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Guidance on using the eTendering system to respond to the Duty Provider 
Crime Contract Invitations To Tender (ITTs) 

 

1. Overview 

 

All Tenders must be completed and submitted using our eTendering system.  It can 

either be accessed through eTendering portal links on the tender pages of our 

website or directly at www.legalaid.bravosolution.co.uk 

 

To access the eTendering system, you will need to use the same username and 

password as you used when submitting your Tender for an Own Client Contract. 

 

A complete Tender for a Duty Provider Contract consists of: 

 

 a response to the Duty Provider Organisation ITT, including all Mandatory 

Attachments; and:  

 

 a response to one or more of the Procurement Area ITTs (‘Procurement Area 

Bid(s)).  

 
 

2. Accessing/Opening the ITTs 
 

To view this tender opportunity please either; 
 

 In the email you received in the Bravo eTendering system to invite you to 

tender click the link provided and enter your Username and Password. 

You will be taken directly to the projects screen (third screenshot below) 
 

 Log on to Bravo (www.legalaid.bravosolution.co.uk).  You will be presented 

with the following screen;  

 
Select the ‘Projects’ option. 

http://www.legalaid.bravosolution.co.uk/
http://www.legalaid.bravosolution.co.uk/
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Click on the ‘project_58’ tab 
You will now be presented with the following screen: 
 

 
 
The Duty Provider Organisation ITT must be completed prior to submission of any 
Procurement Area ITTs.  Therefore, at this stage, select ‘Duty Provider Organisation 
ITT’. 
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3. Completing the Duty Provider Organisation ITT; 
 
The Duty Provider Organisation ITT contains the following sections and Mandatory 

Attachments: 

 

 Section A: Applicant Organisation Information 

 Section B: Organisation Selection Criterion 

 Section C: Financial Assessment, including Mandatory Attachments 

 Section D: Declarations  

 
 
Once you have selected ‘Duty Provider Organisation ITT’ you will be presented with 
the following screen. Select the option to ‘Create response’, as illustrated below:   
 

 
 
You have now started to create your response and you will receive a prompt 
informing you of this.  You must click ‘OK’ in order to proceed: 
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You must now click ‘Edit Response’, which will allow you to open the response area 
for editing: 
 

 
 
You will now be presented with an open form for completion.  Please note, all 
questions marked with a red asterisk on the eTendering system are mandatory and 
the eTendering system will not permit you to submit your Tender unless answers to 
these questions are provided. 
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When completing your Tender you should save your work regularly. 
If you are logged onto the portal but do not use it for 15 minutes, the portal will notify 
you through a 'pop up'. So that you can see this and click the 'Refresh' link in this 
'pop up', please ensure that 'pop ups' are NOT blocked on your browser so you are 
not disconnected from the portal and do not lose any unsaved information. 
 
Do not use the 'Back' or 'Forward' buttons on your browser; you could potentially 
lose your work. Please use the links on the portal to navigate through the eTendering 
system. Responses can be saved at any time by clicking the ‘Save Changes’ button 
at the top of the page.  If you wish to save your response and leave the page, select 
‘Save and Exit Response’ 
 

 
 
 
You can ensure all mandatory responses have been answered by selecting the 
‘Check Mandatory Responses answered’ tab at the top of the screen: 
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If there are any questions outstanding they will appear in an itemised list, as well as 

being highlighted in red in the main body of the ITT.   For the avoidance of doubt, 

this does not provide an assessment of the responses to those questions or 

confirmation that they have been answered correctly. 

 

 
 
4. Questions 
 
You should note that questions that appear for you to respond to will in some 
instances be dependent on your response to the preceding questions. 
 
For example, if you answered ‘No’ to question 1.5.2 below, you would not be 
required to submit a response to the questions which immediately follow. 
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However, if you answered ‘Yes’ to the same question, the sections directly below will 
expand, as you are now required to provide a response to these questions: 
 

 
 
5. Attaching files 
 
The Financial Assessment section of the Duty Provider Organisation ITT requires 
you to complete and upload Mandatory Attachments. The Established Business 
Financial Assessment Form and Cash Flow Forecast Templates to complete can be 
accessed from the ‘Buyer Attachments’ section in the Duty Provider Organisation 
ITT. 
 

 
 
 
 
 
To do so you will need to return to the main Duty Provider Organisation ITT screen. 
This can be done by selecting ‘Save and Exit Response’. You will then be able to 
select the ‘Buyer Attachments’ tab on the left of the page; 
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You will now see the relevant forms. Please note that you may not need to provide 
all attachments so you must ensure that you are downloading and completing only 
those that are Mandatory Forms relevant to your response (paragraph 3.6 of the IFA 
outlines these). 
 

 
 
Clicking on the file(s) will present you with the following prompt.  Select ‘Save’, which 
will save a copy the file to your own computer. Please note details entered into the 
forms will only be saved if you save these on your own computer system.  You can 
now complete the document as required on your own system. 
 
