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PUI’QOSG

The purpose of this guidance document is to show suppliers how to navigate the
eSourcing Jaggaer portal. Guidance includes how to manage your profile, access
tenders, contracts, categories / assessments and Fileshare.

This document will also explore how to create additional users for your organisations
account and how to respond to tenders on the portal, both online and offline.

If you cannot remember your login details, instructions are provided and will explain
how to recover your username and/or password.

The Central Support Team’s contact details are also within this document if you
require any further assistance using Jaggaer.
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How to Navigate the Jaggaer Portal

Please access Jaggaer via the following URL.:

Ministry of Justice Sourcing Portal or

https://ministryofjusticecommercial.bravosolution.co.uk/web/login.html

Accessing Projects, PQQs and ITTs:

When logging into Jaggaer, the first page you will see is the homepage. On the left-
hand side, you will see Projects, My PQQs, PQQs Open to All Suppliers, My ITTs,
and ITT’s Open to All Suppliers:

Logout » Supplier reserved area
Thank you for registering on Ministry of

e Justice Sourcing Portal LTI

PQQs Open to All Modify Password
Suppliers

Projects User Profile

Manage Users
This service provides a secure and efficient means for you to engage in Tender Projects AR

with our Buyers

My ITTs

Pre-Qualification Questionnaires for new EU procurements are available by clicking on Contact us
ITTs Open to All PQQs Open to All Suppliers

Suppliers

Once you have expressed interest in a PQQ it will move to your My PQCs page, where Gor ) ST

you can download any documentation and submit your response. Phone: 0845 0100 132

esourcing@justice.gov.uk
Buyers may invite you to participate in Invitations to Tender The My ITTs page allows
you to view and respond to any ITT to which you have been invited

Some Invitations to Tender are open to all suppliers. The ITTs Open to All Suppliers
page allows you to express interest in these ITTs and move them to your My ITTs page.

A helpdesk is available to support you in using this service. If you require any assistance
then please contact the helpdesk as soon as possible.

Projects are used by buyers to create PQQs, ITTs and Contracts. Clicking into
Projects will show projects linked with any PQQs or ITTs your organisation is
associated with.

My PQQs show any PQQs your organisation is associated with, if the PQQ has been
set up as ‘By Invitation Only’ and the buyer has invited your organisation, then this
PQQ will show here. In addition, if you express interest in an open tender, after you
do so, the PQQ will show here.

To express interest in an open PQQ, click into ‘PQQs Open to All Suppliers’. This will
show all running PQQs on Jaggaer that you are able to express interest in.

My ITTs and Open to All ITTs are configured the same as PQQs. Your ITTs will
show under ‘My ITTs’ and open ITTs will show under ‘ITT’s Open to All Suppliers’.
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Accessing Contracts:

If successful in the PQQ/ITT stage and you are awarded a contract with Ministry of
Justice, your contract record will show on the portal. To view Contracts, click into any
of the left-hand side sections, i.e. Projects. This will populate the following sidebar:

Clicking into the bottom arrows will reveal the description.
IAGGA=R=0N= 11:59 Greenwich Mean Time

Projects

My Projects
Sourcing Contracts
Projects My Contracts
PQQs
MTs
Auctions
Contracts

Published Opportunities

Click into Sourcing > Contracts > My Contracts.

Any contracts associated with your organisation will show here. You can click into
each contract and see the contract details, contents management and messages.

How to view Categories / Assessments:

If you are associated with a Dynamic Purchasing System (a procurement
mechanism that allows public sector organizations to bid for contracts) on Jaggaer,
such as the Probation DPS or the Prison Education DPS you may need to view your
categories / assessments to make sure none have expired. To do so, navigate to the
sidebar and press My Organisation:

My Organisation

Organisation Profile

My Categories

Assessments

Scorecards

Development Actions

This will show ‘My Categories’ and ‘Assessments’ which will show any your
organisation is associated with.

