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This guidance relates to the Crown Commercial Service Sourcing System at:

https://crowncommercialservice.bravosolution.co.uk

Explanatory webinars can be booked via:

https://www.crowncommercial.gov.uk/esourcing-training

Date Version Change Summary
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03/10/2019 1.1 Addition of Section 5 — Managing Supplier Users
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26/04/2020 1.3 Release 20.1 — minor updates to screen shots
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submit a “draft” response.
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Section 1. Registration on the Sourcing System

1.1 Introduction

Registration for a supplier organisation on the Sourcing System is a one-time activity and
subsequently the organisation can participate in any number of procurement events. However, each
user from an organisation should be registered. When an organisation is registered (see Section
1.2), a user must also be created who becomes that organisation’s “super user” with the ability to
create colleagues as additional users (see Section 1.3).

Once an organisation is registered the system will check if an attempt is made to register an
organisation with the same DUNS number (these are generated by Dun & Bradstreet by request
from an organisation). If a pop-up message indicates that the DUNS is already in use, this probably
means that:

e you have mistyped your correct DUNS number, or
e your organisation is already registered and your organisation’s “super-user (see above)
should register you as an additional user for your organisation.

1.2 Registration of your organisation
Select [Create account] as shown.

2ok

[+, 45

Crown eSourcing Tool
Commercial

Service

Crown Commercial Services

eSourcing tool
Login

The eSourcing tool will help you compliantly Seermame

supply to or buy for public sector contracting

authaorities. |.JSE'r3n-a |
Password

Customer can access commons goods and services through | |

further competition, finding the maost appropriate suppliers for

their needs. m

| cannot access my account

Suppliers can bid for opportunities on agreements or as
needed by customers.

Contact eSourcing

This link is for .
Create account > : N Email
Squ“er reg|Stratlon eenablement@crowncommercial gov.uk
. ONLY Phone
GUldanCE 03454102222
s Buyer eSourcing Guidance
*  Buyer eSourcing Registration
s Supplier eSourcing Guidance
s Further Comp Webinar Booking
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o The User agreement will be displayed, a PDF copy can be downloaded by selecting [Adobe
PDF file]. Selecting [I Agree] is mandatory in order to progress the registration, then [Next]

® Close % Adobe PDF file

User Agreement

USER AGREEMENT

1. Intreduction
1.1. This User Agreement betwegh Crown Commercial Service (the Buyer) and the Supplier govems the access and use of the eSourcing System (the System) by the Supplier to respond to an invitation from the Buyer to participate in a procurement
exercise.
1.2. A procurement exercise majf include a Pre-Qualification Questionnaire (PQQY), a Request for Information (RFI), an Invitation to Tender (ITT), an Invitation to Negofiate (ITH), an Invitation ta Pariicipate in Dialogue {ITPD), an Invitation to Submit Final
Offer (ITSFO), Invitation to Subghit Final Tender (ITSFT), a Best And Final Offer (BAFQ), a Request for Propesal (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 i fion of commonly used ferminology. Buyer Or fions may have their owm, unique terminology to be applied on a case by case basis.

1.3. The System is provided by BravoSolution UK Lid and operated by the Buyer. This User Agreement applies to the Supplier's and its Supplier Users’ access fo and use of the System. The Supplier acknowledges 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 to be bound by this User Agreement.

1.4. The Supplier shall only uge the System to respond fo an invitation to parficipate in a exercise in with this User Ag and any furiher rules expressed and presented in the System. In the event that there is any conflict
between this User Agreemenf and any such further rules, then the provisions of such further rules shall take precedence over this User Agreement

tely deny access fo the System by the Supplier and/or cne or more Supplier Users by giving nefice in writing to the Supplier if any of the following events occur:

a malenial breach of any of its obligations under this User Agreement; and

2.22. The Supplier fails tofremedy, 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 of ten (10) Working Days.
2.3. Without prejudice to gny of the Buyer's other rights, the Buyer reserves the right to suspend access to the System without notice for technical or legal reasons.

3. Reaistration

I have read and fagree to the eSourcing Service User Agreement

\ 4

| agree © ldo not agree

e Populate the fields as displayed with your organisation’s details:

Registration Data

Registration Data Reagistration Confirmation

m * Close

Organisation Details @ Reset

* Organisation Name

* Country UMITED KINGDOM v

* State/County - v

* City

* Address line 1

* Postal Code

Company Registration Number (if not registered enter
"NIA')

DUNS number

* VAT Number (if not registered enter "N/A")

* Main Organisation Phone Number

* Organisation Email Address

Web si
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¢ Populate the fields as displayed with the details of the individual who will be the
organisation’s super-user (see Section 1.1):

User Details

* First Name

* Last Name

* Email Address
IMPORTANT: This ema

site and for all cor

. Flease use ') (semicolon) fo separate

addresses

*

Username (please use your email address)

(please do not forget your username)

Phone Number

Mobile Number
(please enter "+" "tountry code" and "your mobile phone

number" with no spaces)
* Preferred language for use in system interface English (UK} ¥
* Time Zone (GMT 0:00) Western Europe Time. London, Lisbon v

Use High Contrast Stylesheet

(for visually impaired users)

*

User Verification Question
Please specify a question that will help verify

shouid the need anse (e.g. Your mother's maiden name?)

