@ Department
of Health

BMS
e-tendering manual

Procurement



| DH ) Department
BMS e-tendering manual k of Health

supplier.helpdesk@dh.gsi.gov.uk - 011325 45777 - Open 10am-4pm.

BMS e-tendering manual

Procurement

This manual aims to provide all suppliers with the basic information to
complete the required actions in the Department’s Business Management
System (BMS).

You can register and login here -
http://www.dh.gov.uk/en/Aboutus/Procurementandproposals/BMS/index.htm.

m As a security measure, BMS will timeout if untouched for 15 minutes.
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Registering as a New Supplier

If you are new to BMS, you will first need to ensure that your company details are registered
with DH. If your company hasn't previously worked with DH, you will need to create a BMS
user account. Click the following link —
http://www.dh.gov.uk/en/Aboutus/Procurementandproposals/BMS/index.htm - and click the
‘Register for BMS’ link on the right hand side.

QH)D tment Search B » covceasencn
epartmen

of Health Sitemap \FOI | FAGs | Contactus El A A

Information about your NHS

BMS: e-tendering portal

Health care S0 Fublic health i

You are here: Home == About us == Procurement and proposals == BMS: e-tendering portal BMSY -tendering
[P Ernail this page portal\&&

» BMS: e-tendering portal

¥ Brocurement palicy BMS: DH e-tendering portal
b ol 21 CORIEES On 1 July 2008, the Department of Health (DH) deployed a combined financial, HR and 5 Redlster for 85 (&
procurement solution: Business Management Systam (BMS). A key slement oTthe solution is
» RED calls Tor proposals the new e-procurement module. The e-procurement module automates the tendering process .
via an Oracle interface between buyer and supplier NHS supplier
. information database
Why use BMS? How do | register?
& Autemated notification e-mails e S npliersliea e Suppliers are alsa strangly
Mever miss an opportunity — terms of use (helow) thoroughly before advized to register at
“when yaur campany is invited ta registering e sid4health nhs Uk where
atender or receives a Flease you can craate a profile for
message, BWS will notify you via frequently asked PQQ
email, ensuring traceability ® clickthe Register for BMS information and access NHS
through secure and auditable link inthe right-hand calumn opportunties

communications oA

A contact form will open in a new window — please fill out the relevant fields and submit.

QH Department
of Health

Register for BMS

Complete this form in order to obtain @ BMS e-tendering username and password. Suppliers are also strongly advised to register at

. sid4health.nhs.uk (where suppliers can create a profile for frequently asked PQQ information and access NHS opportunities) and

wwewr. contractsfinder. businesslink. gov.uk (where suppliers can view wider public sector tender dacumentation). Other useful links are listed an the
procurement home page

By filling in this form, you are not entering onto & preferred supplier list, you are simply registering for the DH e-Tendering portal. If you are filling in
this form in order to accept payments from Department of Health, please get in touch with your DH contact as we do not accept payalles details
direct from suppliers without a Departmental spansor, nor can you submit those details through this contact form. Failure to fill in all the relevant
details accurately will result in a delay to your user registration

Qance you complete the form, please click the Submit button at the end

Vendor name ™

N.B. Please quote your employers or business name

Contact name ™ I |

Job fitle: I |

should register against their parent organisation, as Department of Health will pay
their parent organisation. Department of Health cannot make payments (in relation
to commercial arrangements) to personal bank accounts.

ﬂ University staff, such as professors, should not register as sole traders. They

You will receive a system generated email from ‘BMS SPRD Workflow Mailer’ confirming
your ‘Username’ and ‘Password’.

By registering your company’s contact details on the portal, you are not entering
onto a preferred supplier list, you are simply registering to be able to interact with
the Department electronically.
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Logging into BMS for the first time

You will receive an email with your username and password, click the ‘Log on’ link to be
redirected to the portal or login using the following link:
https://www.showa.dh.gov.uk/OA HTML/AppsLocallLogin.jsp.

FYI: Department of Health Supplier Collaboration Network: Confirmation of Registration inbox
BMS SPRD Workflow Mailer <noreply@dh.gsi.gov.uk> to me 10:48 (D[ minutes aga) &7 Reply |
To TESTPASSWORD

Sent  19/05/2009 10:47:27
D 1434166

‘fou have been registered at Department of Health for access to their supplier collaboration netwark. You can log on with the username
ZIFFTESTIIFERGOOGLEMAIL. COM and the password P10SCEEDS.

YWhen you first log on, you will be required to change your password for security purposes. Contact administrator for additional information.

Thank you.

The original of this email was scanned for viruses by the Government Secure Intranet virus scanning service supplied by Cable&Wireless in
partnership with Messagelabs. (CCTM Certificate Mumber 2007/11/0032.) On leaving the GSi this email was certified virus free.
Comrmunications via the GSi may be automatically logged, monitored andfor recorded for legal purposes.

& Notification Detail.html
1K Wiew Download

Reply Forward |nvite BMS to Google Mail

Enter your ‘Username’ and ‘Password’, and click ‘Login’.
ORACLE' E-Business Suite

Login
Usemame ZZZZTESTIZZ@GOOGLEMAIL.COM

Login
@TIP Forgot your password?

Copyright (c) 2008, Oracle. Al rights reserve

When you first login, you will be asked to change your password. Choose a new password
and click apply — you are now fully registered to use BMS.

ORACLE
E-Business Suite

Change Password

Change Password
*ndicates Required Field
=Current Password \--

*Mew Password | ee.

*Re-enter New Pageword \:7-7
@Tl

word must be at least 8 characters long

Passwords must contain at least one letter and at least one number, must be at
least 8 characters long and must not contain repeating characters.
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Acknowledging participation in an Invitation To Tender (ITT)

When the DH buyer issues an ITT, each supplier will receive an email notification asking them
to confirm if they wish to participate.

You are invited: ITT 52564 (ZZZZ TEST ZZZZ) Inbox
BMS SPRD Workflow Mailer <noreply@dh.gsi.gov.uk> to me 12:29 (1 minute aga) &+ Reply
Frarm: Widdop, Neil

Tender Preview Not specified

Tender Open May 18, 2009 12:27 pm GMT
Tender Close May 21, 2009 12:26 pm GMT
Supplier ZZZZTEST3

Supplier Site DEFAULT

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the Mo button. You may enter a
note to the buyer in the space below before acknowledging or declining.

Click here if you want to view the document before acknowledging intent to participate andfor to enter a response. If you are not already logged
in, you will first be taken to a page where you will need to enter your user name and password.

Please click here to Respond

The original of this email was scanned for viruses by the Government Secure Intranet virus scanning service supplied by CablefWireless in
partnership with Messagelabs. (CCTM Certificate Number 2007/11/0032.) On leaving the GSi this email was cedified virus free.
Communications via the GSi may be automatically logged, monitored and/or recorded for legal purposes.

@ Notification Detail.html
1K Wiew Download

Reply Forward |nvite BMS to Google hail

All suppliers should include noreply@dh.gsi.gov.uk in their spam filters (if they
m use a filtering tool) in order to receive notifications.

Suppliers should not forward the notifications they receive from BMS, as the links
m will be unavailable to view for non-BMS users.

To access the tender, use the link provided in the email or log in direct -
https://www.showa.dh.gov.uk/OA HTML/AppsLocallogin.jsp - via the portal. You will need
your ‘Username’ and ‘Password’ (your ‘Username’ is always your email address and your
‘Password’ will have been chosen when you registered).

ORACLE E-Business Suite

Login
Usemame

Password

Login
@TIP Forgot your password?

