Open Bids: Instructions for Suppliers

Instructions for Suppliers
responding to an “open bid”
advertisement requiring
electronic pre-qualification or
tender responses.

eTender helpdesk: 0131 244 3509 or e-mail to
eprocurement@scotland.gsi.gov.uk

N View Notica - Microsoft Internat Cxplorer pravidad by Scottish Govarnmant
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The advert will contain a URL. Mark this up with your cursor, right-click

your mouse, and select “Copy”.
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With the “target” address now filling the address bar, click on “Go”.
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A http:/Iwww.historic-scotland.gov .ukfurquhart-castle-jetty-supply-of-timber.pdf - Microsoft Internet Explorer p:
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Application The Invitation to Tender document i available through the eSourcing Scotland electronic tenderning system

process {for whach a separate registralion s required]. To access the tender documents use the follawing hyperink
bitps: /e esourcingscotland. com/publicNotice L ¥€age fspFeompany faults d=r11027
217DITLE

IMPORTANT - If this is your first time responding to a requesi\ia the eSourcing Scotland System, you must
register before you can log in 1o your Inbox. Please ciick the ln?\abave and follow the regestration instructions.
an the Registir Inerest page

If you gecide to participats in this event, click on the nk provided on\Xpe Register Interest page, and the RFx
will e pasted 1o your eSaurcing Scotland Inbox and will be accessiblNas soon as you lag into the eSoureing
Scotland System

If these links do not work, try copying and pasting them into your browser

Retumned tender proposals should also be submitted through eSourcing Scotiakd. You muss leave enough
time 1o complete and subm your bid well betore the lendering close dale

THIS NOTICE TO BE REMOVED FROM SITE ON 22 JULY 2009

EBEe B | nf S website acvert - ... |0 #t Proweri N

3A. Alternatively, if you go to the advert on the Historic Scotland ebsne this will be
posted with a hyperlink which when clicked will take you through to the next screen. If for
any reason the hyperlink does not work, follow the steps outlined above.

N Register Intarest Paga - Microsoft Internat [xplorar provided by Scottish Gevernmeant
Fie Edt  Yiew Favortes Tooks Help

Qm - O KRG P
| A5 /08/008 fOtlice Equipment POQ |

welcome to the Register Interest Fage

“fou are invited ta participate in the fallowing event:

RFu Mame: PE/RM03/Ofies Equipment PO
Buyer Mame: Procurement Scotland
Authorization 1D: N/A

Submission Deadline: 28 October 2008 12:00:00 GHT

Public Motice Summary:

[, Frind? Prenvierer Hatics:

1f you are interested in participating please fallow the link helow:

1 arn interested in participating in this event.
1 uendarstard that 1 aen andar oo oblhgaton. [ have rasd the
summary and accept the terms of the event.

B mn«mn\
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4. Your browser will take you to a “Register Interest” page. Click on the
button “Register Interest”.
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N eSourcing Scotland Login Page - Microsoft Intarnet Cxplorar provided by Scottish Governmant

eSourcing Scotl@nd If you

Dalivaring bast value through eSourcing already

have an

account

with the

aProcuramentscatiana Homa Fage system,
Supglier Gusde to Registrasion . s " enter your
Login .:' o’ details and

Tenderer Guidance to Submitting .
a Respanse click on

To login, please enter the folloving information:

Fystam Requirsmants T you are o guest in the spstem, please enter guest or leave the sccount field blank . Lon -
Account
Lagin 1D R
Password O
Forgal Passworg? Mzl Assistance? ) Lo
[ setect this checkbox to log into the Director Apalication.
(Not spphcalbde for Supplers or Buyers mithout authorization to the Drector If you are
application.} new to the
system,
1f you do not have an eSourcing Scotland Inbox, please click the D i T
Register button and complete the registration form. B e click on

“Register”.
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5. The system’s Login page will now appear (in a second window.) Unless
you already have an account on the system, click on the “Register” button.

X eSourcing Scotland Registration Paga - Microsoft Internat Cxplorer provided by Scottish Government

eSourcing Scoti@nd

Delivering hist

Registration

Plaasm cornplete tus Form b register wih sSourcng Seotland.

