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INTRODUCTION

This user guide is intended as an introduction to agency administrators and clerks who will
use the system to create and manage tenders, contracts and the tender process.

AGENCY INFORMATION

1. Overview

Many of the advanced features of SA Tenders and Contracts are only available toregistered
users. This section covers the registration process and related activities such as logging in
and lost password retrieval.

This section also covers the management of Agency information and personal information.
Also covered are special extensions of the management functions as they pertain to
agencies.

2. Agency Administrator Role
The Agency Administrator will be required to perform the following duties for all tenders
issued by the agency:

e Add all of the agency’s new tenders to the site prior to the advertisement of the
tender in the newspaper press (i.e. the Wednesday preceding an advertisement in
Tuesday’s edition of The Advertiser).

e Make modifications to tenders already advertised on the site as necessary.

¢ Make madifications to their agency details, login profile as required (e.g. when new
administrative users are created).

e Record and distribute statistics of tender document downloads from the site.

¢ Manage tender responses including; downloading, decrypting, saving, storage and
dissemination.

o Liaise with media provider for the advertisement of tenders in the paper.
2.1 Agency Administrator Requirements

In preparation for implementation of these procedures the Agency Administrator must have:

e An appropriate Username and Password to access the agency tender
administration area. Access can only be arranged through the System Administrator.

e Ainternet-enabled device, such as a PC workstation with Google Chrome or Mozilla
Firefox installed.

e This site is best viewed in screen resolutions higher than 1366 x 768.

e Each agency administrator must have access to a secure administration area that is
used to maintain the data on the site.
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e Your Username and Password for this site must be kept confidential.

MINIMUM SYSTEM REQUIREMENTS

This section of the user guide outlines the minimum system requirements for using SA
Tenders and Contracts website.

This module covers the following:
e Minimum System Requirements
e Supported Web Browsers
e Web Browser Settings
It is therefore a useful starting point for any user of the website.

ACCESSING TENDERS AND CONTRACTS

3. Home Page Details

SA Tenders and Contracts (www.tenders.sa.gov.au) is the central source for public
procurement opportunities within South Australia. The site provides easy-to-use Internet
access to all publicly available bidding opportunities with a facility to submit electronic
responses using the Electronic Lodgement Service (ELS). The site also provides details of
South Australian Government awarded contracts for goods, services and works.

4. Minimum System Requirements

You need the following:
¢ Aninternet-enabled device, such as Personal Computer
e A broadband internet connection

e One of the following Internet Browsers:

Google Chrome — Current version and 2 versions prior

Click here to download Google Chrome

Mozilla Firefox — Current version and 2 versions prior

Click here to download Firefox

Microsoft Edge (Chromium) — Current version and 2 versions prior

Ned
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http://www.tenders.sa.gov.au/
https://www.google.com.au/chrome/browser/desktop/index.html
https://www.mozilla.org/en-GB/firefox/all/#en-GB

@ Microsoft Internet Explorer — Version 11

OFFICIAL

5. Web Browser Settings

Safari — Current version and 2 versions prior

The use of a current browser is recommended, as earlier versions may be limited to view
only capability, leaving you unable to upload tender responses. The site uses cookies to
keep track of users. If you do not have cookies enabled, you will have to re- enter your
password every time you download a tender or submit a tender response.

The recommended settings are as below:

Setting Requirement Notes

JavasScript Enabled Update this in your browser
settings.

Cookies Enabled Update this in your browser

settings.

Internet speed

Download >= 12Mbps
Upload >= 1Mbps

Slow internet speeds may
result in services running
slowly or timing out.

Ad-blocker software
Anti-virus software

Browser add-ons

You may need to adjust the
settings of your software or
browser add-ons to allow our
online services to load correctly.

This may involve whitelisting
or adding an exception for
the *.tenders.sa.gov.au
and
*.consolidatedtenders.com
domains.

Network settings (for
example, firewalls)

Ensure the *.tenders.sa.gov.au
and *.consolidatedtenders.com
domains are not blocked.

If you don't have access to
update these settings (for
example, you're using a
public computer or wi-fi
network), try a different
device or a different
network.

Page 9 of 106
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6. Access SA Tenders and Contracts

Complete the following steps:
e Open Microsoft Internet Explorer from your desktop.

e Type the address of the site (www.tenders.sa.gov.au) in the Address line of the
browser.

= https://www.tenders.sa.gov.au D~

e The Welcome to SA Tenders and Contracts page appears.

ﬁ SA Tenders and Contracts Q

SOUTH

HOME  TENDERS~  CONTRACTS~  SEARCH~  NEWS  HELP/FAQ~ $iogin  Oct30,20181:32:23PM

Welcome to the South Australian Tenders & Contracts website @ ﬁ @

You can register new supplier here.

Welcome to the South Australian Tenders & Contracts website. The site provides easy-to-use access to all publicly available bidding opportunities within the South Australian Government. Electronic
submissions can be made using the Electronic Lodgement Service. You can also view the details of all South Australian Government-awarded contracts for goods, services and works.

Electronic Notification
If you are a registered member with SA Tenders & Contracts, you can elect to be notified by e-mail of tenders that may be of interest to you. How? You Search the site for the latest tenders that match
your interests, save the results as a Search Profile and then select the Alert option to receive automatic updates by email

Not a registered member.To register as a member click this link

Termsand Conditions  PrivacyStatement ~ Copyright  SiteMap  Related Sites © 2018 Morton Blacketer
Powered b @ Consolidated
Tenders

Dis

e Tolog in, you must enter your Username and Password that is recognised by the
system.

7. Registration

Registration for Agencies is different to registration for suppliers. Suppliers can self- register
from the website, however the System Administrator must register agencies.

There are two possible means of registering an Agency:

e The first is as a top-level agency. A top-level agency can best be thought of as a
department, or agency, within the government context.

e A department or agency can then have business units within it. In SATenders and
Contracts, we use the generic ‘agency’ to refer to any tender issuing authority.
Agencies are then registered on a hierarchy basis, which dictates certain privileges.

A top-level agency can only be created by a Tenant Administrator (Shared Services
Helpdesk). Provide them with your information and they will create the top-level agency. The
screen below is used t create an agency.

OFFICIAL

Page 10 of 106

and Finance



http://www.tenders.sa.gov.au/

OFFICIAL

Refer to section 17 for creating a sub-business or agency.

QA
|24 SA Tenders and Contracts Ao

SOUTH

HOME FORWARD PLANS ~ TENDERS ~ CONTRACTS ~ NEWS HELP~ ADMINISTRATION « 9 Developer Administrator ~ Dec8, 2022 12:42:26 PM

Create New Top Level Agency @ ™ ©
Site Map SOUTH \ £ i,

Business Information

Legal Name* I

Business Name* I

ABN® Does your business have an Australian Business Number (ABN)?
@Yes ONo

Agency Abbreviation* K

SAGovernment Agency [0

Address+*

City* 0]
State/Province* - Select - v
Zip/Postcode* il

Country* Australia v

Contact Information

First Name* ]
Last Name* K]
Position I

User Name* 5
Email Address*
Number Home ~ 461~ g3 I

Register

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map Related Sites Contact Us & ‘T:m&dridmd

12.5.0- SNAPSHOT 202212

Once the agency has been created the contact person will receive an email with their login
details. They must read the Terms and Conditions section and select | Agree on the
bottom of the page in order to continue with the registration.
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ﬂ SA Tenders and Contracts Qi

HOME TENDERS ~ CONTRACTS ~ SEARCH ~ NEWS HELP/FAQ ~ *Jl.qln Oct 30,2018 1:48:20 PM

Terms and Conditions

Formation and Acceptance

The use of the South Australian Tenders & Contracts Website (www.tenders.sa.gov.au) is governed by the following Terms and Conditions, which when accepted
constitutes an agreement between the person who wants to use the South Australian Tenders & Contracts Website ("you" and "your") and the South Australian
Government (including its agents, employees and subcontractors) ("we", "us" and "our").

Your use of the South Australian Tenders & Contracts Website indicates acceptance of the following Terms and Conditions. If you do not agree to these Terms and
Conditions you should not use the South Australian Tenders & Contracts Website.

The South Australian Tenders & Contracts Website enables you to:

(a) view tender documentation and information;

(b) download tender documentation electronically via the Internet;

(c) upload tender responses electronically via the Internet; and

(d) view details of contracts awarded in accordance with the South Australian Government's Contracts Disclosure Policy. (Department of the Premier and Cabinet
Circular PCO27 - Disclosure of Government Contracts)

We may amend the Terms and Conditions at any time.

Using the South Australian Tenders & Contracts Website

You agree that you are solely responsible for the accuracy and completeness of all the information and documentation you provide us using the South Australian Tenders

terms and conditions.

These Terms and Conditions comprise the entire understanding and agreement between you and us with respect to its subject matter.

To continue with registration, please accept or decline these Terms & Conditions:

| AGREE I DISAGREE

Termsand Conditions  Privacy Statement ~ Copyright  SiteMap © Morton Blacketer
Contact Us Dowered by @ Consolidated
- Tenders

The other way to register an agency is as a sub-agency of an existing agency. An agency
administrator has rights to create sub-agencies (or business units) within the existing
agency. The creation of sub-agencies will be covered later in this user guide.

8. Logging In

To get the most out of the SA Tenders and Contracts website, you need to be a registered
user. To log in, you must enter your Username and Password that is recognised by the
system.

For training purposes, your trainer will provide you with a Username and Password.
8.1 Log Into SA Tenders and Contracts

In the Log In section located on the upper right-hand side of the Home page:
e Select Buyer Login.

e Enter your Username and Password.
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HOME TENDERS ~ CONTRACTS ~ SEARCH - NEWS HELP/FAQ ~

Supplier Login Agency Login

a Password @

Forgot your password?

e Click the Sign In button.

e The Home page appears.

ﬁ SA Tenders and Contracts Q Search

Soum™

HOME TENDERS ~ CONTRACTS ~ SEARCH ~ NEWS HELP/FAQ ~ ADMINISTRATION 9 Top Guy ~ Oct 30, 2018 2:06:15 PM

Welcome to the South Australian Tenders & Contracts website @ ﬁ @

You can register new supplier here. SOUTH o St ausrsin

Welcome to the South Australian Tenders & Contracts website. The site provides easy-to-use access to all publicly available bidding opportunities within the South
Australian Government. Electronic submissions can be made using the Electronic Lodgement Service. You can also view the details of all South Australian Government-
awarded contracts for goods, services and works.

Electronic Notification

If you are a registered member with SA Tenders & Contracts, you can elect to be notified by e-mail of tenders that may be of interest to you. How? You Search the site for
the latest tenders that match your interests, save the results as a Search Profile and then select the Alert option to receive automatic updates by email

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map © 2018 Morton Blacketer
Related Sites Contact Us Powered by Consolidated
Tenders

8.2 Retrieve Password

If you have forgotten your password. you can retrieve it yourself by just clicking the
Forgotten Password link (located on the Log In page, just above the Sign in button).

Reset Password @ ﬁ @

SOUTH _, Government
UTH o1 south Austratia

Use this page to retrieve your password if it has been lost. You must enter exactly the same first name, last name and email *

address that correponds to your existing user details.

Email Address * Ema

Reset Password

Disclaimer ~ Termsand Conditions  Privacy Statement  Copyright  SiteMap © Morton Blacketer
Related Sites  Contact Us Powered by @ Consolidated
Tenders

e Enter your e-mail address.
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e Click Reset Password.

e Your Username together with a link to reset your Password will be e-mailed to you.
Note this link is only valid for 4 hours from the time of creation of the email.

9. SA Tenders and Contracts Home Page

The Home page is the initial entry point for all users. The Home page provides the entry
points into sections of the site. The Home page and all subsequent pages (except pop-up
windows) retain the same basic layout, with a consistent left hand navigation section and
header and footer.

a4 SA Tenders and Contracts

SOUT™H

HOME  TENDERS~»  CONTRACTS~  SEARCH~ NEWS  HELP/FAQ~  ADMINISTRATION 0 TopGuy v Oct 30,2018 2:06:15 PM

Welcome to the South Australian Tenders & Contracts website @ ﬁ @

, L SouTH | overmen
You can register new supplier here. SOUTH

Welcome to the South Australian Tenders & Contracts website. The site provides easy-to-use access to all publicly available bidding opportunities within the South
Australian Government. Electronic submissions can be made using the Electronic Lodgement Service. You can also view the details of all South Australian Government-
awarded contracts for goods, services and works.

Electronic Notification

If you are a registered member with SA Tenders & Contracts, you can elect to be notified by e-mail of tenders that may be of interest to you. How? You Search the site for
the latest tenders that match your interests, save the results as a Search Profile and then select the Alert option to receive automatic updates by email

itions Privacy Statement Copyright Site Map © 2018 Morton Blacketer
Powered by @ Consolidated
Tenders

The Home page links can be divided into personal functions, role based functions and into
independent services.

10. Navigation of Site

Once logged in to the SA Tenders and Contracts site, located on the left hand menu bar of
the home page are the Main Menu buttons, which allow you to navigate the site.

This website contains specific details about tendering opportunities
for the Public Sector within SA. Tender opportunities are listed
under the stages of proposed, current, pending award and
awarded.

The Tenders page displays a condensed view of all tenders on the
site.

Current Lists opportunities that are currently seeking responses. In this list,

you will find summary information on opportunities and where
available, links to supporting web pages giving more details.

E-Lodegement The secure ELS allows suppliers to submit tender responses in a
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secure electronic environment.

Future Lists opportunities that will soon be opening and seeking
responses.
Closed Lists opportunities that have recently closed, the responses

received are being evaluated.

CONTRACTS Lists opportunities where all responses have been evaluated and
the successful contractor(s) selected. Information about the
winning contractor(s) is displayed as required under the guidelines
for disclosure.

Across Government Contracts  This page displays a list of Whole of Government contracts
awarded by the Government of South Australia.

This is where you can search for an opportunity using a keyword,
and/or a category and a status.

SEARCH
This is the administration page where all tender management and
system management activities are performed. It is only accessible
to Agency Administrators and Agency Clerks.

OFFICIAL
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10.1 Personal Functions

Located on the left hand menu bar of the Home page, there are several additional links,
which allow you to logout, edit personal details, and edit your business details.

News and Publications is an access point for Suppliers and other
Government Agencies to news, publications and policies of the SA
Government, State Supply Board and other relevant government

purchasing information.

HELP/FAQ - Here you will find general information about the site, together with
guestions and answers to some common enquiries.

You can request support or provide feedback on the service.
Support requests will be routed to the System Administrator, who
may forward them on to others for resolution.

Document Libra The library is an access point to documents, policies, user guides
and further information on relevant issues relating to SA Tenders
and Contracts.

—
(8 =
—

Log out of the SA Tenders and Contracts website.

Edit My Details This option will take you to a page where you can change your
registration details and manage your personal information, such as
your username and password.

Edit My Business This option will take you to a page where you can change details of
your business registered with SA Tenders and Contracts.
Depending on your business, you may have multiple offices, and
choose to enter the details of these offices using this feature.

