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Who are BravoSolution?

1. Market Leading technology provider for Supply Management.

2. We have experience in working with ~ over 100 Local Authorites and Central

Government bodies.

3. We help Local Authorities utilise this technology to buy their goods and services

in the best way for the tax payer.

4. Specifically, we have helped run many eTenders and provide software to:

1.

2
3.
4
3)

Scottish and Welsh Governments
DFPNI

DWP

BBC

. Over 50 NHS Organisations



BravoSolution

Advantages of using theTendering portal?

— Reduced costs - No postage and printing for tenders to be sent to SCC.

— Speed - Using the service means SCC will be able to shorten tendering periods
for EU tenders, eliminate postage delays and rapidly disperse tender returns
for evaluation, thus providing faster decision-making.

— Peace of Mind - Eliminates anxieties with delivery of documents by a deadline
by giving instant delivery and real-time feedback on the progress of the
procurement.

— Efficiency - Enables tenders to be created, exchanged and stored
electronically. Additionally, responses to standard qualifying questions can be
stored, ensuring that suppliers don’t have to keep repeating themselves!

— Open, fair and transparent tendering process for all parties.

— Secure, encrypted service to ensure commercial integrity.



BravoSolution

Our aim at BravoSolution is to support you to ensure you are
comfortable with using the technology and participating in
eTendering.

— There are NO Supplier fees
— You have access to a Freephone Telephone number

— We are independant



BravoSolution

Agenda:

BravoSolution Overview, Aims and Objectives

eTendering Portal Overview and Registration

1. Accessing PQQs/ITTs

2. Downloading Buyer Attachments
3. Sending Messages via your PQQ/ITT
4. Responding to your PQQ/ITT

5. Publishing your PQQ/ITT Response

6. Managing Users

eVendor Management
1. Profile Area

2. Pre-populated Responses

Tips for a “stress-less tender”

Help Available



<

_ BravoSolution

IEWM eTendering Portal Overview & Registraubn

Register/Log in

username

password

Register

Click here for details on
how to register

Forgot your password?

Opportunities and
Notices

§ Current Opportunities

Past Opportunities

Pan-government
Opportunities

IEWM eTendering Service

Welcome

This website provides a suite of collaborative, web-based tools that enable
procurement professionals and suppliers to conduct the strategic activities of the
procurement lifecycle over the internet

It provides a simple, secure and efficient means for managing tendering activities
reducing the time and effort required for both buyers and suppliers.

Dl Id ley m.m% welcome to Stoke-on-Line
@ - System Reguirements
WARNING: Do ot proceed if you are not an Authorised User. This application is protected by appropriate security mea

ures
A,essxoa sesest xe-::a:-n-o sed Usars only A):len‘mlo s th ss,s:er a manner nat authers e\:oa)

attempt to alter, destroy or damage any Information contained within it may constitute a breach of the provisions of the

a
Improvement and

Efficiency
West Midlands
eTendering
Helpdesk

Need assistance?
Please contact our
eTendering helpdesk
Phone:

0800 368 4850

E-mail:
help@bravosolution co.uk

The portal that Stoke-on-Trent City
Council use for their eTendering can be
found at the address below and is
available 24/7:

“https://iewm.bravosolution.co.uk”

The eTendering Portal is available FREE
to all suppliers. System requirements are
minimal (IE 6+, internet access)

To begin, click ‘Register’ and fill out the
mandatory fields. Click ‘Save’ and your

username and password to log in will be
emailed to you.

The portal is fully compliant with EU

procurement legislation , confidential and
independently security accredited.




1. Accessing the PQQ/ITT

Register / Log in

username

password

Log In [ Register ]

Click here for details on
how to register

Forgot your password?

Opportunities and
Notices

—

Current Opportunities -

Past Opportunities

Pan-government
Opportunities

&

4
A

Improvement and
Efficiency
IEWM eTendering Service West Midlands
Welcome eTendering
Helpdesk
This website provides a suite of COIIBQOFB“V& web-based tools that e_na_ble Need assistance?
pr&aremgnt professmnals and suppllers to conduct the strateglc activities of the Please contact our
procurement Tetycteovethe internet. eTendering helpdesk

—
It provides a simple, secure and efficient means ioﬂna,p.sging tendering activities
reducing the time and effort required for both buyers an

1.1 (a) Provided you have already

registered, enter your username and
/_\ REDDITCHBIR0GH Uil password in order to access your

D U d l ey Projects/PQQs/ITTs.

Metropolitan Borough Council

‘ _ 1.1 (b) If you haven’t registered, you can
SRRl SCILL SIS o) yiew current opportunities through

WARNING: Do not proceed if you are not an Authorised User. This application is prote the ‘Opportunities and Notices’ area.
Access to and use is restricted to Authorised Users only. Any attempt to use this sy
attempt to alter, destroy or damage any Information contained within it may constity



1. Accessing the PQQ/ITT

v,

L]
A
Improvement and
Efficiency
West Midlands
Logout | Accessbilty and Legendd | e Zont T + 000 DST english ¥

1.2 From the homepage, click on ‘ITTs’ to see all available tenders,
including those that are open to all suppliers or invited tenders




1. Accessing the PQQ/ITT

Main Page | Logout | Accessibility and Legend(f

v,

&
A
Improvement and
Efficiency
West Midlands
R { Select Module

IProjects || PQQs |Iii=| Auctions ” Contracts |

Locations

My ITTs
My ITTs

4 Search/Filter

&) Export List to Excel

E] Help for Supplierst

ITT Code

ITT Title

1 itt 13872  Stationery 2012 ITT
Total: 1 Page 1 of 1

Project Code:  Buyer Organisation ITT Status  Time limit for Expressing Interest

project_8735 WMCOE SRO Running 26/10/2012 12:00

Show: m elemeins

\
\

~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~

1.3 Click on the PQQ/ITT you wish to take part in




1. Accessing the PQQ/ITT

Logout | Accessibility and Legendf |

Project : project_8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00

@ Printable View{

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

y,

A
Improvement and

v Express Interest

x Decide Later

Response status

Response status Response Not Submitted To Buyer

Overview
ITT Code

itt_13872

ITT Title

Stationery 2012 ITT

ITT Description

This is the ITT for our stationery.

