFl

Contact Information P Run RFI Repart
BuyerlUser2 UKSES
0

Remaining Time: 2hr 56m 205
1 Open Time: 20082014 13:57 BST
Close Time: 2300812014 14:00 BST
Status: Open

Questionnaires (5} Decline E '%1
e J

Questiomnaie / Question™ @ b el o

SECTION 1, 2, 3, 5 and 7 - Guidanos Notes W}J. E]JZ‘
SECTION OMMERCIAL QUESTIONNAIRE @;J‘. M]J'\
SECTICON € - PRICE QUESTIONNAIRE W}ﬂ: MIJ.‘
SECTION € - QUALITY QUESTIONNAIRE w]ﬂe MIJZ‘
SECTION € - LEAD TIME @;J. MIJ}

B B 8B &

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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CCS eSourcing T Hessages  uiltes| i
RFx(s) > UK SBS Supply of new beil...
Description; UK Shared Business Sefffoes Invitstion to Uuote De.

Contact Infermation
BuyerUser2 UKSBS
0

Remaining Time: 2hr 55m 15
U Cpen Time: 2010812012 12.57 BST
Close Time: 22/08/2014 14:00 BST
Status: Open

Type: RFI

P Run RF| Report Submit all Draft Responses >>

Respond Offfing E E

Questionnaires (5)

+ —
Questionnaire/ Question @ b % View History
SECTICN 1.2 d 7 - Guidance Notes @:3\ @133 Place Response

SECTIO QUESTIONNAIRE [ P

IMER

Place Response
Place Response

SECTION & - FRICE QUESTIONNAIRE @ P

SECTION € - QUALITY QUESTIONNAIRE @ Mg Place Response
SECTION & - LEAD TIME @;:‘ pe(] Place Response

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, andany
associated attachments to questions.

Generally attachments to questions will have a naming convention at the start of the
attachment name (e.g. AWS5.2 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 fromthe
system.

To view attachments:

IR NE. |

CCS eSourcing TR Messages utiites |

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

Click here to
P Run RFI FD VIeW

chments
Questionnaires (5)

= & od Respond View History

Description: UK Shersd Businass Senj
Contact Information
BuyerUser? UKSES

]

Status: Open

Questionnaire / Question

SECTION 1, 2. 2, 5 and 7 - Guidance Notes W}D. mll‘
SECTICN € - COMMERCIAL QUESTICNNAIRE @]3: IJ.‘
SECTICN € - PRICE QUESTICNNAIRE @]’J: IJ.‘
SECTICN € - QUALITY QUESTIONNAIRE @]3: IJ.‘
SECTICN € - LEAD TIME @]3: IJ.‘

@ @ @
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Bidders will see a screen like this:

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

emptoris,com,

CCS eSourcing

Al

Level Folder Content Attachment Name Descriynn Organi
Event  Instruction§ Bidder Training.pdf Bigder Training Crown Commi
Event  Instruction§ Clarificatio . Clarifications to Bidders Crown Commi

Event  Instructionl ITQ Invitati ate
Event  Instruction} htip: sbs oo kiservicesiproonel]. UK SBS Training videos Click on content link to
Question RFI m of Bid ITQ.pdf AW1.1 Form of Bid download

AW1.2 Certificate of Bona Fide Bid

AW2.1 Vslidation chedk

training videos and

Prioce schedule captivate video flls AWS.2 Prioe schedule

et odf AWS.S | Supplier Fact Sheet

§ ISupplier fact shex

Crown Commy

Crown Commq

cienos Warehouse fact ;hEel.I_f AWS.5 Scienos Warehouse Fact Sheet

ew boiler will be installegy... AWE.2 Plan

port job will fail if it contains any infected files

sttachment. To download sttachments, chadk the box on the far right next to esch file you'd like to d

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

/= Crown Commercial Service eSourcing - Windows Internet Explorer, provided by ITC :-

£ | https://ul - emptoris, comel fvirus_scan_resulks jsprour_id=4( TR0 g

205 csourcny Y

Virus Scan Results

File | AWE 2 Price schedule captivate video xls

Status | Passed

Download H anc:ell
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5. REVIEWING RFx MESSAGES

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

(OOSESVTIRNN v Proftc EEH Hessages | utiitics B
RFx(s) » UK SBS Supply of new boil...

