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Introduction

 This manual is provided to assist all potential HMGOG Supplier Network
users in providing a response to a tender.

* You will need to register with HMGOG’s Supplier Network in order to view
and submit a tender.

* No responses can be submitted after the closing date and time.

* Aresponse may take some time to submit therefore the recommendation to
tenderers is to allow yourself ample time to make a response.
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Why HMGOG Supplier Network

* The HMGOG Supplier Network is very easy to use.

* You can self register, maintain your own data and download documents.
 Submit tender responses electronically 24 hours a day, 7 days a week.

* Tenders lodged electronically do not incur postage or courier costs

* You receive automatic confirmation that your response has been received.

* You can search the database for awarded contracts as a means of
identifying potential business leads.

* You can manage your own details removing time consuming and expensive
processes.
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Getting Started

* No special equipment or software is needed - just internet access.

* The Network works best on the following web browsers:
o Microsoft Internet Explorer 10 and 11 (in compatibility mode)
o Google Chrome
o Firefox
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| HAVE NOT BEEN INVITED

PROCUREMENT eSERVICE

You must make sure that you are registered
on the Supplier Network to be able to
respond to a Tender opportunity. If you
haven’t already done so; please use this
guide, available on our website
WWW.procurement.gov.qi, for instructions on
how to do so.

= HM Government of Gibraltar

Supplier Self Registration
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http://www.procurement.gov.gi/images/EService_Guides/7.Supplier_Guide_Self_Registration.pdf
http://www.procurement.gov.gi/images/EService_Guides/7.Supplier_Guide_Self_Registration.pdf
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Click on “View Opportunities” to see all Public

Supplier Network Sign Up? Opportunities without the need to sign in.

Usemame (usually your email address}
r % Don't have an account? Register

Q Opportunities

Have you been invited?

Sign In ess Code Go
Opportunities
FAQs | Cookie Policy | Privacy Policy | Legal | Help | Contact Us Noti'ﬁcations 1
Customer Auctions Contracts
Once you sign in, Click on Requests 0 2

“Opportunities”.
PP @ 16 4

&
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| HAVE NOT BEEN INVITED (3)

You can search for the opportunity by
typing in a keyword and clicking
“Search”.

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Search by customer reference, title or customer name... v Filters
All the , , . e
Reference Customer Name Title Type Closing Date Time Remaining Show Me
available o
L. eREQ1000007 H.M Government of Gibraltar Tender for Airport baggage and scanning system Advertised 16/10/2017 00:00 1 month 3 days
opportunities
are I isted EQ1000019 H.M Government of Gibraltar Supply of Office Furniture and Equipment Private 17/10/2017 00:00 1 month 4 days o
h e re . eREQ1000025 H.M Government of Gibraltar Supply of Office Furniture & Equipment Advertised 25/10/2017 00:00 1 month 12 days o
eREQ1000011 H.M Government of Gibraltar Tender for the Supply of General Construction Materials Agdvertised 25/10/2017 00:00 1 month 12 days
Note:
Th IS IS a eREQ1000028 H.M Government of Gibraltar Supply of Office Furniture Advertised 25/10/2017 00:00 1 month 12 days
Scree nShOt eREQ1000030 H.M Government of Gibraltar Supply of Office Furniture Advertis If you are IntereSted CIICk On the
13 ”
from a test relevant “Show Me” arrow to access
. eREQ1000041 H.M Government of Gibraltar Tender for the Supply of Office Furniture 2 "The Sequel” Advertis .
site. the opportunity
eREQ1000023 H.M Government of Gibraltar Road Traffic Signs V2 Advertised 01/11/2017 00:00 1 month 18 days 0

@ tnnor o

12



@ PROCUREMENT eSERVICE

M Government of Gibraltar

| HAVE NOT BEEN INVITED (4)

eREQ1000011 H.M Government of Gibraltar

Opportunity | eREQ1000011

Description

Tender for the Supply of Genera

Contract Start Date
17 August 2017

Contract End Date
18 September 2017

Tender fof

You will be able to view a summary of
the detalls Of the Opportunlty 25/10/2017 00:00 1 month 12 days o

N\

«" Register Interest

Delivery Address
Unit 93

New Harbours

Rosia Road C||Ck “Register IntereSt”
Gibraltar
Gibraltar
GX111AA
GIBRALTAR

Purchasing Contact
Dabian Parody
0035020051631

A notification will be

show that your interest has
been registered

displayed on screen briefly to
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| HAVE NOT BEEN INVITED (5)

Test Supplierl
Test Supplier 1

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Search by customer reference, title or customer name...