Type of Supplier Access

ITT Open to All Suppliers

Response Currency

GBP

Test ITT

No

Buyer Organisation

WMCOE SRO

1.4 Review the information and then click,
‘Express Interest’.

Buyer Name

Responsible Officer Senior

Allow Suppliers to Respond by Consortium

No

Efficiency
West Midlands



1. Accessing the PQQ/ITT '

i
Improvement and
Efficiency

West Midlands

Logout | Accessibility and Legend(? | Vv;ei:;t:n;i:n:?o();:‘a;ze; :o";;"‘,o

Project : project_8735 - Stationery Pr{
ITT: itt_13872 - Stationery 2012 ITT | ==
Closing Date: 26/10/2012 12:00:00

Please click OK to Express Interest in this ITT.

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

@ Printable Viewrf

Response status

Overview

ITT Title Stationery 2012 ITT

ITT Description This is the ITT for our stationery,

Type of Supplier Access ITT Open to All Suppliers

Response Currency GBP
Test ITT No
Buyer Organisation WMCOE SRO 1.5 Click ‘OK’ on the pop up to my the PQQ/ITT I
Buyer Name Responsible Officer Senior into your account.

Allow Suppliers to Respond by Consortium No

ontract information




1. Accessing the PQQ/ITT

Back To List | Main Page | Logout | Accessibili @ You have now Expressed Interest and invited yourself to participate in

this ITT. This enables you to download any Buyer Attachments, send
Pro and receive Messages with the Buyer, and respond to the ITT.
ITT

Clos Please select "My Response” from the left menu then click "Create
Response” in order to start your response and then submit your
completed response to the Buyer.

ITT Details

Buyer Attachments

Suyer Attachments: 2 IMPORTANT: Please ensure that you submit your response to the Buyer

My Response before the stated Closing Date & Time.

Status is: Response Not Submitted To
Buyer

Messages
P Unread Messages (0)

User Rights
Manage User Rights

ITT Code itt_13872

¢
A
Improvement and

Efficiency
West Midlands

e(s) before submitting your

ITT Title Stationery 2012 ITT

ITT Description This is the ITT for our stationery.

1.6 Click on ‘OK’. You will now be able to

e of Supplier Access ITT Open to All Suppliers

download any Buyer file Attachments, send and

Response Currency GBP

receive messages with the buyer and respond to

Test ITT No
the event.

Buyer Organisation WMCOE SRO
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2. Download Attachments

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

, " Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00

Response Last Submitted On:

View ITT settings

Buyer Attachments
Buyer Attachments: 2

My Response‘
Status is: Resggnse Not Submitted To
Buyer 9‘

@ Printable Viewrd E] Help‘or Supplierstf

Messages \
» Unread Message\(o)

User Rights

2.1 Here you have a summary page
Manage User Rights ‘

showing a description, closing date and the
\ \ - status of the PQQ/ITT...

\ il  Also note the number of unread attachments
Type of Yupplier Acces shown in top of the screen.
Responmurre g

Test I It is important to download ALL attachments
before completing your response. Attachments

contain key information and instructions on how
to publish a fully completed response. Please

click on the warning to go straight to this area...

Options for Vieving Responses Sealed

End Date for Supplier Clarification Messages - Date




2. Download Attachments '

¢

Improvement and
Efficiency

West Midlands

Welcome: Stojsavljevic Marko

Back To List | Main Page | Logout | Accessibility and Legend | Time Zone: GMT + 0:00 DST
Project : proj = i ]
‘ ject : project 8735 - Stationery Project 2012
ITT Details ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00
Settings

Response Last Submitted On:

View ITT settings

2.3 Click ‘Mass Download’ to
is: i o download all attachments and their
g:avt:rs is: Response Not Submitted To @ orintable Viewd? E] T M -

A e e

Messages
P Unread Messages (0)

4 Search/Filter I_ﬁ Mass Dovnload @ Export List to Excel

User Rights Folder/File Name Description Last Modification Date
Manage User Rights

Other Attachments (1) 19/10/2012 16:22:25

lier Qui ide. 19/10/2012 16:22:13

Total: 2 Page 1 of 1 Show: m elements

Please note ‘Mass Download’ downloads all the

documents at once. You will need Java to perform this [ —

task. If your P.C. does not have Java you can download it
at www.java.com.




2. Download Attachments

Back To List | Main Page | Logout | Accessibility and Legend(? |

ITT Details

Settings
View ITT settings

My Response
Status is: Response Not Submitted To
Buyer

Messages
» Unread Messages (0)

User Rights
Manage User Rights

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00

Response Last Submitted On:

v,

¢

Improvement and
Efficiency
West Midlands

I

= Back

‘ @ Printable View(' EI Help for Suppliersf \

File name v

) Event _itt_13872 - Stationery 2012 ITT/Other Attachments/Commercial_tem_...

