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1. How to respond to a Request for Proposal (RFP) — Overview

To successfully participate in an RFP there are a series of steps that need to be performed.
Responding to an RFP begins with the same procedure that is used to participate in any RFx
(RFI, RFQ, RFP, Standard Auction, and Advanced Auction).

a) Locating and reviewing the RFP

— Finding the RFP and reviewing its details, which will help you to decide whet
not to accept the invitation to participate

b) Accepting and Declining an invitation

— Once the RFP details have been reviewed, Accept or Declin e invitation to
participate.

c) Viewing, Downloading and Uploading attachments

— There may be attachments or documents sent by HM T gveni® & Customs (HMRC)
that you will need to review. These may be Tender tructions or terms and
conditions of the events.

— In response to a question(s) there may dd @ s that you want to attach and
send to HMRC.

d) Place a response
— Itis during this step that you will rew and respond to a series of questions.

e) Revise a response

— After reviewing your r
would like to make a c

NsSeRYPou or someone in your group may decide that you
n

f) Submit a response

— Once yourffe se IS complete you need to submit your response to HMRC. The
informayg provide will be evaluated by HMRC.

g) Send andgRCRy essages
— | m ®d to communicate with members of HMRC, the system provides a built in
c®ing email.

ter completing the questionnaire(s), a variety of reports can be run, summarising the
jnfolmation, which you can download and save.
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2. Log in to Sourcing@HMRC

HMRC will provide you with log in details generally as a result of your expression of interest in
an OJEU advertisement.

You will receive two eSourcing application generated emails containing the following
information:

e A unique Username and Password providing access to the application (only applic f
you are a new user to the eSourcing application).

¢ An invitation to the specific event containing a link to the application and accggs to
particular event you have been invited to.

Log in to the application using the Username and Password provided by HM ote that
these are both case sensitive.

Steps

HM Revenue
1. Access the &Custcms

Sourcing@HMRC website
Welcome to

(https://sourcing.hmrc.gov
-uk). Sourcing@H

2. Type in your login ID and
password - note these
are case sensitive.

3. If this is the first time you
log in, you will be
prompted to do the
following:

a. change your password
b. acceptthe HMRC

eSourcing site access
Terms & Conditions

o Your QgailNgvita™® to participate in any event ((RFI, RFQ, RFP, Standard Auction, and
e ion), will come from Sourcing@HMRC.com. Please ensure if you have
19

ers enabled, that these allow you to receive emails from this particular email
* %blockers for this internet site will also need to be disabled. If using Microsoft
INMrnet Explorer, go into Tools, Internet options, click the Privacy tab, select Pop-up
ocker Setting, and then add https://sourcing.hmrc.gov.uk to the list of site exceptions.

\ Alternatively, go to Tools - Pop-Up Blocker - Pop-up Blocker Settings and add
https://sourcing.hmrc.gov.uk to the list of Allowed Sites

e The HMRC eSourcing front screen has links at the top for the Sourcing Home Page
(Supplier's Guide for selling to HMRC), Training material, Terms & Conditions and
HMRC Privacy Policy. There are also options to reset your user name and password..
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3. Locate the RFP

Once you have logged into the system, you will arrive at the View RFx(s) page. This page will
display any RFP (Request for Proposal) that you may want to respond to. The Status column
of this page will display New for any event that you have not yet accepted to participate in.

Steps

1. From the
View RFx
screen, locate
the ITT from
the RFx
Name
column.

View RFx(s)

2.Click the

View/Respon

Status Drop
d to RFx Home Icon Down

button from
the Select
column

e Can't locate the RFP? You can filter your view h
status in the drop down list next to the Binocula
Pending, Awarded or Paused.

ing the appropriate
, Open, Close,

e Click the Home icon from any page in the %nt to return to this page. This is located in the
top right hand corner of the page

e Click the Log Out icon from a! e in‘the event to exit the application.

e Contract the HMRC pr.
event invitations haygab
OperationsSuppoygfl eZR

epresentative that is managing the event to ensure the
ued. If you do not know the contact details please email
rc.gsi.gov.uk
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4. View the RFP

Once you have clicked on the View/ Respond button, the details of the RFP are displayed.
These details consist of a sequence of questions contained within individual questionnaires as
well as item information for each line item. The Questionnaires are used to identify and group
guestions related to specific subject matter.

