Guidance on Viewing Published Documents .




e Login to the system and then it will take you to your homepage.

e From the Activities section click on the title of the Activity you wish to work on.
e Each stage of the procurement process will be seen as its own section.

e To view the relevant stage of the project click Open within the relevant stage.

Home page

~ Activities
Active | Recently added | Last viewed
Buyer - Title
States of Jersey So0J-GHE-Les Quennevais School - Fittings, Furniture & Eguipment
y _ City of York Council Carers Support Service
Events

View full screen

Added -
12/07,/2019 12:00
27/09/2017 12:37

S0J-GHE L es Quennevais School -
Fittings. Furniture & Equipment

Activity type:
Reference:
Respond by:
Response status:

(Respond by: 26/07/2019)

ITT
397557
26 July 2019 at 12:00

Version 1 - Submitted on time 19/07/2019 at 11:07
Opted out - 19/07/2019 at 11:14

Hide details | Open

S0l GHE L es Quennevais School -

Fittings. Furniture & Equipment V2

Expression of interest accepted

View details | Open




You are able to submit a response by clicking ‘Start My Response’
Activity summary <Biack fo dashboard
Activity information & @ Takea four Deadline & time remaining

A response to this activity can be submitted no later than

15t November 2019 at 12:00 PM ¢

Government of

JERSEY

Buyer: States of Jersey
Title: GolJ - COQ - [TT - Invitafion to Tender for the provision of Deskiop Stefionery, Faper and Printed Business Stafionery to the Government of Jersey. 10: 417002

Description: The aim of this tender is to appoint a confractors for the supply of desktop stafionery, paper and business stationery products thet will be available to sll Government of Jersey (GoJ)
Departmients. The contract falls into three lots: Lot 1: Desktop Stabionery and associsted Cffice Supplies Lot 2: Printed Business Stationery which includes GoJ letter headad paper,
compliment slips and business cards. Lot 3: Paper Suppliers can bid for one. two or all lots. The tender will extablish 2 core izt of products to be bought by GoJ Departments, this will include
arange of enviranmentslly friendly options. If interested plesse log on and register your interest. guidance is available under the sttachments.

Messages & clarifications (4)
Amendment information Amendment history
0 This panel will show any messages & clarificafions thet heve been sent to you conceming this
Version: 2 Last amended: 0811012018 03:37 ity fram the buyer

‘fou have received 4 message(s) of which 4 are unresd

Amended sections: Attachments
View all | View unresd

Description: Fallowng & question in regards to purchese we have now attached 2017 dats for purchases made.

Your response
Activity documentation, fles & links (10) & hic The checklit below shows the cument ststus of your respanse tothis sctivty
Title Type Size This is your response submission progress checklist:
s 1MB Before you ean submit your response you need to...

f 0. 2017 Purchases of Stafionery.xls
Indicate your intent to respond
f 0. How to Acoess Documents and Submit 8 Respanse pdf pdf 608 KB . ¥ o
Start response or opt out the acfivi
ke ® p o ty

ﬂ 1. Invitation fo Tender {ITT) for the Provision of Deckton Stationery. Paper and Prinfed Business. pdf pdf
B Complete the sdifional inform

docx TZKB

j Appendix 1. Pricing Schedule Daclarafion. dock
. Uplosd atleast ane stts

f Appendix 2. Dectaration Statemants docx docx TEHB

f Appendix 3. Invitafion to Tender (ITT) Quesfionsire docx dorze 87HE . Submit

f Appendix 4. Pricing Schedule dsx sy GO KB

f Appendix 5. Terms & Conditions. pdf paf 1MB Options currently available fo you are.....
o ey i f ing p H ﬁ Indicate your intent to espond
& AppendixB ey Performance Indicstors & Perfomance Monitoring pdf pdf 178 KB i

j Appendix 7. Logo & Lefterhead Example Templates zip zip 44218

Terms & conditions (1) w Hide

¢ Temsloncet o o SR O



The Response Summary

This will open up the response summary that will allow you complete each section of the page:

e Additional Information
e Response documentation ,files and links
e Terms and Conditions

Once completed the ‘Submit response’ button appears.