*

Answer to Your User Verification Question

(The helpdesk may request this information in order fo verify

your identity)

¢ When the fields have been populated, select the [Save] button at the top right of the
webform.

o Read any error messages that are displayed (eg missing data in fields) and action
accordingly.

On successful registration, 2 emails will be sent as confirmation and provide details of the
Username and an initial password, these details will be sent to the user’'s email address provided
during registration.

1.3 Adding an extra user for your organisation
Login to the system and select “Manage Users”.

User Profile

Manage Your Profile
Modify Password

1\
Manage Users

Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
© Crown Copyright 2020 5




e On the following screen select “Create”

Gato Fitter By All Users v v

Last Name First Name Division Email Telephane Role

¢ Populate the fields as displayed with the details of the new user.
e On completion, select the [Save] button to register the users and send registration emails.

New User

User Details

* Last Name

* First Name

* Email

* Telephone Number

The Mobile phone number must start with "+ and contain
digits from 0 to 9
{min & max 15) with no spaces. The first number can not be

0.

* Division Name Division ¥
Department —
Role .

* Choose your Username and check it is not already in use

* Preferred Language English (UK) ¥

* Time Zone (BMT 0:00) Westem Europe Time, London, Lisbon v

1.4 Details of your registered users
Details of your organisation’s current users can be obtained by selecting “...” and then the required
option from the drop-down list.

- [=lE=lE= \

(3 Create |«
@7 Export List
Goto Filter By: All Users v v
W Export User Details
Last Name First Name Division Email Telephone Help for Suppliers
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1.5 How to reset your Password
On the Login Page select “| cannot access my account”.

Login

Username

| usermams

Password

1

| cannot access My account

¢ On the next page, populate the fields as presented, then select [Submit].

* Username

£ Recover Username

* Email

I'm not a robot
reCAPTCHA

Brivazy - Tams

e Success will be indicated by the following message.

Login Page

Request New Password

An email message confaining a Link to define a new Password has been sent fo you

e On receipt of the email, follow the instructions to reset your password.
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1.6 How to recover your Username

On the Login Page select “| cannot access my account”.

Login

Username

| usermams

Password

| cannot access my account

¢ On the next screen, select “Recover Username”.

* Username

£ Recover Username

% Email

I'm not a robot

|

reCAPTCHA

Frivacy - Temms

o Populate the fields as presented, then select “Request Username Link”.

Recover Username

/

* the Validation Value

* Email

I'm not a robot

To request an email containing a link to the Username you must enter your email address an

™

reCAPTCHA

Frivacy - Temms

Request Username Link X Cancel

Author: John Girling
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¢ Note the confirmation pop-up message, and select [OK] to close the pop-up.

- If you are registered on this site an email containing a link to your
Username will be sent to you shortly.

If you are not registered on this site you will not receive an alert.

e On receipt of the email, follow the instructions to recover your Username.
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Section 2. Access to a Procurement Event

Introduction
Supplier organisations gain access to procurement events in 2 ways, either:

they are automatically invited and notified by email alert when the event is a call-off (further
competition) conducted under an earlier agreement (eg framework agreement) in which they
were successfully awarded a place on that agreement.. For guidance see Section 2a.

they need to Express an Interest in participating in the event. For example this would apply
to a newly published opportunity being conducted by CCS on their Jaggaer system and
would have been advertised on Contracts Finder. This is a process that suppliers can action
for themselves. For guidance see Section 2b.

Section 2a. Access to a Call-Off (Further Competition) Event

2.1 Background

If your organisation has been awarded a place in a Lot of a Framework Agreement, when a buyer
publishes a call-0ff (further competition) from that Lot, email alerts will be sent to the supplier’s
nominated contacts notifying that this event is available for them to access.

Responding to a call-off event (see Section 4) will be in one of two formats as clearly presented
within the specific event, either:

a simplified response format requiring you to upload and submit a single file or a single
zipfile containing documents which represent your response to the Buyer’s requirement (see
Section 4a), or

a more extensive response involving providing answers to multiple online questions and
possibly uploading attachments as additional or supporting evidence (see Section 4b).

Registration for access to the Sourcing System is covered in Section 1.
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2.2 Accessing the Sourcing System
Enter your username and password in the indicated fields and select [Enter].

2

Crown eSourcing Tool
Commercial
Service

Crown Commercial Services
eSourcing tool

Login
The eSourcing tool will help you compliantly Username
supply to or buy for public sector contracting | |
authorities. —
Password
Customer can access commons goods and services through | I

further competition, finding the most appropriate suppliers for
their needs.

v

| cannot access my account

Suppliers can bid for opportunities on agreements or as
needed by customers.

Contact eSourcing

eenablement@crowncommercial. gov.uk

Phone

Guidance 0245 410 2222

&  BuyereSourcing Guidance

e  Buyer eSourcing Registration

*  Supplier eSourcing Guidance
*  Further Comp Webinar Booking

This message screen may be displayed if there is a message relating to the system from the
Service Provider or Crown Commercial Service. Select [Main Page] to proceed.

