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1 Finding Opportunities

Log into your account on www.eastmidstenders.org to find new tender opportunities. Head to
‘find opportunities’ in the top tool bar on the screen.

Find opportunities

Horme
iome page

~ Activities Wlew fUll scraan

Active Recently added Last viewed

-- Please select - v E Search E

@ Please select a buyer from the dropdown and click on the 'Go' buttan

~ Opportunities A Eind apportunities

To search and view all of the latest opportunities available on the Due North portal, please click on the 'Find opportunities’ link above

On the opportunities page there is an option to filter the results, for example search
opportunities just within Nottinghamshire County Council or if you are looking for a specific
tender and knows the title, you can search a key word in the top right-hand corner.
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Opportunities
Narrow your results Opportuniies
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e Rothetham MEC 18/03/2018 njo7fzme nia
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Once you have found an opportunity you’re interested in, you will need to click on the blue
tender title which will direct you to the initial tender dashboard.

Cpportunities
Title Buyer Expression Start Expression End
Alternative (education) Provision Nottingharnshive TEST Mottingharnshire County Counci 08/09/2016 24/09/2019

Test Site DPS MNottingharmshire County Council 12/09/2017 27/04/2018

Training Tendsr 1 Mottingharnshire County Counci 28f11/2017 28/11/2018


http://www.eastmidstenders.org/

2 Registering an Interest

This initial tender dashboard shows summary information. To view tender documents and
access the online questionnaires, the first step is to register an interest in a tender.

Test Site DPS
Main contract details Expression of interest window

Opportunity Id DNG140700 From 12/02/2017 11:50 to 27/04/20158 12:00
Title Test Site DPS “Redister interest in this oopartunite

st in this opportunity

Categories 35000000-4 - Security, fire-fighting, police and defence equiprment
Description Test DFS
Region(s) of supply UNITED KINGDOM Contact details
Estimated value M/A

Buyer Mottingharnshire County Council
Contact Lucy Bartle
Email lucy.barle@@nottsce.govuk
Address County Hall
Mottingharm

Keywords Taxi

Key dates Mottinghamshire

WG2 7TQP

Estimated contract dates United Kingdam

Start date 14/01/2018 End date 03/12/2022
Attachments
Current Dy ic Purchasing System (DPS) round information
End date 27/04/2013 11:00:00 Mo attachments

Once you have registered / expressed an interest in a tender, the tender will appear in the ‘My
Activities’ tab which can be found in the top tool bar.

Find opportunities 5 5 Your account  Logout

Horne » My activities

Al data ¥ - Search ﬁ

My activities
MNarrow your results Active activities Archived activities Last viewed activities
~ Buyer )
¥ Mottinghamshire County Council ~Actions-- v
Buyer =~ Title = Current event ~ Eventdeadline =
~ Event type Mottinghamshire  Alternative (education) Provision  Alternative (education) Provision 24/09/2020
7 County Councll  Mottingharnshire TEST Mottinghamshire TEST
IR SETE ] - )
advert W oty ol LEStSite DPS Test Site DPS 27/04f2018
. _ East Midlands Regional Provider  East Midlands Regional Provider
RFx East Miclands Req)
NOMGRAMSNIe | o1 for Hioh eeds Supported — List for High Meeds Supported  31/03/2027
¥ Arccommodation Accommodation p

~ Status

N.B. In the ‘my activities’ tab, ensure the correct buyer is ticked in the left-hand side filter to
allow tenders to show, without any buyers ticked the page will be blank.

The saved tender will always appear in the ‘My Activities’ tab and this where you should go to
access it. From the ‘My Activities tab the tender link will take you to the tender event list.



2.1 Tender Event list

Events
Referal for JS XXXXX (Respond by: 23/05/:2018) Hide details | Start
Activity type: Further competition
Reference: 5265204 .
Respond by: 23 May 2018 at 12:00 Click here to Start or Open
Response status: Mot started to edit / view

If the opportunity is a DPS (Dynamic Purchasing System) the tender will show several events
including the current open round and any rounds that you may have previously submitted.