Additional Links

On the menu bar at the bottom of the home page, there are several additional links which
provide useful information: how to contact us, other related web sites, our terms of use policy,

and
Disclaimer This page describes the source of the data and includes
disclaimers relating to its origins and other disclaimers relating to
links to external sites.
Terms and This page explains the conditions under which the data on this site
Conditions can be used.

Privacy Statement | The South Australian Tenders and Contracts Website is operated
in compliance with the South Australian Government’s Information
Privacy Principles.

Copyright The South Australian Government's Tenders and Contracts
Website Copyright details are outlined on this page.
Site Map This page gives links to all the key pages throughout the site
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Related Sites Clicking this option will take you to a listing of other related
websites.
Contact Us This page gives information (such as address, phone, email) to get

in contact with Sa Tenders and Contracts

11. Edit My Details

This option will take you to a page where you can change your details and manage your
personal information, such as your username and password.

ﬁ SA Tenders and Contracts QS

SOUTH

HOME TENDERS ~ CONTRACTS ~ SEARCH ~ NEWS HELP/FAQ ~ ADMINISTRATION e Top Guy ~ Oct 30,2018 2:22:18 PM

Welcome to the South Australian Tenders & Contracts website Eait vy Business ﬁ

Edit My Subscriptions SOUTH oSS Rustas

You can register new supplier here.
: : - ; ; . ®Logout .
Welcome to the South Australian Tenders & Contracts website. The site provides easy-to-use access to all publicly availa —— ithin the South
Australian Government. Electronic submissions can be made using the Electronic Lodgement Service. You can also view the details of all South Australian Government-
awarded contracts for goods, services and works.

Electronic Notification

If you are a registered member with SA Tenders & Contracts, you can elect to be notified by e-mail of tenders that may be of interest to you. How? You Search the site for
the latest tenders that match your interests, save the results as a Search Profile and then select the Alert option to receive automatic updates by email
Terms and Conditions Privacy Statement Copyright Site Map © 2018 Morton Blacketer

Consolidated
Tenders

Related Sites Contact Us Powered by

11.1 Personal Information

This section is used to manage and update your personal information:

First Name and Last Name Used for reference purposes and in correspondence by
post and email.

Position The title is a useful reference when trying to identify the
appropriate person at your business.

Username The name you enter the first time you register with the
site.

Current password You can update your password at any time.

Change password
Confirm password

Automatic Login Select this option to automatically log you in every time
you visit the site.

Select the Save Changes button at the bottom of the page.
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This will now commit the changes to your account. Otherwise, your changes will be
discarded.

HOME TENDERS ~ CONTRACTS ~ SEARCH ~ NEWS HELP/FAQ ~ ADMINISTRATION 9 Developer Administrator Aug 28,2018 12:35:33PM

Editing Person 'Developer Administrator' @ ﬁ (@)

. ) ; ) . . SOUTH _, Soveroment
This page is used to manage your personal information, or the personal information of another member of your ~ Fmiil - ofseuh Auwinia

business.

Personal Information @

First Name - Developer
Last Name~ Administrator
Position Position

Allow Login td

User Name = devadmin
Password & Change Password
Role @
Role Agency Admin
Role System Admin

Email Addresses @

=+ Add Email
ksen@mortonblacketer.com.au
Phone Numbers @
+ Add Phone
OFFICE v || & 08 8350 2332

Manage Business @

2007 World Police and Fire Games Corperation v & Add Business

Save Changes

11.2 Email Addresses

SA Tenders and Contracts can store multiple email addresses against your user account.
Emails are used to inform you of the release of new tenders, updates to tenders,
confirmations of tender submissions, and other important information. SA Tenders and
Contracts will send the email to all the addresses entered against your name.
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11.3 Multiple Email Addresses
Although you are only required to specify one email address, you are encouraged to enter
multiple email addresses for the following reasons:

e Improved likelihood of receiving emails as soon as possible. Using more than one
address ensures that you will receive the email if one of the services is temporarily
unavailable.

e Shared, group email addresses so that when email is sent to you, it is also sent to the
group. This ensures that if you are unexpectedly away from the office, others in the
group will receive the email.

11.4 Adding an Email Address

To add an email address to your personal account:
e Enter your email address in the window.
e Click the Add button next to the email address.
e Select the Save Changes button at the bottom of the page.

This will now commit the changes to your account. Otherwise, your changes will be
discarded. If you wish to add multiple email addresses or modify other information, then use
the Add button.

11.5 Removing an Email Address

Click the Delete this Email Address button i (the trash can) next to the email address
that you wish to remove.

11.6 Modifying an Email Address
Press the Edit this Email Address button (£ next to the email address that you wish to
modify.

o This will open a text box with the selected email address ready for modification.

e Once you have made the necessary modifications to the email address, click the
Update button.

e Select the Save Changes button at the bottom of the page.

This will now commit the changes to your account. Otherwise, your changes will be
discarded.

When using the Add, Modify or Remove functions, you must click the Save
Changes button at the bottom of the page once you are finished in order to
commit these changes to your account. Changes will otherwise be discarded.
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11.7 Phone Numbers

SA Tenders and Contracts can store multiple phone numbers against your user account. SA
Tenders and Contracts support staff may use the phone numbers provided to contact you
when resolving support requests or problems relating to tenders.

Phone Numbers @
+ Add Phone
OFFICE v | 61 08 12345678 L]
PHONE v || 61 08 87654321 L]

You are encouraged in providing both an office and mobile number so that you can be
contacted when necessary.

11.8 Adding a Phone Number

To add a phone number to your personal account, simply:
e Enter your phone number in the space provided.
o Select the Add button.
o Select the Save Changes button at the bottom of the page.

o If the details have been successfully modified, the Person Information Modified
confirmation screen appears.

e Click the Continue button to return to the Home page.
If you wish to add multiple phone numbers then use the Add button.

11.9 Removing a Phone Number

Click the Delete this Phone Number button o (the trash can) next to the phone number
that you wish to remove.

11.10 Modifying a Phone Number
Click the Edit this Phone Number button (& (the page icon) next to the phone number that
you wish to modify.

e This will open a text box with the selected phone number ready for modification.

e Make the necessary modifications and click the Update button.

e Select the Save Changes button at the bottom of the page.

This will now commit the changes to your account. Otherwise, your changes will be
discarded.
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11.11 Role

This section allows you to manage the roles of people in your agency. Roles are used to
determine the activities that a user can perform.

Agency Contact Role only allows a user to perform all the activities of a
Registered User (someone browsing the site, downloading
tender documents). The Agency Administrator can select the
Agency Contact for display as the enquiries contact for tenders
they create.

Agency Clerk Role only allows a user to perform tender support activities
such as issuing specification documents or receiving
responses.

Agency Administrator Role can create tenders and download tender responses.

Each role is associated with a set of permitted activities. An important characteristic of roles
is that they inherit the activities of less privileged roles. For example, an Agency Clerk can
perform all the activities of an anonymous user (someone browsing the site), as well as the
specific clerical activities associated with the Clerk role. Likewise, an Agency Administrator
can perform all the activities of a Clerk.

The value of having different types of role is that people can safely use the system for a
specific purpose without having to receive training for other activities. It also safeguards
against inadvertently performing an activity.

11.12 Changing Role

You can use this option to promote the role of a Contact or Clerk to that of Administrator or
demote an Administrator to a Clerk or Contact.

11.13 System Administrator

The System Administrator is a special privilege, which can be assigned to a user in addition
to their existing roles. A System Administrator is the highest privileged role of the SA
Tenders and Contracts application. A user with this role can, for example, modify online
help, FAQs and news items. A System Administrator can also delete system objects such as
people, businesses and tenders — activities that are restricted for obvious reasons.

The System Administrator also has Agency Administrator rights over all tenders, can delete
tenders (in any state) assign users to different businesses, login and act on behalf of any
other user, and grant System Administrator rights to other users.

System Administrator privileges should therefore only be granted to a restricted group of
users — two at least, and as few as possible above that. There should be more than one in
case the System Administrator is unavailable, and some activity must be performed in an
emergency.

11.14 Changing Business Membership

It is possible to assign a user to another business (or agency). This is most likely to happen
within government, where a user moves to another agency. It may also be necessary where
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for a supplier is assigned to the wrong business as a result of data migration from the old
tenders system. The System Administrator is the only person that can perform this activity.

11.15 Manage Business

As an Agency Administrator, you may be granted the right to log in under a different agency,
if you have a requirement to create and manage tenders for other agencies. An Agency
Administrator can login or remove businesses from the managed business list.

The right to log in under a different agency to create and manage tenders for the other
agency is given to individual Agency Administrators and not to the Agency.

Manage Business @

2007 World Police and Fire Games Corporation v = Add Business

Save Changes

12. Managing Business Information

Although users interact with the SA Tenders and Contracts system, users are deemed to act
on behalf of an agency. Agency membership is used throughout the site, in the provision of
services. It is therefore important that all users within your agency are reflected as members
of your agency on this page, as opposed to re-registering each user, using the same agency
name.

For detailed help on the various sections of this page, click on the detailed help icons in each
section.
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Manage Business @
Manage this business and this business’ people, offices, and sub-businesses.

Business Information @
Name= Top Biz
Legal Name~ Top Bz
ABN- 23444214213

Abbreviztion* Top

Default Invoicing Address= Home 0 v
Primary Contact* TopGuy ¥
Head Office~ Home Office ¥
Receive Summary Mailout* 0 v
Save Changes
People @
+Add Person
Action ‘ Name | Email Addresses | Role | Phone Numbers
ao FirstLast  hmoore@mortonblacketercomau  Agency Clerk Office: +61 (08) 1233213213
Top Guy hmoore@mortonblacketercomau  Agency Admin Phone: +61(08) 1233321
Offices @
+Add Office
Action | Name and Address | Phone Numbers | ETB | PTB
Home Office § \ -
G 1Big Street, Adelzide, SA, Austrzliz, 5000 Bl ndite a2
g SonOfce Office: +61 (08) 213 B ©

1Lane, Adelaide, SA, Australiz, 5000

Sub-Businesses @

+Add Sub-Business

| Admin Functions
LoginAs
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13. Business Information Section

The Agency Management console is used to modify an agency profile, create an electronic
tender box, and register details of the physical tender box and change agency passwords.

13.1 Name and Abbreviation

This is used for reference purposes and for tender listings. The abbreviation is used as a
prefix for the system assigned tender code. For simplicity this abbreviation should match
existing, well-known acronyms for the agency (for example DTF, DHS).

13.2 Invoicing Address

This address is used for invoicing purposes for newspaper advertisements. The invoice
address must be selected from the addresses belonging to offices of this agency that accept
postal delivery.

13.3 Primary Contact

The agency administrator responsible for managing your agency’s tenders is nominated as
the primary contact and the contact details are used by the system.

13.4 Head Office

Every agency must have at least one physical office, one of which is the head office. Most
agencies will only have one office. The head office details are used by the system and
operators as a destination postal delivery and contact follow-ups in response to matters
raised by SA Tenders and Contracts.

14. People Section

The SA Tenders and Contracts application requires that users be associated with an
agency. The primary reason for this being that people, on behalf of agencies, transact tender
activities. For example, when tender documents are issued and when responses are
submitted, these activities are seen to be between the businesses themselves, rather than
the people who performed them.

When creating tenders, contact people for the tender must be selected from the members of
your agency who are registered with SA Tenders and Contracts. Registered users of the
system must handle the issuing of tenders, as well as the receipt of tender responses. It is
therefore necessary that all members of your agency who will be performing these activities
be registered with SA Tenders and Contracts.

Various important activities such as downloading tender specifications are recorded against
the user who is currently logged in. This is one of many reasons why it is considered security
poor practice to have shared accounts that are used by a group of people. SA Tenders and
Contracts supports the notion of multiple users with different roles belonging to the same
agency and should be used as such.
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14.1 Adding a Member

To register a new member of your agency as a new SA Tenders and Contracts user:

Creating New Person @ ﬂ ®

This page is used to manage your personal information, or the personal information of another member of your business.

Personal Information @

First Name ~

Last Name~

Position

Allowlogin  #

User Name~
Role @

Role Agency Admin v

Email Addresses @

+ Add Email

Phone Numbers @
+Add Phone

oFFice v/ 6
Manage Business @

v || 4 addBusiness

[ s oy G s

[B)save Changes

e Click the Add Person link.

e Enter your First Name, Last Name and Position.

e Check the Allow Login box.

¢ Insert a Username the person will use to access the system.

e Select the person’s role, choose either Agency Administrator, Agency Contact or
Agency Clerk.

e Enter avalid Email Address.
e Enter the person’s Phone Number.

e If required, select a business to manage from the drop down and then click + Add
Business.

¢ At the bottom of the page, click the Save Changes button.
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14.2 Removing a Member

You will not be able to remove the person who is nominated as the primary contact for the
agency. In order to remove this person, first appoint another primary contact and save these
changes.

People @

+Add Person

Action Name Email Addresses Role Phone Numbers Admin Functions

aa FirstLast  hmoore@mortonblacketer.com.au  Agency Clerk Office: +61(08) 1233213213 LoginAs
a Top Guy hmoore@mortonblacketer.com.au Agency Admin Phone: +61(08) 1233321

To remove a person:

o Click the Delete this Person button @ (the trash can) next to the person you wish to
remove;

o A window appears asking ‘Are you sure you want to delete “...”?’

Areyou sure you want to delete "First Last"?

i Delete % Mo

e Select Delete.

e The person is deleted from the system.
You would typically perform this activity when a person leaves your agency, or when their job
function changes such that they no longer require access to SA Tenders and Contracts.

14.3 Modifying a Member's Details

Click the Details button (£ (the page icon) next to the person whose details you wish to
modify. This will open up the personal details form for the selected user. Modify the details
as required.

15. Offices Section

All agencies registered with SA Tenders and Contracts must have at least one physical office
that accepts postal deliveries. Depending on your agency, you may have multiple offices,
and choose to enter the details of these offices using this feature.

Offices correspond to the physical locations of:
e Tender boxes
e Electronic tender boxes
e Tender document collection points

e Briefing venues
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e Locations for advertising invoicing.

Offices @
+Add Office
Action ‘ Name and Address ‘ Phone Numbers ’ ETB ’ PTB
Home Office
s :
e 1 Bl Strest, Adelalie;SA. Australia, 5000 o101 (08) 1259215521 ®

Although most agencies are likely to have a single office, it is possible to have many. In
addition to a physical address, each office may have a postal address. Officesare important
locations from the perspective of interacting with suppliers.

15.1 Adding Office

To register a new office to your agency, click the Add Office link. This will open up the
Creating New Office details form for the new office. Enter the details as directed by the help
on this form.

Creating New Office @

This page is used to manage the details of an office.

General Details @
Name = ame

Alternative Collection
Details

Has Physical Tender
Box

An electronic tender box can be added to this office from the business management page.

Phone Numbers @

+ Add Phone
OFFICE v || 61 08

Addresses @

= Add Address

Save Changes

¥ 4 m 12 1 09/01/2019 16:45
Collection Point = State Electoral Office - 134 Fullarton Road, Rose Park, SA, Australia, 5067 v
Collect At 09/071/2071916:13 =
OFFICIAL
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15.2 General Details

Although most agencies are likely to have a single office, it is possible to have many. In
addition to a physical address, each office may have a postal address.