Copyright (¢) 2008, Oracle. Al rights reserved,

If you have forgotten your password, click the ‘Forgot your password?’ link to be directed
through the password retrieval process.

The Department of Health will never ask you to confirm your password. Please
m contact the Supplier Helpdesk if you receive any suspicious e-mails or phone calls.
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An overview of your tender opportunities is located at the top of the screen under ‘Worklist’.

m Items in your ‘Worklist’ require action and should be checked regularly.

Click the ‘Subject’ title to view the notification.

Qm Department E_Businkss Suite
of Health

Logout Preferences Help

Logged In As ZZZZTEST3@GOOGLEMAIL.COM

Worklist Favorites

Ful List Edit Favorites )
From Subject Sent You have not selected any favarites. Please use the "Edit Favorites”
Widdop, Meil “ou are inviteY. ITT 52564 (7777 TEST ZZ77) 18/05/2009 button to set up your favorites.
@ TIP Vacation Rules - Redirect or auto-respand to notifications.
Navigator
[ Sourcing Supplier Please select a responsibility

Logout | Preferences | Help

Copyright () 2006, Oracle. Al rights reserved. Privacy Statemert

Click either the “Yes'/'No’ tab to inform the buyer of your company’s proposed action in this
tender.

Qm Department E.Business Suite
of Health

Home Logoit Proferences Heln

You are invited: ITT 52564 (ZZZZ TEST ZZZZ) \(
Mo ) | es )
From Widdop, Neil Company Department of Health
To ZZZTEST3@GOOGLEMAIL.COM Title ZZZZ TEST ZZZZ
Sent  18/05/2009 12:27:51 Murnber 52564
Due  21/05/2009 12:26:17
ID 1429461

Tender Preview Not specified

Tender Open May 18, 2009 12:27 pm GMT
Tender Cloge May 21, 2009 12:26 pm GMT
Supplier ZZZZTEST3

Supplier Site DEFAULT

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the Mo button. You may enter a note to the buyer in the space below before acknowledging or
declining

Click here if you want to view the document befare acknowledging intent to participate and/or to enter a response. If you are not already logged in, you will first be taken 1o a page where you will need to enter your
usger name and password
Action History

Num Action Date Action From To Details
1 18/05/2009 12:27:51 Submit Widdop, Neil IITITEST3@GO0GLEMAIL COM
Response

hote ta Buyer |

Return to VWorklist ((No ) (Yes)
Home | Logout | Preferences | Help
Copyright (¢) 2006, Oracle. Allrights reserved Privacy Statement

If required, you can use this opportunity to issue a brief note to the buyer.

You will now be directed back to your home page. The notification in your ‘Worklist’ has now
disappeared.
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Downloading the ITT documents and Terms & Conditions (T's & C’s)
To download the relevant tender documents, navigate to the relevant tender.

When you are logged in, click on ‘Sourcing Supplier’. A set of additional options appear to
the right, click on ‘Sourcing Home Page’.

QH Department E.Business Suite
of Health

Lovout Preferences Help

Logged In Az ZZZTEST3@GOOGLEMAIL.COM

Worklist Favorites
(_Full List ) (_Edit Favurites
From Subject Sent “ou have nat selected any favorites. Please use the "Personalize" link

There are no notifications in this view. to set up your favorites.
@ TIP Vacation Rules - Redirect or auto-respond to natification

Navigator

[E]scurcing Suppiic 50...%
[ Sod¥cing Home Page
[ wvorkist
Logout | Preferences | Help
Copyright (c) 2008, Oracle. &ll rights reserved Privacy Statement

Under “Your Company’s Open Tenders’, select the tender number you wish to open.

QH' Department sourcing Home Logout Preferences Help
of Health

yrences M

Search Open Tenders | Number | / |Ge)

Home Page

Welcome, TEST3, EXTERNAL
@ TIP For invited tenders, click on guick link a
@ TIP For Exprassion of Interest (E00) | plea:

view ITT documents
enter number or press Go'to view all EOls

Your Active and Draft Response,

Press Full List to view all your compapfy's responses. | Full List
Type  Response Number Response Status Supplier Site Tender Number Title Wonitor
ITT 752008 Active DEFAULT 52476 ZIIIFPTEST2
I 748004 Active DEFAULT 51898 ZIITIWOTEST
Your Company's Opeyf Tenders
T
(_Full List
Open Tenders
Type Terg®r Number Title Supplier Site
I 52564 ZZF7 TEST FZ77 DEFALULT
T 52197 ZZFTFMCTEST DEFALULT
Quick Links
Manage
o Drafts
» Personal Information
Tenders | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserver| Privacy Statement

Under the header, ‘Original Documents’, click on the File Name and Open or Save as
required.

QB Department 5ayreing B Ll Preteveees ek
of Health
Yool >
ITT: 52564
Actions | Ackrowledge Panicipation | Go )
Tihe ZZZX TEST Lk Open Date 18052009 12:2748
Status  Acthve Close Date 21052009 12:26:17
Header | Coofragh Toems
Buyer Widdap, M. Nell Outcoms Standard Purchase Order
Syl Blind Evont O Single Tonder
Descnption
Artributes
Doraits Amribugh Growp
Mo tesfils found
Original Defcuments
Nate 12 Sfppliers
File Nan Type  |Description [Carogory |Last Updated By [Last Updared |Usage Updata Uelets Publish ts Catatog
[TT Latta File ITT lettor Ta Suppler RMDODOP 1B062003 Onas-Tinner

Add MessagesiDocuments

| Mo Message/Dournent )
Subjoct Messago Documant Status Sonder Dato
No results found

Woader | Cortract Terms
Baarn 19 Tordurs Actions | Acknowledge Parscglion ¥ | G2

Tendsrs | Home | Loget | Erefarsnces | Halo
Copyright (<) 2006, Cracle. ABrights reserved Ermvacy Shatpman
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Click on the ‘Contract Terms’ tab to download a copy of the Terms and Conditions
applicable to the tender, select ‘Preview Contract Terms’ to Open or Save as required.

Qm Department sourcing

of Health

Home Logout Preferences Helo

e N

Tenders >
ITT: 52564

Title ZZZZ TESTZZZZ
Status  Active

Header Contract Terms

This tender includes Contract Terms. View the terms by clicking on the P
Deliverables

@ TIP If applicable, please see attached helow for latest Terms and Condj

Contract Terms |

Header |

Beturn to Tenders

Copyright (2) 2008, Oracle. Al rights reserved

File Download - Security Warning @
Do you want to open or save this file?

Loy Name: 52564 _LiS_CONTRACT paf
L) Type: Adobe Acrobat Document
From: vww,showa,dh,gov.uk

Open | [ save | [ Cancel

sl files from the nternet can be usehul, this file tpe can
potentiall harm your computer. If you da not bust the source, do not
open o save this software. Whal's the risk?

Open Date  18/05/2009 12:27:48)
Close Date  21/05/2009 12:26:17

(_Preview Contract Terms

Actions | Acknowledge Participation | ( Ga )

Privacy Statement

L1

All ITT’s will include standard terms and conditions, with the exclusion of mini-
competitions under an existing Framework agreement, where the T's & C's are
pre-agreed and are available to download in the ‘Original Documents’ section.
Any qualifications against our T's & C’s should be raised immediately with the
buyer, as well as Supplier Helpdesk, to ensure a quick resolution.
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Submitting a quote

When you are ready to submit your quote, please navigate to the relevant ITT. Click the drop
down box next to ‘Actions’, select ‘Create Quote’ and then ‘Go’.

