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1. Introduction

1.1. This document provides guidance to suppliers about Government Procurement
Service’s eSourcing Suite. It specifically addresses how to participate in tendering
events, including customers’ Further Competitions. Guidance on how to register
organisations and users for the eSourcing Suite is provided in a separate guidance
document.

1.2. The eSourcing Suite is an online system providing a wide range of eSourcing
functionality for Government Procurement Service, our customers and our suppliers.
The eSourcing Suite supports end-to-end procurement activity including: early-
market engagement, issuing Invitations to Tender, online evaluation, eAuctions, and
post-award contract and supplier management. Access to the eSourcing Suite is
available to registered organisations using the link on the Government Procurement
Service Portal via the internet at http://gps.cabinetoffice.gov.uk/i-am-
supplier/register-future-opportunities

1.3. Please note that this guidance is for suppliers or potential suppliers to government.
If you wish to register a public sector organisation as a customer of Government
Procurement Service and use the eSourcing Suite, please contact our Service Desk
on 0345 410 2222. Customer guidance can be found on the Government
Procurement Service portal. Suppliers requiring system support should call the
eEnablement team via our Service Desk on 0345 010 3503.
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2. Overview of the eSourcing Suite

2.1. Government Procurement Service’s eSourcing Suite is used to support a variety of
different procurement types:

e OJEU procurements run by Government Procurement Service. These are
typically run under the ‘Open’ Procedure, but occasionally use the ‘Restricted’ or
‘Competitive Dialogue’ Procedure.

o ‘Further competitions’ run between suppliers on existing Framework Agreements,
either by Government Procurement Service or by its public sector customers.

e More complex low-value (sub OJEU-threshold) procurements — although simpler
low-value procurements will typically be run under the separate Dynamic
Marketplace system.

e Electronic Auctions — as part of either an OJEU procurement, or a further
competition managed by Government Procurement Service. Government
Procurement Service’s customers will not typically run auctions as part of their
further competitions.

2.2. The eSourcing Suite system uses the term RFx (‘Request For...."), as the generic
term for a procurement event.

2.3. An Invitation to Tender (ITT) is issued by Government Procurement Service, to invite
suppliers to submit a tender for a specific procurement.

2.4. If the procurement is following the ‘Open Procedure’, a supplier will make a single
submission — their tender — in response to the ITT.

2.5. If the procurement is following the ‘Restricted Procedure’, a supplier will first
complete a PQQ (Pre-Qualification Questionnaire). Government Procurement
Service will evaluate suppliers’ PQQ responses, and then the ITT will be issued to a
short-list of suppliers.

2.6. To participate successfully in a procurement event via the eSourcing Suite, there are
a number of steps to be followed:

¢ Registering for use of the eSourcing suite — register your organisation for access
to the esourcing suite by accessing the Government Procurement Service web
portal, http://gps.cabinetoffice.gov.uk/i-am-supplier/register-future-opportunities.
Click the register now on the Register for esourcing suite link.

e Expressing an Interest — to notify Government Procurement Service that your
organisation wishes to be invited to participate in a specific procurement. This
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allows you visibility of the procurement after you are registered. Registration
alone does not provide visibility of the procurement.

¢ Reading the documentation attached to the procurement — This will include
guidance.

e Sending or receiving messages. During an RFx, suppliers may send messages
to Government Procurement Service (such as to ask clarification questions).
Suppliers might also receive messages from Government Procurement Service,
informing them of issues or developments. This should be done from within an
open procurement as outlined in the messaging section (10) of this document.

e Accepting or declining an RFX invitation. Suppliers are strongly recommended to
review the RFx attachments, questions and bid fields before accepting or
declining an RFx invitation.

¢ Responding to the RFx — completing questions and/or bidding prices; and
uploading any required attachments.

e Submitting your bid. Once you are satisfied with your submission for a tender or
further competition you MUST press “the submit all draft bids” button. All bids
are in draft form until this is completed, and are not visible to Government
Procurement Service as they have not been submitted.

o Reporting. During or after an RFX, there are a variety of summary reports that
suppliers can run. Reports can be downloaded and saved.

2.7. Specific information on customers’ Further Competitions, and how to participate in
them, is included in Section 12 of this guidance.
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3. Technical Requirements

3.1. The eSourcing Suite is accessed over the internet and should operate using any
standard web-browser. Users of Internet Explorer should use IE6 SP3 or a later
version.

3.2. To use the eSourcing Suite successfully, pop-up blockers on your web-browser will
need to be disabled for this site. You may also wish to set the eSourcing Suite as a
‘Trusted Site’ on your browser.

3.3. Emails sent to supplier from the eSourcing Suite will come from the address
mailto:GPSeSourcing@buyingsolutions.gov.uk. Please ensure that you have
any email filters enabled, that will allow you to receive emails from this particular
address.

3.4. It is recommended that suppliers using the eSourcing Suite regularly clear the
‘cache’ on their browser, including for existing cookies.

eSourcing Suite Supplier Guidance Part B - Tendering and FCs 1.5



UNCLASSIFIED

4. Expressing Interest in a Procurement

4.1.

4.2.

4.3.

4.4,

4.5.

In keeping with European procurement Directives, whenever Government
Procurement Service initiates a procurement for a new contract (of financial value
above certain thresholds), the opportunity is first advertised via a Contract Notice in
the Official Journal (OJEU).

Prospective suppliers can identify opportunities to participate in these Government
Procurement Service procurements in a variety of ways, including:

e Tenders Electronic Daily (TED)
e Contracts Finder
¢ The Government Procurement Service website

As explained in each relevant OJEU Contract Notice, a supplier should express an
interest in a specific procurement by emailing Government Procurement Service at
ExpressionOfinterest@qgps.gsi.gov.uk detailing your organisation name, and the
name of the procurement you wish to participate. Note that a supplier must be
registered as an organisation on the eSourcing Suite before an Expression of
Interest can be accepted.

Government Procurement Service will process the Expression of Interest email and
— if the supplier is registered on the eSourcing Suite — then invite the supplier to
participate in the procurement event. The relevant user will receive an email
notifying them of this invitation.

Further Competitions are launched by customers. Suppliers who have won a place
on a framework lot are automatically invited. Suppliers will automatically receive
email notification to the relevant email address. Detailed information on Further
Competitions is found in Section 12 of this guidance.

eSourcing Suite Supplier Guidance Part B - Tendering and FCs 1.5


mailto:ExpressionOfInterest@gps.gsi.gov.uk

UNCLASSIFIED

5. Logging on to the eSourcing Suite

5.1. To log on, go to the eSourcing Suite front-page at
https://gpsesourcing.cabinetoffice.gov.uk.

5.2. Enter your User Name in the Name Box, and your password.

/7 Geveraesert Frocuremert Service aSsorcing - Windows [rkemet Dagpbarer

@ - [.! (I s arm _'_I & od, el X J0¥ e

i - |'&»}t-¢m«l‘~>§nm : xI | B - R

M Government Procurement

Service

Aedaled Exlerng Lnks

5.3. If you have forgotten your User Name or your password, click on the “Forgot...” links
and follow the onscreen instructions.

5.4. The first time that you log on, you will be prompted to change your temporary
password; and to provide the answer to a password reset question. Please note
that your new password must be at least eight characters long, and consist of both
upper and lower case letters, and a mixture of letters, numbers and non-
alphanumeric characters.