() z’zﬂu‘g’;; ‘5“9 - ty profile [EFE Messages 1 Utilities

REXx(s| > z-test of messages v1

Close Time:

Description: Type: RFP
Contact: @ R« Attachments (0) D Run RFP Regort Status:0pen

Jon Canthone; 07734 607 431 B RFx Messaces )

a
ire / Juestion ™

) HM Kevenue i G
(m e - My Profile | Bids | Messages | Utilities

42 %4 I®

g lime: 30d 3m 28s

RFx(s} > z - PP0S-2008-mail v3-ITT... Y s e
Description: Type:  Rrr 2:25/07/2008 23:5¢ BST
Contact @ RFx« Attachments (4) D kun RFF Rerort
Cillian Short 07802 233269 50 Rr«< Messaces (3
Questionnaiffs SingleBid
Curmant Page: (1.5C of°44) - 2 2
Lot Cateqory Name ¥ Tvpe Quantity Bid Bid Revision
Default Print Post & Cffice Supplies o Austriz - Letter Simple ltem
o Belgium - _etter Simple ltem
a Cyprus - Letter Simple ltem
o Czech Republi- Latter Simple ftem 1836 P Ly
a Denmark- Letter 91 Py Ny
o Finland - Lette a7 Py Ly
o 26 @0y Koy
o 8V q M
u " 533 @y Loy
o Simple 1R 18212 & Ky
o Simpls ftem wem @y By
o Simple tem ss1e @oy Sy
o e 7208 @y Ll
o Lich Lt 18308 Py )
o Luvamrboura - Latter Simpls Itam a6 Pen Edm
HM Revenue
StepS &Custore}\s B £
View Item
1. To view questionnaires
View item

and questions, select the
Questionnaires tab.

Parent  N/A - Stand alone ftem
Item Type Simple tem

VieW the QU estiO nn a- Currency Type British Sterling Pound (GBP)

Lot  Default

cﬂtegory‘* Print Post and Office Supplies

3. Item Hame”  Austria - Letter
Description Austria - Letter
Country Group EU
Minimum Desired OQuantity” 8,571
4. Weight of items™  247.00

2 (D)

at for'each line item.

ins
o The system will display the time remaining in the RFP (top right hand corner of the page),
it's important to make sure that you complete the RFP in the allotted time. Once the RFP

has closed, you will no longer be able to bid.
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5 Accept the Invitation

Before you acknowledge your participation, you can review the details contained in the RFP as
outlined in Section 4. Here is where you must decide whether you will accept or decline to
participate. You must accept the invitation before you can place responses.

Steps

1. To participate in
the RFP, click
the green

Accept button on
the top right side
of the page.

2. From the Accept

Invitation n
window, provide ()}t rosind
an optional
comment and
click OK.The
RFP page will
refiesh [0 display L
re ace

Response
buttons in the
Respond column.
This will enable CPOUORLE NTRIIIUC AL Capog 1)

invitation
you to respond.

Invitation

matically propagated to other users within your
or Cancel to cancel acceptance

3. To decline your
participation,

click the red &]
Decline button. If ;Q @

you Decline the
invitation, you will
not be able to
respond.

his invitation is an acknowledgment of your participation; this
ment will automatically propagate to other invited users within your

6. Download Attachments
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Attachments are specific documents, such as Word document files or Excel spreadsheets.
These could be for example, Tender instructions, Specifications and Terms & Conditions, which
may be attached to the Request for Information. Please read these before responding to the

-"""’“'m"""‘"l"“““

2008-Forensic Serv...

& Customs
REx(s) > 2-5G&S+
Description:
Contact
Jon Canthamne: 07734 807 431
Steps

Quastonnare / w’

Download (to
transfer from the
system)

200060

2. To download

attachments,
click on the RFx
Attachments (x)
link.

3. Right mouse
click on the
Attachment
Name and click

Emygloris 7

Level

Attachments (1)

1 Oenaeral Intoomatan
2, Economic and Fin .a:..|[..!;.m,
3. Technical Capacity

4. Pessanal Standing

Folder Mame Coritert

B Add Attachrant | Export |@|%j

Type Crested Date | Size o

Organization | Crested By

Event Comm:

cation

2182008 Test PIQ V2 GUIDANCE doc HMRC Sourigg . _ V1 applicationimanord 20112000 1160 ggmw [

“Save Target
As...”

