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PCS-Tender?

= PCS-Tender is the national e-Tendering system, centrally funded by the Scottish
Government.

= [Itis a secure and efficient means for buyers and suppliers to manage tender
exercises online.

= The standard European Single Procurement Document - ESPD (Scotland) and ITT
templates enable buyers to easily create consistent tender documentation.

= Public Contracts Scotland (www.publiccontractsscotland.gov.uk) and PCS-Tender
(www.publictendersscotland.publiccontractsscotland.gov.uk) are different systems.
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PCS-Tender

@ PCS-Tender

Welcome to PCS-Tender

Procurement Journey

(First of all please check whether your organisation is registered. If your organisation
does not have an account on PCS-Tender, you will need to register in order to access the
system. If someone within your organisation previously registered, please note you can
add Additional Users to an existing account which is covered later on

in the presentation. To begin the registration process click Register as a Supplier.

\
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User Agreement

USER AGREEMENT

USER AGREEMENT A
1 Wtroduction
1, Thes User Agreement between Public Contracts ScoSand - Tenders (the Buyer) and the Suppler govems the access and use of the aSomong Sysiem
(he Sy=tem) by the Supplier to respond 1o an invitation from the Buyer 10 paricpate in 8 procuremend exerase
2 Aprocurement axercee nedy include o Pre-Qualfication Questionndire (PQQ), a Regquest for Informaton (RF1). an Imatation 1 Tendes (ITT), an
Invitation 1o Nogotiate (ITN), an Invitxtion %0 Parficipate m Dislogus (ITPD), an Inviabion to Submit Final Ofor (ITSFO), Invitation to Suberit Final Tonder
(TSFT). a Bast And Final Otter (BAFO) a Request for Prepasal (RFP), a Request for Quotaten (RFQ) an electronic Auchon or an elecironic Contract
Thes above It of ndvicual procurement exercise pracesses s madscative and a non rep 0l ¢ used lerminclogy Buyer
Ofganmabions may have their own, unigue teeminology %0 be applied on a case by case basis
2 The System s pronded by BravaSoufion UK Lid and operated by the Buyer Ths User Agreament appdes 10 the Supplier's and s Supplier Users
acoess 10 and use of the System. The Suppher acknowlecges that by a Supplier User accessing the System usng the user 1D and password provwded
by, of on behalf of the Buyer, the Suppler agrees 1o De Dound by this User Agreement
4 The Supphes shall onfy use the System 10 respand 10 an invEation 1o paricipale in 8 procurement XMOSe in acordance with s User Agreement and
any further rules expeassed and presented in the Systam In the avent that there 5 any conflict babween s User Agreement and any such Turher nukes
hen he provisons of such lurther rules shall take pracecmoe aver this Liser Agreement
2 Access
1 The Buyer granis 10 he Suppher. ee of ciape access % Me System by Supger Users for Ihe purpose 0f respondng 10 any imitabon o parbopate in
A procuremen] exercise, sutyect! 10 this User Ageeement
2 The Buyer sy immediately deny s00ess 10 he System by he Suppier an0or one oF more Sugplier Users by ghving notice in witling Lo the Supplies i

I have read and agree to the Public Contracts Scotland — Tender eSourcing Service User Agreement

1 agree

7

| do not agreo

VVYVVVYY
VAVAVY. V.V.
M AAAAS
RAA A
MAAA
MoRray

council

You will then be presented

with a User Agreement
which you must confirm
that you have read

and agreed to before you
can create an account for
your organisation on
PCS-Tender.
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User Agreement

USER AGREEMENT

USER AGREEMENT
1 Wtroduction
1. This User Agreement between Public Contracts ScoSand - Tenders (the Buyer) and the Suppler govems the access and use of the aSowmong Syslem
(he Sy=tem) by the Supplier to respond 1o an ivitalion from the Buyer 10 paricgpate in 8 procuremend exerase
2 Aprocurement axercee nedy include o Pre-Qualfication Questionndire (PQQ), a Regquest for Informaton (RF1). an Imatation 1 Tendes (ITT), an
Invitstion 1o Nogotate (ITN), an Imvitator S0 Parficipate i Didogus [ITPD), an Inviation o Submat Final Ofor (ITSFO), Invitation o Submit Final Tondaer
(TSFT). a Bast And Final Ofter (BAFO) a Request for Prepasal (RFP), a Request Tor Quotaton (RFQ) an alectromic Auchon or an elecironic Contract
Thes above It of ndhvictual procurement exercise processes s maicative and a ron-axhausive represantation of commonly used larminclogy Buyer
Otganmabions may have their own, unique teeminology %o be applied on a case by case basis
3 The System i pronded by BravaSafion UK Lid and operated by the Buyer  The User Agreement appdes 10 the Supplier's and s Supplier Usess
acoess 10 and use of the System. The Suppher acknowledges that by a Supolier User accessing the System wamg the user 1D and password provwded
by, of on behalf of the Buyer, the Supoler AJes 1o D& DOUNG by s User Agreement
4 The Supplier shall ooty use the System 1o respand 10 an iNVRSNoN 10 PAMNCINAIE in 8 Procurement xMOSe in SCOTance Wilh s User Agreement and
any further rules expeessed and presented in the Systam. In the avent that there 5 any conflict badween NS User Agreement and any such Turher nukes
hen the provisons of such lurther rules shall take prececence aver this Liser Agreement
2 Access
1 The Buyer granis 10 the Supper. e of Ciape. access 10 Mie System by Supgier Users for Ihe purpose of respondng 10 any snilabon to parbopate n
A procuremen! exercise, sutyect 10 this User Ageeement
2 The Buyer ey immediately deny s00ess 10 he System by he Suppier andor one o more Supglier Users by ghving notice in wiling 1o the Supplies i

I have read and agree to the Public Contracts Scotiand - Tender e Sourcing Service User Agreement

1 agree ) | do not agree

1XZ3 WET . Westem Ewrope Time DST Engiish 0 Help ~

E-mail: help@bravosolution.co.uk

lose = Adobe PDF #e

PLEASE NOTE: If you are

the first user to create an
account for your organisation,
you will be a Super User.