Reference Customer Name Title Type Closing Date Time Remaining Show Me
eREQ1000014 H.M Government of Gibraltar Supply of Office Furniture and Equipment Private 16/10/2017 00:00 1 month 3 days o
eREQ1000007 H.M Government of Gibraltar Tender for Airport baggage and scanning system Advertised 16/10/2017 00:00 1 month 3 days o
eREQ100001% H.M Government of Gibraltar Supply of Office Furniture and Equipment Private 17/10/2017 00:00 1 month 4 days o
eREQ1000026 H.M Government of Gibraltar Supply of Office Furniture & Equipment Private 25/10/2017 00:00 1 month 12 days
eREQ1000011 H.M Government of Gibraltar Tender for the Supply of General Construction Materials Private
. 13 ”

eREQ1000028 H.M Government of Gibraltar Supply of Office Furniture Advertij CIICk On the relevant ShOW Me arrOW

to access the opportunity.
eREQ1000030 H.M Government of Gibraltar Supply of Office Furniture Adverti|
eREQ1000041 H.M Government of Gibraltar Tender for the Supply of Office Furniture 2 "The Sequel” Advertised 01/11/2017 00:00 1 month 18 days o

Now Proceed to Section: How to Provide a Response - Page 20
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| have been invited

(I received an email directly
about this opportunity)
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Email Notification

From: noreplyuat@gibraltar. gov.gi

Tox

Cc

Subject: Motification of new tender opportunity

T0 4 1 oG KL F oo B0 @ o0 0 411 12 1 c1F 1 14 1+ 15
1 1 1 1 1 1 1 1 1 1

Dear Supplier User,

Your organisation has been invited to take part in the following tender process:

Request Number: eREQ1000032 J _
Request Title: Supply of Take note of the Opportunity (e.g. Number
and Title.
To view and respond to the Request:
1. Login at https:’hmgogsupplier gibraltar gov_gi/ _
2. Go to 'Opportunities/Eequest from Buvers' and open the Click on the link in the email or copy

the address into your web browser.

This is a svstem-generated message. Please do not replv.

16
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Sign into the Supplier Network

1. Enter your user name proqctls

Supplie twork Sign Up?
Username (usually your email address)

( x Don't have an account? Register
Password

(73]
2
5=

c

S
g

Q

Q

o
O

2. Enter your password

FAQ: Cookie Policy | Privacy Policy | Legal | Help | Contact Us

17



Opportunities

Notifications

10

<0

Customer
Relationships

1

Click on “Opportunities”.

Opportunities

Customer
Requests

o 116

P,

1 Orders

Auctions

0

Contracts

2

18



EMENT eSERVICE

rernment of Gibraltar

ind Opportunity

You can search for the opportunity by
typing in a keyword and clicking
“Search”.

Your Opportunities

From here you can review the requests that have been sent to you by customers and create responses.

Search by customer reference, title or customer name... v Filters
All the , , . e
Reference Customer Name Title Type Closing Date Time Remaining Show Me
available o
L. eREQ1000007 H.M Government of Gibraltar Tender for Airport baggage and scanning system Advertised 16/10/2017 00:00 1 month 3 days
opportunities
are I isted EQ1000019 H.M Government of Gibraltar Supply of Office Furniture and Equipment Private 17/10/2017 00:00 1 month 4 days o
h e re . eREQ1000025 H.M Government of Gibraltar Supply of Office Furniture & Equipment Advertised 25/10/2017 00:00 1 month 12 days o
eREQ1000011 H.M Government of Gibraltar Tender for the Supply of General Construction Materials Agdvertised 25/10/2017 00:00 1 month 12 days
Note:
Th IS IS a eREQ1000028 H.M Government of Gibraltar Supply of Office Furniture Advertised 25/10/2017 00:00 1 month 12 days
Scree nShOt eREQ1000030 H.M Government of Gibraltar Supply of Office Furniture Advertis If you are IntereSted CIICk On the
13 ”
from a test relevant “Show Me” arrow to access
. eREQ1000041 H.M Government of Gibraltar Tender for the Supply of Office Furniture 2 "The Sequel” Advertis .
site. the opportunity
eREQ1000023 H.M Government of Gibraltar Road Traffic Signs V2 Advertised 01/11/2017 00:00 1 month 18 days 0

@ tnnor o
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‘ Questions ‘ Attachments )

#\ Request Documents (2)

Please ensure you read all documents before responding to opportunity request.