5.5. The first screen you will see once you have logged-on is the User Agreement,
governing the access and use of the eSourcing Suite. Suppliers must accept this
agreement every time that they wish to use the eSourcing Suite. Click on ‘I Agree’
to proceed.
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User Agreement

General Terms

1. Infroduction

1.1, This User Agresment b
procurement exercise
1.2. A procurement exercise may include a Pre-Qualification Questionnais (FQQ), a Request for Information (RFI), an vitation o Tender (T}, an invitation to Negotiate (TN), an nvitation to Farticipate in Dialogue (TPD), an Inviation to Submit Final Offer
(TSF0), Invitation to Submit Final Tender (TSFT), a Best And Final Offer (BAFO), a Request for Proposal (RFP), a Request for Quotation (RFQ; an electranic Auction or an slsctranic Contract. This above st of individual procurement exercise
pro. s indicative and a non-exhaustive representation of commenly used terminology. Buyer Organisations may have their
1.3. The System is provided by Emptoris Inc. and operated by the Buyer. This User Agresment applies to the Supplier's and its Supplier Ut
using the user ID and password provided by, or on behalf of the Buyer, the Suppiier agrees to be bound by this User Agreement
1.4, The Supplier shall only use the System to respond to an invitation to participate in a procurement sxercise in accordance with ihis User Agresment and any furlher rules sxpressed and presented in the System. In the event that there is any confict
b n this User Agresment and any such further rules, then the provisions of such further rules shalltake precedence over this User Agreement

0 the Government Procurement Service (ihe Buyer) and the Suppiier governs the access and use of ihe eSourcing System (the System) by the Supplier to respond to an invitation from the Buyer to participate in a

unigus terminology o b applied on a case by case bas
access o and use of the System. The Supplier a

dges that by a Supplier User accessing the

2. Access
2.1. The Buyer grants to the Supplier, free of charge, access fo the System by Supplier Users for the purpose of respanding to any invitation to participate in a procurement sxercise, subject to this User Agresment
2.2. The Buyer may immediately deny access to the System by the Supplier andlor one or mers Supplier Users by giving notice in writing to the Supplier if any of the follovring svents sccur:

The Supplier commits a material breach of any of fis sbigations under this User Agreement and
2. The Supplier fails to remedy, or persists in, any breach of any of its obligations under this User Agreement after having been notified in wriing te remedy or desist sueh breach within a period of ten (10) Working Days.
2.3. Without prejudice to any of the Buyers other rights, the Buyer r the rignt 1o sUspend access to the System without notice for technical or egal reasons.

3. Registration

1. Tobe granted access to the

stem, the Supplier must regi shes to be a Supplier User by providing the required registration data and specifying a user ID and passwerd.

. User [0 and password are sirictly personal o the Supplier User and non-transferable. The Supplier shall snsurs that s Supplier Users do not divulge or disclose iheir user ID or password to third parties. n the svent that the Supplier or a Supplier

User becomes a ord may have been divulged, disclosed or discovered by any third party, they shall immediately notify the Helpdesk.

The Suppiier snal desionate an individual Supplier User to manage access 1o ine System by otner Suppler Users.

4. The Supplier must immediately inform the Helpdesk in the event that a Supplier User leaves its employment o no longer regquires access to the System. The Buyer retains the right to deactivate a Supplier User user ID and pass
no access for a period of sixty (60) days

a

vord if there has been

Invitation to Participate

ESOURCING USE AGREEMENT

# | Agree 1 do NOT Agree
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5.6. Your initial landing page once logged on is the ‘Bids — View RFx(s)’ page. This
Home Page can be accessed at any time by clicking on the ‘Home’ icon. Similarly,
you can log-out at any time using the ‘Logout’ icon.
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6. Help and guidance.

6.1. The eSourcing Suite contains online help. Due to the generic nature of the online
help, we recommend you use this guide, which outlines the specific steps for a
Government Procurement Service response and is written to enable a response
using our processes.

Open/Pending/Pa
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7. Accepting or Declining an RFx Invitation

7.1. By default, when you first log on to the eSourcing Suite, it will show the ‘Bids — View

RFx(s)’ page. If you do not see this page, click on the ‘Home’ icon (or on ‘Bids’ then
‘View RFx(s)’ on the top menu bar).

7.2. The home-page will display any current procurements (RFx) that your organisation
has been invited to, including information such as the name, type, status and event
timing. The drop-down box can be used to filter RFx(s) to show the open, pending,
paused, closed and/or awarded events. If there are no such events the comment
will show ‘NO DATA AVAILABLE'.

2 Government Procurement Service eSourcing - Windows Internet Explorer

=181 x|
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GPS eSourcing
View RFx(s) .
4 Government Procurement
All OpeniPending/Paused RFx(s) Open."PendmgsPausedj Q|2 =
RFx Unique |4 Summary  RFx Acceptanc Select RFx Type RFx Style Status Time Remaining Open Time GMT  Close Time GMT
= & | View/Respond to Rrx YIS PP
Questionnaires 1 | [ [T te s [%a - [®wee -
distart| 5 (3 v @& [ [ (@ 2 v (5 &) (v Inbox - Microsoft Outlock || & Government Procure... [ 7 Vindows Explorer v| ("] 55 Screenshots 1.2 2-3‘.‘| @| 2 e 1057

7.3. To review a specific RFx, click on the ‘View/Respond to RFx’ button for that event.

7.4. The page that follows will show an overview of the RFx that has been opened for
response. Prior to accepting the invitation to participate, you should first carefully
review the attached documents, and then the RFx questions and bid-fields.
Information on how open attachments is found in section 9 of this guidance. You will

also want to review the messages for the procurement before deciding to proceed.
Messaging guidance is in section 10.
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7.5. Questionnaires are composed of questions. You can expand the questionnaires
(individually with the relevant + box, or collectively with the I icon), to view the
component questions in each.

/2 Government Procurement Service eSourcing - Windows Internet Explorer. E — (=]
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7.6. You can review the RFx items and bid-fields by clicking on the ‘SingleBid’ tab.
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7.7. Having reviewed the attached RFx documentation and the questions and bid fields:
if you wish to participate in the procurement, click on the green ‘Accept’ button.
Alternatively, to decline the invitation to participate, click on the red ‘Decline’ button.

7.8. When you accept an invitation to an RFx, you are doing so on behalf of your
organisation. A message will be sent to all your organisation’s users who were also
invited to that event, notifying them of the acceptance. They will not also need to
accept the invitation. If you decline you will be prompted for a reason. Government
Procurement Service uses this information to inform future tenders.

7.9. After you accept an invitation to an event, the RFx overview page changes. The
‘Place Response’ buttons for each questionnaire (previously grey-out) change to
red, and a new ‘MultiBid’ tab appears.

GPS eSourcing N Iy eids Ry I

REX(s) > TESTAGENCY NURSING CLONE

Remaining Time: 70 1007 44m 495
Open Time: 05122012 0%:14 GMT
cur

ciess +
Status: Open

DESCTIpNon:  Pravwon of agency nunes and socal cars woskers. e
Contact Information

0151 672 2168

Questonnare | Question ¥ & &d View Higtory
= FLEASE READ #, =
= SELECTION QUESTICNMAIRE - SECTION A @) =)
@ SELECTION QUESTIONNAIRE - SECTION B &, =)
@ ‘SELECTION QUESTICNNAIRE - SECTION © [ 4 =)
B seLecrioncuesmowame . secions o =
B seLecrion cvesmowame . secTione @ 2oy
B vARD QUESTIONNARE - SECTION A MANDATORY CUESTIONS & m
9 AWARD GUESTIGHNAIRE - SECTICN B MANAGEMENT OF SERVICE L Loty
= AWARD QUESTIONNAIRE - SECTION C DISCOUNTS & Gy
= AWARD QUESTIONNAIRE - SECTION D MANAGED SERVICE PROVIDER (NEUTRAL VENDOR) FEE LS Bl

7.10. RFx(s) for which invitations have been accepted show a ‘tick’ icon in the ‘RFx
Acceptance’ field from your log in screen.