QH ’Depun‘menr Sourcing Home Logout Prefersnces Help
of Health
TIenders >

ITT: 52564
Title ZZZZ TEST ZZZZ Open Date
Status  Active Close Date
= 5 Online Digcussions
| Header | Contract Terms
° i Print [TT
Buyer Widdop, Mr. Neil Qutcome  Standard Pu
Style Blind Event DH Single Thnayr to Soreadsheet
Description
Attributes
Details Attribute Group
Mo results found
QOriginal Documents
Mote to Suppliers
File Name [Type IDescliprion Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
ITT Letter doc File ITT letter To Supplier NWIDDOP 18/05/2009 One-Tirme F I Ir@g
Add MessagesiDocuments
Mew Message/Docurment
Subject Message Document Status Sender Date
Mo results found
Header | Conract Terms
Relum to Tenders Actions | Acknowledge Participation | (Go
Tenders | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. Al rights reserved. Privacy Stalement

If you need to submit more than one response (i.e. multiple CV’s all at different
m rates) please contact the Supplier Helpdesk.

If the ‘Create Quote’ option is missing, you have more than likely started a draft
m response and not submitted it. Please return to your ‘Sourcing Home Page’ by
clicking the ‘Tenders’ tab, look under ‘Your Active and Draft Responses’ and
search for quotes in response status ‘Draft’ against your ITT.

does not accept quotes submitted outside of BMS. If you are unable to access the
system, (i.e. where the system is unavailable or not responding), please e-mail
screenshots of any error messages to Supplier Helpdesk.

ﬂ Please leave yourself plenty of time to upload your quote. Department of Health

You will have to accept the ‘Terms and Conditions’ regarding use of the secure portal in
order to submit a quote.

Qm Department gourcing Hoew Looal Bmissces tey
of Health

epted bedare & quote o placed in the [T Cancel | | Accent

ind patt the wpdated &
nated in the p

Cancel | | Accepn
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You now have several options in the form of tabs in the top right corner of the screen and

boxes for text in the lower half of the screen.

Qm Department Sourcing
of Health

‘Quote Price’ is the only mandatory field.

Home Logout Preferences Helo

ACTS

Tenders » ITT.52564 >
Create Quote; 790005 (ITT 52564)

¥ Header

Title ZZZZTEST ZZ77
Supplier Site  DEFAULT
ITT Currency GBP
Quote Currency GBP
Price Precigion Any
Attachments
Add Attachrents )
File Name Type Description Category
Mo results found,

Contract Terms

Deliverables

Cancel Wiew [TT Quuote By Spreadshest Save Draft ) | Continue

Close Date  21/05/2009 12:26:17
Reference Number | |

Mote to Buyer |

Last Updated By Last Updated Usage Update Delete

Preview Contract Terms )

Deliverable Name Due Date Status Alert Update

Mo deliverables found.

Lines

@ Indicatas mare information requested. Click on the Update icon

Line Update Ship-To Target Price Quote Price Unit  Target Quantity Ouote Cuantity Promise Date

1 Eequisition Line f See Ship-to Below

GEP 1 1 |
Cancel ) (View ITT ) ( Quote BySpreadshest ) (Save Draft ) | Cortinue )

Tenders | Home | Logout | Preferences | Help

‘Cancel’
To return to Sourcing Home Page.

‘View ITT
To return to the ITT header page.

‘Quote By Spreadsheet’

This should only be used in OJEU value
procurements where 10 or more quotes are
needed. For instructions using this, please
contact Supplier Helpdesk.

‘Save Draft’
To save a draft of your quote (please note,
this is not a submission).

‘Continue’
To continue to the submission stage.

‘Reference Number’
If you need to include a reference number.

‘Note To Buyer’
If you need to issue a brief message to the
buyer.

‘Add Attachments’
If you need to add attachments to your quote.

‘Preview Contract Terms’
To download a copy of the Contract Terms.

‘Quote Price’
Enter your quote price here.

‘Promise Date’

The day you expect the work to start or
goods to be delivered.

10
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To add an attachment to your quote, select ‘Add Attachments’. Fill in the ‘Description’ field
and browse for your document. If you need to add more than one, select ‘Add Another’.
When you are finished uploading documents, select ‘Apply’.

@ Department Sourcing
of Health

Home Logout Preferences Help Personalize Page

Tenders > [TT. 53088 > Create Quote: 333002 (ITT 53088) >

Add Attachment \ﬁ_J
(Cancel) (Add Another ) (Agaly)
Attachment Summary Information

* Indicates required fisld

= Description (|17 document 1

Category  From Supplier

Define Attachment

Type @ File CiDocuments and SettingsirwiddopiDesktopyparams [ Browse.. |
QURL
OText
Narne

(Optional provide & nams to Text attachmeant)

(Cancel ) | Add Another | ( Apply )
You can now see the attachments have been added to your quote. Once all the other relevant
fields are filled in, press ‘Continue’.

QH Department Sourcing

Home Logout Preferences Help
of Health

¥ o

Tenders > [TT.62564 >
Create Quote: 790005 (ITT 52564)

(Cancel) (View ITT ) ( Quote By Spreadsheet ) ( Save Draft | ( Cortinue
¥ Header
Title ZIZZTEST 7777 lose Date  21/05/2009 12:26:17
‘Sru(ngherswe EE?ULT Reference Mynber |QH1515
urrency
Gluote Currency  GBP

Mote to Bu: |Ounte 1
Price Precigion  Any
Attachments
|_Add Attachments |
File Name |Type |Descri|)(i0n Category Last Updated By Last Updated Usage | Update Delete
ITT Letter doc File [TT docurment 1 From Supplier ZITTTEST3@GO0GLEMAIL COM 18/05/2008 One-Time f m
Contract Terms
(_Preview Comract Terms )
Deliverables
Deliverable Name Due Date Status Update
o deliverables found.
Lines
@ |ndicates more information requested. Click on the Update icon
Line Update Ship-To Target Price Quote Price Unit Target Quantity Quaote Quantity Promise Date
1 Requisition Line / See Ship-to Below 20000

GBR 1 1 29/05/2003 12.25.37

(Cancel ) (MiewITT ) | Quote BySpreadsheet | | Save Draft ) ( CoMtinue )

Tenders | Home | Logout | Preferences | Help

11
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Review your quote and press ‘Submit’.

‘DH"Department Sourcing Home Locout Prefersnces Heb

of Health

((Cancel ) ((Back) (Save Draft) (Submit)

Tenders > [TT. 62664 >
Create Quote 790005: Review and Submit (ITT 52564)

Header
Title ZZZZ TEST ZZ77 Close Date  21/05/2009 12:26:17
Supplier Site DEFAULT Quote Yalid Until
ITT Currency  GBP Reference Number QH1515
Gluote Currency  GBP Mote to Buyer Quote 1
Price Precision Any
Attachments
File Name [Type |Description Category Last Updated By Usage | Update Delete  Publish to Catalog
ITT Letter.doc File ITT docurment 1 From Supplier ZZITESTI@GOOGLEMAIL COM 18/0572 One-Time i “W T@;
&

Contract Terns

Deliverables

Alert

Deliverable Name Due Date
Mo deliverables found

Lines
Start Target Quote Price Target Quote Your Total
SelectLine Ship-To Price Price (GBP) Unit Quantity Quantity Amount Need-By Date Promise Date
@ 1Requisition See Ship-to 20000 GEP 1 1 20,000.00 26/05/2009 12:25:34 to 2905 290542009 12:25:37
Line Below 12:26:37

Line 1: Requisition Line
Notes and Attachments
Mote to Buyer

File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo results found

Publish to

(Cancel) | Back ) (Save Draft ) | Submit )

Tenders | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. Al rights reserved. Privacy Stalement

Once your quote is submitted, you will see confirmation on the screen.

