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Part One - Introduction

This Step-By-Step Guide is provided to guide companies in using the In-tend electronic
government procurement (e-GP) system. The system is being used by numerous countries
across the Asia Pacific. This therefore provides an unrivalled opportunity for accessing bid
opportunities for free from across the region. Please be aware that this means that each
organisation in each country may be managing the processes in different ways, so precise
configuration of each tender may vary.

Another user guide is provided to guide companies through the registration process onto the
website.

After registering on the website, you will be able to maintain company information, return
tender submissions and maintain company documentation in a secure area via the internet.

This guide is divided into the below parts:
Part One - Introduction

Part Two - Managing Company Details
Part Three - Finding Tender Opportunities
Part Four — Submitting a Bid

Part Five — Revising a Bid

Part Six — Questions and Correspondence

Part Seven - Tender History

If you require any additional information or help, please contact the In-tend Support Desk.

In-tend Support
Tel: +44 114 407 0065
Email: support@in-tend.co.uk
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Part Two - Managing Company Details

After registration, any company information can subsequently be modified when logged in to
the website, through the Company Details section on the top menu bar. From here any
company information, contact details, company documents and business classifications can
be modified.

[ Company Details
U Detils h nal Inforim I‘h m "_ih. |
U R comvany | Banking | insurance | oter | Accreditation | Summary | |

Company Hame : In-Tend Suppart Test Company

Address Line 1: 1Wood Lane

Address Line 2 :

TowniCity : Derby

County/State :

FPostcode/Zip : DE3 1KL

Country: United Kingdom L
Telephone : 0135241874

Fao :

Website :

Company e-Mail :
Publish e-Mail : slsa@in-tend.co.uk

Health and Safety e-Mail :

Key:| Mandatory

L

Please note that it is important that company details are kept up to date, particularly contact
email addresses — email addresses must be correct in order to receive email notifications of
ongoing tender participation and alerts of new tender opportunities.
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Part Three - Finding Tender Opportunities

To access tender opportunities, hover over the Tenders section at the top menu bar and
then click on Current. This will present a full list of current tender opportunities that are
publicly available from any countries using the e-GP system.

A Asia Pacific
" Public Electronic Procurement Network

Cugrent
Fortooming |- NEED TO MAKE SURE YOU RECEIVE OUR EMAIL NOTIFICATIONS. TO ENSURE OUR EMAILS REACH
: EMAIL DOMAIN @1N-TENDORG R.CO.UKTO YOUR SAFE
FILTER SETTINGS. THANK YOU

‘ ADB Procurement Network Electronic Government Procurement (e-GP) System

From this web site you can

+ Viewa list of tendersicontractsicuotations.
« Miew informafion on contracts that have already been awarded
+ Express interest in a particular tender or quotation

+ Receive tender and/or quetation docmentation,

+ Safely retum your tender or quotation documents.

« Send and receive correspondence.

Howdo | get started?

+ To browse the list of tenders and quotations select the Tenders option. ffyou are interested in any of those listed, click the ViewDetails
buton for further information and to express your interest

+ To gain full access to this web site you must register your company/ organisation using the Register option

« Whenyour registration has heen accepted, you will receive an email containing your Login Information

- Once you have received your Login Information, or if you are already a registered user, select the Login optian

For more information on using the web site select the Help option.

ADB Asia Pacific Network

+ Forfurther information on ADB Asia Pacific Procurement Network procurement policies and initiatives please click on the following link.

UserID: NIA

User: Guest

Copyright @ 2016 In-Tend Limited. All Rights Reserved. Version: 03.09.09.00

Date: 07/10/2016

Company: WA Server: SUPWEBL

To access the details of any tender that might be of interest, click View Details.