4, Save the

Export.

4 Clidk on the link in the Content column to view the attachment. To donnl ched the box on the far right next to eash file yg

attachment on
your local system

If there are multiple
attachments, then

a) Selectthe
attachments you
want by clickin
in the small box
or select all the
attachments by
clicking on the all

attachments
icon.

b) Click on the
Export bOQgn

c) Clickon
Button

d) Saveth
at] e

loC: stem
L 2
Tips
[ ]

R hitps:/fhmrcsbox.emploris.com - Emploris - Microsoft Internet ... [= |[5]5<]

Emptoris 7

Export Data

Exporting (1) Attachment{s}
File Name: ® | RFI_z-IBM-2009-Test PGG Va_Attach)

[Epor ] (Ges)

" Required Fiald
[ The XL& file type usually wo ks hast if you plan to complets the template in Micrasoft
cal. Use XLS o1 £ if any data fialds have "spacial characlai® or are langer than 265
characters

3 https: Iihmrcsbox.emptoris.com - Emptaris - Wicrasoft Internet Explorer

Emptoris 7

Data Manager

U oD Type  Desoipmon Sss Tre Tine Time.
Submited | Schedukd  Comgieted

w0200, oumenm.
lSoihs 5 19D Integeati.  Expod w200, oumenm.
lSoits 5 190 ntegati.  Expos w0200, oumenm.

‘sm [T —

If there are attachments available for download, the RFI Attachments link from the top of the
page will display a number of 1 or greater in brackets
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7. Upload Attachments

Attachments are specific documents, such as Word document files or Excel spreadsheets, and
these can be added to your response.

Your attachments may be for example, your company accounts, if these are requested by the
buyer. Please ensure you fully read any Instructions to Tenderers which are attached to the
event in regard to when attachments should be uploaded. Generally attachments should not be
uploaded unless specifically requested by HM Revenue & Customs (HMRC).

Steps

Upload (to transfer to the
system)

1. To upload
attachments, click on
the RFx Attachments
(x) link.

Levet  Fouler  deme  Cortert Qeganizaton

2. Click the Add BNl
Attachment button.

3. Provide the necessary [Pomieat ans
information within the
Add Attachments
window.

4. Click Browse and
locate the file from
your hard drive.

5. Click Save when you
are finished. Your
attachment has been
successfully uploaded
when displayed in the
Attachments window.

Attachments

e o e I I
Lol okl rore. - Crowizston  Createdlyy  Aliscteert Moo e Cotedbatn e
Dvent Conmunicaban  3DMT-2000 Plac Capalt @ e Cupe L Joo Dloggr Tamgpod Condliont  apphostonorhobabosm 02000000 1.0 2004 (]

(Clow

540 V0 0 0 00 MR S 1 v 00 HLAGAM AL T fonwmlt b MO AR, Sherh 10 B o0 B 100 AP0 Aot 10 00 160 o b 00 Gometl bl 204 et 48 Rt

D

\ Attachments uploaded to the system cannot exceed the maximum allowed file Size
(5MB). This size is per attachment.

e Please avoid any specialist file types which are not generally compatible. i.e. not
compatible with the standard Microsoft Office suite or Adobe PDFs. Seek pre-approval
before adding other files types.

e Consider breaking the file into 2 if greater than 5SMB.

o Unless specifically requested, add attachments at the question or item level rather than
at the overall event level
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8. Respond to a Questionnaire

This RFP screen displays the questionnaires/questions that you have been asked to respond to.
Questions may have different answer types. Make sure your answer corresponds with the
guestion being asked.

Steps

1. Torespond to questions =
contained in the first
questionnaire, click the
Place Response
button.

RRRRRRESS

N

Answer the first
guestion based on the
answer type defined
(e.g., text, selection, Context

RFP Kame: Training RFP

integer, decimal, etc.) Ouesseng
FP:-I}:".‘Z':::’“I?‘S:!A plan to suppon our Eurcpean 130l

Create R e

3. Click the paperclip icon
to attach a file to this
question (if applicable).
The process of
uploading an
attachment is defined in R el
the previous section. e .