E . =[8lx]
G-k et 7o =18 5] ) v o|-
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& Government Procurement
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RFx Name RFxUniqueld  Summary  RFx Acceptance Sekect RFx Type R Style Status Time Remaining Open Time GMT  Close Time GUT
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7.11. If you accept an invitation to an RFx and later decide that you do not wish to
submit a tender, you should withdraw from the event (see section 8.8).

7.12. If you decline an invitation to an event, and then later decide that you do wish
to take part, it is possible to change your mind. To do this go to ‘Bids > View
Invitations’. Click on the ‘Declined’ tab. Select the right-hand checkbox for the
event in question, and then click the ‘Accept’ button.

eSourcing Suite Supplier Guidance Part B - Tendering and FCs 1.5 14
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8. Responding to an RFx
8.1. Reviewing RFx attachments

8.1.1. Before you can respond to an RFx, you must first accept the invitation to
participate (see section 7). As part of this process, suppliers should carefully
review the RFx attachments before beginning to complete RFx questions or
item bid-fields.

8.2.Completing Questions and Questionnaires

8.2.1. To view a specific RFx, click on ‘Bids’ then ‘View RFx(s) on the top menu-
bar. Ensure that you have the filter on the right hand side set appropriately.
Selecting ALL in the filter will show all current and previous activity. Click on the
‘View/Respond to RFx’ button for the relevant RFx.

/2 Government Pracurement Service eSourcing - Windows Internet Explorer

GiiiE -181x]|
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=
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8.2.2. Now click on the Questionnaires tab. Each of the Questionnaires in the RFx
will be shown. Initially the ‘Respond’ field will consist entirely of red ‘Place
Response’ buttons. Click on one of these buttons to open a specific
guestionnaire.
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REX(3) > TEST AGENCY NURSING CLONE

Guestonnars { Gueaton & ’ (¥ Amapand View Halory

3 o =
o & iy
0 Ly Sy
i 'y b=
o #y Sy
o & Sy
0 Ly Sy
© 0 =2
o #y do
° = #p b~/

8.2.3. You should consult the separate Response Guidance Evaluation and Marking
Scheme Document (attached as an RFx attachment) for an explanation of the
marking-scheme and weighting for each question.

/2 Government Procurement Service eSourcing - Windows Internet Explorer

I IS
B
1> |x

GPS eSourcing a

Create Response

Context
RFP Name: eDisclosure Event - Clonet for testing
Questionnaire Name: AUARD QUESTIONNAIRE SECTION E -
PRICING EVALUATION
Questionnaire Description: AVARD QUESTIONNAIRE SECTION E - PRICING ...
Create Response(s) Questionnare Level® )

“[AQE1] Plesse confirm that you have complsted the pricing submission comprised of bids sgainst questions [AQE1a] to [AQELZ] in the Single or Multi Bid tab in the svent

Please Select ¥

[AGE2] Regional Variations

Question Level & )

[AQZ2] Please provide charging devails for meximum regional charging variatiens as & percentage uplifs or downlift

®

Question Level

Percentage

Scotland 0.0
Northern Ireland 0 00
Wales 000
England [outside Gre:d 00
Ofther {Hion UK} 000

[AGE3]

e the percentage uplift spplicsble to zate card pricing in question [AQEL] Zor work carzried cut during Additional Weekday Hours, Weekend Hours and

Question Level & )
Percentage %

Premium applied to r:0.00
Premium applied to rz0.03

Premium applied to rz0 00

[AGE4] Additional Discounts

distart| (3 3 (v & [ [x (G & ) (= G > nbox - Microsoft Outlook | EeovernmentFrocuvemen‘.‘| & Government Procure... ([ 7 Windows Explarer v| 2] e55 Screenshots 1.2 273.”| @‘ 2 |« &y 1103

8.2.4. Questions can take a variety of formats, including text, numeric, date, yes/no,
drop-down boxes and tables. Mandatory questions are indicated by a red
asterisk (*). The response to a questionnaire can only be saved once all the
mandatory questions in that questionnaire have been completed.

8.2.5. For some questions, you might be asked to attach a document as part of your
tender response. Adding attachments is explained in section 9 of this guidance.

DO NOT attach documents unless explicitly asked to do so in a question.

Information included in unrequested attachments will not be evaluated, and
could jeopardise the compliance of your tender.
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8.2.6. A questionnaire is completed in the RFX Create Response window.
Suppliers should work through each of the component questions in a
guestionnaire, entering tender responses into the online form. Note that, as
individual questionnaires are completed and SAVED, these will change to green
‘Revise Response’ buttons. The response is held as draft until you press the
SUBMIT ALL DRAFT BIDS button. The DB symbol next to the questionnaire
response is the indicator to show which of the responses is still in draft and
haven’t been submitted. Any response still in draft at the point of closure of the
event is NOT SUBMITTED to Government Procurement Service, and cannot be
accessed or viewed as part of a response.

Hh okt

@ v B ~ =] ®m0 v page~ Safetyv Tools~ i@)v

o x4 B A

Remaining Time: 7d 9hr 20m 5s
L] Open Time: 05/12/2012 09:14 GMT
h ) i

Close Time: 14/12/2012 23:58 GMT
Status: Open

Respond Offline |:5:| &

Respond View History

Place Response
Place Response
Place Response
Place Response
Place Response
Place Response
Place Response

Place Response

I

Place Response
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8.2.7. Once you have submitted your bid package, by pressing the [submit all draft
bids] button, the system will show a confirmation window. The system will also
send an email confirming you have submitted a bid package.

Type:
P Fun RFF Report

Submit all Draft Bids

& [t Respond Vie
@{U) B Place Response
G
¢ o
o o
¢o o
G
,
E] htlps:,i,."gpsesourcing‘cabinetofﬁce.gov.uk...l =NEN X
:

Close

Drafts were submitted successfully.

8.2.8. Once successfully submitted the Submit all draft bids button will disappear,
and the draft bid flag for q questionnaire will change to a response flag (R).

]

Respond

Remaining Time: 7d 8hr 47m 34s

L] Open Time: 05/12/2012 09:14 GMT

Close Time: 14/12/2012 23:59 GMT
Status: Open

Respond Offline | 5| &

View History

)
Aoy
=iy
Loy
gy
o
iy
Loy
Loy
=y

Place Response
Place Response
Place Response
Place Response
Place Response

Place Response

Place Response

Place Response

I

Place Response

8.2.9. You can change your responses at any time during the open period for the
procurement, even after submitting your responses. If you change a bid or
guestionnaire response, you will be able to see which items you have changed
as these will be in draft bid status and carry the DB flag. The submit draft bids
button will re-appeatr, indicating there is un-submitted data.
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Remaining Time: 7d 8hr 43m 27s
LY Open Time: 05/12/2012 09:14 GMT
Submit all Draft Bids >>

| Respond ofine |:5] B3]
| Respond Wiew History
=
s
e
s
e
s
= o _
e
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8.2.10. If, whilst completing your RFx response, you have any queries to raise with
Government Procurement Service, this should be done by sending a message

via the eSourcing Suite (see section 10.3)
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8.3.Background to Bids and Bid-fields

8.3.1. Inthe eSourcing Suite, pricing information is tendered by submitting bids
against ‘Items’. The ‘SingleBid’ page is used to complete bids one item at a
time. The ‘MultiBid’ page is used to enter bids against multiple items at the
same time, and can be faster if there a large number of items to bid against.
You can choose to use either or both of these approaches when completing the
RFX, but please refer to the event guidance a it may suggest you use a specific
method.