Mame T

nstructions to Tenderers Generic Documents

Contract Terms Generic Dotuments
™ About You

#\ Request Overview

Open this section to access

Your Response | eRESP1000095 important documentation relevant to
this opportunity. Please download
o ey can et your responss by completingthe various stems within the wizard below,ar acess i wsne e spione | QN €A these documents before
starting your response.

Request | eREQ1000028 This section provides further

Customer Name summary information relevant to this
H.M Government of Gibraltar .
opportunity.

Title
Supphy of Office Furniture

Description Delivery Date
Supply of Office Furniture 20 December 2017
Closing Date Delivery Address
25 October 2017 @ 00:00:00 2046/210

Main Strest

Purchasing Contact E_rfl:f*

Download

& &

re deadline?

21
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Your Response | eRESP1000095 Test Supplierl +

Test Supplier 1

From here you can edit your response by completing the various steps within the wizar ThlS §eCt|0n aIIOWS yOU tO enter a
) . . § greeting or cover letter. None of the
Lots Attachments | & information provided in this section
) will be used for Evaluation purposes.

™\ /.

#\ About You \/

Cover letter only. Any information provided here will not be used for evaluation purposes.

( General

Questions

e

b

W Request Documents (2)

#\ Request Overview

22
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Th e I_Ots Tab Note you are automatically
“Opted In” for all Lots.

Tenderers must submit

You may have to select LOTs prices for all |tems in a_Iot to
(Categories of what you provide). If be able to submit a valid
Your Responsq | OTs are not presented then they are response. If you are not
ool not included in this tender. interested in a Lot you will
I _ - have to un-tick this box.
( | Genera ‘ [ Attachments )
Timber | Timber
R Pal ber m (] w] Un: E ga_ca_az'.e: Quan pplyin: GEP ree lszu.
Dreals: Red Pine 225mm x 75mm (Approx x 545 metres long) ..More  Each 00 : 1 1 0.00
#2 7348 Plywood to BS 1455 8"x 4" x 3" -.Maore | Each 0.00 : 1 al Q.00
Plywood to BS 14535 8" x4 %" -.More | Each 0.00 : 1 1 Q.00
1-7of 7 ltems
Dooj ames | Doors and Door frames Opt-in?
U Unit Price (GEP) ':3;;_5:-_&: Quantity Supplying Value (GEP] Free Issue?
There may be more Items In I w138 ..More | Each 0.00 : 1 1 0.00

subsequent pages.

[33735mmi (int 33") _.More | Each 0.00 . 1 al 000

“Free Issue” means the item will be
provided at NO cost.
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Your Response | eRESP1000129

R
ere you can edit your respo pleting the various steps within the

( | Genera | Questions Attachments )

Timber | Timber

R Pal ber m (¥la}

1. Click More... to view details of
each item. A specification
document is also provided as
part of the Request Documents
(General Tab

2. Enter the Unit Price of the item
being offered.

Opt-in?

Quiantity Supplying Walue (GEF) Fres Issue?

10.00 - | |1 1 10,00

/\

Note: The Value field is
automatically updated once
you enter the Unit Price in
accordance with the
Quantities stated.

24
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The Questions Tab

1. Please expand each
guestion section.

Note: The first section
will set out the
evaluation criteria and
relative weighting for
each criterion.

g E‘"‘;:e! Your Response | eRESP1000129

£
A Y M Messages & Validate jj # Save Draft

From here you can edit your response by completing the various steps within the wizard below, or process it using the aptions above.

€ | Genera H Lots ‘m Attachments | @

0 Please complete the following questionnaire from H.M Government of Gibraltar. Your answers will be automatically saved every five minutes. You

Click or touch the headings to expand each section. You must fill in all questions with a * next to them.