Current events Shaw all DPS events
Test Site DPS - Acceptance round 4 (Respond by: 03/12/2022) “iew details | Open
Test Site DPS - Acceptance round 3 (Respond by: 03/07/2018) “Wiew details | Open
Test Site DPS - Acceptance round 2 (Respond by: 14/05/2018) “iew details | Open
Test Site DPS - Acceptance round 1 (Respond by: 27/04/2018) iew details | Open
Test Site DPS Expression of interest accepted “iew details | Open

2.2 Tender Dashboard

Clicking start will take you to the main tender dashboard for the opportunity. From this
dashboard you can view and read any relevant documents such as the specification and the

terms and conditions.

Home » Wy activities » Test Site DPS » Test Site OPS - Acceptance Round 4

Activity information w Countdown to submission o Take atour

. . deadline
Buyer: hottinghamshire County Council

Title: Test Site DPS 1Dz 5266002 Acceptance Round: 4

Description: DPS Test

Activity primary contacts o Send and receive messages to and from Hide
the project team
Lucy Bartle
T
F:
Activity documentation, files & links (1) w Hide
Title v
& specitication o @ Any attached documents will be listed
here
Question sets (2) w Hide
Title Summary
.' Part 5 - Technical f Method Statement Guestions Mandatory question set of 3 guestions of which 3 are mandatory
Standard Selection Questionnaire (SG) Mandatory question set of 4 gue. ) . .
On-line questionnaires to be completed
Terms & conditions (1) w Hide
é TERMS AND CONDITIONS 2015 Check list of actions. When all are

green you can submit your tender

You can start or Opt out if the
tender is not for you.

=Backto dashboard
Deadline & time rernaining

A response to this activity can be submitted no later
than
3rd December 2022 at 12:00 AM ©

Time remaining ¥

8

Months

“ou have received 0 message(s) of which 0 are unread

e all | Wiew unresd

Your response

The checklist beloww shoves the current status of your
responze to this activity

This is your response submission progress
checklist:

Before you can sebmit your response you heed

Indicate your intent to respond
Start response or opt out the activity

Complete mandatory gquestion sets

Accept terms & condtions fully or in part

0.
O
)
. Complete the additionsl information section
)
o
. Submit your response

Start my

Indicate your ind



3 Completing a Tender response
3.1 Additional information
Click here to complete.

Additional information w V4

m
=2
=

You have not started the 'Additional information' section. Click on the 'Edit' link to begin.

Additional information

Supplier reference {optional) &

Response information {optional) & This section is optional and is mostly
used by larger suppliers managing
multiple bids. Click here to opt out

Additional comments (optional) &

i

# | have read and understood this section and can confirm | am happy not to include any additional information &

Cancel

Once you click save, the system will prompt you to confirm and then display

Additional information « / Edit

Supplier reference, response information & additional comments:
You have acknowledged that vou do not want to include a reference of your own, further response information or additional comments as part of
yaUr response

3.2 Question sets

Question sets are the main on-line questionnaires, and include the standard selection
questionnaire as well as “method._statement” anestions

Click to see summary of questions. Click here to start answering
Question sets (2) »
Title simmary Progress Actic
.‘ FPart & - Technical / Method Staterment .. Optional guestion set of 3 questions of which 3 are mandatary Edit
& Standard Selection Questionnaire (SC) Optional guestion set of 4 questions of which 3 are mandatary Edit

Each question has a traffic light system
and the key is identified to the right. All
questions must be green to submit the progress bar

CQluestions Progress (33%)

Title status Status Flag ---

How will you deliver the specification? Answer guestion - Key
How will you approach Tupe? Answer question .
Th ded lid and et
How do you approach training with your staff? Answer guestion . - © answer provided 1 valld and complete
@ The answer has been automatically populated from a previous
ﬁ answer but it must be reviewed hefore submission.

. Mandatory elements of this question have not been provided.



When you click on Answer question, a new screen will appear which includes a text box to
type in /paste your answer. The weighting of the question and the word limit will be shown.

Technical / Method Statement questions | Question 1 of 3

CQuestian Section help

Title:
How will you deliver the specification?

CQuestion help

Answer Maximum of 500 words

Flag question for review

This question is mandatary
Tvpe your response in this box “fou hawve 494 words remaining
Attachments

W Please upload atleast one attachment

[x] Userguide for Evaluators ¥3.pdf

=
Add attachment

Save and previous  Save and next

This page will also show any attachments which are linked to the question. If the question
allows it, attachments can also be uploaded as part of the response.

