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How do | find out about published tenders?

Central government tender opportunities in NI over £30K in
value are advertised online on the eTendersNI portal

http://etendersni.gov.uk/
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Log in ~ ¢ Welcome to eTendersNI

+ Login eTendersNI advertises opportunities for providing goods, services and works to Northem Ireland government department, agencies and arms-
length bodies.
- Forgot your password?
To respond to a tender opportunity, and to ensure you receive notifications, you must register as a supplier organisation. The ‘Suppliers new to
+ Register as a Supplier eTendersNI' section below provides guidance on registering and learning how to navigate the eTendersNI portal

Supplier Tip: On eTendersNI, suppliers are often referred to as ‘economic operators’, and tender opportunities are often described as ‘Call for

. Tender or CfTs
Information -

Don‘t forget e Sourcing NI: Previously the eSourcing NI portal hosted the tender opportunities now advertised on eTendersNI. For a short time
-+ View current opportunities you should check both tendering portals for opportunities, until all the public bodies have transferred over to use eTendersNI, and eSourcing NI
will cease to operate.

- News



http://etendersni.gov.uk/

How does central government buy?

 CPD is part of the Department of Finance

* Provides procurement services to central
government in Northern Ireland

* Clients include Departments, Agencies and
Arms-Length Bodies



Tell me about a typical year... 2014/2015

« 5,270 contracts awarded by central government

« Total value of central government procurement was
£1.8bn

 On average £4.9m awarded per day



How do | know what is in the pipeline

to be advertised?

« Do your research and get more time to prepare for tenders
by reading procurement pipelines

* Investment Strategy NI website hosts the construction
pipeline information
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Information on public sector procurement, including advice,
guidance and business opportunities

eTendersNI Information for construction proj

- Register as a supplier on eTendersNI - Introduction to the construction procuremel

- Software requirements to use eTendersNI effectively framework

- Practical tips to help you make the transition to - How to register for the CPD Health Projects
eTendersNI of Contractors'
- View sub-contracting opp

Read more
government cont

Procurement pipelines Procurement policy and guidan

- View the two current CPD Procurement Pipelines for
supplies and services opportunities

- Public procurement policy in Northern Irel

- Procurement Guidance Notes (PGNs)

- View procurement pipeline information for other
Centres of Procurement Expertise

Definition of '‘Best Value for Money'

Read more

- View procurement pipeline information for
construction projects

ead more

Public sector customers

- An introduction to procurement for public sec
customers

Selling to government

- Information about contracts awarded

- Information about current and upcoming tender

- How to contact CPD with a new work request opportunities

- Access information on current collaborative - Guidance for current and prospective suppliers

arrangements
g Read more

Read more




Which buyers are using eTendersNI?
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How many tenders have been submitted on
eTendersNI since the launch in 20157

More than 3,000 tenders submitted

More than 2,000 contracts
awarded
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Key tips for using eTendersNI

- Don’t wait until a tender is published, to get familiar with the
tender tool — allow time to build your skills

« Select your tender team now and take up the
‘Go-to-Tender’ training available from InterTradelreland —
learn the right approach to answering tender questions




Key tips for using eTendersNI

- Submit your tender at least two hours before the 3pm
deadline

« New users may require assistance from the helpdesk at
the point of tender submission — allow enough time

« Tenders are encrypted until the deadline expires
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Registering for eTendersNI http://etendersni.gov.uk/

* D-U-N-S number is required

QeTenderle

ng in — < WE|[

= Login eTends
length t
=+ Forgot your password?
To res|
- Register az a Supplier eTende

« www.dnb.co.uk/forms/new_duns


http://etendersni.gov.uk/

Registering for eTendersNI — potential pitfall

« Option to select a particular buyer of interest and receive
email alerts about all their tenders

CAs of interest: AGIME Test CA
Belfast Board Test P
B50 Pals
C Slator W

Central Procurement Directorate




What do you need to register on eTendersNI?