#% 1:Schedule 2-Evaluation Process (3 questions)

Tender submissions will be evaluated by a panel comprising of at least three Senior Public Officers. Tender submissions will be evaluated on the basis of
are listed in order of descending importance:

1.01  Price:80%
1.02  Environment 1038
1,03 Warehouse and Storage Faciites (105 2. Provide a response to all questions. Note that all
answers provided are used to evaluate the tender.

#\ 2:Compliance (5 questions)

All Timber Products must be certified as per EU timber Regulations | cts have been legally harvested. Certification schemes in

2.01 Please select a response from the drop-down list to confirm whether all timber products are certified as per EU Timber Regulations (EUTR) as being legally ha

origin.

Please Select

v
\\Ihis aquestion is vt available because of your answer to @ 2.0l

25
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The Attachments Tab

o]

g E‘;{tf Your Response | eRESP1000129

3 P Messages @ (¥ Validate | B2 Save Draft

o

om nerey an edi by esponse 0y efi e various steps withi 2 Wi O DEIOWY, OCEsS | :-.: I ptions
From here you can edit your response by completing the various steps within the wizard below, or process it using the options

' g Yl Y
( Genera Lots Questions Attachments >
h Y L

1. Select the appropritae category of document to
be uploaded.If the type is not on the list select
General Document as the Attachment Type

to your response. Select an attachment type, add or drag and drop a

Your Files 2. Click here to upload the document (P.T.O. to the

R —— next page of this guide for further instructions).

Select a type..
Select a type...
General Document

Healith & Safety Policy @ Attach files...

3. Alternatively, you can also drag and drop the file to
upload it.

26
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Continued from step 2 in the previous page.

This step/page is only relevant where the drag and drop function has NOT been used.

(=) Choose File to Upload

Crganize « MNew folder
=il Recent Places v Mame Date modified

o @ Specs.doox 21,/06/2017 14:20 Microsoft Wor
o Libraries

| Documents
@' Music
k= Pictures

E Videos

1. Choose your file from your PC and click
M Computer 3 Open

& Local Disk ()
o+ prcs (gibfilel)

ﬁ_-l Metwork

v | 4

File name: Specs.docx - |Al s (%)

[ Open |vl | Cancel

27
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The Attachments Tab (2)

Attachment Type

General Document

Attach files... The file(s) ready to be uploaded are
listed here. 3
d

el

1. Click here to upload the file(s).

W
[51)
=1
]
s]
1]

.
®
)
=
0

ar  Test DOC.docx

® Upload files

The file(s) will be briefly highlighted in green to indicate a successful

% upload and then it will be listed below.
ar  Test DOC.docx

Uploaded Files

MName Type Download Remowve

Generic Documents @ x
-

28
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T Sending and Receiving
Messages
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1. Click Messages at the
top of your screen.

000129

(% Validate § P2 Save Draft

There are currently no messages between you and the customer. Please enter a subject and text below to send a new message.

Subject _J

Query about Specifications
Text ——— 2. Enter a subject and
Hi, message details.
P
| have noticed what | think is a discrepancy \

@ Attachfiles.. Ordraganddrop files here

3. You can add a document to your query
M here.

4. Click Send Button to send
the message

30
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Note: Click here to go back to the your response

Your Messages | eRESP1000129

Note: Click here to add a new
dialogue (i.e. a new subject)

'ou can reply to existing messages using the 'Reply to' field b

Messages Query about Specifications

L‘;{ Query about Specifications

N

1. Your message has been added
as a dialogue.

Test Supplier

Note: Dialogues initiated by

3. You can continue a dialogue
by adding a reply/message
here.

15 September 2017 @ 16:33:40
Test Supplier, Test Supplier

Hi,

| have noticed what | think is a discrepamn

Reply to

HMGOG will also be shown here%

<

2. Your message and
the responses from
HMGOG related to
each dialogue will be
shown here.

Cy
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Receiving Messages

1.You will receive an email to
advise you of a message from

HMGOG.

Fram: noreplyuat@gibraltar. gov.gi

To:

Cc

Subject: Mew Message from H.M Governmen

E-.-;-|-g-|-3-|-:-|- 91 P31l 120 13000 1401 215 1 Vo 1F o 180 19 0 o2 1 221 1 2221 02

Dear Supplier User, )
2. Do not reply to emails as messages are

Reference Opportunity: eRY Sent from unmonitored accounts.