Description: UK Sharsd Businass Services Invitstion to 2
Contact Information
Buyerliser2 UKSES

0

Remaining Time: 2hr 47m 10s
L] Gpen Time: 201082014 1357 BST
Close Time: Z3/08/2014 1400 BST
Status: Open

Type:  RAI

P Run RF| Report Submit all Draft Responses >»

Respand OMine

Questionnaire / Ouistmn% & i} Respond View History

SECTION 1, 2,2, 6 and 7 - Guidanes Netes %}Jj Mlﬂ‘
SECTION 8 - COMMERCIAL QUESTIONNAIRE &133 MU‘
SECTICON & - FRICE QUESTIONNAIRE @133 MIJ‘
SECTION & - QUALITY QUESTIONNAIRE @131 M}Dg
SECTION 8 - LEAD TIME W:J‘ M}D\

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 foryour
procurement if you need to raise any clarifications or have anyquestions.

6. ANSWERING QUESTIONNAIRES

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

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

@:jv |&] heps srcloc: emptoris.comc in= N B EEINCE |4
Fie FEdt Vew Favorites Tools Help

i Favorites | 53 ] Emp sand UKSBSBuyer2 ] Emp live UKSBSBuyerUsert [ Dun & Bradstrest LK ] UK SBS Webmil

(€ Crown Commercial Service eSourcing -8 | g v Page~ Sefety~ Toos~ @+

OGS eSouring o T

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

Remaining Time: 2hr 46m 18s
2 12:57 85T
2014 14:00 BST

Description; UK Sharsd Business Servicss Invitstion
Contact Information RFx Aftach
BuyerUser2 UKSES 2 REx L,
0

Type:  RFI

De...
s (11} b Run RFI Regort Submit all Draft Responses >

S — o 5]

Questionnarre / Queston™ & P View History

fo0 o

|

SEGTION & - QUALITY QUESTIONNAIRE @, ==
sscTione- Lese e Po o
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They will then face a screen with questions:

{= Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC @
£ | https emptoris.com ‘ % b
~
; E
CCS eSourcing H &2
Create Response
Context
RFI Name: UK SBS Supply of new boiler FIM120051
Questionnaire Name: SECTION 6 - LEAD
TIME
Questionnaire Description:
Create Response(s)
*2W7.1 Please confirm you can meet & delivery date of 13/12/13.
Bidder Guidance - The Bidder shall answer yes or no.
— Eass
Mo - Fail
Scoring Criteria - Mandatory Pass/Fail n
Question Level @:3}
Please Select VJ
*LW7.2 Please provide details of the mazke and meodel of the propeosed beoiler.
r Guidance - Please complete the teble and add an attachment a2s &n URL link detailing the
specification.
Scoring Criteria - For Information Only
Question Level @:3;
Response
Make of boiler
Meodel of boiler
w
AT D TMlrmmmn ~nnSiem semin nmm Smmenren an sho deldisrmere Amsa AS 12517619 L
foone €D Internet fh v ®o0w -

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 aboutthe
evaluation model proposed. Where a question is pass or fail typically Bidders willsee
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 erne plorer provided D L]
£ | https emptaris, carm g B
008 eSourcing R
Attachments

Response Attachments (0)

Level Content Aftachment Name Description Organization Name/Subject Last Changed by|add Attachment f Modified  Size

NO DATA AVAILABLE

Close
s scanning is enabled for sttachments. The export job will fail if it contains any infected files.
column to view the sttschment. Te download sttachments, chedk the box on the far right next to esch file you'd liks to
download and then clidk "Export
Joere & Internet Gy v H00% -

