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Supplier Registration Process

Supplier Registration Process

1. From 14 May 2016 users will not be able to access SAP Ariba using Microsoft Internet Explorer versions
6, 7 and 8 (IE6/7/8).

Supported browsers and plugins:

Browser/Plug-in Support
Supported Browsers

Microsoft Edge 32-bit

Microsoft Internet Explorer 11 32-bit
Microsoft Internet Explorer 10 32-bit
Microsoft Internet Explorer 9 32-bit
Chrome 47+

Firefox 43+

Safari 4+

Supported Plug-ins
Adobe Flash Player 11
Adobe Flash Player 10
Adobe Flash Player 9
Adobe Flash Player 8
Adobe Flash Player 7

Depreciation Schedule
e Safari 4 through 8 (effective December 31, 2016)
e  Microsoft Internet Explorer 9 and 10 (effective December 31,
2016)

2.  HMRC manages the inclusion of all suppliers to procurement events regardless of whether or not they
have an existing SAP Ariba account. The steps laid out below assume a supplier doesn’t have an
existing account.

Please note that: HMRC SAP Ariba best practice is that, unless absolutely required, organisations
should only have 1 supplier account, there is the functionality for suppliers to add additional/alternative
users to their existing primary account. Suppliers will need to contact their account owner to request
additions (HMRC can help identify who this is, alternatively Ariba Customer Support can direct you to the
Administrator of the Account) and once the changes have been made they will need to notify the contact
detailed within the contract notice to confirm which participants should be invited to the event.

3. To register for an Ariba account please fill out the registration form on the following link:

http://hmrc.supplier-eu.ariba.com/ad/reqgister/SSOActions?type=full
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4. The following log in screen will appear to enable the supplier to register, please note: only the fields
marked with the asterisk are compulsory:
If an existing SAP Ariba supplier has not registered with HMRC SAP Ariba, then they will need to
click on the Login box at the top of the screen.
For all new HMRC

Ariba Sourcing
i

Enter Your Ariba Commerce Cloud Information

foud, Aba D | Login I

Enter basic company information

« ntes s et

Company Name:

Coury* | United Kingdom [GER] v

Arasse

City*
Stte

Pastal Cade™

Ertar Catege Asd o Browse
] o Browse

T

Vatlx

DUNS Numbr
Enter user account information
et §
Arka Privacy Statsmart

N [

Passwerd®  Erter Passoord : -

Repsat Password
SecretQuesionc® I what iy was your methr b v
Langaage  English v

5. An onscreen prompt appears stating what action you need to take

Confirm Your Email Address

ACTION REQUIRED
Check your email inbox for a message from Ariba. An email has been sent to Yourmail@wherever.com
Click on Activate link in the email to activate account and complete the HMRC requested profile.

If you do not receive an activation email

- Check your junk mail folder or email filter settings to verify that automated emails from Ariba are not blocked from your inbox.
+ Click Resend to have another activation email sent o you.

+ Ifyou have more than one email address, you can enter another email address and click Send. Your email address in your profile will be updated accordingly

SUPPLIERS’ GUIDE 4 FEBRUARY 2017 V2



HM Revenue
& Customs An SAP Company

A R 1B A®

6. Supplier receives an account validation/activation e-mail to the address provided at point of registration.

@

HM Revenue
& Customs

Cear Michelle Morris,

Thank you for registering yvour Ariba account, To complete the registration process we just need
to vwerify your email address. Please click on the fallowing link to confirm your address and
complete all required profile fields of your company profile as specified by HMRCZ - TEST.

Click here to activate your Ariba account.

If you are unable to launch a browser using this link, copy the link and paste it into the
address bar of any of the supported Wweb browsers to form a sinagle-line URL.

https:/fservice ariba. comsauthenticator. aw/ad/confirmmEmail 7
key=0huSEocDCOyfeRzgQFScHmMSHvDINfOhAP&anp=aribafapp=Sourcing

after your registration process is complete, use the fallowing URL to log in to your account:
http: Afproposals . seller.ariba.com

Sincerely,
The Ariba Team
httos:Afdiscovery.ariba.com

7. Clicking on the above activation link displays the below account activation screen

Your Ariba Commerce Cloud account is now active.
HMRC requests that you complete additional profile information as part of their Supplier Profile Questionnaire. You must complete and submit the additional profile information before you can access and participate in HMRC events

HMRC Requested Profile

* Indicates a required field

Your customer has specifically requested that you complete the following profile information. After you complete the requested profile
information, click Submit. You can click Save as Draft to save any values you may have edited without sending the changes to your

customer.