You do not have to be associated with a DPS to add categories to your organisation
profile. To add a category to your profile, navigate to My Categories > Add Category.
This will show a list of categories you can select. Select the preferred category and
press Save.
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If any of your categories/assessments show as expired for either PEDPS or the
Probation DPS, please contact the relevant team via the associating PQQ who will
provide instructions on the next steps. For PEDPS, the associating PQQ is
PQQ_139, for Probation DPS the associating PQQ is PQQ_205. To send a message
via the portal navigate to the correct PQQ > Messages > Create Message:

PQQ Details Messages (Unread 300)

Create Message Sent Messages Draft Messages Forwarded Messages

Please provide the category/assessment code that shows as expired within your
message. The relevant team will respond to your query via the portal and will show
in ‘Received Messages'.

How to view / upload files in Fileshare:

If a buyer has added you to a fileshare directory to share documents with you, to
view the files you will need to navigate to the sidebar and click File Sharing > Files:

il

File Sharing Files

Files Directories

L Search

Directories show the folders set up by buyers to share documents regarding PQQs,
ITTs and Contracts. It is worth noting that not all events and buyers use Fileshare,
the buyer should make it clear if any documents are being stored in Fileshare.

Depending on the rights the buyer has given you, you may be able to upload your
own files to the folder. If you have been given these rights, you will see the Upload
Files icon in the top-right:

o e Upload Files

Note: If you do not see this icon, you have been given read only access rights.

1. Pressing Upload Files will open your shared drive where you can upload an
attachment.
2. The following upload information will show:
Information / o
Accepted File Size: 52 MB
Maximum Number of Files: 500

Maximum Sub Folder Levels: 20
File extensions not permitted: .bin, .exe, .dll, .pif, .bat, .cmd, .com, .htm, .html, .msi, js, json, .reg, .doc, xls, ppt, .dot, .wbk, xIt, xIm, .pot, .pps, .ppa
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Note: Uploads must be in the following format:
Microsoft Excel - .xlIsx

Microsoft Word - .docx

Microsoft PowerPoint - .pptx

Microsoft Visio -.vsdx

Adobe Reader - .PDF

Multiple files can also be uploaded via a zip file, but must all be in the above format.

Manage Your Profile:

To update any organisation information, click ‘Manage Your Profile’ on the
homepage:

User Profile

Manage Your Profile
Modify Password

Manage Users

To edit information, click into the edit pencil to the right-hand side:

Organisation Name: CST Default  » &

Registration Data Profile Data Status Summary Responses History of Changes

v Quick Navigation e« v Organisation Details

You can edit all organisation information, apart from organisation name. If you need
to edit this, please contact esourcing@justice.gov.uk 0845 0100 132 and provide
supporting evidence of the name change, for example, change details as shown on
Companies House. Esourcing can then make the required adjustments.

How to modify your password:

If you need to change your password, you can do so via the ‘Modify Password’
section on the homepage:

User Profile

Manage Your Profile
Modify Password

Manage Users

If you need to reset your username/password, guidance ‘User Guide — Recovering
Username and Password’ shows you how to do so.
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Manage Users:

To create users, deactivate users or manage default users, navigate to the sidebar
and click User Management > Manage Users > the section you wish to view:

User Management Manage Users

Manage Users Users
Roles
Divisions

Default Users

The guidance document ‘Supplier Guidance — Creating Additional Users’ how to
create and deactivate additional users and how to add a user to a running PQQ/ITT.

You are unable to change your username, if you do require a username change for
any reason, please contact Jaggaer directly via the following webform
hitps://jaggaer.my.site.com/SupplierSupportRequest/s/ or call on 0800 069 8630.
Jaggaer will be able to update the username on your behalf.