[ Tenders
[searcn ] [ Lh- Full Tender process for Cleaning Services Date d can be req 1 unti: |
. 19 October 2016
E(::I:z::‘rtnlng Title LM- Full Tender process for Cleaning Services i
gy\::a\;d;ﬁ_ Description We require Cleaning SErvices.................
. Contract Start 19 Movember 2016
(Fitter ] Contract End 19 MNovember 2019
Customer Customer ADE Procurement Network
gl r Project Start Date 19 September 2016
=0
( LN-Tender for Catering Services Date d. can be req 1 until: |
19 Ocrober 2016
Title LM-Tender for Catering Services i
Description We require
Customer ADB Procurement MNetwork
Project Start Date 19 September 2016
=
( LN-Tender for Computing Services Date d. can be req 1 until: |
20 October 2016
Title LM-Tender for Computing Services i
Description We require the following.........
Customer ADB Procurement MNetwork
Project Start Date 20 September 2016
=0
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If there is an extensive list of public tenders available, it is possible to search through the
database to identify any tenders of interest.

The search filter allows searching by simple keyword. The search can then be filtered based
on the tenders that are desired:

Current — all public tenders

Awarded — any tenders that have been completed and the contract has been awarded

My Tenders — all tenders that the company is associated with

[Search |

|ru adworks

My Tenders
Current
Forthcoming
Awarded
Show all..

The tenders can then also be filtered down based on the specific purchasing entity. Clicking
on Customer will bring up a selection of the purchasing entities that are registered to publish
tenders through to the website.

({:“*/ Asia Pacific iﬂ-‘l‘@ﬂd

Public Electronic Procurement Network

All
Asia Pacific Public Electronic Procurement Network
Cambodia
__ Central Procurement Unit
— Cook Islands
‘_-l Electric Power Coporation
B Fiji
( Land Transport Authority irrent tenders at the moment
Marshall Islands
[ Micronesia 1€ following link to go to the procurement web site...
¢ Ministry of Natural Resources & Environement
. Myanmar
< Tonga
_ Tuvalu
E Vanuatu
Water and Sanitation
Western Samoa

All v

gister Help

UserID: N/A Copyright © 2016 In-Tend Limited. All Rights Reserved. Version: 03.09.09.00
User: Guest Date: 07/10/2016

Company: N/A Server: SUPWEB1

I§age 5of 14

In-tend Limited is a company registered in England and Wales.
Company Registration Number: 5845701 ¢ VAT Registration number: GB 886 4167 79



I w -l-e V] d Procurement Solutions

Part Four - Submitting a Bid

From this area, clicking Express Interest will allow more details of the tender to be viewed
and will allow the downloading and viewing of any tender documents. Expressing interest
can only be completed by companies with an account registered on this website.

I Tender Management
“ Tender l
( RFQ for Grounds Maintenance Y
| =
Titde : RFQ for Grounds Maintenance
Description : We require suppliers to bid for maintenance of public
grounds within the capital city. Please download the
tender documents to view detailed requirements.
Contact: Luke Snelling
Date documents can be requested until : 23 October 2016
Process: RFQ
Directive : Works
Procedure ; Closed
=

Once expressing interest in the tender, a red bar will provide an instant status of the tender.
For example, “Your return has not yet been sent”.

| Tender Management
H Tender MMM |

When logging in to the website to express interest, please note that three failed log in
attempts will lead to the account being locked. Please click the Forgotten your Password
button to prevent the account being locked. This can be unlocked by clicking the “Unlock
Account” button.

Your account has been locked.

Your account has been locked. To unlock your
account click the Unlock Account button below

Close

An email will be automatically sent to the registered email address containing a link which
can be used to unlock the account.

An e-Mail has been sent to your account with instructions on how to unlack your
account.

Iéage 6 of 14

In-tend Limited is a company registered in England and Wales.
Company Registration Number: 5845701 ¢ VAT Registration number: GB 886 4167 79



I w -l-e V] d Procurement Solutions

After logging in to the website, clicking on the My Tenders area (by hovering over Tenders)
will bring up the list of tenders that the company is participating in. Clicking View Details will
present the details of the selected tender.