There is no buyer specific information requested by buyer: HMRC.

8. The supplier also receives an account welcome e-mail with username and unique company identifier (this
is the ANID identifier, the supplier can communicate this number to HMRC)

roce Cloud

Tour registration process on the Ariba Commerce Sloud for The Botbtle Company is nowve
complete.

ouur organization's account I

TTouUur usernarne:

A= the account admiinistrator for this account, maks sure to keep vyour usermame and password in
a secure place., Do not share this inforomation.

If wou registered after receiving an inwvitation from an ariba On Demand Sourcing buyver, vou can
nowve access and participate in the buver's sourcing events. The Seller Collaboration Consale
provides a centralized location for you to manage all your Ariba Oon Demand Sourcing events and
buver relationships.

ariba Oon Dermand Sourcing buvers Mmight request that vou complete, additional profile informmation
a= part of their Supplier Profile Questionnaire. Wwhen vyou access customer reguested fields for a
specific buyver, vyou will see a pop-up page with that buver's narme; that page contains the buver's
customer requested fields.

Tou can immediately perforrm admiinistrative and configuration tasks such as creating users and

completing your company profile. IT account admiinistration is not part of your job respon=sibility,

viou can transfer the administrator rale at any timme to another person in vour organization whose
responsibilities are moaore in line with account administration .

Good to Knowr:

Tour ariba Commerce Cloud account provides a central acoess point to the seller-facing
capabilities of thie following ariba solutions:
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9. The Supplier receives an email from Ariba Systems confirming their organisation has been approved
and they are now authorised to participate in activities with HMRC on Ariba Sourcing.

T our erganization has been approved by HWEC for Ariba Sourcing,
T our erganization is now authorized to participate it activites with HBEC on Anba Sourcing.

o Thiz email originated from the Anba systemn used by HMEC and was originally sent to:
Lriba, Inc. 210 Hermosa Court, Sunnyrale, C8 94085, TTH4A
Diata Peolicy | Contact s | Custemer Support

10. The supplier can then log into their account using the details they originally registered with.

SAP Ariba Proposals rowered oy arva sourcing

Supplier Login Sell Simple with SAP Aribal
The Ariba Network is more than just a supplier
network. It's a trillion-dollar business commerce
network. Grow your business and boost sales by
connecting with buyers anytime, anywhere

Login

Forgot Usemame or Password

Need help? See Quick Start

11. Once a supplier has validates/activates their account they are taken through the SAP Ariba Commerce
Cloud dashboard page.

12. On the left hand side of the landing page there is an area highlighting to the supplier how much of their
public profile i.e. the compulsory detail provided at registration is complete and provides the opportunity
to provide further detail and gain 100% completeness. (Please note it is not compulsory to have a 100%
complete “public” profile to be able to participate in HMRC tenders. To find out more about what the
Public Profile is for, please visit: http://www.ariba.com/suppliers/ariba-discovery-for-sellers).

HARRC Requested Profle Welcome fc the Ariba Spend Management site. identifying ippliers who are qualty, senvice, and cost Ariba, Inc. administers this site in an effort to ensure market iniegity. R
evenue
Al required customer requested felds have & Customs
been comple
View customer requested fields > Events
Tele D End Time 4 Event Type
Public Profile Completeness Noitems
E Tasks
Enter a short deseription to reach 45% >
Name Stalus Due Date Complebon Date Nert
10 leads match your company prof§ Noitems

SUPPLIERS’ GUIDE 6 FEBRUARY 2017 V2



>

HM Revenue ,
& Customs A SAP Company

Adding Additional Users to a Suppliers account

Only your company's account administrator can add users to your account. If you are the account
administrator, you can add users with the following steps:

To add users to the account, you must first create at least one role. You can assign multiple users to the
same role or create a separate role for each user.

To create arole:

Click Company Account Settings in the upper right corner of the Home page.
Select Users under Account Settings.

Click Create Role.

Enter a Name for the role.

Select the appropriate permissions using the check boxes.

