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Introduction

A Sourcing Questionnaire is issued to suppliers to give them sufficient information to enable
them to clearly establish whether they wish to participate in a tender process.

It is also designed by an organisation to secure the necessary reassurances about the capacity,
capability and eligibility of potential bidders to satisfy both the collective minimum requirements
of each tender and the successful completion of the procurement process itself.

A Sourcing Questionnaire will generally cover at least the following:
o Details of potential bidder and its business structure

e Legal & Regulatory requirements

¢ Financial information

e Health & Safety Requirements

e Details of Workforce

e Environmental Management Policies

This Sourcing Questionnaire is forwarded either to a list of pre-selected suppliers, or to the entire
supplier community. If suppliers are interested in tendering for any future contracts for this
specific commodity category, they will respond by submitting their answers to the questionnaire
via the GlobalERFx website.

Definitions
‘Term  Definiton
RFI Request for Information
PIN Prior Information Notice
BC Business Case
PQQ Pre-qualification questionnaire

System used to create tenders, contracts and amendments which will
RFx then be awarded and evaluated. A template created in the Panel Scoring
Application will be linked to an evaluation criterion of a tender in RFx.

GlobalERFx.com is a business-to-business facilitation portal, specifically
designed for the global ERFx (pre-procurement / sourcing) market. Its

GlobalERFx main aim is to bring buyer and supplier communities together, via a single
portal, providing authentication, secure access and encrypted electronic
data transmission.
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Ilcons

Icons used throughout the system:

Delete / Cancel

X Use this button to delete or cancel an occurrence (Inventory, tender etc.) or
remove the link between an item and a list containing the item

Edit
Use this button to Edit existing records

E*) Lookup
Use this button to lookup an item for selection

Select

E g Use this button to select an item from an available list (commodity category, entity
etc.)

Date Picker

= User this button to capture the OJEU Notice Date, the Proposed Award Date and
the Contract date on a PQQ

Drop Down Arrow
Use this button to display a list of information relevant to the field

4

Mouse pointer

The mouse pointer can be configured in windows to have other shapes. This is an
example of a mouse pointer.

Home
Select this button if it displays on a form in the Module, to return to the Home page

Logout
Select this button if it displays on a form in the Module, to log out of the Module

Help

Select this button if it displays on a form in the Module, to access screen help
information

Start or End
The start or the end of a complete process

H © © | © | =

Start and End of step

D Start and end of a Step in the process where additional steps resides within the
step
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Step not reached

Step in the process not yet reached

Complete section

¥

A step in the process that has been completed

Status bars

There is a status bar displayed on the create and maintain forms of this module that indicates
what you are doing or have done with your document, and what is still left to do to complete the
lifecycle of the document concerned.

The status bar displays as follows and is self explanatory.

E}I

| E’Create Header
| ECreate Section
| ECreate Gestions

LH

E Publizhed
m Evaluste
5
O

Recommend

Figure: Status bar
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Opening the Sourcing Module

As llustrated in the figure below Sourcing is accessed via the Intenda Solution Suite (ISS) icon
displayed on your desktop. By selecting this icon you will be allowed access to the Intenda Solution
Suite Dashboard.

Intenda Solution
Suite icon

Figure: Your desktop

The Intenda Solution Suite logon form will be displayed.

INTENDA SOLUTION SUITE

Environment: |R0yal Huotel |G
Username: | |
Password: | |
Organisation: {= Organisations

o Dietautt

EI ROY AL HOTEL GROUP
- RHG - Gauteng Branch

Version 5.2.1.0 L Login J [ Cancel J

Figure: Log into ISS
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To log into the ISS dashboard, simply select the Organisation that you belong to, and complete

your username and password in the relevant field. Once you are satisfied, select the
button. You will then be redirected to the ISS dashboard.

Intenda Solution Suite

£
o
%
) I ﬂi [ Il b=
INTENDA SOLUTION SUITE DDD@H oooooo
- User name: Demo  Department: ROYAL HOTEL GROUP  Environment: Royal Hotel 2007010712 O&:49:11 AM Log Qut
e Sations LT ——
RF:x f Tendering / Cortract Management v Mavigator
Purchasze Management
PM
Consolidation of Requests
COR
BM Budget Maintenance
< Add On's
: Supplier Management
5M o Panel Scoring

Figure: ISS Dashboard

The Questionnaire Modules are accessed through the Sourcing Menu of the RFx Module. Simply
select the RFx icon on the dashboard.

User access

User accounts are managed within the RFx system. Any RFx user or administrator will
automatically have access to the Sourcing Module.
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Source Plan, Work Plan and Bid Calendar

Mandatory fields on a form are indicated throughout the system with the background colour of a
field which will be light yellow, whereas all non-editable fields on a form will be indicated
throughout the system with the background colour of light grey.

Non - Editable Field

Code: 001

Description: Budget approval

Figure: Non-Editable Field

Code: 001

Descripkion: Budget approval

Mandatory Field
Figure: Mandatory Field

Method: Select a Date on a Calendar;

e Click on the Drop down arrow next to the relevant Date field.
To select a specific date, click on the date.
If the date is not visible on the calendar, click the right arrow button to view the next
month, or the left arrow button to view the previous month.

e To select a date, click on the date.

e The date will now be saved.

Previous Manth Mext Manth

Sun Mon Tue ‘“Wed Thu Fri Sak
1
2 3 4 5 &6 7 & Select the Date

o 10 11 1z [EER 14 15

16 17 18 19 20 &1 z2
23 24 25 26 27 25 29
a0 3

[ IToday: 12/13/2007
Figure: Using the Calendar

8
Version 1.3.2.0 l .
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Lookup Tables

Lookup tables contain standard static data used by various other business processes in RFx.
The lookup tables are populated within RFx by manually capturing all available data from the
particular environment. You must maintain the lookup tables and this is done by manually
capturing the appropriate new or altered data for the correct lookup tables.

Assigned periods can be defined as quarters, days, months, years, etc. The values are
definable by you and are linked to a sourcing plan item. The assigned periods are
specified and set up in a lookup table. To access the Source Plan Assigned Period List
form, select System Setup > Lookup Tables > OJEU Procurement Rules > Assigned
Period.

Azsign period

Code:

Description:

Print order:

Assign periods

Figure: Source Plan Assigned Period List form

From this form, you are able to create a new Source Plan Assigned Period.

Method: Create an assigned Period,;

e Onthe Source Plan Assigned Period List form, click on the New _licon.
e The Source Plan Assigned Period Maintenance form will be displayed.
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Assign period maintenance

Code:

Descripkion:

Print ardet:

Figure: Source Plan Assigned Period Maintenance form

e Complete the following fields:
- Code
- Description
- Print Order

= PLEASE NOTE. The Print Order determines the order in which the BID
Calendar will be displayed.

e Select the Save lal icon.

The Assigned Period has now successfully been created.

Method: Edit an Existing Assigned Period,;

e From the Source Plan Assigned Period List form, highlight the record that you wish to
maintain.

e Click on the Edit . icon.
o Make the relevant changes and click on the Save il icon.

The Assigned Period has now been edited.

To delete an existing assigned period, highlight the relevant record and click on the Delete P
icon. The assigned period will be deleted from the system.

Source Plans

Source Plan Maintenance is the process whereby basic information of a sourcing plan can be
stored. Multiple sourcing plans can be created and published within an organisation depending on
the reason for the sourcing plan and the nature thereof.

10
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Sourcing plans is the highest level in the maintenance process. Sourcing plan items and Work

plans are all linked to the sourcing plan.

To be able to access Source Plans, select Sourcing > Sourcing Plans from the dashboard. On

this form, you are able create a new Source Plan.

Method: Create a new Source Plan;

e On the Source Plan List form, select the New _licon.
e A new form, Source Plan Maintenance will be displayed.

Dotals
Code: Buyer... | L2
[Dergcmiphicnn: O ArpEaton. .. | o
Dot Lyt swvved Tueddey |, Deceenbar 15, 2007 st
St date: | Tuesdoy , December 18, 2007 *|  Publsh bo bid calender: [
Enid date: Tussdsy | Dacembey 16, 2007 W
Figure: Source Plan Maintenance form
e Complete the following fields:
- Code
- Description
'_r PLEASE NOTE The Code is an abbreviation or identifying number to

identify the Source Plan.

e Select the BUYER button and the Buyer List form will be displayed.

Buryer lisk
Buyver code:

Buyer name:

Buwers

Figure: Buyer List form

e Click on the Search #3 icon, leaving the filter criteria fields blank to display a list of all the

buyers registered on ISSMC, or enter Search Criteria into the filter fields.

e The Buyer List form will be displayed listing all the information that complies with the

search criteria on the grid.

11
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¢ Highlight the Buyer responsible for the Sourcing Questionnaire and click on the Return
Data “F icon.

e You will be returned to the Source Plan Maintenance form, with the Buyer field populated
with the selected information.

_

—

PLEASE NOTE The Buyer field is not compulsory.

o Select the ORGANISATION button. The Organisation List form will be displayed.

Crganisation lisk

Code:

Description:

Qrganisakions

Figure: Organisation List form

e Select the Search # icon, leaving the filter criteria fields blank to display a list of all the
Organisations registered on ISSMC or enter Search Criteria into the filter fields.

e The Organisation List form will be displayed, listing all the information that complies with
the search criteria on the grid.

e Select the Organisation applicable to the Sourcing Questionnaire, and click on the Return
Data “¥ icon.

e The system returns to the Source Plan Maintenance form, populating the Organisation
field with the selected information.

‘"—.5.:.'-’

—

PLEASE NOTE The Organisation field is compulsory.

e Complete the following fields:
- Date Last Saved.
- Publish to Bid Calendar
- Start Date
- End Date
e Select the Save il icon.

A Source Plan has successfully been created, and you are now able to create a Source Plan
Item.

12
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Source plan items are directly related to the source plan that you are creating. Source plan items
reflect the tenders or contracts to display on the procurement plan or bid calendar. Sourcing plan
items is where you are able to identify which tenders or contracts will be published to the market
within a specific timeframe. Source plan items can be amended at any stage, or deleted if
necessary.

Method: Create a new Source Plan ltem;

e On the Source Plan Maintenance form, click on the Items tab.
o Select the New L] icon. The Source Plan Item Maintenance form will be displayed.
e Complete the Item Code and Name fields respectively.

En PLEASE NOTE The code is an abbreviation or identifying number to
== identify the Source Plan Item.

e The Source Plan field defaults to the Source plan description on the details tabs. This
field cannot be edited.

Select the BUYER button and the Buyer List form will be displayed.

Search for and select a buyer responsible for the Source Plan item and click on the
Return Data “7 icon.

You will be returned to the Source Plan Item Maintenance form, populating the Buyer
field with the selected information.

'_f PLEASE NOTE The Buyer field is compulsory.

Select the PERIOD button.

The Source Plan Assigned Period List form will be displayed.

Search for and select the required assigned period and click on the Return Data “7 icon.
The system returns to the Source Plan Item Maintenance form, populating the Period
field with the selected information.

Complete the Budget Value field.

Complete the Estimated Duration in Months field.

PLEASE NOTE You do not have to capture the estimated budget value of

13



3 ‘ INTENDA

Sourcing User Manual

’. the item, but if captured it must be a valid value.

e Pt

e Select the date when the OJEU notice should be published.
e Select the date when the Contract should start. If the Source Plan must be published to
the Bid Calendar, select the check box next to the Item released field.

e PLEASE NOTE Both this field and the Publish to Bid calendar field on the
T Details tab must be checked for the Source Plan to be published to the bid
Calendar. If one of the fields is not checked, the Source Plan will not appear

on the Bid Calendar.

e Click on the Save Il icon.

You are able to maintain and delete source plan items by simply highlight the relevant record and
selecting the Edit _{ or the Delete % icon on the Source Plan Maintenance form.

Work Plans

A Work Plan is linked to a Sourcing Questionnaire Item. Creating a work plan acts as an in depth
analysis of a sourcing plan item to which a business case and timelines are linked. A work plan is
created to define the market analysis that has been done by the user to substantiate why a
Sourcing Questionnaire or ITT process must be followed.

A work plan covers the following processes:

1. Specifying the timelines associated with the PQQ or ITT processes.
2. Specifying the business case for the sourcing plan item.

3. Initiating a PQQ process based on the authorisation of the work plan

4. Initiating an ITT process based on the authorisation of the work plan, or based on the
completion of a PQQ process.

Although all the above steps form part of the work plan, the Work Plan Module only covers the
maintenance of the work plan. To access Work Plans in order to create a new work plan, simply
click on Sourcing > Work Plans.

Method: Create a Work Plan;

e On the Work Plan List form, select the New _licon.
e A new form, Work Plan Maintenance will be displayed. This form is divided into six (6)
sections:
- Work Plan Details
- Source Plan Details

14
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- PQQ Dates

- ITT Dates

- Comments

- Business case details

Pubdication dabe:
Casing dake:
Evaluation dabe:

Awpard date:

Status:
CJEL Notice dabe: Wednesday, January 02, 2008 b
Code: ¥
siress case details
Creabed: O
Subenit date: Wednesday, Jarmary 02, 2008 W
Signasture date: Wednesday, lanuary 02, 2008 bt
ITT dates
Wednesday, January 02, 2008 et Publication date: Wednesday, January 02, 2008 b
Wednesday, January 02, 2008 o Closing date: Wednesday, January 02, 2008 hr
Wednesday, lanuary 02, 2008 b Evahustion dake: Wednesday, lanuary 02, 2008 by
Wednesday, January 02, 2008 bt Recommendation date:  Wednesday, Januwary 02, 2008 s
Bweard date: Wednesday, January 02, 2008 b

Figure: Work Plan Maintenance form.

e Complete the following fields:

- Code
- Description

PLEASE NOTE The code is an abbreviation or identifying number to
identify the Work Plan. The Status Fields remains blank. The status field will
be populated when Workflow has been activated.

e Select a date when the OJEU notice should be published.
e Select the Submit and Signature date of the Business case.

PLEASE NOTE The Business Case is used to obtain management
commitment and approval for investment in business change, through
rationale for the investment. The Business Case provides a framework for
planning and management of the business change. The ongoing viability of

15
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the project will be monitored against the Business Case. The business case
is created outside the system.

e Select the check box next to the Business case created field to indicate that a business
case was created.

e Click on the ITEM button. A new form, Source Plan Item List, will be displayed.

e Select the Search # icon, leaving the filter criteria fields blank to display a list of all the
Source Plan Items or enter Search Criteria into the filter fields and click on the Search 33
icon.

e The Source Plan Item List form will be displayed listing all the information that complies
with the search criteria on the grid.

e Select the Source Plan item applicable to the Work Plan and click on the Return Data “7
icon. You will be returned to the Source Plan Maintenance form, populating the Item field
with the selected information.

== PLEASE NOTE The Code field is automatically populated with the code of
== the Applicable Source Plan to which the Source Plan item belongs.

PQQ Dates

e Select a planned date when the PQQ should be published in accordance with current
legislation.

e Select a planned date when the PQQ should close, in accordance with current legislation.

e Select a planned date when the PQQ should be evaluated, in accordance with current

legislation.
e Select a planned date when the PQQ should be awarded, in accordance with current
legislation.
ITT Dates

e Select a planned date when the ITT should be published in accordance with current
legislation.

e Select a planned date when the ITT should close, in accordance with current legislation.

e Select a planned date when the ITT should be evaluated, in accordance with current
legislation.

e Select a planned date when the Tender should be awarded, in accordance with current
legislation.

e Complete the Comments field with valid relevant comments relating to the Work Plan.

e Click on the Save icon.

The Work Plan Module provides the facility to attach relevant documentation to the work plan per
Source plan item.