 Download Java Runtime Environment
(version 1.7 or higher)

 Internet Explorer (version 7 or higher) or Mozilla Firefox
(version 3.5 or higher)

Department of
Finance and CPD
I enders Homepage About eTendersMl FAQ Help Cq Personmel

10:41:53 GMT Search: [CTAITe] ﬂ

View current opportunities

Log in - ¢ Welcome to eTendersNI

+ Login eTendersM| adverlises oppertunities for providing geods, services and wog 1d government depariment, agencies and arms-

length bodies.
=+ Forgot your password?

To respond to a tender opporiunity. and to ensure you receive noti wsier as a supplier organisation. The “Suppliers new to
+ Register as a Supplier eTendersMl’ section below provides guidance on registering and lea (e the eTendersNI portal.
Supplier Tip: Please note that in order to respond to a tender you wil eUiware:
. - Use one of the following web browsers: Intemet Explorer (version 7 ¢ =1, Mozilla Firefox (version 3.5 or higher).
Information = i _
- Have a valid e-mail address
- Java Runtime Environment (version 1.7 or higher).
=+ View current epporiunities - Click on the following link to verify your Java version: hitps:/fwww.java.com/venfy
- Click on the following link to download the latest Java version: hitp:/www java.comien/download/manual.js
=+ News - Javascript must be enabled in your browser.

- Click on the following link to check whether Javascript is enabled: hitp:Venable-javascript. com/




Understanding the abbreviations used on
eTendersNI screens:

Suppliers are referred to as Economic Operators (EO)
Tender opportunities are Calls for Tenders (CfT)

Buyers are referred to as Contracting Authorities (CA)

QeTenderle



Supplier roles —the EO Administrator

« Edit the organisation detalls

« Add / delete other users

« Complete Supplier Profile Certificates
* Publish subcontracting opportunities

The Administrator should carry out the registration
process, and after this they can add multiple other users.




Supplier roles —the EO Users

Express an interest in a Call for Tender

Submit a request for clarification and view responses

Prepare and submit tender returns

Accept / reject contract awards




Contacting the helpdesk

C eTenderS N I Homepage About eTendersNI FAQ Help Contact us gmr;mﬁmai“d‘ CPD
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Get to know the home page



The home page

. CfT Management

Log in -

Logged in as:

Joanna Bloggs (Economic
Operator Admin j -

(U K} Ltd

Last login on :

=+ Edit Profile

=+ Uszer Homepage

=+ Log out

CfT Management -

=+ List of my CfTs

= Download tender preparation
tool

<

My CfTs

-
' ‘fou are not associated with any CfT.

List of CfTs




The home page: EO administration

EO administration —

=+ My subcontracting
opportunities

=+ Create SCO Workspace

=+ EO management

=+ User management

-+ Auditing Reports

- Comespondence




The home page: Information section

Information —

= View current opportunities

- Mews

= Supplier walkthrough help
guides

= Procurement pipelines

= eTendersMl FAC

= Public procurement policy

= Supplier information on public
sector tendering

-+ Stalistics

- Relevant links

- Events calendar
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Setting up email alerts



EO administration —

-+ My subcontracting
opportunities

= Create SCO Workspace

-+ EO management

View Organisatio




Edit CPV Codes

Edit CPV Codes




Selecting procurement categories: using a word search

SZearch

communication

Search

Search resulis

50334400- Cummum{:atmns E‘:,I'EI'E
50330000-Maintenanc

ADD TO LEST

elecommunications

Selected ltems
48510000-Communication software package

X 2w Submit




Using the category tree to find the exact category

main panel CPY

14000000 Mining, basic metals and related products
=l 15000000 Food, beverages, tobacco and related products
15100000 Animal products, meat and meat products
15200000 Prepared and preserved fish
=l 15300000 Fruit, vegetables and related products
153310000 Potatoes and potato producis