Download

/7

/7

2.4 Once Java has loaded, click ‘Download’

/
/

7’

’




2. Download Attachments

ITT Details '

Settings

Status is: Response Not Submitted To
Buyer

Messages
P Unread Messages (0)

User Rights
Manage User Rights

2.6 Click ‘OK’ to confirm your
download location

Back To List | Main Page | Logout | Accessibility and Leqendg

yF »
A

Improvement and

Savein: | u958stojsavijevic.BSUK

¢ (7 u958stojsavijevic. BSUK

rrp— o (] AppData
roject : proie ¢ 9 Contacts
Closing pate: -|NRGEL L)
Response Last o~ (] Documents
- o= (3 Downloads
o~ (] Favorites
o= (=] Music
o= (] Pictures
o~ (£ Roaming —
o~ ] Saved Games
o~ (] Searches

o~ [ Videos

Efficiency
West Midlands

2.5 Select where on your local
machine you want to download all
the files to...

Download

ZTop

(R Gl  The documents will now be present on your PC
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3. Messages Improvement and
Efficiency
West Midlands
Back To List | Main Page | Logout | Accessibility and Legend? | \ﬁ.?:zgi:n:toé:viem";go
Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00
Settings Response Last Submitted On: 3.1 Click ‘Messages’ to be able to

View ITT settings .
e oo read and compose messages in

= relation your tender.

Buyer Attachments: 2 =
My Response @ Printable View@lﬂjﬂp for Supplierst?
Status is: Response Not Submitted To
Buyer

Messages .
P Unread Messages (0) File name v Download
User Rights |Event _itt_13872 - Stationery 2012 [TT/Other Attachme

Manage User Rights

Event_ it 13872 Staonery 2012 TTSuppler, Quick_Star Guidedoc

~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~
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3. Messages Improvement and
Efficiency
West Midlands
Back To List| Main Page | Logout | Accessibility and Legend(f | \v\.'reill.;c;rl;:n:toés;tvge;i:oﬂgsrl;o

Project : project 8735 - Stationery Project 2012

ITT: itt_13872 - Stationery 2012 ITT
'l Closing Date: 26/10/2012 12:00:00

Settings Response Last Submitted On:
View ITT settings ’—il
My Response | ‘ @ Printable Viewr]' EJ Help for Suppliers(y |
Status is: Response Not Submitted To
Buyer _—
e (e
Messages
w Unread Messages (0) File name v F———
CrstaMessage @ &) Event _itt_13872 - Stationery 2012 ITT/Other Attachments/Commercial_ttem_Instru...
Received Messages ~
Sy
Sent Messages
Draft Messages
Forwarded Messages
User Rights
Manage User Rights
3.2 A dropdown will appear with various

Messaging options. Click ‘Create Message’ to
compose a message to the buyer regarding your



3. Messages '
¢
A
Improvement and

Efficiency
West Midlands

Logout | Accessibility and Legend(? | ﬁ?ﬁiﬂ:ﬂ:ﬁ%ﬁvzem"ggo

Project : project_8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT

Closing Date: 26/10/2012 12:00:00

Response Last Submitted On:

3.3 Insert a relevant title and E Save As Draft | [ Send message Fx ﬂncel+ - e e .
write your message in the text [

box area

‘ Subject Clarification on Question 2 (b)

3.4 Please note that you can also age Attached is a document showing last year's financials. Can you confirm that this is what
is required for 2 (b)?
add attachments to your message : {®)

(keep them below 50mb in size) Thanks
~

~
~

Attachments [ 1 ]| & Attachments 3.5 Click ‘Send Message’ (or Save
Recipient as Draft’ to send later on)

1 WMCOE SRO \

Total : 1




3. Messages

]

Improvement and
Efficiency
West Midlands

Welcome: Stojsavljevic Marko

Back To List | Main Page | Logout | Accessibility and Legend | Time Zona: GMT + 0:00 DST

Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00

Response Last Submitted On:

! ‘ () printable View] \

| 1
4 Search/Filter D Create @ Export List to Excel L] Messages Report @ Print
Forwarded Messages I
i Recipient Date Subject Read by Recipient Replies
User Rights I 1 |WMCOE SRO 21/10/2012 20:33 Clarification on Question 2 (b 0 0
Manage User Rights | '

I Total: 1 Page 1 of 1

ZTop
Note that a record of your ‘Sent Messages’ are

kept, as well as drafts and received messages... [MGLENHENIE Yoy can keep track of whether or not the

message has been read by the Buyer here!




4. Responding to the PQQ/ITT

4

Q
A
Improvement and
Efficiency
West Midlands
: ) . Welcome: Stojsavljevic Marko
Back To List Accessibility and Legendf .
Back To List | Main Page | Logout | Accessibility and Legend s | Time Zone: GMT + 0:00 DST
Project : project 8735 - Stationery Project 2012
} ITT Details ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00
Settings Response Last Submitted On:
View ITT settings
B Attach ts .
;L: peim—— 4.1 Click ‘My Response’ to respond to the ITT.
My Response @ Printable Viewt'f'

Status is: Response Not Submitted To ™
Buyer

+ Search/Filter D Create @ Export List to Excel [:I Messages Report @ Print

Recipient Date Subject Read by Recipient Replies
1 |WMCOE SRO 21/10/2012 20:33 Clarification on Question 2 (b) 0

Total: 1 Page 1 of 1

User Rights | ~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~
Manage User Rights



v,

4. Responding to the PQQ/ITT

L

Improvement and
Efficiency

West Midlands

Back To List | Main Page | Logout | Accessibility and Legend ! | “-,r?ﬁg?n?oéﬁfv?eﬁo";;o

Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT

ITT Details
Closing Date: 26/10/2012 12:00:00

Settings Response Last Submitted On:

View ITT settings

Buyer Attachments | i l
‘ @ Printable View]' E Help for Supplierstd |

D Create Response @ Decline To Respond

Buyer Attachments: 2

Messages
» Unread Messages (0)

User Rights ’ & View Response Index Only

Manage User Rights

‘ 1 1. READ ME FIRST - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions
‘ NOTé | THEASKBa ONLINE H # FUNCTION = It provigdes Support ror both th creen vo '8 |n nd
. . ALY Note, that you may ‘Reject’ the response which
4.2 To start creating your response click ‘Create . y s . P

. LENEURES  will remove your opportunity to respond to the ¥

response es if you do not '
PQQ/ITT

part of strict S R S
NOTE: typing does not mean you are active on the portal - you MUST CLICK 'SAVE'"!
Note: Please ensure that you read and digest all the required actions and appropriate deadlines and any
subsequent communications.