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.

a p provided D L]
€| https empkaris,com E 2]
&
CCS eSourcing -
Attachments
Please enter attachment information. { Max allowed upload file size 20 MB )
e Location Description Attach Content.
AWS5.2 Price schedule [ Local Drives v B [C:\Documents and Settinf  Browse... ]
Google [URL vl B [www google.co.uk
| & ’ }
‘ ‘ [Local Drives v By | |CBrowse.._
‘ ‘ |Local Drives V‘ B ‘ ‘[ Browse.. |
‘ ‘ |Lucal Drives V‘ EN ‘ |CBrowse.. ]

| Save [ Add More
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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.

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

- The Bidder shall answer

Mandscory Fass/Fail
Question Level @ (o,
*a7.2 Flesse provide details of the make and model of the propesed boiler
sidde plete the ctable =nd add an stcachment == an URL link decailing the specifisstion
e = on only
Question Level @ o,
Response
Miake of boiler  Bexi
Nodel of boiler 122
*a117.% Plesse confim you can improve on the delivery date of 13/12/13.
The Bidder shall selest the date they can schieve Zor delivery snd installscion of the beiler
Scoring Criveriz - M= £

Question Level @ (o)

29/11/13 - 05112113184

2] https. emptoris.com

il )
‘,[’Slm

CCS eSourcing

Create Response
[ Changes Saved Successfully. ]

Context

RF1 llame: UK SBS Supply of new boiler FM120051
Questionnaire Name: SECTION 6 - LEAD TIME
Questionnaire Description:

Create Response(s)

“AW7.1 Please confirm you can

Sidde

uidance - The Bidder shall ans

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

Message from webpage @

L | E There are one or more required fields on this Form, Please Fill in any field that has a red (*) next ta t,
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.

CCS eSourcing £15

RFX(s) > UK SBS Supply of new boll...

Description: UK Shared Business Senvices Invitation to Type: Al
(Contact Information @ arx b Bun BFI Report
BuyerUser? UKSES 0 e Messages
0
Respand Offine E =
o ey
Questionnaie [ Question™ @ b¥( Resgond Ve History
@y Mg View History ]
@ Mo e View istory 0}
SECTION & - FRICE QUESTIONNAIRE W:J. Mg | Revise Re | View History )
SECTICN £ QUALITY QUESTIONNAIRE @y By l Place Response I
SECTION 8- LEAD TIME @ Bl  Revise Response View History 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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@ ‘/ = |&] tps tbox. emptor IE2E
Fle Edt Wew Favortes ook Help

¢ Favortes | 5l ] Emp sand UKSBSBuyer2 £ Emp live LKSESBuyerUser. [BE] Dun & Bradstreet UK | UK 5B5 webmal

(& Crown Commercial Service sSourcing h-8 = - Bage~ Sefety+ Tods+ @+

CCS eSourcing
RFx(s) > UK SBS Supply of new boi

Al escages | utiities |

Remaining Time: Zhr 33m 545

- — Open Time: 20082014 12.57 BST

DeSCrIPON: UK Snared Business Services Invitation 1o Quote D= Type:  wR el i ot
Contact Information REx Attachrments (133 b Run RFI Report

Submit all Draft Responses >>
Buyerlizer2 UKSES 58] Rex Messages (1)
0

Status: Open

Questionnaires (5}

EEEmER

Questionnaire / Question™> @ g Respond \iew History

ise Response

SECTION 1.2, 3, 5 and 7 - Guidanos Notes

SECTIGN € - COMMERCIAL QUESTIONNAIRE

SECTION £ - FRICE QUESTIONNAIRE

Click on

SECTION 0 LEAD TIME relevant @ SO <e Response
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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).

£ | https emptoris.com, % =

c0s esourcing R

View by Questionnaire

H

Status From Date BST Subject @

o

NO DATA AVAILABLE

Close

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.