@Deparfmenr Sourcing Home Logout Preferences
of Health

AT

Confirmation
Gluote 790005 for [TT 52864 (ZZZZ TEST ZZ77) has been submitted

Retum to Sourcing Home Page

Tenders | Home | Logout | Preferences
Copyright (c) 2008, Oracle. Al rights reserved Privacy Stalement

12
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Submitting an Expression of Interest (EQI)

OJEU opportunities can be monitored by navigating to ‘Sourcing Home Page’ and clicking
‘Go’.

DH ) Department g, $
kjm‘ Health "

Search Open Tenders | Number v L5

Home Page

Welcome, TEST3, EXTERNAL.

@ TIP For invited tenders, click on quick link and view [TT documents.

@TIP For Expression of Interest (EQN |, please enter number or press 'Go' to view all EQls

Home Logout Preferences Help

 ice:s. B

Your Active and Draft Responses

Press Full List to view all your company's responses (_Full List )
Type  Response Number Response Status Supplier Site Tender Number Title Monitor
T 730008 Draft DEFAULT 52564 I777 TEST 777

T 790005 Active DEFAULT 52564 ZIFTTEST ZZZZ

T 752005 Active DEFAULT 52476 ZIFIFPTEST2

T 748004 Active DEFAULT 51898 ZIZZWQTEST

Your Company's Open Tenders

Full List
Open Tenders
Type Tender Number Title Supplier Site
T 52197 IITIFMCTEST DEFALLT
Quick Links
Manage
o Drafts

o Persanal Information

Tenders | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement

This will bring up a list of all open competitions you can respond to. To select an EOI, look
under the ‘Type’ field for EOI's and select the EOI number to view the EOI header page.

DH’Depm ment Sourcing Home Looout Preferences Heln
of Heafth
Tenders >
Active Tendefs
Search
Search by [plurmber ¥ |G}
Select Tenfler: (_Respond )
Al [Your Company's Unread
Select Nuthber|Type(Title Contact [Time Left/  [Close Date Responses |Responses Monitor Messages
O s23a0 T ZZIZTEST 2227 Widdop, Mr. 2 days 22 21,05/2009 12:26:17 Blind 2 mm 0
Neil haurs ok
Q 5297 T ZZZZFMCTEST Widdop, Mr. 10 days 1 hour 28/05/2009 15:18:05 Sealed 0
Meil
) 52393 E0QI South East Regional Alcohol Management (RAM) Fund Manager  YWebb, Mr. 16 days 03/06/2009 14:00:00 1 0 m 0
and Consultancy Team Rick izi i
Return to Tenders
Tenders | Home | Logout | Preferences | Help
Copyright (=) 2008, Cracle. 1l rights reserved Privacy Statement

of the EOI number and select the ‘Respond’ tab to be taken to the submission
screen.

m If you have already filled in the relevant documents, select the radio button to the left

13
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Download the relevant documents from ‘Original Documents’ and complete offline. When
you have completed the documents select ‘Create Response’ from the ‘Actions’ list and
select ‘Go’.

Preferences Hel

k Department sourcing
of Health

Tenders > Active Tenders >

EOI: 52393
Actions |
Title  South East Regional Alcohol Management Open Date  24/04/2009 14;
(RAM) Fund Manager and Consultancy Team Close Date  03/06/2009 14
Status  Active
Header | Contract Terms
Buyer Webb, Mr. Rick Event OJEU - Restricted
Style Open
Description  The Dept Health South East (DH South East) Regional Alcohol Management (RAM) initiative will be outsourced to an experienced outcome-

hased fund and I team, to sti new and different ways of red g alcohol related hospital admissions. A secondary
gain is that the DH South East will increase the amount of |||vestme||1 mrgele(l at reducing alcohol related hospital admissions by amplifying
the effect of the existing resources through werld class out: d i ion training for i and provider
agencies. The investment plan is seeking the supply in four key areas: 1) Influence commlssloner and provider behaviour to reduce alcohol
related alcohel admissions; 2) Stimulate and develop new and different ways to reduce alcohol related admissions, through an innovation
fund: 3) Manage the RAM functions through advice, support, training. information sharing and outcome reporting and through the facilitation
of a regional alcohol network and disruption network: 4) Develop an organic plan to generate incremental change that will impact over
generations.

Attributes

Details Attribute Group

Mo results found
Original Documents
Note to Suppliers

File Name |Type |Desc|ip|ion Category  |Last Updated By  |Last Updated |Usage Update Delete Publish to Catalog

EOQI Questionnaire.doc File  EOI 52323 Questionnaire To Supplier RWEBB 24/0472003 One-Time Z ";@J

Outline Scope for South East Alcohol Plan. doc File  Outline Scope of Wark EOI 52393 To Supplier RWEBB 24/04/2008 Ong-Tirmne 7 II—@;

Add Messages/Documents

New Message/Document |
Subject Message Document Status Sender Date

No results found,

| Header Contract Terms

Return to Active Tenders Actions | Create Response

You will have to accept the ‘Terms and Conditions’ regarding use of the secure portal in
order to submit a response. After you have accepted the Terms and Conditions, you will be

guided to the ‘Create Response’ screen. Add the relevant documents using the ‘Add
Attachments’ button and select ‘Continue’.

,Departmgnf Sourcing Home Looout Preferences Hel

of Health o

Tenders > EOL 52383 »
Confirmation

EOI Questionnaire. dac attachment has been added successfully
Create Response: 791003 (EQI 52393)
Cancel ) (View EQl) (Save Draft] | Continue

¥ Header
Title South East Regional Alcohol b (RAM) Fund Manager and Close Date  03/06/2009 14:00:00
Consuttancy Team Reference Number | |
EOI Currency  GBP
Response Currency  GBP Note to Buyer |

Price Precision  Any

Attachments
Add Attachments |

File Name |Ty|)e |Descli|l(i0|l [Category Last Updated By Last Updated Usage | Update Delete
EOI Questionnaire doc File EQI From Supplier ITTTTESTIE@GO0GLEMAIL COM 180572009 One-Time f ‘m

Cancel ) (Wiew EOl) (Save Draft ) ( Continue )
Tenders | Home | Logout | Preferences | Help
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Once you have reviewed your response, press ‘Submit’. Confirmation of your response will
appear on the screen after submission.

‘DH,DepurImenr Sourcing Home Logout Preferences Help
of Health

Tenders > EOL52393 »

/N Warning

Buyer has requested for you to submit a single, best response. Multiple respanses for this ECI are not allowed

Create Response 791003: Review and Submit (EOI 52393)

((Cancel) (Back) (Save Draft) (Submit)

Header
Title South East Regional Alcohol Management (RAM) Fund Close Date  03/06/2009 14:00:
Manager and Consultancy Team Response Yalid Until
EOI Currency  GBP Reference Mumber
Response Currency  GBP Mote to Buyer
Price Precision Any
Attachiments
File Name Type ! ipti Category Last Updated By Last Updated Usage | Update Delete PubNgji to Catalog
EOl Questinnnaire doc File ECI From Supplier TEST3@GOOGLEMAIL.COM 18/05/2008 One-Time ﬁf o

(Cancel) (Back) (SaveDraft) (Submit)

Tenders | Home | Logout | Preferences | Help

Copyright () 2008, Oracle. Al rights reserved Privacy Statement
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Responding to a Contracts Finder advert

Contracts Finder ITT's can be located by navigating to ‘Sourcing Home Page’, entering the
ITT number in the ‘Search Open Tenders’ field and clicking ‘Go’.