4. Responding to the PQQ/ITT

v,

]

F'y

Improvement and
Efficiency
West Midlands

@ You have now started to create your response.

Back To List | Main Page | Logout | Accessibility and L¢

Next, click the "Edit Response" buttons to access the Questionnaires and

Project : | complete your response.
ITT: itt_1

Closing [
Respons

A

Res,

ITT Details

Complete your response by answering all mandatory Questions
(marked with an asterisk *).

Settings
View ITT settings

Buyer Attachments

Finally, you must click the "Submit Response” button in order to submit
your completed response to the buyer.

Buyer Attachments: 2

Messages
» Unread Messages (0)

User Rights

Manage User Rights Missing mandatory responses (2)

Total Pko (excluding optional sections)

4.3 A summary of how to proceed will appear
¥ 1.1 1. READ ME FIRST - SUPPLIERS TIPS FOR CO! as an alert. Click ‘OK’ to continue

1 |ll-.lun I 11EE TUE ACK DCM AMI TME LD




4. Responding to the PQQ/ITT

4

L
A
Improvement and
Efficiency
West Midlands
Back To List | Main Page | Logout | Accessiblty and Lecende? | "ime Zone: GHT 4 0:00 05T

|
l‘ ITT Details

| Settings
View ITT settings

Buyer Attachments
Buyer Attachments: 2

Messages
P Unread Messages (0)

User Rights
Manage User Rights

Project : project 8735 - Stationery Project 2012
ITT: itt_13872 - Stationery 2012 ITT

Closing Date: 26/10/2012 12:00:00
Response Last Submitted On:

I

@ Export / Import Response D Delete response @ Printable Viewr B Help for Supplierstf

& Submit Response

Response Summary

Missing mandatory responses (2)

Total Price (excluding optional sections)

[t esponse]
ng_-%:usns TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions
Note: USE THE o BE QNLINE HE
for key processes, e.g. 'HS¥to

2 |Nob|= SAVE REGULARLY - For secuf
minutes if vou do not click "Sa

¥ 1.1 1. READM
1

4.4 This page shows an overview of the
response area — click on any area to complete
the relevant questions




Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

4. Responding to the PQQ/ITT

Closing Date: 26/10/2012 12:00:00
Response Last Submitted On:

Edit Mode

B Save Changes B Save and Exit Response [ ¥ Cancel

Validate response
2. Technical Response (questions: 13 )
2.1 Types of Pens - Section of ITT Questions 4.5 (b) When requested to upload an
1 (1.1 |#% Can you supply red biros? - attachment click ‘Upload Attachment’
2 |1.2 |* Can you supply green biros? v
3 [1.3 [* Can you supply yellow biros? v I
4 D 10 0 0 0 P I
0 oo 0 POD 0

U J
B o 0 0 0 v I
. Characters available = -
- B -
0 0 orec (0 Kb) - -
0 O 0 DOSE 2 portd 0 - -
-
ou out afte ' es Of INa &Bupload?
sxt fields are ed to 2000 :
or briet responses ¢ = L] astor North

=l



4. Responding to the PQQ/ITT

Closing Dat
Response L

& Attach | ¥ Cancel
. .
1 [ Attachments
> [ % File Attachments: Upload Attachment v
* Select file to upload: I ( Browse
*
Please keep attachments to a manageable size in \
4 [ order to facilitate dovnloading. The portal allovs \
s individual attachments up to a maximum size of 50Mb \ \ |
“ but we recommend that you keep attachments to 2Mb \ \
or less. \
4.6 (a) Browse to the location of your file to be
\ uploaded...
s ‘ ||
4.6 (b) Once this has been done, click on ‘Attach’
2.2
1
«| I | »




4. Responding to the PQQ/ITT

Edit Mode
B Save Changes B Save and Exit Response | J{ Cancel
- ~
2.1 Types of Pens - Section of ITT Questions -~y
1 |1.1 [% Can you supply red biros? Yes ¥ ~ \
2 |[1.2 |* Can you supply green biros? No ¥
3 |1.3 |% Can you supply yellow biros? 7ye5 -
4 |1.4 |*% Can you supply pencils? Yes ¥
5 |15 Can you supply any additional colours? All colours available..]
4.8 Click ‘Save & Continue’
to save your work and
Characters available = (1976 continue working on it, or
g ' ’
6 |1.6 |* Please provide a copy of your catelogue. click ‘Save and return’ to
Pens.pdf (60 Kb) return to Response screen
& Replace Attachment(] ‘Dovmload Attachment ;Delete Attachment
2.2 Supply - Section of ITT Questions
= ' - = Astor North
4.7 Complete all remaining questions, including — = NE—
tick-box, drop-down and text responses.
] Astor South

2 2.2 * Please select your lead time for delivery

Less than 4 working days .

3 |23 * Please specify your on time delivery percentage

95

v

2.3 Accre'ditation - Section of ITT Questions




4. Responding to the PQQ/ITT

B Save Changes B Save and Exit Response | ¥ Cancel

2. Technical Response (questions: 13 )

2.1 Types of Pens - Section of ITT Qi
1 |11 |% Can you supply red bird Message from webpage

Y

2 (1.2 [%* Can you supply green

3 1.3 [# Can you supply yellow The response is about to be saved; the format of your response will be
checked and if no errors are found it will be saved.