[Tender Management
Your bid has been reopened to allowa subsecquent retum.
i " I‘ Quote Documents ii Il I ; " Iihi " ” f ihl I "i

[HowTo Attach & SubmitDosuments ]

1.1fany mandatory documents have been requested, they will be shown inthe My Tender Retum section against & Sed buthon .

2.1fa Questionnaire is required to be completed, it will be shown in Bed and marked Not Started inthe My Tender Retum sechion. ftis mandatory that any Questisnnaire's must be
completed.

3. To attnch additional decuments you wish to submit as part ofyourtender return, click the Attach Doc uments button underthe My Tender Retum section (ifavilable) . These will
then appearin the My Tender Retum section.

MOTE :Large fles maytake some ime to upload .

4. 'hen you have completed all the above steps and are readyte submit your tender return, clickthe red Submit Retum atthe bottom ofthis page.

[Stf*'""'“* [0t 2016 144031 | DueDate : f5aEcrzols 201800 ] Time Remeining : FHours 37 Minutes 28 Seconds ]]
[TenderDenu'I: ]
Stage Name Quote Dlocuments

Closing Date 18 October 2016

Project Title LI-Tender for Catering Senices

Project Description Wi require......

TenderDocuments Received - Main Description Optians

Quetation Requestdoc: i i | : i
Standard Terms ofEngagement docs i i | i

My Tender Retum - Main Deseription Options

Health And Safkty Please uplond your Company Health and Safety policy Upload Decument

Select documents you wish to add to the My Tender Retum section above using the Attach Documents button below.
MOTE :Large iles can take some time to upload.

WOTE :Document Placeholders have been uploaded by the Procurement Diepartment. Please upload a document ©r each mandatory placehslder before making a retun.

[ D=

Submit My Retum

‘Wihen you have completed all the above steps and are readyts submit yourtender retumn, clickthe Swbm e e button .

ot : You can make ane or more returns on this stage . Your last return will supersede any previous retims .
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The below tabs will be visible:
Tender: Basic overview of tender details.

Second tab (e.g. “Quote Documents” - name may be specific to tender): Tender
documents and bid submission area.

Correspondence: Feature for sending questions or messages to the purchasing entity.

History: Brief overview of the company's historical involvement in this tender.

| Tender Management
Your remrn has not yetbeen sent
” Tender ‘
RFP - Security A

‘ ‘\:a ‘

Tide : RFP - Security

Description : [INSERT TEXT] are currently requesting quotations for the
provision of INSERT TEXT]
Suppliers that would like to submit a quotation are invited
to "Express Interest” upon which the will be given access
to the quotation documentation by delivery through this e-
tendering system.
Please allow suficient time to make your return as late
returns will not be permitted.
Any guestions relating to this tender should be made via
correspondence on the website and can be addressed to
the main contact as shown in the details above.

Date documents can be requested until : 15 May 2016

Process: RFQ

Directive : Works

Procedure : Open

Clicking on the second tab (e.g. “Quote Documents”) presents a few key areas:

How to Attach and Submit Documents: Brief guidance on how to upload any documents
required and submit the bid.

| How To Attach & Submit Documents

1. If any mandatory documents have been requested, they will be shown in the My Tender Return section against a Red button.

2. If a Questionnaire is required to be completed, it will be shown in Red and marked Not Started in the My Tender Return section. i is mandatory that any
Questionnaire’s must be completed.

3. To attach additional documents you wish to submit as part of your tender return, click the Attach Documents button under the My Tender Return section (if
available). These wil then appear in the My Tender Return section

MOTE : Large files may take some time to upload.

4. When you have completed all the above steps and are ready to submit your tender return, click the red Submit Return at the bottomn of this page.

Server Time: The server time will display the current time and time of the bidding deadline.
This will be in the local time of the purchasing entity, but the time zone may also be shown.