Blanse Saect |
4. Click Save to save this o ‘

response. This only
saves the responses, it
does not submit them. ,

5. Repeat steps 1-4 for the
remaining

questionnaires. Q
Tips $

o Ifthege ar, ec@ds (*), you must answer them before clicking the Save button.
"/ E uniess specifically requested in the Instructions to Tenders all questions
leted regardless as to whether they have the required field (*) marker
This has been done to make it easier for you to save you draft work when

aflarge questionnaires.
guent saving is recommended, as although the system does warn you, it will
matically log you off after 30 minutes of inactivity.

*

¢

Document in Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\R4DLX2VT\140807 -
GOV UK page amendments.doc Page 10 of 21



9. Edit a Response

Once a response has been saved, a “DB” icon appears next to the questionnaire/questions.
This indicates that a Draft Bid (response) has been created. You or someone else in your
organisation can edit responses prior to the closing time of the event.

Steps

1. To make edits to a
questionnaire, click the
Revise Responses
button next to the
questionnaire.

2. Make your changes.

3. Click the Save button.
Changes made will
replacing the existing
response.

Tips

e The RFP must be Open in order

BFx(s) > - Supplier Feadback s

o e

e Edits can be made to attach

paperclip icon. Old attac
hand side and selecting th

O

e
’
‘
o waang ..
Contert
RFP Kame: Dems: RFP
Guestionnaire Kame: Guestioanaire 1
Lickes Cazegory: IT Kardware
Update Respanse(s) Cuestomnare Leve® )
Framn opian C

uld be deleted by clicking the tick box on the far right
on. New attachments can then be added.
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10. Review and Compare Responses

The View History window displays the status of your responses as well as a history of
submitted responses. Submitted responses can be compared to any previously submitted
responses.

ay ke e tdne

Steps Rfu_ll'!‘-kppb'r Faedback sur

e R vianmg seyaier et oa T
Creat -

1. Todisplay a
history of your
responses, click
the View History
button.

2. Tocompare
responses, select
the responses that
you want to
compare by
C|iCkiﬂg in the Suppier Response Supplier Organization Status

checkboxes. doxloe tost sugpher Concoted F
A Dow Last suppler Suly g

All Supplier Responses {2)

=
P T b

B8y Tume 2 A
2042005 1892

3. Click the
Compare
Responses
button.

ponse Comparison

4. The V| ew Response Comparison
Response RFP Name; Cems: RFP
CO m p arls O n Questionnaire Na vestonnaire 2
window will
display, allowing
you to compare
the selected
responses, side
by side.

test supplier test supplier
AZach Aty

Joe Dos

Yes

TS 15 iy 185p0ns8

S se Comparison window also allows you to compare a history of
a2t you have uploaded into the system.
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11. Place a Single Bid

The RFP screen displays the line items that you will be asked to place bids on. You will have
the ability to bid on line items individually with the Single Bid tab in the forefront. This method of
bidding is typically used when there are a limited number of line items in the RFP.

Steps

1.

Click the red Place
New Bid button next
to the first line item.

From the Create
Bids window, click
the Item
Information icon to
view/hide the item
Enter your bid by \
filling out all bid

fields

detalils.
Click on Savem

and Go to Next
Item to save this bid
and continue to the
next line item.

Observe the bid
status on this item.
The “DB” icon
indicates that a draft
bid has been N
created. A'B’
indicates that a bid
has been submitted.
See step 15.

Repeat this proces
for any remainin

7/

HM Revenue

vesssye ML rone [oe [resenoes T 1

RFx(s) > 2-SGS-2008-Dog F

Type: RFP

Description: Dog Food and Accessories Invitation to Tender
Contact @ RF: @ D Run RFP Report
Jon Cawthome; 07734 607 431 5 REx Massages

Questionnaires — _ SingleBid [ MultiBid

Current Page:1 (15067255 1 2 3 4 & &

Lot Category

item

Section 1- Dry Food Speoialist Goods and Senvices Simple

Simple item

Simple Item

Simple

Simple ltel

Simple lte:

Simple

J)0ODODODODODOAO

HMRevenue
&Customs

ET Item Information: e

ttem Hame™ Sweden - Letter

Description Sweden - Letter

Country Group EU
Minimum Desired Quantity”* 16857
Weight of items™ 517.00
Bid
rency Type British Sterling Pound (GBP) - STD Base

ailable after the bid is saved.