& | https emploris,com % ]

cCs esourcing G I

Create Message

Context Qussticnnsirs SECTION & - FRICE QUESTICNNAIRE N :
Link to ‘All
b
To Crown Commercial Service - Bev Manna |nStS
Crown Commercial Semice - Buyerlser2 UKSBS
Crown Commercial Serice - James Aldred
] Add question no
from

Please can you clarify the date you intend to award contracts?|

Message

52 characters, (max allowed - EIJBB_;|

Attachmen{ P Attachmants(0 l

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 last day

g do ernet Explorer provided b |
£ | https emptoris,com, % 2]
008 esourcing - T

View by Questionnaire

Questi ire M Sent M, 1) last 10 day(s) v Create | O

From To Date BSTV Subj @
UKSBS14 - Stokes, Katie Item - Host 23/06/2014 11:34 AW1.1 @;g‘

Alternatively Bidders can raise clarifications through RFxmessages:

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

@:;-v £ hitps dbo emptoris:com ¥ 8B 4x B i

Fle Edt Vew Favortes Toos Help

i Favortes | 5 2] £]Enpiv B oo o Bradetrest LK ] LK 5B Webrmal

= = »
& Crown Commercia Service eSaurcing % B O =~ page Sety- Took- @

My Profile [LTE Messages | utilities

CCS eSourcing A= 48 A

RFx(s) > UK 8BS Supp! Remaining Time: 2hr 25m 1s

— Sren Time: 2002 7BST
Close Time: 23/06/2014 14:00 BST
Status: Open

Type: w1

b Bun RFI Reart Submit all Draft Responses >>

[ [2]2]

Quesionraire/ Queston™ & p¥g Respond View History

d 7 = Y
o vs ] 2
. o o
= &y B, [T —

G|

S S

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

do erne plorer provided b |
& | https emptaris.com, ﬂ =
C0s esourcing
View by RFx

Create

Received Messages(1) r Sent r

Status From Date BSTY Subject

last 10 day(s) ¥

Create New Message

New Crown Commercial Service, 22/06/2014 10:2¢ You have been invited to participate in RFI UK SBS Su
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Bidders can upload their clarifications, remembering to send to ‘All hosts’ and includingthe
question number (if relevant) in the subject.

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

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

£ hitps emptoris com

CCS eSourcing

Create Message

ommercial Senice - Bev Manna
envice - BuyerUser2 UKSBS

Crown Commerciafenvice - James Aldred

Subject Timescales

Can | have an extension of 10 working days please?

A Bidder

Ex] 2=

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 thisview.

o
View by RFx
Received Messages Sent Messages(3) Broadcast Messages last 10 day(s) Create | Eb
From To Date GMTT g ] 4
UKSBS Tast Supel est AFI - Host 08/11/2013 10:59 @
UKSBS Test Suppl ltem - Host 06/11/2013 10:38 @
UKSBS Test Supplier 2 - Test S ltem - Host 06/11/2013 09:54 AWS.7 @
Close

8. RECEIVING CLARIFICATIONS
Regularly check the RFX attachments folder for clarifications to the procurement.

There maybe associated messages also in RFx messages toreview.
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Note it is the Bidders responsibility to check for clarifications.

[lelYEIEATN [y profile BT messages | utlities | E
RFx(s) > UK SBS Supply of new boil.
Description: UK Shared Eusinzss Seffi

Contact Information

Buyerlser? UKSES
0

L — [remoors o | 2]

Questonnaire / Question™ & b4 Respond View History

SECTION 1,2, , 5 and 7 - Guidance Notes ) Bty View History U}
SECTION & - COMMERCIAL QUESTICRNAIRE & B B
SECTION & - FRICE QUESTIDKNAIRE & Dl B
SECTION & - QUALITY QUESTIONNAIRE ) P}

SECTION & - LEAD TIME 2% Dl B

Remaining Time: 2hr 12m 27s
Opan Time: 20/ 14 12:57 BST
Close Time: 23/08/2014 14:00 BST
Status: Open