4 |1.4 |* Can you supply pencil

Click "OK" to save or click "Cancel” to discard any unsaved changes.
5 |1.5 Can you supply any ad IMPORTANT:

In order to make your response visible to the buyer you must submit it.

6 (1.6 |* Please provide a copy

D~ -
|| £Rep|ace Attachment(f dDownload Aﬁaﬁeni yDelete Attachment

~
Astor North 4.9 Click ‘OK’ to
Astor West finalise these
answers

2.2 Supply - Section of ITT Questions
2.1 % Can you deliver to any of the following locations?

O Astor South

2 |22  |#% Please select your lead time for delivery Less than 4 working days v

3|23 % Please specify your on time delivery percentage 95 '9




5. Publishing Your Response '

'S
Improvement an
Efficienc
West Midland
Back To List | Main Page | Logout | Accessibility and Legend(? | V"T‘f:;‘:’;fmgt°é5;1"2°‘;";o"gg°
Project : project 8735 - Stationery Project 2012

m ITT: itt_13872 - Stationery 2012 ITT
Closing Date: 26/10/2012 12:00:00

Settings Response Last Submitted On:
View ITT settings

Buyer Attachments | i

Buyer Attachments: 2

My Response @ Export / Import Response D Delete response @ Printable Viewr? EJ Help for Suppliersf
Status is: Response To Be Submitted To
Buyer
—— & Submit Response
Messages pmm s Bum —
P Unread Messages (0) [—‘
User Rights e :
Manage User Rights & ME&M All questions answered
’ 2. |Technical Response All questions answered
No additional attachments
’ 3. mmercial n All quoted items completed Total Price (excluding optional sections)| GBP 3,382.5
’ No attachments uploaded

5.1 Once you are happy with your response, click i) | (jedit response]
on ‘Submit Response’ to send it to the SCC - SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions
SE THE ASK BEN ONLINE HELP FUNCTION - it provides support for both the screen you I




5. Publishing Your Response
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Improvement and
Efficiency
West Midlands

N
Back To List | Main Page | Logout | Accessibilits Pag

| 11T Details

Settings
View ITT settings

Buyer Attachments
Buyer Attachments: 2

My Response
Status is: Response Submitted To Buyer

Messages
P Unread Messages (0)

User Rights
Manage User Rights

5.2 As long as all mandatory questions have been
answered and the deadline hasn’t passed, the
following alert will confirm submission

Pr
IT
Cl
Re

A

You have successfully submitted your response to the buyer, if you
wish you can update the response and submit your changes anytime

before the deadline.

-
— -

pplierstd

1. lification n All questions answered

2. |Technical Response All questions answered
No additional attachments

o mmercial n All quoted items completed Total Price (excluding optional sections)| GBP 3,382.5
No attachments uploaded

& View Response Index On

questions: 2 )

|7E]‘Edit responsell

SUPPLIERS TIPS FOR COMPLETING YOUR RESPONSE - Section of ITT Questions

E THE ASK BEN ONLINE HELP FUNCTION - it provides support for both the screen you
and for kev processes, e.a. 'How to Express Interest’




Successful publication of response to ITT - Invitation to Tender Code itt_13872 on

“https://iewm_.bravosolution.co.uk™

test.wmcoe®@bravosolution.com

Sent: Sun 21/10/2012 22:36
To: STOJSAVLIEVIC Marko

Dear Supplier,

I;his email is to confirm that you have successfully published your response to the following eTendering Event:
velit type 111 -invitaton o Irender

Code:itt_13872.

Title: Stationery 2012 ITT.

Date of response: 21/10/2012 22:35:52 (GMT + 0:00).

To view the details of the eTendering Event and review your response:

- Connectto “https://iewm.bravosolution.co.uk”

- Enter your Username anda Fassword

- Browse to the Projects module.

- Click on ITT - Invitation to Tenders

- Click ITT - Invitation to Tender Code itt_13872 to view details of the eTendering Event.

To change and republish your response to the Event:

- Click on Edit Response.

- Edit your Response as required.

- Click on Save and then Confirm to publish your Response.
PLEASE NOTE:

If you edit your response after the deadline has passed then your response may be rejected by the Buyer during
evaluation.

Please only edit a response after the deadline if you have made prior arrangements with the Buyer.

Please do not reply to this message. This is an automated email alert, and replies to this message are routed to an
unmonitored mailbox.

For assistance please contact our Helpdesk operated by BravoSolution: In addition, an email will be sent as a
Freephone: 0800 368 4850

‘receipt’ of submission



5. Publishing Your Response

Main Page | Logout | Accessibility and Legend (] |

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

4

]

Improvement and
Efficiency
West Midlands

{ Select Module

|M” PQQs | IAuctions ” Contracts |

Locations

—

ITTs Open to All Suppliers
ITTs Open to All Suppliers

The response window will then close
and the ‘My
ITTs’ screen will refresh and show

Filter By: All ITTs

Jb

4 Search/Filter @ Export List to Excel E] Help for Suppliersf

1

ITT Code ITT Title

Project Code: Buyer
Organisation

itt_13872 Stationery 2012 ITT project_8735 WMCOE SRO

ITT
Status

Running Response Submitted To Buyer 26/10/2012 12:00

Response Status

ITT Closing
Date/Time

___/

the new ‘Response
status’ as ‘Response Submitted to
Buyer’

10

”’

v

”’

~ C%Rlﬁl' 2000 - 2012 BRAVOSOLUTION ~

2 Top



6. Managing Users

y,

¢

Improvement and
Efficiency
West Midlands

English ¥

Logout | Accessibility and Legend( | m.lreill.;c;n;:nz?oés;rvl‘:e;:oﬂggo

| User Mansgement
| ategores

6.1 From the homepage, click on ‘User
Management’ to start adding users




6. Managing Users

v,

Q
A
Improvement and
Efficiency
West Midlands
Main Page | Logout | Accessibility and Legend (] “frellf“;“;ngt“é;":’f:';o";g" 4 Select Module

User Management

Locations Filter By: All Users v

4 Search/Filter D Create | @ Export List to Excel E] Help for Supplierstf'
l [S

Roles

Roles \ No Users found.