@ Welcome John Girling

Crown
Commercial
Service

» A
= Main Page

Accept cookies fo avoid alert message at next login

*** IMPORTANT - SCHEDULED MAINTENANCE ==
JAGGAER Advantage eSourcing portal will shortly be upgraded to JAGGAER Advantage 19.1 on Monday, 24th June 2019.
IMPORTANT: The scheduled maintenance window will take place the whole day on Sunday, 23rd June 2019.

The internet browsers that are supported by JAGGAER Advantage 19.1 are:
A Microsoft Edge {Microsoft Internet Explorer 11 is still supported but not recommended).
- Google Chrome
- Mozilla Firefox (ESR) 60+
- Safari 12 for MacOS
Java Runtime Environment Sun Version 1.8, or higher, is required for legacy auctions.

Please click ‘Main Page’ on the top right to proceed.
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The Landing Page will now be displayed. Select your required option from those on display, eg
selecting “My ITTs” will show those call-off events to which you are invited.

Crown eSourcing Tool
Commercizll
Service

« Projects Log Out » Supplier reserved area User Profile
My PQQs .

* MyPQQs | Welcome to the CCS Sourcing Portal Manage Your Profile
Pre-Qualification Modify Password
_?uesuhon - This service provides a secure and efficient means for you to Manage Users

» (PQQs) " engage in Tender Projects with our Buyers.

P 5 Openfo A
PQQs 0 Helpdesk

» Supplier Pre-Qualification Questionnaires for new EU procurements are )

= MyITTs available by clicking on PQQs Open to All Supplisrs. ':F'Ed ESS'SEHSE? Helodesk
ITTs Open to All ease contact our Helpdes

« Suppliers Once you have expressed interest in a PQQ it will move to your F'hur.le 03454102222

My PQQs page, where you can download any documentation Email eenablement
K @crowncommercial.gov.uk
and submit your response.
Buyers may invite you to participate in Invitations to Tender.
The My ITTs page allows you to view and respond to any ITT to
which you have been invited.
Some Invitations to Tender are open to all suppliers. The | TTs
Opento All Suppliers page allows you to express interestin
these ITTs and move them to your My ITTs page.
A helpdesk is available to support you inusing this service. If
you require any assistance then please contact the helpdesk as
500N as possible.
2.3 “My ITTs”

This page will list those events to which you are invited and therefore have access. It also displays
whether the event is still “Running” and if you have submitted a response to the Buyer.

[O0a Sl 17Ts Open to All Suppliers

Filter By: AllITTs v v
ITT Code ITT Title Project Code: ITT Status ITT Closing Date/Time Buyer Organisation Response Status

1 itt_2964 700420320 (DInfoCom/0085) - Provision of ARITC CITRIX Renewal project_1717 Running 31/07/202012:00 nt ubmitted To Buyer

2 itt 3146 RM666/Lot 3 Further Competition (TEST Only) DO NOT USE project_1883 Running 28/04/2020 15:00 ubmitted To Buyer

3 3143 RM666/Lot 3 Further Competition (TEST Only) DO NOT USE project_1880 Closed: Awarded 21/04/202011:48 nt D v

4 3135 RM666/Lot 3 Further Competition (TEST Only) DO NOT USE project_1872 Closed: Awarded 20/04/2020 08:55 Self-Serve Environment Response Successful ‘W
itt_3134 RM666/Lot 3 Further Competition (TEST Only) DO NOT USE project_1871 Closed: To Be Evaluated 18/04/2020 1530 B ubmitted To Buyer

6 3118 RM666/Lot 1 Further Competition (TEST Only) DO NOT USE project_918 Closed: To Be Evaluated 16/04/2020 15:50 Self-Serve Environment Response Submitted To Buyer
itt_3096 RM666/Lot 2 Further Competition (TEST Only) DO NOT USE project 918 Closed: To Be Evaluated 15/04/2020 10:30 ToBuyer

8 3095 RM666/Lot 1 Further Competition (TEST Only) DO NOT USE project_918 Closed: Awarded 15/04/2020 10:30 v

9 3093 RM666/Lot 3 Further Competition (TEST Only) DO NOT USE project_918 Closed: Awarded 14/04/2020 15:30 v

10 itt3092 RM666/Lot 2 Further Competition (TEST Only) DO NOT USE project_918 Closed: Awarded 14/04/2020 1530 v

1 itt3091 RM666/Lot 1 Further Competition (TEST Only) DO NOT USE project_918 Closed: Awarded 14/04/2020 15:30 v
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2.4 ITT Details Screen
Selecting an event will open its details and allow access to the event’s attachments, messages and

where to create your response (see Section 4).

The screen will highlight if a response is “Not Submitted Yet” and whether “you have unread Buyer
Attachments”.

