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1 Document Control

1.1 Document Version

The full version history of this document can be found in the appendix.
1.2 Terms and Definitions

Glossary containing the meaning of all names, acronyms, and abbreviations used within this

document.

Term/Acronym

Definition

Access Code

The unique code issued to an invited Respondent that will grant them
access to the Rfx within the e TENDERING PORGd@&ss Codes are only
LINE GARSR ¢gKSy GKS GSYRSNI A& |y

Buyer

An internal CONTRACTS officer representing the entity that manage;s
eTENDERING PORTAL for the purpose of establishing contracts with
suppliers.

Closing Date

The date ad time at which an RFx will be closed and Submissions ca
longer be uploaded via the online eTENDERING Portal.

Contract

W/ 2yGNFOGQ A& GKS GSNXY dzaSR G2
organisation and another contracting Supplier or Sigep (seebelow). A
contract can refer to the actual agreement or to the contract record
within the database, with associated data and documents attached.

Dashboard

The Dashboard is the first screen the user will be directed to once the
log into Open Windows CONARTS. It is made up of widgets, moduleg
and a message bar. The dashboard can always be accessed by click
the Open Windows logo.

eTENDERING Portal

The online portal in which R&@xareadvertisedand where Submissions
are lodged electronically. TRRIENDERINBortal supports the tendering
process on the web

Opening Date

The date and time in which an RFx is open and accessible via the
eTENDERING Portal.

Precontract A precontractis a record used to captutgudgetary, sourcing, and/or
procurement ifiormation prior to letting a contract.
Respondent This is the term used to refer to an organisation that has registered o

the eTENDERING PORW#hen a submission is imported into
CONTRACTS, the respondent is added as a supplier.

Revised Clarification
Date

The effective and revised closing date of the clarification pea®d may
be amended from time to timeAfter thisdate, no further clarifications
can be submitted.

Revised Closing Datg

The effective and revised Closing Date as it may be ameinolectime
to time.
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RFx

A generic term used to represent a stage in your tender process sucl
Request for Information (RFI), Request for Proposal (RFP), Request
Quote (RFQpr Request for Bid (RFB).

SOURCING

An optional module for CONTRACTS whigdpaerts the tender lifecycle
and allows you to record tender details and collate tender
R20dz2ySydl dAazy SFOK GAYS &2dz 32

Submission

A written offer submitted by the Respondent to an RFx via the
eTENDERING Portal

Supplier

I WdALSND A& GKS GSNXY 3IAQPSyYy G2
most cases, a supplier will be associated to a Contract, Preliminary o
Project within the application.

Tenderer

Another term that is used for a respondent.

Unlocker

Internal Staff merber responsible for unlocking the RFX on the
eTENDERING Porgaid importing RFx Submissions into Contracts.

1.3 Document References

All documents referenced and / or used to assist the creation of this document.

Document Author(s) Version

CONTRACTS Uséanual Various 7-0-7

SOURCING User Manual Various 7-0-7

eTENDHRG PORTAL User Manual Various 7-0-7
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This Instruction Book will assist you in usihg eTENDERING Portal to view and lodge electronic
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Introduction

Submissions to R&x This document covers the following functions:

T

=A =4 =4 4 =4 4 4 -4

Registering and logging on as a Respondent

Viewing RFx details

Register/deregister your interest in an RFx

Download RFx Documentation

Lodge and modify a Submission to an RFx

View RFx communications and submit queries via the e TENDERING Portal
Contacting a Contact during the RFx period.

Viewing RFx updates during the RFx Period.

Managing your account details (including resetting your pasgvo

Microsoft Partner
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3 Registering on the eTENDERING PORTAL

You are required to register on the eTENDERING Portal to lodge submissions and access invited
tenders. Use the following instructions to register, you will only need to do this if you have not
previously registered and/or do not have an eTENDERING Portal account.

1. From theMy Accountwidget selecCreate Accountink.

[INSERT LOGO HERE]  eTENDERING Portal

l:l Search Advanced Search

—
Advanced Search % Search for RFx's @) Search for RFx's using advanced criteria

Proposed
Current My Submissions My Subscriptions

Closed % View the details of the submissions you have made. Manage and view the list of RFx's you have alerts for.
Archived
Awarded

@ My Account

Create Account

Figure3-1: Create Account
2. Complete your details on thRespondent Registratiopage. Note all fields marked withare
mandatory.

C) Search RFx's Create Respondent Account
Fields marked with * are required.

Advanced Search Contact Details
Proposed i I
Current Email * [
Closed Note: All emails generated from e TENDERING will be sent to this email address
Archived Prane* [
Awarded Mobile [—]
@ Ve Address Details
Home Street Address 1* :l
Login | sweetAddress2 [ |
Create Account '

oo [

Country [AUSTRALIA v|

Figure3-2: Create Respondent Account

Microsoft Partner
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3. Review theConditions of Useand select the checkbox. Selesubmit to complete the
registration.