Type: Rr
D Run REP Report

ot @ RExAtachments @
OF Cawthome; 07734 607 431 5.4 s Mescages (0

line itemsgin t
RFP. O RS
Lot Category Name % Type Bid Revision
=] Simple ftem
Simple tem
9 | view My ide |
o Simple Item 11233 @y B
o Simple Item 33153 @y
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12. Bid with MultiBid

The Multi Bid tab allows you to bid simultaneously on line items using a spreadsheet format.
This method of bidding is typically used for bidding on several line items (generally greater than
30 approx). The MultiBid function is accessed with the MultiBid tab in the forefront.

| Descrigtiong

1. Select the currency,

Steps Cortact hormation

if applicable.

2. Enter your bid by
filling out the fields

Bty Action | B8 Cinrency

B iption Ouartiny

3. Click the red Save s
button.

4. The Confirm Bids
to Submit window
will total each bid
(PPU x Quantity).
Click OK.

5. The Saved Bids
window will confirm
that your bids have
been saved. Click

Puice Per ' ne Towe Charge” Delivery Dite’

v

>

Ay, [h1o8 MOuns Tare wid 4n enor Save fuds »

OK to close this
window. The Bidding

Action will change
from Create to Edit.

6. Observe the bid item 2
status on this item. i
The “DB” icon .

indicates that a draft
bid has been created.
A ‘B’ indicates that a
bid has been
submitted. See step
15 for details.

Confirm Bid~ To Submit

Item Bid e Total Bid* Submit

lew Bid 100,000.00

100,000.00

instaad

inimum Quantity * Prce Per Unit + One Time Charge
s Quafitity was not entered for the item, the ltem Quantity is used

!
M

\ 4 heQ§id Totals button will detail a bid summary.

item Bid Type Status
item 2 MNew Bid Saved
item 3 New Bid Saved
All bids were saved successfully
v

T elp Legend button at the top of the page will provide an explanatory list of the

mbols.

Attachments can be downloaded and uploaded from this page.

e Todownload: Click the paperclip icon from the Items column.

e To upload: Click the paperclip icon from the Bids column.

e The Bid Status column details the status of any bids.
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13. Edit a Bid

Once a response has been saved, a “DB” icon appears next to the Bid. This indicates that a
Draft Bid (response) has been created. You or someone else in your organisation can edit bid

prior to the closing time of the event.

Steps @g&?&“‘ My Profile | Bids | Messages | Assessments | Utiities
REx(s)> 28GS-2008-Haulage ete tra...
Description: Type: RFF
1. Click the Certact rfcrmation A P Bun BrP Bepot

Cilizn Short O7B0223...

Revise
Bids/History
button to the

Tyoe

Submit all Draft Bids >>

Cusrtly &

right of the line Lo e Spesilt st nd s et Tpe - S
item that you 0 et e

i O Vshicle Type © Simple ttem
want to edit. — =

O wehicle Tupe E- Largest Simple ltem

2. Fr_om the View (@) M Revenue
Bids window,
click the Revise
Bid button. Bids on Item ; Item 1

Valid and Draft Bids (1)

Charge  Guantity

3. From the Supplier Mame Bid Type Code  Price Per g Tie Medmm o g History Attermats Bidl Time & EM/

70 o B

F My B Place Hew Bid
F My B Asce New Bid
Fn bp

pid Oraft ‘ Compare Bids]@j@j%]

Revise Bid

(] Testz Test2  Simple 123456 EUR 100.00EUR 0.00

bid. Click Save.

HM Revenue
& Customs

o Rem Information: item 1

Q Revise Bid
Currency Type
Supplier ltem Code
Minimum Quantity
Maximum Quantity
Price Per unit™
One Time Charge™
Attachment

: RFP must be Open in order to make changes.

window. edit the 190672008 13:50 & 1y 2] 0

Revise Bid

ttem Name™ ftem 1
Description

Minimum Desired Guantity™ 1
UNSPSC number
SAP Part Humber reference

European Euro (EUR) ~
123456
0

100.00
0.00

B it 2 oy

\ Once a bid has been edited, the status of the previously saved bid is changed to

Cancelled and the edited version is saved.

o If drafts bids have been created, ensure you click the Submit all Draft Bids button at

the top of the page.

e Consider using the MultiBid function for edits if you are making edits to multiple line

items.
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14. Delete a Bid

You can delete a bid from the system, if you need to. If you delete a bid, the bid is considered to
be Invalid.