- Ea

ITT: itt_3146 - RM666/Lot 3 Further Competitig ST Only) DO NOT USE
283 irement 210420

ITTDetails ~ Messaj

1. Technical Response (Questions: 1)

1.1 Tender Response - Question Section

Question Deseription

11 Tender Response Uplosd « Plaase upload your single fl (or single zipfle) responsa o this fener oppartunity

If you wish to communicate with the Buyer you must use the messaging facility as described in
Section 3.
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Section 2b. Access to other Procurement Events

2.5 Background

This section relates to events on the system to which a supplier is not automatically invited, see
Section 2 for clarification. Events to which a supplier must “Express an Interest” can be accessed by
process described from Section 2.6.

Responding to this type of event will involve providing answers to multiple online questions and
possibly uploading attachments as additional or supporting evidence (see Section 4b).

Registration for access to the Sourcing System is covered in Section 1.

2.6 Accessing the Sourcing System
Enter your username and password in the indicated fields and select [Enter].

x4

Crown eSourcing Tool
Commercial
Service

Crown Commercial Services

eSourcing tool
Login

The eSourcing tool will help you compliantly Ssermame

supply to or buy for public sector contracting

authaorities. [ usermame |
Password

Customer can access commons goods and services through | |

| cannot access my_ account

further competition, finding the most appropriate suppliers for

v

their neads.

Suppliers can bid for opportunities on agreements or as
needed by customers.

Contact eSourcing
Create account Email

eenablement@crowncommercial gov.uk

Phone

Guidance 0345410 2222

s Buyer eSourcing Guidance

¢  Buyer eSourcing Registration

s  Supplier eSourcing Guidance

* Further Comp Webinar Booking
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This message screen may be displayed if there is a message relating to the system from the
Service Provider or Crown Commercial Service. Select [Main Page] to proceed.

@ Welcome John Girling

Crown
Commercial
Service

»
> Main Page

Accept cookies to avoid alert message at next login

*** IMPORTANT - SCHEDULED MAINTENANCE ***
JAGGAER Advantage eSourcing portal will shorily be upgraded to JAGGAER Advantage 19.1 on Monday, 24th June 2019.
IMPORTANT: The scheduled maintenance window will take place the whole day on Sunday, 23rd June 2019,

The internet browsers that are supported by JAGGAER Advantage 19.1 are:

- Microsoft Edge (Microsoft Internet Explorer 11 is still supported but not recommended).
- Google Chrome

- Mozilla Firefox (ESR) 60+

- Safari 12 for MacO§

Java Runtime Environment Sun Version 1.8, or higher, is required for legacy auctions.

Please click 'Main Page’ on the top right to proceed.

The Landing Page will now be displayed. Events being conducted on the system to which you can
“Express an Interest” will be listed under either “PQQs Open to All Suppliers” or “ITTs Open to All
Suppliers” as appropriate to the event.

%

Crown eSourcing Tool
Commercial
Service
» Projects User Profile
* MyﬂQQE_ o Manage Your Profile
Pre-Qualification Modify Password
Qw This service prowites a secure and efficient means for you to Manage Users
* L:P_QQﬁé io A engage inZnder Projects with our Buyers.
5 ento
e Helpdesk
» Suppliers Pre-Qualification Questionnaires for new EU procurements are . ,
o« MyITTs available by clicking on PQQs Open to All Suppliers. P:l(:‘ed assmtu;nfe. Helpdesk
ITTs Open to All ease contact our Helpdes
» Suppliers Once you have expressed interest in a PQQ it will move to your Phor.le 03454102222
My POQs page, where you can downlead any documentation Emallw
) @crowncommercial.gov.uk
and submit your response.
Buyers may invite you to participate in Invitations to Tender.
The My ITTs page allows you to view and respond to any ITT to
which you have been invited.
Some Invitations to Tender are open to all suppliers. The ITTs
Open to All Suppliers page allows you to express interestin
these ITTs and move them to your My I TTs page.
A helpdesk is available to support you in using this service. If
you require any assistance then please contact the helpdesk as
so0n as possible.
Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
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2.7 “ITTs Open to All Suppliers”
e Selecting either “PQQs Open to All Suppliers” or “ITTs Open to All Suppliers” will show a

listing of events similar to below:

I7Ts Opento All Sppliers

ITT Code ITT Title Project Code: ITT Status “Time limit for Expressing Interest Buyer Organisation
1 it 2669 RMG208 Debt Management Services project_498 Running 22/04/2020 1500 Crown Commercial Service
2 313 €CZ219A86 Literature Review on Impacts of Infrastructure project_1865 Running 07/05/2020 1400 Crown Commercial Service
3 it2150 RM6214 Project Leadership Programme project_1089 Running 12/05/2020 1500 Grown Commercial Service
4 itt2083 CCFI20A02 - Provision of Public Sector Payment Cards and Associated Sevices project_1738 Running 31/07/2020 1400 Crown Commercial Service

20 v Pagelofl

Total 4

2.8 ITT Details Screen
e Selecting an event listed on this screen will open that event’s details. In the top-right corner

of the event detail’s screen will be an [Express Interest] button, if you wish to participate in
this event, select this button or [Decide Later] to return to the listing page.

/ /

nning

X Decide Later ; Printable View

e Select [OK] in the pop-up window to confirm your “Expression of Interest”
AN

crowncommercialseNce-prep.bravosolution.co.uk says

Flease click OK to Express Inhgrest in this ITT.