General Details @

This office is a Head Office

Name = Home Office

Alternative Collection
Details

Has Physical Tender
Box

An electronic tender box can be added to this office from the business management page.

Name This Name should be the description name that is used and
well known to other members of the agency. Where this office
will be used for another purpose in a tender definition, ensure
that the name is meaningful to the public, i.e.: Walkerville
Office.

Alternative This field has been added to the Offices screen allowing free

Collection Details text comments to be added to the Specifications column.
However, the site is designed to have documents available
for download over the Internet and remains the preferred
method for suppliers to obtain documents.

In the Specification Documents screen of the Tender
Wizard, the text will display in the drop-down list of Collect at.

Edit Specification document

Title =

Description

Revision =
Collection v

Order
required

Post

Save Close

Has Physical Check the Has Physical Tender Box option if you intend to
Tender Box use this office for receiving of tender responses.
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15.2.1 Phone Numbers

SA Tenders and Contracts can store multiple phone numbers for each office location. Phone
numbers include fixed line, mobile and fax numbers.

15.2.2 Addresses

An office in SA Tenders and Contracts corresponds to a physical office location and must
have an address. Optionally, this physical address can receive postal mail. Agencies must
have at least one office with a mailing address. This will usually be the head office. These
office addresses are used for of correspondence, collection of tender specifications, briefing
sessions and delivery of tender responses.

15.3 Adding an Address

To add an address for your office:

¢ Inthe Offices section, simply select the Add New Address button and the Creating
New Office screen will appear.

e Enter the Address, City, State / Province, Country, Zip / Post Code and select
either Postal Address or Physical Address or both.

e Select the Add New Address button.

e The new address will appear with the Edit this Address ¢ and Delete this
Address L icon.

o It will also display whether the address is a postal or physical address or both.
e Click the Creating New Office button.

¢ If the new office has been successfully created, the Office Information Modified
screen will display.

e Click the Continue button.

This will now commit the changes to your account and will return you to the Managing
Details screen for your business.

Changes button at the bottom of the page once you are finished in order to
commit these changes to your account. Changes will otherwise be discarded.

o When using the Add, Modify or Remove functions, you must press the Save
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15.4 Removing Offices

Click the Remove button B (the trash can) next to the office that you wish to remove. Note
that you will be prevented from removing the office that is selected as the head office. In
order to remove this office, first select another office as the head office and save the
changes.

+Add Office

Action ’ Name and Address Phone Numbers ’ ETB ‘ PTB

Home Office
:
2 1 Bl Strect, Adelalie;SA: Australia 5000 2o i08) 129524904 ®

Second Office
;
ao Lane, Adelaide, SA, Australia, 5000 D01 08) 243 & v

15.5 Modifying an Office

Click the Details button (£ (the page icon) next to the office that you wish to modify. This
will open up the office details form for the selected office. Modify the details as required.

16. Tender Boxes

In order to receive responses to a tender, the tender must be linked to an existing tender
box. Tender boxes are bound to offices, since they are always located at an office of the
issuing agency or at another agency. Each office can have a physical and electronic tender
box.

Physical tender boxes in SA Tenders and Contracts correspond to the actual tender boxes
where hardcopy responses are deposited. To create a physical tender box on the system,
edit the details of an office and indicate that the office has a physical tender box.

+Add Office
Action | Nameand Address ' Phone Numbers  ETB | PTB
Home Office
ffice:
2 1 Blg Street, Adelalie;SA: Australia 5000 2o 1(00) 129521404 ©
Second Office
:
am 1 Lane, Adelaide, SA, Australia, 5000 Offices 4161 (00) 213 ® e

16.1 Electronic Tender Boxes

An electronic tender box (ETB) is necessary to receive electronic responses. An ETB is an
encrypted repository on the server, where all responses for the specific tender are kept until
downloaded.

The encryption process uses a private key and public key (PGP). The public key is stored on
the server and used to encrypt responses. The private key is stored on the workstation that
will be used to decrypt responses. The private key must remain on the tender download
workstation. If lost, responses will not be accessible.
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16.2 Creating an Electronic Tender Box (ETB)

Electronic tender box (ETB) are bound to offices and are created from the business
management page. To create an ETB, click the ETB icon. This will bring up the ETB creation

page (below). [+]
Click the Generate and Download button to initiate the key generation process.
Create Electronic Tender Box @ 1 XO)
SOUTH oSS Movtatn

This page is used to create an electronic tender box. It must be performed from the PC where tender responses will be

downloaded. Be sure to read the detailed help for more information.

By continuing, you will proceed to create an electronic tender box for: Home Office

Continue

The ETB creation process follows these steps:
e A private key / public key pair is created on the server,
e The public key is stored on the server,

e The private key is transferred to the workstation over a secure connection and stored
on the local file system,

e The process is verified, a sample is encrypted at the server using the public key, then
sent to the workstation and decrypted on the workstation by comparing the original
sample on the server.

This test implements all the steps that would be required to download and decrypt tender
responses.

16.3 Select Private Key Storage Location

By default, ETB private keys are stored in the SA Tenders folder in My Documents (on a
Windows PC). The actual location for the key is important:

e Click Save as.

e Select the folder where you want to store the private keys.

Save

Save as

Open | | Save | |'| Save and open

The key must be accessible by the user who will download tenders. If youhave multiple
users on the PC, then you might consider placing the key in an area of shared access.
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16.4 Create Electronic Tender Box Success

Once completed, you will be presented with a confirmation screen.

Create Electronic Tender Box @ ™ ©
This section provides some instructions on how to submit a tender response SOUTH o ST
Your Electronic Tender Box has been created for "Home Office".

A public/private encryption key pair was generated and verified, with the public key being stored on the server, and the private key downloaded to the location specified.

DO NOT LOSE THE PRIVATE KEY. If you lose the key, you will be unable to decrypt responses submitted to the Electronic Tender Box.

Return to Manage Business

17. Sub-agencies Section

Agencies in SA Tender and Contracts can be organised hierarchically. In other words, it is
possible to set up one or more agencies under an existing agency. For large agencies, it is
useful to create sub-agencies (corresponding to specific business units) under that agency.
Generally, one would only do this if those business units manage their own tenders.

Sub-agencies also inherit certain details of their (top level) parent. These details are the SA
Government membership flag and the pre-qualification codes. When a sub- agency creates
a tender, it can list the tender either under its own name, or under the name of its top-level
parent.

Sub-Businesses @

+Add Sub-Business

Business Name
#'] : .
1 Lane, Adelaide, SA, Australia, 5000

17.1 Adding a Sub-agency

To register a new sub-agency:
e Select the_Edit My Business link from the menu.
e Under your agency, click the Add Sub-agency link.
e This will open up the agency creation form for the new sub-agency.

e Enter the details as directed by the help.

OFFICIAL

Government of South Australia

Page 32 of 106 Department of Treasury
IR and Finance




OFFICIAL

Create New Sub-Agency @

This page is used to register an agency with SA Tenders & Contracts.

Business Information
Business Name~
Legal Name~
ABN-~
Agency Abbreviation~

Address~ Address

City~
State/Province~ SA
Zip/Postcode~

Country~ Austrzliz o

Contact Information
First Name~
Last Name~
Position
User Name~
Email Address -

Phone Number PHONE v | 81

Register

17.2 Modifying a Sub-agency

Click the Details button (& (the page icon) next to the sub-agency that you wish to modify.
This will open up the agency details form for the selected sub-agency (similar to the current
page). Modify the details as required.

17.3 Removing Sub-agency

Click the Remove button a (the trash can) next to the sub-agency that you wish to remove.
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18. Pre-qualification Codes Section

Pre-qualification codes are used to indicate to potential Suppliers that they must be qualified
to the selected qualification in order to lodge a response to the tender. Pre- qualification
codes are bound to an office, so the details are managed on this page.

Prequalification Codes @

#= &dd Prequalification Code

18.1 Adding Pre-qualification Codes

To add a new pre-qualification code for your business, enter the details for the pre-
gualification code and click the Add Pre-qualification Code link.

18.2 Removing Pre-qualification Codes

Click the Remove button L (the trash can) next to the pre-qualification code that you wish
to remove.

18.3 Modifying a Pre-qualification Code

Click the Details button (£ (the page icon) next to the pre-qualification code that you wish to
modify. Make the necessary change in the text box and press the Update button.
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WORKING WITH TENDERS

19. Overview
The SA Tenders and Contracts exists as a means of disseminating tenders and other
information. The web application also supports advanced features such as:

e Creating tenders

¢ Managing tenders.

This module covers the interactions that agencies will have in regard to tenders and tenders
responses.

20. Tender Creation

Tenders are created from the following sources:
e A New Blank Tender. An empty tender structure with no prepopulated data.

e A Template Tender (created by your agency). A frequently used tender with likely
default values, and necessary specification documents attached.

e An Existing Tender (created by your agency). This option is provided in case one
only realises after creating and releasing a tender that it would be useful as a
template. In this case one can create a tender from an existing tender and save it as a
template with more generic values.

When creating a new tender, one can choose the basis of the tender from one of the above.
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QA
ﬂ SA Tenders and Contracts R

HOME FORWARD PLANS ~ TENDERS ~ CONTRACTS + NEWS HELP~ ADMINISTRATION ~ 9 Peter Short « Dec8,20222:59:25 PM

Administration @ ﬂ @

Perform all tender management and system management activities here.

Actions
Agency Admin @

@ Create Forward Procurement Plan Create Tender I Create Contract

B il

L8 Tender Reports Tender Audit Log

Search Suppliers Find or List Users

[ el
@b oe

Market Place

Alerts @

Tasks @

Escalated Tasks
There are no escalated tasks for you to attend to.
My Tasks

There are no tasks to attend to.

Tenders @

Draft Tenders (0)

Tenders Pending Open (0)

There is potentially a large amount of structured information contained in a tender. In order
to simplify the process of managing this information, tenders are edited using a tabbed
screen. The following sections provide details of each tab of the screen.

21. Adding New Tenders

New tenders appear on the SA Tenders and Contracts website at 12:01 am on the day
nominated as the opening date.

22. Tender Page — General Tab

This tab controls the basic properties of a tender you are creating.

OFFICIAL

m Government of South Australia

=& < Department of Treasury
and Finance

Page 36 of 106




OFFICIAL

@ General @ Contacts @ Specification Documents. @ Sclective Respondents. @ Bricfing

New Tender - General @

This page controls the basic properties of a tender. See the detailed help for an explanation of each field

Save zs Template Save 35 Draft Release Tender Save as Advance Notice

Agency to listunder fop Biz A
Type Fquest for Tender v
Title» Title

Description b ERE - LS = 0| 33||e)sourc=

B I & @ E = @ 39| syes .|| Fomx -|[@

Contract MNo.

Prequalification Code None v

Opening Date~

Closing Date~
UNSPSC* | St g for autocomplete o Qo
List Document Recipients
Online Forum @
Electronic Tender Box Nene v
Physical Tender Box Nane v

Sur’ve\f@

The following is a complete list of the general tender properties.

22.1 Agency to list under

This is the agency name to be used when the tender is advertised in the press. It can either
by the name of the agency, or the name of the top-level agency if your agency is a child of a
top-level agency.

22.2 Tender Type

This is the type of tender to list under and does not affect any of the functionality or
processing of the tender, except the Search function, which allows filtering based on tender
type.
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HOME  TENDERS~ CONTRACTS~  SEARCH~ NEWS  HELP/FAQ~  ADMINISTRATION © Gracesmith~  Aug28,2018 1:12:30PM
@® General @ Contacts @ Specification Documents @ Selective Respondents @ Briefing
New Tender - General @ ™ ©
This page controls the basic properties of a tender. See the detailed help for an explanation of each field SOUTH  or SRS
Save as Template Save as Draft Release Tender Save as Advance Notice
Agency tolistunder Department of the Premier and Cabinet v
Type Request for Tender v i
Title= ‘
Description B & = Q| i o source
Normal - @
Select one of the following options:
e Request for Information (RFI) e Expression of Interest (EOI)
o Request for Tender (RFT) o Request for Proposal (RFP)
e Request for Quotation (RFQ) e Advanced Tender Notice
e Sale Tender e Registration of Interest (ROI)
e Prequalification e Invitation
e Industry Briefing °
22.3 Title

The title or name of the tender you are uploading. This should be a short, concise title with a
maximum of 200 characters. Long explanations of what the tender is should appear in the
Description field (below).
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22.4 Description

Tender description is the summary information or a brief overview of the requirements of the
tender. Formatting controls such as paragraphs, bulleted and numbered lists can be used
here. The description should be sufficient for a potential supplier to determine whether the
tender is something that they should consider responding to.

®Geners  @Contacts  @SpecificstionDocuments @ SsiectiveRespondents @ Brisfing
New Tender - General @ ™
This page controls the basic properties of a tender, See the detailed help for an explanation of each field M W

SaveasTemplate | SaveasDraft || ReleaseTender || SavezsAdvanceNotice

Agency to list under
Type

Title*

Description CEE > o | oy PR -

Contract No.
Prequalification Code one v

Opening Date*

mom

Closing Date~

UNSPSC* w QO
List Document Recipients
Online Forum @
Electronic Tender Box

Physical Tender Box one v

Survey @

This field can be longer but should not exceed around half a page. The finer details of the
tender should appear in the specification documents.

22.5 Contract No

This is the agency-specific reference number used to identify the tender. Although all
tenders in the system have a unique code, these are system assigned, based on the agency
name abbreviation and a sequential count.

22.6 Pre-qualification Code

Select a Pre-qualification code from the drop-down list if it applies to your tender. This is an
optional qualification to help suppliers determine whether they are eligible to carry out the
required work. Pre-qualification codes are agency specific and must therefore first be created
before they can be used. The pre-qualification codes are created under the business
management section of the site.
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22.7 Opening Date

This is the date that the tender becomes visible on the website and the tender advertisement
will appear in the printed media. Specifications can only be downloaded from this day
onward, and likewise responses can only be received from this day onward.

body B
Contract Mo.
Prequalification Code lone v
Opening Date* | [P9/08/201 8 0800 =
Closing Date~ | L4 August 2018 >
S0 [ Mo | Tu | We | Th | Fr | 5a
UNSPSC* | ;. Qo
22 30 31 1 2 3 s
List Document Recipients | 5 & 7 ] ? 10 11
. 12 13 14 15 18 17 138
Cnline Forum i@ | -
iz 20 21 22 3 24 25
Electronic Tender Baox | 26 27 281 30 31 1
. 2 3 4 =) & 7 3
Physical Tender Bax | - !
+ ] 1]
Survey g |
Seve &3 Templats Save &z Diraft Release T

22.8 Closing Date and Time

The actual date and time of when the tender will close. After this time, the tender will move
from Open to Closed status and will no longer accept responses (unless extensions have been

granted).
bagy o
Contract No.
Prequalification Code ione v
Opening Date~ 25/08/2018 0840 =
Closing Date* \ bs/08/2018 1420 &
UNsPsC* || € | August2018 | > w QO
List Document Recipients | ?u ! h_‘? : TL: V:Ic th : Zr ! Sa
OnlineForum@ | ; -,5 ‘7. ;: ; 10 11

14 15 16 17 18
19 20 21 22 23 24 25
PhysicalTenderBox | 26 27 20, [[Eg 30 31 1

g A

Electronic Tender Box

Survey@ | °

uve 35 Templats Save as Draft Release Tender
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22.9 Category

The United Nations Standard Products and Services Codes (UN/SPSC) system is an open,
global standard that provides a logical framework for classifying products and services of all
kinds throughout the world. Grouping (type) the tenders by category enables similar tenders
to be listed together.