Be aware that because the Mandatory Attachments are completed outside of the 
eTendering system and uploaded into the ITT response, it is not possible for the 
eTendering system to prevent incorrect or incomplete information being submitted 
and it is an Applicant Organisation’s responsibility to ensure fully completed and 
accurate information is attached. 
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Return to the Duty Provider Organisation ITT screen by clicking ‘My Response’ on 
the left side of the page: 
 
 

 
 
 
You will again be required to select ‘Edit Response’ in the top right corner of the 
page to allow you to continue your response: 
 

 
 
 
You can now select ‘Click to attach file’: 
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This will allow you to browse your computer for the appropriate file: 
 

 
 
Once the appropriate file is selected, click ‘Confirm’ to complete the upload: 
 

 
 
6. Submitting your response 
 
When you have completed all responses and attached the required Mandatory 
Forms, click ‘Save and Exit Response’: 
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You will now be presented with the summary screen of your ITT.  At the top of the 
response you can see the number of questions that have been answered: 
 

 
 
Once you are happy that you have fully completed your response and are ready to 
submit it to the LAA, select ‘Submit Response’: 
 

 
 
You will receive a message on screen, confirming submission of your response to 
the Duty Provider Organisation ITT. 
 
7. Completing the Procurement Area ITTs. 
 
Once you have completed your response to the Duty Provider Organisation ITT, you 
must complete a Procurement Area ITT for each Procurement Area in which you 
wish to deliver Contract Work.  
 
There is a separate Procurement Area ITT for each of the 85 Procurements Areas in 

which you can bid to deliver Contract Work. Each Procurement Area ITT is split into 

a Qualification Envelope and a Technical Envelope.  
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To access the Procurement Area ITTs, click on ‘Multi Lot Project ITT’: 
 

 
 
 
You will then be re-directed to the following page, where you must select the first 
Procurement Area ITT you wish to complete. If you wish to complete multiple 
Procurement Area ITTs you can do so by repeating the steps set out here after 
completing their first Procurement Area ITT. 
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Once you have selected the relevant Procurement Area ITT you will be directed to 
the following screen:   
 

 
 
 As outlined above, each Procurement Area ITT is comprised of a Qualification 
Envelope and a Technical Envelope, both of which must be completed.  Select 
‘Qualification Response’ as illustrated above to access all questions contained within 
that envelope. 
 

 
 
As with the Duty Provider Organisation ITT, all questions marked with a red asterix 
are mandatory and must be completed.  The guidance set out in section 4 about 
questions (above) also applies in the same way here.  Remember to regularly save 
your work, and once you have completed all of the mandatory responses, click ‘Save 
and Exit Response’. 
 
You will be re-directed to the summary screen for the relevant Procurement Area 
ITT, which will illustrate that you have answered all questions relating to the 
Qualification Response. 
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You can now select the Technical Response, and complete this aspect of the ITT in 
the same manner. 
 
Once you have completed your response you must submit it by clicking on the  
“Submit Response” button within the relevant Procurement Area ITT.  
 

Please note that the Duty Provider Organisation ITT must be submitted first as it is 

not possible to submit a response to a Procurement Area ITT until a response to the 

Duty Provider Organisation ITT has been submitted.  The eTendering system, 

however, will not prevent you from submitting a response to the Duty Provider 

Organisation ITT without a Procurement Area Bid (a response to a Procurement 

Area ITT). 

 

You can check the information you have provided within the ITT responses by going 

to ‘My Response’ in the ‘Actions’ menu on the left hand side and clicking on ‘View 

Response Details’ in the blue bar above the response.  

 

 
 

Where Mandatory Attachments have been uploaded, you can check their contents 

by going to the question in the ITT against which the information is loaded. The 

uploaded documents will be visible on the right hand side of the screen and can be 

downloaded by clicking on the document name. This will open a version of the 

attachment uploaded as part of your response. 
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When you submit an ITT response for the first time you will receive an automated 

email message that your response has been successfully submitted (a message will 

be received for each ITT response submitted i.e. the Duty Provider Organisation ITT 

and each Procurement Area ITT submitted). This only provides an indication of 

whether the response has been transmitted to the LAA and not whether the Tender 

is fully completed and/or will be assessed as being successful. 

 

8. Editing responses post submission 

 

After submitting an ITT response, you can edit your response and resubmit it up to 

the Deadline. Where you do this you must ensure that you have still submitted a 

valid tender (i.e. a response to the Duty Provider Organisation ITT and at least one 

Procurement Area ITT), as the system will not flag up where this has not been done.  

 

Please note that if you resubmit a Tender, you will not receive the automated email 

message confirming submission again. However, you can check that you have 

successfully submitted your response by going to the ‘My ITTs’ screen, which will 

show the new ‘Response status’ as ‘Response submitted to Buyer’. 

 

 
 

The Deadline for submitting completed Tenders is 12 noon on 29 January 2015 

Tenders submitted after the Deadline will not be accepted.  It is an Applicant 

Organisation’s absolute responsibility to ensure that its complete Tender is submitted 

before the Deadline. 

 
9. Further guidance on how to operate the eTendering system 
 

Further guidance on undertaking common tasks within the eTendering system (e.g. 

sending a message) is available via the ‘Technical Support & Guidance’ link on the 

front page of the eTendering system. 
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There is also a helpdesk to provide technical support to Applicant Organisations 

using the eTendering system.  However, the helpdesk is unable to assist with 

problems with your own computer hardware or systems - for these types of issues 

you should contact their usual IT support. 

Questions should be emailed to the following email address:  
LAATenderHelpdesk@ventura-uk.com.   
 
Alternatively, the telephone number for the helpdesk is 03330 037060 (lines are 
open from 9am to 6pm Monday to Friday).   
 
The LAA recommends that Applicant Organisations start to complete their Tender 
early so that they identify any areas where they need help as soon as possible as 
the helpdesk is likely to be very busy in the days leading up to the Deadline.  The 
LAA cannot guarantee that queries received close to the Deadline will be dealt with 
before the Deadline. 

mailto:LAATenderHelpdesk@ventura-uk.com