When your regestrabon 15 cornplete, you will receve legin instruchions for accessing your
b,

Please note, if you already have an Inbox, you do not need to register.
& system Login Chick the Systern Login hnk 24 lstt o gu deaclly to the log i screen.

The Request ID number |5 avallahle In your InviEatlon e-mall.
* Request 10: 101094 T wi

Reglstration Info:
* Company Name:
“ First Narne:
¥ Last Name:
* Create Login [D:
 Creste Password:
* Conhirm Password
* Email:
Phare Humber: f

Select Locale: United Kingdom/English |

& o S D Trused stes

6. The Registration page consists of a number of fields for you to
complete. (The “Request ID” field should already contain data.)
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Plnase camplete this farm ta register with aSaurcing Scatland.

when your registratian is complete, you will recaive login instructions far acerssing your
inbax,

Flesse note, if you already have an Inboox, you do not need to register,
Click the Systern Login link at [eft tn gn denctly ta the lag in sereen.

The Request I0 number is available in your invitation e-mail.
* Request 1D FIOEAIT wh

Info:

* cCompany Name: [ Fake Supplier C

* First Harme: vonine

* Last Name: Brogan

* Creste Login [0: | ybrogan

¥ Creste Password: | | esesssse

* Confirm Password) ssssssss

“ Email:

DcURetenTEgsCotlaND Gei. Gov. Uk
Fhone Humber: Exti

Select Locals: Unitied Kanggdom/English -

Required fislds are marked with an asterisk.(*) Tau should choase
& Login 10 snd Passrrard that o will be abls to remember. Do not
Pe-use the Request 10 number as yaur Lagin [0 Bf" 1

el

I your company 1= an eSourang Scolland Mermber, you do not need
ta register. Contact your aceaunt administrator far access.

S D Trusted stes
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7. Complete the form with your details then click on the “Register” button.

eProcursmentscotiand Home Page
Supplivr Guide Lo Registration

Tendares (3
A Risipor

ance 16 Bubmiting

Systam Hequiraments

Login

1t Infernel Explorer

your Inbas, you will need to log Ploase make a note of
ki
Aok guest (ot « you cin lmave thes oo liskd blsnk)
Lagin [0z ybrogan
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1t you do not have an eSaurcin
Register button amd complets the

B F Frepter

2 Regster Interest Fag. .

8. The system will confirm a successful registration. Click on “OK”.
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2} aSourcing Scotland Login Page - Microsoft Internet Cxplorer providad by Scottish Govarnment

eSourcing Scoti@nd
Delvenng best value through eSourcing
eProcuremeniscoliand Home Fage
& o .
Supplier Gulde to Regisiration . *
L g Login  %e %e
Tenderes Guidance 1o Submilling .-
a Risprige
To login, please enter the following information:
Hystam Requinrments Tf yau are & QuURSE i the system, please enter Quest oF leave the aceount field Blank.
Account
Login 11} hragan
Passwarid e
Fungot Pasgwond? Meed Azsiztance? Ll
[7] select this chackbox to log ints the Dirsctor Application,
(Mot apphicsble for Supphers or Buyers without authonzation to the Dirscter
application. )
If you do not have an eSourcing Scotland Inbox, please click the T
Register button and complete the registration ferm. 14
-
< .
] Do S @ trusted stes

9. Enter the login ID & password you made for yourself and click on the
“Login” button.

2 My Inbox - Microsoft Internet Cxplorer provided by Scottish Government |:"E|E]

. Wwvnme Bregan - 19 Seplembes 2008 032846 WET(DST)

Strategic Sourcng Dashboard

My Inbox Lp |
Gunfigure My Inbose
Dacument Requests -
oy Rt M Reparst L5 4 i = X [ Hel
Frum Ducument Name Type Issued Deadline St |f the “document
) Procurement Seatland PEAMD0AOfice Equipment POG AFx 16/09/08 16:34 WET(DST) 28/10/08 12:00 WET Recnive

name” does not
appear as
expected, try
clicking on the
“Retrieve New
Request” button
(at top-left) and
copy-and-
pasting in the
Request ID.

This may be
necessary if you
entered the
system directly
rather than via
the advert URL.