This allows you to modify
your Organisations registration
details and add additional
users. If your organisation
already has an account on
PCS-Tender, please request
that your Super User create

a user account for you.




PCS-Tender g

G)u must immediately inform the BravoSolution helpdesk in the event that a \
user leaves your organisation or no longer requires access to the System.

The System Administrator retains the right to deactivate a Supplier User if there has been
no access for a period of sixty (60) days, however deactivations will only take place

once per quarter and you will be asked via email to confirm you do not wish to have your
account deactivated. To reactivate your account you simply need to contact the
BravoSolution helpdesk, any answers stored in your profile will not be affected and

any information submitted as part of as response to a procurement exercise will

Qe retained for audit purposes. /
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Registration Data (Organisation Details \
Populate the mandatory
Organisation Details — ® o fields (denoted by *) in the
Organisation Details and
User Details, clicking Save

«cly when finished.
® SinteiCounty bl W )

= Cowmnlry LUMITED KIKG DDl hiq

= Main Caganisation Phone Humiber
Cuganisation Fax Mumbs
= Urgamisation Email Address
Web site
= Dvgamization Legal Strecture
= Company Hagisieation Numbar [if not mgistared anter "NWR)

= VAT Number (if not regisiered ender WA

User Details
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'| PCS-Tender wi
|

Registration Data

=R oo Complete the |
User Details information:

Usar Details .
* First Name
e - U . Last Name
e « Phone Number etc.

Mobdlle Mamber |please enter “+* “country code™ and “your
mabile phome numboer” with no spaces)

Fax Mumber

w Lonail fiahivoss INEFUIN LAME, |iss mosl aulvess will iy asmd ko
P 1o e gt anid For ol commisnications. Plonss #nainm
yois amint the addreas coarecly, Flesss uis ™" [semicolos] 1@
saparsts midtiple nddmases,

Rola withim Organisaion L

w Prafermnd language for bee i wpstem interiscs

= Time: Fane :I

= Usemame |please do not forget your usernamae)

= Lhsier Warilication Cheestion Please specily o quesion that will
halp warily your ihenticy should the need amise [e.g. Your
maother's msiden name 7

= Answer B0 Your User Verification Omestion [The helpdesk may
resquest this information in order o werify your identity).

Use High Contrast Stplesheet (for viseally impaired users) e W
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PCS-Tender

Basic Profile Form: SME Classification

Registration \

Company Size

SME + What size is your Company?
Micro <10
Small <50
Medum-szed <250
Large 250+

*Top

On the following screens you must specify, from the
drop-down menus provided, your organisation’s

employee ranges...
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| PCS-Tender iy
|

- Basic Profile Form: SME Turnover & Balance Sheet
Registration
% Cancel
Turnover
Company Tumover * What is your company tumover?
Balance sheet total * What is your company balance sheet total?
€2 m(£1.64m)
<€ 10 m(£3.2m)
=€43m(351m)
> €43 m(35.1m)
SYRIGH { 16 BRAVY 114 *Top

Your organisation’s turnover and balance sheet ranges.

11
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1| PCS-Tender

The system will then
send an automated email to the
For seceily rusmos ¥ou A Ko 0 Chamos you Pastweri. email address specified in your
A\ Your new password must be atleast 8 characters long. user details containing a
Please enter a new Password in the fields below and click “Submit” to continue. temporary passwo rd.

Specify a new Password in order to proceed

Passwords must contain at least 8 characters
Password must be different from login!
The new password must be different from the previous 12 passwords

S Pyl okt 8 ceracins) Following your initial login with
this temporary password you will
be presented with this screen,
prompting you to create a new

.= S password.

¥ Cancel

Confirm Password

12



PCS-Tender

: > P CS_Te n d e r Exit PCS-Tender

Projects Need assistance? User Profile

Dashboard Please contact the Help Desk limage my Profile
0300 368 4850 27 Modify Password

help@bravosolution.co.uk Manage Users
Supplier Help Files

> 4 \ §C°$‘i§n SOy O SCOTLAND < NHS Procurement Journey
i, ™ | gov.scot txceL 2 ue E’:;“:’_;l

Following successful login you will be presented with the
landing page with system menu options...

S /
13



PCS-Tender

From the landing page, you are able to:

¢ Access procurement documents for opportunities that you may
be interested in.

You may find that responses to some European Single Procurement Document (ESPD

Scotland) questions are pre-populated with responses you have submitted previously.

Please note it is your responsibility to validate that these answers are correct and valid
before submitting. You must edit and update any responses that are no longer valid
prior to submitting your response.

e View your dashboard where you can access procurement documents that you have
previously registered interest in, retrieve any messages and respond to Supplier Surveys.

e You can amend your organisation’s profile information and manage additional

Users.