Method: Attach a Document;

16
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e Onthe Work Plan Maintenance form, select the Documents tab.
Click on the New _1 icon.
A new form, Work Plan Document Maintenance will be displayed.

e Complete the Item Name and Description fields.

e Select the Browse = icon next to the File field. Browse to the relevant file and click on
the OPEN button.

e Select the Save Il icon.

Method: View an Attachment;

e On the Work Plan Document Maintenance form, select the document to the viewed.

e Click on the Edit _{ icon and select the View  icon.
e The content of the original attached document will be displayed.

You are able to update and delete an existing work plan by simply selecting the Edit 1 orthe
Delete X icon on the Work Plan List form.

Bid Calendar

The Tender and Contract Module offers a wide variety of management reports to the ISS
Manager. ISS reports are driven by LogiXML reporting which is an XML-based report building
application that lets developers build full-featured web-based reports, charting, dashboards, and
portals within a single development environment.

End-users can view and interact with all of their key business data in one place, performing one-
click calculations on chosen data sets, sorting and grouping data and drilling down into charts and
graphs.

A number of reports are currently available within the Tender and Contract Module of ISS. To
access these reports, select Reporting > Management Reporting. You will be redirected to the
Management Console. Select the Tenders Menu on the Home page.

A Bid Calendar is a publication of the content of an organisational sourcing plan. A bid calendar
shows the supplier community which tenders or contracts will be put out to the market within
specific time frames.

Information displayed in the bid calendar will be extracted from the information captured in the
sourcing plan maintenance process. The items displayed on the Bid calendar will be sourcing
plan items. A bid calendar contains read only information, therefore the supplier is unable to
perform any actions against the bid calendar.

17
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The ISS Manager is also able to monitor the progress of tenders and contracts being put out to
market by viewing the bid calendar on a daily basis.

A menu selection for the Bid Calendar would be available from the reporting console. Selecting
this link would open the bid calendar for viewing. The manager would now be able to view all
activities that are relevant to the tenders and contracts that are in the market and scheduled to go
to the market within the annual calendar as depicted on the bid calendar.

18
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Logon to the PQQ via RFx

To log into RFx, simply select the RFx / Tender / Contract Management icon from the ISS
Dashboard. An RFx dialogue box will appear detailing the number of tenders / contracts to be
finalised. Select the OK button.

The RFx Dashboard will display as follows:

& Tender and Contract Management

File Requests Projects  Sourcing  ITT  Contracks  Reports  Enguiry Memu  Authotization  Suppliers  SystemSetup  AddOn Help 59

To access PQQ, select the Sourcing menu item. The following option will display:

Sourcing

Saurcing Plan

Work, Plan

RFI

PIMN

Business Case
CJEU Motice

QO |

Figure: PQQs Lookup Table Menu

To access the Sourcing lookup tables, select System Setup, then Lookup Tables, then OJEU
Procurement Rules. The following options will display:

ers | Swstem Setup | addon  Help | 5%

Buver Data 4

Company etup L4

Lookup Tables » | aeneral L4

Security k Conkracks r

Zhange Password Cuokes 3

Cpkians ... Suppliers 3

To Do fgdministration ... Budgets 3

fssigned Period OJEL Procurement Rules ¢

Categories

Procedure Per Tender Type
Reasons for Acceleration
Skages

Stage Per Type of Procedure
Type OF Procedures

Figure: OJEU Procurement Rules Lookup Table Menu
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Lookup Tables

Lookup tables contain standard static data used by all of the various other business processes in
Sourcing. The lookup tables are populated during the implementation process of the Sourcing
Module. Electronic data, if available can be imported into the relevant tables or all available data
can be manually captured from the particular environment. The applicable Sourcing users must
maintain the lookup tables in the various relevant environments. This is done manually by
capturing the appropriate new or altered data for the correct lookup tables.

The Sourcing Module is supported by seven tables. These tables are listed under the System
Setup menu, on the dropdown list in the OJEU Procurement Rules area of Lookup Tables (Refer
section for details on how to access the Sourcing lookup tables).

Before the Sourcing Questionnaires can be captured, the Type of Procedure lookup table must
be created in RFx. The system carries Type of Procedure in lookup tables as standard static
data. The lookup tables are normally populated during the RFx implementation process. The
applicable RFx users must maintain the lookup tables to stay in line with local changes in
legislation. This is done manually by capturing the appropriate new or altered data for the correct
lookup tables.

The Type of Procedure controls the period that a tender is in the market. The type of procedure
is directly linked to the type of tender put into market. There are only four types of procedures as
far as the EU is concerned. Each of the procedures have a host of rules that apply, depending on
the type of contracts in place, and the nature of the tender being put into the market etc. Each of
the procedures then affect the period associated with the tender publication. The Type of
Procedure table carries the rules of possible Procedure types.

Open Procedure A notice is placed in the Official Journal of the European Union (OJEU)
giving all interested suppliers the opportunity to tender. 52 days must be
allowed from dispatch of the notice to receipt of tenders. Contract
documents must be sent to suppliers within 4 days of receiving their
request. Additional information must be provided to tenderers at least 6
days before the final date of receipt of tenders.

Restricted - A notice is placed in the OJEU, allowing 37 days for interested suppliers
Procedure to respond. Invitations to tender are sent only to selected tenderers,
allowing 40 days for their response. Contract documentation must be
sent to suppliers within 4 days of receiving a request. Any additional
information must be provided at least 6 days before the final date of
receipt of tenders.
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Negotiated One or more suppliers of choice are approached, terms of contract are
Procedure negotiated with them, and a Contract Award notice is placed in the OJEU.
With the exception of the provisions listed below, no prior OJEU notice
is required. This procedure may be used in the following circumstances:

e Open or restricted procedures have been used and produced no
acceptable tenders.

e Goods are purely for research or development; this provision is likely
to be interpreted strictly, in that the product itself must be the subject
of research.

e Only one supplier is available for technical, artistic or copyright
reasons.

e Extreme urgency exists for unforeseeable reasons beyond the control
of the University; for example, replacing equipment damaged in a fire.
The use of this provision must be justified in writing.

e Additional deliveries by the original supplier are required.

Accelerated If there is insufficient time to go through the Open or Restricted
Procedure Procedures, a prior contract notice may be placed justifying the use of this
Procedure. Suppliers have to respond within 15 days of dispatch of the
notice, and the time limit for the receipt of tenders is 10 days from
invitation to tender.

You access the Type of Procedure form from the OJEU Procurement Rule link on the Lookup
Tables menu. The Type of Procedure form will display:

t  Type Of Procedure |'-_||'E|E|
Q© 2aEH A & @ 4 i b bl
Record (1 af 3}
Code Procedure Mame
k|1 Restricted Open Procedure
z Restricted Selected Procedure
3 Qpen Procedure
| | 3

Figure: Type of Procedure form
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Method: Adding a new procedure type

Select the |1 (New) icon and the Type of Procedure form displays;

Capture the produce code and the procedure name for the new procedure type

Indicate whether it is accelerated or restricted by checking the relevant box

Capture the number of days between being sent to OJEU and being issued to suppliers
Capture the number of days between being issued to supplier and the closing date of
guestionnaire

After providing the necessary information, select the OK button.

To exit the form without saving anything, select the CANCEL button.

Method: Editing a procedure type

Select the procedure type from the list you wish to edit.

Then select the (= (Edit) icon to display the Type of Procedure form.
After making the necessary changes, select the OK button.

To exit the form without saving, select the CANCEL button.

Method: Removing a procedure type

Select the Type of Procedure you wish to remove.
Then select the BF (Delete) icon and it will be removed.

22




Sourcing User Manual

Request for Information

Request for Information (RFI) is a standard business process whose purpose is to collect written
information about the capabilities of various suppliers. Normally it follows a format that can be

used for comparative purposes

A questionnaire is created with its header and associated sections and questions residing under
each section. Questionnaires are linked to commodity categories. The commodity category to
which it is linked will automatically determine which suppliers receive the RFI when it is issued.

i PLEASE NOTE A questionnaire can only be linked to one commodity
— category. If a questionnaire needs to be linked to more that one commodity
category, the user will have to COPY the questionnaire, rename the copy and
then link it to the new commodity category.

To create a new RFI questionnaire, select the Create RFI link from the RFI main form as depicted
below.

@ Hame o Hela

WOULD YOU LIKE TO:

= Creste RF * Load RFI
¥ Creste a Template ¥ Load a Template ¥ Delete a Template

¥ Create a RFI from a Template

Figure: Create a RFI access point

The blank Questionnaire header will display as follows:
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e Home o Help

Header
GEMERAL INFORMATICN
Codle Date Created 20071206
.—I WiorkPlan _} & LJEU Reference Mumber
| [:‘Create Header Description Caption
| [:‘Create Section
| [:‘Create Guestions
.J CONTROL INDICATORS
Status Code Created Rating E]
Status Reason Active for Supplier
Sealed @ Unsealed O
PROCEDURE INDICATORS
Pracedure Type | Mot Linked _\:l Commadity Category B2
ChEL Matice Date 20072106 H CPY Code
|zzue Date 3 @ Closing Date 2] ]
Proposed Avward Date j &2 Cortract Avward Date 3 &
Attachments

Mo records found

ADD

saverEsper | [ cancel |

Figure: Header

Method: Creating a questionnaire header
e Capture the Code and Caption for the new questionnaire.
Capture the OJEU Reference number if required.
Capture the description for the questionnaire.
Select the WorkPlan
Check the Rating check box if this questionnaire is to be evaluated.
Check the Active check box to ensure the questionnaire is available for issue.
Indicate whether the questionnaire is sealed or unsealed by checking the relevant radio
box.
Select the Procedure Type.
¢ Depending on the type selected, the date field will be populated / OR you can select
dates for the fields yourself.

If you wish to add an attachment to your questionnaire header, do the following:

e Select the ADD button in the Attachment section of the header

Attachments

Mo records found. ..

Figure: Attachments section of questionnaire header
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The Add Attachments form will display:
o Select the BROWSE button, locate and select the file you want and select the OK button.

e After providing all the necessary information and adding the attachment, select the SAVE
button.

e To exit the form without saving anything, select the CANCEL button.

Once you have finished completing and saving the questionnaire header, two other sections
become available. You can capture the sections to which you will add the questions.

Method: Adding a section to a questionnaire
e Select the SECTION bar, and the following form will display:

.~ Sections

Code Description

No Data

Figure: Add sections

e Select the ADD button.
e Complete the following fields
o Code
o Caption
o0 Description
o0 Order (in which it will appear on the questionnaire)
e Check the Active Indicator check box.
e Select the SAVE button.

The new section you have just created will now display in the grid under SECTIONS.

To edit or delete the section simply select the Edit 1 icon or the Delete icon.
Follow the steps listed above to all the sections to your questionnaire.

Method: Adding a question to a questionnaire
e Select the QUESTIONS bar, and the following form will display:

» Questions

Code Description

Mo Data

Figure: Add questions

e Select the ADD button
e The expanded questions form displays as follows:
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Questions

GEMERAL INFORMATICN
Section Code _; Guestion Code

Order Sequence Active for Supplier

CONTROL INDICATORS

Header D Lookugp D _‘}J
Rating |:| Display Caption |:|
Mandstory |:| Fead Only |:|
Pt Line O
COMTROL DATA,
LaRton Tooltip
Style Normal _‘FJ [rata Type Code warchar j
Defavit Cption Type Check box

Option box
hin W alue Mz Valug
= Rating Precizion
Character Count Wiord Count

| seve quesTion | | CANCEL

Figure: New question form

e Complete all of the relevant fields

e Check the Active Indicator check box to make it available for completion by the supplier

e Once all the fields are complete, check the Rating Indicator box if the supplier’s
response to this question is to be evaluated.

e Then check the Lookup Indicator box to set up the possible answer to this question. The
Lookup icon becomes available for selection as follows:

| Lookup _%‘ |
Figure: Lookup Indicator

e Click on the Lookup “# icon. The Potential Answers form displays as follows:

Potential Answers

Active for Supplier [F]

| CLEAR | | ADD | | DOME |

Mo records found

Figure: Potential Answers
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e Complete the following fields:
o Answer code
0 Answer description
0 Answer caption
0 Answer rating
o0 Answer value
e Check the Active check box
e Select the SAVE button.
The Potential Answer will now have been linked to your question.
e Select the SAVE button again on the Questions form.

The new section you have just created will now display in the grid under QUESTIONS.

To edit or delete the question simply select the Edit 4 icon or the Delete X icon.

Follow the steps listed above to all the questions and possible answers to your questionnaire.

Load a RFI

This form is accessed by selecting the Load RFI link from the RFI main form as depicted below.

@ Hame o Hela

WOULD YOU LIKE TO:

* Create RF =+ |oad RFI
¥ Create a Template * Load a Template ¥ Delete a Template
¥ Create a RFI from a Template

Figure: Load a Questionnaire access point

You will be prompted to select the Questionnaire number you want to work with. Make your
selection and select the OK button.

The questionnaire you have selected will show as being active in the bar at the bottom of the
following screen, which will also display all of the functions available for selection:
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Q Q-

. ] _Admimsmaton

.—| ¥ Maintain * Capture Suppliers Responses
| Eﬂreate Header *  Submit for Approval * Delete
| E] Create Section *  Publish ¥ Copy
| E] Create Questions > FEyaluate * Close/ Extend

._I *  Recommend

Published e R i

Evaluate
Open Report Manager
Recommend

B

ACTIVE RFI: RHG Catering Servioe ACTIVE RFI STATUS: Created

Figure: Load a Questionnaire main screen

Maintain a RFI

Once you have created a questionnaire, and selected it from the Load RFI link on the main form
of RFI, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the RFI menu on the “Load RFI” main form as follows:

Q Home

]
[

¥ Maintain *  (Capture Supplierz Responses

| Eﬂreate Header *  Submit for Approval *  Delete
| Clcreate Section » publish > Copy
| DCFEEE Questions  » Evaluats * Close / Extend

"

Recommend

Published i R i

Ewvaluate
*  Open Report Manager
Recommend

T

The questionnaire header with its associated sections and questions will display as follows:
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e Home:

Header

GEMERAL INFORMATICN

Code
WiarkPlan
q
MCreate Header Description
Mcreate Section

|

\

\

‘ Create Guestions
[

L

Sections

Description

CONTROL INDICATORS
Status Code

Status Reazon

Sealed

PROCECURE INDICATORS
Procedure Type

CLJEL Matice Date

lzzue Date

Propozed Swward Date

Attachments

RHE01-RFI
Budget approwval
Collective Mini Fequi

Catering senrices

Date Created
CWEU Reference Mumber

B 2

Caption

Rating
Active for Supplier

Unzealed

. Commodity Categary

Creatad

| Restricted Open Procedure
2007/12/05 H
20020104

2008/02/01 Ea

CPY Code
Cloging Date

Cortract Avvard Date

o Help

20071205
20065 117-124854

RH3 Catering Senice

RESTALRANTS AND CATERING B (2
55000000
200210116

E e

20020202

Mo records found

B Crverview of thiz RFI

C Contanct Detals For RHG
(] Supplier General Crverview
D2 ity

E Products

F Manufacturing

G IT Infrastructure
Questions

ADD

FREWIEWN

| [ sevenescer | |

canceL |

=
[
T
[

H NNRARR S
MM AN AHKANX

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the

SAVE button once you are finished.

Method: Edit a section or a question

Your changes have been successfully saved.

Method: Delete a section or a question
e Select the Delete & icon next to the item you wish to delete in the section or question

grid

¢ A system message will display as follows:
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Are you sure you vant to delete the selected recard?

VEE | | M

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Submit RFI for Approval

After a questionnaire was created it needs to be submitted for approval to the delegated
authoriser in the organisation.