To change the main user of the account, please contact Jaggaer via the following
webform https://jaggaer.my.site.com/SupplierSupportRequest/s/ or call on 0800 069
8630. Please provide the new main users name and email address.
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How to Create Additional Users

Step 1:
Log onto Jaggaer: Ministry of Justice Sourcing Portal

Step 2:
If you are creating multiple users, you can first create ‘roles’ and assign user rights.

To create a role, click into manage users, which can be found on the right side of the
screen:

User Profile

Manage Your Profile
Modify Password

Manage Users

| Link to Manage Users

Then, click onto Roles:
Manage Users

Users Roles

To create a new role, click on ‘create’ in the top right corner:

Import/ Update Roles Create /

Create Role

Provide a name for the role and assign the appropriate user rights to the role and
click ‘Save’. You will now be able to choose this role when creating new users and
the rights will be automatically granted.

Step 3:
To create a user, go to the user’s tab and select Create:

Manage Users L] Import/Update User Role Create

Users

Al Users
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You will then need to complete a short form with the additional user’s details:

1. Ensure you complete all mandatory questions; these are identified with an
Asterix.

2. Click Save.

3. The user account has now been created and an automated email will be sent
to the new user with instructions on how to log in.

Failure to provide appropriate user rights may withhold visibility of PQQs or
ITTs that they require visibility of.

There will be an option to amend user rights on the right-hand side of the new user
confirmation screen:

Click ‘view user rights’, you will then be presented with a list of rights.

View User Rights

To edit these, click on the pencil icon in each section.
Click into ‘Manage Users’

Click into the user you wish to edit.

4. Go to the user’s rights tab and edit.

wn e

Rights can also be edited later.

You can amend user rights or roles at any time within ‘User Management’ which can
be found on the left-hand side of the screen as shown below, all additional users are
listed here:

User Management Manage Users

Manage Users Users
Roles
Divisions

Default Users

Step 4:
To add this user to a running ITT/PQQ you must open the live ITT/PQQ:

1. Click on ‘Associated Users’.
2. Select the plus symbol + on the right:

PQQ Details Messages (Unread 0)

3 User List + 0 -
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3. Click confirm:

Information D]

Are you sure you want 1o activate the selected User account and give the User access to the platform?

i m

This new user has now been added to the tender and will receive alerts relating to
the specific PQQ/ITT.

Step 5:

If a user is leaving your organisation, you will need to deactivate this user's Jaggaer
account.

Before deactivating a user, it is important you run the ‘User Involvement Report’ to
ensure all active and created objects are reassigned.

To do so:

1. Navigate to ‘Manage Users’ which can be found on the home page to the left
hand side:

User Profile

Manage Your Profile
Maodify Password

Manage Users

| Link to Manage Users
I

2. Select the user you wish to deactivate and select ‘User Involvement report’
from the right-hand side:

Deactivate User /

User Involvement Report

This will show you all active/created objects in that user's name. These must be
reassigned before deactivating.
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To deactivate the user:

1. Select Deactivate User:

-

User Involvement Report

Deactivate User

2. Confirm you want to deactivate the select user and then click Confirm:

Deactivate User: Carys Duffy - test user Active Cancel

~ Deactivate User /

Confirm you want to Deactivate the selected User

This user’s account will now be deactivated in Jaggaer, and a black triangle should
appear beside their name.
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How to Respond to Tenders

Log onto Jaggaer: Ministry of Justice Sourcing Portal

Events open to all suppliers:

You can search for and express an interest in responding to any Pre-Qualification
Questionnaire (PQQ) or Invitation to Tender (ITT) under ‘PQQs open to all suppliers’
and ‘ITTs open to all suppliers’.

Projects

My PQQs

PQQs Open to All
Suppliers

My ITTs

ITTs Open to All
Suppliers

My PQQs or ITT’s

By clicking on the section below called ‘My PQQs’ or ‘My ITTs’ you will see events
that you have previously expressed interest in or have been invited to.