TimeZone Details

Time zone [(UTC+10:00) Canberra, I V|

[ 11 have read and agree to the conditions of use

Create Account

Figure3-3: TimeZone Details
4. Amessage will appear indicating you have successfully registered and notify you that an email
has been sent to you with instructions on how to complete the registration process.

@, search RFx's Create Respondent Account @

|:| Search Congratulations!

Advanced Search You have successfully created an account. An email has been sent to you which contains instructions on how to complete the account
creation process.

E'] View RFx's

Proposed
Current
Closed
Archived
Awarded

@ My Account

Home
Login
Create Account

Figue 3-4: Create Respondent Account
5. Log into your email account, you will see an email similar to the following from the
eTENDERING Portatlick the verification hyperlink to complete the registration.

Note: Your email security settings may prevent this hyperlink from being active. If this is the
case copy and paste the link into the address bar of your internet browser.

Microsoft Partner
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eTENDERING :: Respondent Account Creation inbox  x =
Open Windows Training - eTENDERING noreply@openwindows.com.au via sendgrid.me 7:44 AM (1 minute ago) LY 7
tome |~

Dear Brad Supplier,

Thank you for creating an account on the eTENDERING portal. Before you will be able to access the member section of the site you will need
to click the link below to confirm your details.

http://training.openwindows.com.au/eTendering/SupplierRegistration.aspx?reg=vBu2 TsXRB7Kijxl4eUvFrKc5i%2bzjr0c%
2ftlVa1sr08bpCpSTyFIboBha%2bPpzxXav0D

Please do not reply to this email. If you received this email in error please disregard it.

Figure3-5: Respondent Account Creation
6. The link will open the eTENDERING Portal toRhspondent Account Registratiopage.
Enter your password to log into your account.

Create Respondent Account ®

Congratulations!
You have successfully confirmed your details as a respondent.
Login Details

Email srRMowWo4@gmail.com

Password
Login

If you have forgotten your password click here.

Figure3-6: Respondent Account Resigtration
7. Once logged in you will berdcted to theeTENDERING Portal Desktop.

Go

4, Search R
l:l Search - Advanced Search
=
Advanced Search % Search for RFx's @;f) Search for RFx's

'%' View RFx's

Proposed

Current My Submissions My Subscriptions

Closed % View the details of the submissions you have made. Manage and view the list of RFx's | have alerts for.
Archived
Awarded

Home
Login
Register

Figure3-7: eTendering Desktop

Microsoft Partner
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4 Logging into the eTENDERING PORTAL

Once you have registered an account on the eTENDERING PORTAL you mayagiaQiivk to
access your account. It is important you remember the email account you used to register on the
portal, to ensure probity you are the only one wbanmodify your account.

To log onto the eTENDERING Portal select tiggnlink.

[ ==
Search Advanced Search

=
Advanced Search @\% Search for RFx's @) Search for RFx's using advanced criteria

= View RFx's

ﬁ

Proposed
Current My Submissions My Subscriptions

Closed h View the details of the submissions you have made. Manage and view the list of RFx's you have alerts for.
Archived

Awarded

@ My Account

Home
Login
Register

Figure4-1: Login

Enter your registered email address and password on the Login screen. If you have forgotten your
password, click on thieere hyperlink.See the sectiolResetting your passwordor more information
on regtting your password

@, Search RFx’s Login Details @

Advanced Search Email |:|
gin
Proposed You will need to register to make a submission or to access additional functionality like alerts. Click here to register
Current If you have forgotten your password click here.
Closed
Archived
Awarded

Figure4-2: Resetting Your Password

Once you are successfully logged in to 8l EENDERING Portgbu will be presented with your
desktop where you can now search for your RFX, view all your current and closed RFxs, and view your
Submissions history.

Microsoft Partner
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5 The eTENDERING PORTAL Desktop

TheeTENDERING Portalpports procuremenaind sourcingprocesses by providing a secuvegb-
basedd 2 f dziA2y Ay H6KAOK NBalLRyRSyia OFry @ASSs
electronically.

[INSERT LOGO HERE]  eTENDERING Portal

4 Search for an RFX | View lodged submissions
2, Search RFx's Desktop

I:I @/ Welcome Jane Supplier A
Advanced Search RFx Search Access Invited RFX's

% Search for RFx's Manage and view the list of RFx's you have been invited
Proposed
Current
Closed My Submissions \ My RFx Subscriptions
Archived N View the details of the submissions you have made. - Manage and view the list of RFx's you havelalerts for.