Select the Submit for Approval link from the RFI menu on this form:

©
L~)

] ~ Request for Information ~ Administration
|::|—| * Capture Suppliers Responses
| EIZ-‘_ pproval * Delete
| [j'3-' * Cop
| E]': E * Close / Extend
[j_l *  Recomme
L1 putishe ~ Reporting
D Evaluate i a0
pen Report Manage
D Recommend -
The Send RFI for Approval screen will be displayed;
Send RFI for Approval
RFI Type RFI
RFl Type Code RHGO0E-RF
De=cription Collective Minimum Raguiraments fo
Catering Services
SEND FORAPPROVAL | |  CANCEL

Figure: Send for approval form
e Click on the SEND FOR APPROVAL button.

e Confirmation of submitting approval displays
e Select the OK button.
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PLEASE NOTE Approval of submitted questionnaire is done externally by
the delegated approver as set up in the system workflow module.

Publish a RFI Questionnaire

Once you satisfied that your questionnaire is correct it can be issued.

To do so, select the Publish link from the RFI menu on the “Load a RFI” main form as follows:

e Home o Help
[ | . Request for Information » Administration
D—| ¥ Maintain * Capture Suppliers Rezponses
| Efrh proval * Delete

| Cler ? o

| E]l'.reaie Questione  » Evaluate » end

[j_l *  Recommend

Publizhe i :
[:| Publizhed .~ Reporting
E] Evaluate : T
* Open Report Manager
E] Recommend
Figure: RFI main screen
The Publish a Questionnaire form will display as follows:
RFI Type RFI
RFI Type Code RHGO007Y-RF
- L Collective Minimum Requirements for
Die=cription Catering Services
lzzue To ®wee O Frint ou
lzzue Type l@':l sed 'O' Dpen
| oK | CANCEL

Figure: Publish a Questionnaire form
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The Questionnaire Type and Questionnaire fields will default with the information of the
guestionnaire that was selected on entry to the “Load RFI” form.

Method: Publish a Questionnaire
e Select whether to publish the questionnaire to the Web or to Print Out by selecting the
relevant radio box.
e Select what type of issue it is by selecting either the Closed or Open radio box next to the
Issue Type field.
e Select the OK button.

The guestionnaire document as it appears to the suppliers will display as follows:

e Home @ Attachmerts o Help

Confidentiality

The Supply Chain (acting on bahalf of RHG Buziness Senices Authority) maintaing ralations with multiple organizations. Data provided in this questionnairs is strietly idential. Thiz questionnaire and all
azzociated material provided by the RHG Supply Chain and the RHG eitherwmith, or to this aire, must be al and to the RHG Supply Chain and the RHG
Our Approach

“our organisation i being invited to raspond to this Pre-Qualification Quastionnaire bacause you have expressed an interest in participating in this project through the Official Journal of the Eurapean Unian
tesponse process. This Pre-Qualification Questionnaire is the fisst stage of our supplier selection process
Wihat isthe average annual Turmower of the
Wihat is the inception date of the Company?
Company?

Does your business comply with all appropriate
Do you have [S09000 in respect of your

ood satety legislation and regulations? NB If
O arganization? (NB By indisating yes, vou may have to | NO w0
buccasstul you mill be obliged to be regularly audited 1

provide these at a future stags)
during the award pericd
Summatise your company's Health and Safety Wihat % (percentage) of presenvatives is used in you

Palicy. produsts?

SAVE DETAILS

Figure: Publish RFI
e Close the document

The Publish a Questionnaire form will now display a message that the questionnaire was issued
successfully.

RFIType RFI
RFIType Code RHGOO7-RFI

Collective Minimum Reguirements for

Catering Services

m

ezcription

[ [
W W
c c
o o
| |
: o
o
o
ao=
g o=
i o
in
1
O 1
[ El
5
if f
1 [-

e Select the OK button

You will be returned to the main form.
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PLEASE NOTE The questionnaire will be published to the GlobalERFx

website. Registered suppliers can respond to the questionnaire via the
website.

Once a questionnaire has been successfully issued, you are able to capture the supplier's
response if they give them to you in hard copy format

To do so, select the Capture Responses link from the Administration menu on the “Load RFI”
main screen as follows:

©
L~

- Request for Information ~ Administration
| . :
|::|—| - _.>=' Capture Suppliers Rezponses
| Ef-- pproval * Delete
| Qe > Copy
| . + Close xens
CH
[ = Reporting
Dfauew T _
I::l . * €N Report Manage
M

Figure: Capture Responses entry point

The following form will display:

e Hame o Help

Select a Questionnaire

Guestionnaire Type RFI
Guestionnaire RH=01-RFI
Supplier _%’

ok | | CANCEL

Figure: Select a Questionnaire

Method: Capture Responses
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e Select the Lookup “# icon next to the Supplier field.
A grid listing displays listing all the suppliers to whom the questionnaire was issued. At
the top of the grid as filter box will display as follows:

Filter

APPLY

e Capture the name of the suppliers whose response you have received.

e Select the APPLY button.

e The grid will change and list the suppliers whose name most closely resembles the
one you supplied.

e Click on the Select & icon next to the supplier you want.

The Select a Questionnaire screen will display with the name of the selected supplier

populated in the Supplier field.

Select the OK button.

The issued questionnaire will display.

Complete all of the necessary fields.

If the supplier has given you a document on an CD or a disk that they would like to

include in their submission, select the @ Altachments button at the top of the screen

The View Attachment form will display:

View Attachments

Fiepan ——— open Deiete

Mo records found...

| ADD | | SAVE | [ cancer ]

e Select the ADD button
The Add Attachments form will display.
Select the Browse button and locate the file that needs to be attached. When you
have found it, select the OK button.

¢ You will be returned to the View Attachment form. Select the SAVE button and the
selected attachment will be added to the suppliers response.

e Select the SAVE AS button at the bottom of the questionnaire form.

You will now have successfully captured the supplier’s response.

Once the closing date for a questionnaire has been reached, and the suppliers have responded
to it, the questionnaire can be evaluated.
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To do so, select the Evaluate link from the RFI menu on the “Load a RFI” main form as follows:

9 _ o Help

- Request for Information . . Administration

¥ Maintain *

Yoo

* Recommend

I::l * Open Report Manage

Publizhed :
B i .~ Reporting
Evaluate ; I

Recommend

I3

The Evaluate a Questionnaire form will display as follows:

Evaluate a Questionnaire

Code pescription Supper tame Total Point Point_view
RHG

30497 Catering ABC Cleaning Services 10.0000 0000000 _‘F’
Services
RHG

30514 Catering ABC Catering Services and Eguipment 10.0000 0000000 _‘F’
Services

SAVE | [ cawncer ]

Figure: Evaluate a Questionnaire form

You will be able to see how the responses to the questionnaire have been evaluated by the
information that is displayed on the form.

e Select the SAVE button to complete the evaluation process.

You will be returned to the “Load a RFI” main form.
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Recommend a RFI

Once a questionnaire has been successfully evaluated, you can make a recommendation as to
which supplier(s) to issue the ITT (Invitation to Tender) to.

To do so, select the Recommend link from the RFI menu on the “Load a RFI” main form as
follows:

©
L)

~ Request for Information . . Administration

oo

Publizhed :

B i - Heporting
Evaluate i

Open Report Manager

Recommend

T

Figure: Recommend entry point

The Recommend a Questionnaire form will display as follows listing the suppliers whose
responses to this questionnaire were received and evaluated:

Recommend a Questionnaire

Code pescriptionSupplier iame Total Point Point_[select|
RHZ

30497 Catering ABC Cleaning Services 10.0000 0.000000 |:|
Services
RHG

30514 Catering ABC Catering Services and Equipment 10.0000 0.000000 |:|
Services

Feazon for recommondation

| SAVE | [ cancer

Once you have decided which suppliers must be recommended to receive the ITT you do the
following:

e Check the check box next to the supplier(s) you wish to recommend
e Select the SAVE button

Once you have successfully recommended your supplier, the recommendation will be available
for selection in the subsequent ITT process of the RFx system.
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Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load a RFI” main screen as
follows:

©
O

Request for Information . . Administration

%55§9'

o m

T

Figure: Delete entry point

PLEASE NOTE The system will automatically delete the questionnaire /
notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

Once you have selected the Delete Questionnaire link, the following form will display:

Delete RHG Catering Service

Code RHGO1-RFI Caption RH@ Catering Senice
CWEL Reference Mumber 2008/5 117-124354 Drate Created 200771205

- Collective Minimum Requirements for Catering senices
Drescription g g
CuJEL Matice Date 00771205
lzzue Date 20080104 Closing Date 200801516
Proposed Avward Date 20020201 Coritract Award Date 20020202

DELETE | | CANCEL

Figure: Delete screen

e Select the DELETE button
e A message asking you to verify your choice will display:
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Are you sure you want to delete the zelected record?

| VES | | MO

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of RFI.

e Home o Help

WOULD YOU LIKE TO:

* Creste RF * Load RFI
¥ Creaste a Template ¥ Load a Template * Delete a Template
¥ Create a RFI from a Template

Copy a RFI

If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load a RFI” main screen as

follows:

.

. - Request for Information ~ Administration
|::|—| *  Maintain * (Capture Supplierz Responses
| El?reate Header a5 val * Delete
| E:l':-’:—&if Section ¥ Pu —pp oy
| E]l'.rfairs Questions  » F » nze | Extend
[j_l * Recommen
D Publizhed .
i ~ Reporting
D Evaluate : ” my
I::l S * Open Report Manager
I

Figure: Copy entry point

Once you have selected the Copy Questionnaire link, the following screen will display:
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Copy a Request for Information

COPY | | CANCEL

Figure: Copy a screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field

e Select the COPY button
e A message asking you to verify your choice will display:
Are wou sure you weant to copy the selected recard??

VES | | NO |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the RFI Home Page where you can then
select the copied questionnaire and maintain it.

e PLEASE NOTE All copied questionnaires must be maintained as all fields
= will need to be amended to suite the requirement for the new questionnaire.

The copied questionnaire will be almost identical to the original questionnaire,
except that you will be requested to select a workplan for the copied
questionnaire before you can proceed.

If you wish to close a questionnaire for further responses, or if you wish to extend the closing date
of a questionnaire, this can be done here. One screen is used to do both actions.

To do so, select the Close/Extend link from the Administration menu on the “Load a RFI” main
form as follows:
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Home o Help

{ . Request for Information - Administration
I ¥ Maintain .

Create Header 4 val

Create Section *

Create Questions  »

Tooe T ©

*  Recommend

Publizhed 2
L i ~ Heporting
Evaluate i

. *  (Open Report Manager
Recommend

T

The Close / Extend Questionnaire form will display as follows:

Change Status To j‘
Reazan
R
Extend Date To E
SAVE | | cenced

Figure: Close/Extend Questionnaire

Method: Close a Questionnaire

e Select the Lookup “# icon next to the Change Status To field.
o A grid will display listing all of the statuses that are available for selection as follows:

Select
Authorized Authorized j
Cancelled Cancelied j
Captured Captured j
Closed Clozed j
Created Created j
lzzued lezued j
Ordered Ordered j
Pending Pending j
Pending Authorization Pending Authorization j
Rejected Rejected =]
CLOSE

e Click on the Select & icon next to the relevant status.
e The Change Status To field will be automatically populated with the selected
information.
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e Capture the reason the status is being changed in the Reason field

e Select the SAVE button.

¢ A message will display on the same form confirming that the status has been
changed.

Statuz was changed successtully

Select the OK button and you will be return to the main screen.
The status of your questionnaire has now changed to CLOSED.

Method: Extend a Questionnaire

e Select the Date Picker E| icon next to the Extend Date To field.
e A calendar will display as follows:

= Movember 2007 =
fu Mo Tu We Th Fr S5a
28 29 30 31 1 2 3
4 53 &6 Z &8 82 10
11 12 13 14 15 16 17
18 13 20 21 22 23 24
£5 26 27 28 2% 30 1
Z 3 4 5 & I B

Figure: Calendar

Select the relevant date by clicking on it.

The Extend Date To field will be automatically populated with the selected
information.

Capture the reason the status is being changed in the Reason field.

e A message will display on the same screen confirming that the date has been
changed.

Date was Extended successfully

e Select the SAVE button.
e Select the OK button and you will be return to the main form.
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Create a RFI Template

A template can be created and used over again only changing the section of the template to the
requirements of the question

To create a template, select the Create Template from the Pre-Qualification Questionnaire main
form as depicted below:

@ Home 0 Help

WOULD YOU LIKE TO:

¥ Create RFI * Load RFI
=P Creste a Template ¥ Load a Template ¥ Delete a Template

¥ Create a RFI from a Template

The blank Questionnaire header will display as follows:

e Home: o Help

Header
GEMERAL INFORMATICN
Codle Date Created 20071206
.—I WiorkPlan _;} & LJEU Reference Mumber
| [:‘Create Header Description Caption
| [:‘Create Section
| [:‘Create Guestions
.J CONTROL INDICATORS
Status Code Created Rating E
Status Reason Active for Supplier
Sealed @ Unsealed O
PROCEDURE INDICATORS
T 1 ’
Procedure Type | Hat Linked bl Commodity Category _-Fv &
0JEU Natice Date 200712108 ] CPY Code
|zzue Date H @ Closing Date __“’I ]
Proposed Avward Date j @ Cortract &sward Date _“] [
Attachments

Mo records found

ADD

[ savewesver | [ cancer |

Complete the form the same as explained in Creating a Questionnaire.
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Maintain a RFI Template

Once you have created a questionnaire, and selected it from the Load RFI link on the main form
of RFI, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the RFI menu on the “Load Template” main form as
follows:

@ Hoatmne o Helg

| k RFl .+ Administration
[ > Mairtain > Delete

| ECreate Header * Copy

| ECreate Section

=

Create Guestions

m

The questionnaire header with its associated sections and questions will display as follows:
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e Hotne o Helg

Header

GEMERAL INFORMATICN

Code RHE01-RFI Diate Created 2007 12/05
._| WirkPlan Budget approval _‘Fﬁ & CWEU Reterence Mumber 2006/5 117-124554
} %E:z: ::::::,: Description Eatering services b for Caption RHG Catering Senvice
‘ Create Guestions
.J CONTROL INDICATORS
Status Code Craated Rating
Status Reason Active for Supplier
Sealed O Unzealed @
PROCECURE INDICATORS
Fracedurs Typs [ Restricted Dpen Procedure v Commadty Category RESTAURANTS AND CATERIN| B &2
CWEU Matice Diate 2007/12/05 3 CPY Code 55000000
lszue Date 2002/01/04 Clozing Date 200801716
Propozed Suweard Date 20080201 3 & Contract Auweard Date 20080208 3 &

Attachments

Mo records found

ADD
rreview | [ savemwesper | [ cancer |

Sections

bostonDeseripion L Fat et

B Overview of this RFI £ X

C Cortanct Details For RHG Z X

(] Supplier General Crverview _’1; X

D2 Qualty 7 X

E Products _‘f’ X

F Manufacturing _’1; X

e] IT Infrastructure _’1; X

ADD
Questions

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.

Method: Edit a section or a question

Select the Edit j’ icon next to the item you wish to edit in the section or question grid
The selected section or question will display.

Edit the details as required

Select the SAVE button.

Your changes have been successfully saved.

Method: Delete a section or a question

e Select the Delete & icon next to the item you wish to delete in the section or question
grid
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e A system message will display as follows:

Ape ol sure youl want to delete the selected record?