Projects /
My PQQs

PQQs Open to All
Suppliers

My ITTs

ITTs Open to All
Suppliers

Note: Once you have expressed an interest or have been invited to a tender, you
can open the PQQ/ITT to view the structure, deadlines, messages, and attachments.
It is important you read all attachments before submitting.

If the buyer has provided attachments within the PQQ/ITT, these can be found under
‘Buyer Attachments’ below PQQ/ITT Details.

PQQ Details Messages (Unread 55)

Settings Buyer Attachments (26) My Response Associated Users

Along with the PQQ/ITT information, if you click the ‘PQQ Details’ tab, this header
displays the closing date and supplier submission date.
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Responding to tenders:

To create a response, click on ‘My Response’ and edit using the pencil icon. You can
also decline to respond.

POQ Details Messages (Unread 19)

= @) Yo Responsa i not yet SUbmttad. To meke R visible 1014 Buyer you mist chck “Submit Respansd

~ My Response Summary

Response Management Area - You are replying as: My Organisation Only (No consortium)

Responding to tenders online:

The first section of the response page is ‘My Response Summary’. This section
keeps track of your response, it will tell you if any mandatory questions have been
missed.

If creating a response online, you will be presented with several questions.
Questions marked with red Asterix are mandatory.

Ensure you save your changes by clicking ‘Save and Exit Response’.

Cancel Save Changes Save And Exit Response /

You can edit your response at any point before you click ‘Submit Response’ by
clicking the pencil icon.

When uploading an attachment, you are only able to upload a single file. If you have
multiple attachments, you can upload a zip file.

To create a zip file, highlight all documents you would like to add from your directory,

right-click and select ‘Send to’.
i Compressed (zipped) folder \ | Sendto

Then select ‘Compressed (zipped) folder’. This will send all highlighted documents to
the zip folder, which you can then upload to the PQQ/ITT.

When your response is complete and ready click ‘Submit Response’ and confirm by
clicking ‘Ok’.

° Welcome CST Default &

Online Questionnaire In Excel Submit Response

Your response status will now say ‘Response submitted to buyer’.

12 Supplier Guidance: The Ministry of Justice eSourcing Portal.



Creating a response offline:
You have the option to create your response offline, in Excel format, prior to upload.
To respond offline you will need to download the questionnaire.

To do this click Online Questionnaire in Excel in the top right.

Online Questionnaire In Excel Submit Response

This will open a new page where you can download and upload your completed
guestionnaire.

Click ‘Download Online Questionnaire in Excel’
& Upload Help To Create & Import Your Response In Excel

@ This area allows you to download the entire online questionnaire in Excel. Once you have saved the file and responded to the questions, you should return to this screen and import the same spreadsheet which will populate the online questions with your responses
*#* IMPORTANT ***
THE IMPORT EXCEL FUNCTION CAN ONLY BE USED TO UPLOAD THE EXCEL FILE WHICH HAS BEEN DOWNLOADED FOR THIS PQU/ITT
IF THE BUYER HAS ASKED YOU UPLOAD ATTACHMENTS, THE UPLOAD LINK NEXT TO A SPECIFIC QUESTION ONLINE MUST BE USED OR THE ADDITIONAL ATTACHMENTS AREA (IF ENABLED)

ADDITIONAL FILES CANNOT BE EMBEDDED INTO THE SPREADSHEET

IN THE EVENT THAT THE BUYER HAS NOT PERMITTED THE UPLOADING OF ATTACHMENTS, THIS AREA CANNOT BE USED AS A SUBSTITUTE

File

Note: If you need any help with the type of questions or how to work with the excel
questionnaire, you can click ‘Help to Create & Import Your Responses in Excel’ for
additional guidance.

Help To Create & Import Your Response In Excel

The Excel document will show you all questions within that PQQ/ITT envelope, each
question has a ‘Description’, “Type of Response’ and ‘Response Guide’ column to
advise you on the question, the response required and how to respond. Once you
are happy with your response, you will need to import your response.