Type: =Rl

b Bun RF| Regort Submit all Draft Responses >>

e @

@ @

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 eSourcing G -

Attachments

Attachments (13) S
Level Folder Content Attachment Name Dezcription QOrganizi
Event Instruction: raining odf Bidder Training Crown Commer

Event  Instructio lCIEriﬁ:sti:r‘s to sourcing docum

Event Instructions ITQ Invitation to Quo ITQ ITQ sourcing document Crown C

Instructions http://www. uksbs.co.uk/ UK SBS Training videos Crown Commer

RFI 1 Form of Bid ITQ. W1.1 Form of Bid

RFI -2 Certificate of Bona Fide Bid

RFI ITQ Vslidstion chedk pdf 1 Validstion chedk Crown C

RFI Frice schedule captivate video.xls A rice schedule Prioe schedule of requirement. Crown Commer

RFI

RFI

cienocs Warshouse fact shest.pdf AWE S Science Warshouss Fact Shest

RFI

=r will be installed Image to support bidder

RFI dule.xls UKsSBS14
Response RFI UKSBS14
A4
43 >
javascriptivoid 0 0 Internet 3 - H100%  +
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(j Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC |ZIE| b

£ | https empkoris.com

Virus Scan Results

File | Clarifications of sourcing doc....xls

Status Passed

Download l 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 & D E F G H
Sourcing Document Clarifications e—
1 Shored Bunines Sevices
e ee——————————————————————
4
5 |SOURCING REFERENCE: | Purchase of new boiler
6 |SOURCING DOCUMENT TITLE: | FM120051
7
Section of S ;
. Qu onnaire e No. raised by Bidder for clarification e ponded to by UK SBS
8 sourcing document
2 1 General Can | have an extension of 10 working days 17/06/14 Mo extensions will be accepted on this project 17/06/14
Only one attachment will be accepted. if you submit
s 5 Quality WE2 Can a Bidder upload two attachments m R 17106014 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 s Tine I
3 5 Lead time AWT1 | the lead time, but puts forward a aggressive freig | MoTisa pass el queston and e Bidwillnoc 17706114
- . be considered whatever the price

il price will they be considered?

4 5 Commercial AW Eipass confirmwhanyou intend to;airard 23/06/14 We intend to award by 1/7/14 23/06/14
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 you fail to submit all draft responses before the closing date yvour bid cannot be
received and considered.

@Cruwn Commercial Service eSourcing m 3 f_J S| v Page Safety - Tools - @v

008 eSourcn; T s ILXLE
RFx(s) » UK SES Supply of new hail

Description; Uk Sheres Busngss Savioes Iy Bidders MUST click on

Remaining Time: 2hr 6m 58s
Contact Information

Time: 20062014 13.57 BT
4 q
Buyerliser? UKSBS = ‘Subm|t a" Draft

[Time: 23/08/2014 14:00 BST
Submit all Draft Responses »» s: Open
0

Questionnaires (5) E B

Questionnaire / nuestiun% @ B4 Respond View History

SECTION 1,2, 2,  and 7 - Guidnce Netes @y My T 1
SECTION & - COMMERCIAL QUESTIONNAIRE Oy My 0
szeiove-Fref - Al required @y By [ T— By
SECTIONS - QUA questionnaire Gy By =
=mwe21 responses must be LR B

£ | https ermptoris,com L b

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

€D Internet v Hioow -

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.