Click Save.

oukwpnrE

To create a user:

Click Company Account Settings in the upper right corner of the Home page.

Select Users under Account Settings.

Click Create User.

Enter the user's information (Username, Email Address, First Name, Last Name and Phone).
Assign the user a role in the Role Assignment section.

Click Save.

oghrwpE

After you create the user, the user receives an email with the username and a temporary password. The
user must access the account and change the password when logging in for the first time.

Supplier Response/Proposal Process

1. When the supplier has registered and been approved on HMRC SAP Ariba, the supplier will
need to contact the relevant HMRC Buyer (the buyer can be found on the Contract Notice)
requesting to be added onto the event

SUPPLIERS’ GUIDE 7 FEBRUARY 2017 V2
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2. Once HMRC Buyers have added a supplier to an event, the supplier will receive an email
inviting them to the event

\

i
HNWRC has fvited you to participate m the followang event: 161006 Test For Supplier Guidance - RFP. The event is set to begm on Thursday, October 6, 2016 at 6:50 AW, Pacific Dayhght Time

Tse the following username to log m to HMRC events

Click Here to access this event,

When you click this link, log in with your username and password. You will then have the option to register your buyer-specific user ID with a new or existing Arba Commerce
Cloud account and participate in your event

Tyou do not want to respond to this event, Click Here. You must register on the Anba Commerce Cloud or log in vsing your existing Ariba Commerce Cloud account username
and password before you can indicate that you do not want to respond to this event.

IE'you have forgotten vour username or password and are unable to log in, Click Here,
NOTE: The forgot password link is only valid for 24 hours. After this link expires, click Forgot Password on the Ariba Login page to reset your password
IFyou have questions about this event, contact Dave Phipps via telephone at 03000 587 778 or via e-mail at dave.phipps@hrmre. gsi gov.uk.
We look ferward to working with youl
Thank You,
HMRC R
3.  Within the SAP Ariba Proposals page suppliers will be able to see within the ‘Events’ field

which procurement events they are currently invited to participate in. To view procurements
the supplier must click the hyperlink within the ‘Events’ field

‘Welcome to HVRC's Ariba Sourcing solution. Any queries should be forwarded to the Commercial Directorate Governance & Assurance Team at @
e_procurement@nhmre gsi.gov.uk

HM Revenue
& Customs

Events

Title D End Time Event Type

v

151102 Test for Supplier Guidance Doc17843181 25/212017 13:37 RFP
Tasks

Name Status Due Date Completion Date Alert

4. Please note that should suppliers wish to participate/decline the event they must review and
accept/decline the prerequisites field accordingly.

Ariba Sourcing RS ()] Holp Cartor 3
30 back o HMRC Dashboard Deskiop File Sync
. . Time remzining
Event Details & Doc42263008 - 161006 Test For Supplier Guidance - RFP Cl—) 6 days 23:38:35
Event Messages

Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event conlent or pariicipale in the event. Some prerequisites may require the buyer to review and accept your responses before you can continue with the event. Fyou decline
Download Tutorizls the terms of the prerequisite, you cannot view the event content or participate in this event.

¥ Checklist Download Content Review Prerequisites. ‘ Decline to Respond Print Event Information

=
Attachments

2. Review and Accept
Prerequisites Name 1

(Section 107 3) Next »

1 Attachments Less . —
3 Select Lots

Event Attschments upioaded by the HMRC Buper
4 Submi Response B Next Secton: Selection Questionna._.

Event Overview and Timing Rules
v Event Conlents
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5.  Suppliers are able to review the procurement by accessing the relevant sections on the
‘Events Content’ field.

Ariba Sourcing

Go back to HMRG Dashboard Desktop File Sync.

Event Details & Doc42263008 - 161006 Test For Supplier Guidance - RFP (C] g"j:y'";g";. 4829

Event Messages Review and respond o the

i be
Download Tutorials the terms of the prerequisite, you cannot view the event content or partcipate in this event.