VES | | HO

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete Questionnaire link from the Administration menu on the “Load a
Template” main screen as follows:

@ Hoatmne o Helg

. - RFI . - Administration
¥ hairtain —>: [elete
Create Header Yo Copy

Create Cuestions

N

[

| 4

| E’Create Section
| M

g

H

Figure: Delete entry point

e PLEASE NOTE The system will automatically delete the questionnaire /
' notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A guestionnaire cannot be deleted once it has been issued.

Once you have selected the Delete Questionnaire link, the following form will display:
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@ Home:

Delete RHG Catering Service

Code RH&01-RFI

(QWJEU Reference Mumber 2005/5 117-124354

Description Collective Minimum Requirements for Catering senvices
CuJEL Matice Date 2007205

lzzue Date 20030104

Proposed &vward Date 20020201

Caption
Date Crested

Cloging Date
Contract Aweard Date

o Help

RH&E Catering Senvice

2007112105

20080116

2002208

DELETE

| CANCEL

Figure: Delete screen

e Select the DELETE button

¢ A message asking you to verify your choice will display:

Ape ol sure youl want to delete the selected record?

| “vES | | O |

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of RFI.

e Horme

. - RFI
O Mzirtsin
Create Header
Create Section
Create Guestions

L

=

m

o Help

< Administration

¥ Delete
P Copy
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If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy Questionnaire link from the Administration menu on the “Load a
Template” main screen as follows:

@ Harme o Help

W .~ RFI . . Administration
[ » Maintain " Delete

| ECreate Hescder —_— Copy

| ECreate Section

Create Cuestions

&

mi

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:

Copy a template

Mew Request for Information Code

COPY | | CAMCEL

Figure: Copy screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

e A message asking you to verify your choice will display:
Are you sure you wwant to copy the selected record?

VES | | N |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.
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You will need to select the HOME button to return to the RFI Home Page where you can then
select the copied questionnaire and maintain it.

— PLEASE NOTE All copied questionnaires must be maintained as all fields

—-— will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will
have to be created for the copied questionnaire.

You can create a RFI from a template that was created in advanced.

To do so select the Create a RFI for a Template link from the main RFI menu.

e Home o Help

WOULD YOU LIKE TO:

* Creste RF * Load RFI
¥ Creaste a Template ¥ Load a Template * Delete a Template

= Creste a RFI from a Template

e Chose the template that you want to copy by selecting the Lookup “#* icon next to the
template field.

e Type in the code of the new RFI

e Select the OK button.

The new RFI is created and can be located by selecting the “load RFI” link.
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Prior Information Notice

The Prior Information Notice (PIN) is the annual or occasional advertisement in the Official
Journal of the European Union, advising the contracting community of UKAEA's future
procurement plans. PINs are intended to ensure that interested parties have as much time as
possible to prepare for participation.

The Prior Information Notice is intended to provide an indication of future demand and as such
UKAEA will not replace or amend the published information should the requirement change.

Publication of a PIN does not oblige UKAEA to make the purchases referred to in the Prior
Information Notice.

A questionnaire is created with its header and associated sections and questions residing under
each section. Questionnaires are linked to commodity categories. The commodity category to
which it is linked will automatically determine which suppliers receive the PIN when it is issued.

R PLEASE NOTE A questionnaire can only be linked to one commodity
" category. If a questionnaire needs to be linked to more that one commaodity
category, the user will have to COPY the questionnaire, rename the copy and

then link it to the new commodity category.

To create a new pre qualification questionnaire, select the Create PIN link from the Prior
Information Notice main form as depicted below.

e Home o Help

WOULD YOU LIKE TO:

—P Creste PN * Load PIM

¥ Creste a Template * Load a Template * Delete 5 Template
* Cregte a PIM from a Template

Figure: Create a PIN access point
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The blank Questionnaire header will display as follows:

-
| [:‘C:e
| O
| Ccre
.J

Figure: Header

Method: Creating a questionnaire header
e Capture the Code for the new questionnaire.
e Capture the description for the questionnaire.
e Select the WorkPlan
e After saving the header select the LINK CPV button to link a CPV to the questionnaire.

Once you have finished completing and saving the questionnaire header, two other sections
become available. You can capture the sections to which you will add the questions.

Method: Adding a section to a questionnaire
e Select the SECTION bar, and the following form will display:

.~ Sections

Code Description

No Data

Figure: Add sections

Select the ADD button.
Complete the following fields
o Code
o Caption
o Description
o0 Order (in which it will appear on the questionnaire)
Check the Active check box.
Select the SAVE button.

The new section you have just created will now display in the grid under SECTIONS.

To edit or delete the section simply select the Edit 4 icon or the Delete icon.

Follow the steps listed above to all the sections to your questionnaire.
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Method: Adding a question to a questionnaire
e Select the QUESTIONS bar, and the following form will display:

+ Questions

Code Description

Mo Data

Figure: Add questions

e Select the ADD button
e The expanded questions form displays as follows:

Questions

GEMERAL INFORMATICN
Section Code _; Guestion Code

Order Sequence Active for Supplier

CONTROL IMDICATORS

Header |:| Lookugp |:| _‘}-'

Rating |:| Cisplay Caption |:|

Mandstory |:| Read Only |:|

Pt Line O

COMTROL DATA

bapton Tooltip

Style Hormal _‘i-’ Data Type Code warchar _‘R’

Defavit Cption Type Check box
Ciption box

hin ¥ alue iz Wallue

Iz Rating Precision

Character Count Wiore Cournt

| s2vE QuesTion | | CANCEL

Figure: New question form

e Complete all of the relevant fields

e Check the Active Indicator check box to make it available for completion by the supplier

e Once all the fields are complete, check the Rating Indicator box if the supplier’s
response to this question is to be evaluated.

e Then check the Lookup Indicator box to set up the possible answer to this question. The
Lookup icon becomes available for selection as follows:

| Lookup _%‘ |
Figure: Lookup Indicator

e Click on the Lookup “# icon. The Potential Answers form displays as follows:
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Potential Answers

Anzwer Code

er Dezcription

Active for Supplier D
| CLEAR ] ADD | | DOME |
Mo records found

Figure: Potential Answers

e Complete the following fields:
o0 Answer code
0 Answer description
0 Answer caption
0 Answer rating
o0 Answer value
e Check the Active check box
e Select the SAVE button.
The Potential Answer will now have been linked to your question.
e Select the SAVE button again on the Questions form.

The new section you have just created will now display in the grid under QUESTIONS.

To edit or delete the question simply select the Edit 7 icon or the Delete & icon.

Follow the steps listed above to all the questions and possible answers to your questionnaire.
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Load a PIN

This form is accessed by selecting the Load PIN link from the PIN main form as depicted below.

Q Home Q Help

WOULD YOU LIKE TO:

¥ Create PIN =% | FIN
¥ Create a Template * Load a Template * Delete a Template
¥ Create a PIM from a Template

Figure: Load a PIN access point
You will be prompted to select the Questionnaire number you want to work with. Make your
selection and select the OK button.

The questionnaire you have selected will show as being active in the bar at the bottom of the
following screen, which will also display all of the functions available for selection:

@ Home Q Help

. i . Prior Information Notice i . Administration
[ i

E—| *  Kaintain . Delete

| Ecrc—ate Header * Capture * Copy

| ECrc—ﬂteEsc’ticn *  Submit for Approval *  Close/ Extend

| mﬂr&ﬂte Questions »  Publizh

{ ~ Reperting

Publish a Metice
il *  QOpen Report Manager

[]
|

ACTIVE PIN: RHG Catering Senvice ACTIVE PIN STATUS: Authorised

Figure: Load a Questionnaire main screen
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Maintain a PIN

Once you have created a questionnaire, and selected it from the Load PIN link on the main form
of PIN, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the PIN menu on the “Load PIN” main form as follows:

Q- Q-

. Pri&r Information Notice . . Administration

*  laintain » Delete

=Y,

- Reperting

*  Open Report Manager

The questionnaire header with its associated sections and questions will display as follows:

GENERAL INFORMATION

B X4
TRe
Descri -
unkery | [ erevew | [ savereaper || CANGCEL
Sections
CN CONTRACT NOTICE _'{ x
ADD

Questions
rarenicose JDeserotion L et
oo CONTRACT NOTICE ¥ X

ADD

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.

Method: Edit a section or a question

Select the Edit j’ icon next to the item you wish to edit in the section or question grid
The selected section or question will display.

Edit the details as required

Select the SAVE button.
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Your changes have been successfully saved.

Method: Delete a section or a question

e Select the Delete X icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Are you sure you want to delete the zelected record?

YES | | M

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Once a PIN has been created, you can capture the details you wish to include in the notice being
published.

Select the Capture link from the PIN menu on this form:

~ Prior Information Notice . . Administration

The Capture selection form will be displayed,

e Harmne o Helg

Capture a PIN

PIR Type FIH
Pl Code RH=02-FIN
FIM Reference Mumber _‘F"

ok | | CANCEL

Figure: Capture selection form
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e Click on the Select } icon, next to the Notice field.

e Input the Attribute.

e Select the OK button.

The selected PIN will display as follows:

=} [Intenda Questionnaire Engine - Yersion:1.1.0.0] - Microsoft Internet Exploren

File Edit Wiew Faworites

Sourcing User Manual

=

3
;,r

Our Approach

our organization is being invited to respond to this Pre-Qualification Questionnaire because you have expressed an interest in
participating in thiz project through the Official Journal of the Eurapean Union response process. This Pre-Qualification

Questionnaire is the first stage of oursupplier selaction process.

Company Infermation

What iz the inception
date of the
Company?

[roes wour business
comply with all
appropriate food
safety legislation and
requlations> NB If
suceesstul you will be
abliged to be
regqularly audited
during the award
period.

Summarize wour
company's Health

and Safety Policy.
Product Information

Wihat % (percentage)
of presensatives is
uzed in you

products?

What is the average
annual Turnover of

the Compammy?

Croyou Rawe 1509000
in respect of your

arganization™ (MB By

indicating yes, you HO

may have to provide
these at a future

stage)

SAVE DETAILS

@ Dane

‘-ﬂ Local intranst

Figure: Notice information form

On this form you can then capture information in the available fields and check whatever check
boxes are relevant to the notice you wish to publish.

Once you have completed all the relevant information, scroll down to the bottom of the page

using the scroll bar to the left of the page, and select the

SAVE DETAILS
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The system will display a message verifying that your details have been saved successfully.

Select the Home @ button to return to the “Load a PIN” form.

Submit PIN for Approval

After a questionnaire was created it needs to be submitted for approval to the delegated
authoriser in the organisation.

Select the Submit for Approval link from the PIN menu on this form:

The Send PIN for Approval screen will be displayed;

« Prior Information Motice

Iaintain

57
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e Hotme o Help

Send PIN for Approval

PIM Type FIN
PIM Type Code RHGOZ-FIN
Des=cription Collective Minimum Requirement for

Catering Services

| SEND FOR APFROVAL | | CANCEL

Figure: Send for approval form

e Click on the SEND FOR APPROVAL button.
e Confirmation of submitting approval displays
e Select the OK button.

PLEASE NOTE Approval of submitted questionnaire is done externally by
the delegated approver as set up in the system workflow module.

Once you satisfied that your PIN is correct it can be issued.

To do so, select the Publish link from the PIN menu on the “Load a PIN” main form as follows:

~ Prior Information Notice . . Administration

Figure: PIN main screen

The Publish a Questionnaire form will display as follows:
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Issue a PIN

PIM Type FIM

PIN Code RGHOOZ-FIN

i Catering Services MNotice
LEsCripuon

Figure: Publish a Questionnaire form

The Questionnaire Type and Questionnaire fields will default with the information of the
guestionnaire that was selected on entry to the “Load PIN” form.

Method: Publish a Questionnaire
e Select whether to publish the questionnaire to the Web or to Print Out by selecting the
relevant radio box.
e Select what type of issue it is by selecting either the Closed or Open radio box next to the
Issue Type field.
e Select the OK button.

The questionnaire document as it appears to the suppliers will display as follows:

e Home @ Attachments o Helg

Confidentiality

The Supply Chain tacting on behalf of RHG Business Senices Authority) maintains relations with multiple organizations. Data provided in this i iz strictly I This i ite and all
aszociated material prowided by the RHG Supply Chain and the RHE either with, or sub tto this =t L must be dered dential and tary to the RHG Supply Chain and the RHS
Our Approach

Your organisation is being invited to respond to this Pre-Qualification Questionnaire because you have an interest in participating in this project through the Official Journal of the European Union

esponse process. This Pre-Qualification Questionnaire is the firt tage of our supplier szlection process.

Wihat is the average annual Turnover of the

Company?

Withat is the inception date of the Company?

Does your business somply with all appropriate
Do you have 1500000 in respect of your

0od satety |egislation and ragulations? NB If
O organizationy (MB By indicating yes, you may have to | NO s
uccasstul you will be obliged te be rzgularly audited

provide these at a future stage)
during the award period

Summarise your company’s Health and S afety What % (percantage) of presenatives is used in you

Folicy produsts?

SAVE DETAILE

Figure: Publish PIN
e Close the document

The Publish a Questionnaire form will now display a message that the questionnaire was issued
successfully.
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Issue a PIN

-
=)
T

o]

e Select the OK button

You will be returned to the main form.

e PLEASE NOTE The questionnaire will be published to the GlobalERFx

website. Registered suppliers can respond to the questionnaire via the
website.

pEr
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Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load a PIN” main screen as
follows:

~ Prior Information Notice ¢ . Administration
—_— el

i

PLEASE NOTE The system will automatically delete the questionnaire /
notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

Once you have selected the Delete link, the following form will display:

@ Home o Help

Delete BHG Catering Services

Code RHEO00Z-FPIN Caption RHG Catering Senvices
CUEL Reference Mumber DR Diate Crested 200710029
Descrigtion Collective Minimum Requirements Catering Sernvices

CWEL Motice Date 2007/10/29

lzzue Date 20071428 Closing Date 2007208

Froposed Award Date 2003101411 Cortract Swvward Date 20050115

DELETE | | CANCEL

Figure: Delete screen
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e Select the DELETE button

e A message asking you to verify your choice will display:

Are you sure you wart to delete the selected record?

VES | | NO |

e Select the YES button

Sourcing User Manual

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of PIN.

@ Home

WOULD YOU LIKE TO:

¥ iCreste PIM * Load PIM

¥ Creste a Templste * Load & Template

* Cregte a PIM from a Template

* Delete o Template

o Help

Copy a PIN

If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire

you want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load a PIN” main screen as

follows:

« Prior Information Motice

-
=B ;]

~ Administration

~ Heperting

¥

Open Report Manager

P

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:
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Q- Q-

Copy a Prior Information Notice

COFY | | CAMCEL

Figure: Copy a screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

o A message asking you to verify your choice will display:
Are ol sure you wwant to copy the selected record?

“vES | | O |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the PIN Home Page where you can then
select the copied questionnaire and maintain it.

i PLEASE NOTE All copied questionnaires must be maintained as all fields
— will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will
have to be created for the copied questionnaire.

If you wish to close a questionnaire for further responses, or if you wish to extend the closing date
of a questionnaire, this can be done here. One screen is used to do both actions.

To do so, select the Close/Extend link from the Administration menu on the “Load a PIN” main
form as follows:
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» Prior Information Notice » Administration
¥ Maintain + Delete
*  Capture * Copy
*  Submit for Approval =P Cloze/Extend
*  Publizh

|::| Publizh a Notice

The Close / Extend Questionnaire form will display as follows:

Change Status To _‘F"
Reasan
oR
Extend Date To H
SAME | | cance

Figure: Close/Extend Questionnaire

Method: Close a Questionnaire

e Select the Lookup = icon next to the Change Status To field.
e A grid will display listing all of the statuses that are available for selection as follows:

— S [
Autherized Authorized iﬂ
Cancelled Cancelled i’|
Captured Captured iﬂ
Clozed Clozed iﬂ
Created Created iﬂ
lz=zued lzsued iﬂ
Ordered Ordered iﬂ
Pending Pending iﬂ
Pending Authorization Pending Autherization i’|
Rejected Rejected i’|

e Click on the Select & icon next to the relevant status.

e The Change Status To field will be automatically populated with the selected
information.

e Capture the reason the status is being changed in the Reason field

e Select the SAVE button.
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¢ A message will display on the same form confirming that the status has been
changed.