Version: 2.1



10. DOWNLOADING YOUR RESPONSE

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

f.: Crown Commercial Service eSourcing - Windows Internet Explorer provided by ITC |ZH‘§|E‘

@“;- &) tetps o emptors.com = 1 v[3]B|[%/x] @ (2]

Fle Edi Wew Favortes Tooks Help
<y Favortes | 55 ] Emp sand UKSB3Buyer2 & Empive UKSB3BuyerUsert [BE| Dun & Bradkstreet UK ] LK 565 Webmal

i »
(& Crown Commercial Servics eSourcing f9 v B L) = v Pager Safety+ Toos~ @

CCS eSourcing fkls

RFx(s) > UK SBS Supply of new boil...
Description: UK Shared Business Services Invitation to Quote De... Type: RFI
Contact Information @ Rrx Attachments (13} I Run RFI Report

BuyerlUser2 UKSBS.
0

Questionnaires (5} Repond offine [ A1)
ory

= & B4 Respond View H

Respond Offline
idance Notes @ [ty S L)
UESTIONNAIRE @ =) View History B 1)
&- PRIGE QUESTIONNAIRE @ By View History B
SECTION & - QUALITY QUESTIONNAIRE @ By T B
SECTION & - LEAD TIME @, By View History B

A lesssos: (6]

Questionnaire / Question’

MERCIAL Q1

== =]

Then click on ‘download offline bidding template’ and OK

/= Crown Commercial Service eSourcing - Windows Internet Explor... E] D.g.

£ | https empkaris,com

Respond Offline

What offline response action would you like to perform?

(O Import Bids

'@' Download offline bidding template

O Export line item information to view when creating offline bidzs
(NOTE: Line item export iz for informational purpozes onhy and can not be uzed for

importing bidz)
Close

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

£ | https ernptotis.com % bl

005 esourang G

Export Data

Exporting Bid Template for RF

Language ~ |Briti5h English VI

File Name: ™ |UKSBS14_2[]1-—1082310591B

File Type:

ZipFile []

[ Export ] Cluse]

4 The 2LS / XLEX fils tyoe usually works best if you glan to complete the temglats in
Microsoft Excel.

B vinus scanning is enabled for attachments. The export job will fail if it contsins 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.

do erne plorer provided b L

£ | https emptoris.com %

CCS eSourcing

Data Manager

User Job D Type Description Status Time Time Tim
Submitted Scheduled Completed

£l (%)

Refre

Stokes, K 124.. Intsgrsti Export - I Running l 23/08/201 O
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Once complete you can download the report.

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

& | https emptaris,com

CGCS eSourcing
Data Manager

Jobs (1) 11 -} |mport/Export mel VAII VLW

User Job ID Type Description Status Time Time Time %
Submited Scheduled Completed

Stokes, K. 124... Integrati Export - l Done - Clidk here to download results ] 23/06/201 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 - @ fi | Header section
A ] " 0 € F G H

1 [ Header Section
Organization Unique ID : CCS Procurement
RFx Name : UK SBS Supply of new boiler FM120051 RFx Type : RFI ‘ ‘Open Date Time : 2014-06-20 13:57:58 BST

REx Unique D : FM120051 | Round Name : | Close Date Time : 2014-06-23 14:00:00 BST
& Question Information And Response Section ANSWERED 17 / 17
il Questionnaires - Questions Response Response Comments

pEY SECTION 6 - QUALITY QUESTIONNAIRE
“AWE.1- Please confim your compliance 10 the requirements
of Section 4 Specifieation

Bidder guidance - The Sidder shall answer Yes or No

Yes - Pass
Ne - Fail

24 Scoring eri Pass / Fail e:
*AWE.2 Provide a method statement for the instaliation of the
beiler.

Suppert your method statement with a project plan for the
delivery and installation.

Bidder guidance - Scoring will be based on 0-100 seoring
methodslogy

One attachment far the project plan is required.
Mzximum character count (images can be provided) - 4036

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

“AW?1Please confirm you can meet a delivery date of
13/12/13.

Bigder Guidance - The Bidder snall Bnsweryes or no

Ves-Pass
No - Fail

27 Scoring Criteria - Mandatory Pass/Fail ves ANSWERED
“AW7.2 Please provide detsils of the make and model of the
proposed boiler

Bidder Guidance - Please complets the t@ble 2nd 2dd an

it l Instructions | Question Response .~ Table Response €] ] — ~ I I
Reacy | Count:11 |5 (0] (85t

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 theiraccuracy.

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.
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