< Gt —— - IR

1. Review Event Details

(0u £an view event conlent or participate in the event. Some prerequisites may require the buyer to review and accept your responses before you can continue with the event. If you deciine

Attachments (Section 10f 3) Next » =
2. Review and Accept
Prerequisites Name f
1 Attachments Less.[—
3. SelectLats

Event Attachments uploaded by the HMRC Buyer

-

Submit Response
5 » Next Section: Selection Questionna._

Event Overview and Timing Rules
 Event Contents

All Cantent Ouwner: - Dave Phipps (& Currency:  British Pound
Event Type: RFP Commodity:  Ofice Solutions 24
1 Attachments. ContractMonths: 12 ©®

Contract Effective Date: 27102016

Selection
2 Quesonna. Publish me: 6102016 1450
Due date: 13102016 14:50
3 Award Questionnaires

6. Inorder to see questionnaire and individual question weightings a supplier must open the
‘Table Option Menu’ within the top right hand corner of an event.

Ariba Sourcing £ ommsarse ) r—

< Go back 1o HMRC Dashboard

Deskdop Fie Sync
F : g Time remaining
[ - s

Event Details £ Doc42263008 - 161006 Test For Supplier Guidance - RFP @ 6 days 23:28:40
Event Messages Review and respond fo the prerequisies. Prerequisite questions must be answesed before you can view event content or parficipate in the event. Some prerequisites may require the buyBris<eew and accept your responses before you can confinue with the event i you decine
Download Tutorials the terms of the prerequisie, you cannol view the event conient or parficipaie in his event.
v Checkist Downioad Content Deciine fo Respond Print Event Information

1. Review Event Detals

Aftachments (Section 10f3) Next »
2 Review and Accept
Presequstes Name 1
1 Attachments Less_ -
3. Selectlols
Event Attachments uploaded by the HMRC Buyer

7.  Selectffilter participants and select the overall weight option.

Select / Filter

Participants...

Select Values for Participants...
Pivot Table Layout
~ Show Detail Rows
Expand All Detail Rows
Collapse All Detail Rows Select values.

Show / Hide Columns

« Weight v Participants.
« Description n
Owerall Weight
+ Requirements
«

Attachments ' My Response
Outline Expansion
Expand All
0K Cancel
Collapse All

Export to Excel

Export all Rows

Export Current Page

SUPPLIERS’ GUIDE 9 FEBRUARY 2017 V2
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8. Atender response can either be done online or offline by saving and completing an Excel
spreadsheet.

Online - To complete a tender response online suppliers must take the following steps:

=

Enter the ‘Select Lots’ field

2. Enter the ‘Select Lots’ tab and mark which lots the supplier intends to bid for. Please note
that suppliers will be notified if it is mandatory to complete all lots. Please note that no bid is
submitted at this stage: only the intention to participate.

3. Select the ‘Submit Selected Lots’

Select Lots Docd2263008 - 161006 Test For Supplier Guidance - RFP

Choase the bots in which you wil participate. You can cancel your inention o parficipate in a lof untl you submit a response for that kot; once you submit a response you cannot withdraw it
¥ Checklist

1. Review Event Detals "
SelectLats | SelectUsing Bxcel

2. Review and Accept f I
Presequisites

|

|

I 4 Sebatlos / box indicates lots for which orfor ¥ ty placed a bid. You cannot modify your infent o bid on these lois
|4 SubitResperse |Luts wailable for Bidding =
Name
1621 Lineltem1
22 Line ltem2

SubmitSeferted Lots
1

4. For ease of navigation to each section select “Table Options Menu” and then “Collapse All”.

. . Time remaining
Console & Doc42263008 - 161006 Test For Supplier Guidance - RFP @ 3 days 043803
Event Messages
Response History All Content ¥
¥ Checklst Name T Price per unit Quanfity Total Price
Event Attachments uploaded by the HMRC Buyer A

1. Review Event Defails
¥ 2 Selection Questionnaires

2. Review and Accept

Prereqisiies ¥ 21 Organisation Details, Tendering Instructions, Conditions of Tender

211 ORGANISATION DETAILS

3. Select Lots

SUPPLIERS’ GUIDE 10 FEBRUARY 2017 V2
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Console

Event Messages

Response History

v ChecKlist

. Review Event Details

ro

Review and Accept
Prerequisites

w

. Select Lots

=~

Submit Response

v Event Contents

All Content

1 Attachments

Selection
Questionna

3 Award Questionnaires

All Content

Name 1

& Doc42263008 - 161006 Test For Supplier Guidance - RFP

Event Attachments uploaded by the HMRC Buyer

¥ 2 Selection Questionnaires

v 2.1 Organisation Details, Tendering Instructions, Conditions of Tender

211 ORGANISATION DETAILS

2.1.2 Please provide full name of organisation tendering {or of the organisation acting as the lead where a consortium

bid is being submitted)

(*)indicates a required field

Submit Entire Response ‘ Update Totals ‘ ‘ Save | ‘ Compose Message ‘ ‘ Excel Import

Price per unit Quanity

(

Participants.