14
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ITTs Open to All Suppliers

B.

2

¥
ITT Code  ITT Title Project Code ITT Status Time limit for Expressing Interest «
1 itt_2907 Lot 2 project_2487 :% ¢ Running  25/05/2016 11:00
2 in_2919 Gas Fitting ITT (Trainer)  project_2505 i Running  26/05/2016 15:00
3 itt_2906 Lot 1 project_2487 E‘J « Running  03/06/2016 11:00
Total 3 50

Facilitating Body
Bravo
PCS-Tender

Bravo

:] Page 10f 1

Select either the PQQ or ITT option from the Projects area and you
will then be presented with a list of tender opportunities that are

open to all suppliers.

15



PCS-Tender

{TTs Open to AN Suppilers

¥

I=.]' Filler Details Q Remove F iter
Y. Project Code Containg || 2505 ‘
B
-
/ —
[ ]

L ITT Code ITT Title Project Code ITT Status Time limit for Expressing Interest Facilitating Body
1 itn_2919 Gas Fitting ITT (Trainer) project_2505 Running  26/05/2016 15.00 PCS-Tender (PREP)
Total 1 50 |v| Pagetoft

To find a specific PQQ or ITT within this list you can filter the

list to search for the relevant document.

YYVVVY
VAVAV V.V
VAV v

AVAVAV V
VAVAVAY
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PCS-Tender

ﬂ- My ITTs ITTs Open to All Suppliers

= i
Filter Details
T. Project Code Contains ﬂ 2505 ‘
-
ITT Code ITT Title Project Code ITT Status Time limit for Expressing Interest Facilitating Body
1 itt_2919 Gas Fitting ITT (Trainer) project_2505 Running 26/05/2016 15:00 PCS5-Tender (PREP)
Total 1 50 b F 1 of

value you have searched for.

(To search using the Project Code referenced in the PCS Notice
select Project Code from the Select a Filter drop down menu.
Then from the Search Criteria menu select Contains, in Value type
the numeric code associated to the project and then click Search.

You will then be presented with a list of results based on the

N

W,

—
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PCS-Tender

(PLEASE NOTE: When searching by the project code you will be presented with all the PQQs \
or ITTs within that particular project. This will ensure you do not accidentally miss any
opportunities available to you. Multi Lot ITTs are displayed as separate Lots under one

project code, and you will need to express interest in at least one of the lots. This will
automatically enrol you in the mandatory or “"Master ITT” that needs to be completed and

\submitted in order for you to submit your responses to the lots. )

—

(Once you have completed and submitted the “*Master ITT", you will be
required to submit all subsequent (relevant) lot responses individually,
by clicking on the submit button for each specific and relevant lot.

\.

—_—
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PCS-Tender

ITT: |ttf29j$? Gas F:tt‘.ngviTT (.Traznerj ﬂce you have C"Cked on the
Il el - ? PQQ/ITT Title, you will be able
e | TS| [T to view the basic settings, a
Response Status PDF Printable of the PQQ/ITT,
oo ' including all the Settings,
— - Questions and Weightings,
and from here you can also
g bl s D Express Interest if you would

like to create a response and/

Overview

< gescrgtion here and updale ihe OJEU reference onials TT Cpen Y0 Al Suppliees
. .
submit a bid.

Contract Value

Contract Cusrenc y GBP
Response Currency
GBP
Test TT Facilitating Body
No PCS-Tender
Buyer Name Contracting Authority
PCS-Tendor Trainer Traming Drvesion

19



PCS-Tender

[Please note; if you are responding to a PIN as a Call for Competition, all you need to do is D
click on Express Interest to inform the Buyer you are interested in their Procurement Exercise.
The buyer will then contact you in due course to confirm if you are still interested, via the
messaging service within the PQQ or ITT.

\. W,
—
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PCS-Tender

PCS-Tender Help and Support

21



" | PCS-Tender

(On the homepage \
click System Requirements
to check your PC/laptop
settings against the
PCS-Tender system Technical

Requirements. )

Forgotten your password?
Register as a Supplier

Click here for assistance
registering

Need assistance?
Please contact the Help Desk
0800 368 4850

email: help@bravosolution.co.uk

System Requirements

Settings

Browser

IF Address

Operating System

JavaScript Version
Cookies Support Enabled
Screen Resolution
Colour Depth

Processor

Java Applets Supported
Java Applets Enabled

Javs Version

Java Runtime Environment Sun Version
is required for online Auction advanced

features

Your Settings

Technical Requirements Not

Imternet Explorer 10 and 11
Google Chrome

Mozills Firefox (ESR) 38+ a
Safari 8 for MacOS 10.10

Microsoft Vista, Microsoft Windows 7, Microsoft Windows 8, Microsoft
Window 10.

(Other operating systems such as Linwe:, Mac OF X or other versions
of Windows although not officially supported, may be compatible with
supported browser

1.3

ON

1024 x 768 +
16 bit +
X586 +

ON

ON

Recommended

Intermnet Explorer

22




PCS-Tender

Login

Username

Password

Forgotten your password?
Register as a Supplier

Click here for assistance
registering

Need assistance?