Contract Mo.

Prequalification Code lone

Opening Date~ 29/08,/2018 0300 =
Closing Date 29,/08/2018 1400 =
UNSPSC* | rocksd o QL
LUNSPSC « 45130000 Rockets and subsystems - qo o
; . 45131300 Launch wehicles and rockets
List Doument Recipients
31171900 Sprockets
Crnline Farum @ 60103100 Rocketry and flight materials and supplies
Electronic Tender Baox 46141500 Missile and rocket launchers

Bhysical Tender B 45141302 Rocket launchers -

Survey iQ

Select the most appropriate categories for the tender by entering a key word and then
clicking on the actual category. Enter the approximate percentage of the tender that applies
to this category.

If you do not know the codes and want to search for the appropriate code, click on the
magnifying glass Search icon. This will bring up a window which will allow you to either
search by keyword of search through the hierarchy. Clicking on an up arrow on the right of a
code will place it at the correct level in the drop-down selection lists.
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Browse UNSPSC

Level 1
Level 2

Level 3

Level 4

Search by Keyword

Search

31171903 Corveying chain sprocket Level 4
:} J 31171902 Engineering chain sprocket Level 4
Ll 46131500 Launch vehicles and rockets Level 3
o 1 26101306 Liquid rocket motor Level 4
o 1 46131504 Liquid rockets Level 4
1 46141500 Missile and rocket launchers Level 3
o 1 45131501 Multi stage rockets Level 4
Pl § 12131603 Rain rockets Level 4
Lol § 45131502 Reusable rockets Level 4
Pl § 41181609 Rocket immuncelectropheresis equipment Level 4
Lol § 45141502 Rocket launchers Level 4
Ll § 60105101 Rocket sets Level 4
o 1 60105100 Rocketry and flight materials and supplies Level 3
o 1 46130000 Rockets and subsystems Level 2
o 1 31171901 Roller chain sprockets Level 4

Pages: 1 ( 2 ) Records:1-150f21

Closs

To add another UNSPSC code, click the Add button (between the Search and Delete
buttons) and a new UNSPSC text box will appear (as shown below).

UNSPSC = 53000000 Apparel and Luggage and Persaonal Care Products 100 Q

UNSPSC = Start typing for autocomplete 100 QOW

You will see that both categories have a value of 100 percent by default so each individual
codes percentage will have to be changed manually to make sure all the codes put together
will add up to 100 percent. You may add as many UNSPSC codes as you wish as long as
the sum of the percentages add up to 100.

22.10 List Document Recipients

This option controls whether suppliers details are published on the website that have either
physically collected or electronically downloaded the specification documents for this tender.

When this option is selected, and the supplier agrees to have their details
published, these details will be visible to other registered suppliers.

22.11 Electronic Tender Box

Select either none or one of the agency’s electronic tender boxes. This is used to specify if
the ELS is available for this tender.
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Contract No.
Prequalification Code {one v

Opening Date* 26/08/2018 030

Closing Date* 25/08/2018 1400

m

UNSPSC* | 43212110 Muhi function printers s Q
UNSPSC* | 26107306 Liquid rocket motor 2 QOWm
List Document Recipients
Online Forum @

Electronic Tender Box ‘ Head Office v

Physical Tender Box

Survey @

Szve zsTemplate Save s Draft Release Tender

Remember that the responses can only be downloaded to the workstation where the
decryption key is saved (the workstation that you were at when creating the ETB). The list
shows the office addresses for all agency offices that have an ETB.

22.12 Physical Tender Box

Select the agency’s tender box where hard copy tender responses will bereceived. The list
shows all office addresses that have a physical tender box.

List Document v
Recipients

Online Forum @
Electronic Tender Box Nane v

Physical Tender Box

Survey (2]

Save as Template Save as Draft Release Tender Save as Advance Notice

23. Tender Page — Selective Respondents Tab

Selective tenders are restricted to the group of nominated suppliers. Only these elected
suppliers will be able to see these tenders and be able to respond to them. The tender and
any specifications associated with it are not viewable on the public site.

When a supplier is logged in, any selective tenders will show up in current tenders, and with
searches just the same as public tenders. If the supplier is not logged in, the selective
tenders, which the supplier is invited to, will not be visible.
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@ General @ Contacts @ Specification Documents @ Selective Respondents @ Briefing

Open Tender DEV099603 - Selective Respondents @

Son&e tenders must be restricted to certiain respondents. This page allows you to specify which suppliers will have access to this sours s,
tender.

B save Tender

Selective Type Open v

Registered Suppliers

o Add Respondent -5 Import from Tender I Choose From List

Unregistered Suppliers

i+ Add Unregistered Supplier

Selective suppliers are nominated on the basis of a company. That means that any
registered user who is a member of that company will be able to see the tender or submit a
response to it.

23.1 Selected Respondents

Currently selected suppliers for this tender are shown on the screen above.
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23.2 Add Respondents

The methods to select Suppliers:

e Add Respondent — The Add Respondent function allows you to use a search
function to locate registered supplier based on the information they have provided in
the system. The display is consistent in all views when searching for a supplier.

e Import from Tender — The Import from Tender function allows you to import
suppliers who have responded to a previous tender published by your agency. To
import respondents click Import from Tender. A window will appear allowing you to
search for tenders based on tender code or title (partial or full titte match).

Select Tender

Tender Code

Tender Title Renewal

e
wr COB027952 - Roundabout Renewal - Various Locations 2015/ 2016 01/09/2015
o COB027404 - Roundabout Renewal - various locations 12/05/2015
wr COB027210 - Roundabout Renewal Project - various locations 14/04/2015

Click the hand icon next to the tender you want to import respondents from. You will be
presented with a new window containing a list of all non-deleted registered suppliers
who have responded to the selected tender.

Import Respondents from Tender DPC099434 - eProjects
Panel notification

[ Select All O Deselect All

Stephen Blacketer (Primary Contact)

(] i
_ Consolidated Tenders et

Import

Closze

|

Select the checkbox next to each of the respondents you wish to have as respondents
or click Select All to select all the show suppliers. Once you have selected the desired

respondents click Import, and the suppliers will be added to the list of registered
respondents for the current tender.
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e Choose from List — The Chose from List function allows you to import suppliers from
lists created during market research. Click the Choose from List button, and a
window will appear showing lists that you or other users within your agency have
created. Click on the Plus Icon (+) to add suppliers within a given list to your tender.

Choose from Lists

My Supplier Lists Switch to Shared With Me

<+ Add Local Earth Movers  [show deseription..]

= Add IT Providers (MSP)  [show description...]

< Add Local Accounting Firms  [show description...]

4 Add Ad Agencies SME  [show description...]

Filters

Name I
UNSPSC Q, Add UNSPSC Category

Apply

Close

e Add Unregistered Supplier — This function allows you to add a user that has not
been added to the system already. By clicking Add Unregistered Supplier, a
window will appear as shown to the right. This allows you to complete the information
of the user you wish to add. Once you click Add and the tender is opened, the user
will receive an email with a link that enables them to finish setting up their account
and then access the selective tender.

Add Unregistered Supplier

Business Information
Business Name = Business Name

ABN AB

Contact Information
First Name = First Name

Last Name = Last Name

Email Address = Email Address

Add
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Selective tenders are never advertised, and therefore the advertising order and advertising
preview pages of the Wizard are excluded.
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24. Tender Page — Briefing Tab

This page controls the details of the tender briefing, if a briefing has been selected for the
tender. If there is no briefing, then uncheck the briefing option on the General page.

The information about briefings is used for display purposes only. This information forms part
of the composite advertisement, and also appears on the detail view of the tender.

Briefing Details

Title
Location

Motes

BriefingOn*
Mandatory

Site Visit Required

A briefing has the following properties:

Location

Date and Time

Mandatory

Special
Instructions/Notes

Tender briefings can be held at any of the agency offices, or
at an alternate venue (probably on site). Select from one of
the office locations for your agency or enter a new address.

This is the date and time of the briefing.

Indicates to respondents that attendance at the briefing is a
condition of responding to the tender.

An optional area where additional, non-structured information
can be specified, for example preparation details, transports
arrangements, etc.
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25. Tender Page — Contacts Tab

Contacts are selected from registered users in your agency and from external contacts.
Contact information is displayed on the tender details page and on the composite
advertisement (if it is not a selective tender).

® General @ Contacts @ Specification Documents @ Selective Respondents @ Briefing

New Tender - Contacts @ ﬁ @

This page displays allows you to nominate contacts for the tender.

Save as Template Save as Draft Release Tender Save as Advance Notice

O Add Contact
Action Name ‘ Contact Role Show Role @ ‘ Email Phone Mobile ‘ Fax ‘ Company
© Add Other Contact

Action = Name ‘ Position Email Address Phone Type

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map © 2018 Morton Blacketer
RelatedSites  ContactUs Powered by @ Consolidated
Tenders

25.1 Selecting Contacts

The methods to select contacts:

e Add Contact — Click the Add Contact button to search for a Contact person who is
a registered user of the system:

e Enter partial details you know of the person, and click Search.

e Choose from search results by pressing Select.

Select Person
First Name
Last Name
Email Address
Business Name or ABN cabinet
Role Any v
Type BUYER v
Search
Action | Name | Company
A Department of the Premier and Cabinet
< DESAGn Ground Floor, State Administration Centre, 200 Victoria Square, Adelaide, SA, Australiz, 5000
2 Department of the Premier and Cabinet
John Ald S A . . .
< ikl Ground Floor, State Administration Centre, 200 Victoriz Square, Adelaide, SA, Austrzlia, 5000
Strategic Procurement, Department of the Premier and Cabinet
Serena Badenoch o S % 7 3
< Sl = Level 8, Wespac House, 91 King William Street, Adelaide SA 5000, SA. Australia, 5000
Department of the Premier and Cabinet
Fiona Braendler e 2 g ; o
< ona Ground Floor, State Administration Centre, 200 Victoriz Square, Adelaide, SA. Austrzlia, 5000
S Department of the Premier and Cabinet
Michael gha 373 7 5 . :
< RiEhEIE Ground Floor, State Administration Centre, 200 Victoriz Square, Adelzaide, SA, Australiz, 5000
e Tor Brino Department of the Premier and Cabinet
Y Ground Floor, State Administration Centre, 200 Victoria Square, Adelzide, SA, Australia, 5000
& I - Department of the Premier and Cabinet
. & Ground Floor, State Administration Centre, 200 Victoria Square, Adelzide, SA, Australiz, 5000
Denartment of the Premier and Cahinet
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e Add Other Contact — Click on the Add Other Contact button to list a Contact

person, who is not a user on the system, for this tender. (This will not add the person
to the system.)

Add/Edit other contact
Name * Name
Position Position
Email = Emai
Phone Numbers + Phone ~ i +61 - 08 Line Numbe
oAdd Second Phone
Contact Type* — Select - ~
aSave
Close

25.2 Show Details
For each nominated contact, you can specify what contact information will be displayed. By
default, the phone details are displayed on the website and in the newspaper advertisement.

To change what contact details are displayed, click the Edit Hicon next to the person’s

name.
m d Ld d Ld o

BmsEm  [Enquiries
i} WSEER  [Enouiries v v " v v

Optional Contact Functions:

Sign-off Proofs The person is listed in the email to the media provider as
another person to send the advert proofs to.

Specification Contact This controls whether the Contact Person’s details are
Advertisement shown in the Specification section of the newspaper
advertisement.
Contact Role The role of the Contact Person, e.g. Technical Enquiries,
etc.
OFFICIAL

Page 50 of 106




OFFICIAL

Display What Details:

Email Contact Person’s email address will be displayed.

Phone Contact Person’s telephone number will be displayed
Mobile Contact Person’s mobile phone number will be displayed
Fax Contact Person’s fax number will be displayed

Company Contact Person’s Business name will be displayed

Display Contact Details Where?

Website Display Contact Person’s details on the SA Tenders and
Contracts website.

Once you have made your selection, click the Update button.
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26. Tender Page — Specification Documents Tab

This page allows you to easily upload tender specification documents to the SA Tenders and
Contracts website. If this is the first time you are using this feature, we recommend that you
read the detailed help. Use of a managed process has the following advantages:

Drag and Drop or To upload the Tender specifications, you can use the Drag
Manual File Upload and Drop or Manual file upload.

Progress Indication Progress is displayed for each group upload.

Faster transfers Documents are transferred in compressed format. This

speeds up transfers and avoids the need for additional
compression programs such as WinZip.

Verified transfers Each document is verified as it is saved in the ETB, ensuring
that each response is intact.

Automated virus scan All uploaded documents are scanned for viruses as they
reach the SA Tenders and Contracts server. Any documents
that are found to contain a virus are rejected, and users are
informed of the problem. Users are then able to take
remedial measures locally and resend the affected files.

27. Upload Specification Documents

The Upload Specification Documents page is used to upload specification documents for
the selected tender from your PC. Electronic uploads are coordinated by Drag and Drop or
Manual File upload in your browser that ensures that documents are transferred to the SA
Tenders and Contracts server in a safe, secure and efficient manner. Follow these steps to
upload specification documents to the SA Tenders and Contracts website:

27.1 Drag and Drop Option

It is recommended that tender documents should be stored in a separate folder, or a folder
that contains few other files and folders.

Go to the directory that the Tender Specifications are stored and drag over to the
specification area and drop in the location.
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HOME  TENDERS - CONTRACTS+ SEARCH~  NEWS  HELP/FAQ~  ADMINISTRATION

® Geners: @ Contacts @ Specification Documents @ Szlzctive Respondents @ Briefing.

New Tender - Specification Documents @
This page allows you to specify hardcopy specification documents and set accessibility options for specification documents.

ca il

Save sz Template Save 3z Draft ReleaseTender || Save sz Advance Notice

[t oV Ut | it ity | Sz

Draop files here...
X Uplosd || W Clear | ¥ UseManual Uplosd
&) Add Hardcopy Document
HOME  TENDERS~ CONTRACTS~ SEARCH~ NEWS  HELP/FAQ~  ADMINISTRATION © Gracesmith «

& Geners ® Contacts @ Specification Documents @ Selective Respondents @ Briefing

New Tender - Specification Documents @
This page allows you to specify hardcopy specification documents and set accessibility options for specification documents.

Save as Template Save as Draft Release Tender | Save as Advance Notice

[ fcon | e | Ve | Uncd | Sacnvis vty | s |

Remavefle

& Upkoad | W Cear | &= UseManual Upload

&) Agd Hardcopy Document

e Go to the directory and select the file.
e Drag to Drop Specification Docs here.

e Click Upload Documents.

o The Drag and Drop option will not be available if you have an IE version older
than IE11.
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27.2 Manual File Upload

The other option is to upload Tender Specifications by using the Manual File upload method.