Pivot Table Layout

< Show Detail Rows
Expand All Detail Rows

Collapse: All Detail Rows
Show / Hide Columns

+ Price per unit
+ Quantity

+ Total Price
~ Weight

+ Description
+ Requirements

+ Attachments

Outline Expansion

Expand All

Export to Excel

Export all Rows

Export Current Page
5. Drill down into each gquestion and complete all the relevant sections, note that (*) indicates a
required field
. . Time remaining
Console % Doc42263008 - 161006 Test For Supplier Guidance - RFP @ 3 days 04:26:43
Event Messages
Response History All Content ]
¥ Checkist Mame 1 Price per unit Quantity Total Price
1 Attachments More...| +

1. Review Event Details

2. Review and Accept
Prerequisites

3. Select Lots

4. Submit Response

» 2 Selection Questionnaires

¥ 3 Award Questionnaires

{¥)indicates a required

Submit Entire Response Update Totals ‘ ‘ Save | ‘ Compose Message | | Excel Import ‘
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6. Select “Save” as they progress as the entries will not be submitted to the event owner and
can still be amended until the supplier selects “Submit Entire Response”.

. . lime remaining
Console & Doc42263008 - 161006 Test For Supplier Guidance - RFP @ -1-
pp 3 days 03:02:29
Evert lessages J Your entries have been saved but have not yet been submitted to the event owner. Continue working on your response and submit it when you are finished.
Response History
v Checklist
All Content I
1. Review Event Details
Name t Price per unit Quantity Total Price
2. Review and Accept be applicable. N
Prerequisites ¥
2119 CONDITIONS OF TENDER
3. SelectLots
2120 As refemred to in the Tendering Instructions, to promote Information Sharing in Government, please confirm that %
you agree that HMRC may disclose the Gandi Menderer's foc submitted during this Yes, we agree that the HMRC may disclose the information/decumentation. v
4. Submit Response procurement more widely within Government for the purpose of ensuring effective cross-Government procurement N
processes, including value for money and related purposes. ¥
2121 Using a selection from the list provided, Please confirm that no person from within your organisation has * We confirm that no person from within our organisation has, nor vl canvass v
canvassed, nor will canvass, any members of the Board of HMRG, any employee of HMRC or any person acting on ! '
v Event Contents behalf of HMRC in the conduct of the procurement procedure or may influence the outcome of the procurement? ¥
2122 Please confimm that you will comply with HMRC's mandatory Purchase Order policy and that you will only .
process purchase orders forwarded to you electronically via the automated ERP system detailed in the Supplying to Yes v ¥ v
Al Content HMRC Guide referred f in the Tendering Instructions
(*)indicates a required field
1 Attachments
; Selection Submit Entire Response Compose Message ‘ ‘ Excel Import |
Quesfionna...

7. Once the supplier finishes completing all the sections they will then select the “Submit Entire
Response” and submit their response.

Console & Doc42263008 - 161006 Test For Supplier Guidance - RFP @ gmdaeylozgsm 8
Event Messages
Response History All Content =
v Checkist Name 1 Price per unit Quantity Total Price

1 Attachments Less.. —

Review Event Details
Event Attachments uploaded by the HMRC Buyer

2. Review and Accept » 2 Selection Questionnaires
Prerequisites.
» 3 Award Questionnaires £5,400,000.00 GBP
3 Select Lots s o
{*) indicates a required field
4. Submit Response

Submit Entire Respanse | Update Totals ‘ ‘ Save ‘ | Compose Message ‘ ‘ Excel Import

SUPPLIERS’ GUIDE 12 FEBRUARY 2017 V2
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v Submit this response?

Click OK to submit,

coned

8. Once a successfully response has been submitted a message will be displayed advising the
supplier and thanking them for participating.

Consde & Doof283008- 16100 Tst ForSuple Guidnee-RFP @;day30291616

EentHessages You have submitied a response fortis event. Thank you for parcnating.