@ Department gon
of Health

Home Logout Preferences Help

Vizenic N
)

Search Open Tenders | Number ¥

Home Page

Welcome, TEST3, EXTERNAL.
@ TIP For invited tenders, click on quick link and view [TT documents.
@TIP For Expression of Interest (EQN |, please enter number or press 'Go' to view all EQls

Your Active and Draft Responses

Press Full List to view all your company's responses (_Full List )
Type  Response Number Response Status Supplier Site Tender Number Title Monitor
T 730008 Draft DEFAULT 52564 I777 TEST 777

T 790005 Active DEFAULT 52564 ZIFTTEST ZZZZ

T 752005 Active DEFAULT 52476 ZIFIFPTEST2

T 748004 Active DEFAULT 51898 ZIZZWQTEST

Your Company's Open Tenders

(_Full List_
Open Tenders
Type Tender Number Title Supplier Site
T 52197 IITIFMCTEST DEFALLT
Quick Links
Manage
o Drafts
o Personal Information
Tenders | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. All rights reserved. Privacy Stetemert
To download the documents, click on the ITT number quick link.
Active Negotiationls
Search
Search by |Nunfner V|55552 } Go
Select Negotigtion: | Respond
All Your Company's Unread
Select Numbgr|Type|Title| Contact Time Left/ Close Date Responses  |Responses Monitor Messages
@ 55552 T Test Widdop, M. Opens in21 hours 48 31/01/2012 17:00:00 Blind 0 gL
Meil minutes

Beturn to Tenders

Under the header, ‘Original Documents’, click on the File Name and Open or Save as
required.
RFQ: 55552

Actions g | Go)
Title  Test Open Date 25/01/2012 15:00:00
Status  Preview Close Date  31/01/2012 17:00:00
_J Header [ Contract Aerms
Buyer Widdop, Mr. Neil Cutcome  Standard Purchase Order
Style  Blind
Description
Attributes
Details Attribyfe Group
Mo regults found.
ocuments
Mote fo Suppliers  This ITT is in relatien to Contracts Finder advert:
|Ty|)e IDescriplion |Cntegor_v |Lnsl Updated By Last Updated Usage I Update Delete
[T At File T2 To Supplier NYWIDDOP 24012012 One-Time f’ i

Add Messages/Documents
| Mew Message/Dacument |

Subject Message Document Status Sender Sender Organization Date
Mo results found.

j Header [ Contract Terms
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Click on the ‘Contract Terms’ tab to download a copy of the Terms and Conditions
applicable to the tender, select ‘Preview Contract Terms’ to Open or Save as required.

RFQ: 55552
Actions | Crexe Guate v Go)
Title Test Open Date 250172012 13%00:00
Status  Preview Close Date  31/01/2012 1700
Header | Contract Terms |

Preview Contract Tertns |
This negotiation includes Contract Terms. Yiew the terms by clicking on the Preview Contract Terms button.

Deliverables

@ TIP If applicable, wiew the Contract Terms by clicking on the Preview Contract Terms button. If this ITT is a Framework Mini-Competition please refer to the ‘Original
Diocuments' section in the 'Header' tab for the pre-agreed Framework terms.

Header Contract Terms

Return to Active Megotiations Actions | Create Guote v|(Go)

Download the relevant documents from ‘Original Documents’ and complete offline.

m Although suppliers are able to download documents and create draft quotes when

the ITT is in Preview status, you will not be able to submit a quote until the ITT Open
Date.

To communicate with the buyer during the ITT cycle, refer to the section called
ﬁ ‘Sending and replying to messages using Online Discussions’.

When you are ready to submit your quote, please navigate to the relevant ITT. Click the drop
down box next to ‘Actions’, select ‘Create Quote’ and then ‘Go’.

DH Y Department Sourcing Home Logout Preferences Help Diagnostics
of Health
Tenders > Active Megoliations >
RFQ: 55553
Actions :rcreate Quote 8 En
Title  Test Open Date  24/01/2012 17:23:13
Status  Active (Locked) Close Date  31/01/2012 17:00:00
Header | Contract Terms
Buyer Widdop, Mr. Neil Outcome  Standard Purchase Order
Style Sealed
Description
Attributes

Details Attribute Group
Mo results found.

Original Documents
Mote to Suppliers

File Name Type Description Category Last Updated By Last Updated Usage Update Delete
Mo results found.

If you need to submit more than one response (i.e. multiple CV'’s all at different
ﬁ rates) please contact the Supplier Helpdesk.

If the ‘Create Quote’ option is missing, you have more than likely started a draft
ﬂ response and not submitted it. Please return to your ‘Sourcing Home Page’ by
clicking the ‘Tenders’ tab, look under ‘Your Active and Draft Responses’ and
search for quotes in response status ‘Draft’ against your ITT.
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Please leave yourself plenty of time to upload your quote. Department of Health
m does not accept quotes submitted outside of BMS. If you are unable to access the

system, (i.e. where the system is unavailable or not responding), please e-mail
screenshots of any error messages to Supplier Helpdesk.

You will have to accept the ‘Terms and Conditions’ regarding use of the secure portal in
order to submit a quote.

Terms and Conditions
The following terms and conditions must be accepted before a guote is placed in this RFQ.

Cancel ept )
Welcome to the Department of Health's e-Tendering Portal - Business Management Systerm (BMS).

By pressing 'Accept’, you are bound by the Terms & Conditions pertaining to BMS secure portal use outlined in the "BMS -
Terms Of Use" document held on the Department of Health's website

Departrment of Health reserves the right to update this agreement at anytime and post the updated agreement on
Department of Health's website, taking effect immediately or fram the date nominated in the posting. Your ongoing use of
the BMS e-Tendering Partal after the changes signifies your agreement to the updated document. You are responsible for

regularly reviewing the "BMS — Terms Of Use" document and any additional terms posted on BMS or the Departrnent of
Health's website
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You now have several options in the form of tabs in the top right corner of the screen and
boxes for text in the lower half of the screen. ‘Quote Price’ is the only mandatory field.

Create Quote: 1639005 (RFQ 55553)
Cancel ) | View RFQ ) | Quote BySpreadsheet ) | Sawe Draft ) | Continue )

¥ Header

Title Test
RFQ Currency GBP
Cuote Currency  GBP

Cloge Date 317012012 17:00:00
Reference Mumber

Mote to Buyer

Price Precision  Any

Attachments
Add Attachments |
File Name Type  Description Category Last Updated By Last Updated Usage Update Delete
Mo results found
Contract Terms
(_Preview Contract Termms |
Deliverables
Deliverable Name Due Date Status Alert Update
Mo deliverables found.
Lines
@ Indicates more information reguested. Click on the Update ican.
Line Update Ship-To TargetPrice  Guote Price  Unit Target Guantity  Cuote Quantity  Promise Date

& cHOH

1 Contract extensio...

‘Cancel’
To return to Sourcing Home Page.

‘View ITT’
To return to the ITT header page.

‘Quote By Spreadsheet’

This should only be used in OJEU value
procurements where 10 or more quotes are
needed. For instructions using this, please
contact Supplier Helpdesk.

‘Save Draft’
To save a draft of your quote (please note,
this is not a submission).

‘Continue’
To continue to the submission stage.