The system will save your answers as you go, once you press one of the save options. Note
that you can still change your answers, as many times as you like until the tender deadline
and revisit the tender later. You will need to answer all mandatory questions and submit
before the tender deadline.

N.B. If the tender opportunity is a DPS, and you don’t submit your response before the round
deadline, your answers will be saved and carried forward to the next round.

Once all questions are answered and all the progress bars are showing as 100% a submit
response button will appear on the project dashboard. When you are happy with your
answers, you can submit your response to the project team.

Question sets (2)

Title Summary Progress Action
.‘ Part5 - Technical / Method Statermnent Questions Optional question set of 3 questions of which 3 are mandatory Edit
n_ Standard Selection Questionnaire (S&0 COptional question set of 4 questions of which 3 are mandatory Edit

Progress needs to be 100% for all
question sets
Unless you are applying for optional lots.

See below
Cluestion sets (2) &
Title Summary Progress  Action
| joetesttemplate Optional guestion set of 2 questions of which 2 are mandatary Edit
| PBarts-Technical / Method Statement Ques...  Optional question set of 1 questions of which 1 are mandatary Edit Opt



3.3 Terms & conditions

Terms & conditions (1) w V' accept temms g cancitions 9% Deciing terms & congitions

Title

& TERMS AND COMOITIONS 2015

Bidders must accept the terms and conditions. Note that failure to accept them will make a
bid non-compliant and possibly prevent submission.

3.4 Response documentation, files & links

If attachments are required for the application, such as a pricing schedule, you can attach
them on the main tender dashboard. This box will only be visible if attachments are
mandatory, otherwise attachments may be optional or mandatory within the question sets.

Response documentation, files & links (0) @ o fdd

Mo attachments

Attachments (%]

File upload rules:
o Maximum file size: 1000MB
o Vaid file types: td, iif, mpp, ved, dwg, rar, meg, ics, gif, g, png, ipeg, tiff, tif, Zip, pdf,
doc, xis, ppt, docx, xisx, pptx, mp3, mov, mda, swi, winy, mpg, mpeg, avi, wav, odt,
odp, ods, numbers, pages, xer

Click here to browse your files. Then click
“start upload” to import them into your
response.

3.5 Response Check list and Submit button

Your response w Response history

The checklist below shows the current status of
your respanse o this activity

This is your response submission progress
checklist:

So far you have... As each task is completed the checklist
. Indicated intent to respond (29032019
12:28)

. Started to draft your response ta this
activity

. Completed the additional infarmation
section

goes green. When all are green the
Submit response, button will appear.

. Completed mandatory question sets

. Accepled terms & conditions fully ar in » D o .
part act
Almost done, aif you need to do now is..... submit response o

ELD

. Submityour response A you sure you want (0 s N a

a

Options cirrently avallable to you are.....
ant out v V “fou have acknowledged your acceptance ofthe listed terms & conditions A:
Lpt out




Your response (Version 1 — Submitted)

Response history

The system will now show you the date
The checklist below shows the current status of your and time you submitted along with the

response to this activity version, if you edit and resubmit.

This is your response submission progress

checklist:

You have successiny....

- Submitted your response (Wersion 1 — You can change your mind and edit your
29/03/2019 12:30) response or withdraw completely right

up to the deadline.

Qptions currentiy availahie to you are
‘et Ubmitted response

All suppliers will be notified about the outcome of their tender application via a notification

email from the system.

Note: If the tender is for a DPS and a supplier is successfully accepted, you are not required

to apply again on any subsequent rounds, unless any material details change.

3.6 Responding to Lot Questionnaires

When a tender is published with separate questionnaire sets for different Lots, these will

appear in your Tender Summary page as shown below.

Unless the question set shows ‘Opt out’ then it must be completed. Where it states Opt out

then you can choose to answer or not.

Note: when lots are used then at least one lot questionnaire must be completed.

Cluestion sets (2) &

Title Summary Progress
| joetesttemplate Optional guestion set of 2 questions of which 2 are mandatory
| Parts-Technical / Method Statement Clues...  Optional question set of 1 questions of which 1 are mandatary

If you wish to Opt out of a non-
mandatory set of questions, then you
are required to click on Opt out.

You can always opt back in and continue your response if you change your mind before the

deadline.

Title Action Progress

Lot 2 Questionnaire