Importing your response:

Note: It is best not to leave submitting your response to the final minute in case any
errors or issues occur during the submitting process.

Please also note, this process will not import attachments, they will need to be added
via the system for each of the attachment questions.
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1. To import your saved response, go back to the online form on the excel page
and click ‘Browse’.

Fle / Download Online Questionnaire in Excel

Browse Select File
Import Items

2. Find where your completed response is saved, once selected — click ‘Import
ltems’.

File Download Online Questionnaire in Excel

Browse  Select File

Import Items

Note: The system will automatically run a compliance check to make sure there are
no missing rows, invalid responses, or missing mandatory fields. If all validation
checks pass, the file is uploaded. If not, you will be prompted to correct any errors
before re-uploading your response.

3. You will then get to review your responses and save your changes.

Undo All Changes Save Changes

4. Once saved, you can submit your response.

Online Questionnaire In Excel Submit Response

5. A pop-up opens explaining you are about to submit your response, make sure
to click ‘OK’.

Once submitted, the response status will change from ‘Not Submitted Yet’ to
‘Response Last Submitted On (date/time).

You can edit your response at any time up until the ITT/PQQ closing date and time.

To do so offline, update your responses via the Excel questionnaire and then re-
import the questionnaire into the system, replacing the previously imported
guestionnaire, following the above steps.
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Support provided by the Commercial Team

If you have any specific questions relating to a PQQ/ITT, you can message the
commercial team that are running the PQQ/ITT directly via the messaging tab;

PQQ Details Messages (Unread 264)

Create Message Received Messages

Cr € 8 NEW SECUTE MeEssage
_)| | il ....:m-m.....-..-.-\..... ug.-..-?nhmiﬂw

If you select ‘Create Message’ you can send the message straight to the commercial
team who will respond to your message via the portal. The messaging service is
specific to each event. So, you will need to ‘Create Message’ on the specific event
you wish to contact.
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Recovering Username and Password

Step 1:
Log onto Jaggaer: Ministry of Justice Sourcing Portal

Step 2:

Click on the “I cannot access my account” link as highlighted below on the login page

username

| cannot access my account

Step 3:

Password Recovery:

If you need a new password fill in username and email then click Submit;

Password Link Switch to Accessible Controls
Request

* Username

* Email

Forgot Username

You will then receive an email with a password reset link. Please allow up to five
minutes for this email to come through. Only new requests for a reset link after five
minutes will be sent to your email address. Please do not request multiple reset links
within those five minutes, as the system will not generate these.
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Step 4:

Username Recovery:

If you need to recover username then select forgot username’ button as seen below;

FOIgOt Username Switch to Accessible Controls

© To request an email containing a link to the
Username you must enter your email address
and the validation

* Email

Fap |

reCAPTCHA
Privas

Cancel Request Usamame Link

I'm not a robot

Fill in email and ‘I'm not a robot’.

Once completed select ‘Request username link’ and an email will be sent with a link
to a web page which will include your username. Please allow up to five minutes for
this email to come through.

An email message containing a Link to define a
new Password has been sent to you

This link will expire and can only be accessed once.

Additional information:

When requesting a password/username reset link, please make sure to always
check junk/spam folder as sometimes these emails can get misdirected here.

Also, if you are using Outlook or a similar email client with Focused or Other inbox
folder don’t forget to check both. If rules are set up to divert emails from ‘auto-
alert@bravosolution.com’ check those folders.

Supplier information:

If you have requested multiple reset link emails and none seem to be showing up in
your inbox, it would be best to check with your IT department in case they are
guarantining emails sent from ‘auto-alert@bravosolution.com’.
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Further Assistance

The Central Support Team (CST) are Ministry of Justice’s eSourcing helpdesk. They
provide technical support for the Jaggaer system. If you require any further
assistance with the portal, please contact CST on:

Email: esourcing@justice.gov.uk

Tel: 0845 0100 132
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