GBP 1 1

(Cancel ) [ iew RFQ ) ( Quote By Spreadsheet | (Save Draft ) | Continue )

‘Reference Number’
If you need to include a reference number.

‘Note To Buyer’
If you need to issue a brief message to the
buyer.

‘Add Attachments’
If you need to add attachments to your quote.

‘Preview Contract Terms’
To download a copy of the Contract Terms.

‘Quote Price’
Enter your quote price here.

‘Promise Date’

The day you expect the work to start or
goods to be delivered.
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To add an attachment to your quote, select ‘Add Attachments’. Fill in the ‘Description’ field
and browse for your document. If you need to add more than one, select ‘Add Another’.
When you are finished uploading documents, select ‘Apply’.

Add Attachment

| Cancel ) | Add Another | | Agply |

Attachment Summary Information
= |ndicates reguired fisld
= Description [T

Category  From Supplier

Define Attachment

Type @ File ChDocuments and SettingsnwiddopDesktophTCLbd H Browse.
OURL ‘
O Text
MName |

(Optional: provide a name to Text sttachment)

You can now see the attachments have been added to your quote. Once all the other relevant
fields are filled in, press ‘Continue’.

Create Quote: 1639005 (RFQ 55553)

| Cancel ) | “iew RFQ ) | Quote By Spreadsheet ) | Save Draft ) | Continue )

¥ Header
Title Test Close Date  31/01/2012 17:00:00
RFQ Currency  GBP Reference Mumber
Quote Currency  GBP
Price Precision  Any Mote ta Buyer |
Attachments
(_Add Attachments )
File Name IType |Descri|)tion Category |L:|st Updated By Last Updated Usage I Update Delete
ITQL4xd File T From Supplier TEST@DH. GSI.GOw. UK 240172012

One-Time / i

Contract Terms

|_Presview Contract Terms |
Deliverables

Deliverable Name

Due Date Status Alert
Mo deliverables found

Update

Lines

@ Indicates more infarmation requested. Click on the Update icon.
Line Update Ship-To Target Price Quote Price  Unit Target Quantity  Quote Guantity  Promise Date

1 Contract extensio... & aHon GBP 1 1 1
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Review your quote and press ‘Submit’.

Create Quote 1639005: Review and Submit (RFQ 55553)

(_Cance| ) | Back | | Sawe Draft ) | §um_n_l

Header
Title  Test Cloge Date  31/01/2012 17:00:00
RFQ Currency  GBP Guate Yalid Until

Quote Currency  GBP Reference Number

Price Precision  Any Mote to Buyer
Attachments
File Name |Ty|)e IDescription Category ILasl Updated By Last Updated Usage | Update Delete
[Tt File T2 From Supplier TEST@DH. GEI.GOV.UK 240172012 One-Time f i

Contract Terms

|_Preview Contract Terms |
Deliverables

Deliverable Name

Due Date Status Alert
Mo deliverables found
Lines
Ship- Start Target Quote Price Target Quote Your Total Need-By Promise
SelectLine To Price Price {GBP} Unit Quantity Quantity Amount Date Date
@ 1 Contract A 70000 GEP 1 1 70,000.00
extensio... (DH)

Once your quote is submitted, you will see confirmation on the screen.

Dm Department Sourcing

Home Logout Preferences Diagnostics
of Health

AT

Confirmation
Clunte 1639005 for RFQ 55553 (Test) has been submitted.

Return to Sourcing Home Page

Tenders | Home | Logout | Preferences | Diagnostics

Copyright () 2006, Oracle. All rights reserved.

o Brivacy Statemerd
About this Page Privacy Statement
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Sending and replying to messages using Online Discussions

If you have any questions concerning the tender, you should use the Online Discussions
option within BMS.

By submitting your attachments via ‘Online Discussions’, you are not uploading
m your quote/response. Any submissions via ‘Online Discussions’ will not be
included in the evaluation.

Navigate to ‘Sourcing Home Page’ and select the tender you wish to open. Select ‘Online
Discussions’ from the Actions list and press ‘Go’.

‘DH’Deparfment Sourcing Home Logowt Preferences Hel

of Health

Tenders >
ITT: 52564
Actions | Online Discussions  +| (Ga)
Title ZZZZ TEST ZZZZ Open Date 105/
Status  Active Close Date  21/05/2009
Header | Contract Térmsr Print ITT
Buyer Widdop, Mr. Neil Qutcore  Standard Purch: Exn 10,Spreadsheet
Style  Blind Event DH Single Tender
Description
Attributes
Details Attribute Group
No results found
Original Documents
Note to Suppliers
File Name Type |Descri|)tio|| Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
ITT Letter.doc File ITT letter To Supplier NWIDDOP 18/M5/2009 One-Time ,;" m W_@J
£
Add Messages/Documents
hew Message/Document )
Subject Message Document Status Sender Date
Mo results found
| Header [ Contract Tems
Return to Tenders Actions | Create Quate v (So)

Tenders | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. Al rights reserved

Click the ‘New Message/Document’ tab.

Privacy Statement

‘DH Department gourcing Home Losoul Preferences Help

of Health

Tenders » |TT.52564 =
Online Discussions (ITT 52564)

(Cancel) | Printable Page
Title ZZZZ TEST ZZZZ

Status  Active Open Date  18/05/2009 12:27:48

Time Left 2 days 23 hours Close Date  21/05/2009 12:26:17
MessagesiDocuments
{ New Message/Document
Subject Message Document Status Sender Date

o results found.

Cancel ) (Printable Page
Tenders | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. All rights resstved

ﬂ You can also access the ‘New Message/Document’ tab on the ITT header page.

Brivacy Statement
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Enter your subject and message to the buyer and click the ‘Send’ tab.
kj Department Sourcing Home Logout Prefersnces Help

of Health

Tenders > [TT 62564 > Qnline Di (ITT 62664) >
Create New Message (ITT 52564)
* Indicates required field ((Cancel) (Send ) (Send and Add Attachment )

* Send To |W\ddup Meil v|

* Subject |Clanﬂ:almns

*Message |Plagse can you clarify where this rale is?|

(Cancel) (Send ) (Send and Add Atachmen
Tenders | Home | Logout | Preferences | Help

Copyright (2) 2006, Oracle. A1l Fights reserved Privacy Statement

m If attachments are required, click ‘Send and Add Attachment’.

You will now see your message in the ‘Online Discussions’ hub.

‘ H’Department Sourcing Home Logout Prefersmces Heli

of Health

Tenders > [TT:52564 >
Online Discussions (ITT 52564)

(Cancel ) ( Printable Page )
Title ZZZZ TEST ZZZ

Status  Active Open Date  18/05/2009 12:27:48
Time Left 2 days 23 hours Close Date  21/05/2009 12:26:17
Messages/Documents
| New Message/Document )
Subject / Message Document | Status Sender |pate |
Clarifications Please can you clarify where thie role is? Read TEST3, EXTERNAL 18/05/2009 13:18:39

(‘Cancel) | Printable Page )

Tenders | Home | Logout | Preferences | Help
Capyright (c) 2008, Oracle. Al rights reserved.

You will receive an email notification when your question has been replied to. To view the
message, navigate to ‘Online Discussions’ and click the message.