HOME  TENDERS» CONTRACTS~  SEARCH- NEWS  HELP/FAQ~  ADMINISTRATION

Geners Contacts @3pecification Documents Sglactive Respondents Briefing

New Tender - Specification Documents @ ﬁ

This page allows you to specify hardcopy specification documents and set accessibility options for specification documents.

SaveazTemplete | SeveazDreft | ReleaseTender | Save az Advance Notics

[ rcin tene v ot i oty s |

— Choose files

Flle Everest Base Camp and Gol

L Upload O Morsfiles | B cesr | Ruse Dragn Drap

O Add Herdeopy Document

e Select the link.
e Click the Browse option.
e Go to the directory and select the file.

e Click Upload Documents.
27.3 Start the File Upload Process

Once the files have been confirmed for submission or deletion:

Upload in progress. Please wait ... @ ™ ©
SOUTH . S Ranana

library.upload.inProgress.modal.popup

Close

e Click the Upload Documents button.
¢ A dialog window will appear that shows the progress of each file, and for all files.

e Files are automatically checked for viruses when they reach the server.
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HOME  TENDERS~ CONTRACTS~ SEARCH~ NEWS  HELP/FAQ~  ADMINISTRATION

Geners! Contacts @ Sperification Documents Selective Respondents Eriefing

New Tender - Specification Documents @

This page allows you to specify hardcopy specification documents and set accessibility options for specification documents.

—

SaveszTemplate || SaveasDreft | ReleaseTender || Save a3z Advance Motice

[raim e e iote | Sicnrs iy s

| Everest Base Camp and Gokyo Lakes TNE exodus
e O pee 1 ans & =
Porter_and_Co_Price List Low Res
g P e P o, 1 271107 & =

Drop files here...

@ Clear | =2 UseManual Upload

O Add Herdoopy Document

Note the following points in regard to electronic specification documents:

¢ Documents and spreadsheets should be submitted in formats that are likely to be
accessible to respondents, e.g. PDF and Microsoft Office formats.

e When uploading specification documents that are distributed in sub-folders, the folder
structure will be preserved when suppliers download the documents.

o Files are compressed automatically before sending, there is no need to compress
documents using WinZip or other compression utilities.

¢ Files that have the same name, but different extension will be considered to be
different formats of the same document. This has a bearing on the notification of
updates, and how documents are described.

28. Tender Page — Specification Documents Tab

Some documents may only available in hardcopy format, while others will have one or more
corresponding electronic version in various formats. Specification documents may have a
range of accessibility options, including electronic download, in-person collection, postal
deliver and fax delivery. Furthermore, one may require that documents are ordered (so that
they can be prepared for collection), and when they must be collected.

28.1 Removing a Specification Document

Click the Delete button u (the trash can) next to the document that you wish to delete.
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28.2 Document Properties

The Agency Administrator has the choice to upload unlimited number of separate files, which
are made available for Suppliers to download. The specification and any other relevant
contractual documentation that Suppliers require for the preparation of a response should be
included.

If documents are made available for download but the Administrator is not ready to upload
when adding the tender, then just select the next button at the top or the bottom of the
Tender Wizard. The Agency Administrator may choose one of the options available, and
each specification document has the following properties:

Edit Specification document
Title* Sverest Base Camp and Go
Description
Revision®

Collection

Post

Title This is the display title that is used to refer to the specification
document. For uploaded specification documents, this is set to
the file name, less the extension.

Description Should this tender include multiple files and formats, it is
recommended that the relationship or content of each
individual file be communicated in the Description field.

Revision The revision number is important, as this is used to determine
if respondents have current versions of the document. It is also
used by the system that dispatches automated email
notifications to respondents informing them that the copies of
the document have been updated. This value can be manually
adjusted, although it is automatically incremented when
updates are uploaded.

File(s) This is the actual file name of the uploaded specification
document including the file extension.

Apply Selections | The option allows Administrators to apply changes to all the
to All Documents  tender documents without having to go into each individual
document.

Associated Files A document can be in a range of formats, for example MS
Word and PDF. If there are two versions of a file, they are
treated as different formats of the same document, rather than
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two separate documents. When specification documents are
uploaded, files with the same name, but different extension are
automatically aggregated to belong to the same document.

Note that a document does not have to have associated files,
it might only be available in hardcopy format.

Collection This option indicates that a hard copy of this document is
Availability available for collection at the issuing agency. If there are any
Option ‘collectable’ documents, then the collection point must also be

specified. The collection time might also be required to be
specified (set by default).

Order Required This option indicates that the document must be ordered
before collection. You would use this option for documents that
are expensive or difficult to reproduce.

Post Option This option indicates that suppliers can order the tender
documents for postal delivery.
29. Advertisement Tab

The Advertisement tab is where an ad is created that will appear in the newspaper
publication of your choice.

29.1 General Information

General Information
Order No.
Invoice Address 346346, 346, 346 v

MNotes for Media Provider

Order No. The Agency must provide the media company with a
purchase order number.

Invoice Address Allows the Agency Administrator to select the address
of where the media provider can send the invoice.

Notes for Media Provider In this text box, provide detailed instructions and any
other additional informationthat will need to be
forwarded to the media provider. Given the structure of
the LGA composite advertisement, this is not required.
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29.2 Composite Advertisement

Composite Advertisement

Extra description Bz E No. | | &g BB E= 0|52
<> Source

B 7 & @

il
i
Ml

99 | Styles -~ Format - @

Recurring each Tuesday =
until
Electronic Downloads
Extra Description Description of tender that appears in the ad.
Recurring each Tuesday Allows a tender’s ad to appear in a newspaper
until publication for multiple weeks.
Electronic Downloads If ticked, the ad will show that there are electronic

downloads to be downloaded by potential suppliers.
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29.3 Single Placement Advertisement

If your agency is not an SA Government Agency (not an internal buyer) then you will be able
to post a Single Placement Advertisement.

2 Single Placement Advertisement

Text to appear in the B = AR ) BRE=0|
advertisement
<> | Source

B I §& @ = :

i
]
-
-

Styles - Format - @

Comments (optional)

P

Single Placement Advertisement allows Agency Administrators to select the section of the
paper in which the advertisement is to appeatr, if it is appearing somewhere other than the
Government tender page in the Tuesday Advertiser.

Comments (optional)

In this text box, provide detailed instructions to the media provider for the single placement
advertisement and any additional information that will need to be forwarded to the media
provider.

29.4 Newspaper Publications

Newspaper publications

SA Metropolitan Newspapers ~
Check All
The Advertiser
The Sunday Mail

National Newspapers v

Suburban Adelaide Newspapers v
SA Regional and Rural Press v
Interstate Newspapers v

The Newspaper Publications can be selected at the bottom of the Single Placement
Advertisement section by ticking the checkboxes.

Selecting the names in blue will either expand or contract the options under the heading.
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30. Advertisement Preview Tab

The Advertisement Preview tab will show the details of the ad that was filled out in the
previous Advertisement tab.

Preview of Composite Advertisement

COUNCIL TENDER NO. DETAILS CLOSES CONTACT SPECIFICATIONS
Developer Administration 123456789 Title 21/02/2019 14:00

Invoice Details

Order No.
Invoice Address 346346,346,346

Notes

Single Placement Advertisement

Text to appear in the advertisement
Comments (optional)

SA Metropolitan Newspapers
* The Advertiser
* The Sunday Mail

Newspaper Publications

The Agency Administrator must proofread the tender details, checking that:
e The opening and closing dates are correct,
e Correct tender box has been selected,

e The correct tender document has been attached to the SA Tenders and Contracts
website.

31. Physical Copies of Specification

Specification documents have a range of accessibility options, including electronic
download, in-person collection, postal deliver and fax delivery. Furthermore, you may require
that documents are ordered (so that they can be prepared for collection), and when they must
be collected. Depending on the options that are selected for tender specification documents,
the following information may also be required:

ma D Everest Base Camp and Gokyo Lakes TNE exodus 1 820835 E2 m
m a D Porter_and_Co_Price_List_Low_Res 1 2471107 & m
Porter & Co List
m a Alist of porters and their companies in hard copy for demonstration purposes. = 2B/06/20104452 0 O m
Collection Point = Head Office - Ground Floor, State Administration Centre, 200 Victoria Square, Adelaide, SA, Australia, S000 v
Collect At 28/08/2018 13:07 =

m Government of South Australia

oW = Department of Treasury
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Collection Point The physical location where suppliers can pick-up the
tender documents from. This must be one of the physical
addresses of an office in your business or it could be the
Alternative Collection Details option.

Collection At Specifies that tender documents must be collected from
a specific date and time (optional).

31.1 Re-position Tender Documents

This option allows the Administrator to change the order in which tender documents appear
on the site.

¥ The Move Down arrow will move the document down.

+ The Move Up arrow will move the document up.

You may also click and drag the arrows of a document to move it into a new position.
31.2 Saving Tenders

Once all the information about the tender has been captured using the Tender Wizard, the
tender can be saved in one of the following ways:

Save as Draft In this case, the intention is to open the tender for editing again
when complete information is available.

Save as Template The tender is saved as a template, so that other tenders can be
created using the information already entered as a starting point.

Save as Advance When a tender is saved as an advanced notice, it is advertised,

Notice and it cannot accept responses.

Release Tender When the tender is released, the Send Email Notification page is

displayed giving the Administrator a notification that a Tender was
created. Note a notification will be sent to media company if
single advert selected.

When released, the tender goes into a holding state until the opening date is reached, at which
point it becomes publicly available on the website. The Tender Saved Successfully screen
advises the Agency Administrator that the tender has been uploaded successfully to the SA

Tenders and Contracts website. A System generated Tender Code is assigned to the tender,
which should be recorded for future reference.
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HOME TENDERS ~ CONTRACTS ~ SEARCH ~ NEWS HELP/FAQ ~ ADI

@ Request for Tender Top0061120 has been released successfully.

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map
Related Sites ContactUs

32. Forum Posts

As a buyer, you are able to respond, edit, delete and make visible the forum posts which are
posted to your tenders.

Posts

Supplier Post #2 - Public Post &>Make Visible B3Edit Delete ®Answer

This post will be made public by the Admin

Posted on 30/11/2018 13:27 by Tender Notified of TENDER NOTIFIED SA

32.1 Create Forum Post

New Post
Subject = Subject Title Goes Here..| |
Content - DBEE 2 - | e BB E =l
£» | Source
B 7 8§ @<= = 99 | Styles ~ | Normal - @

Here is where the main body of the forum goes...

body p A

@ Publish @ Submit a Private Post

To create a new post to the forum, enter the subject of the post and the main Content of the
post.
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Down the bottom, it will give you the option to either Submit Post or Submit Private Post.
Submit Post will make the post visible to everyone while Submit Private Post will be
available to only Agency members and not the general public.

32.2 Respond to Forum Post

To respond to a forum post, select the Answer button on the specific post you wish to give a
response. Next, enter the response in the Content box and select the Publish button.

Answer
Supplier Post #2 - Public Post @>Make Visible B3Edit Delete ®Answer

This post will be made public by the Admin

Posted on 30/11/2018 13:27 by Tender Notified of TENDER NOTIFIED SA

Content = ol I - e | o R
¢ | Source

B I & M| EE = = 99| Styles ~  Format - O

publish | 44 Cancel

This will take you back to the forum page which shows all forum posts for that tender. Be
aware that whenever a post is added to tender by a supplier, it will automatically become
visible only to admins. To make the question and response visible to the public, select Make
Visible button and the post will be made public. If the post has a button saying Make
Invisible, it means that the post is currently visible. Suppliers do have the option to request
for the post they make to stay private and these posts will not have the option to turn the post
visibility on and off.

32.3 Delete Forum Post

To delete a forum post, select the Delete button on the post you wish to delete. A
confirmation dialog box will ask you to confirm deletion of the post by pressing the red
Delete button. By deleting a post, you also delete all responses to that post with it.

32.4 Edit Forum Post
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To edit a forum post, select the Edit button on the post you wish to edit. The subject and
content of the post can then be edited. Once you have finished editing the post, click Save to
keep your changes or Cancel to revert any changes made back to their original value.

32.5 Turn Forum On and Off Through Edit Tender Page
The forum may be turned on and off by editing the tender. On the Edit Tender page, scroll

down to the bottom to find the Online Forum check box and either tick or untick the box
depending on whether you would like a forum for your tender.

Opening Date= 07/11/201811:.07

Closing Date = 14/03/2019 17:07 =

UNSPSC = 53000000 Apparel and Luggage and Persanal Care Produc

1

List Document Recipients L
‘Onl‘me Forum @ v I
Electronic Tender Box Head Office v
Physical Tender Box None v

Sun.rey9

Turning the forum off will not delete any forum posts that have already been posted to the
forum. If the forum is turned off and then turned back on, all previous posts will reappear.
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TENDERS AND CONTRACTS ADMINISTRATION

33. Overview
The SA Tenders and Contracts exists as a means of disseminating tender and contract
information. The web application also supports advanced features such as:

e Creating tenders

e Creating contracts

e Statistical reports

o Alerts

e Tasks

o Workflow processes for requesting documents by other means.

This module covers the interactions that Agency Administrators will have in regard to tenders
and contracts.

34. Administration Page

This is the Administration page where all tender management and system management
activities are performed. It is only accessible to Agency Administrators and Agency Clerks.

HOME TENDERS » CONTRACTS ~ NEWS HELP~ ADMINISTRATION 9 Peter Short + Dec 12,2022 1:18:35 PM

Administration @ ﬁ @

Perform all tender management and system management activities here.

Actions
Agency Admin @
B Create Tender B createcontract B el
Q Supplier Search |L" Tender Reports i Tender Audit Log

B suppliers Marketplace

Alerts @

Tasks @
Escalated Tasks

There are no escalated tasks for you to attend to.
My Tasks

There are no tasks to attend to.

34.1 Actions

This section contains the administration activity options.
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34.2 Create Tender
This link will open the Tender Wizard with a blank tender.
34.3 Create Contract

This link is used to create listings for newly awarded Government contracts to appear on the
site. If the contract is the result of a tender, then create the contract from the closed tender.

34.4 Mail Log

Allows Agency Admins to query a register of all emails sent from/to their agency.

34.5 Search Suppliers

This function is used to search for supplier businesses based on the information they have

provided in the system. Agency Administrators can view the details of supplier businesses

but are unable to modify or delete them. Refer to section 46, Supplier Marketplace for more
information.

34.6 Register New Supplier

The Agency Administrator can register a supplier quickly from a link in their Agency
Administration screen.

34.7 Suppliers Marketplace
The Agency Administrator can use the marketplace to search for supplier, using granular
search constraints on the whole of the supplier profile, create and maintain list and use those

lists for inviting suppliers to selective RFx. Refer to section 46, Supplier Marketplace for
more information.

34.8 Tender Reports

Generates statistical reports for all or selected agencies and all or selected UNSPSC
categories.

34.9 Tender Audit Log

Allows agency to search for events for the tenders and contracts of businesses they
manage.