Awarded ~

Invited \ Use these links to quickly

& MyA n access tender records
fi y Accoun

Home
Respondept's
Details 41\
Account Details View and update your
Logout account details

Setup and manage alert:
for RFx Categories

IW

Access Invited Only
WCEQ& dzi Ay
provided

All times listed above are digplayed in AUS Eastern Standard Time. View Online Hel P
Links | Contact Us | Disclaimer

MWlndows

Version 7.0.2.21 @ 2016 Open Windows Software Pty Lid. Open Windows Software Phy Ltd &1l Rights Reserved

Figure5-1: Portal Desktop

51 How to locate an RFx

There are 4 methods you can use to locate an RFx within the e TENDERING Portal.
1. RFXSearch

RFx Search
\% Search for RFx's

Figure5-2: RFx Search

dzLJO2 Y

Microsoft Partner
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ClickontheSearcrd A RISiG G2 aSI NOK I ONr&aa |ff OdzZNNBy

(both public and those you have been invited to tender on). Use the following fields to perform

your search:
a. Number:Search using part or all of the RFx number

b. Tile: Searctusing part or all of the RFx title.
c. Category:Search by selecting the category of the RFx.
d. Preliminary StageSearch by using the stage the RFx is likely to be published under.

Category |— All Categories — V| Preliminary Stage |— All Preliminary Stages — V|

Figure5-3: Seart

2. Advanced Search:

@ - Advanced Search
——
2 Search for RFx¥'s

Figure5-4: Advanced Search

Click on theAdvanced Searchlo view and access a set of more detailed search criteria. Use
the following fields to pdorm a stricter search;
a. Number:Searchusing part or all of the RFx number

b. Title: Searctusing part or all of the RFx title.

c. Description:Search using key words contained in the RFx description.

d. Preliminary StageSearch by using the stage the RFx is likely to be published under.
e. Category:Search by selecting the category of the RFx.

f. Location:Seach by selecting the location of the RFx.

g. Closing Date Rang&earch by entering the date range you belive the RFx is due to
close between.

3. +AS¢6 :wCEQa

Microsoft Partner
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Proposed

Current
Closed
Archived
Awarded

Figure5-5: View RFx's

Located on thdeft-handmenu is avidgetOl f t SR +AS¢ wWCEQ&a®d | SNB &z2d
allow you to locatahe following REQ a T
a. ProposedDisplaysn organisationJNE L)2 8 SR wCE Q&

b. Current:All currentpublic RFxst KS&4S wCEQ& | N8B OdzNNByidte |0

c. Closed:All closed public RFxs anlil RFxgo which you were previously invited and
have pasedtheir Closing Datet K S & S arevr® fb@pér receivingubmissionsAll
WCEQ& ¢ AWwD a8 Nidety O0) days before moving to the archived
folder.

d. ArchivedwC- Qa gAf f 0S OAAAOE S daykalte WhithtieK A & F 2 f
recordswill be removed from th@e TENDERING Portal

e. Awarded: Displays information about the awarded RFx. Béenote the decision to
publish this information is at the discretion of the organisation.

4., SearcwC- Qay

G{\ Search RFx's

| Go

Advanced Search

Figure5-6: Advanced Search

This widget provides a shortcut to performing the following searches;
a. RFx SearclEnter the RFx number and selé&xb.
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89515
Advanced Search Number [89515 Title [ ]
Category |— All Categories — hd Preliminary Stage ‘—AH Preliminary Stages — v|
) view ke
Proposed Page 1 of 1
Current Number Title Category Preliminary StageClosing Status
Closed Supply of Office Office Equipment and Accessories Preliminary 26/12/2014 05:00 PM (AEDT
R E— CONB83515 Stationary and Supplies Stage 1 UTC+11:00) Current
Archived
Awarded
N

Figure5-7: Search
b. Advanced SearchClick theAdvanced Searcko be directed to the criteria screen
shown at point ZAdvanced Search)

. Search RFx's

| Go

Advanced Search

Figure5-8: Advanced Search
5.2 Locating an Invited Only RFx

An invited only RFx is not visible to the public and only be responded to by those suppliers who have
been invited to respond. If you are invited to respond to an RFxwjithueceive an email witlan
Accesgodesimilar to theexample belowNote: You must log into the eTENDERING PORTAL with the
email address that was sent the access code. Only this account can access the Invited Tender.

Microsoft Partner
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Dear Sam Supplier,
EFx Details

Request for Tender Number: EFP24

Request for Tender Title: Engineening Services

Request for Tender Category: Building & Construction

Request for Tender Opening Date: 23/12/2014 11:00 AM (AEDT UTC+11:00)
Request for Tender Closing Date: 09/01/2015 05:00 PM (AEDT UTC+11:00)
Request for Tender Location: Melbourne

Request for Tender Description: Provide consulting services on council projects.