8.3.2. Related items can be grouped in ‘Lots’ for bid-evaluation and comparison
purposes. It is important to note that these ‘item lots’ do not necessarily
correspond to the ‘lots’ that a contract (or framework agreement) might be
divided into for award purposes.

8.3.3. On the ‘SingleBid’ page, you can view a list of all the items. The red ‘Place
New Bid’ button is used to place a bid against a specific item (see 8.4 below).

Current Page:1 (1-500198) 1 2

Category a— Type Quantity a od Bid Bid Revision
o Simple tem 1 @ o)
o I Nursing [Hospital) Simple liem 1 @ Bdio) Place New Bid
o Simple liem 1 @ P} [
o Simple ttem 1 @y o)
o s 1 @ =) Place New Bid
o G 5 Place New Bid
o @ Blien T

8.3.4. Itis important to note that the eSourcing Suite will allow you to place more
than one bid against a single item. In most cases this will not be what is
required: so only place more than one bid against an item if explicitly
instructed to do so.

8.3.5. Unlike with questionnaires, the red ‘Place New Bid’ button does not change
colour after a bid has been submitted. However, items that have been bid
against show a ‘Revise Bid / History’ button in the right-adjacent column, and a
draft bid icon DB on the left-adjacent column. The [submit all draft bids] button
will appear. The bid is held as draft until you press the SUBMIT ALL DRAFT
BIDS button. The DB symbol next to the bid is the indicator to show which of the
bids is still in draft and haven’t been submitted. Any bids still in draft at the point
of closure of the event are NOT SUBMITTED to Government Procurement
Service, and cannot be accessed or viewed as part of a response. Once the
bids have been submitted, the draft bid flag DB will change to a submitted bid
flag B.
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Remaining Time: 7d 8hr 27fm 5
L] Open Time: 05/12/2012 09:14 GMT
Close Time: 14/12/2012 23:59 GMT
Status: Open

Type: RFP.

b Run RFP Report Submit all Draft Bids >>

rch | mespona offine | ga| 112

Current Page:1 (1-50 of 98) 12
Name = Type Quantity & e Bid

o o
@ o
#o o
#o o
“o o
#o o
“o o
#o o
@ o
#o o
¢ o

Bid Revision

Simple ltem

Simple tem

Simple ltem
Simple ltem
Simple ltem
Simple ltem
Simple ltem
Simple ltem
Simple ltem
Simple ltem

Simple tem

Simple ltem

Clinical Support Worker {Dentistry) Simple ltem

1] 000000 O0OO0OoOoOO0ODoO0oaD0

8.3.6. Once the submit button is pressed you will receive a confirmation screen. The
submit all draft bids button will disappear, indicating all draft bids have been
submitted. You will receive an email message to confirm submission. The draft
bid flag against an item will be replaced with a submitted bid B flag.

2 E

Remaining Time: 7d 8hr 18m 10s
LY Open Time: 05/12/2012 09:14 GMT

Type: RFP

Close Time: 14/1212012 23:59 GMT
P Run RFP Report

Status: Open

Current Page:1 (1-500798) 12

Type Quantity & B Bid Bid Revision
Simple ltem 1 & oy By
u Simple ltem 1 W(m Bdioy
Simple liem 1 @(ﬂ; P
Simple ltem 1 & 0 Bl

2 h\'tps://gpsesourcing‘cabinetoﬁ\ce.gov‘uk”.E@i—hl © Moy B

A
Drafts were submitted successfully. by oy
o
T
o o
— Jo o
Simple ltem 1 ) Bdlioy
Simgple ltem 1 W(m By
Simple ltem 1 @m; EW:
Simple ltem 1 @(ﬂ; Bl
Simple ltem 1 [ By

8.3.7. You can revise bids or add new bids up to closure time of the event. A new
bid placed will show with a draft bid DB flag, and the submit all draft bids button
will reappear. You must press the submit all draft bids button to submit this bid.
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R
Remaining Time: 7d 8hr 13m 135
Y Open Time: 05/12/2012 03:14 GMT
Close Time: 14/12/2012 22:59 GMT
Status: Open

RFF

Type:
Attachments (1] D Run RFF Report Submit all Draft Bids >>

i
i

| Resoond offiine [ g4 1[5 &

Current Page:1 (1-50 of 98) 12

Name = Type Quantiy & 54 Bid Revision

0 simple ltem 1 P Bl
o Simple ltem 1 @ Bl

o Simpe ltem 1 @ bt

o Simpe ltem 1 @ bt

o Simple ltem 1 @ bdo B
o Simple ltem 1 @ p) 0
0 Simple ltzm 1 @ p)

o Simple ltem 1 ) Bdyg)

o Simple Item 1 ) Bdyg)

o E——— . & . 5l [ ————— ]

8.3.8. If you do inadvertently submit more than one bid against an item, it is possible
to delete the unwanted bid(s). To do this: click on the ‘Revise Bids / History’
button to open the ‘View Bids’ page; then select the check-box at the far right for
the bid to be deleted, and click the waste-bin icon.

8.4.Entering Bids (Price Information) - Single Bids

8.4.1. From the ‘SingleBid’ page, clicking on an item’s red ‘Place New Bid’ button
opens a new ‘Simple Bid’ window. The bid fields required against that item will
be shown on a form. Mandatory bid-fields will be marked with an asterisk (*).
Bid fields will typically require numeric information, but can also include yes/no,
date, tabular and multi-select responses.

/2 https://gpsesourcing.cabinetoffice.gov.uk,/e1 /frames_detail_bid_sealedjsp?_eps_=Y&jspAction=6&_- Windows Internet Explorer : _[®] x|

GPS eSourcing

Create Bids

Simple Bid

EIT Item Information: AQE1c - Technical Consultant

|»

Name™* ARETc- Technical Consultant
Deseription ARE1G- Technical Consultent

Minimum Desired Quantity™

Place Bid

Currency Type British Sterling Poun... =
Price Per Unit

Maximurm List Price (Per
Hour)
* GBP

Maximum List Price (Per
Day) e
*

Volume Discount - 1-48

Days 0.00

*

Volume Discount - 50-99

Days 000
*

Volume Discount -
100-149 Days 000
*

Volume Discount -

150-198 Days 0.00
*

Volume Discount -
200-249 Days 000
*

Volume Discount -
250-299 Days 000
*

Volume Discount - 300
Days plus 0.00 =
Histart| [F 3 v @ [ = (G 3 v (= &3l Inbox - Microsoft Outlock | @Govemmer\tchuremen‘.‘I (& https://gpsesourcing.... | )7 windows Explorer ~| ) &55 Scresnshots 1.2 2-3‘.‘| @“? <« &Y 11:28

8.4.2. You can also edit or delete information that you have previously entered, by
re-opening this page and amending your earlier entries.
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8.5.Entering Bids (Price Information) - MultiBids

8.5.1. The ‘MultiBid’ page shows a large table, that displays all the items and bid-
fields in one place. Items are shown in the table rows, and item definition fields
in the table columns.

8.5.2. The ‘Help Legend’ button (found below the MultiBid tab) provides an
explanatory list of the symbols and colour-scheme used on this page.