Server Time : b0 Oct 2016 02:5459 | Due Date : B3 0ct 2016 17.00:00 | Time Remaining : [3 Days 14 Hours 5 Minutes 1 Second |
Time Zone : [12) NZDT - Hew Zealand Daylight Time |
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Tender Documents Received: View and/or download tender documents provided by the
purchasing entity, e.g. technical specifications, etc

| Tender Documents Received - Main Description Options

Quotation Request docx [ ] [ I
Standard Terms of Engagement.docx [ ] [ I

My Tender Return*: The bidding documents that will be submitted. Please note that if any
specific bidding documents have been requested by the purchasing entity, they will be
shown in this section with a Red upload button. These are mandatory, so a document must
be uploaded before the bid can be submitted. Any other documents can be provided through
the Attach Documents button within the My Tender Return section at the bottom of the
screen. If a questionnaire or online form is required for completion, it will be shown in Red
and marked as Not Started in the My Tender Return section. It is mandatory that any
guestionnaires or online forms are completed before the bid can be submitted.

| My Tender Return - Main Description Options |

General Please upload your technical proposal Upload Documert
Quatation documerit Please upload your pricing proposal Upload Document

Attach Documents (if available): Any additional documents may be uploaded as part of the
bid. These will be uploaded into the My Tender Return section.

Select documents you wish to add to the My Tender Return section above using the Attach Documents button below.
MOTE : Large files can take some time to upload.

NOTE : Document Flaceholders have been uploaded by the Procurement Department. Please upload a document for each mandatery placeholder before making a return.

M

Submit Return: The bid can be submitted once all required documents have been
uploaded. A bid value might be required to be provided — the purchasing entity may simply
request this is provided within the bid documents submitted.

| Submit My Return |

Bidding Details:

Value: |

Currency: |MNew Zealand Dollar (MNZD) v

When you have completed all the above steps and are ready to submit your tender return, click the Submit Return buton.

IMote: You can make one or more returns on this stage. Your 1ast return will supersede any previous returns

Submit Return

Igage 9of 14

In-tend Limited is a company registered in England and Wales.
Company Registration Number: 5845701 ¢ VAT Registration number: GB 886 4167 79



In-tend

Procurement Solutions

*If the My Tender Return area is not visible, a confirmation of involvement may be required.

-

| Confirmation of Your Invelvement |

Flease ensure that you inform us of your decision to participate. To =ubmit a response, you will be required to Opt In.

Optin- This will confirm to us of your involvement and your intention to submit & return.

Opt Out- This will confirm to us that you are not submitting a return. You will be able to provide a reason as to your decision and have the option to cease any system-generated
communication. You will be able to opt back in &t any point.

By clicking Opt In, the My Tender Return area will now be available. This should only be
done with the intention of submitting a bid. Opting out then ensures that future
communication will not be receieved regarding this tender.

Once the bid has been submitted, a Return Receipt will be presented, which confirms all

the details of the bid submission. This will always be available to view within the History tab
of each individual tender.
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Part Five - Revising Bid

Returning to this screen in future will present the bid that has been submitted, with the
submitted documents available.

If for any reason the bid needs to be revised, this can be achieved on this page by clicking
on Modify Return. This will allow the documents and bid value to be replaced. Please be
aware that this will override the initial bid, so any documents that should be considered as
part of the bid must be submitted as part of the new bid. When revising the bid, make sure to
click Submit Return again to send the revised bid.

| Return Submitted

You have made a previous return for this tender on 21 September 2016

It iz possible to modify the your return by selecting the Medify Return® button. Flease note that any decuments not included in the subzequent return will net be considered. All
tender documents you wish to return must be included in your modified bid as this replaces your first and existing bids.

You must press the "Submit” button again, in order to submit any subsequent modified returns.

Modify Return
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Part Six — Correspondence and Questions

The correspondence feature allows any sending or receiving of communication with the
purchasing entity. Correspondence can be conducted at any time, but may be used for
asking questions during the tender process or for receiving any further information or
documents from the purchasing entity.

On the homepage of the website when logged in, any unread correspondence will be
highlighted in red — this link can be clicked on to view any messages. Whenever
correspondence is received, an email notification will be sent to the registered email

address. However, the content of the message can only be viewed upon logging in to the
website.