S

Divisions

Divisions ~
Default User \

Default

sfault User ~ COPYRhT @o - 2012 BRAVOSOLUTION ~

~~

6.2 A list of current sub-users will appear. To add

a new sub-user, click ‘Create’

2 Top



Improvement and
6. Managing Users Efficiency

West Midlands

Logout | Accessibility and Legend(f | V;?:oen;i:n:?oé;vge;:oﬂsgo

User Details

% Last Name
% First Name

User Tag for Codes
% E-mail

6.3 Fill in all the mandatory details regarding the
user and then click, ‘Save’. The user will be sent l
an automatic email containing their username

and password.

* Telephone Number

Mobile Phone Number (please enter "+" "country code"

and "your mobile phone number" vith no spaces)

% Division Title Division ¥

Department --- w

Role --- v

* Choose your Username and check it is not already

in use.

* Preferred Language - - - -

% Time Zone (GMT 0:00) Western Europe Time, London, Lisbon

Use High Contrast Stylesheet (for visually impaired No v

users)

Use Accessible Controls by default No




6. Managing Users

Welcome: Stojsavljevic Marko

Back To List | Main Page | Logout | Accessibility and Legend(? | Time Zone: GMT + 0:00 DST

v,

®

Improvement and
Efficiency
West Midlands

@ View User Rights
L

s
s

I ~ COPYRIGHT 2000 - 2012 ERAVOSOLUTION ~

6.4 After creating the user, click ‘View User
Rights’ to assign user rights to that account.




6. Managing Users

User Details
View User Details

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

Visibility of Auction Lists No
Access Auction Details No
Access to Auction Monitor No
Participate No

Contact Visible to Buyer No

Manage Messages No

@EditPQQ/mRights e B T

PQQs/ITTs

See PQQ/ITT (Supplier) No

View PQQ/ITT Details (Supplier) No
Create Response No

Modify Before Publishing No ‘
Publish and Modify No
Contact Visible to Buyer No

S STTINE] No 6.5 Edit individual user rights and then click,
View Sensitive Data (including; attachments, response, No ‘Save’ once you are done.

oricing etc)




BravoSolution

Agenda:

BravoSolution Overview, Aims and Objectives

eTendering Portal Overview and Registration

1. Accessing PQQs/ITTs

2. Downloading Buyer Attachments
3. Sending Messages via your PQQ/ITT
4. Responding to your PQQ/ITT

5. Publishing your PQQ/ITT Response

6. Managing Users

eVendor Management
1. Profile Area

2. Pre-populated Responses

Tips for a “stress-less tender”

Help Available



BravoSolution

eVendor Management allows storage of responses to Library
questions within the system. This means that suppliers will be able
to store responses to questions and re-call these answers in
subsequent PQQs/ITTs!

— You can keep your responses to the Library questions up-to-date from
your Profile area.

—  Stored answers will pre-populate in a response if the Buyer has
chosen to ask these Library questions in their questionaire.

— You can update these answers at any time, including within a response
— crucially, these answers will not back populate into your profile until
the Buyer has opened your response!



1. Profile Area

y

¢

A
Improvement and
Efficiency
West Midlands
Logout | Accessbilty and Legendd | e Zont T + 000 DST english ¥

fuctions
| cortrects
m

| User Mansgement

| ategores

1.1 From the homepage, click on the ‘Profile’ link




1. Profile Area

y

¢
A

Improvement and
Efficiency
West Midlands
Main Page | Logout | Accessibility and Legend \A;eill:‘oer;i:nzfoé;vget;i:ongsr:o 4 Select Module

| User Management “ Categories I

Locations Company Name: ABC Supplier

Status Summary | jb |

Status Summary

E Help for Suppliersty

@ Print your Supplier Profile

Basic Profile |, opm
Basic Profile

Extended Profile
Extended Profile

Organisation Name ABC Supplier
Address line 1 85 London Wall
City London
State/County GREATER LONDON
Postal Code EC2M 7AD
Country UNITED KINGDOM
Main Organisation Phone Number 0207401294

Drganisation Fax Number

1.2 This screen shows an overview of registration
information. There will also be two profile areas janisation Email Address m.stojsavljevic@bravosolution.com
to enter - to start with, go to ‘Basic Profile’ Web site




7)

1. Profile Area Improvement and
Efficiency
West Midlands
Main Page | Logout | Accessibility and Legend W;_ehl;c;n;:n:to(j;s;:.lze‘; i;:;;kro 4 Select Module

IHHHI User Management “ Categories |
m Basic Profile Details: Registration

Status Summary
Status Summary

Registration Data . - . . .
Registration Data 1.3 A selection of Basic information questions will

appear. To answer them now, click ‘Edit’

Extended Profile

Extended Profile : Total:1 of 1
| Registration
[OD] Organisational Details - Organisation | % Is your organisation a:
Type
[OD] Organisational Details - Company % Please state the name of the ultimate parent company (if applicable).
Number
[OD] Organisational Details - Holding / Parent|* Please state the name of the holding or parent company:
|company
[OD] Organisational Details - Ultimate Parent (% Please state the ultimate parent company (if applicable)
Company
[OD] Organisational Details - Executive * Please provide the name of Executive Directors/Partners and their
Directors / Partners responsibilities within the organisation
[OD] Organisational Details - History of % Please provide a brief history of your organisation.
Organisation.