You have a new Dialogue message from H. M Govemment of Gibraltar

Subject: Querv about Specifications
Message: Test Supplier, Please see para 2.1 of the Instructions to Tender document.

To respond to the Message:

1. Login at https:/‘hmeogsupplier sibraltar sov_gi/Opoortunities, 3. Take Note of the details shown in
2. If the correct Request doesn't open automaticallv then go to "Opport the email.  equest
3. Click the 'Messages' button above the Request.

Log in to view and respond if

This is a system-generated message. Please do not reply. .
required.
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1.Click Notifications.

Notifications

10

<0

Customer Customer Auctions Contracts
Relationships Requests 0 2

1 o 16 g
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Open Notification

1.View
Notification

2. Click Show Me.

Your Notifications

From here you can view your notifications and take action if needed.

Customer Motification Raized On Show Me
H.M Government of Gibraltar The closing date for 'eREQ1000084" tender has changed 16/09/2017 17:18:19 o
H.M Government of Gibraltar The closing date for 'eREQ 1000083 tender has changed 16/09/2017 16:28:21 o
H.M Government of Gibraltar The closing date for 'eREQ1000081" tender has changed 15/09/2017 17:14:34 o
H.M Government of Gibraltar The closing date for 'eREQ1000080" tender has changed 15/09/2017 16:38:04 o

34
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iew Notification

Your Notifications

From here you can view your notifications and take action if needed.

Customer Notification

H.M Government of Gibraltar The closing date for 'eREQ1000084' tender has changed

The closing date for 'eREQ1000084' tender has changed

Please note that the Closing Date for the following Tender has changed:

Request Number: eREQ1000084
Request Name: Supply of Timber and Timber Products
New Closing Date: 16/09/2017 17:18

H.M Government of Gibraltar The closing date for 'eREQ1000083' tender has changed

H.M Government of Gibraltar The closing date for 'eREQ1000081"' tender has changed

1.Click View

Me.

2. Click Show

Test Supplierl .
Test Supplier 1

Show Me

15/09/2017 17:14:34

16/09/2017 16:28:21 o

35



PROCUREMENT eSERVICE

HM Government of Gibraltar

1.Click
Messages

View Message Thread

Your Response | eRESP 1002

& validate "3 Save Draft + Submit

From here you can edit your response by completing the various steps within the wizard below, or process it using the options above.

( Lots Questions Attachments ‘ )
2. View a

% Your Messages | eRESP1000129 message

Wge

From here you can view all messagss you currently have with the customer. You can reply to existing messages using the ‘Reply to' field below, ar g

M

e

L Messages

N =iz (4
"Jr;f LA

Fr

W messzage by clicking the '~ Massage' butt

Messages Query about dates
ﬁ Query about dates 15 September 2017 @ 16:39:56
Frank Stein, Mary Shelley
Frank Stcin
i Query about Specifications Whatis the dlasing date.
Frank Stcin
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T Submit Tender Response

37



"UREMENT eSERVICE

ment of Gibraltar

Validate/Submit Response

1.Click Validate, if
successful a green
message box will appear

top right hand of screen.
mp g O OK, response is valid!

the options above.

Your Response | eRESP1000129

From here you can edit your response by completing the various steps within the wizard below, or process it u
message box will appear

( {General {Lots { Attachments )
top right hand of screen. @ OK, response

Your Opportunities
'eRESP1000129"

submitted!

@ validate

2.Click Submit , if
successful a green

From here you can review the requests that have been sent to you by customers and create responses.

Type Closing Date Time Remaining Show Me

Search by customer reference, title or customer name...

Reference Customer Name Title

eREQ1000073 H.M Government of Gibraltar Supply of Timber and Timber Products Private 10/11/2017 00:00 1 month 23 days o
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JE Await a decision from

HMGOG
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Submission Confirmation

1. You will receive an email
confirming that your response
has been submitted.

The Buyer has received vour Response to this Opportunity. Please make a note of the Response Number for vour records:

Buyer's Request Number: eREQ1000084
Your Response Number: eRESP1000154
Date Submitted: 16/09/2017 17:19
Submitted By: Test Supplier]
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