Please contact the'Help'Desk
0800 368 4850

email: help@bravosolution.co.uk

System Requirements

7

For system and technical queries,
suppliers can contact the PCS-Tender
Help Desk by telephone or email.
You can find the Help Desk contact
details on the PCS-Tender homepage.

\f—/
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PCS-Tender

(PCS—Tender Messaging System A

For Invitation to Tender questions and queries, suppliers can message the buyer
by means of the PCS-Tender Messaging System. Y

—

Important: details of the PCS — Tender Messaging System can be found in the PCS-Tender
Supplier Response Guide

https://pcsttraining.bravosolution.co.uk/esop/pts-

host/public/pts/attach/supplier _help file/supplier _response quide.pdf

24


https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf

PCS-Tender

@ can send and receive messages with the buyer by means of \

the PCS-Tender messaging system.

The PCS — Tender messaging functionality is located in the PQQ/ITT.
The PCS-Tender messaging system operates in a similar fashion

to any other email facility. The Buyer may send you (or all suppliers)

messages by means of this functionality.

In the first instance you will receive an email alert notification
informing you of a newly posted message.

/

25



PCS-Tender

Dear User,

Please note that a new message has been published relating to the following Event on Training Portal - Public Contracts Scotland
- Tender :

Message from: PCS-T
Buyer Organisation:
Subject: Message

Event Type: ITT - Invitation to Tender
Code:
Title:

To view the details of the message please click the following link and enter your Username and Password:

https:// ‘esop/guest/login.do?
Or browse as follows:
- Connect to https:/, and enter your Username and Password.

- Browse to the My PQQs or My ITTsarea and click on ITT - Invitation to Tenders Code itt_

- Browse to the Messages heading.

- Browse to the Received Messages list.

- Click on the new Message to view the contents.

If you have activated Single Sign On with PCS you can login via http:/fwww.publiccontractsscotland. gov.uk/
If you have not activated Single Sign On please click the link below;
https://www.publictendersscotland.publiccontractsscotland. gov.uk

Please do not reply to this message. This is an automated email alert, and replies to this message are routed to an unmonitored
mailbox.

For assistance please contact our Helpdesk operated by BravoSolution:.

Freephone: 0800 368 4850

email: help@bravosolution.co.uk

N.B. All GMT times refer to UK time and are adjusted to include daylight saving.

GUIDANCE ON SPAM FILTERS:

In order to prevent eTendering portal emails from being quarantined by your organisation fire wall or spam filter, you are
advised to instruct your IT team to accept all emails frem help@braveselution.co.uk or with a ".bravosolution.com” extension.
Please also review the Junk Email settings of your email client software to avoid accidental message deletion

(Email alert notification. \
To view the details of the
message, please click the
email link shown and

login with your Username

and Password. J

26



PCS-Tender

Dear User,

Please note that a new message has been published relating to the following Event on Training Portal - Public Contracts Scotland
— Tender :

Message from: PCS-T
Buyer Organisation:
Subject: Message

Event Type: ITT - Invitation to Tender
Code:
Title:

To view the details of the message please click the following link and enter your Username and Password:

https:// ‘esop/guest/login.do?
Or browse as follows:
- Connect to https:/, and enter your Username and Password.

- Browse to the My PQQs or My ITTsarea and click on ITT - Invitation to Tenders Code itt_ 7

- Browse to the Messages heading.

- Browse to the Received Messages list.

- Click on the new Message to view the contents.

If you have activated Single Sign On with PCS you can login via http://wnww.publiccontractsscotland. gov.uk/
If you have not activated Single Sign On please click the link below;

https://wwnar.publictendersscotland. publiccontractsscotland. gov.uk

Please do not reply to this message. This is an automated email alert, and replies to this message are routed to an unmonitored
mailbox.

For assistance please contact our Helpdesk operated by BravoSolution:

Freephone: 0800 368 4850

email: help@bravosolution.co.uk

M.B. All GMT times refer to UK time and are adjusted to include daylight saving.

GUIDAMCE ON SPAM FILTERS;

In order to prevent eTendering portal emails from being quarantined by your organisation fire wall or spam filter, you are
advised to instruct your IT team to accept all emails from help@bravosolution.co.uk or with a ".bravosolution.com" extension.
Please also review the Junk Email settings of your email client software to avoid accidental message deletion

A supplier can access the
Message by following the
instructions in the email.

W,

R/
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PCS-Tender

n Main Dashboard

@ PCS-Tender

HELPDESK

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

Qllick Links MNew Messages (last 30 My ITTs with Pending
days) Responses
ai Standard Links
Organisation Profile LY
d o Open and Pending
My Auctions ::;;E:EZEE . S;?::IEEII on Auctions
B My PQCs @
My [TTs Mo Auctions to display
oo
My Geniracss PQQS/TTS Open to Al
Directories Suppliers
N
The PCS-Tender New Messages portlet provides
quick and easy access to your new message(s).
\_ A




PCS-Tender

R

_PCS-Tender

Need assistance?
Please contact the Help Desk
D300 368 4850

help@bravosolution.co.uk
Supplier Help Files

P insem some, o e
=N S e Services

gov.scot

Exit PCS-Tender

User Profile

Manage my Profile

Procurement Journey

To access the New Messages portlet, login to the website and

select the Dashboard menu option.

V—
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PCS-Tender

HELPDESK

% PCS-Tender
n Main Dashboard

Click on the unread
Messages link in the
New Message portlet.