The ITT will move to your "My ING" area, and you will have the option
to view all ITT Details, download Buyer Attachments, send and receive
Messages with the Buyer, and submit ydyr Response,

Cancel

NOTE: In future, you’ll access the event via the “My PQQs” or “My ITTs” links on the Landing
Page, not via “PQQs Open to All Suppliers” or “ITTs Open to All Suppliers”.
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Section 3. Messaging

3.1 Background

Messages may be sent between users of the system from within a specific event (PQQ, ITT etc) or
generated automatically by an action within the event (eg the buyer publishing new attachments).
Suppliers cannot message others suppliers, you can only message the event’'s buyers. After
creation, your messages can be sent immediately, or saved as a draft for further editing and
sending later.

Messages, either those created by a user or those generated by an event activity are notified to you
by an email alert to your registered email address. User created emails do not contain the text of the
associated message, they contain a link to the message held within the system, in this way the
sender can be provided with confirmation of the reading of the message by the recipient (See “Sent
Messages” below).

3.2 Creating a New Message

ITT Details Messages (Unread 0)

Create Message | Received Messages | Sent Messages Drafi Messages Forwarded Messages

Within the related event, select “Messages > Create Message”
Populate the various message fields and select either:

¢ the [Save as Draft] button if you wish to edit the message and sent later, draft messages can
be located at “Messages > Draft Messages” or;
¢ the [Send Message] button to send the message immediately.

ElsaveasDraft | 3 Cancel

Message

Message Classification Subject

(unclassified)

Message

Attachments & Attachments

Filename File Description Comments on Attachment

No Attachments

Recipient

1 Crown Commercial Service

Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
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After sending, your messages will be listed in “Messages > Sent Messages” with confirmation of
whether they have been read by the recipient and whether there’s been a reply to your message.

ITT Details Messages (Unread 0)
Create Message Received Messages =~ Sent Messages Draft Messages Forwarded Messages
v
Recipient Date Subject Read by Recipient Replies
1 Crown Commercial Service 27/06/2019 13:24 Clarification Request - Specification 0 0
2 Crown Commercial Service 21/06/2019 13:51 gfgdfgs 0 0
Total 2 Page 10f 1

3.3 Received Messages

A message sent to you will be notified by an email alert to your registered email address. The
content of a user created message can be read by following the link in the email alert to “Messages
> Received Messages” within the system, you will need to log in as part of following the link.

The screen will list your “Received Messages” and indicate when they were opened by you (Opened
by Me) or one of your colleagues also in the event (Opened) and whether you have replied to the
message (Replied).

ITT Details Messages (Unread 1)

Create Message = Received Messages = Sent Messages Draft Messages Forwarded Messages

~
Sender Date Subject QOpened by Me Opened Replied
1 Crown Commercial Service 27106/2019 13:51 Re: Clarification Request - Specification
Total 1 Page 1of 1

Selecting the message “Subject” will open the message contents. With the message opened, you
will be able to [Reply] to the message or [Print].

It is possible to [Forward] the email to an email address outside the system; however, if this option
selected the message text will leave the security of the Sourcing system and it will not be possible
for the new recipient to reply directly to you as the email is sent out from an unmonitored system
mailbox.

|~ Back _ > Reply | gjForward | & Print
Message
Date Message Classification
27/06/2019 13:51 Technical Clarification
Sent by Subject
Crown Commercial Service Re: Clarification Request - Specification
Message
The meaning of Para 3 of the Technical Specification is.
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3.4 Forwarded Messages

Messages that have been “Forwarded” will be listed under “Messages > Forwarded Messages”.

ITT Details Messages (Unread 0)

Create Message Received Messages Sent Messages Draft Messages = Forwarded Messages

Recipient Date
1 dé023187@outlook.com 27/06/2019 1407

Total 1

———

Subject

Fw: Re: Clarification Request - Specification

Page 10f 1

Author: John Girling
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Section 4. Responding to an Event

Introduction
Responding to an event will be in one of two formats as clearly presented within the specific event,
either:

¢ asimplified response format requiring you to upload and submit a single file or a single
zipfile containing documents which represent your response to the Buyer’s requirement (see
Section 4a), or

e a more extensive response involving providing answers to multiple online questions and
possibly uploading attachments as additional or supporting evidence (see Section 4b).

Section 4a. Events using the Simplified Response Format (single online question)

4a.1 Responding
This type of event will have a single online question requesting to upload a single file or single zipfile
containing documents which represent your response to the Buyer’s requirement.

e Access the relevant event.
o If you decide not to participate in the call-off event, select “Decline to Respond” and on
the next screen, please explain your decision and select [Decline to Respond].
o If you decide to respond select [Create Response], please read any pop-up windows that
may be displayed during this process as they provide you with guidance.
o Select [Edit Response] to enable the creation of your response.