Response History

¥ Checklit
Revise Response

1. Review Event Details

Al Content oy

2 Reviewand Aucept o _ .
L Name 1 Price per unit Quanfty Total Price

Offline — To complete a tender response offline, suppliers must take the following steps:

=

Enter the ‘Select Lots’ field

Enter the ‘Select Lots’ tab and mark which lots the supplier intends to bid for. Please note
that suppliers will be notified if it is mandatory to complete all lots. Please note that no bid is
submitted at this stage: only the intention to participate.

n
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Choose the lats in which you will participate. You can cancel your intention to parficipate in 2 lot until you submit a response for that lot. once you submit a response you cannot withdra it

¥ Checkiist

1. Review Event Detalls

Select Using Excel

2 Review and Accept
Prerequisites

A dlnmed check boxindicates lots for which bidding is required, er for which you have already placed a bid. You cannot modify your intent to bid on these lots.

3. Select Lots

4. Submit Response LniAvailabIe for Bidding

3621 Line kem 1

3622 Line tem 2

| Submit Selected Lots I

4. Step 1 - Select “Excel Import”

|

N . lime remaining
Console & Doc42263008 - 161006 Test For Supplier Guidance - RFP @ -0
pp 3 days 03:02:29
Even Messages \/ Your entries have been saved but have not yet been submitted to the event owner. Confinue working on your response and submit it when you are finished.
Response History
v Checklist
All Content 2 ¥
1. Review Event Details
Name 1 Price per unit Quanity Total Price
2. Review and Accept be applicable. o
Prerequisites "
2119 CONDITIONS OF TENDER
3. Selectlots
2120 As referred to in the Tendering Instructions, to promote Informafion Sharing in Govemnment, please confirm that % ) . i i
. you agree that HMRC may disclose the Candi Tenderer's ion/doc ion submitted during this Yes, we agree that the HMRC may disclose the information'documentation. v
4. Submit Response procurement more widely within Government for the purpose of ensuring effecfive cross-Government procurement .
processes, including value for money and related purposes. ¥
" . - *
2121 Usinga s@lenlm from the list provided, Please confirm that no person from within your erganisafion hm We confirm that no person from within our organisation hes, nor wil, canvass v
canvassed, nor will canvass, any members of the Board of HMRC, any emplayee of HMRC or any person acting on
v Event Contents behalf of HMRC in the conduct of the procurement procedure or may influence the outcome of the procurement? P
2122 Please confirm that you will comply with HMRC's mandatory Purchase Order policy and that you wiill only .
process purchase orders forwarded to you elecfronically via the automated ERP system detailed in the Supplying to Yes v ¥ v
Al Content HMRC Guide referred fo inthe Tendering Instructions
(*)indicates a required field
1 Attachments
Selection Submit Ent ‘ Compose Message ‘l ‘ Excel Import |
Quesfionna...
’
SUPPLIERS’ GUIDE 14 FEBRUARY 2017 V2
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5. Select “Download Content” to download the relevant lot and all of the procurement
guestioning into Excel format and save to local drive

Select Lots Doc42263008 - 161006 Test For Supplier Guidance - RFP
Choose the lots in which you will participate. You can cancel your intention to parficipate in a lot until you submit a response for that lot; once you submit a response you cannot withdraw it
v Checklist

1. Review Event Details
Select Lots Select Using Excel

2. Review and Accept
Prerequisites
You are invited to participate in 2 lot(s) and are required to select 2 of them. You currently have selected 2 ot{s). To change your intent to bid, follow the instructions below:
3. SelectLots
Step1.  Click "Download Content” to download and review your event in an Excel Spreadsheet.
4. Submit Response Skip this step if you wish to import a previously downloaded file. If you want to start over, click “Download Original Excel Bid Sheets”

tespond and enter your response in the Excel spreadsheet and save the fie to your computer.

Step3.  Locate the saved Excel ile on your computer using the Browse button.
 Browse.