{Asia Pacific Public Electronic Procurement Network e-GP System

User: Luke Snelling
Company: Barter Trading

e MR

. - » 2 pieces of unread correspondence
in-community

What do I do next?

« To see a list of all tenders you are invalved in click My Tenders under Tenders. This is where you will be able to view any documents you have
been sent, make your return and check your progress on the tender

« To express interest in a tender click the Tenders button from the menu bar at top of the page. From here you will have access to a list of
tenders. Select the View Details button and from here you can express interest via the Express Interest button

« To view the history of your correspondence click the Messages button

« To send correspondence click the Messages button and select Send Correspondence

To send any questions to the purchasing entity, click on the Correspondence tab when
viewing the tender.

== [ convspontence | try

Within this area, click Create Correspondence on the bottom of the screen.

[Tender Management
Your remrn has notyetbeen sent
= J Correspondence M

(Search | [F\easa note : The correspondence area is only to be used for tender based queries, please see the help section for the technical contact

details.

Received
Sent N
Unread ‘I Date Subject |‘

Read
Show all..

- there is no correspondence that matches your criteria -

Filter )

Stage
Mane v
[Options |

[ CoCoreprines |
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The creation of a message is very similar to sending an email — it requires a subject line and
a message. Any documents can then be attached and the message sent by clicking Send.

H Create Correspondence I

[Create Correspondence Regarding... |

Stage: None
Subject ‘
Message:
Artachment Options |
- There are currently no amtachments for this correspondence -

&

When messages are then received, this can be viewed. Separate tabs are available for
viewing/downloading any documents received or replying to the message.

ITender Management

Your retrn has been opened by us
hl ihl n J Correspondence M

Search | {Please note : The correspondence area is only to be used for tender based queries, please see the help section for the technical contact }
g details

=
Received IF il
Sent H Message h " H h“ ‘
Unread )
Read - y
Show all.. Subject Tender Clarifications

Following various questions that have been received regarding our Terms of Reference, please see attached the

Filter J tender clarifications

Stage

Mone v

Options |

Date: 19 Oct 2016 16551 Direction: Message Received

[ Date Subject
19 Oct & =, Tender Clarifications
2016 16:51
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Part Seven - Tender History

Within each individual tender, the final tab is dedicated to highlighting the entire history of the
company within each individual tender. This includes all key actions and dates. When bids
have been submitted, the receipt provided as evidence will be available and can be re-
downloaded from here at any time.

‘ Tender Management

Your rewrn has been opened by us
‘ History }

Showing 110 10 of 79 ;

‘ Date Description |

03 Oct 2016 0956 Supplier comtact 'Luke Sneling has ViewedDownloaded
tender level anachments

03 Oct 2016 0956 Supplier comact 'Luke Sneling has ViewedDownloaded
tender level anachments

03 Oct 2016 0955 Supplier contact 'Luke Sneling has sent us your return
for Stage ‘Tender Invitation'

03 Oct 2016 0955 ou have opted in for Stage Tender Invitation'

03 Oct 2016 0955 “Your return was opened by us for Stage ‘Tender
Invitation'

03 Oct 2016 0954 Supplier contact 'Luke Sneling has Viewed/Downloaded
tender level attachments

03 Oct 2016 0954 Supplier comtact 'Luke Sneling has Viewed/Downloaded
tender level anachments

03 Oct 2016 09551 Supplier conact 'Luke Sneling has ViewedDownloaded
tender level anachments

03 Oct 2016 09:48 Supplier contact 'Luke Sneling has ViewedDownloaded

tender level attachments

03 Oct 2016 0948 Supplier contact 'Luke Sneling’ has Viewed/Downloaded
tender level alachments

Showing 110 10 of 79 Q

If you require any additional information or help, please contact the In-tend Support Desk.

In-tend Support
Tel: +44 114 407 0065
Email: support@in-tend.co.uk
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