Steps @EF‘UR;E;UE My Profile | Bids | Messages | Assessments | Ublities
RFx(s)> 25G5-2008-Haulage etc tra...
1. Click the Revise Description: o Tpe:  RFP
: f e o e BEx Aflachments (1 Submit all Draft Bids >>
Bids/History et Tz L= P

button to the right - .
Of the |ine Item Wnuemnnam/ SingleBid rmm

Lot Categary N = Tyoe
that you want to
et 1 Haulage Specialist Goods and Semi... O vishicle Tupe A- Smallest Simple ltem 1
delete O yshicle Type 8 Simple ler 1
aticl Tpe mple e =
O wehicle Tupe C ‘Simple ltem 1 @
2. From the View O vehide Tpe D Simple ftem 1
B|ds W|ndOW, O Vihicle Tupe E- Largest Simple ltem 1
click in the
checkbox next to
i HM R
the bid that you (@)} MRevere
want to delete.
3. Click the Bids on Item : Item 1

“dustbin” icon to Valid and Draft Bids (1)
delete the bid

from the system.

P e N
“Valid and Drafl | ompare sidh | @ | Jv] &

Supplier MameBid Type Code  Price Per Unnog: N y Alternate Bid Bid Time @ 0 BidRevision | Select All

O  TestzTest2 Simple 123465 EUR 10000 1910672008 13:30 & 1y iy ]
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15. Responding Offline

In certain circumstances, you may find it easier to create your responses offline.
It should be noted that any responses that you have made onto the system will be exported if
you decide to create other responses offline.

1.

Steps

Click the
Respond Offline
button in the top
right hand corner
of the screen.

Select the
Download offline
response
template.

Click OK button

Click on the
Export button

Save the file to
your local drive.

Detailed
instructions are
included in the
Excel
Spreadsheet.

Please also refer
to the How to
respond offline
document.

v M [ e e E = 6 @ S

RFx(s) > 2-SGS-2008-Dog F

e.

Description: Dog Food and Accessories Invitation to Tender

ot
Jon Cawthor

Section 1- Dry Food

@

&‘b

ne; 07734 607 431

Current Page:1 (1-50 0f253) 1

Type: RFP
D Bun REP Report

Lot

HM Revenue
& Customs

) Offline response action wq
@ ownlosd offline resp
= mport Responses

O Export gquestionnaire s
responses
[(HNOTE: Questionnaire and
can ot be used for impol

Export Data

Expaorting Bid Template for RFP

Language* British English
Humber Format Default +
File Mame: = |testda 20000223062514
File Type: O Lsv
@ xLs
ZipFile [ ] %

G

L4 The xLs file type usually wars best if wou plan to complete the template in Microsoft
Excel. Use XL5 or CEW if any data fields hawe "special characters" or are langerthan 285
characters.

-
Required Fizld

Document in Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\R4DLX2VT\140807 -
GOV UK page amendments.doc

Page 17 of 21




15. Submit response

You need to submit your response before the closing time of the event by selecting the red

Submit All Draft Responses button. Once selected the Submit all Draft Responses button will

not be visible.

You can still revise your response prior to the closing time of the event and any additional

amendments will be submitted automatically by the system.

The purpose of the functionality is to prevent HMRC from seeing your response until you a

happy it is complete. Once selected, if the event is not locked, HMRC can see all ame

as they occur.

en

Steps

1. To submit your
response to
HMRC, select the
Submit All Draft
Responses button.

2. Once submitted
you can still
amend your
response if the

event is still open.

Ptowts - MCronoft internet Lxplorer provided by Verizon Online

Ty [ — —

e

i

a8 d oo e

P

Comut Puge ' (VB2 MY
arw ©

STl N sl 21 A% sl

I Labv am e 32 s tenn
e
R

s lsanssmiitiss 84020920 WawmeshewlE 200 g ol LG R

Lt St tnates has B s t0 ans Flaiw hew

Tips

[ RIS NN L NSNS ' Pl - b -

— S5aR 51 875 Al ARTR
[+ lan 4

et unm
(> -

- rue

' Pl = bw v Sl
e e G

oo baw Sl

¥
| §
SBEEBEEEEE

i
|

H ok
e

L el

' e = e Sl

AR89

i
BEBEBR

oulTesponse is visible on the far right for each Questionnaire/Question
m. DB denotes, Draft Bid, whilst R and B, denote Response and Bid