/2 Government Procurement Service eSourcing - Windows Internet Explorer 1= x|
@- )= [eln ir gov.ukle1index jsp7_eps =1 =G 4] x| R e searcn e
5 v B - ) o= v Page+ Safety v Took v (v =

5. Favorites @ Government Procurement Service eSourcing

GPS eSourcing N s e e
RFx(s) > eDisclosure Event - Clone... Remaining Time: 2d 12hr 11m 49s
1] Gpen Time: 02/02/2012 10:42 GMT
Description: fvpe O Close Time: 04/03/2012 23:68 GMT
Contact Information - (3 b Run RFP Report SR
Tristam Hardman
07799470976 There can
P Questionnaires | SingleBid > Multigid be more
|AH Lots j Bid Totals Help Legend Show Advanced Mode Cument Page:1 (1-200f30) 1 2 than one
Lot/ ltem Bidding 8id Currency Description Quantity Hourly rate (£ | No of Hours Applicable  Volume discount’|  Additional Total cost (£) Alternative Endt
Action required * premium Discounts (formula) pricing Solutic page of
adjustments method
Lots/Items
Last Bid 1
Ssosis s [ Creae [omen s S]rone Faeaen i
Last Bid 1
CE R e R e
= T
[CreateJ[mriion stor.. ] -ae't- Soseais i ;
1
Lot 1
=} n British Ster.. |=|!- Areroximately..| 1 260.00 .00 5.00 20.00 0.00 1.7856.00 Flesse S Enter
= ] 320 00GEF & s 2 0 1.785.00GBF . .
o aGEss-sen [ Create B Grer. (=] ey g | I FXT] oo 70 - bids into
= i the white
= Al Seen ,—L'" Apgraximately..| 1 200,00 0.00 .00 0.00 ease 5 H i
[q Creat British Ster... Fles bid fields
Ls T
=) o Britoh Ster = Aeerenmstly T 200.00 [Fresses
1
= — —
« ] _'l_I
4 Click Submit Bids anhen check the submitted column above: OK means bid submitted successfully, Error means there was an errar. = SubmitBids »>
Done [IBl [ [ [ [ rustedsites [“a~
Wistart| (@ =~ @W (& @ Z iv (=2 &) o Ibox- Maosoft outiook || 7 Government Procure... )7 Windows Explorer _+| [ e55 Screenshots 1.2 2-5... | @[
Bi ion can ick ¢ it Bids’
d action can be Click ‘Submit Bids’ to

Create or Edit confirm new or
amended bids

8.5.3. Bid information should be entered into the white bid fields. These will typically
require numeric responses but can be other types such as yes/no or multi-
select. You will not be permitted to enter information into greyed-out fields.

8.5.4. Not all bid fields are relevant to every item, so different items may require bid
fields in different columns to be completed. Once initially completed, bid fields
can be amended at any time.

8.5.5. Once entered or amended, bids must be saved by clicking the red ‘Submit
Bids’ button before leaving a multibid page. Bid fields can be completed in any
order. Not all items need to be completed before bids can be saved: but any
given item cannot be saved if its mandatory fields are only partially completed.

8.5.6. After clicking ‘Submit Bids’ you will be shown and asked to confirm the
added/amended bids, prior to them being saved. A further pop-up window will
then confirm that the bids have (or have not) been saved successfully. Once an
item’s bid fields are completed and saved, the ‘Bidding Action’ for that action will
change from ‘Create’ to ‘Edit’. These are saved DRAFT BIDS and are not
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submitted to Government Procurement Service until the SUBMIT ALL DRAFT

BIDS button has been pressed.

8.5.7. You can edit an existing bid by typing a new entry over your earlier entry and

then clicking again on the ‘Submit Bids’ button.

8.5.8. Note that there may be more than one page of Lots/Items to view. You may
find it easier to complete the multibid page by viewing individual ‘lots’
separately, using the drop-down filter.

/2 Government Procurement Service eSourcing - Windows Internet Explorer. _ @ x|
@x = e gov.k/eL/indsx, jsp?_sps_=" =18 [[42)] % |82 Lve Searcn Rl

0 v B - [ gm - Page v Safety v Tools - v 2

5.7 Favorites

& Government Procurement Service eSourcing

e | | eomsgen e

GPS eSourcing

RFx(s) > eDisclosure Event - Clone... Remaining Time: 2d 11hr 50m 59s
] Open Time: 02/03/2012 10:42 GMT
Description: Type: RFP Close Time: 04/03/2012 22:59 GMT
Contact Infermation 2 P Run BFP Recert Status: Open

Tristam Hardman
07793470976

| Al Lats x| Bic Tetsls Halo Legens Snow acusncea zas Cument Page:1 (1-200f30) 1 2

Al Lots 8id Currency Description Quantity Hourly rate () | No of Hours Applicable  Volume discount”  Additional Total cost (£) Alternative End t
R P required * premium Discounts (formulay pricing Solutic

Scenario 1 adjustments method

Scenario 2

Scenario 3

Scenario 4 o =
J British Ster... w|AQF!< - Froject Man

Last Bid

dit > British Ster.. | FA0Et=- T
[@Ed__ ~|british Ster.. 7 |*0E!-2e=

=
= British Ster... =|!- Appreximately

1 0.00 0o 00 0.00 b.0oo 785.00 [Flesmze
Last Bid 1 260.00G8F e B 20 0 1.785.00GEF
© Ageta.Son [TEd  “Bmenster ]| Aereen T =000 oa 600 cos 600 %0 [Fees
Last Bid 1 220 00GEF 7 0 0 0 1.720,00GEF
© AQESs - Scen British Ster... 7] '- Aeproximataly... 1 [200.00 2.00 j0.00 0.00 jo.00 £00.00 Flose &
Last Big T 200 00G8F & 0 0 0 1.600.0058F
o [Ed ~lemenster | Ay T za000 con 600 coa 600 500.00 [Femes
1 200 00GEF B 0 0 0 1.300.00G8F
=n British Ster.. =|1- Aeersximatsly.. 1 250.00 10.09 0.00 0o .00 2,500.00 Flesss Sl
| v
= Click Submit Bids and then check the submitted column above: OK means bid submitted successfully, Error means there was an errar. = Submit Bids P>
[pone [E3[ [ [ [ [ Trustedsites [Fa-[®ime - 4

distart| B 5~ @ (2 [ (G 2 v (= (9 i Inbox- Microsoft Outlock || €€ Government Procure... |7 Windows Explarer v| (=) ESSS(reanshutsLZZ—Su.l @| T« 1208

8.5.9. You MUST ensure all draft bids are submitted before closing time of the

event. This is done by pressing the submit all draft bids button. Failure to do

this will render draft bids un-submitted to Government Procurement Service
when the procurement closes, and will not be accepted.

Remaining Time: 7d 8hr 9m 21s

‘Open Time: 05/12/2012 09:14 GMT
Close Time: 14/12/2012 23:58 GMT

®
Submit all Draft Bids >> Status: Open

@ [ Bid Bid Revision

Fo 5w
@0
@0
¢o

@w) @WJ Place New Bid
[ Lrlien P
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8.6.Inviting other Users to Participate in an RFx

8.6.1. A supplier might have multiple users that can access the eSourcing Suite,
each with individually registered, with their own user profiles and log-on details.
Supplier users can have one of two roles:

e Supplier Account Manager (SAM); or
e Supplier Agent.

8.6.2. By default, when Government Procurement Service receives an Expression
of Interest (EOI) from a supplier for a specific event, the following users will be
invited to the event:

e the user that submitted the EOI; and
e any (additional) SAM(s) requested by the supplier.