Status was changed successfully

e Select the OK button and you will be return to the main screen.
The status of your questionnaire has now changed to CLOSED.

Method: Extend a Questionnaire

e Select the Date Picker 8 icon next to the Extend Date To field.
e A calendar will display as follows:

< Movember 2007 =
5u Mo Tu We Th Fr 35a
€ 23 30 32 1 =z 3
4 5 & 7 8 3 10
11 1z 13 14 15 16 17
18 13 =20 21 2z 23 24
£ 26 z7 28 28 30 1
2 32 4 5 & I B

Figure: Calendar

Select the relevant date by clicking on it.

The Extend Date To field will be automatically populated with the selected
information.

Capture the reason the status is being changed in the Reason field.

e A message will display on the same screen confirming that the date has been
changed.

Date was Extended successully

e Select the SAVE button.
e Select the OK button and you will be return to the main form.
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A template can be created and used over again only changing the section of the template to the

requirements of the question

To create a template, select the Create Template from the PIN main form as depicted below:

@ Hame

WOULD ¥OU LIKE TO:

* Create PIM * Load PIM
>} Creste a Template * Load a Template * Delete a Template

¥ iCreate a PIM from a Template

o Help

The blank Questionnaire header will display as follows:

e Home o Help
Header
GENERAL INFORMATION
Code Date Created 2008/01/30
._l WorkPlan _‘} L.Z
| |:|.;!-_= e Header  Description
||:|Cre Section
| Dlirea.‘elluearicna
.J
[ saveneaper | | canceL

Complete the form the same as explained in Creating a Questionnaire.
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Maintain a PIN Template

Once you have created a questionnaire, and selected it from the Load PIN link on the main form
of PIN, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the PIN menu on the “Load Template” main form as
follows:

e Home o Help

N * Plll - Administration
L > Mairtain > Delete

| ECreate Header *oCopy

| ECreate Section

=

Create Guestions

The questionnaire header with its associated sections and questions will display as follows:

Header
GENERAL INFORMATION
WorkPlan j_z at 200710
eated B RHBuyerD
B Cr| 7
unkcry | [ Preview | [ savenEAper | [ canceL
Sections
sectionlDeseripion. . [Edit [Delete
CN CONTRACT NOTICE _'{ X
ADD
Questions
PareniCode— Deserion L it
o o CONTRACT NOTICE g
ADD

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.
Method: Edit a section or a question

o Select the Edit L% icon next to the item you wish to edit in the section or question grid

e The selected section or question will display.

e Edit the details as required
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e Select the SAVE button.

Your changes have been successfully saved.

Method: Delete a section or a question
e Select the Delete & icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Are you sure you vant to delete the selected recard?

VEE | | M

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load a Template” main
screen as follows:

@ Hoatmne o Helg

. - PIN . - Administration
¥ hairtain —>: [elete
Create Header Yo Copy

Create Cuestions

N

[

| 4

| E’Create Section
| M

g

H

Figure: Delete entry point

PLEASE NOTE The system will automatically delete the questionnaire /
notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.
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Once you have selected the Delete link, the following form will display:

@ Hatme

Delete BHG Catering Services

Code RH&002-PIN Caption

CWEL Reference Mumber DU by Diate Crested
Discription Collective Minimum Requirements Catering Senices

CWEL Rlotice Date ZO07/10/29

lzzue Date 200711428 Closing Date
Froposed Lward Date 2002401411 Cortract &wward Date

RH%E Catering Sernvices

2007/40/20

2007 MZ205

20020112

DELETE | | CANCEL

Figure: Delete screen

e Select the DELETE button
¢ A message asking you to verify your choice will display:
Ape ol sure youl want to delete the selected record?

| “vES | | O |

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active PIN, you will be returned

to the “Would you like to” main screen of PIN.

e Horme

=

Create Cuestions

m

o Help

H . . PIN . . Administration
L > Mairtain " Delete

| ECreate Headler o Copy

| ECreate Section
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If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load a Template” main
screen as follows:

@ Harme o Help

H .~ PIN . . Administration
[ » Maintain " Delete

| ECreate Header —_—) Copy

| ECreate Section

Create Cuestions

&

mi

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:

Copy a template

Prior Information Motice Type PIN
Prior Information Notice Code RHGO01-PI
Mew Prior Information Notice Code

COPY | | CANCEL

Figure: Copy screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

o A message asking you to verify your choice will display:
Are you sure you wwant to copy the selected record?

VES | | N |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.
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You will need to select the HOME button to return to the PIN Home Page where you can then
select the copied questionnaire and maintain it.

— PLEASE NOTE All copied questionnaires must be maintained as all fields

- will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will
have to be created for the copied questionnaire.

You can create a PIN from a template that was created in advanced.

To do so select the Create a PIN for a Template link from the main PIN menu.

e Harme o Helg

WOULD YOU LIKE TO:

* Create PIM * Load PIM
¥ Creste a Template ¥ Lozd a Template * Delete a Template

— ¥ Creste a PIM from s Template

e Chose the template that you want to copy by selecting the Lookup “# icon next to the

template field.
e Type in the code of the new PIN
e Select the OK button.

The new PIN is created and can be located by selecting the “load PIN” link.
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A Business Case is a structured proposal for business improvement that functions as a decision
package for organizational decision-makers. A business case includes an analysis of business

process performance and associated needs or problems, proposed alternative solutions,

assumptions, constraints, and a risk-adjusted cost-benefit analysis

To create a new BC, select the Create BC link from the BC main form

Sourcing User Manual
Version 1.3.12.0

as depicted below.

e Home

WOULD YOU LIKE TO:

— Create BC * Load BC

o Helg

Figure: Create a BC access point

The blank Questionnaire header will display as follows:

Header

Figure: Header

Method: Creating a questionnaire header

Capture the Code for the new questionnaire.

Capture the description for the questionnaire.

Select the WorkPlan

Select the ADD button in the Attachment section of the header

72
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Attachments

Mo records found. .

Figure: Attachments section of questionnaire header

The Add Attachments form will display:

Select the BROWSE button, locate and select the file you want and select the OK button.
After providing all the necessary information and adding the attachment, select the SAVE
button.

To exit the form without saving anything, select the CANCEL button.
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This form is accessed by selecting the Load OJEU link from the BC main form as depicted below.

Q-

¥ Create BC —>} Load BC

Figure: Load a BC access point

You will be prompted to select the Questionnaire number you want to work with. Make your

selection and select the OK button.

The questionnaire you have selected will show as being active in the bar at the bottom of the
following screen, which will also display all of the functions available for selection:

Q Hame

¥ Maintain

o Subenit for Approsval

ACTIVE BC: RHG Catering Senrice

Q-

* Delete

YooCopy
¥ Cloze fExtend

¥ Open Report Manager

ACTIWE BC STATUS: Created

Figure: Load a Questionnaire main screen
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Maintain a BC

Once you have created a questionnaire, and selected it from the Load BC link on the main form
of BC, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the BC menu on the “Load BC” main form as follows:

Q Harme Q Helg

. Business Case » Administration
¥ hdaintain * Delete
¥ Submit for Approval * Copy

¥ Cloze fExtend

-~ Reporting

¥ Dpen Repart Manager

ACTIVE BC: RH Catering Sernvice ACTIWE BC STATUS: Created

The questionnaire header with its associated sections and questions will display as follows:

Header

GENERAL INFORMATION

Code RHG-BC1
WorkPlan & @ Date Created 2007/12/08
Created By RHBuyer(2
. Guidanoe for Local Authority PFI
Description Peajert
_Attachments
File Hame File Path m
0JEU Motice.doc In Database
Final Businezs Caze (FBC).pdf In Database L} )(
ADD
PREview | [ savensaper | | camcer |

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.
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Submit BC for Approval

After a questionnaire was created it needs to be submitted for approval to the delegated
authoriser in the organisation.

Select the Submit for Approval link from the BC menu on this form:

@ Hame Q Helg

- Business Case < Administration
¥ Maintain * Delete
=P Submit for Approval * Copy

¥ Cloze fExtend

~ Reporting
¥ Open Report Manager

ACTIVE BC: RH Catering Sernvice ACTINVE BC STATUS: Created

The Send BC for Approval screen will be displayed;

Send BC for Approval

B Type BC
B Type Code RHZ01-BC
Description Template
SEND TO FENDIHG | | SEND FOR AFFROVAL | | CAMCEL

Figure: Send for approval form

Click on the SEND FOR APPROVAL button.
e Confirmation of submitting approval displays
e Select the OK button.

2 PLEASE NOTE Approval of submitted questionnaire is done externally by
"~ the delegated approver as set up in the system workflow module.
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Delete a BC

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load an BC” main screen
as follows:

Q Harme Q Helg

. Business Case - Administration
¥ haintain > Delete
¥ Submit for Approval * Copy

¥ Cloze fExtend

-~ Reporting
¥ Dpen Repart Manager

ACTIVE BC: RH Catering Sernvice ACTIWE BC STATUS: Created

gure: Delete entry point

PLEASE NOTE The system will automatically delete the questionnaire /
==, notice you are currently working with. Therefore be careful to ensure that you
T, have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

Once you have selected the Delete link, the following form will display:

@ Home Q Help

Delete RHG Catering Service

Code RHGO1-BC Caption RH#% Catering Service
CuEU Reference Mumber Date Created 20071205

Templat
Dezcription SRS
CuEU Motice Date 2007 H205
lsue Date 200201104 Closing Dats 2008/01/11
Propozed Award Date 200802401 Cortract Sweard Date 2008/02/08

DELETE | | CANCEL

Figure: Delete screen

77




A
i | INTENDA

Sourcing User Manual

e Select the DELETE button
¢ A message asking you to verify your choice will display:

Are you sure you wart to delete the selected record?

VES | | NO |

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of BC.

Q Hame Q Helg

¥ Maintain * Delete

¥ Submit for Approceal —  » * Copy
¥ Cloze fExtend

¥ Open Report Manager

ACTIYE BC: RH Catering Sernvice ACTINVE BC STATUS: Created

Copy aBC

If you need to duplicate a BC you are able to do so by simply copying the Notice you want to
reproduce.

To do so, select the Copy link from the Administration menu on the “Load an BC” main screen as
follows:

Q Hame Q Helg

¥ Maintain ¥ Delete
* Submit for Approval —>  Copy
¥ Cloze fExtend

¥ Open Report Manager

ACTIVE BC: RH Catering Sernvice ACTINVE BC STATUS: Created
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Figure: Copy entry point

Once you have selected the Copy Questionnaire link, the following screen will display:

COFY | | CANCEL

Figure: Copy a screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button
e A message asking you to verify your choice will display:

Are ol sure you wwant to copy the selected record?

“vES | | O |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the BC Home Page where you can then
select the copied questionnaire and maintain it.
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o PLEASE NOTE All copied questionnaires must be maintained as all fields
- will need to be amended to suite the requirement for the new questionnaire.
.~ The Possible Answers are not copied; therefore new possible answers will

have to be created for the copied questionnaire.

Close / Extend an BC

If you wish to close a questionnaire for further responses, or if you wish to extend the closing date
of a questionnaire, this can be done here. One screen is used to do both actions.

To do so, select the Close/Extend link from the Administration menu on the “Load an BC” main
form as follows:

@ Horme: Q Help

-~ Business Case ~ Administration
¥ Maintain o Delete
¥ Submit for Approveal ¥ Copy

—> Cloze §Extend

-~ Reporting
Y Dpen Report Manager

ACTIVE BC STATUS: Created

ACTIVE BC: RHG Catering Service

The Close / Extend Questionnaire form will display as follows:

Change Status To &
Reaszon
CR
Extend Date To E
SAVE | | cance

Figure: Close/Extend Questionnaire
Method: Close a Questionnaire
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e Select the Lookup “# icon next to the Change Status To field.

o A grid will display listing all of the statuses that are available for selection as follows:

Code
Authorized
Canceled
Clozed
Crested
lzzued
Oreredd
Pending
Pending Authorisation
Fejected

Description

Authiorized

Canceled

Clozed

Created

lzzued

Qrcleredd

Pending

Pending Authorization
Fejected

o

CLOSE

e Click on the Select & icon next to the relevant status.

e The Change Status To field will be automatically populated with the selected

information.

e Capture the reason the status is being changed in the Reason field

e Select the SAVE button.

o A message will display on the same form confirming that the status has been

changed.

Ztatuz wasz changed succezstully

e Select the OK button and you will be return to the main screen.

The status of your questionnaire has now changed to CLOSED.

Method: Extend a Questionnaire

e Select the Date Picker E| icon next to the Extend Date To field.

e A calendar will display as follows:

5u Mo Tu We Th Fr S5a
€ 23 30 32 1 =z 3
4 5 & ¥ 8 8 1
11 12 13 14 15 16 17
18 13 20 21 22 23 24
£ 26 z7 28 28 30 1
2 3 4 5 &5 I 8

Figure: Calendar

information.

Select the relevant date by clicking on it.
The Extend Date To field will be automatically populated with the selected

e Capture the reason the status is being changed in the Reason field.
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e A message will display on the same screen confirming that the date has been
changed.

Date was Extended successully

e Select the SAVE button.
e Select the OK button and you will be return to the main form.




3 ‘ INTENDA

Sourcing User Manual

OJEU Notice

OJEU stands for the Office Journal of the European Union. The OJEU is a journal that lists
European contract tenders and notices from 25 EU (European Union) countries.

All procurement in the public sector is subject to EC Treaty principles of non-discrimination, equal
treatment and transparency. The EC Public Procurement Directives require contracting
authorities to provide details of procurements in a prescribed format, which are then published in
the Official Journal of the European Union (OJEU). In accordance with European legislation, the
majority of supply and service procurements with an estimated value of €200,000 (currently
£144,400), and works contracts with an estimated value of €5,278,000 (currently £3,611,300)
must be advertised in the OJEU.

All companies replying to an OJEU advertisement have an equal opportunity to express interest
in being considered for tendering. As in all of its tendering exercises, those companies selected to
tender receive the same information on which to make their bid.

An OJEU notice is therefore created and sent to OJEU allowing the publication of the tender
details that is going to be put out to market. Once the OJEU period has expired a OJEU Notice is
published to the market. Suppliers respond to the OJEU Notice and it is evaluated and a shortlist
of suppliers recommended.
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A questionnaire is created with its header and associated sections and questions residing under
each section. Questionnaires are linked to commodity categories. The commodity category to
which it is linked will automatically determine which suppliers receive the OJEU Notice when it is
issued.

= PLEASE NOTE A questionnaire can only be linked to one commodity

’ category. If a questionnaire needs to be linked to more that one commodity
category, the user will have to COPY the questionnaire, rename the copy and
then link it to the new commodity category.

To create a new OJEU Notice, select the Create OJEU link from the OJEU Notice main form as
depicted below.

Hame @ Heln

WOULD YOU LIKE TO:

— » Create QJEU * Load OJEL
¥ Create a Template * Load a Template  * Delete a Template

* Create a OJEU from a Template

Figure: Create a OJEU access point

The blank Questionnaire header will display as follows:
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Figure: Header

Method: Creating a questionnaire header

Capture the Code for the new questionnaire.

Capture the description for the questionnaire.

Select the WorkPlan

After saving the header select the LINK CPV button to link a CPV to the questionnaire.