2] (c) 2006 vert, Tech LLC, Al raghts ressesvvend, Yerso #E 5,50, 13 Agr 17 2008 S @ Trusied stes

10. Your system “Inbox” should contain the relevant “Document Name”. To
open the document, click on its name.
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Py

X Walcome 1o aProcuremant Scofland - Microsoft Intarnat Explorer providad by Scottish Govarnmant = JIE]f]

O FET.

Welcome

FSI8I00310ffice Equipment POG

INSTRUCTIONS: Cover Letter:

T Toniesgoan bt risquies], gite
Ihough ared comphihi S prock s in
Create Re:

Response,

. Click on the ket tak at the top\al the
g o g

3. To print & cogry of this request, click
Print Prevtew button shove.

ou have bean Invited by:

Procurernent Scolland

Pulisly Date; 16 September 2008 16:34:39 WETIDST)
Subimdssion Deadiine: 28 October 2008 120000 WeT

000
@ Satmision Diactine: moumé\zummmve Vintedt 0
et
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11. The documentation interface will open in a second window within your
browser. A good starting-point is to click the “Print Preview” button.

3 Print Preview - Microsoft Internet Explorer provided by Seotil... [= |2 5] [Scattish Governmant

Gutput Format: | HTHL &
B o F
Auts Numberinaly e

view: | Current gid Welcome

nt POO

16 September 2008 16:34:38 WET(D'ST)

Subimdssion Dea 20 October 2000 12:00:00 WET

Fubiish Date: 10 Saptember 2008 1508 7 WE
SubiMiSSoN Deading: 21 Dciobér J000 120000 WE

i
=3

Ext
8] rvascriptitop. preview,_osponsed);

V4 start, @ [ Dreosterioenr.. | P Myiboc-d. | D wekoneroe.. et Frevewe .. | [ Inboce -Maros.,. | [ 16 Merosoft... - & 0 0 oo
12. In the mini-window, select a format — PDF or HTML — and click
“Preview”.
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B https:/fwww.esourcingscotland.comiCommServietC - Microsoft [ntarnat Dxplorar provided by Scottish Gevarnmant
Fle Edt Golo Favorkes  Help

4| @ [ |~ @ || D3] B9 -

v B

RFx Publish Date: 16 September 2008 16:34:39 WET(DST)
Fx Submission Deadline:2& Octaber 2008 12:00:00 WET

RFxDocument :PS/08/003/Office Equipment PQQ

Buyer Onganization: Procurement Scotland
Buyer E-Mil: stephanie wells@scotiand.gsl.gov.uk

Table of Contents

Introduction fox parties interested in tender P5-08-003-Office Equipment

Qutline of Requingment

Questionnaire Sel
i of G | ire

Instructions for COnséﬁi:i

Instructions for Sub-Comgracting

Freedom of Information

Part &

S NN

e L B

a i tdts | b Bl @ €
Do

S B ko Zone

13. Note that the Print Preview copy can be saved or printed for later

reference...

B https:/fwww.esourcingscotland.comiCommServietC - Microsoft [ntarnat Dxplorar provided by Scottish Gevarnmant

19 September 2008

Fle Cdt Golo Favorkes Mk ]
< | O [x B @ P o @ - L E[JEE S teks
ddress | ) Mg v B
Bl swvescory (= @ i semen || [hseea g || & - 1] 4| @ 1z |-o@ . B oo
A »
§ In addition to the contracting authorities listed above, the framework agreement will be &
avallable to charlties entered on the Scottish Charity Reglster and voluntary organisations
entered on the Membership Database of the Scottish Council for Voluntary Organisations.
Attachments Date Slze
Map of Scotjand for Office Equipment 11 September 2008 1365176Bytes
POQ.pdl
3. Questionnaige Selection Criteria
- Questionnalre Rurpose
'g 4of18
|
E I4 4 AL i+ ] 1= |
Dore S G ubim 2w
14. .. but note that the Print Preview may contain hyperlinks to attached

documents To open (or save) one of these, simply click on it.
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) Welcoma to eProcuremant Scotland - Micresoft Intarnet Cxplorer provided by Scottish Governmant

Spol Chock  Print Preview Holp

Inraduetion far panien Intereated intende
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Bl vart A - Vackaround Wformation
Mamie: of Ovgandaation
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Adddre s of Beaistered OMice
Hanu gt

Wamyos of the Dieclors {e Partiersh
Sroup Membarshie

Company Reatsn atkon Humber

VAT v athon Humiber

Mame: Hare of Organization

Requirement Questlon:

Blease provde the name of your Organisaton, Please alse prowde the URL of your Ongami
If your arganésation has traded wnder a different namais) in the past J years please supply the p

(&)

Response:
Faker Supplier ©

9 LY

] Dere

Create Response

' website.