E-mail: help@bravosolution.co.uk

CQuuick Links Mew Messages (last 30 My ITTs with Pending
days) Responses
ai Standard Links
Organization Profile T
d Open and Pending
My Auctions Unread Organisation .
e MESSAPES in: Hame Auctions
By My PQCs _
B B
My ITTs Mo Auctions to display
shs
e PQQS/TTs Open to Al
Directories Suppliers

30



PCS-Tender

W f= Backto List
|TT Running
Project: project_
Closing Date:
Response Last Submitted On:  MNot Submitted vet
ITT Details Messages (Unread 2)
Creste Message | Received Messages | Sent Messages  Draeft Messages  Forwarded Messages
Create
L3
Sender Date Subject Opened by Me Opened Replied
1 PCS-T TRAINING 0271142018 12:00 Meszzge
r - - -
New Message portlet link provides direct access to the new message.
Click on the new message to access the new message details.
\_
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ITT Details Messages (Unread O)

Create Message| Received Messages

Sent Messages  Draft Messages  Forwsarded Messages

|+~ Back
Message 4 B Reply EE4 Forward = Print
Date Message Classification — -
Message Classification
Sent by Subject
Messags
Message
Message Text

Should you wish to

reply to the message click Reply.

32
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PCS-Tender

Send Message B 5ave == Draft % Cancel
Message
Date Sent by
Message Classification Subject
Message Classification e Message
Message recsived My Message
Message Text
Attachments
& Attachments
Filename File Description Comments on Attachment
Mo
Attachments

Enter text in the My Message area and Send Message.

VYVVVY
VAVAY.V.V.
AMAAAAAS

v

AVAVAV V
VAVAVAY
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n Nialn Dachiboard

Qulck LINKE PQOENTTE Open ta Al Suppliers My ITT= wen Pending Respansss
Htemdard Linkc Curresey Dpan Hazt Clowmg Lats e Fucituting 11 Clowmg e RO
Orgenisation Frolle Foz
Ky Auciaors
My PRGOS
My T Ry F2OE with Pending Responsss
Op=an and Panding Auctians
My Contracts

Direciories:

Contractsgn Megotiation

Kty Running Survaye
= Bozemcmesy =
Maw Maesages (Jast 30 days)
o Uermast Pimzmngan

(Please note you may find the New Message Portlet located in another
area of the Dashboard. To move the Portlet to a more visible area,

anchor the New Messages title with your mouse, drag, wait for the green
arrow (= beside the title and release.

\_
—

W,
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" | PCS-Tender

u Wain Dachiboard

New Messages portlet

Qulck Links Naw U!EEE.gEE» [|Ea':-1 £l ISETE:I H}' ITTs wilh P‘:_'I'-j"'lg R!EP:II'SEE Statu s N O U n rea d
nll Stendand Linke Fuciwhng 111 Glowsg 4 WApON Messa es L]
1
bz Urmnme Mszaagan - Hody Lists! | ma Sinkua
Organisation Frofle
a Tt Rmnganme MHad
Raamge PLET T 12E R
W s BiE1TTE Onen ta Al Supgls HEE e = Femiwn T
— Ei pen i Upiers 208 Tuyer
Wy TS Curreaily Opsn Haxi Clowmg Dsbs
i e 2 12T T DFQI' and Pending Auctians
aa Wy Contracts oo A28 2330 =
i — I 1 07 V286 1300

Mo Auciions fo dixginy

My PG5 with Pending Responses
Contracts In Negotiation Y grep

_ ez POy b gy
M Contrect & diaplay

Iy Running Survaye

iz Semecardy ko Shaginy
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PCS-Tender

n @ ITTs Open to All Suppliers
n Filter By: AllITTs j

ITT - Project
J Code T Title Code:
1 itt_ project_

Total 1

ITT Status

18 Rumninimg

-

ITT Closing
Date Time

Facilitating
Body

Response Status

Response Mot Submitted To
Buryer

50 ﬂ Page 1 of 1

\click on the ITT.

You can access the messages you have read, responded to and
sent by navigating to the My ITTs area. In the My ITTs area
use the Filter by option to search for your ITT. Once found,

W,

—
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b= Back to List

ITT IN_ Running

Project: project
Closing Date:

Response Last Submitted On:  Not Submitted Yet

ITT Details Messages (Unread 0) ’

Create Message Receved Messages  SentMesssges Draft Messsges  Forwarded Messages

7
“Pin” the Message tab with your mouse to access Create Message, Received

Messages, Sent Messages, Draft Messages and Forwarded Messages areas.

\_
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Managing your Profile
B Extended Profile (Responses to Standard questions)

B Additional Users

cccccc
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A

E:, P CS-Te n d e r Exit PCS-Tender

Projects Need assistance? User Profile
Dashboard Please contact the Help Desk -iﬁtage my Profile

PQQs D300 368 4850 BT ty Password

User Profile

iTis help@bravosolution.¢
Supplier Help Fil

nage Users

Manage my Profile
o/ iModify Password

Manage Users

4
I
"

Procurement Journey

f
{

P4 | Scottish Gowrnmonl >
Pl | RSN ST < 4“:

| gov:scot

r;[
g1t
i

~
From the landing page click Manage Your Profile which will allow
you to access your Extended Profile area.