ITT Details ~ Messages (Unread 0)

Seftings  Buyer Attachments (3) | My Response  Associated Users

EPUTTRES | (©) Export/import Response
My Response Summary

1. Technical Response Missing mandatory responses (1)
4 View Response Index Only

1. Technical Response (Questions: 1) ¥ Edit Response

1.1 Tender Response - Question Section
Question Description Response

111 TenderResponse Upload + Please upload your single file (or single 2Ipfile) response to this tender opportunity (no file attached)

¢ Note the comment in the highlighted zone that you are in “Edit Mode”. Select “Click to attach
file”. There is a maximum file size of 50MB in place, the larger the file size the longer it will
take to upload, this maximum size cannot be exceeded.

1. Technical Response (Questions: 1)

1.1 Tender Response - Question Section
Question Description Respanse

111 Tender Response Uploa + Plaase ups ingle file {or singie 2ipfie) respense o this tender opportunity + Click to attach

Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
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o Either, “Drag and Drop” your selected single file (or zipfile) into the shaded area, or select

[Select a File to Upload] and use the dialog box to select your required single file (or zipfile).

Note the guidance in the highlighted zones

AN

Attachments

AN

Select file to upload:
Please keep attachments to a manageable size in order fo facilitate downloadin
50Mb but we recommend that you keep attachments fo 2Mb or less.

File extensions not permitted: .bat, .chm, .cmd, .com, .cpl, .crl, .exe, .hip, .hia, .i

Attachments

# Type File Name

. The porial allows indivNyal attachments up to a maximum size of

f, .ins, .isp, jse, .Ink, .mdb, .ms, pcd, Wif, .reg, .scr, .sct, .shs, vb, ws

Select a File to Upload

Size

e With your file selected, as shown below, select [Confirm]. \

Attachments

Select file to upload:

S50Mb but we recommend that you keep attachments to 2Mb or less.

Attachments
# Type File Name
1 ZIP My Zipped Tender Response. zip

Please keep attachments to a manageable size in order to facilitate downloading.

The portal allows individual attachments up to a maximum size of

File extensions not permitted: bat, chm, .cmd, .com, .cpl, crt, exe, hip, hita, inf, .ins, isp, jse, Ink, mdb, .ms, ped, pif. req, scr, sct, shs vb, ws

(& Replace Attachment | | [% Remove Attachment

Size

62.9 kb

¢ Note that your file is now shown within your response. Select [Save and Exit Response],

read any messages in pop-up windows.

1. Technical Response (Questions: 1)

1.1 Tender Response - Question Section

Question Deseription

111 Tender Response Upioad » Please upioad your singie e (or single 2ipfile) respanse 10 this tender opportunity

Author: John Girling
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e Your response is now in a “draft” state, submit to the buyer now by selecting [Submit
Response], or you may leave the system and return later.
¢ Note the 2 reminders that a response has not yet been submitted.

Closing Date: 04/07/2020 15:00:00

Response Last Submitted On: Not Submitted Yet

ITT Details | Messages (Unread 0)

Settings  Buyer Attachments (3) ~ MyResponse | Associated Users

A Your Response is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response' * ‘

Submit Response

My Response Summary

1. Technical Response All questions answered

§ View Response Index Only

1. Technical Response (Questions: 1) [ Edit Response

1.1 Tender Response - Question Section
Question Description Response

111 Tender Response Upload  Please upload your single file (or single zipfile) response to this tender opportunity (B My Zipped Tender Response.zip (63 KE)

e Selecting [Submit Response] will cause pop-up windows to be presented to confirm your
intention and provide guidance, please read these messages. Note the “Response Last
Submitted On” date and time confirming your submission.

Prpm———
1. Technical Response (Questions: 1) ¥ Edit Response
11 Tender Responsa - Questin Secton
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4a.2 Re-editing Your Response

You can re-edit and submit a response at any time up to the displayed “Closing Date” by selecting
[Edit Response]. You cannot edit your file while it is uploaded, you must replace this uploaded file
with another version and re-submit following the process described above in Section 4a.1.

4a.3 Tender Outcome

For this type of event, using the “Simplified Response Format” (where an attachment is uploaded to
a single online question), when the tender “Closing Date” is reached, you will no longer be able to
edit your submitted response or submit a new response. The Buyer will now have access to
submitted responses and be able to download the submitted files for evaluation. Following
evaluation the buyer will communicate the outcome via the messaging function.

Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
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Section 4b. Events requiring responses to multiple online questions
4b.1 Responding

Responding to this type of event will involve providing answers to multiple online questions and
possibly uploading attachments as additional or supporting evidence.

o If you decide not to participate in this event, select “Decline to Respond” and on the next
screen, please explain your decision and select [Decline to Respond].
o If you decide to respond select [Create Response], please read any pop-up windows
that may be displayed during this process as they provide you with guidance.
e Access the relevant event.

¢ Note the highlighted zones showing your submission status is “Not Submitted Yet” and how
many Buyer Attachments which are currently unread.

Closing Date: 24/04/2020 23:59:00

Response Last Submitted On: Not Submitted Yet

Warning: You have unread Buyer Attachments (5). Click here to read the files before Submitting your Response.

ITT Details | Messages (Unread 0)

Settings  Buyer Attachments (5) | My Response | Associated Users

[V [, Decline To Respond

e If the response view is contracted (as below), select [Open Full View] to expand the view.