8.6.3. If a supplier wishes for additional registered users to participate in completing
the RFx, these can be added by a SAM. Click on ‘Bids’ then ‘View Invitations’
on the top menu-bar.

8.6.4. The ‘View Invitations’ page shows the current RFx(s) that a supplier has
accepted. Clicking on the yellow folder-icon next to an RFx name shows
underneath:

e The questionnaires and the items for that RFx; and

e The users from the supplier currently invited to the event (‘Invited

Agents’)
/2 Government Procurement Service eSourcing - Windows Internet Explorer B _[8]x|
. . S o»
7 Favartes (@& Government Procurement Service eSourcing f - B) - () o= - Page~ safety - Took - @

GPS eSourcing Nl L Laray e [m——

View Invitations

#4% Government Procurement

Al Open/Pending/Paused RFx(s) (2) Accepted Declined Hew g opsn/Pending/Paused ~| G)I Withdraw | élz]l | ]

RFx Name RFx Unique Id Summary RFx Type RFx Style Status Time Remaining Open Time GMT Clo
B B S=-
Testa B [ T

meonT
e

00

Questionnaire / Question® & =] Respond View History
=] S %0 o B
o EiTe TSN SRITEN ST T T Tioi | bl
‘j SELECTION QUESTIONNAIRE SECTION € - ACCREDITATIONS AND INSURANCE @:J_‘ Blﬂ.
o e S ————— T | sl
D AWARD QUESTIONNAIRE SECTION A — MANDATCRY QUESTIONS @‘J‘ B]j.
Title Last Nameds First Name " =%
Bleggs il RFP ,_
|
[0 [ [ [ [ Trustedsites [fa-[Riow - 4
@istart| @ 5~ @ [ & @ 0 (= )~ Tbox-Microsoft outiook | Government Procure... ()5 Windons Explorer | ([ 55 Sereenshots 1.2 2:5... | @ ‘ 2 [emy 130
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8.6.5. Additional users can be added for the entire RFx (meaning they can respond
to any questionnaire and or item); or they can be added just for specific
guestionnaires and/or items.

8.6.6. To add users for the entire RFx, click on the ‘Invite for RFx’ button. Select the
users required (with the check-box on the far right), and then click “Invite for
RFx’ again.

8.6.7. To add users for specific questionnaires only, click on the ‘Invite by
Questionnaire’ button. The following ‘Invite Agents for Questionnaire’ shows all
the questionnaires for that RFx, and the currently uninvited agents.

Click the yellow folder-icon to the left of a specific questionnaire, then select the
user(s) required for this questionnaire, and then click the ‘Invite by
Questionnaire’ button.

/2 Government Procurement Service eSourcing - Windows Internet Explorer = _13]x]

GPS eSourcing

Invite Agents for Questionnaire

A uestomars

View History

=] o B B
(] o g
] o g
i | &, gy
& c o o
(e | J B — SERVICE REQUIREMENTS &) Bty
& s SECTION C - FROJECT SFECIFIC REQUIREMENTS @ g
i | ) IRE SECTION D - OFERATIONAL REQUIREMENTS @ g
Ga STICHNAIRE SECTION E - FRIZING EVALUATION & By l Ea

Uninvited Agents for Questionnaire (1)

Thle  LastHamed First Hame Rok Emall Work Phans Number S
= = TR ; T —
Close

Hstan| G 5 (v @ W (@ @ ) D@ nbox-morossreo.. | & sovernment roaur.. | € mansana suppter . [[& Government Pra... 15 wreows explorer - [ esssareensrots 1. | @) 2 [« @y 119
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8.6.8. To add users for specific items only, click on ‘Invite by Questionnaire’ as
above, but then open the Items tab. Click the yellow folder-icon to the left of a
specific item, then select the user(s) required for this item, and then click the
‘Invite for Item’ button.

Hame ¥ o . &
Fp, o
Fo g
@, o
@o, o
@o,  m
[ AT~
@ o
@p,  dm
@o o
o o
= - P 0 |
Uninvited Agents for Htem (1) | (nvie= for 1= [ ] & 7 OO

Thie  LastNames, First Name Role Emall Vork Phons Number By

0O 00000 Oo0OGQ00o0ao

Tumer Ted Supplisr Agen

test@e:

Close

Histat] @ () v @R G D6 E @ o mbe-mossoio.. | @ covermment procu... | 48 wanagng suspler . |[E Government Pro.. | ()5 Widws exlorer o] [ ess screershors 1. | @)| T [« & 133

8.6.9. Close this window to return to the ‘Bids — View Invitations’ page, where the
additional users should now be listed as Invited Agents. The Invitation Type
field will show whether an individual is invited for the entire RFP, or just specific
guestionnaires and/or items.
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8.7.Responding Offline

8.7.1. The respond offline button will export a blank or partially completed event into
excel. It is possible to complete the spreadsheet and upload as an import.
Government Procurement Service strongly recommend you do not use this
method to complete a tender. Any mistakes in formatting or entry would cause
the import to abort, and as this sheet will contain your bid responses
Government Procurement Service will not be able to accept the sheet to help
resolve a technical issue. Sending this sheet in as a response externally or as
an attachment will be deemed non compliant.

8.7.2. The export may be useful to collect information, or check a partially or fully
completed submission.

8.7.3. To create an offline bidding template, click on the ‘Respond Offline’ button on
an RFx’s main page. Select the ‘Download offline bidding template’ radio-
button, and then click OK.
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8.7.4. The Export Data page will open. Choose a name for your template (or adopt
the suggested name) and the required file format. XLSX is the recommended
file format.

8.7.5. The ‘Utilities — Data Manager’ page will open. Your template download will
show as the most recent job. The status of this job will initially be ‘Running’ but,
once completed, will change to ‘Done — Click here to download results’

If the download does not appear to be progressing, clicking on the four-arrowed
refresh icon will update to the latest job status.
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8.7.6. The offline bidding template will be created as an Excel workbook. This has
separate worksheets for questions/questionnaires and for bids. There is an
Instructions worksheet, which you are recommended to read. There is also a
discrete worksheet for any questions answered as tables; which is linked-to
from the other worksheets when required.
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8.8.Withdrawing from an RFx

8.8.1. If, having accepted an invitation to participate in an RFX, you later decide that
you do not want to submit a tender, you should formally withdraw from the
event.

8.8.2. To withdraw from an event, click on ‘Bids’ then ‘View Invitations’ on the top
menu-bar. On the right hand-side of the page, tick the check-box for the RFx
that you wish to withdraw from, and then click the ‘Withdraw’ button.
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8.9.Completing your RFx response

8.9.1. Your RFx response can be amended at any time up to the closing date and
time for the event.

8.9.2. Prior to the closure of an RFx event, you are advised to check carefully that
you have responded to all the relevant questionnaires and completed all
the appropriate bid-fields. Failure to do this could render your tender or PQQ
as non-compliant.

8.9.3. There is arequirement to submit your response once you have
completed it. Once you are content with your bids you will need to click
on the ‘SUBMIT ALL DRAFT BIDS’ red button - this will ensure your
response is submitted when the event closes. If the SUBMIT ALL DRAFT
BIDS button is visible, it indicates you have un-submitted data. This will not be
accepted as part of a bid.

8.9.4. You can check that all questionnaires have been completed or part completed
by ensuring that they all have a green ‘Revise Response’ button, not a red
‘Place Response’ button in the Respond field on the RFX questionnaires tab
(see section 8.2.2). Questionnaires that have been completed or part completed
and saved will have an R flag next to them.