V ~
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| PCS-Tender

7

1 | You will notice a list of forms,
' each of which contain a set of
| I questions specific to that
Qi Titls Documant Expiry Dats (First to Expirsj ~ Last Momfisd Date ~ Oroer of Presantation . . -
Nercsio | cpor particular topic (e.g. Information
n e — - S about the Bidder).

By Intarmation abaut representzihes of he bidder 100% 07RH2ME 2
Erounds retating fa eriminal comdctions [ 1o -3 ODOE/2HE 3

L3 Grounds riating 13 the payment of taxes or soctal secuty commtutions OSSR [ 0202016 4
Blackizting [ 1o % ODOE/2HE H
IngaivEnCy, CONSICIE of ITIEMEEtE of profaEslonal misconduct [ oo % IZUHINE 8
Sultabity 100% 0E/10/2016 7
Econamic and Financial Standing 7% 18102016 H
Techrical and Professlanal sbilty 5% 1802016 ]
Cusiity Azsuranes Schemes 3% 15062016 10
Emiiranmental Managament Standards 0% 1802016 1
Raquest for Documsntation 5% 202015 12
Arzniz [ 1TXA1E 13
Tonsi 13 Pagz 1o 1

W
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8800 WET - Wesinrn Europe Time DET . Trainng Supplcr 02 @@ Hap- (O

/To edit your profile, click into
4 PCS-Tender B your p "
each form and then Edit to
N — complete the form questions.
Extended Profile Details: Information about the bidder SaVIng your answers WI"
progress you to the next set of
ons. Y |
Fi— questions. You can also move
You are abve fo ypdale the informafion i fhe Suppller Profie or Extended Frofe &f any fime. Any informiadion contained witfin your Profile or Extenced Profie s visible i buyers within condracting - - -
between sections by clicking

authories .'JS'.'I; PCE-Tenger and SOmVILSTSI0s O the 5_'.'!."5!.‘1 It 5 Raf visihie fD ather EI.‘,:I.D“E'S .’ESI.LF'.E’BG onhe !}'&.‘El?l Your Extenced Profie 5 2i50 .'J.DI'.EI."EU a'l.‘:\:l’l?é'l\:ﬂ\:.f-s'.'."rﬁ"‘_:\“&{ =] EI'J_'.“E{ opeans :rt\.'.'
the Next button.

FESDONSE 10 3 GOCUFEMANT SXSrT/se (WhiCh COMIInG answers [0 SIandarised QUESHONS).

Al persanal infommation SUppWed W Be treafed 55 configential and Wil be subfect to the Dats Protection AZ 1998

A1 Name: Alpha Protizms

A2 VAT numiber, If applicable: GE12345678

243 National |gentihzation no (I raquired and appicabic) CO123:456

A4 D.UNS, If applicable: 123455

A5 Postal Address Line 1: 55 Glasgow Wall
2A52 Postal Asdress Line 2: Anderston

253 Postal Andress ToamCly: Giasgow

M54 Postal Andress Region: GiaE00W & Strathalyoe
2S5 Postal Andrass Posicods: G23cD

v
2A56 Proestal Address Country: Scotland
R
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" | PCS-Tender

s -

al Supplier Deta Statu
i Title Document Expiry Dats (Firet to Expirs) |~ Last Momifed Da{ P

B Infammation about regresentatives of e bidder 1003 OTNGRHE
]

Grounds ralating ta ciminal comvictions [ o F=3 OSMIE/201E 3

9

a8 GrOUNgs raiating 10 the payment of taxes o soxal securly connoutions | EENSENN % 024092016
Elacklsting [ o 0% 0SM06/2016
Insaivency, conficts of Interests or profeesional misconduct [ o | 5% 0202016 [
Sultablity 1003 06/ 0VHE
Econamic and Finandal Standing 3% 1H10HE ]
Technical and Srotsssinal solity 5% 110G 9
Quailty AssUrancs Schemes 3% 150626 10
Enviranmental Managament Standands 0% 110G 1
FRaquast for Documentation 6% TNDRNS 12
Arcrive [ o 0% 1TH32HE 1

e-\‘.lfl Print your Supgilier

Mandsfory | Cptional
Help for Suppliers
Infarmation about the bidder 843 0702016 1

To review your answers to the A
questions in your supplier Extended
Profile, click Print your Supplier

Sl g y
[ Click Print to print all the sections\

and questions in your supplier
Extended Profile or select Export
your Supplier Profile into PDF to
convert all sections and questions

(e

CS — Tender Supplier Registration Guide

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier help file/supplier registration gquide.pdf

PCS-Tender Supplier Response Guide

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier help file/supplier response quide.pdf
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https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_registration_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_registration_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_registration_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf
https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts/attach/supplier_help_file/supplier_response_guide.pdf

PCS-Tender

= -

Titls

Infarmation abaut the bidder

Information about represantztives of the bidder

Grounds relating ta criminal comictions

Suppller Diata Siafus

Mangalory

Grounds retaing 1 the payme of taxee.or eoctal secuty contrutions SRR

Blackisng
Inscivency, Consicls of IMEr251s O prosSBekonal Miscondust
Lz

Econamic:and Finanzal Standing

Technical and Profzssknal abiity

Qualty Aggurancs Schemes

Ensiranmental Managament Standands

Request for Documentation
—_—

Archila

Tatal 13

Cptional

3%

3%

5%

Documsnt Expiry Dats {First to Expirs) | Last Morihad Dats ~ Order of Pressntation

7%

ITis201E

05/06r2015

UE10F2015

18102015

15102016

1506/ 2016

1810° 2016

Faljlir k)

17032016

1

H

3

e

These questions are Standardised
ESPD (Scotland) questions.