[OD] Organisational Details - Locations of % Please state the number and locations of premises from which your organisation
Premises provides services similar to those required by the Authority.




1. Profile Area

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

1.4 You can then populate your answers and click

Total:1 of 1

[OD] Organisational Details -
Organisation Type

P

‘Save’ to confirm them against your profile

* Is your organisation a: Publlic Limited Company

[OD] Organisational Details - Company
Number

# Please state the name of the ultimate parent company (if applicable). ABC Supplies Ltd

Characters available = | 1984|

[OD] Organisational Details - Holding /
Parent company

% Please state the name of the holding or parent company: | R

Characters available =

[OD] Organisational Details - Ultimate
Parent Company

* Please state the ultimate parent company (if applicable)

>

Characters available =

[OD] Organisational Details - Executive
Directors / Partners

% Please provide the name of Executive Directors/Partners and theirf B )\ (o] {=HYe] o LW C=XT o Loy FY-CR 1  EVAE] [ (=E To (WA (15 4!
responsibilities vithin the organisation This is because you have answered these

elsewhere in the system and the responses
have back-populated into your profile!




West Midlands

1. Profile Area Welcome: Stojsavljevic Marko 4 Select Module

Time Zone: GMT + 0:00 DST

Status Summary
Status Summary

Registration Data @ Print your Supplier Profiler{ B Help for Suppliersty
Registration Data
Basic Profile —
Basic Profile [;] Edit

M Total:1 of 1

Extended Profile Details: Financial Information

P

[FI] Financial - Turnover - most recent year % Please state Financial Turnover for the most recent year

[FI] Financial - Turnover - two years prior to % Please state Financial Turnover for the year two years prior to the most recent
most recent year year

[FI] Financial - Turnover - year prior to most % Please state Financial Turnover for the year prior to the most recent year
recent year

[FI] Financial - Annual Turnover - Statement % Upload a statement of Turnover, Profit and Loss and Cash Flow position for
the most recent full year of trading.

[FI] Financial - Profit/(Loss) Before Tax - most |#* Please state profit/(loss) before tax for most recent year

recent year

[FI] Financial - Profit/(Loss) Before Tax - two  |#* Please state profit/(loss) before tax for the year two years prior ro the most
years prior to most recent year recent year

[FI] Financial - Profit/(Loss) Before Tax - year |#% Please state profit/(loss) before tax for the year prior ro the most recent year

prior to most recent year

% Please confirm the name and address of your banker.

The same can be done in the extended R * Please confirm that you are happy for the City Council to obtain a credit
reference check in respect of your expression of interest

profile — just navigate to this area, click on
‘Edit’ and start populating your responses




2. Pre-Populated Responses

L )
Improvement and
Efficiency
West Midlands
Welcome: Stojsavljevic Marko

Main Page | Logout | Accessibility and Legend( | Time Zone: GMT + 0:00 DST 4 Select Module

|M” PQQs | IAuctions ” Contracts |

Jb

4 Search/Filter @ Export List to Excel E] Help for Suppliersf

ITT Code ITT Title Project Code: Buyer Organisation ITT Status Time limit for Expressing
Interest
1 itt_13873 Vendor Management Example  project_8735 WMCOE SRO Running  24/10/2012 16:00
ota Fage 0 - 10 v

~ COPYRIGHT 2000 - 2012 BRAVOSOLUTION ~

Now, if answers exist against your profile (either because
you've filled them in from the Profile area or during a

previous PQQ/ITT), they will automatically appear when
you express interest in another event...




2. Pre-Populated Responses

y

]

A

Improvement and
Efficiency
West Midlands

Logout | Accessibility and Legend (] | “"rei:;?z:nzfo(l;;vge::o";?ro

Project : project_8735 - Stationery Project 2012
ITT: itt_13873 - Vendor Management Example
Closing Date: 24/10/2012 16:00:00

V Express Interest x Decide Later

Response status

Response status Response Not Submitted To Buyer

Overview

ITT Code itt_13873

ITT Title Vendor Management Example
ITT Description
Type of Supplier Access ITT Open to All Suppliers

R c GBP :
ASPONEG Ty 2.1 Once you’ve located the event you wish to be

L involved in, click on ‘Express Interest’
Buyer Organisation WMCOE SRO




2. Pre-Populated Responses

y

L}
FS
Improvement and
Efficiency
West Midlands
Back To List | Main Page | Logout | Accessibility and Legendt | ﬁ?:;igi’nifoé;vgeﬁonggo

ITT Details

Buyer Attachments
Buyer Attachments: 0

My Response
Status is: Response Not Submitted To
Buyer .

Messages

P Unread Messages (0)

User Rights

Project : project 8735 - Stationery Project 2012
ITT: itt_13873 - Vendor Management Example

Closing Date: 24/10/2012 16:00:00
Response Last Submitted On:

() printable Viewt? || [*] Help for Supplierst?

Manage User Rights

Response status

Response status Response Not Submitted To Buyer

Oven sw

ITT Code itt_13873

ITT Title Vendor Management Example
ITT Description

Buyer Organisation W




2. Pre-Populated Responses

Settings
View ITT settings

Buyer Attachments
Buyer Attachments: 0

My Response
Status is: Response Not Submitted To
Buyer

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

i5 - Stationery Project 2012
lor Management Example

Closing Date: 24/10/2012 16:00:00
Response Last Submitted On:

() Printable View]

B Help for Supplierstd

Messages
P Unread Messages (0)

User Rights
Manage User Rights

; Create Response G Decline To Respond

Consortium (0)

¥ 1. Qualification Response (questions: 3 )

recently evaluated by the Buyer.