15320000 Fruit and vegetable juices

= 15330000 Processed fruit and vegetables
[l 15331000 Processed vegetables

L1 15331100 F etables




Selected ltems

15331100-Fresh or frozen vegetables
15331133-5plit peas
15331135-Processed mushrooms
15331136-Processed peppers

X D D [ submit

bmitButton




Edit CPV Codes

Edit CPV Codes

CPV Codes of inferest: 15331100-Fresh or frozen vegetables
15331133-5plit peas
15331135-Processed mushrooms

15331136-Processed peppers

Finish Jf Cancel

¢ Your changes have been saved successfully

Cloze
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Finding a tender on the portal
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Remember the new phrase ‘Calls for Tender’ (CfT)



Search results

CfT Title ~ | Resource |CA Info | Tenders Procedure Estimated
D Submis=ion value
Deadline

1  YCHMI vision of 35472 Central Purchasing o 28052015 Open Awarded
accountancy services Division 15:00:00

2 William Black 55202 Procurement o 29052015 Restricted Tender

Authority 15:00:00 Submission

3 Web Semvices 14290 Cenfral o 200022015 Open Awarded 150000
Procurement Open - Procurement 15:00:00
febh 9 Directorate

4 Web Semvices 1797 Confracting o 06022015 Open Awarded 30000
Procurement (Open Authority NI 15:00:00
28-Jan

5 Vic Works Resiricied 20129 Cenfral o 2722015 Restricted  Evaluation 15000000
Test 15 Feb 15 Procurement 15:00:00

Directorate




After selecting the title of a CfT...

CiT: THI Surface Dressing Two (5 Lots) . Show CfT Menu

Tender submission deadline in (days/hours): 44/23

Buyer Organisation: Transportil

Title: TNI Surface Dressing Two (5 Lots)

CfT CA Unigue ID: THH18T

Evaluation Mechanism: MEAT

Description: Test

Procurement Type: Works

Procedure: Open

CfT Invohves: A Public Contract

CPV Codes: 45200000-Works for complete or part construction and civil
engineering work

Contact Point: lawrence. craig@drdni.gov.uk




Explore the CfT menu options

Hide CfT Menu

T core information

CfT documents

Expression of Interest

Automated notifications



The ‘messaging’ option

View Messages

¥ CfT:Molecular Pathology to the Morthern Health and Social Care Trust ' Show CfT Menu

Inbox § Sent Messages J| Draft Mezsages

Search Meszage

Subject:

Broadcast l:::, es {:j Mo [Clear]

Mo results found.




Hide CfT Menu

CfT core information
CfT documents
Expression of Interest

Tender

specify Alerts

Meszaging

Automated notifications
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Using the tender tool



Saving a Tender

File Tools Help

=]
E Save




The layout of the tender tool

File Tools Help

==

. 0%
:.!JI Submit tender Complete

Eligibility Criteria HEEE R o=Te 1 1= § B Financial ]

@ UAT C4 Supj_2mentary, BL» UAT C4 Supplementar

I confirm that I hawve completed
| | authorise the systern to use the
certificate

S4-03 I confirm that I hold and will rmaintain 3rd party
certification of my documented health and safety management
systemn and that the certification provider of my documented
health and safety ranagement system is listed on the CPD web
zite,

@ *

i Yes




S4-03 I confirm that I hald and will rmaintain 3rd party
certification of my docurmented health and safety management
systern and that the certification provider of my docurnented

health and safety management system 15 listed on the CPD web
site.