‘ ’Deparfmenr Sourcing Home Logout Preferences Heln

of Health

Privacy Statement

Tenders > [TT: 52564 >
Online Discussions (ITT 52564)

(Cancel) (Primahle Page )

Open Date  18/05/2009 12:27:48
Close Date  21/05/2009 12:26:17

Title ZZ7ZZ TEST ZZZ7
Status  Active
Time Left 2 days 23 hours

MessagesiDocuments
New Message/Docurnent )
Subject/ Message Document Status Sender Date
Clarifications The role is in Leeds, is this sufficient? -—. Unread Widdap, Neil 18/05/2009 13:21:38
Clarifications Please can you clarify where this role is? Read TEST3, EXTERNAL 18/05/2009 13:19:39

(Cancel ) ( Printable Page

Tenders | Home | Logout | Preferences | Help

Copyright () 2006, Oracle. All ights reserved. Privacy Statemert

To reply, return to ‘Online Discussions’ and select the ‘New Message/Document’ tab.
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Amending Personal Information

To change your contact details navigate to your ‘Sourcing Home Page’ and click ‘Personal
Information’.

‘ DH ’ Department kourcing Home Logout Preferences Help
of Health
Search Open Tenders |[Mumber | [€=))
Home Page
\Welcome, TEST3, EXTERNIAL.
@ TIP For invited tenders, Flick on guick link and view [T documents.
@ TIP For Expression of Iferest (EOI) , please enter number or press 'Go' to view all EQls
Your Active and Drjpft Responses
Press Full List to view Il your company's responses. (_Full List
Type  Response Nymber Response Status Supplier Site Tender Number Title Monitor
I 790006 Draft DEFALLT 52564 ZIF7 TEST ZZEZ F*,T“
I 780005 Active DEFALLT 52564 ZIZ77 TEST 7777 ¢
T 752005 Active DEFAULT 52476 IITIFPTESTZ
I 748004 Active DEFALULT 51898 ZIZTIWOTEST
Your Company's Ogen Tenders
(_Full List )
Open Tenders
Type Tender Number Title Supplier Site
I 5219, ZIZZFMCTEST DEFALULT
Quick Links
Manage
o Dats W

o Personal Information

Tenders | Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. Al rights reserved

Amend your details as required and click ‘Apply’.

Privacy Statement

Home Logout Preferences Help

AETR

Qm Department gourcing
of Health

Tenders >
Edit Personal Information
* Indicates required field

(Cancel ) ( Clear Changes | ( Apply )

Username zzzztestd@googlemail.com
Contact Title
x First Name |EXTERNAL |
Middle Narme |

= Last Name |[TEST3 |

Job Title

Fa |
* Phone 000000000000
Extensian |

= Email Address | ZZZZTESTI@GOOGLEMAIL COM |

\‘Cancel ) | Clear Changes ) | Apply
Tenders | Home | Logout | Preferences | Hela

Copyright (c) 2006, Oracle. Al rights reserved Privacy Statement

After completion, you will be guided back to the ‘Sourcing Home Page’.
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Working with quotes in Drafts view

To edit or submit your draft responses, navigate to your ‘Sourcing Home Page’ and click
‘Drafts.

‘DH’D partment Sourcing Home Lonout Preferences Help
of Health

alt

Search Opn Tenders | Mumber | [

Home Pagp
\Welcome, TERT3, EXTERNAL.

@ TIP For invifed tenders, click on guick link and view [T documents.

@ TIP For Exfjression of Interest (EOI) , please enter number or press 'Go' to view all EQls

Your Actilve and Draft Responses
Press Full List to view all your company's responses.

Type  Rpsponse Number Response Status Supplier Site Tender Number Title
I EJUUUE Draft DEFALLT 52564 ZIF7 TEST ZZEZ
I Active DEFALLT 52564 ZIZ77 TEST 7777
T Active DEFAULT 52476 IITIFPTESTZ
I Active DEFALULT 51898 ZIZTIWOTEST
Your Company's Open Tenders
(_Full List )

Open Tender
Type Tender Number Title Supplier Site
I 52197 ZIZZFMCTEST DEFALULT
Quick Link:

Manage

s Drafts
o Personal Information

Tenders | Home | Logout | Preferences | Help
Copyright (c) 2006, Cracle. Al rights reserved

Select the radio button against the relevant quote and choose one of the five actions.

Privacy Statement

@Deparfme t Sourcing Home Logout Prefersnces  Help
of Health

Tenders » |TT. 52764 =

Manage DraftResponses

If you press Expftt to Spraadshest, Review & Submit, Edit or Delste buttan, the system will automatically lock the response for you
W Negatiation Jfas been paused. Only drafl respanse can be created

Title v €3]

Draft refponses search results table

Selecf a Draft Response: | Respond By Spreadsheet ) ( Delete ) ( Unlack ) ( Review and Submit ) | Edit )
Resp |Ref | i Response Negotiation Close
Sel&ct Number |Numher |Sile [Tender Number © [Title Type|Locked By Date Locked Created By Date Event Title  [Time Left
@ 790008 DEFAULT 52564 LZIETEST prQ IEST 18/05/2009 13:39.08 TEST3, EXTERNAL 21052009 12:26:17  DH Single 2 daye 22
s EXTERNAL Tender hours

Beturn to [TT: 52664

Tenders | Home | Logout | Preferences | Help

Copyright (c) 2008, Oracle. Al rights reserved Privacy Statement
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Viewing notifications in Worklist view

To view your notifications, select ‘Sourcing Supplier’ and click ‘Worklist’. The worklist’s
default view lists notifications that require action.

To view past and present naotifications select ‘All Notifications’ from the drop down box and
press ‘Go’.

@ Department Workflow

of Health

Worklist
View | All Notifications SGo )
Al Mot ne

Notifications From he

Open Notifications

To Do Notifications
OB, DFECTE ST

Home Logout Preferences Heln

Type Subject Sent Due

Home | Logout | Preferences | Help

Copyrigt ZEerved Privacy Statement

This will bring up all notifications.

em Department \yorkflow

of Health

Home Logout Preferences Heln

Worklist

view [ AN Notifications ¥ 5o)
Select Notifications: ( Open ) ( Reassign
Select All | Select Hane

Select From |Ty|)e |S||I)ject Sent Due |S(alus |
O H{ FND ALERT Notification A message awaiting your attention from D of Health: ITT 52564 (7777 TEST Z777) 180572009 Closed
[ Widdop, Neil  Sourcing Publish You are invited: ITT 825664 (ZZ77 TEST ZZ77) 18/05/2009  21/05/2008  Closed

Home | Logout | Preferences | Help

Copyright (o) 2006, Oracle. Al rights reserved Privacy Statement

ﬂ You can also access the ‘Worklist’ when you log in.
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BMS - terms of use

1. Your account

1.1 If you use BMS, you are responsible for maintaining the confidentiality of your account
and password and for preventing unauthorised access to your account. You agree to
accept responsibility for all activities that occur under your account or password. You
should take all necessary steps to ensure that the password is kept confidential and
secure.

1.2 If you forget your password, use the ‘Forgot your Password’ link from the Login screen.
1.3  Department of Health recommend that you change your password on a regular basis.

1.4  Department of Health will never ask you to confirm your password. Contact the
Supplier Helpdesk if you receive any suspicious e-mails or phone calls.

1.5 Ensure that the details you store on BMS are correct and complete. You can access
and update your personal information by logging into the system, navigating to
‘Sourcing Home Page’ and clicking the ‘Personal Information’ link at the foot of the

page.

1.6 Department of Health reserves the right to refuse access to the BMS website and
terminate accounts at our discretion. If your account is terminated, any data submitted
or received on your account will not be available to you or your organisation.