8.9.5. You can check that all bid-fields have been completed or part completed by
ensuring that all items show a ‘Revise Bids/History’ button when viewed on the
‘SingleBid’ page (see section 8.3.5). Bid fields that have been completed or part
completed will have a B flag net to them.

8.9.6. You are recommended to create and download the RFx Report (see section
11.1), and review this to ensure that all your question responses and bids are
correct.

8.9.7. When an event does close, you will no longer be able to make amendments
to question responses, bids, or attachments. However, you will still be able to
view your responses, and to print reports on the event (see section 11.1).
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9. Managing Attachments
9.1.RFx Attachments
9.1.1. An RFx will include attached documents, such as Word or Excel files. These
documents form a key part of the RFx and should always be read carefully
before accepting the invitation to an event, or beginning to complete your

response.

9.1.2. Documents can be attached to an RFx at level of specific questions, or
specific questionnaires, or at the overall RFx level if allowed.

e Government Procurement Service will attach documents for suppliers to
review at the RFx level.

e Unless otherwise instructed, suppliers should always attach their
documents at the level of specific questions. The relevant question will
make it clear when an attachment is required as part of your response.

9.1.3. The attachments to an Invitation to Tender (ITT) will include:

e ITT Document

e Terms and Conditions of contract

e Response Guidance, Evaluation and Marking Scheme document(s).
e Terms of Participation

e Compliance Certificate(s)

e Alink to the supplier guidance
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9.2.0pening Attachments

9.2.1. To view the RFx attachments, first click on the ‘RFx Attachments’ link.
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9.2.2. The page that follows will list all of the current RFx attachments, and
information such as the owning organisation and the date last modified. Initially
these will only show attachments made by Government Procurement Service:
but your documents will also show here once attached (see below).

9.2.3. You can open a specific attachment by clicking on its ‘Content’ field; or by
ticking the check-box to the right of the attachment and then clicking the ‘Export’
button. The document will be downloaded to your local system.
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9.3.Adding an Attachment at the Question level
9.3.1. A supplier can add attachments as part of its RFx response. Attachments
should be added at the level of individual questions, and only if clearly stated in
the question.

DO NOT attach documents unless explicitly asked to do so in a question.

Information included in unrequested attachments will not be evaluated, and
could jeopardise the compliance of your tender.

9.3.2. Attachments are added as part of the response to a question (see section
8.2). To add an attachment, click on the paperclip icon found to the right of the
question’s answer box.
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9.3.3. A new window will open, enabling you to browse and locate the document(s)
for attachment. Each attachment must be given an unambiguous name and be
in the file-format specified in the question.
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/" Government Procurement Service eSourcing - Windows Internet Explorer =13 %]

GPS eSourcing

Attachments

P p— | 2ce | vedate | excot | [ 8]

Level Content ‘Attachment Name. Description Organization Name/Subject Last Changed by’ Type Date Nedified Size

HO DATA AVAILABLE

Close
W /> Government Procurement Service eSourcing - Windows Internet Explorer = 2 o [m 3
GPS eSourcing 8 &
Attachments

Please enter attachment information. { Max allowed uplaad file size 20 MB )

Hame™ Location Description Attach Content”

[Company Crg Chart [Local Drives =] Eb+ [cDocuments and Settine _Browse
| [LocalDives =] BE% | Browse
| |Lucal Drives j B | Browse
| [CocalDiives =] B | Browse
| [LocalDives =] E% | Browse

Close | Add More
= |

st BoC @0 G IWEG ]nbox-M\cruso.ul (& Governmen PI’.Hl (& Governmen! PI’.Hl (& Governmen PI’.Hl éc =~ W\ndowsEx‘.‘vl @essscreenshot‘.‘l @|? « T 1343

9.3.4. Individual attachments cannot exceed 20MB in size. Multiple attachments
can be added at the same time.

9.3.5. Click ‘Save’ and then ‘Close’ to upload your attachments to the eSourcing
Suite. Once successfully completed, the attachments should be listed on the
RFx Attachments page (see section 9.2.3)

eSourcing Suite Supplier Guidance Part B - Tendering and FCs 1.5 35



UNCLASSIFIED

9.4.Adding an Attachment at the RFx level

9.4.1. From the RFx Attachments page, the eSourcing Suite also enables
attachments to be added at the RFx level, rather than at the level of specific
questions. This would be done by clicking on the ‘Add’ button.

9.4.2. However, unless explicitly instructed to do so in the ITT documentation,
suppliers should NOT add attachments at the RFx level — but should do so at
the level of individual questions (see above).

Attachments should NOT
= be added at the RFx level
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9.5.Updating or Deleting an Attachment

9.5.1. You can update an attachment (that you have previously attached), replacing
it with a later version. To do this tick that attachment’s check-box on the right-
hand side of the page. Click on the Update button and the ‘Edit Attachment’
window will open. You can browse to find your new file and/or change the
name of the attachment if you wish.

9.5.2. To delete an attachment, select the attachment’s check-box, and then click
the delete ‘Waste-basket’ icon.
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9.5.3. Note that, although attachments should not normally be added at the overall
RFx level, attachments made at the question-level can be updated or deleted
either from within the relevant questionnaire or from the main RFx attachments

page.

9.5.4. Itis not possible for suppliers to update or delete attachments made by
Government Procurement Service.
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10. Messaging
10.1. Messaging support

10.1.1. The eSourcing Suite supports the sending and receiving of messages
between RFx participants and Government Procurement Service. The system
also generates messages to inform users of activities, such as when an event is
opened or closed.

10.1.2. When a user is sent a message within the eSourcing Suite, they will also be
sent a notification email (to the email address is that user’s online profile).

10.1.3. All messages to Government Procurement Service concerning a live
event should be sent via the eSourcing Suite messaging facilities and not,
for example, by email.

10.1.4. Similarly, when replying to messages from Government Procurement Service,
suppliers should always reply using the messaging facilities in the eSourcing
Suite (and not reply to notification emails).

10.2. Viewing Messages

10.2.1. You can choose to see all the messages that you have received (about all
RFxs), or only the messages relating to a specific event.

e Click on the RFx Messages link to see the messages relating to a
specific event

¢ Click on the message ‘envelope’ icon to see all your messages.

e Alternatively, either can be viewed using the Messages button on the top
menu-bar.
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10.2.2. The page that opens will display your received messages; or you can click on
the ‘Sent Messages’ tab to see your sent messages. Broadcast messages are
those sent centrally to inform users about system changes or issues, adn
should be viewed regularly.
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10.3. Creating Messages

10.3.1. Government Procurement Service strongly recommends suppliers open a
procurement and manage messages from within a procurement. This sets the
context for the message and makes it more difficult to send a message to the
wrong recipient. We do not recommend the use of the messages tab at the top
of the page or the messages (envelope) icon at the top right of the screen.
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2w 4 @ A

10.3.2. You can reply to a message that you have received by opening the message
and using the ‘Reply’ button.

10.3.3. To create a new message click on the ‘Create’ button on the Messages page.

10.3.4. When sending a new message to Government Procurement Service:

e the ‘Context’ field should be used to identify the specific RFx event that
your message refers to. By default, if you are viewing the messages
relating to a specific event, and click the create button to make a new
message, the context of that message will be set to that specific event.

e The ‘To’ field should be set to ‘All Hosts’ (unless specifically otherwise
instructed in the ITT Documents)

10.3.5. A message sent in this way will only be visible to Government Procurement
Service, not to any other suppliers participating in the event. If you choose to
message from the top tab or envelope con, you will have to ensure you choose
the correct procurement name as the context. SELECTING YOUR OWN
ORGANISATION NAME IN THE CONTEXT BOX WILL SEND A MESSAGE TO
YOUR OWN ORGANISATIONS USERS ONLY, AND WILL NOT BE VISIBLE
TO GOVERNMENT PROCUREMENT SERVICE.
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10.3.6. The eSourcing Suite can also be used for a supplier user to send messages
to other users for that same supplier. To do this, the message ‘Context’ field
should be set to your organisation’s name, and the ‘To’ field set to ‘All Users’.
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11. Reporting

11.1. Running RFx Reports

11.1.1. During an event, or after the event has completed, the eSourcing Suite can
be used to generate summary reports. These reports can be exported to your

local system and retained for your records.