Once you have finished completing and saving the questionnaire header, two other sections
become available. You can capture the sections to which you will add the questions.

Method: Adding a section to a questionnaire
e Select the SECTION bar, and the following form will display:

.~ Sections

Code Description

No Data

Figure: Add sections

Select the ADD button.
Complete the following fields
o Code
o Caption
o Description
o Order (in which it will appear on the questionnaire)
Check the Active Indicator check box.
Select the SAVE button.

The new section you have just created will now display in the grid under SECTIONS.

To edit or delete the section simply select the Edit 4 icon or the Delete icon.

Follow the steps listed above to all the sections to your questionnaire.
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Method: Adding a question to a questionnaire
e Select the QUESTIONS bar, and the following form will display:

+ Questions

Code Description

Mo Data

Figure: Add questions

e Select the ADD button
e The expanded guestions form displays as follows:

Questions

GEMERAL INFORMATICN
Section Code _}' Ciuestion Code

Order Seqguence Active for Supplier

COMNTROL IMDICATORS

Header |:| Lookugp |:| _]L

Rating |:| Dizplay Caption |:|

Mandatary O Read Only ]

Pt Line O

COMTROL DATA

Saption Toolip

Style Hommal _‘i-’ Data Type Code warchar _‘R’

Diefautt Option Type Check box
Ciption box

i *'alue iz Wallue

Iz Rating Precision

Character Count Wiore Cournt

| s2vE QuesTion | | CANCEL

Figure: New question form

e Complete all of the relevant fields
Check the Active Indicator check box to make it available for completion by the supplier
Once all the fields are complete, check the Rating Indicator box if the supplier’s
response to this question is to be evaluated.

e Then check the Lookup Indicator box to set up the possible answer to this question. The
Lookup icon becomes available for selection as follows:

| Lookup _%‘ |
Figure: Lookup Indicator

e Click on the Lookup B icon. The Potential Answers form displays as follows:
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Potential Answers

Anzwer Code

er Dezcription

Active for Supplier D
| CLEAR ] ADD | | DOME |
Mo records found

Figure: Potential Answers

e Complete the following fields:
o0 Answer code
0 Answer description
0 Answer caption
0 Answer rating
o0 Answer value
e Check the Active check box
e Select the SAVE button.
The Potential Answer will now have been linked to your question.
e Select the SAVE button again on the Questions form.

The new section you have just created will now display in the grid under QUESTIONS.

To edit or delete the question simply select the Edit 7 icon or the Delete & icon.

Follow the steps listed above to all the questions and possible answers to your questionnaire.
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Load an OJEU Notice

This form is accessed by selecting the Load OJEU link from the OJEU Notice main form as
depicted below.

@ Home Q Help

WOULD YOU LIKE TO:

* Creste CUEL =) Load 2JEL
* Create a Template * Load a Template r Delete a Template
¥ Create s QUEL from a Template

Figure: Load a OJEU access point
You will be prompted to select the Questionnaire number you want to work with. Make your
selection and select the OK button.

The questionnaire you have selected will show as being active in the bar at the bottom of the
following screen, which will also display all of the functions available for selection:

@ Home Q Help

-r Open Journal European Union Notices s.; Administration

¥ Maintain * Delete
Create Header * Capture * Copy
*  Submit for Approval * Close /Extend

0

reate Questions  *  Publish

—[Om

| < Reporting

Publizh a Notice
*  Open Report Manager

{1

ACTIVE QJEL:: RHG Catering Services ACTIVE OJEU STATUS: Captured

Figure: Load a Questionnaire main screen
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Maintain a OJEU Notice

Once you have created a questionnaire, and selected it from the Load OJEU Notice link on the
main form of OJEU Notice, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the OJEU Notice menu on the “Load OJEU Notice” main
form as follows:

@ Home Q Help

z I(}Ja.n Journal European Union Notices ~ Administration

¥ Maintain * Delete

| ECI’EEK—HEEHH * Capture > Copy
| E’Create Section *  Submit for Approval * Close ! Extend
| MCrsats Questions  »  Publish
Eg[] i - Reporting
Publizh a Motice T e
. *  Open Report Manager

ACTIVE QJEL: RHG Catering Services ACTIVE QJEU STATUS: Captured

The questionnaire header with its associated sections and questions will display as follows:

e Q-

Header
GENERAL INFORMATION
Code REHO01-CJEU
._| WorkPlan Budget approval L__% @ Date Created 2008/01/23
| MCreate Header Created By RHBuyer02
Cre; Ce
| Muuat& =ecHn Description
| Mu‘,‘reate Questions
.J
unccey | [ preview | [ saveweaoer | [ camcel
Sections
A Introduction __-? X
ADD
Questions

Purenticode—eserpion o [loowtd
A A1 #F X

Introduction

ADD

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.

Method: Edit a section or a question
o Select the Edit L1 icon next to the item you wish to edit in the section or question grid
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o The selected section or question will display.
o Edit the details as required
e Select the SAVE button.

Your changes have been successfully saved.

Method: Delete a section or a question
o Select the Delete & icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Are you sure you want to delete the zelected record?

YES | | O

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Capture a OJEU Notice

Once an OJEU Notice has been created, you can capture the details you wish to include in the
notice being published.

Select the Capture link from the OJEU Notice menu on this form;

@ Home Q Help
] | - Open Journal European Union Notices | - Administration
[[f]—‘ *  Maintain * Delete
| MCrEﬂteHEﬂd‘H—N Capture * Copy
| MCreats Section ¥ Submit for Approval ¥ Close ! Extend
| Mtrsats Questions »  Publish
%J i ~ Reporting
Publish a Notice e T
. * Open Report Manager

ACTIVE OJEU: RHG Catering Services ACTIVE OJEU STATUS: Captured

The Capture an OJEU selection form will be displayed,;
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CWEU Type |oJEU |
OJEU Code |RHGO1-0JEU |
CWEL Reference Mumber | | ﬁ

ok | | CANCEL

Figure: Capture a OJEU selection form

e Click on the Select ﬁ icon, next to the Notice field.
e Input the Attribute.
e Select the OK button.

The selected notice will display as follows:
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¢ | [Intenda Questionnaire Engine - Yersion:1.1.0.0] - Microsoft Internet Explorer Z

=13
4 ;’r

File Edit ‘iew Favorites Tools Help

Our Approach
our arganization is being invited to respond to this Pre-Quoalification Questionnaire because you have expressed an interest in

participating in this project through the Official Journal of the European Union response process. This Pre-Qualification

Questionnaire is the first stage of oursupplier selection process.

Company Information

What is the inception What is the average
date of the annual Turnover of
Company™ the Company™

Lroes your business

comply with all
Crowou kawe 1509000

appropriate food
in rezpect of ywour

zafety legislation and

regqulationsy NB If

arganisation™ (MB By

B indicating yes, you HO W

suczesstul wou will be
may hawe to provide

abliged to be
thesze at a future

reqularly audited
stage)
during the award
period.
Summarize your
compamy's Health

and 5afety Faolicy.
Product Information

Wb at % (percentage)
of presensatives is
uzed in you

products™?

SAVE DETAILS
&] Dore %J Local intranet

Figure: Notice information form

On this form you can then capture information in the available fields and check whatever check
boxes are relevant to the notice you wish to publish.

Once you have completed all the relevant information, scroll down to the bottom of the page
SAWE DETAILS

using the scroll bar to the left of the page, and select the button.

The system will display a message verifying that your details have been saved successfully.

Select the Home @ button to return to the “Load an OJEU Notice” form.
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Submit OJEU Notice for Approval

After a questionnaire was created it needs to be submitted for approval to the delegated
authoriser in the organisation.

Select the Submit for Approval link from the OJEU Notice menu on this form:

@ Home e Help
B _ - Open Journal European Union Notices i - Administration
EE]—‘ ¥ Maintain * Delete
| ECI’EEEHEEHH * Capture * Copy
| IE’CFEETE Sectiom= Submit for Approval ¥ Close / Extend
| MCI’EETE Question= *»  Publish
%J i - Reporting
Publizh a Motice e ==
. *  Open Report Manager

ACTIVE QJEL: RHG Catering Services ACTIVE QJEU STATUS: Captured

The Send OJEU Notice for Approval screen will be displayed;

@ Hotme Q Helg

Sent_l_ DJEU_ for ﬂp_p_ru_u_al

CWEL Type OJEU
OJEU Type Code RHGOS-OJEL
Deszcription Catering Senmices Notice

| SEND FOR AFFROVAL | | CANCEL

Figure: Send for approval form

e Click on the SEND FOR APPROVAL button.
e Confirmation of submitting approval displays
e Select the OK button.

= PLEASE NOTE Approval of submitted questionnaire is done externally by

= the delegated approver as set up in the system workflow module.

93




:t\\lh’
33

INTENDA

’/)ﬂ\\

Sourcing User Manual

Publish a OJEU Notice

Once you satisfied that your OJEU Notice is correct it can be issued.

To do so, select the Publish link from the OJEU menu on the “Load a OJEU” main form as

follows:

@ Home Q Help
= e Open Journal European Union Notices - Administration
m—‘ *  Maintain EE!E!E

| ECI’EEK—HEEHH * Capture > Copy

| mCreate Section ¥ Submit for Approval * Close ! Extend

| Mcrsate Quester= Publish

%—‘ L Repurung

Publish a Notice e
. > Open Report M ar-ag r

ACTIVE QOJEL: RHG Catering Services ACTIVE OUEU STATUS: Captured

Figure: OJEU Notice main screen

The Publish a Questionnaire form will display as follows:

Issue a OJEU

QJEU Type CJEU
OJEU Type Code RHG10-0JEU

Catering Services Notice

Description
lzzue To @-.-\.-'e: OFvirt:‘.,l
l==ue Type ®C|;:—E: OC:EH

| oK | | CANGEL

Figure: Publish a OJEU Notice form

The Questionnaire Type and Questionnaire fields will default with the information of the
guestionnaire that was selected on entry to the “Load OJEU Notice” form.

Method: Publish a Questionnaire
e Select whether to publish the questionnaire to the Web or to Print Out by selecting the

relevant radio box.
e Select what type of issue it is by selecting either the Closed or Open radio box next to the

Issue Type field.
e Select the OK button.

The guestionnaire document as it appears to the suppliers will display as follows:
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@ Home @ Attachmerts o Helg

Confidentiality

ti is strictly dential. This =t itz and all

The Supply Chain (acting on behalf of RHG Business Serices Authority) maintains relations with multiple organisations. Data previded in this
tto this quest , must be dered dential and prapristary to the RHSG Supply Chain and the RHS

associated material provided by the RHG Supply Chain and the RH either with, o subsaq

Our Approach

ticipating in thiz project through the Official Journal of the European Union

‘Your erganisation is being invited ta respand fo this Pre-Qualification Questionnaire because you have d an interest in
(espanse process. This Pre-Qualifisation Questionnaire is the first stage of our supplier selection process.

Wihat is the average annual Tumover of the

Wihat is the inception dats of the Company?

Company?

Dioes your business comply with all apprapriate
Do you have |$09000 in respact of your

] organisation® (MB By indicating yes, you may have to | NQ |+

provide thess at a future stage)

oud satety |egislation and regulations? NB It
uecesstul you will be obliged to be regularly audited
during the award period

Summarise your company's Health and Safety \that % (percentage) of preseniatives is used in you

products?

SAVE DETAILS

Folicy.

Figure: Publish OJEU
e Close the document

The Publish a Questionnaire form will now display a message that the questionnaire was issued
successfully.

Issue a OJEU

OJEU Type OJEU
0JEU Code RGHO01-CJEU
it Catering Services Motice

Lescripuon

e Select the OK button

You will be returned to the main form.

PLEASE NOTE The questionnaire will be published to the GlobalERFx
website. Registered suppliers can respond to the questionnaire via the
website.
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Delete an OJEU Notice

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load an OJEU Notice” main
screen as follows:

& Q Help

Open Journal European Union Notices ~ Administration

il

ﬁ *  Maintain _V-.?‘ Delete

| MCreate Header * Capture * Copy

| MCFEEEE Section *  Submi for Approval * Close /! Extend
| mcrfate Questions  » Publish

~ Reporting

Publizh a Motice x :
*  Open Report Manager

B H

ACTIVE OJEU STATUS: Captured

Figure: Delete entry point

= PLEASE NOTE The system will automatically delete the questionnaire /
" notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A guestionnaire cannot be deleted once it has been issued.

Once you have selected the Delete link, the following form will display:

@ Home Q Help

Delete RHG Catering Services

Code RHGO5-OJEL Caption RH& Catering Senrices
CLEU Reference Mumber 2006/S 117-124854 Diate Crested 20071101
Catering Senvices Notice
Dezcription g
CuEL Matice Date 200710029
lzzue Date 2007102 Closing Date 2007 M 1027
Propozed Aweard Date 2007144 Contract Award Date 2007 M1MG

DELETE | [ canced

Figure: Delete screen

e Select the DELETE button
e A message asking you to verify your choice will display:
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Are you sure you want to delete the zelected record?

| VES | | MO

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of OJEU Notice.

@ Home Q Help

WOULD YOU LIKE TO:

v
* Cresate CLUEL * Load CJEL
* Create a Template * Load a Template r Delete a Template

¥ Create s QUEL from a Template

Copy an OJEU Notice

If you need to duplicate an OJEU Notice you are able to do so by simply copying the Notice you
want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load an OJEU Notice” main
screen as follows:

@ Home Q Help

pen Journal European Union Notices s.; Admin_isj]’atiqn

-
[2EEE R A

¥ Maintain * Delete
Create Header * Capture —_— Copy
Create Section *  Submit for Approval * Cloge ! Extend

Create Questions  »  Publish

T

, Reporting

Publizh a Notice Eom R SR -
*  Open Report Manager

{1

ACTIVE OJEL:: RHG Catering Senvioes ACTIVE OJEU STATUS: Captured

Figure: Copy entry point

Once you have selected the Copy Questionnaire link, the following screen will display:
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@ o

Copy a Official Journal European Union Notice

dl curopEan uvnien {

| Journal European Union

lews Official Journal European Union Motice Cod

COPY | | CAMCEL

Figure: Copy a screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

o A message asking you to verify your choice will display:
Are you sure you wwant to copy the selected record?

VES | | N |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the OJEU Notice Home Page where you can
then select the copied questionnaire and maintain it.

et PLEASE NOTE All copied questionnaires must be maintained as all fields
will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will
have to be created for the copied questionnaire.

= PLEASE NOTE The workflow is a mandatory field and is not being copied
. across when you copy an existing Notice. If you want to capture or publish the
copied OJEU Notice you will be prompt with a message stating that the
questionnaire is incomplete. You will first need to maintain the questionnaire
and select the relevant workplan before you can capture or publish it.
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Close / Extend an OJEU Notice

If you wish to close a questionnaire for further responses, or if you wish to extend the closing date
of a questionnaire, this can be done here. One screen is used to do both actions.

To do so, select the Close/Extend link from the Administration menu on the “Load an OJEU
Notice” main form as follows:

Q Home Q Help
B . ~ Open Journal European Union Notices # » Administration
L e - - S - L S - ST — Ty -

ﬁ—‘ *  Maintain * Delete

| mCreate Header *  Capture * Copy

| MCrEate Section *  Submit for Approval =P Close/Extend

| ECI’EETE Question=  »  Publish

%J i - Reporting

Publizh a Motice e e
. * Open Report Manager

ACTIVE QJEL:: RHG Catering Services ACTIVE OJEU STATUS: Captured

The Close / Extend Questionnaire form will display as follows:

Change Status To 1_'_%'
Reazan
R
Extend Date To El
SAVE | | cance

Figure: Close/Extend Questionnaire

Method: Close a Questionnaire

e Select the Lookup = icon next to the Change Status To field.
o A grid will display listing all of the statuses that are available for selection as follows:
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Autherized Authorized j
Cancelled Cancelled j
Captured Captured ﬁ
Clozed Clozed ﬁ
Created Created ﬁ
lz=zued lzsued ﬁ
Ordered Ordered ﬁ
Pending Pending j
Pending Authorization Pending Autherization ﬁ
Rejected Rejected =]
CLOSE

e Click on the Select [ icon next to the relevant status.

e The Change Status To field will be automatically populated with the selected
information.

e Capture the reason the status is being changed in the Reason field

e Select the SAVE button.

e A message will display on the same form confirming that the status has been
changed.