Currency: GBP < 
3 OpenFull View

1. Technical Response (Questions: 19)

1.1 Section A - Mandatory Question - Question Section

1.2 Section B - Quality Questions - Question Section

1.3 Section C - Demonstration - Question Section

2.C ial Response (Items: 0, Questions: 1)

2.1 AQD1 Pricing matrix - Question Section

o The response view will expand as shown below.

Currency: GBP
¥ View Response Index only
1. Technical Response (Questions: 19)

1.1 Section A - Mandatory Question - Question Section
Question Description
* Please select YES to indicate that,in the event you are awarded the Contract, you will unreservedly deliver in fullall the relevant services that you have been successfully appointed for as set out in Attachment 3 Specification.

RESPONSE GUIDANCE

You are required to select either option YES or NO from the drap down list associated with th

question
is is  PASS/FAIL question. If you cannot or are unwilling to select YES to this wil

will be excluded from further participation in this procurement

unreservedly deliver in full al the relevant mandatory as set out in Attachment 3 Specification and any additional services offered.

If you select NO (or do not answer the question) to indicate that you will not, or cannot, deliver in full all the relevant services as set out in Attachment 3 Specification you wil be excluded from further participation in this competition

Author: John Girling Sourcing System — Bidder Guidance - JAGGAER v1.4.docx
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o Select [Create Response], read the pop-up window as it will contain guidance in relation to
responding.
e Select [Edit Response] for the relevant envelope

I

1. Technical Response (Questions: 19 ) » [ Edit Response
1.1 Section A - Mandatory Question - Question Section
Question Description Response

* Please select YES to indicate that, in the event you are awarded the Contract, you will unreservedly deliver in full al the relevant services that you have been successfully appointed for as set out in Attachment 3 Specification.

RESPONSE GUIDANCE

You are required to select efther option YES or NO from the drop down list associated with this question.
This is a PASS/FAIL question. If you cannot or are unwilling to select YES to this question, you will be excluded from further participation in this procurement.

If you select YES this means you will unreservedly deliver in full ll the relevant mandatory services as set outin Attachment 3 Specification and any additional services offered.

1f you select NO (or do not answer the question) to indicate that you will not, or cannot, deliver in full all the relevant services as set out in Attachment 3 Specification you will be excluded from further participation in this compefition.
AQA1 - Delivery of

11
Services

MARKING SCHEME

¢ Note the webform now displays a response function for each question within the relevant
Envelope.

1. Technical Response (Questions: 19 )

1.1 Section A - Mandatory Question - Question Section
Question Deseription

# Please select YES to indicate that, in the event you are awar:
Specification,

RESPONSE GUIDANCE

MARKING SCHEME

PASS
You have selected YES canfirming you will unreservedly deliver in full all the relevant mandatory services as set out in Aftachment 3 Specification and any additional services offered

ullail the relevant services as sét out in Attachment 3 Specification and you will be excluded from further participation In this competition

e You can now scroll through the questions in the “editable” Envelope and respond to
questions in an appropriate way using the various response mechanisms which are
provided:

o text field,
o dropdown list or;
o attachment upload etc

If the question response requires an uploaded attachment, please use the following process:

Note the comment in the highlighted zone that you are in “Edit Mode”. Select “Click to attach file”.

\
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Either, “Drag and Drop” your selected single file (or zipfile) into the shaded area, or select [Select a
File to Upload] and use the dialog box to select your required single file (or zipfile). Note the
guidance in the highlighted zones and the maximum uploaded file size being 50MB.

AN

Attachments \

Select file to upload:
Please keep attachmenis to a manageable size in erder to facilitate downlogding. The portal all
50ME but we recommend that you keep attachments fo 2Mb or less.

ys individual attachments up to a maximum size of

File extensions not permitted: .bat, .chm, .cmd, .com, .cpl, .crl, .exe, .hip, .hfa, .inf, .ins, .isp, jse, .Ink, .mdb, .mM_pcd, .pif, .reg, .scr, sct, .shs, vb, ws

Select a File to Upload

Attachments

# Type File Name Size

e With your file selected, as shown below, select [Cenﬁrm\].

\

Attachments

Select file to upload:
Please keep attachments to a manageable size in order to facilitate downloading. The porial allows individual attachments up to a maximum size of
50ME but we recommend that you keep attachments to 2Mb or less.

File extensions not permitted: bat, .chm, .cmd, .com, .cpl, .crt, .exe, hip, .hia, .inf, .ins, .isp, jee, .Ink, .mdb, .ms, ped, pif, reg, scr, sct, shs, vb, ws

(& Replace Attachment ™ Remove Attachment
Attachments
# Type File Name Size
1 ZIP My Zipped Tender Response.zip 62.9 kb

¢ While in “Edit” mode, select [Validate Response] to check that you’ve answered all the
mandatory questions in that Envelope. When you’ve finished editing your response within
the Envelope, select [Save and Exit Response], read any guidance messages in pop-ups.