1.7  For the purposes of a closed procurement exercise, Department of Health will only
communicate with the individuals within your organisation that have been invited
through BMS. Only the nominated user/contact can view the tender, i.e. the e-mail
address where the notifications are sent. Additional suppliers and/or contacts cannot be
added after an invitation to tender has started. If the tender is missing from Your
Company’s Open Tenders, you are logged in as the incorrect user.

1.8  Suppliers should not forward the natifications they receive from BMS. The links will be
unavailable to view. If the links are not working (due to internal firewalls or IT security),
log in directly via the portal to view any new activity.

1.9  All suppliers should include noreply@dh.gsi.gov.uk in their spam filters (if they use a
filtering tool) in order to receive notifications. Department of Health does not issue hard
copy documentation relating to any aspect of the procurement processes and it is the
responsibility of the supplier to ensure that the correct incoming e-mail address for the
receipt of all correspondence is stored on BMS.

1.10 All invitations to tender will include standard terms and conditions, with the exclusion of
mini-competitions under an existing framework agreement, where the terms and
conditions are pre-agreed and are available to download in the Original Documents
section. Any qualifications against Department of Health T's & C’s should be raised
immediately with the buyer, as well as the Supplier Helpdesk, to ensure a quick
resolution.

1.11 You are not entering onto a preferred supplier list by registering your company’s
contact details on the portal. You are simply registering to be able to interact with the
Department of Health electronically.

1.12 University staff, such as professors, should not register as sole traders. They should

register against their parent organisation as Department of Health will pay their parent
organisation. Department of Health cannot make payments to personal bank accounts.
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1.13

1.14

2.1

2.2

2.3

2.4

2.5

2.6

3.1

4.1

You cannot amend your Username. Once you have created a log in using the specified
e-mail, Department of Health cannot detach your username from your supplier record
or delete your username.

To inactivate your account, contact the Supplier Helpdesk.
Access to BMS

Department of Health cannot guarantee that availability of BMS will be uninterrupted
and that transmissions will be error-free due to the nature of the Internet.

Access to BMS may be occasionally suspended or restricted to allow for repairs,
maintenance, or the introduction of new facilities or services. Department of Health will
attempt to limit the frequency and duration of any such suspension or restriction.

As a security measure, BMS will timeout if untouched for 15 minutes.

Department of Health does not accept quotes submitted outside BMS. If you are unable
to access the system, (i.e. where the system is unavailable or not responding), e-mail
screenshots of any error messages to the Supplier Helpdesk.

Defects may be encountered intermittently. If you think you have identified a defect
contact the Supplier Helpdesk.

Department of Health recommends uploading your quote at least 2-3 hours before the
tender close to allow for any technical issues or busy periods. Contact the Supplier
Helpdesk if you require assistance.

Your conduct

You must not use the BMS website in any way that causes, or is likely to cause, the
website or access to it to be interrupted, damaged or impaired. You understand that
you, and not the Department of Health, are responsible for all electronic
communications and content sent from your computer to us. You must use the website
for lawful purposes only.

Your responsibilities

You are responsible for compliance with this Agreement in your use of the Department
of Health’s BMS. You may not submit or transmit any material or otherwise engage in
any conduct that:

4.1.1 breaches any third party’s rights including, without limitation, copyright, patent
rights, trade mark rights, performers’ rights, rights of confidence

4.1.2 is unlawful, offensive, threatening, abusive, harassing, defamatory, deceptive,
fraudulent, invasive of another’s privacy or tortuous

4.1.3 victimises, harasses, degrades or intimidates an individual or group of
individuals based on religion, gender, sexual orientation, race, ethnicity, age or
disability

4.1.4  transmits directly, or indirectly unsolicited communications

4.1.5 impersonates any person, business or entity

4.1.6  contains viruses or any other computer code, files or programs that interrupt,
destroy or limit the functionality of any computer software or hardware or
telecommunications equipment or otherwise permit the unauthorised use of or
access to a computer or computer network

4.1.7 encourages conduct that would constitute a criminal offence or that gives rise
to civil liability

4.1.8 promotes or sells prohibited items such as, but not limited to, tobacco, alcohol
and adult products
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4.1.9 violates this Agreement.
5. Intellectual property

5.1 The names and images identifying the Department of Health, the NHS and its agencies
are proprietary marks. If you wish to copy or use the logos of the above organisations
in any way, including for the identification of your expression of interest or tender
documents, you must obtain prior approval. You will need to explain how and why you
wish to use our logos.

6. Third parties

6.1  You agree that this Agreement is not intended to confer and does not confer any rights
or remedies upon any person other than the parties to this Agreement whether under
the Contracts (Rights of Third Parties) Act 1999 or otherwise.

7. E-mail

7.1  Department of Health recommend that, for the purposes of any procurement exercise,
you contact the Department using the BMS website. Internet e-mail is not a secure
medium.

8. Events beyond our reasonable control.

8.1 Department of Health will not be held responsible for any delay or failure to comply with
our obligations, under these conditions, if the delay or failure arises from any cause
which is beyond our reasonable control. This condition does not affect your statutory
rights.

9. Waiver

9.1 If you breach these conditions and we take no action, Department of Health will still be
entitled to use our rights and remedies in any other situation where you breach these
conditions.

10. Severance

10.1 Should a Court rule any provision of this Agreement is unenforceable or invalid, the
remainder shall continue in force.

11. Changes to this Agreement

11.1 Department of Health reserves the right to update this agreement at anytime and post
the updated agreement on Department of Health’s website. This will take effect
immediately or from the date nominated in the posting. Your ongoing use of the BMS e-
Tendering Portal after the changes signifies your agreement to the updated document.
You are responsible for regularly reviewing the BMS — terms of use document and any
additional terms posted on BMS or the Department of Health’'s website.

12. Governing law and jurisdiction
12.1 These conditions are governed by and construed in accordance with the laws of
England. Any dispute arising under these terms and conditions shall be subject to the

exclusive jurisdiction of the courts of England.

13. Privacy policy
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131

13.2

13.3

13.4

13.5

13.6

13.7

14.

141

15.

15.1

15.2

16.

16.1

16.2

16.3

Department of Health control the confidentiality of all information on BMS under the
Data Protection Act 1998. If the information you provide relates to individuals,
Department of Health will process it in line with the Data Protection Act.

As a government department, Department of Health does not share information with
other organisations unless the law allows us to do so.

Department of Health does not sell individual information.

Department of Health will share information only with our authorised Data Processors
who must adhere to the Data Protection Act at all times.

Before providing information, Department of Health will let you know why we are asking
for specific information and you reserve the right to decline or accept this request.

You are entitled to know whether we hold information about you. If Department of
Health holds information pertaining to yourself, you can request to see it by contacting:
The Data Protection Officer, Department of Health, Skipton House, 80 London Road,
London, SE1 6LH.

Department of Health take appropriate steps to keep your information secure on BMS.

Cross platform usage

Apple Macintosh, Firefox and Safari users should note that there are no special
restrictions when using BMS.

Electronic attachments

Keep attachments to a maximum of 2mb.

Only attach documents that you have been asked to supply.

Supplier Helpdesk

Department of Health’s Supplier Helpdesk provides an e-mail and telephone service to
assist end-users with technical and functional queries about BMS. It is open between
10:00 and 16:00 every working day excluding civil service holidays.

Should the Supplier Helpdesk be closed due to unforeseen circumstances, an
announcement will be made 24 hours prior to closure on the Department of Health’s
BMS webpage.

The service level agreement for Department of Health’s response to Supplier Helpdesk

queries is 72 hours. There may be instances where the query requires technical input
from our IT services provider.
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