¥ 1.1 Organisation Details - Section of eVM Questions:
IMPORTANT: This Section contains Questions you may have already answered in your Organisation Profile, the answers to
ose questions will be used to pre-populate your response. You may change these answers so they differ from those saved
n your Organisation Profile and save new answers on your response. These answers will be applied back to your
rganisation Profile when the PQQ/ITT is evaluated by the Buyer. You may also supply different answers to these Questions|
n other PQQs/ITTs. In this case the response saved to your Organisation Profile will always be the response which was most

Type

1 [[OD] Organisational Details - Organisation

% Is your organisation a:

Publlic Limited
Company

Company

2 |[OD] Organisational Details - Ultimate Parent

% Please state the ultimate parent company (if
applicable) 7

Structure Upload Confirmation

3 |[OD] Organisational Details - Organisational

* Please confirm that you have uploaded agby of
your organisational structure chart.

2.3 Notice that some sections may be headed
with ‘Section of eVM Questions’ — these are

sections of library questions that have been used
in this PQQ/ITT

2.4 Within this section, any questions answered

previously will be pre-populated with a response

(before we’ve even ‘Created’ the response)!




LInvichivy

West Midlands

2. Pre-Populated Responses

Welcome: Stojsavljevic Marko
Time Zone: GMT + 0:00 DST

Project : project_8735 - Stationery Project 2012
ITT: itt_13873 - Vendor Management Example
Closing Date: 24/10/2012 16:00:00

Response Last Submitted On:

Save Changes Save and Exit Response x Cancel

Validate response

1. Qualification Response (questions: 3 )

1.1 Organisation Details - Section of eVM Questions:

IMPORTANT: This Section contains Questions you may have already answered in your Organisation Profile, the answers to those questions will be used to pre-populate
our response. You may change these answers so they differ from those saved in your Organisation Profile and save new answers on your response. These answers will
be applied back to your Organisation Profile when the PQQ/ITT is evaluated by the Buyer. You may also supply different answers to these Questions in other PQQs/ITTs.

In this case the response saved to your Organisation Profile will always be the response which was most recently evaluated by the Buyer.

1 [[OD] Organisational Details - Organisation Type |% Is your organisation a:

Publlic Limited Company \/

&
2 |[OD] Organisational Details - Ultimate Parent * Please state the ultimate parent company (if 7 7
Company applicable) / Private Limited Company

Sole Trader

/ Partnership
/ Voluntary Sector Organisation
Charity v
/ Public Sector Body

Social Enterprise

Other

2.5 By clicking on ‘Create Response’ and f'g::‘:::;: m liplowdd ¥ cpy/ct
navigating to the correct area, you can still edit
these pre-populated responses (if, perhaps, the

These answers will only back populate to your Profile when
this response has been opened, ensuring that no-one can
see your answers before they’ve been made public!

information has changed since the last time it
was answered)...
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BravoSolution

Tips for a ‘stress-less’ tender

1. Ensure that you read and digest all documentation thoroughly and make note of key actions
and deadlines (you may want to create a checklist of actions to review prior to publishing your
response).

2. Don’t leave your response until the last minute — if you have problems you may not be able to
resolve them before the deadline for responses.

3. Always use the secure messaging tool for communicating with the Buying team.
4. Only upload attachments when requested. Try to avoid uploading very large files.
5. Try and answer all questions not just the mandatory ones.

6. Please treat your username and password securely — if you lose or forget your password there
is a link on the portal homepage where it can be emailed to the registered email address.

7. Consistently SAVE your work — security protocols will automatically “time-out” after 20
minutes of Inactivity

8. Please remember you MUST publish your response to make it visible to the Buyer
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BravoSolution

Help Available

BravoSolution Help Desk
Mon- Fri: 8am — 6pm
Phone : 0800 368 4850
Email:

help@bravosolution.co.uk




<

Online Help Files ¢ BravoSolution

“

Within the eTendering portal you have
i i
access to the online help files by

oy

clicking on the ‘Help for Suppliers’

lE] Edit “ ’ Modify Password IQ Print your Supplier Profile

. A )
‘| Help for Suppliers (.

button in the web page. S raTnteton T

PQQs/ITTs (UK Public Sector)

Projects module
Projects PQQs & ITTs Auctions Contracts

File Sharing module | Users & Organisation Profile module

Dashboard module Common Features
Contents [hide]
1Defintion
2 Activities

2.1 Viewing a PQQATT Open to All Suppliers
2.2 Expressing Interestin a PQQATT Open to All Suppliers
2.3Viiewing a PQQATT Details

Definition
A Request for Information (or PQQ) is used to collect Qualification and Technical information from Suppliers in order to evaluate the Supplier base and to narrow the field of competition to qualified Suppliers. Closed PQQs on the platform
may be finalised and converted into ITTs.

A Request for Quotation (or ITT) is used to collect detailed Technical and Commercial information from pre-qualified Suppliers in the form of a private offer. Closed ITTs on the platform may be converted into Auctions, or awarded, and
converted into Contracts

The generic term “PQQUTT" is used to describe the common behaviours of PQQs and [TTs on the platform.

Each PQQATT on the platform is managed by a Buyer within the Buyer Organisation. The Buyer is able to configure the Settings of the PQQ/ITT, such as the response deadline and awarding strategy, and decide how Suppliers should be
able to participate. The Buyer may also attach ﬁles tn the PQQIITT for the attention of participating Suppliers

T el "‘ sttt A w“"ww**w~'”m-w*\f‘J\d-"‘w‘""?