Requitement Response:
Commenta  Asachments
Enter your reaponass in the

S O trumedres

narng

19 September 2008

Note the “split-
screen” design. By
highlighting a line in
the left-hand panel,
you see the
relevant “contents”
in the right-hand
panel. In this way
you can navigate
your way through
the entire
document.

-

15.

your response to the buyer.

) Welcoma to eProcuremant Scotland - Micresoft Intarnet Cxplorer provided by Scottish Governmant

Back at the interface, the “Create Response” tab is where you complete

Spell Check Print Preview  Hip

Inraduetion far panien Intereated intende

Ol of R cersen

SUbmisien of Duestiannair:

Inatrsetions far Consortia

Bl vart A - Vackaround Wformation
Mamie: of Ovgandaation

Achle o for Corssspomlence

Adddre s of Beaistered OMice
Hanu it

Wamyos of the Dieclors {e Partiersh
Sroup Membarshie

Company Regtstration Humber

VAT v athon Humiber

Response:
Fake Supplier o

Add Comments:

Artach llnk for Buyer URL: [itp-o/

Astach file for Buyer

9 LY

] Dere

Link's text:

Suve &
wvinus

A %

S O trumedres

p—

16. Note that you may need to scroll down to see the whole of the page. The
system allows you to add attachments: use the “Browse” button.
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‘3 Welcome to eProcurement Scotland - Microseft Internet Explorer provided by Seottish Gavernment

Craate bmit
@ woicome |@ et [SIHE BN @ Bubmt
A |
' tiun § i vt vt iyt
uline of Beauirenment Add Comments:
submission of Gussticnnaire
' —_— .
InEtrucslons for Sub-Comrating
Everadom of hifor neation
B PartA - Backpround information
Iasrve of Organisation Amach link for Buyer URL: http:i Link's texi
Adideas far Corresponien
Contact Delay
e Reglatesed o Satach file lor Buyer | Browse... E Adinch
(hatiare of Oraantaation Attached files Size Date
\lames of the Direeiars (or Partner calusmn definitions. 27136 Hyles 19 Sopterbes 08 | g Dewste
Graup Mt s
Company Redistration lumber
VAT Feaistr stion Humiber
~ Fehenin Top
3 >
Pubkh Dabe. 18 Seplenier 2008 1634 3 WE Tolsd T Sr S o
Submission Deadine: 20 October 000 120000 WE Wistet 2 T .
Ba
] Done B O T

17.
use

Files which you attach will show as hyperlinks. When you are done,
the “Save” button (or “Save & Next” to also move to the next question).

‘3 Welcome to eProcurement Scotland - Microseft Internet Explorer provided by Seottish Gavernment

INSTRUCTIONS:

1. Click e Print Prevtew buttan b display
your complated response in & saparate
windaow.

. Afl B rerwe winlcrw ORI, U your
Barerweszer's Prind or S furcBaons b
prersrve it iard 00 508 copy fon your records,

3. Whven you are ready to submil your

responss, clickthe Ready and Yes check
boxes, and then chick e Submit buttan.

A WARNING:

Mier oy UEONSE
Ionger e It however you can still ew snd
print yue responsE from your Inboe.

Pubkizh Dabe.
Submistion Deadine: 20 October J00U 120000 WE
(=]

Submit Response
Bubmission Check List

[ Ready

Vaarn rady 1o submil -y mespanse. | understand thi this achon cannot b weased

[] Yes

| e rxad and responded to all the Info derms and Reguirements i s Bequest

[ sema | Click the Submit buttor 1o submit your response.

16 Seplenber 2008 16.34 30 WE Tosl 73

8] Dune

S @ Trusted shes
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18. There is no need to complete your response in one session: you can save
your work and return to it later. Once you are happy with your entire response,
go to the tab “Submit Response” to complete the submission process.
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