Status was changed successtully

e Select the OK button and you will be return to the main screen.
The status of your questionnaire has now changed to CLOSED.

Method: Extend a Questionnaire

e Select the Date Picker E| icon next to the Extend Date To field.
e A calendar will display as follows:

5u Mo Tu We Th Fr S5a
€8 23 30 31 1 2 3
4 /5 & 7 &§ 3 18
11 12 13 14 15 16 17
18 13 zZ0 21 2ZZ2 Z3 24
€3 26 27 23 29 30 1
Z2 3 4 53 &5 I 8

Figure: Calendar

Select the relevant date by clicking on it.

The Extend Date To field will be automatically populated with the selected
information.

e Capture the reason the status is being changed in the Reason field.
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e A message will display on the same screen confirming that the date has been
changed.

Date was Extended successully

e Select the SAVE button.
e Select the OK button and you will be return to the main form.
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Create a OJEU Notice Template

A template can be created and used over again only changing the section of the template to the
requirements of the question

To create a template, select the Create Template from the OJEU Notice main form as depicted
below:

e Hotme o Help

WOULD YOU LIKE TO:

* Create CUEU * Load OJEL
—> | Creste a Template
¥ Create s QUEL from a Template

* Load a Template  * Delete a Template

The blank Questionnaire header will display as follows:

e Home o Wy
Header

GENERAL INFORMATION

Code Date Created 2008/01/30
. VWorkPlan _'} 2

I Description
[
| SAVE HEADER | | CANCEL

Complete the form the same as explained in Creating an OJEU Notice.
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Maintain a OJEU Notice Template

Once you have created a questionnaire, and selected it from the Load OJEU Notice link on the
main form of OJEU Notice, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the OJEU Notice menu on the “Load OJEU Notice” main
form as follows:

e Home o Help

| L DJLU . . Administration
L > Mairtain > Delete

| ECreate Header *oCopy

| ECreate Section

=

Create Guestions

The questionnaire header with its associated sections and questions will display as follows:

RHBuyerl2

unkcery | [ Preview | [ savemeamer | | CANCEL

Sections

SectonlDeseripton e oeiete
¥ x

Introduction

ADD
Questions

ParenfCode —Dpeserption ek
A A 7 X

Introduction

ADD

Q

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the

SAVE button once you are finished.
Method: Edit a section or a question

Select the Edit j’ icon next to the item you wish to edit in the section or question grid
The selected section or question will display.

Edit the details as required

Select the SAVE button.
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Your changes have been successfully saved.

Method: Delete a section or a question
e Select the Delete X icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Are you sure you want to delete the zelected record?

YES | | M

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load a Template” main
screen as follows:

e Harme o Help

m . . OJEU . . Administration
L > Mairtsin — Delete

| ECreate Heauler ¥ Copy

| ECreate Section

=

Create Cuestions

m

Figure: Delete entry point

Bt PLEASE NOTE The system will automatically delete the questionnaire /
notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

104




- ‘ INTENDA

Sourcing User Manual

Once you have selected the Delete link, the following form will display:

e Home

Delete RHG Catering Services

Code RH&05-0JED

CWEL Reference Mumber 2006/5 117-124354
Description Catering Senrices Notice
CWEL Motice Date 2007/10/29

lzzue Date 200741102

Propozed &ward Date 200741114

Caption
Date Crested

Closing Date
Contract &ward Date

RH& Catering Senices

20071401

2007111627

2007116

o Help

DELETE

CANCEL

Figure: Delete screen

e Select the DELETE button

e A message asking you to verify your choice will display:

Are you sure you want to delete the zelected record?

VES | | MO |

e Select the YES button

The OJEU Notice will be deleted. Because you have deleted the active questionnaire, you will be

returned to the “Would you like to” main screen of OJEU Notice.

e Home

. . OJEU
I tairitain
Create Header

Create Section

Create Guestions

<@

=

m

< Administration

v Delete
rooCopy

o Help
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If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load a Template” main
screen as follows:

@ Harme o Help

] . . 0JEU . . Administration
[ » Maintain " Delete

| ECreate Heacler —> Copy

| ECreate Section

Create Cuestions

&

mi

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:

I
=]
1
=
i
=]

Copy a template

Official Journal European Union Notice Type

Official Journal Eurcpean Union Notice Code

MNew Official Journal European Union Notice Code

COPY | | CAMCEL

Figure: Copy screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field

e Select the COPY button
e A message asking you to verify your choice will display:
Are you sure you wwant to copy the selected record?

| VES | | N |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.
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You will need to select the HOME button to return to the OJEU Notice Home Page where you can
then select the copied questionnaire and maintain it.

— PLEASE NOTE All copied questionnaires must be maintained as all fields

—-— will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will
have to be created for the copied questionnaire.

You can create an OJEU from a template that was created in advanced.

To do so select the Create an OJEU for a Template link from the main OJEU menu.

WOULD YOU LIKE TO:

* Create CUEU * Load CJEL
* Create a Template * Load a Template r Delete a Template

— Creste a QUEL from a Template

Hotme: @ e

e Chose the template that you want to copy by selecting the Lookup “# icon next to the

template field.
e Type in the code of the new OJEU Notice.
e Select the OK button.

The new OJEU is created and can be located by selecting the “load OJEU?” link.
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Version 1.3.12.0

Pre Qualification Questionnaire

A questionnaire is created with its header and associated sections and questions residing under
each section. Questionnaires are linked to commodity categories. The commodity category to
which it is linked will automatically determine which suppliers receive the PQQ when it is issued.

_“ PLEASE NOTE A questionnaire can only be linked to one commaodity
— category. If a questionnaire needs to be linked to more that one commodity
category, the user will have to COPY the questionnaire, rename the copy and

then link it to the new commodity category.

To create a new pre qualification questionnaire, select the Create PQQ link from the Pre-
Qualification Questionnaire main form as depicted below.

@ Home @ Help
WOULD YOU LIKE TO:

— Create PO * Load Poc
» Creste a Template * Load a Template » Delete a Template

¥ Create a PQO from a Template

Figure: Create a PQQ access point

The blank Questionnaire header will display as follows:
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Header

X4
Caption
reated Ratin ||
Acti rs T
Sea @ Unsea o)
ATORS
1
Not Linked v
2008/01/25 H Closing Date H &2

Attachments

No records found

saveHEaDER | [ cance |

Figure: Header

Method: Creating a questionnaire header
e Capture the Code and Caption for the new questionnaire.
Capture the OJEU Reference number if required.
Capture the description for the questionnaire.
Select the WorkPlan
Check the Rating check box if this questionnaire is to be evaluated.
Check the Active check box to ensure the questionnaire is available for issue.
Indicate whether the questionnaire is sealed or unsealed by checking the relevant radio
box.
Select the Procedure Type.
e Depending on the type selected, the date field will be populated / OR you can select
dates for the fields yourself.

If you wish to add an attachment to your questionnaire header, do the following:

e Select the ADD button in the Attachment section of the header

Attachments

Mo records found. .

Figure: Attachments section of questionnaire header

The Add Attachments form will display:
e Select the BROWSE button, locate and select the file you want and select the OK button.
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o After providing all the necessary information and adding the attachment, select the SAVE
button.

e To exit the form without saving anything, select the CANCEL button.

Once you have finished completing and saving the questionnaire header, two other sections
become available. You can capture the sections to which you will add the questions.

Method: Adding a section to a questionnaire
e Select the SECTION bar, and the following form will display:

.~ Sections

Code Description

No Data

Figure: Add sections

Select the ADD button.
Complete the following fields
o Code
o Caption
o Description
o Order (in which it will appear on the questionnaire)
Check the Active check box.
Select the SAVE button.

The new section you have just created will now display in the grid under SECTIONS.

To edit or delete the section simply select the Edit 1 icon or the Delete icon.
Follow the steps listed above to all the sections to your questionnaire.

Method: Adding a question to a questionnaire
e Select the QUESTIONS bar, and the following form will display:

~ Questions

Code Description

Mo Data

Figure: Add questions

e Select the ADD button
e The expanded questions form displays as follows:
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Questions

GEMERAL INFORMATICN
Section Code _; Guestion Code

Order Sequence Active for Supplier

CONTROL INDICATORS

Header D Lookugp D _‘}J
Rating |:| Display Caption |:|
Mandstory |:| Fead Only |:|
Pt Line O
COMTROL DATA,
LaRton Tooltip
Style Normal _‘FJ [rata Type Code warchar j
Defavit Cption Type Check box

Option box
hin W alue Mz Valug
= Rating Precizion
Character Count Wiord Count

| seve quesTion | | CANCEL

Figure: New question form

e Complete all of the relevant fields

e Check the Active Indicator check box to make it available for completion by the supplier

e Once all the fields are complete, check the Rating Indicator box if the supplier’s
response to this question is to be evaluated.

e Then check the Lookup Indicator box to set up the possible answer to this question. The
Lookup icon becomes available for selection as follows:

| Lookup _%‘ |
Figure: Lookup Indicator

e Click on the Lookup “# icon. The Potential Answers form displays as follows:

Potential Answers

Active for Supplier [F]

| CLEAR | | ADD | | DOME |

Mo records found

Figure: Potential Answers
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e Complete the following fields:
o0 Answer code
0 Answer description
0 Answer caption
0 Answer rating
o Answer value
e Check the Active check box
e Select the SAVE button.
The Potential Answer will now have been linked to your question.
e Select the SAVE button again on the Questions form.

The new section you have just created will now display in the grid under QUESTIONS.

To edit or delete the question simply select the Edit 1 icon or the Delete X icon.

Follow the steps listed above to all the questions and possible answers to your questionnaire.

Load a PQQ

This form is accessed by selecting the Load PQQ link from the Pre-Qualification Questionnaire
main form as depicted below.

WOULD YOU LIKE TO:
' Create POG =P | oad P

¥ Creste a Template * Load a Template * Delete a Template

¥ Create a PR from a Template

Figure: Load a Questionnaire access point

You will be prompted to select the Questionnaire number you want to work with. Make your
selection and select the OK button.

The questionnaire you have selected will show as being active in the bar at the bottom of the
following screen, which will also display all of the functions available for selection:
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Q-

X
(=]
=2
m

i . Pre-Qualification Questionnaire + - Administration
% Maintain * Capture Suppliers Rezponses
Create Header *  Submit for Approval *

Create Section *  Publizh
Create Questionz  » Evaluate * Clo=e f Extend
*  Recommend

Published . . Reporting

Tame ©

Evaluate ! =
* DOpen Report Manager

Recommend

WS

Figure: Load a Questionnaire main screen

Maintain a PQQ

Once you have created a questionnaire, and selected it from the Load PQQ link on the main form
of PQQ, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the PQQ menu on the “Load PQQ” main form as follows:

@ Home o Help

[ » Pre-Qualification Questionnaire + .~ Administration

¥ Maintain * Capture Suppliers Responses
| Ellr&ar& Header ¥ Submit for Approval ¥ Delete

| Ecrc—ate Section *  Publigh *  Copy

| E’j eate Questions  »  Evaluate * Cloze | Extend

*  Recommend

Publizhe .
e i ~ Reporting
Evaluate !

_ *  Open Report Manager
Recommend

B
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The questionnaire header with its associated sections and questions will display as follows:

Header

Caption

O
Status Reason =
Sealed ()] ®

v

lszue Date 2008/01/28

Attachments

Mo records found

savereaner | [ cancel |
Sections
Sectionpeseripton e petete
B Overview of this PPQ F X
C Cortact Details 7 X
(o] Supplier General Overview _f ><
D2 CQualty 7 X
E Products j’ ><
F hanufacturing j’ >(
G IT Infrastructure _f ><
ADD
Questions

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.

Method: Edit a section or a question

Select the Edit j’ icon next to the item you wish to edit in the section or question grid
The selected section or question will display.

Edit the details as required

Select the SAVE button.

Your changes have been successfully saved.

Method: Delete a section or a question
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o Select the Delete & icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Ape ol sure youl want to delete the selected record?

VES | | HO

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.
Submit PQQ for Approval

After a questionnaire was created it needs to be submitted for approval to the delegated
authoriser in the organisation.

Select the Submit for Approval link from the PQQ menu on this form:

o Q-

O i . Pre-Qualification Questionnaire - Administration

Ch : -

I *

| IZ[ P : Py

| E:Zreait— Questions 5 E * Close / Extend

g iy

M Tuc!iarea . . Reporting

% - i Open Report Manager
Recommend -

M
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The Send PQQ for Approval screen will be displayed;

Send PQQ for Approval

PG Type FQQ
PRC Type Code RHGO1-FQQ
Description Collective Minimum Requirements for

Catering Senvices

| SEND FOR APFROVAL | | CANCEL

Figure: Send for approval screen

e Click on the SEND FOR APPROVAL button.
e Confirmation of submitting approval displays
e Select the OK button.

PLEASE NOTE Approval of submitted questionnaire is done externally by
the delegated approver as set up in the system workflow module.

Once you satisfied that your questionnaire is correct it can be issued.
To do so, select the Publish link from the PQQ menu on the “Load PQQ” main form as follows:

¢ . Pre-Qualification Questionnaire : . Administration

* Capture Suppliers Responses

Pama ™ ©

p=l

*  (Open Report Mar

o m
i =

W HHE

Figure: PQQ main screen

The Publish a PQQ form will display as follows:
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Issue a PQQ

POQ Type PQO
PO Type Code RGHOO8-FQOQ

Ok | | CANCEL

Figure: Publish a Questionnaire form

The Questionnaire Type and Questionnaire fields will default with the information of the
guestionnaire that was selected on entry to the “Load PQQ” form.

Method: Publish a Questionnaire
e Select whether to publish the questionnaire to the Web or to Print Out by selecting the
relevant radio box.
e Select what type of issue it is by selecting either the Closed or Open radio box next to the
Issue Type field.
e Select the OK button.

The questionnaire document as it appears to the suppliers will display as follows:

@ Home @ Attachmerts o Helg

Confidentiality

The Supply Chain (acting an behalf of RHG Business Senvices Authority) maintains relations with multiple erganizations. Data provided in thiz questi iz strictly dential. Thiz questi ire and all
ass0ciated material provided by the RHG Supply Chain and the RHG either with, or subsequent to this quest . must be dered dential and proprietary to the RH& Supply Chain and the RHG
Our Approach

Your organization is being invited to respond to this Pre-Qualification Questionnaire because you have d an interest in participating in thiz project through the Official Journal of the European Union

esponse process. This Pre-Qualification Questionnaire is the first stage of our supplier szlection process.

Wihat is the average annual Turnowver of the

Company?

Wihat is the inception date of the Company?

Dioes your business comply with all apprapriate
Do you have |$09000 in respact of your

oud satety |egislation and regulations? NB It
] organisation® (MB By indicating yes, you may have to | NQ |+
youwill be obliged to be regularly audited bl |

provide thess at a future stage)
during the award period

Summarise your company's Health and Safety \that % (percentage) of preseniatives is used in you

Folicy. products?