Your response summary e @ Take alour

Response information « Deadline & time remaining &

Supplier: States of Jersey Company reg number:  NiA
A response to this activity can be submitied no later than
Workgroup: Jersey Ol Company address: Corporate Procurament
PO Box 363 1st November 2019 at 12:00 PM ©
Workgroup contacts: Christopher Frencis, Ghris Francis St Helier
St. Helier (Jersey) Time remaining
Activity id: DNé37358 Jersey (States of)
JE4BUL
Response id: R4400883 Website: None
1 2 20
Week Deys Hours.
Additional information « # Edit
Supplier reference: 1234
Your response w Respanse history
Response information: 1234
Additional comments: 1234 The chackist balow shows the curment status of your respanse to this activity
This is your response submission progress checklist
So far you have.....
Response documentation, files & links (1) w + Add . Indicated infent to respond (22MO/2018 15:50)
Title Type Size B storted to et your respanse to this activity
Compieted the addifionsl information secicn
& Howto Access Doruments snd Submit s Response paf 602 KB ] @

) Uploaded atleast one atachment
B ~cospl=d terms & conditions fully or in psrt

Terms & conditions (1) & Almost done, all you need to do nowis.....

¥ Decine teme & congrions
B submit your response

Options cumrently available to you are.....
Submit response WY

Augdit history

Title

@ Tems incued nthe Tenger or RFQ Documentstion V' ou have scknowledged your acosptance of the listed terms & conditions

Wiew sudit history



Submitting the Tender Response

When all information is added you can submit the response by clicking Submit response. You will be required to reconfirm this by
clicking Submit response for a second time.

Editing Tender Response and Re-Submission

An important feature that is available after the tender response has been submitted is the ability as a Supplier to edit this response
before the submission time and date has passed.

All the procuring organisation will see, is the version number of the response, but no previous submissions, providing they are all
returned on time (further information on this later).

To edit a response from the tender summary screen, click Change Response.



Activity summary

Activity information &

© Take a tour Deadline & time remaining

Buyer: Ststes of Jersey A response to this activity can be submitted no later than
Title: God - COO - ITT - Invitation to Tender for the provision of Deskiop Staticnery, Paper and Printed Business Staticnery to the Government of Jersey. ID: 417003 1st November 2019 at 12:00 PM &
Description: The gim of this tender is to appeint a contractor's for the supply of deskiop stslmnen; paper and business ststionery products thet will be aveilable to sll Government of Jersey |GuJ] O » ( Er l l m( ! l l Of Time remaining «
Depsriments. The contract falls into three lots: Lot 1: Desklop Stafianery and associsted Office Supplies Lot 2: Printed Business Stationzry which includes GoJ lefter hested pay
compliment slips end business cards. Lot 3: Paper Suppliers can bid for one o ot sl oo, The temaer wil eetatiich & core It of products to be baught by GoJ Depsriments, this Vil ncluce
= range of environmentsly frizndly options. If interested plsse log on and register your interest. guidance is svailable under th sttachments. 1 2 20
e, o oy o
B,
Messages & darifications (4)
Amendment information Amendment history
& This panel will show any messages & clarifications that have bean sent o yau canceming this
Version: 2 Last amended: 03/10/2019 08:37 activity from the buyar
You have recsived 4 messaga(s) of which 4 are unrasd
Amended sections: Altschments

w oll | View unread

Description: Followng & quesiion in regerds to purchase we have now sftached 2017 data for purcheses made
“Your response (Version 1 — Submitted) Response history
(AR (o, TS TS () iz The checklist below shows the current stalus of your response to this activity
Title Type Size This is your response submission progress checklist
& 02017 Purchases of Stafionery xis s 1 ME You have successfully.....
& 0.How to Apcess Documents snd Submit 8 Respanse pdf pdf 805 KB ) submitied your response (Version 1 - 22H0R2IM9 15:53)
& 1. Invitstion to Tender {ITT) for the Provision of Deskiop Stationery, Paper snd Prined Business. pdf pof 803 KB
tions currentiy available fo you are.
& Appendix 1. Pricing Schedube Declaration dos doex TZKB STl ontui- fad reaparze Cotau
& Appendsx 2 Declaration Statements docx doox T5KB
& Bppendi: 3. Invitstion to Tender (TTT) Questionsire docx docx 87 KB
& Bppendi: 4. Priing Schedule xdsx s 89KB
& Appendix 5. Terms & Conditions. pdf pdf 1ME
& Hppendix B Key Performance Indicalors & Performance Moritoring pdf paf 178 KB
& Appendix 7_Logo & Letterhesd Example Templates zip zip 442 KB
Terms & conditions (1) « Hide
& Terms Ingiuded in the Tender or BFQ D

When this is clicked it will create a draft Version 2.