Step4.  Click Upload toimport the contents of the Excel file to your event.
Note: Values in the Excel file will overvite and delete any values you may have entered in your saved response:

6. Select Save then open folder.
Open the saved Excel spreadsheet and complete the yellow shaded cells in the
“Selection Questionnaire” tab and “Award Questionnaire” tab

Humber |Hame |Descri|)tio Table Section| [Answer
olumn
Xl Organisation
Detailz, - . . — .
Tendering Humber [Hame ‘Destnmmn [Table Sectidn ‘Answer \g'eml To ‘Cunenw Unit of Price per ‘Quammj ‘
" [Column spond Measwe |unit
Instructiorss, 51 [t Crtera -
Conditions of Sacil,
_ [Tender Envronmentsl
2141 ORGAMSATION land Innavetive
DETAILS (Characteristics
712 Flease provide The Bottle A o futrer
full " c information in
Ml name o ElEEY retion tothe
organization questions in this
tendering (or of (ouestionnaie
the organizstion lease refer to
acting as the :”;“;“5"”9
lead where & po
N " Section 16,
consortium bid [Rerniremerts.
iz being 312 |Tendering
stikhmitted Instructions
213 Please provide The Bottle 313 [Peasz confir Yes
contact details Company Lm’;l‘:;‘:
for enqglrles 123 Any Street respansato sny
about this Ay Towwn lof the award
responze wwhich Manchester oriera
=hould include: b1 256 (questionnaires/
Crganisstion ouestions, you
name lhave read and
I ftakeninto
Organisation ful aceourt all of
correspondenc the nformation
& address with icantsingdin the
post code. Tendering
Primary ‘;‘iL“;z::E
Cortact's Mame, attached to thiz
Primary levent, and in
Contact's Phone fthe case of an
Mumbers, incumbent
Prifmary provider thet
Contact's e-mail. (special atertion
P o Ihi: bieen paict
Eoon jarY o Section 3,
Contact's Mame, (Condtions of
Seconcary 314 |asperte Ves
Contact's Phone Tendering
Mumbers, Instructions,
Seconcary Section 10,
Contact's e-mail Publication of
1 At (Cartract
(as referredto |Avard, please
above you must
inform us of any
changes to the
contact at any
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7. Once a supplier has completed all of the detail offline within Excel, return to the ‘Select Lots’
field, enter the ‘Select Lots Excel’ tab and complete Steps 3 and 4 of the instructions
contained within it.

Select Lots Doc42263008 - 161006 Test For Supplier Guidance - RFP m

Choose the lots in which you will participate. You can cancel your intention to participate in a lot until you submit a response for that lot; once you submit a response you cannot withdraw it.
v Checklist

1. Review Event Details 2
Select Lots. Select Using Excel

2. Review and Accept
Prerequisites

You are invited to participate in 2 lot(s) and are requited o select 2 of them. You currently have selected 2 lt(s). To change your intent to bid, follow the instructions below.

@

Select Lots

Step1.  Click Download Content” to download and review your event in an Excel Spreadsheet.
4. Submit Response Skip thés step ifyou wish to import a previously downlcaded fie. Ifyou want to start v, click “Dowmioad Original Excel Bid Sheets”.

Downioad Content

Step2.  Declare your intenfion to respond and enter your response in the Excel spreadsheet and save the file to your computer.

Step3.  Locate the saved Excel fle on your computer using the Browse byl

I
Stepd4.  Click Upload to import the c: Excel file to your event.
W will overwite and delete any values you may have entered in your saved response.

8. The “Import Successful” notice will appear

v Import Successtul

‘o esganse has been|
Cick 2 Revisa
tuen

[=

Submit Supplier Responses

1. To submit a response the supplier must select the “Submit Entire Response”
All Content

Name T

¥ 1 FORMA:( isation Details, ing In i ( iti of Tender

¥ 1.1 A1ORGANISATION DETAILS

1.1.1 A1.1 Please provide full name of organisation tendering (or of the organisation acting as the lead where a
consortium bid is being submitted)

1.1.2 A1.2 Please provide contact details for enquiries about this response which should include:
Organisation name,

Organisation full correspendence address with post code

Primary Contact's Name,

Primary Contact's Phone Numbers,

Primary Contact's e-mail.

(*) indicates a required field

Submit Entire Response ‘ Update Totals ‘ ‘ Save | ‘ Compose Message ‘ | Excel Import
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2. If there are any mandatory fields that are blank the supplier will receive an error message on screen
stating how many errors there are

A There are 6 problems that require completion or correction in order to complete your reguest. =l
Mouse over the red icons to learmn more. Use the Next and Previous links to step through the ermors as needed < Previous | Next=

3. When there are no errors the following additional confirmation will appear

+/ Submit this response?

