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Introduction 

This guide has been prepared to help suppliers use the agency’s eSourcing system to respond to tenders. 

 

Please note as the agency shares this site with Public health England, currently all the branding is PHE’s rather than 

the Medicine and healthcare products Regulatory Agency’s. 

 

There are two main ways to submit a response using this sustem: 

1. You can enter your response directly into the web screen, or; 

2. You can download a response form into excel, complete your response and upload it. This is probably the easier 

option. You will have to then upload any attachments using option 1. 

 

If you have any problems using the system, please contact the Bravo Solutions helpdesk. If you have any questions 

regarding the contents of the tender please use the messaging system in the system to contact the agency. 
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When you log in you will see the following screen. 

1 – This is the home button, when you click on it it will take you to this screen. 

 2 – This section shows all the tenders that are running that you can apply for. – Go to slide 4 

  3 – This section alerts you to any new messages you may have 

   4  – This section shows you the tenders you have either been invited to or have decided to  

   respond to. Click on the Tender you wish to respond to. Go to slide 5 
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If you click on the “PQQ/ITTs open to all suppliers” link, you are taken to this screen which shows all the tenders that are currently running. You can 

click on each one to see an overview – Go to slide 5 

Alternatively click on the home button to return. 
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You need to look at the “Terms and Conditions of Contract First” 

If you accept them tick the “I agree to all terms and conditions”, you will then be taken to the tender information 

If you don’t accept them tick “I don’t agree”, you will then be taken back to the previous screen 
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If you ticked “I agree to all terms and conditions”, you will be shown this screen 

You can either click the “Express Interest” button or “Decide Later” button 
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You now see a read only view of the tender documents. 

It is important you read section 1.1 READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE 

The yellow box shows you how many unread attachments you have, click on this to see them. Slide 7. We recommend you download all the 
documents now. 

The ITT details has 4 tabs 

• Settings – Shows you the general tender settings eg dates etc – Slide 9 

• Attachments – shows you the attachments included with the tender – Slide 8 

• My Response – is where you enter your response. 

• User Rights – not used 

The Messages Tab, shows you how many unread messages you have. You can create messages from here as well. Click on this tab to see the 
messages menu (click back on the ITT Details Tab to see the Tender Detail 

If you wish to respond to the tender click “Create Response” 
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Attachments Screen 



9 

Settings Screen 
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There are two main ways to submit a response, one is to type the response directly into the screen. The second is to download a response form, 

complete it on line and then upload it back into the system. 

We think the latter option is the simplest. 

To down load the response form click on the ●●● box and select “Export/Import Response” Go to slide 16 

To complete the form online click “Edit Response” Go to slide 12 



Entering Details Online 
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Entering Details Online 

Click on “Edit Response” 

You can now complete Section 1 – Qualification Response 
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Complete the questions 

* questions require a mandatory response 

Save your response regularly 

When section 1 is complete select “Save and Exit Response” 

You are then taken back to the previous screen, Slide 12, select the next section 2 – Technical Response / 3 –Commercial Response and repeat.  
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When all three sections are complete. 

The Response Summary section shows which questions have not been completing. 

When your response is ready to be submitted click “Submit Response”. The system will tell you if any answers are missing. 



Using the downloaded 
Response Form 
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To download the response template select “Download” 

Save the file 
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The Import Excel screen allows you to download an Excel spreadsheet containing all the information requested by the Buyer. You may use the spreadsheet to 
compile your Response. Once you have completed the spreadsheet you should return to the Import Excel screen and import the spreadsheet in order to populate 
the online Questionnaires with your Response. 
 
NOTE: IT IS IMPERATIVE THAT YOU DO NOT ADD OR REMOVE ANY WORKSHEETS, CELLS, ROWS OR COLUMNS FROM THE EXCEL RESPONSE 
SPREADSHEET, OR EDIT ANY FORMULAE WITHIN THE SPREADSHEET, AS THIS WILL CAUSE THE IMPORT OF THE SPREADSHEET TO FAIL. 
HOWEVER YOU MAY CHANGE THE WIDTHS OF COLUMNS, OR HEIGHTS OF ROWS, IN ORDER TO IMPROVE USABILITY OF THE XLS. 
 
ALSO, BE AWARE THAT IF THE BUYER MAKES ANY CHANGES TO THE CONFIGURATION OF THE QUESTIONNAIRES, THEN YOUR VERSION OF THE 
SPREADSHEET WILL BE INVALIDATED, AND YOU MUST DOWNLOAD AN UPDATED VERSION IN ORDER TO CREATE A VALID RESPONSE. IN THIS 
CASE, PLEASE COPY AND PASTE YOUR ORIGINAL RESPONSE INTO YOUR NEW RESPONSE, BUT ALWAYS PASTE THE RESPONSES ONE CELL AT A 
TIME, RATHER THAN PASTING ENTIRE COLUMNS, ROWS OR WORKSHEETS.  

 

Qualification and Technical Response 
 

Yes/No Value 

Please respond to Yes/No Questions by clicking the drill down arrow to the bottom right of the response box and making your selection from the 
drop down menu. 

 

Text 

Please respond to Text Questions by entering text into the highlighted column, up to a maximum of 2000 characters, including spaces. 
 
The Excel spreadsheet will allow you to enter more than 2000 characters, but once you leave the Response box, your options will be to "Retry", to 
return to the text box and amend your Response or "Cancel" to remove any new text entered. 
 
Please check your Response after it has been uploaded in order to verify that long text entries have not been truncated.  

 

Numeric 

Please respond to Numeric Questions by entering a numeric value in the Response column. Valid numeric values must be in number format, with a 
maximum of 2 decimal places e.g. 2500.67 
 
Please do not enter any symbols or non-numeric characters, except for a single decimal point (if required).  

 

Options List 

Please respond to Option List Questions by clicking the drill down arrow to the bottom right of the response box and making your selection from the 
drop down menu.  

 

Multi Choice Options List 

Please respond to Multi Choice Options List Questions by marking the appropriate cells. This is done using the drill down arrow to expand the drop 
down menu and clicking "Option Selected" for each of the applicable options. Cancel or Delete to remove the selection  
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Commercial Response 
 

Commercial 

Please respond to Price Line Items by entering a numeric value in the Unit Price column. Valid numeric values must be in number format, with a 

maximum of 2 decimal places e.g. 2500.67 

 

Please do not enter any symbols or non-numeric characters, except for a single decimal point (if required). 

 

Some Questions may also allow you to provide a Quantity value, which must also be in numeric format.  

 

Quantity Range 

Please respond to Price by Quantity Line Items by entering a numeric value in each of the Cells in the Unit Price column, according the Price that 

you wish to offer for each range of Quantities. 

 

Valid numeric values must be in number format, with a maximum of 2 decimal places e.g. 2500.67 

 

Please do not enter any symbols or non-numeric characters, except for a single decimal point (if required).  

 



19 

Read the instructions and complete the spreadsheet and save a copy of it when it is complete 
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To upload the response template select “Choose File” 

Select the completed template you wish to upload 

Select “Import Excel” 

You then need to upload any attachments for the questions that require them. 



Submitting the Response 
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The Response Summary section shows which questions have not been completed. Click on the sections with missing responses to update them.  

When your response is ready to be submitted click “Submit Response”. The system will tell you if any answers are missing. 