/o ieted ard <tored Standardeed

Completed and stored Standardised
ESPD Supplier Extended Profile
questions, will pre-populate tender
ESPD standard tender questions
you express interest in.

Pagz 10t

\/___/
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PCS-Tender

1.5 Part 2A: Information about the bidder - Section of Standardised Questions [spn [s cnlla“ II] Eltra cl
Note Note Details
‘You are able to update your Supplier Profile at any time. Information contained within your Profile is visible to buyers within contracting authorities using PCS-Tender and administrators of
1.51 Important the system. It is not visible to other suppliers registered on the system. Responses to standardised questions are automatically updated in your Profile when the buyer opens your
response.
152 BIDDER GUIDANCE This secnqn seeks_. background information about the bidder; this section is not normally evaluated, however the public body may choose not to select bidders that cannot provide basic
company information.
153 Data Protection All personal information supplied will be treated as confidential and will be subject to the Data Protection Act 1998. e
Question Description Response
154 2A1 * Name:
4155 2A2 WAT number, if applicable: ,
156 2A3 National Identification no (if required and applicable)
157 284 D.U.N.S, if applicable:
158 2A51 * Postal Address Line 1:
| S — J

N

(In tenders you express interest in and respond to if responses have been
pre-populated, from your Supplier Extended Profile, it is very important that that you
validate and if necessary edit/change any responses that are outdated or not applicable to
the particular opportunity you are responding to, prior to final submission of your response.

\_ .
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PCS-Tender

A | Your Supplier Extended Profile

is updated on the acceptance
and opening of the response

Suppiler Data Status
ﬂl Titls Documsnt Expiry Data (Firet to Expirs) ~ Last Modifisd Date ~ Order of Presantztion
Mandaiory | Cptional
p— — y the buyer.
Infomation abaut e biddes 4% OTS2016 1
B Information abaut representatives of the bidder 100% UTHI20HE H
A
Graunds retating 1o cominal comvictions iy | = 0062016 3
3
o Grounds rataing fa the payme o taxes o socal secuty contrbutions.  [JEIEERY [ 0% QHIHAE i
Biacklstng oy (B0B2016 5
EOiency, CONICIE of MIEFeEE OF prof26skanal misconiuct oy | (202016 §
3
SutEDIy 100% QEN2016 7
Econamic and Financial Standing 3% 18102016 g
Tachnical &g Profzsskingl zoity % 1912016 g
ity AgsLranzs Schames boid 150608 10
Enviranmantal Managament Standards (3 1812016 11
Raquast for Dacumentatian 8% HAKIS 12
| S —
Arciiha [y oo 17032016 13
Taal 13 Pagz 14t 1
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PCS-Tender

See
RFD Request for D tati
. — 'Request for Documentation
Title preve— — Document Explry Data (First to Expire) = Lest Modifled Dete  Order of Presentation Sect| 0 n o
n Infammation about e Dikider 8% O7AIS2IE 1
B Indammation abaut represantzives of the bidder 100% OTHIGI2HE 2
o 10UNdE FalatNg ¥ £Aminal comictions [ ooz k3 IBNE2016 3
& Grounds ralating ta tha payment of t2xee or sodal securty conrbutions [ EESER % e 4
Blackising [ ooz % IBNE2016 3
Inscivency, conSlcets of Inlerests o protessianal misconduct [ 00% 3 022G [
Sultaity 1003 0610726 7
Econarric and Financal Standing 3% 18102016 [
Tachnical and Profassional ablity % 191206 g
Cuality Assuranca Schames ¥ 1SAIG/2HE 10
Emiranmental Managament Standands 3% 191072016 1
{ Request for Diocumentation 28% } HN2015 12
Archive [ 1THV2HE 13
Total 13 Page1af1

46



PCS-Tender

(You may be asked to provide documentation, certificates or )
other supporting evidence in relation to the information you
provided in your ESPD response. This may be facilitated
through an additional set of questions on the system known
as a RFD (Request for Documentation).

W,

(You will be invited by the buyer and will receive an email aIeQ
confirming the details, code and closing date and

time. You will find it in the My PQQs area. The way in which
you respond to a Request for Documentation is no different
to any PQQ or ITT within the system.

W,
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PCS-Tender

/You may find that responses to some RFDs (Requests for Documentation) questions aa
pre-populated with responses you have submitted previously.

Please note it is your Responsibility to validate that these answers are

correct and valid before it is submitted. You must edit and update any
responses that are no longer valid prior to submitting your RFD

\(Request for Documentation). /
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DD -

Suppller Data $tatua

Title

Mandatory | Optional
Infarmation abaut the bldder 4%
Infarmation sbout represantziives of he bidder 005
Grounds r=lating ta eriminal comvichions | o |

(Grunds relating ta the payment of taxes or sodial sacunty contributions SR

Blackising | 0w

Insoivency, conflcts of nterests or profsssional misconduct | 0w

Sultainty 100%
Econamic and Financial Standing S
Technical and Proesskonal blity 3

Qualty Assuranca Schames 3%
Emdranmental Managamant Stancard: ' 0%
< Fiequest for Dacumentation

Archilv - 0%

Total 13

Document Expiry Data {Firat to Expire)

Last Modified Date ~ Order of Presantation

OTNs2018

1802018

2AND2015

172016

1

Fage1af1

/Your Supplier Extended Profile \
Request for Documentation
(Standard Questions) are
updated on the acceptance and
opening of the response by the
buyer of the RFD (Request for

Documentation).