11.1.2. To create a report, click on the ‘Run RFP Report’ link.
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11.1.3. You can edit the report parameters — to report on the entire RFx, or only on
specific questions and/or item or bid attributes. You can also select the file-
format of the report.

11.1.4. Click on the OK button. The ‘Utilities — Data Manager’ page will open. Your
report download will show as the most recent job. The status of this job will
initially be ‘Running’ but, once completed, will change to ‘Done — Click here to
download results’

If the download does not appear to be progressing, clicking on the four-arrowed
refresh icon will update to the latest job status.
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12. Further Competitions
12.1. Customers’ further competitions

12.1.1. A Further Competition is a tender run by a customer under an existing
Government Procurement Service framework agreement. Only the suppliers
that have previously won a place on a specific framework agreement will be
able to participate in such a further competition.

12.1.2. Customers’ further competitions are run through the eSourcing suite.
Suppliers who are part of GPS framework agreements are automatically
registered for further competitions which means you will automatically be invited
to further competition events. Participating in a further competition is a
simplified version of participating in a full tender — and specific instructions are
provided here to describe the further competition process.

12.2. Viewing a Further Competition

12.2.1. For further competitions, each supplier organisation has been set up with a
specific additional user (or users) called the Further Competition User. This is
the user that, by default, will receive email alert to the launch of a new further
competition. To view a further competition, you should log-on as the
Further Competition user. Further competition username will typically
look like FurtherComp123456.

12.2.2. Further Competition Users have been set-up so that suppliers can maintain
control of receipt of further competitions by changing the Further Competition
email address within the user details. A supplier can add as many users to the
templates for further competitions as are required by contacting the
eEnablement help desk.

12.2.3. The Supplier Application Manager (SAM) is in control of the user accounts
and can change the further competition email address. To change the email for
a further competition user, log in as the user and under the Utilities tab select
Utilities>Admin>My Profile. The profile screen will appear where you can
change user details including email address.

12.3. Responding to a Further Competition

12.3.1. Upon log-in (as the Further Competition User), your landing page will show a
list of procurements you have been invited to.
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12.3.2. Select the competition you wish to respond to by pressing the View/Respond
to RFx button. The competition screen will open. You will see the requirement
document as an attachment under the attachments link.

GPS eSourcing Wy Profile L] Messages | Utikties |
REx{s) > FCTEST120412pc
Description: FCTEST190412pc
Petar Cavell
42342432423433
M Questionnaires r SangleBid
(Ez]

Canfirmabon of sttached bid

12.3.3. Selecting the attachment in the content column will allow you to download
and open attachments.

(& https://ukgps-sand

GPS eSourcing

Attachments

Attachments (2)

Level Folder Content Attachment Mame Description Organization Name/Subject  Last Char|
Event Specifications This is the spec docc spec Government Procurement Service zzz test fo pc 081212 Peter Cay|
Event hitp:/igps. ice.gov.uki-sm-sup... Supplier Guidance

Service zzz test fo po 081212 Sue Abby

Close

4 Virus scanning is enabled for'® M. The export job will fail if it contsins any infected files
4 Cliccon the link in the Content 1o view the To

check the box on the far right next to each file you'd like to downloa

4 m
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12.3.4. Once you have read all of the attached documentation, you may want to send
a message to the customer running the competition. See section 10 of this
guide for messaging. All messaging should be conducted through the
eSourcing suite, and should be created using the message link from
within an open procurement. This automatically sets the context for a
message. Messaging done from elsewhere in the system is not recommended.

GPS eSourcing y Profile L] Messages | utilities |
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Description: FCTEST190412pc Type:
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Muucﬂmnnmres r SangleBid
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Confirmabon of attached bid

12.3.5. Click on the messages link, and the messages window will open. You can see
received, sent and broadcast messages. Click create.
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12.3.6. The messaging window will appear. You can type in a subject and a
message. You must then click on all hosts to highlight it before you press send.
The context is automatically added by the system as the message is generated
from within the procurement.
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12.3.7. When you have read the documentation, completed any clarification
messaging, and decided if you wish to bid, you can accept or decline the
invitation. To the right hand side are accept and decline buttons. You must
select one to proceed. Clicking decline allows a response detailing your reasons
for declining to be sent. Clicking accept enables the response.

Close Time: 16/01/2013 14:00 GMT
Status: Open

Remaining Time: 39d 21hr 28m 11s
Ll Open Time: 06/12/2012 10:55 GMT

View History

12.3.8. The response is in 2 parts — firstly under the questionnaires tab select place
response. A window will open asking you if you have attached your response
and bid. Attach your response documents by clicking the paperclip symbol next
to the question. This is your formal response as requested by the organisation
competing the requirement. Once saved a number corresponding to the number
of attachments you have added will appear next to the paperclip. These can be
amended at any time. Select Yes from the drop down box to indicate you have
added these, and press save.
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12.3.10. Once the documents have been attached, click the singlebid tab. Click

on place new bid. A window will open and ask you to enter the value of the bid.
This represents the total amount in the bid. This value field acts as a reporting
and audit field only and is not your legal price submission which will be
contained within your bid attachment. Government Procurement Service use
this field for reporting purposes only.
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12.3.11. Once the attachment, response, and bid value have been entered,
your bid will be in draft. You MUST press the submit all draft bids button for
this bid to be submitted and visible to the customer. If the submit all draft

bids button is visible, you have elements of your bid that you haven’t fully
submitted. The response will have a draft flag DB next to it.

Remaining Time: 39d 21hr 6m 285
D Ti T

Glose Time: 16/01/2013 14:00 GMT

Submit all Draft Bids > Status: Open

@ =y View History I

Once the submit button has been pressed, you will see a confirmation
message, and you will receive an external email confirmation. The draft flag DB

will change to response R. The submission button will also disappear. You will
receive an email confirming your submission.

p

= https://ukgps-sandbox.emptoris.com/?_e... B@éj

Drafts were submitted successfully.

Close
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12.3.13. From your home screen you will be able to see if a bid and response

has been submitted as the B and R flags will be visible next to the respond
button. You can re-bid or change your bid up to closure, but any change to the
bid or questionnaire response will result in a DRAFT DB indicator against this
newly entered information. The submit all draft bids button will re-appear
indicating that you have DRAFT un-submitted information in the system. It is
your responsibility to ensure you have submitted any DRAFT information if you
wish to bid.
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12.4. Competition closing

12.4.1. Upon closing, any SUBMITTED bids will be visible to the customer. DRAFT
bids remain un-submitted, and will not be visible to the customer organisation.
The customer will download submitted responses and evaluate and award
offline. They may announce award through the system, or they may have a
prescribed process within their organisation.
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