All times listed above are displaved in Canberra, Melbourne, Sydney time

Accessing the RFx

If vou are a first time user of eTendering please click here and follow the registration process detailed
below to access the Tender. Already registered users can login to the eTendenng Portal and enter vour
Access Code, provided below, to access the RFx.

Access code "quoodi25" (without quotes).

Please do not reply to this email. Any enquiries related to this tender should be directed to the contact
person shown on the mformation for the tender.

Buyer, Bob
Ph- 00 9999 9999
Email- Pob.buyer@supplier.com.au

Figure5-9:Invited Tender
5.3 Viewing an Invited Only RFx

To view the RFx use the following instructions
1. Log into the eTENDERING Portal.

Microsoft Partner
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@, search RFx's

Adva nced Search

| View RFx's

e
I

Proposed
Current
Closed
Archived
Awarded

£ My Account

Home
Login
Create Account

[INSERT LOGO HERE]

eTENDERING Portal

Login Details

Login Details

Login
‘You will need to create an account to make a submission or to access additional functionality like alerts. Click here to create an account

If you have forgotten your password click here.

Figure5-10: Login Details

2. Select thdnvited View. Enter theAccess Codm the RFx Invited Codéeld. SelectGet RFx.

@ Search RFx's

Advanced Search

Closed  Archived

Access Invited RFx

RFx Invited Code |qu00di25|

Proposed

Current Page 1 of 1

Closed Number Title Category Preliminary Stage Opening Closing Status
Archived Mo records found

Awarded

Invited

Figure5-11: Access Invited RFx

3. TheRFxwill now display in the list.

Access Invited RFx

Archived

RFx Invited Code |qu00di25

This RFx is greyed out as tt

Page 1 of 1
Number Title

Opening Date has not ypassed

Preliminary Opening

Stﬁpe

41100 AM
UTC+11:00)

Figure5-12: Invited

Microsoft Partner

ld Application Development
Gold Identity and Access

All material © copyrighOpen WindowsSoftware Pty Ltd Pagel7 of 46




MWindows software

modular procurement

6 Navigating within an RFx

Once you have located an RFx you are interestedsétect the RFx toview more details

Advanced Search Number [ | Title ]

Category | -- All Categories - v Preliminary Stage ‘ — All Preliminary Stages — V|

Proposed Page 10of 1
Number Title Category Preliminary Stage Closing
Closed |RFF'23 Supply of Office Stationary Building & Construction Request for Tender 09/01/2015 05:00 PM (AEDT UTC+11:IJ{))|

Archived
Awarded
Invited

Figure6-1: Current RFx

Click anywhere on the RFx record to be directed to the RFx Details screen, where you can navigate
through the different tabs of information relating to the RFx. These tabs are further explained in the
next sections.

Document TabDownload RFx Contacts Tab: Communications Tabview
documents here. Note: You View Contact and send communications
must reaister first. details for the RFx. to the RFx contact.
|
| Search RFx Numiker: comes
Advanced Search RFx Title: Cagpring Services
W Vi Number CONS5
Proposed Title Catering Services
Current | Description An interview and demonstration will be required
Closed Preliminary Stage RFT
Archived Category Building and Construction
W Location Melbourne
Invited Opening Date 20/05/2016 09:00 AM AEST (UTC+10:00)
 —]  Closing Date 27/05/2016 05:00 PM AEST (UTC+10:00)
Last Updated 20/05/2016 02:51 PM AEST (UTC+10:00)
& NECo Status Current
Home Register As a Respondent | | My Submission || _Close
Respondent's
Details
Account Details
Logout
Details TabProvides a
Figure6-2: RFx Details summary of the RFx details.
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The Details Tab

TheDetailstab showsall the key details about the RFx.

Figure6-3: Details

What do the fields mean?

1. Number:RFx reference number.

2. Title: Title of the RFx.

3. Description:A summary description of the RFx.

4. Preliminary StageThe market approach used for your RFX, e.g. Expression of Interest,
Request for Proposal, Request for Services etc.

5. Category:The category or classification for tpeoject/good/service.

6. Location:The RFx Location or Site for which the project works/good/service is required.

7. Opening Date:The date and time at which an RFx is open, accessible and available for
Submissions.

8. Closing DateThe date and time at which arFR will be closed and electrorimdgementof
Submissions thereafter is strictly unavailable.

9. Revised Closing Datéf the Closing Date of the RFx is amended at any time during the RFx
Period, the Revised Closing Date field will appear under the Cloatedi€ld in this Details
tab. The new Closing Date will be communicatedlt&®aspondents via email Notice.

10. RevisedClarificationPeriod Closdate: If the ClarificationDate of the RFx is amended at any
time during the RFx Period, the RevigddrificationDate field will appeaon Details tab. The
new Clarification Period Clo$gate will be communicated tdldRespondents via email Notice.

11. Last UpdatedThe last time a change was made to the RFx.
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