@ ]
" Yes

‘Mo

S4-04 If vou answered "vES" to S4-03 then please provide a
copy of the certificate. If yvou answered "MNO" to S4-03 then
please provide a completed '"Assessment of Organisations
Providing 3rd Party Health and Safety Management Systems
Questionnaire' available on the CPD web site. Please include the
supporting docurnentation.,

@ & 3

I

| | attach file

nrmpleted Criteria: 072




Two options for preparing your tenders

QeTenderle




The individual: Log on and find the tender you are
interested in, then select ‘Tender’

Hide CiT Menu

CfT core information

CfT documents

Expression of Interest

Clarifications

Tender

File Tomls Help Standstill feedback

AT ERde S‘ i AI I‘E
E n I ! CDmplEtE

Automated notifications

1111 Erid Technical ] Financial ]

Comespondence

4
@ UAT C4 Supplementary, Bt:| AT C4 Supplementary, Buildsafe Initiative m

[ confirm that [ have completed the online profile certificate and I
|l autharise the spstern to wse the ansaers I provided anline in my
certificate

S4-03 I confirm that I hold and will maintain 3rd party
certification of my documented health and safety management
systermn and that the certification provider of my documented
health and safety management system is listed on the CPD web
site,

@ #* i

Yes

'Ho




The individual: Return to finish the tender

=/ Listofaraft Tenders (cre atad online)

# |Craated tyy Crastion date Laste aitea

SRR % 20151125 12:0526 201512/03 145143




The individual: submitting the tender 50%

Complete

Please pack and submit your tender

Eligibility Criteria

6 INSTRUCTIONS - SUPPLI

6 SECTION A - ECONOMIC

a SECTIOM B - PAST PERFQ

File Tools Help
| N r—=
E “ave | t 3 Pack-and-Submittender

e of
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Option two: the team



Multiple users completing a bid — how it works?

===l

Gordon starts
the tender, and
saves it

Ann checks
the final bid
and submits it

@

emails the |
draft bid to

Julie

Julie uses the
desktop tender tool
to open the draft bid

and work on it

Julie saves
S T her work and
/ v emails the bid
to Ann




Downloading the desktop version

CfT Management

=+ List of my CfTs

-+ Download tender preparation
tool




Log on and find the tender you are interested in, then...

Offline tender preparation and submission:

Hide CfT Menu

CfT core information
CfT documents
Expression of Interest
Clarifications

Tender

Standstill feedback

Specify Alerls

Automated notifications

Comespondence

Prepare this response offline




Using the desktop version to re-open the tender

File Tools Help

& 3 ‘. i - 2 - .' n e AR . ’ 0%
T oven document iEi Save [ | Pock | 3k Configuration e




Final user is ready to submit the tender

Hide CiT Menu

CfT core information
CfT documents
Expression of Interest
Clarifications

Tender

Standstill feedback

Specify Aleris

Automated notifications

Comespondence

Manual upload of tender package
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After submission



List of submitted tenders

Listof subm itted Tanders {cre atad onlins/offins )

|# | Submittsd |Name oP | DWP | TIPreceipt | TIP ™
’ | By ‘ receipt |submission |ID submission |conformance
! ; D {time time

st suomissbn % 000002348 03122015
1452:08
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Alternatively: the under £30k procurements



Supplies and
services
under £30k

- central
government

« Not usually advertised as a full tender

« Buyer finds the relevant category on
eTendersNI and views the list of
suppliers registered

« Buyer contacts 5 or 6 suppliers for a
price guotation or short tender

 Goods and services awarded on
lowest acceptable price



Constructionline is a database of
construction suppliers (or construction
related)

www.constructionline.co.uk

Used by the public sector to select
contractors / consultants to tender for
projects under £30k which are not
normally advertised

A minimum of six suppliers will be
selected for each project

Construction
under £30k

- central

government



http://www.constructionline.co.uk/
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Procurement

Information on public sector procurement, including advic
guidance and business opportunities

eTendersNI rmation for construction projects

- Register as a supplier on eTendersNI - Introduction to the construction procurement policy

- Software requirements to use eTendersNI effective framework

- Practical tips to help you make the transition to - How to register for the CPD Health Projects ‘Register
eTendersNI of Contractors'

- View sub-contracting opportunities with current
government contractors

Read more
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Questions?