W,
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Supplier Profile - Managing Users
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VAV v
AVAVAV V
VAVAVAY

| PCS-Tender i
|

Click the User Management
tab in the menu on the left
£  Dashboard hand side, and select
PQQs/ITTs Open to, Manage Users.
Suppliers
Bl Projects
Currently N
Open D:l
g My Organisation
PQQ 15
@é File Sharing
' ITT 3
User Management Manage Users
Diectodes Default Users ast
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PCS-Tender

17:11 WET - Western Europe Time DST

B pcs-Tender

@ Training Supplier 001 © Help - 0]

HELPDESK

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

al Filter By: All Users v v
<J No Users to display
23

VAVAV.V.V.
VAVAVAVAY V
INAN\AS
A\ A A4

Click the Create button to
register the details of new
users within your
organisation’s account.

52



PCS-Tender

User Details

* Last Mame

# First Name

User Tag for Codes

* Email

* Telephone Number

The Mobile phone number must start with "+ and contain digits

from Oto 9

{min B max 15) with no spaces. The first number can not be

* Contracting Authority Name
Department

Role

#* Choose your Username and check it is not already in use

* Preferred Language

* Time Zone

Anothar

an oihér-usen@iraining oo uk

01555 123456

Diivigion ¥

AUSET-TAINIRG

English (UK} v

(GMT 0200} Wesiem Europe Time, London_Lishon

(Once you have completed\
all of the mandatory fields
click Save to finish setting
up the new user account.

R/ J
(Note: The new user will bB

sent an email with their log
in details. This will include
the username you have
chosen for them and a
temporary password to
access PCS-Tender.

W,
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PCS-Tender

17:14 WET - Western Europe Time DST @ Tramning Supplier001 @ Help- (D

N HELPDESK
=22 PCS-Tend
/ _I’ % =z e n e r Phone: 0800 368 4850
i E-mail: help@bravosolution.co.uk

After creating the new user you will be asked to
view the user rights of this user. As no ‘roles’ have
been created or allocated at this stage the new
user currently has no access to any of the
different modules within PCS-Tender.
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PCS-Tender

User: Another User

Contracting Autharity

Ditails

Auctions

Visibility of Auctlon Lists
Access Auction Details
Access to Auction Monitor
Participate

Contact Visible 1o Buyer

Manage Messages

PQQsITTs

& Edit Auction Rights

¥ Edit PQQNTT Rights

7,

N

aving clicked on View User
Rights you will be able to grant
relevant access rights to the new
user using the Edit button.

R/ W,
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@ Training Suppiier 001 @ Help~ 0}

17:17 WET - Western Europe Time DST

#< PCS-Tender

v
n Users Contracting Authorities

m Filter By: All Users

HELPDESK

Phone: 0800 368 4850
E-mail: help@bravosolution.co.uk

[ Create | e

«

Last Name First Name Contracting Authority Name Email Phone Role
|
1 User Another Division

By

Total 1 50 v| Pageloft

(If it is anticipated that many users will B
be setup under the organisation’s

account and that many of the users will
have similar access rights, it is advisable

W,
@)Ies allow Super Users

to quickly and easily assign the
appropriate User Rights to user accounts,
according to the function of the user
within the organisation. To do this click
Back To List on the top left hand side of
the screen. Roles can then be

accessed and created from the left hand
menu.
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" | PCS-Tender

L O =m0 /Once roles have been setup within your \
N PCS-Tend organisation’s account you will be able to
G FIBRIREE E ok assign these to both new and existing
users. Users assigned one of the roles

Users Contracting Authorities . . . . - . .
o setup within your organisation will inherit

sl h iated ights of th I
the associated user rights of that role.
mi Filter By: All Users v
Last Name First Name Contracting Authority Name Email Phone Role
g
1 User Another Division
Ba Total 1 50 v Pagetoft

=
B

Managing Additional Users - Supplier Guide:

https://pcsttraining.bravosolution.co.uk/esop/pts-host/public/pts-training/attach/supplier_help_file/managing_additional_users.pdf




PCS-Tender

PCS — Tender User Guides

PCS — Tender Supplier Registration Guide

https://pcsttraining.bravosolution.co.uk/esop/pts-
host/public/pts/attach/supplier help file/supplier registration quide.pdf

Managing Additional Users

https://publictendersscotland.publiccontractsscotland.gov.uk/esop/pts-
host/public/pts/attach/supplier help file/managing additional users.pdf

PCS-Tender Supplier Response Guide

https://pcsttraining.bravosolution.co.uk/esop/pts-
host/public/pts/attach/supplier help file/supplier response quide.pdf
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https://publictendersscotland.publiccontractsscotland.gov.uk/esop/pts-host/public/pts/attach/supplier_help_file/managing_additional_users.pdf
https://publictendersscotland.publiccontractsscotland.gov.uk/esop/pts-host/public/pts/attach/supplier_help_file/managing_additional_users.pdf
https://publictendersscotland.publiccontractsscotland.gov.uk/esop/pts-host/public/pts/attach/supplier_help_file/managing_additional_users.pdf
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Thank you!
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