34.10 Alerts

Alerts are important notifications that should be addressed. They include notifications of
email delivery failure, tender errors, no contract for closed tenders, etc., contract disclosure
expiring.
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Alerts @
-

Mail Failure Re

Tender Iuni—
Tender In—__—

Tender NG_gG-_—
Tender Anm——

Tender il
ﬂ. Tondar

If you click on:

PP

e The Tender Code, this opens the page that displays the details of this tender.

e The Agency Name, this opens to the page used to manage the details of your
agency.

e The Contract Name, this opens to the page so you can update expiry detalils.

Some alerts remain active until the problem is remedied, while others are cleared by
acknowledgement. In such cases, it is assumed that the responsible person will take the
necessary corrective action relating the cause of the alert.

34.11 Tasks

Tasks are generated by activities performed by other users, or by the system. Tasks are
used to manage basic workflow — the system generates tasks for users and users then act on
those tasks. Tasks are diverse in nature, each requiring a specific activity in order to clear the
task.

Tasks are either cleared after performing a required activity, or after a chain of events, which
was started by performing an activity. On the Administration screen, tasks are presented in
order of due date, with those tasks that must be acted on soonest displayed at the top.

34.12 Escalation

All tasks have a due date and an (optional) escalation date. The due date provides an
indication of when the task must be acted upon. The escalation date specifies when the task
will be escalated. All tasks are escalated to the System Administrator.

Once a task is escalated, it will appear on the Administration screens of both the original
owner, and the System Administrator. This means that although the task has been escalated,
it can still be cleared by the original owner.

Tasks @
Escalated Tasks
Task Summary Agency Due Created
§ Post specification documents for Tender| I( to 12/09/2018 07/09/2018 9:23 AM m
-
= OpenTender Boxfor Tender nummun e - 09/01/2017  09/01/2017 3:10 PM i}
= Oeen oo Dovin: Tond-. P — AANAINAT AN N7 4.0 DA 10

34.13 Notification
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A user will only be aware that there are tasks of their attention by logging in to the system
and viewing the Administration page. Since users may only log on from time to time, they
may be unaware that there are tasks awaiting action. The system therefore includes an email
notification feature that causes an email to be dispatched under the following conditions:

e When atask is escalated, an email notification must be sent to the System
Administrator at the time of escalation to ensure it is acted upon.

e When atask's due date is approaching, and the user has not recently logged in to the
system.
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34.14 Task Lifecycle

When a task is first created by the system, it is an assigned with a due date, optional
escalation date, and is then assigned to a specific agency. Tasks are also assigned to a role
in the target agency. That means that anyone with the specified role in the target agency can
act on the task. Furthermore, bearing in mind thatuser roles are hierarchical, any user with a
role of greater privileged level will also be able to act on the task.

Tasks appear on the Administration page for the target agency. Tasks are presented as
single line items showing the task description, the date and time that the task was created
and when it is due. Clicking on the task opens up a screen for the selected task. This does
not constitute acting on the task. The screen that is presented will display more information
about the task and provide the opportunity to complete the task — one can always escape at
this point.

Each task type has a specific type of page, with information appropriate for that type of task.
For example, opening a task that require specification documents to be dispatched by post
will display details about the user who requested the documents, and optionally record the
list of documents posted, and the address where the items were posted. Opening a task to
open a tender box would display more information about the tender and optionally record the
tender team and allow the download of responses for this tender.

Once a task has been acted on, it is closed and removed from the administration screen.
34.15 Task Types

The following is a list of possible task types:
o Prepare tender specification documents for collection by a supplier,
o Post tender specification documents to a supplier,
o Fax tender specification documents to a supplier,
e Open atender box,

e Sign-Off Advertising.
34.15.1 Order for Collection

In most cases tender specification documents will be available for collection in hardcopy
format from the agency issuing the tender. In some cases, however, it may be required that
Suppliers order documents for collection. This could be the case when there is significant
cost in producing specification documents.
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Specification Documents @

= By Post ) By Collection

* Hardcopy Document
e Version 1(12/07/2018)

e i Order Reguired
o =% Available by Post

e Click on the task.

e The Prepare Specification Documents for Collection page is displayed.

e Tender details are displayed for confirmation purposes.
e List of documents requested,
e Who requested these documents and when,
e Where the documents must be collected.

e Click on the Documents are ready for Collection button.

e The supplier will be informed by email that the documents are ready for collection at
this address.

34.15.2 For postal delivery

This option allows suppliers to request documents to be posted to them by regular mail. This
will notify the issuing agency to prepare the selected documents and post the to the supplier
at the specified address.

Request Tender Documents @ ™ ©
Select the documents to be posted to you. You will be informed by email when these documents have been posted to SOUTH o0 SRR
you.
Code&State | Details | Date | Category |
Southern-Link Railroad Restoration &
Issued by Developer Administration Railway and tramway machinery and equipment
Category 1: Railway and tramway machinery and closing -25%
DEV0050846
Opéh equipment - 25% 22 Jan, Railway and tramway cars - 25%
Pes Category 2: Railway and tramway cars - 25% 2019 Railroad support equipment and systems - 25%
Category 3: Railroad support equipment and systems - 25% Road and railroad construction materials - 25%

Category 4: Road and railroad construction materials - 25%

Documents « Hardcopy Document (version 1,dated 12/07/2018)

PostTo+ | 436-346346,346, 346, SA Australia, 346 v

Request Documents

e Click on the task.
e The Post Specification Documents page is displayed.
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e Tender details are displayed for confirmation purposes.
e List of documents requested,
e Who requested these documents and when,
e Where the documents must be delivered to.
e Click the Documents have been Posted button;
o ng supplier will be informed by email that the documents have been postedto this
address.

34.15.3 Sign-Off Advertising

This option allows you to either approve or reject the proof that has been submitted by the
advertiser for your tender advertisement

Advertising Sign-Off

Code & State | Details

DEV061500 .Il:::lee?b Developer Administration
Released y -

Category Explosive materials

Advertising Proof Advertisement PDF File[3
Sign-off Proof ® Accept advertising proof
Reject advertising proof

Additional Information

B4 submit

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map Related Sites Contact Us

Select the blue ‘Advertisement PDF File’ to view the proof that has been submitted by the
advertiser. You can then either Accept or Reject the advertising proof, supply any additional
information to the advertiser in the Additional Information area and then submit your sign-
off by clicking the Submit button.

34.15.4 Advertising Has Changed

This task is generated if the advertiser makes further changes to your ad proof.

Select the blue ‘Advertisement PDF File’ to view the proof that has been submitted by the
advertiser.

The Reason for Changes to the ad proof will also be displayed Select the Signoff
Advertising button to approve the ad proof.

OFFICIAL

Page 71 of 106

> Government of South Australia

N Department of Treasury
and Finance




OFFICIAL

Advertising Sign-Off

Code & State

DEV061500
Released

Advertising Proof

Reason for Changes

Disclaimer Terms and Conditions

| Details

Privacy Statement

Title
Issued by Developer Administration
Category Explosive materials

Advertisement PDF File[®

This is the reason for changing your ad

Signoff Advertising

Copyright Site Map Related Sites Contact Us

35. Tender Activities

This is where tenders are managed. Tenders are grouped according to the state. The groups

are:
o Draft Tenders
o Tenders Pending Open
e Advanced Tender Notices
e Open Tenders
e Closed Tenders
e Tender Templates.
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Administration @

Perform all tender management and system management activities here.

Actions

Agency Admin @

.
Create Tender E Create Contract

Mail Log

Register New Supplier

-
Q Search Suppliers Q Eind or List Users
Lt

JIender Reports i Tender Audit Log

Alerts @

Tasks @
Escalated Tasks

There are no escalated tasks for you to attend to.

My Tasks

There are no tasks for you to attend to.

Tenders @

Draft Tenders (0)

Tenders Pending Open (0)
Advanced Tender Notices (0)
Open Tenders (0)

Closed Tenders (32) -

Tender Templates (0)
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36. Modifying Tenders

Once atender has been saved and released, and even when it is open, certain tender
information can be modified. Other than correcting errors and omissions, the most obvious
uses are updating documentation (questions and answers, etc) and to extend the closing date.

36.1 Tender Popup Menu

Depending on the state of a tender, the Administrator can perform various operations on the
tender. These operations are launched from the menu icon on the tender summary. To

display the menu, simply move the mouse over the menu = jcon, and then select the

desired activity.
The menu will include one or more of the following:

Edit this tender Opens the tender wizard loaded with the tender.

Issue documents Issue tender specification documents to suppliers who
collect in person.

Extend closing date Extends the closing date for one supplier.

Record hardcopy response Records hardcopy responses. This can be done at the
time that tenders are lodged, or after the physical tender
box is opened.

View tender responses Displays information about the responses to the tender.
Edit response summaries Captures key information about the tender responses

View spec doc recipients Displays all recipients of specification documents for the
tender, and the details of how they were acquired
(download, post, etc).

Mark as awarded Changes the state of the tender to ‘Awarded’.

Mark as not awarded Changes the state of the tender to ‘Not Awarded’.

Create contract from this Creates new contracts, using details from existing tender.

Tender

Display Tender Team Displayed the tender team that was present when the
tender box was opened.

Download Tender Downloads (and decrypts) the tender responses from the

responses server. Although this is part of the procedure of opening
the ETB, it can also be performed again after the initial
opening.

Create tender from this Create a new draft tender from this tender.

tender

Withdraw this Tender This option will remove the released tender from the
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'Pending for Open’ state and the ‘Current’ state and mark
the tender ‘Withdrawn’.

36.2 Updating Specification Documents

Specification documents are updated by going to the Administration Page where all tender
management activities are performed.

e Scroll down the page until you find the appropriate tender.

Open Tenders (1) v
Code & Details Date Category
State
A .
Issued by Developer Administration Railway and tramway machinery and equipment -
— Category 1: Railway and tramway machinery and equipment - closing 25%
Open 25% 22 Jan, Railway and tramway cars - 25%
Category 2: Railway and tramway cars - 25% 2019 Railroad support equipment and systems - 25%
Category 3: Railroad support equipment and systems - 25% Road and railroad construction materials - 25%
Category 4: Road and railroad construction materials - 25%

e Click the Action Menu icon.

Actions for PREMO0O5S0874

Edit Tender

Tender Summary Report
Tender Email Summary Report
Extend closing date

View tender responses

View spec doc recipients

View Results

Withdraw this tender

e Select the Edit Tender option.
e Select the Specification Documents tab.
e Use Drag and Drop or Manual Upload to add documents as required.

36.3 Update Notifications

Each time that tender information is changed, an email notification is sent out to ‘interested
parties’. The list of people will bethe combination of all people who have downloaded
specification documents for the tender, and the primary contact for selective respondent
companies (if no one from the selective company has yet downloaded documents).
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37. Extending the Closing Date

Once a tender is open, the closing date can be extended. Extensions can be for all
suppliers, in which case, the tender closing date is extended, or an extension can be granted
to a single supplier. On the closing date extension form, a record is shown of all previous
extensions granted. From to the Administration page:

e Scroll down the page until you find the appropriate tender.

e Click the Action Menu icon and select the Extend Closing Date option.

Actions for DEV0050846 Extend Closing Date for DEV0050846 g'm. k@
Edit Tender Code  DEVODS0846
Tender Summary Report S:: OR ISR
Tender Email Summary R Closnebals) BRI
Extend closing date Extensions

Record hardcopy respons

" [B) save Tender
View tender responses

View spec doc recipients
Online Forum
Create a new tender from

Withdraw this tender

Add a new extension
Extend for Q Select Business

Extend until~

Reason*

%) Add Extension

X Clear

When granting extensions, the list of possible companies is generated from all who have
received specification documents.

¢ Inthe Business Name field, select the appropriate supplier(s) or leave empty.

e Click the Date Picker = icon;

e Select a New Closing Date and Time.

e Enter the Reason for Extension.

e Click the Add Extension button.

e Click the Save Tender button.

e The Closing Date Extension confirmation screen is displayed.
e Select the Return to Administration button.

When a Supplier logs on to the site, although the tender will appear closed, the electronic
response < icon will appear, and the system will accept responses from suppliers who have
been granted an extension. Other suppliers and anyone who is not signed in will not see the
electronic response <% icon.
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38. lIssuing Tender Specification Documents

This page is used to record when tender documents are collected in-person by a supplier.
These details are captured so that the supplier will receive automated notifications of
updates and changes to the tender. From the Administration page:

e Scroll down the page until you find the appropriate tender.

e Click the Action Menu icon and select the Issue Documents option.

Actions for DEV0050844 Issue Tender Specification Documents

This page is used to record when tender documents are collected in-person by a supplier. These details are captur

Edit Tender

Tender Summary Report

TE'I"IdE‘I'Ema” Summaw R 54 Test Document (versico 1dsted 1 Mar, 2017)

Documents Avzilable by Downioad, Coflection, Mail, Fax

Extend closing date

Person Receiving Documents Please search and select a respondent person below

Issue Locati round Floor, State Administration Centre, ictoria Square, A
Record hardcopy respons e e |§ S e e
View tender responses T ——
ViE‘W Spec dOC recﬂlpients Search for Respondent Person
Online Forum e
Last Name
Create a new tender from Email Address
. . Business Name or ABN
Withdraw this tender

Search

e All specification documents for this tender are selected by default.
e Select the person collecting documents.

e Type in a partial name of the supplier and click Search.

e This will list of all members of the businesses that match.

e Click the Select button next to the supplier's name.

e Select the location where documents are being issued.

e Check with the respondent whether their details can be published.
e Click Issue Documents to submit the form.

e The confirmation screen appears.

e Select the Return to Administration button.
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39. Recording Hardcopy Responses

This page is used to record hardcopy responses that are delivered in person either by
courier or a representative of the respondent business. From the Administration page:
e Scroll down the page until you find the appropriate tender.

e Click the Action Menu icon and select the Record Hardcopy Response option.

Actions for DEV0050846 Record Hardcopy Response @ 1 X0
This page is used to record hardcopy lodgements. ¥

Edit Tender
Tender Summary Report fois it JlLDo Date | Category

Southern-Link Railroad Restoration &
Tender Email Summa y Re po rt Issued by Developer Administration

Category 1: Railway and tramway machinery and Railway and tramway machinery and equipment
E)(te nd ClOSi n date equipment - 25% closing -25%

& [o)ZnDOSO&% Category 2: Rallway and tramway cars - 25% 22Jan, Railway and tramway cars - 25% 2

Category 3: Railroad support equipment and systems - 2019 Railroad support equipment and systems - 25%

Record ha rdcopy responses 25% Road and rallroad construction materials - 25%
- Category 4: Road and railroad construction materials -
View tender responses 25%
View spec doc recipients
Physical Tender Box Level 1, 1 Hutt Street, ADELAIDE, SA, Australia, 5000
Online Forum Lo
. Respondent Person Qm
Create a new tender from this
Lodgement Date« B8
Withdraw this tender
Record Respanse

e Type in a partial name of the business and click Search.

e This will list of all members of the businesses that match.

e Click the Select button next to the supplier’'s name.

e The Physical Tender Box Location will be displayed.

e Select the Lodgement Date from the date picker.

e Select the Lodgement Time in hours and minutes.

e Click the Record Response button to submit the response.
e The confirmation screen appears.

e Select the Return to Administration button.