Edit Mode ¢

1. Technical Response (Questions: 19 )

1.1 Section A - Mandatery Question - Question Section

Question Description Response

Contract, you will unreservedly deliver in ful all the relew jou have been successfully appointed for as set out in Attachment 3
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You can now select [Edit Response] for the other Envelopes within the event in order to enter your
responses to those envelopes, or leave and return to the system later. While in “Edit” mode, select
[Validate Response] to check that you’ve answered all the mandatory questions in that Envelope.
Remember to select [Save and Exit Response] on conclusion of editing an Envelope. An event may
contain some or all of:

¢ Qualification Envelope
e Technical Envelope
¢ Commercial Envelope

Your response will be in a draft state from when you first save an initial response to the questions.
On completion of your response, you must select [Submit Response] to submit your response to
the buyer, an unsubmitted response will not be accessible to the buyers.

An unsubmitted response will be clearly shown within the event;

ITT. itt_87 - JohnG Test ITT 180719

Project:project_60- JohnG Demo Project 180719
Closing Date: 31/077/2019 15:00:00

Response Last Submitted On- Not Submitted Yet

A submitted response will be shown with its submission date/time, on submission an email alert will
also be sent to the submitter:\

ITT: itt_87 - JohnG Test ITT 180719
Frojectproject_60- JohnG Demo Project 180719

Closing Date: 31/0772019 15:00:00

Response Last Submitted On: 22/07/2019 14:06:53

If you attempt to submit a response that is missing responses to mandatory questions, your
response will not be submitted and a pop-up window will list the missing response(s). In this
situation, select [OK] to close the pop-up and re-edit your response.

The reqguest generated the following errors: a

- Missing Mandatory Field: AQAZ2 - Contract Population Template
- Missing Mandatory Field: AQA3 - Additional Offerings
8044 - Enhanced Technical Support
QB1 Service Delivery

- Missing Mandatory Field: AQB2 Customer Service
| - Missing Mandatory Field: AQB3a ACCOUNT MANAGEMENT

- Missing Mandatory Field: AQBE3b ACCOUNT MANAGEMENT

A 1

- hdicrinm hdamAdntam: Cialds

I

- Missing Mandatory Field:

I=

- Missing Mandatory Field:

Marmnncteatinn ~F tha cuckam
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4b.2 Re-editing Your Response
You can re-edit and submit a response at any time up to the displayed “Closing Date” by selecting
[Edit Response].

My Response Summary

1. Technic

1. Technical Response (Questions: 1} ¥ Edit Response

If you are attempting to edit, re-edit or submit your response after the displayed “Closing Date”, this
may be possible depending on the event’s configuration, you will be clearly warned by pop-up
messages that the buyer may not accept your late submission.

- Attention! You are now modifying your response after the deadline.

Your submission may not arrive in time to be considered or may be
rejected by the buyer,

- Warning! YOU ARE ABOUT TO SUBMIT A LATE RESPOMSE.

If you have already submitted a response and are making an
amendment this will also result in you submitting a LATE RESPOMNSE.

The responsze may be rejected and you may be excluded from this
Project. Click OK then 'Submit Response’ to continue.

4b.3 Tender Outcome

When the event has been opened by the buyer, this may be later than the “Closing Date” depending
on the event’s configuration, you will no longer be able to edit a submitted response or submit a new
response (see Section 4b.2). The buyer will now have access to submitted responses and be able
to download the submitted files for evaluation. Following evaluation the Buyer will communicate the
outcome via the messaging function.
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Section 5. Managing Supplier Users

Introduction
This section describes how you may:

1. Register on the platform new contacts for your organisation.
2. Give a user the “rights” to manage other users (ie User Management).
3. Adding a new contact to an event that’s been published by a buyer.

5.1 Registering new contacts for your organisation
Note: In order to do this activity you must either be the organisation’s super-user or have been given
the rights to “User Management” (see 5.2 below).

e Login to the platform.

o Select “User Management > Manage Users > Users” from the side menu.
e Select “Create”.

¢ On the next screen, populate the indicated fields and select [Save].

e The new user will be emailed their access details.

5.2 Give a user “User Management” rights
Note: In order to do this activity you must either be the organisation’s super-user or have been given
the rights to “User Management”.

e Login to the platform.

e Select “User Management > Manage Users > Users” from the side menu.
o Select the subject user from the displayed list.

e On the next screen, select “User Rights”.

o The next screen will display the current user rights for the subject user.

e Scroll down to the “User Management” section.

e Select [Edit User Management Rights].

e Select “Manage Users” to “Yes”.

e Select [Save] to confirm the change.

5.3 Adding a contact to an event
Note: In order to do this activity you must have access to the subject event (ie it must have been
published by the buyer) and the contact must be registered on the platform (see 5.1 above).

e Login to the platform.

e Select “Sourcing > ITTs > My ITTs” from the side menu.

e The next screen will list the events to which you have access.

o Select the subject event.

e Select “ITT Details > Associated Users”

e The next screen will list the users from your organisation who have access to the event.

¢ To add an extra contact, select [+ Add]

¢ On the next screen type the user’'s name in the “Quick Selection by Name”, when
highlighted, select the required user, this will then displayed on the screen.

o Select [Save] and confirm [OK] to the pop-up to add the user to the event.
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