Messages

You can send or receive messages via the tender portal by logging on to the site.
From the Activities section click on the title of the Activity you wish to work on.

To view or send messages click on the ‘View All’ link.

Activity summary

Activity information «
Buyer.
Title

Description

States of Jersey

Go - COO - ITT - Invitation to Tender for the provision of Deskiop Stationery, Faper and Printad Business Stafionery to the Government of Jersey

The sim of this tender is to appoint  confractaris for the supply of desktop stationery, paper and business stationery products that will be svailable ta all Government of Jersey \'GDJ]
Departments. The contrsct fals into three |ois: Lot 1: Desktop Stationery and sssocisted Cffice Supplies Lot 2: Prinied Business Stationery which includes Go latter headed pay
complment Slis snd business cards. Lot & Paper Suppliers can b for one. twe or al ot The tanger wil atablish & core 151 of produtia t b Bovight by Gl Dieperiments, his will include
= range of environmentslly friendly cptions. If interested plasse log on &nd register your interest, guidsnce is svailsble under the stachments.

Amendment information «

Version
Amended secfions:

Description

2 Last amended: 08/10/2018 02:37
Aftachments

Followng = quesiion in regards to purchsse we have now stisched 2017 dats for purcheses mede.

Activity documentation, files & links (10) w

Title

& 02017 Purchases of Stsfionery xls

& 0 Howto A

s Documents snd Submit 8 Response pdf

& 1. Invitstion to Tender (ITT) for the Provision of Desktop Stationery, Paper and Printed B

ess pf

& Appendix 1. Pricing Schedule Declsration.docs

Appendx 8. Key Performance Indicstars & Performance h

itoring, pdf

&
&
&
&
&
&

Appendix 7. Logo & Lelterhead

mmple Templates zip

Terms & conditions (1) w

Type

s

docx
doox
docx

sx

zip

ID: 417003

Size
1ME
808 KB
803 KB
72KB
75 KB
87 KB
B0 KB
1ME
1TEKE

442 KB

@ Take four

Hide

Hide

Deadline & time remaining

A response to this activity can be submitted no later than
1st November 2019 at 12:00 PM @

Time remal

Messages & clarifications (0}

& This panel will shaw sny messsges ications that have been sent ta you conceming this
" activity from the buyer

fous have recsived 4 messeg

Your response (Version 1 —

The checklist below shows the curent statuSipf your respanse to this sctivity

This is your response submission progress checklist:

You have successfully.
@ cubmitted your response (Version 1 — 2210/2018 15:52)

tions currently available fo you are
PP View submitted response Ot out

Audit history




This will show any messages that have already been sent or received. To send a new
message, click on the E=====Hputton.

Messages for [TT Instant Access to Tender Docs - Search results

Narrow your results Inbox

- R s (vt o e

[  Read

M Unread
[} Flagged

There have besn no messages sent/received thafWgtch your search criteria

~ Received/Sent Within
@ A
() Previous 7 days
(0 Previous 30 days
() Daterange

i L

Populate the subject along with the main body of text, and once done then click on
the Send button. Attachments can also be added (details of adding an attachment
within the system is included later in this guide).



New message

To: Project team
Subject:  granging

Attachments: ¢

Will the branding be required on the front only, or back too?

Click B0 6 issue the message to the procuring organisation. The sent message
is now shown in the Inbox.

When a reply to that message is sent by the procuring organisation, you will see that
the reply is linked to the original message by the numbering. All messages you send
to the procuring organisation will be privately sent to them, shown by the & symbol.
When the procuring organisation replies they may reply privately to you alone ( &),
or publicly (so all suppliers involved in this stage) can see the response ( ). Note: The
system will NEVER show which supplier sent the original message.