Responses must be recorded as having been made by a person. Inthe case that the tender
is delivered by a member of the business who is registered with SA Tenders and Contracts,
this page is used to capture their details as the person lodging the response.
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40. View Specification Recipients

This page displays all specification document recipients and contact details for all recipients
of this tender. When this page is viewed by the Agency Administrator, the list shows all
document recipients, irrespective of whether they gave permission to have their details
published.

Tender Specification Recipients @ ﬁ @

This page displays the specification document recipients for this tender.

Casessie et o —

Southern-Link Railroad Restoration &
Issued by Developer Administration

Category 1: Railway and tramway machinery and Railway and tramway machinery and
DEV00508 equipmentfzsv% closing eqL.JipmenthS%
Oneny Category 2: Railway and tramway cars - 25% 22 Jan, Railway and tramway cars - 25%
i Category 3: Railroad support equipment and systems - 2019 Railroad support equipment and systems - 25%
25% Road and railroad construction materials - 25%
Category 4: Road and railroad construction materials -
25%
Export to CSV file
Business Details ‘ Name ‘ Contact Details
Developer Administration Developer Administrator < Office: +61 (08) 8359 2332

B o—

post at 17 Jul, 2018 9:48 PM Developer Administrator Hardcopy Document
— R m— :
NS in visnin &, Phone: +61(08) 12345678
& e —
post at 24 Jul, 2018 2:20 PM — —— Hardcopy Document

In addition, the following information is also made available:
e The means by which the documents were obtained (download, fax, post, collection).

e The information presented here is pertinent to the means by which the documents
were obtained (e.g. person who issued documents, addresses sent to, fax number,
etc).

e The details of the date and time that the documents were issued.

To view the contact details of the person who has downloaded the tender documents, just
click on their name.

Viewing Details of Person 'John Smith'

First Name: John

Last Name: Smith

Email Address(es)

Phone N ‘s):OFFlcEZ (08) 81234568
FAX:(08) 81234567

Business: SA Government (View) (&

The following details are displayed:
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e First Name, Last Name, Position, Login, Email Address (es), Phone Number(s),
Role and Business (to view the Business detalils, click on the (View) link).

41. Download Tender Responses

Use this activity to open the tender box for the selected tender. The tender team must be
present to open the tender box, and you must be at the ETB PC in order to download
responses.

This function downloads (and decrypts) the tender responses from the server. Although this
is part of the procedure of opening the ETB, it can also be performed again after the initial
opening.

From the Administration page where all tender management activities are performed:

e Under Tasks, you will have an action to ‘open tender box’ or scroll down the page
until you find the appropriate tender.

e Click the Action Menu icon and select the View Tender Responses option.

Actions for DEV0050846 Open Tender Box for DEV028091 @

Use this activity to open the tender box for the selected tender. The tender team must be present to open the tender

Edit Tender
box, and you must be at the electronic tender box PC in order to download responses.
Tender Summary Report

Tender Email Summary Report

Code & Details Date Category
Extend closing date State
Record hardcopy responses AlolTest Tender's dosig

DEV028091  Issued by Developer Administration 9Jan Apparel and Luggage and Personal Care
View tender responses Closed Category Apparel and Luggage and Personal Care J Products

Products 4l

View spec doc recipients

Online Forum Please click on the button below to open the tender box for the above tender.
Create a new tender from this This will not close the task until you confirmed the tender team on the next page.
Withdraw this tender Open Tender Box

e Click the Open Tender Box button.
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42. The Tender Team

Tender team members need to be recorded as being present when the tender box is opened.
Tender team members can be any registered user of the system, of can be created on the
fly if not already registered with SA Tenders and Contracts.

Team members are likely to members of the agency that issued the tender and these people
are therefore displayed prominently for easy access. All other team members are located
using a nhame-based search.

Create Tender Team @

This page is used to record who was present at the openig of the tender box.

Code & Details ‘ Date Category
State
Alo Test Tender & osin
DEV028091 Issued by Developer Administration D g Apparel a
Closed Category Apparel and Luggage and Personal Care 2017' Products
Products
Selected Team Members

Note: Tender team must contain at least 2 valid members

Action ‘ Name

o Developer Administrator

Save tender team

Available

P Developer Administrator
P ———
P w—

Q Search Member

e Select Team Members present from Available list (at least 3).

e If people are not displayed then Search for Team Members using the search
function.

e Type in a partial name of the business and press Search.
e Select from the Team Members displayed or Create team Member.

e Click Save Tender Team.
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43. Downloading Tender Responses

The tender response download provides a simple and easy means to retrieve tender
responses.

Code & Date Category
State

1
DEV028091 Issued by DeveloperAdmmlstratlon ;j:“ng

Closed Category Apparel and Luggage and Personal Care 2017 Products
Products

Apparel and Luggage and Personal Care

Drop ETB key here...

X Upload ETB Key | W Clear | ¥ Use Manual Upload

Response Files

St m T ST
itrus/201651/test_response2.docx 09/01/2017 14:09 11426 Not Downloaded

< mm/201650/test_response.docx 09/01/2017 14:08 1 11426 Not Downloaded No

-“nD:-.‘, nload Responses Export to CSV file

e Upload the ETB key by either Drag and Drop or Manual Upload.
e Select the files to download.

o |If this is the first time that you are downloading responses, then all files willbe
selected.

e Select Download responses button. This will initiate the download sequence.

e Select the Return to Administration button.

Response Files

it rus/201651/test_response2.docx 09/01/2017 14:09 11426 Not Downloaded

v mm/201650/test_response.docx 0%9/01/2017 14:08 1 11426 Not Downloaded No

43.1 Download Responses

Confirm the download responses. By default, tender responses will download and you are
required to save to a folder Responses, where the system is assigned tender code for this
tender. If this folder does not exist, it will be created.

e Click the Choose Download Responses button.
e Select the folder where you want to store the responses.
e Select the files to download.

o |If this is the first time that you are downloading responses, then all files will be
selected.

e Select Download responses button. This will initiate the download sequence.
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o |[f the target folder does not exist, then you will be prompted to create the folder.

e Once created, each file is decrypted, decompressed and stored in the designated
location.

e Select the Return to Administration button.

Response Files

Select All | File Name | Response Date Rev. | SizeinBytes | status \ Late
v PSS Cleaning & Dental Test/218164/TestResponsel.docx 25/06/2018 15:47 X 11370 Not Downloaded No
v PSS Cleaning & Dental Test/218164/TestResponse2.xIsx 25/06/2018 15:47 1 10788 Not Downloaded No
v PSS Cleaning & Dental Test/218164/TestResponse3.txt 25/06/2018 15:47 1 85 Not Downloaded No
v PSS Cleaning & Dental Test/218164/TestResponsed.pptx 25/06/2018 15:47 b g 30468 Not Downloaded No
v PSS Cleaning & Dental Test/218164/TestResponseS5.zip 25/06/2018 15:47 1 39473 Not Downloaded No
v PSS Cleaning & Dental Test/218166/TestResponsel.docx 25/06/2018 15:49 3 11370 Not Downloaded No
v PSS Cleaning & Dental Test/218166/TestResponse2.xIsx 25/06/2018 15:49 3 10788 Not Downloaded No
v PSS Cleaning & Dental Test/218166/TestResponse3.txt 25/06/2018 15:49 3 85 Not Downloaded No
v PSS Cleaning & Dental Test/218166/TestResponsed.pptx 25/06/2018 15:49 3 30468 Not Downloaded No
v PSS Cleaning & Dental Test/218166/TestResponse5.zip 25/06/2018 15:49 3 39473 Not Downloaded No
&t Re Export to CSV file

43.2 Downloaded Response File Structure
A folder structure is created underneath the selected response folder for each company that
submitted a response, and the files for that response are place in that folder.

The files are deposited in exactly the same structure that they were on the suppliers PC
when they were originally uploaded. If the files were arranged in sub-folders when the
response was submitted, then they will appear the same way once downloaded.

43.3 View Responses

This page displays the final responses lodged by each respondent as well as the summary
details captured after the responses were evaluated.

Code & Date Category
State

I
DEV028091 Issued by DeveloperAdmmlstratlon ;j::‘ng Apparel and Luggage and Personal Care
Closed Category Apparel and Luggage and Personal Care 2017 Products
Products
The Tender box was opened at 1 Nov, 2018
Tender Team @
I ™ o P e
Developer Administrator Developer Administration
Val Star Developer Administration *
Export to CSV file
itrus
Lodged 9 Jan, 2017
Lodgement Method electronic response (receipt number: 201651)
N
Lodged by Office: +61 (08) 80808080
client@nodomain.com.au
mm
Lodged 9 Jan, 2017
Lodgement Method electronic response (receipt number: 201650)
————
—
LEEEEy Office: +61 (03) 0000
client@nodomain.com.au

Only those summary details, which have been entered, are displayed for each lodgement.
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If information is missing, it can be updated using the Edit response summaries tender
activity.

43.4 Edit Response Summaries

This page is used to capture summary details of each of the responses to this tender.

Edit Response Summaries @ ™ ©

This page is used to capture summary details of each of the responses to this tender.

Code & Details Date Category ‘
State i
S closin;
DEV028091 Issued by Developer Administration g Apparel and Luggage and Personal Care
9 Jan,
Closed Category Apparel and Luggage and Personal Care 2017 Products

Products

Save Response Summaries

Summary for electronic response from it r us (Receipt No: 201651, Submitted on 09/01/2017 2:09 PM)

Key Price Points

Summary of
Deliverables

Reason for
Information Exclusion

4

Suimmarv far electranic recsnance fram mm (Recsint Nn: 201450 Sithmitted an 019/01/2017 2-08 PM)

To capture response summaries, enter the required information for each response:
e Key Price Points
e Summary of Deliverables
e Reason for Information Exclusion
e Click the Record Response Summaries button.

e The Response Summaries Edited screen is displayed.

Response Summaries Edited @

This page is used to capture summary details of each of the responses to this tender.

@ View Response Summaries

Disclaimer Terms and Conditions Privacy Statement Copyright Site Map
Related Sites Contact Us
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Response summaries can be captured gradually, it is not required to enter all summaries in
one session. Each time that this page is accessed, the existing summary details already
entered will be displayed again for optional updating.
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44. Awarding Tenders

Tenders can be awarded in one of two ways. Firstly, using the Mark as awarded option in
the tender context menu or by creating a Contract from the tender.

Scroll down the page until you find the appropriate tender.

Click the Action Menu icon.

Actions far DEV0050846 Award Tender @

Edit Tender This section provides some instructions on how to submit a tender response

Tender Summary Report

Tender Email Summary Report Code& ‘ Details ‘ Date ’ Cat
. State
Extend closing date
Alo Test Tender & closii
Record hardcopy responses DEV028091  Issued by Developer Administration g App
Closed Category Apparel and Luggage and Personal Care 2w, Pro
View tender responses gk EESS 2017
Products
View spec doc recipients
Reason*
Online Forum
Create a new tender from this
Vi
Withdraw this tender P Award Tender

e Select the Mark as awarded option.
e Input reason for awarding tender.
e Select the Award Tender button.

The system will change the state of the tender to Awarded and therefore, suppliers will be
able to view this tender publicly but not respond to it or download the tender documents.

45. Not Awarding Tenders

This option is for Tenders, which have been cancelled and will not be awarded, or an
Expression of Interest, Request for Information, Registration of Interest, Industry Briefing or
Invitation that has closed but will not be let.

Tenders can be removed from the Closed Tenders section by using the Mark as not
awarded option in the tender context menu.

e Scroll down the page until you find the appropriate tender.
e Click the Action Menu icon.

e Select the Mark as not awarded option.

e Input reason for awarding tender.

e Select the Save Unawarded Details button.

The system will change the state of the tender to Not Awarded and therefore, suppliers will
be able to view this tender publicly but not respond to it or download the tender documents.
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46. The Supplier Marketplace

The supplier marketplace consists of three elements:
e Comprehensive supplier profiles

e Granular supplier search

¢ Reusable supplier lists
46.1 Supplier Profiles.

The supplier profile allows the suppliers to enter up to 200 data points about their
capabilities. Apart from the basic supplier information that is entered upon supplier
registration, supplier profile information is entered and maintained on the
www.consolidatedtenders.com site and is available to all buyers from al tenancies that use
the Consolidated Tenders Platform.

46.2 Supplier Search

A search request will respond with a listing of all users that match the specified filter criteria.
From the listing, you can modify the user's details, or log in as that user and perform
activities on their behalf.

Agency Admin @

Y
9 Create Forward Procurement Plan L. Create Tender Create Contract
i Mail Log Q | Marketplace - Search Suppliers | Q Find or List Users
L Tender Reports i Tender Audit Log g Marketplace - Supplier Lists

The search function accepts the following criteria:
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Business Name
ABN

First Name
Last Name

Email Address

~ Hide Advanced Criteria
v Show Social Procurement @
v Show Demographic Criteria @
v Show Profile Criteria @
~ Show Notification Criteria @
v Show Location Criteria @

v Show Admin Criteria @

QSearch C' Reset

Search for a Supplier @ ™ ©

Gavernment
SOUTH ¢ S Nottvatia

e Basic Information

e Business
Name
e ABN

e First Name

e Last Name

e Email Address

Page 88 of 106

A case-insensitive partial search based on business
name.

This will only return suppliers whose ABN fully matches
the ABN specified

A case-insensitive partial search based on a person’s
first name.

A case-insensitive partial search based on a person’s
last name.

This is a partial search. A user will be returned by the
search if any one of the user’'s email addresses
contains the specified string.
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~ Hide Social Procurement @

O CheckAll

[ Small and medium businesses (SME)
[ Regional/rural businesses

[ Female-owned businesses

[ People with disability

O Culturally and linguistically diversed

O Aboriginal and Torres Strait Islander

e Social This is an exact match search. A company will be
Procurement returned only if they match all the checked.

~ Hide Demographic Criteria @

Business Size Any v

Organisation Type Any v

e Demographics

e Business size = v|

Small (1 to 19)
Medium (20 to 199) ‘

Any ‘

Large (200 or more)

e Business Type | Any $

| Any

Commercial Australian Supplier
Commercial International Supplier
Government Organisation

Not for Profit Organisation

Public (Non-Business)

Researcher

OFFICIAL

Government of South Australia

Page 89 of 106

Department of Treasury
and Finance




OFFICIAL

~ Hide Profile Criteria @

Profile Section @ All O Accreditations O Assets O Awards O Capabilities O Overview O Insurances O Licences O Projects O Rate Card

Keywords

Min. Cybersecurity Low ~
Compliance
e Profile

e Profile Section A case-insensitive partial search based on supplier’s
& Keywords advanced profile. Keywords are used to find matches
within the nominated profile section(s).