Click OK to submit

4. When the response has been submitted a confirmation message is shown

J Your response has been submitted. Thank you for participating in the event

Revised Response

1. A supplier can change their response at any time up until the event closes — the time
remaining for an event is displayed at the right hand corner of the screen.

2. Torevise a proposal select the “Review Response” and select ok.

- . Time remaining
Console = Doc42263008 - 161006 Test For Supplier Guidance - RFP @ 3 days 01:31:58
Event Messages You have submitied a response for this event. Thank you for participating
Response History

¥ Checklist
Revise Response:

1. Review Event Details

All Content -
2 Review and Accept B
Prerequisites Name Price perunit ~ Quantty  Total Price
1 Attachments Less..| -

3. Select Lots
Event Attachments uploaded by the HMRC Buyer

4. Submit Response
pons ¥ 2 Selection Questionnaires
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. Revise Response?

You have already submitted a response for this event. Click OK if you would like o revise your response

All Content
Name 1
¥ 1 FORM A: Organisation Details, Tendering Instructions, Conditions of Tender

¥ 11 A1ORGANISATION DETAILS

1.1.1 A1.1 Please provide full name of arganisation tendering (or of the organisation acting as ihe lead where a
conSotium bid is being submitied)

112 A12 for enquines about i snould inchude:
don nar

Primary Corfacrs Name
Primary Confacs Phone Numbers,
Primary Contacts e-mail

(%) indicates a required ek

3. The suppler can amend the details and resubmit following the instructions for online/offline
process shown above and then select “Submit Entire Response”. The supplier will then see a
message advising them that a revised response has been submitted.

A Time remaining
Console £ Doc4226308 - 161006 Test For Supplier Guidance - RFP ®3days 012409
Eetlesps \’ Your ressed response has been submitied. Thank you for pariipating n he event.
Resporse sy
¥ Checklst
Al Content 2
1. Rev Eent Dels
Name 1 Prce per uni Quantiy Total Price
4 Reieand Ay 2115 Toe bl Concs Regatons 2015, Reguaton 5, Genel e i Avring onic et e A
FF&WU[SIIBS nieed for tha Tender tn rnmphe with the ranu e ot A rriteria get puttin ha rontraet nofirs and in fhe
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Supplier Communication

Should a supplier wish to communicate with the procurement project, in writing, they must
use the ‘Compose Message’ field within SAP Ariba and type the message.

Please note copying and pasting your message from another system into Ariba will distort the
message.

All Content

Name 1
¥ 1 FORM A: Organisation Details, Tendering Instructions, Conditions of Tender

¥ 1.1 A1 ORGANISATION DETAILS

1.1.1 A1.1 Please provide full name of organisation tendering (or of the organisation acting as the lead where a
consortium bid is being submitted)

1.1.2 A1.2 Please provide contact details for enquiries about this response which should include:
Qrganisation name,

Organisation full correspondence address with post code

Primary Contact's Name,

Primary Contact's Phone Numbers,

Primary Contact's e-mail.

(*) indicates a required field

Submit Entire Response | Update Totals ‘ | Save || | Compose Message || Excel Import

" N Trve renaring
e - -
Console £ Docd2263008 - 161006 Test For Supplier Guidance - RFP @ 3 days 00:30:18
Enedesses You is event. Than
Resporse Hiskory
¥ Checkist
Revise Respanse
1. Review Evest Delais
All Content =
Review and Au
: H;,:,;‘,s et Pice per unt Quarily Total Price
1 Atachments Less. -
1 SelectLofs.
Evet Atachments uploaded by the HURC Buyer
1 st Reserse » 2 Selection Questionnaires
P hward Questionnaires £3300,00000 GAP
v Event Contents

Compose Messae
Al Conlert

Cormpose New Message ﬂ e

om: The Boti Conpany (achete Uss)

To Pt Tesn

Saahmacts asxhath

-

Supplier Support

Suppliers can use the in-situ guides (accessible on the right hand side of the screen), or can contact
Customer Support via phone, tickets (Service Requests), or chat. They can also schedule to be
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contacted back at a time convenient for them. All these options are available from Help > Help Center >
Support Center.
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