SAVE DETAILS

Figure: Publish PQQ
¢ Close the document
The Publish a Questionnaire form will now display a message that the questionnaire was issued

successfully.
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Issue a PQQ
LA Collective minimum Regquirements fo
HESERDTOY Cotering Services
= uC_ l:::l = &P int Crut
zzle Type E:' Closed |: :I:F'\::
POQ zsued Successfu
[ oK |

e Select the OK button

You will be returned to the main form.

_* PLEASE NOTE The questionnaire will be

website. Registered suppliers can respond
website.

published to the GlobalERFx
to the questionnaire via the

Once a questionnaire has been successfully publish, you are
response if they give them to you in hard copy format

able to capture the supplier’s

To do so, select the Capture Responses link from the Administration menu on the “Load PQQ”

main screen as follows:
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i . Pre-Qualification Questionnaire i . Administration

—
Temg) ©

% -~ Reporting
E:‘ * OpenR anager
Figure: Capture Responses entry point
The following form will display:
Select a Questionnaire
Guestionnaire Type  |FOQQ
Guestionnaire RHGO4-PRQ
Supplier _‘F’
oK | | cencer

Figure: Select a Questionnaire

Method: Capture Responses

e Select the Lookup = icon next to the Supplier field.
A grid listing displays listing all the suppliers to whom the questionnaire was issued. At
the top of the grid as filter box will display as follows:

Filter

Supplier Mame

APPLY

e Capture the name of the suppliers whose response you have received.

e Select the APPLY button.

e The grid will change and list the suppliers whose name most closely resembles the
one you supplied.

e Click on the Select & icon next to the supplier you want.
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The Select a Questionnaire screen will display with the name of the selected supplier
populated in the Supplier field.

Select the OK button.

The issued questionnaire will display.

Complete all of the necessary fields.

If the supplier has given you a document on an CD or a disk that they would like to

include in their submission, select the @ Altachmerts button at the top of the screen

The View Attachment form will display:

View Attachments

Mo records found...

Fiepan ——— open Deiete

| ADD | | SAVE | [ cancer ]

Select the ADD button

The Add Attachments form will display.

Select the Browse button and locate the file that needs to be attached. When you
have found it, select the OK button.

You will be returned to the View Attachment form. Select the SAVE button and the
selected attachment will be added to the suppliers response.

Select the SAVE AS button at the bottom of the questionnaire form.

You will now have successfully captured the supplier’s response.

Once the closing date for a questionnaire has been reached, and the suppliers have responded
to it, the questionnaire can be evaluated.

To do so, select the Evaluate link from the PQQ menu on the “Load a PQQ” main form as follows:

L
=]
m

S—T
Tama’

o

WS

i . PreQualification Questionnaira i . Administration

i - Reporting

The Evaluate a Questionnaire form will display as follows:
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Evaluate a Questionnaire

Code pescription Supper tame Total Point Point_view
RHG

30497 Catering ABC Cleaning Services 10.0000 0000000 _%7
Services
RHG

30514 Catering ABC Catering Services and Eguipment 10.0000 0000000 _‘F’
Services

SAVE | [ cawncer ]

Figure: Evaluate a Questionnaire form

You will be able to see how the responses to the questionnaire have been evaluated by the
information that is displayed on the form.

e Select the SAVE button to complete the evaluation process.

You will be returned to the “Load a PQQ” main form.

Recommend a PQQ

Once a questionnaire has been successfully evaluated, you can make a recommendation as to
which supplier(s) to issue the ITT (Invitation to Tender) to.

To do so, select the Recommend link from the PQQ menu on the “Load a PQQ” main form as
follows:

i . Pre-Qualification Questionnaire i . Administration
* Capture Suppliers Responses
a L EIElE

%@@g?‘

0
4

Manager

m
o
==
=)
o
w
T
[
Al
m
1=}
a
- |

Figure: Recommend entry point

The Recommend a Questionnaire form will display as follows listing the suppliers whose
responses to this questionnaire were received and evaluated:
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Recommend a Questionnaire

Code Description/Suppier tlame Total Point Point_[Select
RHG

30497 Catering ABC Cleaning Services 10.0000 0.000000 |:|
Services
RHZ

30514 Catering ABC Catering Services and Equipment 10.0000 0.000000 |:|
Services

Feazon for recommondation

| SAVE | [ cancer

Once you have decided which suppliers must be recommended to receive the ITT you do the
following:

e Check the check box next to the supplier(s) you wish to recommend
e Select the SAVE button

Once you have successfully recommended your supplier, the recommendation will be available
for selection in the subsequent ITT process of the RFx system.
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Should a questionnaire become obsolete for whatever reason, you have the option to delete it

from the system.

To do so, select the Delete link from the Administration menu on the “Load a PQQ” main screen

as follows:

Temm

o

W H =

Pre-Qualification Questionnaire

Administration

Figure: Delete entry point

have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

PLEASE NOTE The system will automatically delete the questionnaire /
notice you are currently working with. Therefore be careful to ensure that you

Once you have selected the Delete link, the following form will display:

Delete a Questionnaire

Code RHZ1111

CWEL Reference Mumber 200645 117-124353

Colledt

Description

CWEL Matice Date 200710429

lzsue Date 200711102

Proposed Award Date 20071114

ts for Catering Senvices

Caption

Diate Created

Clozing Date
Contract Award Date

RH Catering Senices

2007411401

200771107

200711016

DELETE

| [ cancev

Figure: Delete screen
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e Select the DELETE button
e A message asking you to verify your choice will display:

Are you sure you wart to delete the selected record?

VES | | NO |

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of PQQ.

WOULD YOU LIKE TO:

¥ Create POG ¥ Load PGG
¥ Creste a Template * Load a Template * Delete 5 Template
¥ Create a PQG from a Template

Copy a PQQ

If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy link from the Administration menu on the “Load a PQQ” main screen as
follows:

Q Q -
N i . Pre-Qualification Questionnaire - Administration
E:]—‘ *  Maintain * Capture Suppliers Responses
| M'Zreare Header ¥ ova * Delete
| M'.r—at ion ' —l COY
| E::reaie Questionz  » * Close / Bxtend
- ,
M Publizhed -
i » Reporting
[:‘ Evaluate : 0 R M
D Reommend * Open Report Manager
l

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:
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Copy a Pre-Qualification Questionnaire

Figure: Copy a screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

e A message asking you to verify your choice will display:
Are ol sure you weant to copy the selected record?

TES | | O |

e Select the YES button

The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the PQQ Home Page where you can then
select the copied questionnaire and maintain it.

‘-'r PLEASE NOTE All copied questionnaires must be maintained as all fields
R will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will

have to be created for the copied questionnaire.

If you wish to close a questionnaire for further responses, or if you wish to extend the closing date
of a questionnaire, this can be done here. One screen is used to do both actions.

To do so, select the Close/Extend link from the Administration menu on the “Load a PQQ” main
form as follows:
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Home

Tama™™ ©

.+ Pre-Qualification Questionnaire - Administration
D Maintain

Create Header ¥ Submit for Approval

Create Section *  Publish

Create Questionz  »

Published g
% i -~ Reporting
Evaluate !
* Open Report Manager
E:‘ Recommend

Evaluate

*  Recommend

The Close / Extend Questionnaire form will display as follows:

Reason

Change Status To

Extend Date Ta

B

R
=

CANCEL

SANE

Figure: Close/Extend Questionnaire

Method: Close a Questionnaire

Select the Lookup “# icon next to the Change Status To field.
A grid will display listing all of the statuses that are available for selection as follows:

Select
Authorized Authorized ﬁ
Cancelled Cancelled ﬁ
Captured Captured j
Closed Closed j
Created Created ﬁ
lezued legued ﬁ
Ordered Ordered ﬁ
Pending Pending ﬁ
Pending Authorization Pending Autherization ﬁ
Rejected Rejected &
CLOSE
e Click on the Select & icon next to the relevant status.
¢ The Change Status To field will be automatically populated with the selected
information.
e Capture the reason the status is being changed in the Reason field
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e Select the SAVE button.

¢ A message will display on the same form confirming that the status has been
changed.

Ztatuz wasz changed succezstully

e Select the OK button and you will be return to the main screen.
The status of your questionnaire has now changed to CLOSED.

Method: Extend a Questionnaire

e Select the Date Picker E| icon next to the Extend Date To field.
e A calendar will display as follows:

< Movember 2007 =
Su Mo Tu We Th Fr S3a
28 29 30 31 1 2 3
4 53 &6 Z &8 8 10
11 12 13 14 15 16 17
18 18 20 21 22 23 24
25 26 27 28 29 30 1
£ 3 4 3 & ¥ B

Figure: Calendar

Select the relevant date by clicking on it.

The Extend Date To field will be automatically populated with the selected
information.

Capture the reason the status is being changed in the Reason field.

e A message will display on the same screen confirming that the date has been
changed.

Date was Extended successiully

e Select the SAVE button.
e Select the OK button and you will be return to the main form.
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Create a PQQ Template

A template can be created and used over again only changing the section of the template to the
requirements of the question

To create a template, select the Create Template from the Pre-Qualification Questionnaire main
form as depicted below:

@ Home o Help

WOULD YOU LIKE TO:

¥ Create PGIGH ¥ Load PEG
=P 5 Create & Template * Load a Template * Delete a Template
¥ Creste a PQQ from a Template

The blank Questionnaire header will display as follows:

Header
GENERAL INFORMATION —
Code Date Created 2008/01/25
.—I WorkPlan _%ﬁ & 0JEU Reference Number
| I::‘Crsals Header Description Caption
| [:‘Create Section
| [:‘Crea!e Questions
.J CONTROL INDICATORS
Status C Crested Rating I:‘
Status Reason Active for Supplier
Sealed ® Unsealed 3}
PROCEDURE INDICATORS -
Procedure Type |!\:iL|f‘f§: w
OJEU Notice Date 2008/01/25 ] Closing Date E @2
lssue Date j &
Attachments

No records found

ADD

[ saveresper | | CANCEL |

Complete the form the same as explained in Creating a Questionnaire.
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Maintain a PQQ Template

Once you have created a questionnaire, and selected it from the Load PQQ link on the main form
of PQQ, it can be maintain at any given time before it is issued.

To do so, select the Maintain link from the PQQ menu on the “Load Template” main form as
follows:

Q Home Q Help
LH > Maintain » Delets
Create Header roCopy
| &
| MCreate Section
| ECreate Questions
LH
|

ACTIVE TEMPLATE POQ: RHG Catering Semvice ACTIVE TEMPLATE POQ STATUS: Created

The guestionnaire header with its associated sections and questions will display as follows:
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Header

VorkPlan

0JEU Reference Number

Description

CONTROL INDICATORS

Status Code Cre Rating |
Status Reason o Active for Supplier
Sedled O Unzealed @

v

OJEU Notice Date

lszue Date

Attachments

File Name

Mo records found

ADD
savereaner | [ cancel |
Sections
Soctionposeripton ——_______________ Jean_elete
B Overview of this PPQ F X
C Cortact Details 7 X
(o] Supplier General Overview j ><
D2 CQualty 7 X
E Products j’ >(
F hanufacturing J’ >(
G IT Infrastructure _? ><
ADD
Questions

Figure: Maintained questionnaire

You can then make any changes that are allowable to the questionnaire header and select the
SAVE button once you are finished.

Method: Edit a section or a question

Select the Edit j’ icon next to the item you wish to edit in the section or question grid
The selected section or question will display.

Edit the details as required

Select the SAVE button.

Your changes have been successfully saved.

Method: Delete a section or a question
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o Select the Delete & icon next to the item you wish to delete in the section or question
grid
e A system message will display as follows:

Ape ol sure youl want to delete the selected record?

VES | | HO

e Select the YES button to delete the item, OR select the NO button to retain the item.

The selected item will be deleted and will no longer display under the sections or questions grid.

Delete a PQQ Template

Should a questionnaire become obsolete for whatever reason, you have the option to delete it
from the system.

To do so, select the Delete link from the Administration menu on the “Load a Template” main
screen as follows:

@ Home Q Help

[ | ~ PaQ ~ Administration
L > Mairtain —> Dekte

| MCreate Heailer * Copy

| ECreate Section

| MCreate Questions

LH
|

ACTIVE TEMPLATE PQQ: RHG Catering Semice

ACTIVE TEMPLATE PQOQ STATUS: Created

Figure: Delete entry point

= PLEASE NOTE The system will automatically delete the questionnaire /

notice you are currently working with. Therefore be careful to ensure that you
have loaded the correct questionnaire.

A questionnaire cannot be deleted once it has been issued.

Once you have selected the Delete link, the following form will display:
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T

Code [RH&1111 | Caption [RH& Catering Senvices
CJEU Reference Mumber |2008.~’S 117-124354 | Ciate: Created 2007411401

. Collactive Mini Requi ts for Catering Senices E
Description ‘ 9 ]
CWEL Matice Date 200710429
lszue Date 2007411402 Closing Date 20071107
Proposed Award Date 20071114 Cortract Sward Date 200746

[ oeete | [ eanceL

Figure: Delete screen

e Select the DELETE button
o A message asking you to verify your choice will display:

Are you sure you wart to delete the selected record?

VES | | NO |

e Select the YES button

The questionnaire will be deleted. Because you have deleted the active questionnaire, you will
be returned to the “Would you like to” main screen of PQQ.

@ Home Q Help

LH > Maintain » Delets
| ECreate Heailer * Copy
| MCreate Section

| ECreate Questions

LH
|

ACTIVE TEMPLATE POO ering ACTIVE TEMPLATE PO




W

Zi< | INTENDA

—

Sourcing User Manual

Copy a PQQ Template

If you need to duplicate a questionnaire you are able to do so by simply copying the questionnaire
you want to reproduce.

To do so, select the Copy Questionnaire link from the Administration menu on the “Load a
Template” main screen as follows:

@ Home Q Help

[ | - PQO ~ Administration
L > Mairtain > Delete

| MCreate Hearler —_—> Copy

| ECreate Section

| MCreate Questions

[H

|

ACTIVE TEMPLATE POQ C Senvice ACTIVE TEMPLATE PQOQ STATUS: Created

Figure: Copy entry point

Once you have selected the Copy link, the following screen will display:

@ Home o Help

Copy a template

8]

Pre-Qualification Questionnaire Type P
Pre-Qualification Questionnaire Code PQQ'5

New Pre-Clualification Questionnaire Code

COPY | | CAMCEL

Figure: Copy screen

e Capture a questionnaire code for the new questionnaire in the New Questionnaire Code field
e Select the COPY button

o A message asking you to verify your choice will display:
Are you sure you wwant to copy the selected record?

| VES | | N |

e Select the YES button
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The system will automatically return you to the workspace of the original questionnaire.

You will need to select the HOME button to return to the PQQ Home Page where you can then
select the copied questionnaire and maintain it.

= PLEASE NOTE All copied questionnaires must be maintained as all fields
- will need to be amended to suite the requirement for the new questionnaire.
The Possible Answers are not copied; therefore new possible answers will

have to be created for the copied questionnaire.

You can create a PQQ from a template that was created in advanced.

To do so select the Create a PQQ for a Template link from the main PQQ menu.

Q
WOULD ¥OU LIKE TO:
¥ Create PG * Load Pac

* Create a Template * Load a Template * Delete s Template

= Create a PGS from a Template

e Chose the template that you want to copy by selecting the Lookup “# icon next to the
template field.

e Type in the code of the new PQQ

e Select the OK button.

The new PQQ is created and can be located by selecting the “load PQQ” link.

Reporting

There is currently a menu selection available for reporting on the maintenance section of the

PQQ Module which will run reports off LogiXML.
However, the development of this section will be tailored to client requirements and will therefore

be client specific.
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