If the user selects “All”, then the keyword will be
searched across all profile fields that contain text. If the
user select one of the profile categories, then the
keyword search will only apply to that category.

e Min This criterion is used when suppliers’ cybersecurity
Cybersecurity ~ compliance level is of importance.
Compliance
Low v

' Low |
Maoderate
High

e Low — suppliers with any cybersecurity score

e Moderate — suppliers with a cybersecurity score
greater than 36

e High — suppliers with a cybersecurity score
greater than 54

~ Hide Notification Criteria @

O Check All Categories

[ Apparel and Luggage and Personal Care Products

[ Building and Construction Machinery and Accessories

[ Building and Facility Construction and Maintenance Services

O Chemicals including Bio Chemicals and Gas Materials

O Cleaning Equipment and Supplies

[ Commercial and Military and Private Vehicles and their Accessories and Components
[ Defense and Law Enforcement and Security and Safety Equipment and Supplies

O Distribution and Conditioning Systems and Equipment and Components

e e Sty S s -y SR O

Saved Searches
Keywords
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e Notification Criteria

e Categories Returns suppliers that have any of the checked
categories matching their notification settings.

e Saved Search @ Returns suppliers that have any of the keywords
Keywords entered in their saved searches that are used for daily
new tender notifications.

~ Hide Location Criteria @

Postcode(s) e.g.1234,5678 "

Main Location ~ @All
OWithin South Australia

OOutside of South Australia

e Location

e Post code Returns suppliers who have an exact match on the
nominated postcode.

e Main Location @ Returns suppliers who have nominated their main
location as indicated.

~ Hide Admin Criteria @

Registration Date From ] To B - Select a preset - v Clear
e Administrative
e Registration Gives the user the ability to search for suppliers who
Date registered withing the specified range.

Multiple criteria can be specified. When specifying multiple criteria, the
search will require that the user's details match all the specified criteria,

as opposed to any of the criteria.
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46.3 Reusable Supplier Lists

Under the Market Place — Supplier Lists menu item buyers can create, maintain, share and
use lists supplier lists to invite suppliers to selective RFx. Clicking on the menu item will
display the screen shown below.

Market Place

Mylist @ Shared With Me

Local Earth Movers .. . .
Editing Supplier List - Local Earth Movers

=+ Create New

Local Earth Movers W Delete
IT Providers (MSP)

General

Code LEMV
Name* Local Earth Movers In
Visibility * Private v

Description Local earth movers. Small to medium, bobeat,
excavator and tipper.

Suppliers

Q, Add supplier

Aussie Earth Moving

Barossa civil and earthmoving

Knowles Earthmoving

Dunns Earthmoving

Broadway Earthworks

UNSPSC Categories
Q, Add UNSPSC Category

Bisave  XCancel

i Usage ﬂ Share

Details
Details
Details
Details

Details

The supplier lists have the following characteristics:

Page 92 of 106

They can be private lists for the specific user.

They can be agency lists accessible by any agency user
They can be shared with other agencies

Lists can be used as the source of supplier for selective RFx
Usage of lists as selective RFx supplier sources is tracked
Lists are searchable

Lists can have UNSPSC code associated with them.
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46.3.1 Creating a new list

To create a new list, click on the Create New button. Complete and save the details of the
form. To add suppliers to the list, click the Add Supplier button. The full advanced supplier
search capability is available to find the suppliers required. Once a supplier has been found,
click on the select button to add the supplier to the list.

Select Business

Business Name adver i
ABN

Business Legal
Name

Abbreviation
~ Hide Advanced Criteria
+ Show Demographic Criteria @
~ Show Profile Criteria @
v Show Notification Criteria @
~ Show Location Criteria @

~ Show Admin Criteria @

QSearch
Business Name ABN Business Legal Name
wr Supplier  KWP Advertising Pty Ltd 51130411139 KWP Advertising Pty Ltd
wr Supplier Zoo Advertising (Melbourne) Pty Ltd 89161886899 Zoo Advertising (Melbourne) Pty Ltd

46.3.2 Editing alist

Once created, the supplier list can be edited at any time. When adding or removing
suppliers, the change to the supplier list only occurs when the Save button is clicked.

46.3.3 Sharing alist

Once created, a supplier list can be shared with other agencies. To share a list click on the
Share button in the top right corner. Use the search function to find the agency you want to
share with and then select the agency to share with.

Sharing can be removed by clicking the cross icon to the right of the agency name.
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Sharing List: Local Earth Movers

Actions on this popup will take effect immediately.

Find Business to Share With

Q Search
Shared With

Barossa Regional Procurement Group

Gawler River Floodplain Management Authority

Adelaide Hills Region Waste Management Authority

Town of Gawler

Regional Development Australia - Adelaide Hills, Fleurieu & Kangaroo Island

‘Wakefield Regional Council

46.3.4 Searching for Lists

When you have a lot of lists, you can use the search capability to locate the list you want.
Start typing in the search box and the potential matches will show in the dropdown list below
the search box.

@ My List @ Shared With Me

‘ Locall

Local Earth Movers

Local Accounting Firms

L
L
L

IT Providers (MSP)

Local Accounting Firms

Ad Agencies SME

46.3.5 Using Lists

Refer to selective Sectoin 23 — Tender Page — Selective Respondents Tab.

Whenever a list is used for a selective tender, a record of its use is kept. To see where this
list has been used, click the Usage button in the top right and the usage of the list will be
displayed.
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Usages For "Local Earth Movers"

Developer Administrator from Used to nominate selective respondents for Tender

Developer Administration DEV099607 Provision of Electricity to Defence Sites 28 Nov202216:31
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47. Register New Supplier

When registering, a business is created with one member and one business office. Although
people interact with the SA Tenders and Contracts system, these people act on behalf of
their business. Business membership is used throughout the site, in the provision of
services.

Register New Supplier @
This page is used to register your business with SA Tenders & Contracts. You are urged to real
multiple registrations of the same business. If you have forgotten your password, rather retriy

Business Information

Business Name~
Legal Name~
ABN~

Address*

City*
State/Province*
Zip/Postcode

Country= Australia v
Products/Services @
O Chack All Categories

Apparel and Luggage and Personal Care Products

Building and Construction Machinery and Accessories

Building and Facility Construction and Maintenance Services

Chemicals including Bio Chemicals and Gas Materizls

Cleaning Equipment and Supplies

Commercial and Military and Private Vehicles and their Accessories and Components
Defense and Law Enforcement and Security 2nd Safety Equipment and Supplies

Distribution and Conditioning Systems and Equipment and Components

Famectie Annliancac and Sunnlice and Concmear Elactranie Deaducte
Contact Information

First Name=

Last Mame~
Pasition

User Name*

Email Address=

Phene Number PHONE ¥ | &

To register the new User:

o Enter the Name (the full trading name of the business), the ABN (the Australian
Business Number), Address including City, State / Province, Country and
Zip/Postal Code.

o Enter the Name and Position details of the person you are registering as the primary
contact for the business and provide a Username. Select a meaningful username
consisting of at least six characters (number or letters). This will be used each time
that you log in to the site.

o Enter an Email Address. The email address is used by the site to dispatch
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automated notifications and used to send registration confirmation, and details of how
to login to the site.

e Enter at least one Phone Number.
o Click the Register button.

A system-generated password will be emailed to the User, with a confirmation of the
registration. Once the User has logged in using the supplied password, they can change it to
a password of their choice.
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WORKING WITH CONTRACTS

48. Overview

This module covers the interactions that suppliers will have in regard to contracts awarded
by the Government of South Australia as required by the Treasurer's Instruction 27
'Disclosure of Government Contracts'.

The Contracts page displays contracts published here as the result of:
e Public or selective tenders previously published on this site.
e Procurement processes other than tendering (e.g. direct negotiation).

Also note that not all tenders that are published on this site and then awarded will appear as
contracts in this section.

49. Create Contract

Contracts can be created from scratch, or from an existing tender. When creating a contract
from an existing tender, some of the details of the tender are carried overto the contract, the
tender is linked to the contract, and the tender is flagged as being awarded.

Create Contract @

This page is used to create listings for newly awarded Government contracts to appear on the site. If the contract is the result of a tender;
® Deiis ®  Contractors ®  Contract Documents @®  Varistions
B save Contract

Details

Contract Code~

Public Authority Deparimant for Watar

Title~ Ssvigi oF tna Costs Szsssiaies wis Manag g ts Svar Marsy Waes in S Als
Description= D B = - | o R e =
o
ng the Rive in South Australia, New South Wales and Victoria. This stu
| compare chargin ach jurisdiction and identify the & t
of different regulatory arrangements
Assodiated with Tender Sz of the Costs Azzocisted with Manazing the Sver Murrsy Water in South Austraia, New South Wales and Victzriz [DWLBC002253
Procurement Method @ - o
Procurement Method @~ v

Contract Cost {$)~

1§

Execution Date~

Starting Date~

This page is used to create listings for newly awarded Government contracts to appear on
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the site. If the contract is the result of a tender, then create the contract from the closed

tender.

49.1 Information to be Disclosed

The information to be disclosed about each Eligible contract is:

Contract title,

Full details of the contractor including name, address, phone number and contact
officer,

Name of the public authority,

Date of the contract’s execution,

Start date and completion date of the contract,

Goods, services or subject matter of the contract,

Total value of the contract,

Procurement process used to select the contractor,

Contract identification number,

Summary information relating to any variations over the term of the contract,
Reasons for non-disclosure of part or all of the contract (if applicable),

Contact details for the public authority’s Accredited Freedom of Information Officer.

49.2 Contract Officer Selection

The Contract Officer is a member of your Agency and will be displayed in this section along
with other Administrators and Contacts from your Agency.

49.3 Contract Officer Search

If the Contract Officer is not displayed in the above list then you can search the system for
this person. The methods to select the Contract Officer:
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Contract Officer

Contract Officer Contract Officer

0 Search For Contract Officer

Action Person

r Meredyth Taylor (Principal Project Manager)

Or Kathryn Powell

lﬁ? Minas Frangoulis (Freedom of Information Officer)
Other Contacts

© Add Other Contact

Save Contract

Search For Contract Search function to locate by a Contract Officer.
Officer
Add Choose from search results and add choice to list of

Agency members by selecting the L button.

Other Contacts Click on the Add Other Contact icon to register a
new person to an existing agency if the person does
not exist in the system.

49.4 Name of Contractor

Respondent Contractors

This displays the names of the suppliers who have responded to the tender. If one or more
of these suppliers has been awarded the contract, just tick the check box next to their name.

Selected Additional Contractors
Alternatively, you can select any other supplier to be listed as the contractor.

49.5 Contractor Search

The methods to select Suppliers:

e Add Respondent — This feature is used to search for and add businesses that are
already registered in the SA Tenders and Contracts system. Use either the Business
Name, Legal Name, ABN or Abbreviation to search for a business or just select
search without typing anything in to return a search of all registered businesses then

select the company you wish to add by using the l:}' button.
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Search for Supplier

Business Name Business Mame
ABN ABN

Business Legal Business Legal Name
Name

Abbreviation Abbreviation

Search

Action Business Name Business L
Name

Supplier #SupplierBusinessName 1234

1

Once a supplier business has been chosen, use the button to show all available

contacts within the chosen business and select the desired contact by clicking the Ifr'_"
button.

#FirstName1l #LastName1l —
—
hmoore@mortonblacketer.com.au

#FirstName1 #LastMName1 <hmoore@mortonblacketer.com.au=
2 2 <hmoore@mortonblacketer.com.au=

3 3 <email@email.com.co.uk>

4 4 <email@email.co.uk>

5 5 <email@email.com.uk>

& 6 <email@emall.co.uk>

7 7 <email@email.co.uk>

8 8 <hmoore@mortonblacketer.com.au>

85506805

9 9 <9@email.co.uk>

e Add Unregistered Supplier — This feature is used to add a business that has not
been registered to the SA Tenders and Contracts system. After selecting the Add
Unregistered Supplier button, fill out the form with the businesses details and click
Done.
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Manage Unregistered Supplier

Business Information
MName =

ABMN AB

Address

Address Line 1+ Address Line

Address Line 2 Address Line 2

City =
State/Province = SA
Countw = Australia

Zip/Postcode = Zip/Postcode

Phone Number
Type FAX -
Country 5
Area =
MNumber lumber

Done

Close
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49.6 Timing
Disclosure must occur within 60 days of the contract being executed. The information should
remain on the website for the term of the contract or twelve months, whichever is longer.

To create a contract, fill in the details as required, then click the Next Page button to upload
contract document (or specify reasons for omission).

Create Contract @
This page is used to create listings for newly awarded Government contracts toj
@  Details ®  Contractors @®  Contract Documents @ Veristions
[B) Save Contract
CscionName v Upeadoate | Sieinres st |
Mo uploads yet
.‘!,J: oad ﬂ[es' = Use Manual Uglozd
[B) Save Contract

49.7 Editing Contract - Attached Documents

This page allows you to upload the contract and any other document corresponding to the
contract. The entire contract must be uploaded in PDF format.

Additional Access

In cases where parts of the contract are not available electronically, these parts of the
contract can be disclosed separately on request. Members of the public wishing to review
the contract in its entirety should make a formal application under the Freedom of
Information Act 1991.
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Edit Contract @

This page is used to create listings for newly awarded Government contract

then rather create the contract from the closed tender.

®  Details @® Contractors ®  Contract Documents ®  Variations
Save Contract

rciontone v g
No uploads yet

Drop fi

_fn Upload m Clear = Use Manual Upload

Save Contract

50. Statistical Reports

This page displays statistics about tenders that have been issued by your Agency and
opened during a specific date range.

Tender Reports @ ™ ©
SR SOUTH ¢SSt Wastrsia
Report Type Tender Statistics Report v
Agency Any v
Opening Date From = To = v Clear

Category tart ng f t te Q

Q View Report C' Reset

Export to CSV file @ Export to XLSX file

No result:

The following details are accumulated for tenders that fall in the specified date range:
Selective Counts selective tenders.

Electronic Documents Counts tenders that had electronic specification
documents available.

Electronic Tender Box Counts tenders that accepted electronic responses.

Document Requests (excl. Counts the total number of documents requests,

downloads) excluding electronic downloads. In other words, this
counts the number of documents issued by in-person
pickup and by postal or fax delivery.
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Document Downloads Counts the number of times that documents were
downloaded electronically.

Total Responses Counts the total number of responses to this tender.
Electronic Responses Counts the number of electronic responses to this
tender.
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Site Management

SA Tenders and Contracts site is centrally managed by e-Procurement Systems Support,
Engagement and Change, Shared Services SA, Department of the Premier and Cabinet but
specific tender information is managed by the individual agency responsible for the tender
opportunity.

Role of e-Procurement Systems Support

The e-Procurement Systems Support is responsible for the development and management
of the SA Tenders and Contracts website on behalf of the South Australian Government and
other Public Sector agencies.

Tender information on the website is managed by the individual agency responsible for the
bidding opportunity.

e-Procurement Systems Support has a primary focus on new and significant corporate
Departmental programs and projects, which include identifying, initiating and managing the
development of business projects that have a Departmental-wide focus or impact and in
some circumstances have a government-wide focus. e-Procurement Systems Support also
engage in monitoring and reporting on the progress of Departmental business projects.

For further information contact:
Business Systems Service Desk
Shared Services SA

Department of Treasury and Finance

Ph: 08 8462 1401

Email: satendersandcontracts@sa.gov.au
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