For the Questionnaires/Questions and items you have responded to, a DB

FOP Questionnaires/Questions, the Submit all Draft Bids button will disappear, when
ach of the Place Response buttons beside each questionnaire has changed to Revise
Response. Any changes to the Questionnaire/question will be submitted automatically,

while the event is still open.

e For Bids, the Place New Bid button appears beside each item and multiple bids are

e, however once you have clicked the Submit all Draft Responses button this
nge to an R for Questionnaires/Questions and a B for items.

allowed — this will be shown with a number B or DB in the Status column. If there are any
Draft Bids, the Submit all Drafts button will appear at the top of the screen. If the
number in this column is greater than 1, then use the View my Bids button to look at your
Bid History and delete any unwanted bids.
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16. Send and Receive Messages

Messaging allows messages to be sent between the buyer and the supplier affiliated with this
event.

Steps

1. Tosenda
message, first
ensure you are
within the event
and then click the A R i e T R .
RFP Messages S =
link.

herat Tachaical Guesseansis

2. The View by RFx
window will
display all = .
messages [Fhow. Momamin S Sysiom. Merenpig 8o
received. Click the [ Mk try Mospop Bk e 4342081
Create button to
create a message.

RFP Messages ForDemo: RFP (2}

3. The Create
Message window

fnegsdssa;h;sin the Create Message
context of this Context EEE Dimg BEP
RFP. Select the

To

recipient that you
are sending this Subject | Specifications
message to. , T did not receive the item specs|
Unless told

otherwise this
should be to ‘All
Hosts’. This Seios
message is not
visible to other
suppliers.

|32 characters, jmax atiowed - 5000) |

Attachment - ATAchmentsd,
4. Type in the Send | [ Cancel
Subject, the LERCES 3

Message and

. xubo of the message should not exceed 5000 characters.
re you are within the event before sending a message and you can see the names of
he HMRC staff in the “To” list. This will ensure the message is sent to HMRC and not
your own organisation.
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17. Create a Report

When you have completed filling out each questionnaire and line item bid, you can
run a report that will summarise this information. This report can be exported out of
the system and retained for your records.

Steps
E@J;Tg;%ue - My Profile |Bid§ ‘ [ ‘ Utilities EI ﬁﬂ @ 5 4
1. To create a report, click EExis) > -5GS-SupplierTraining-20... Remaining Time: 290 7h 1
. PrTE— ) o B
the Run RFP Report link. Py Om Y FP
Cillian Short; 07202 232260 24l R Messages (2)
2. Click OK from the Edit Allftems (2) Questionnaires > SingleBid | MultiBid
RepO rt Param eters Lat Category MNaine = Type Quantity @ |
window. Lot 1 Fast and Courier o Item 1 Simple ltem 1&g ey B
[u} ltem 2 Simple ltem 1@y Edpy

Note: The Edit Report
Parameters allows for pri
customised reporting.

Type of Responses: Report
can include Valid, Invalid or

Type of responses | alid

Cancelled responses. RFP Selection” 2"
sele
Question/Questionnaire
. .
RFP Selection: Search on all Selection e

events that you have
participated in.

ead Days (bid attr)

Question/ Questionnai re: lect Maximum Cuartity (oid atr)
Search and report on specific Minimum Guantity (bid atir) v
guestion/ questionnaires. @) View a3 Excel spreadheet

View Type O view as G2V
Items: Search and report on ~ LALLL;
specific line items. , :

Orientation

of FUF reports, please choose a wide enough paper size and orientation to

Select Attributes: Select to
report on specific bid
elements.

4 properly fit &l data. Narrow paper widths such as 8.5 or 11 nches may lengthen
resnonse time or result in reports with no pages

(0] Jhose

Report View Type: View as
Excel, CSV, PDF.

File Download

Do you want to open or zave thizs file?

3. In Data Manager,

@ Mame: repart[1].025, 110.rfpsummary. supplier .rpk_name.xls
the mouse over

Type: Microsaft Excel Worksheet

From: sourcing.hmrc.gowv.uk

e ” Save ]| Cancel |

harm your computer. [f pou do not truzt the source, do not open or

@ While files from the Intemnet can be usebul, some files can patentially
save this file. What's the nisk?

T e can then choose
open the saved
attachment from your

local drive

Tips
* When you export this information out of the system, it is recommended that you export into
Excel or CSV format. These formats will allow you to customise the look and feel of the
spreadsheet.
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